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Use the Setups
menu to change your
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Use the Admin menu to set up ‘
users and permissions and to
customize the application. i

This menu is only visible when
you are logged in as
Administrator.
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Internal Audits

In many modules the screen is
divided into two or three tables. The
Mo | Tile enan: Main records — in this case Audits —
002 150 5001 Indemal Audk - Fregular Semiannusl are in the top table; and the subordi-
150 5001 Intemad Audit - Repdar S eminnnual T/ 2 Z=ilsl nate records are in the lower tables
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When you select (click on) a main
record, an Audit,...
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Plan Date | Act Date Stabus

- Galas & Circer Processing 8/8/2008  8/19/2008 |CLOSED
02 FRPOZ - Puchasing Purchasing Mathew Chase 872008 8192008 |CLOSED
Edit ftom o3 Fﬂm-ﬁﬂm Hw’ i Pq.-,:h‘gj'g Erri;ﬁm w2 P = s=sm==
Delote Item (4  PRPM - Invenion Mansgement | Warehouss Erma Flosdne. ...the middle table will fill out with
(5 S POTTRE: Pandie o Lt L2 i B subordinate records of the audit plan
06  PRPDS - Paoduction Production Emo Rudiguez for the selected Audit and
07 |FRPOS-Defvoy Shgping Matthew Chose or the selected Audit and...
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PRPO1 - Sabes & Order Processing| 9/22/2008 | CLOSED |

0 | Obsolete product specs on webabe

02 | Adhesive supplier is not on Approved Supplier List qu' PRPOZ - Puichasr o .
03 | NoOAMC iecpsements in P Ho: J-356-07 Mno  FRRI2-. - ...the bottom table will fill out with
2 ST T ettt fiak o beicsacl o ol e Mo PRRIZ-Recebs gy bordinate records of findings for the

selected Audit.

These sidebar buttons are typical, although they may
vary somewhat depending on the module and the table.
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Mo Tile Report - opens a new window with a PDF report for the =~ EndDats  Status
o0z ... selected item. In the report window you can also view PLAMME

&dd Mew ! i i
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Edit

Delete Add New and Edit - opens a data entry form for adding a
Brint Lisk new record or editing the selected record.

Delete - deletes the selected record, including all subor-
dinate records and attachments.
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Print List - opens a new window with a PDF list of all Awditor FlanDate | &
records as they appear in the table.
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Stk Date End Date Statuz

- Begular Semiantiual Every module has its own Setup

- Beqular Semianmual 2l menu for defining categories, types,
and other parameters specific to the
module.

In this module it is the auditors, the
processes, and the template audit plan.

This Setup menu group is only visible
to Administrators.
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