Show all Documents

Overview:

The ‘Show all DOCS' window allows the users to view a list of all the documents linked to the 'Quality
Management System’. The ‘Document Search’ window is password protected and user must have permission and
an employee password to utilise this window. The ‘Document Search” window enables users to view the list of
documents, refine the list or search for a specific document. The documents can also be viewed for reviewing and
editing where necessary.
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To Display the List of all Documents

From the OPTO ribbon, select the ‘Quality’ tab then click on the ‘Documents’ icon. Enter your employee password
and click on the 'Refresh’ button to generate the window. The display can be refined by using any of the drop
menus.
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[C] Obselete Documents ] Show Referencd [] Review Date

DocID = DocTitle Cat  Area Type Own.. Owner Name Sta Status Description Sta Rev Public
1 HT1014  Add A New NCR/ECR in the QMS Module PP DOC 1 Robert JONES 0 Draft A —No-
2 HT1015  Edit an NCR/ECR in the QMS Module HT DOC 101 1 Robert JONES 0 Draft A —No--
3 | HT1019  Show all DOCS in the QMS Module HT DOC 1 Robert JONES 0 Draft Yes
4 HT1020 Enter or Edit Positions in the QMS Module HT DOC 1 Robert JONES 0 Draft Yes
5 HT1021  Using the Position Wizard in the QMS Module HT DOC 1 Robert JONES 0 Draft Yes
6 HT1022  Show All Current Positions in the QMS Module HT DOC 1 Robert JONES 0 Draft Yes
7 HT1023  Enter or Edit Inspection Items in the QMS Module HT DOC 1 Robert JONES 0 Draft Yes
8 HT1024  Show All Inspection Items in the QMS Module HT DOC 1 Robert JONES 0 Dt Yes
9 HT1026  Setting up Parameters in QMS HT DOC 101 1 Robert JONES 0 Draft A No-
10 | HT1027 Test Document HT DOC 101 1 Robert JONES 0 Draft Yes
11 | OP1007 Maintenance Log - COM201 OP REC 1 Robert JONES 0 Draft Yes
12 | OP3001 Workplace Health and Safety Procedure oP DOC 101 6  Bronwyn BROWN 0 Draft 0001  Yes
13 | PD2001 Position Description WHSO PO DOC 1 Robert JONES 0 Draft Yes
14 | PD2002 Position Description - Production Manager PO DOC 101 1 Robert JONES 0 Draft Yes

To access the options list for a document in the ‘Document Search’ window, right-click on the Doc ID number in
the far-left hand column of the window and click on required option.

View Document 'PD2003" - Goes straight to Document

View/Edit Document Record 'PD2003' .. T Goes to Document Management (View/Edit) window
Raise Change Request 'PD2003".. - . Raises Mew Change Request record
View Change Request 'PD2003'... < Goes to the Document Tracking window

Print this List... +——+— Prints a report on all documentinthe system
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To print the list of the documents, click on the 'Print’ icon to open the ‘Print Table Data’ window.
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1 HT1014 o Froges e o o TS o YTETY A Mo
2 HT1015 x A --Mo--
3 HT1019 Yes
4 HT1020 . Yes
5 | HT1021 Report Title Yes
6 HT1022 Yes
7| Hriozs I Document Search Yes
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12 | opaoot CQwner Mame Sta Status Descrig Date Rev 001 Yes
13 | PD2001 Public Yes
14 PD2002 Yes
15 PD2003 A --Mo--
16 PD2004 DoclD Doc Title | Type | Area |Own| Owner Mame ‘ Sta |Status Descri Yes
17 | PP1003 d HT1014  Add A Mew MCR/ECR in the QMS Module DocC Robert JOMES Draft A Yes
18 | PP1005 TRe| | HT1015  Edit an NCR/ECR in the OMS Module Doc 101 Robert JONES Draft p/201  Yes
19 | PP5001 @1 | HT1018  Show all DOCS in the QMS Module DocC Robert JONES Draft 001  Yes
20 | w1007 21| HT1020  Enter or Edit Positions in the QMS Module DocC Robert JONES Draft Yes

HT1021  Using the Position Wizard in the QMS Module Doc Robert JOMES
HT1022  Show All Current Positions in the OMS Module DoC Robert JONES
HT1023  Enter or Edit Inspection [tems in the QMS Module DocC Robert JONES
HT1024  Show All Inspection [tems in the QMS Module DoC Robert JOMES
HT1026  Setting up Parameters in QMS Doc Robert JONES
HT1027  Test Document Doc Robert JONES
OP1007  Maintenance Log - COM201 REC Robert JONES
OP3001  Warkplace Health and Safety Procedure DocC Bronwyn BROWHN
PD2001  Paosition Description WHSO DocC Robert JONES Draft
PD2002 Paosition Description - Production Manager DocC Robert JONES Draft
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‘ Search Complete : 20 Results Duration: 906 sec.

The 'Print Table Data’ window has options to customise the report by selecting or de-selecting the tick box or
change the report format by selecting options at the bottom of the window.
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