External Audit Management Module

1. All external reports, including audit reports can be stored in this module.
2. Click on the ‘Module Overview’ at the navigation bar.

3. SFollowing page will open.

4.& Click on ‘External Audit Management Module’.

Paperless m

Module Overview

= ]
==
Management Manual Module Procedures Manual Module Attach
p M Forms Manual Mod L Audit A =
-
G = %
Management Module Meetings Management Module n M
ports Moduls e omplaint Manag Modul irculars Mox




External Audit Report Dashboard

1. Upon clicking the ‘External audit report dashboard’ the dashboard will open

displaying following information.

Click on to start working on an exter
All inprocess forms show up here.

All completed forms show up here.
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Filling Up a New External Audit Report

1. Once you click ‘New’ the following page will open.Fill in all the relevant details.
2. Upload your audit report here in PDF format.
3. You can add and delete an extra row in the ‘Add Row non- conformities and Delete

Last Row’ using this button.

4., You can ad

Row’ or Delete Last Row’ using this button.

d and delete an extra row in the ‘Add Row Observations and Delete Last

5. Click|to save the/ form.
6. By clicking|on ‘Go to Dashboard’ button to go back to the external audit report
dashPoad.
External Audit Report
Name of auditing company / cert.body i"_‘: P i Audit reference No. - Bl -
Audit report datle 26-1242023 Auditlocation 1 her

Audit criteria

Enter qudit criteria here

Auditors name

Upload audit rep
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[ Choose File | No file chosen

LIST OF NON-QONFORMITIES

Description

LIST OF NON-CQNFORMITIES

Deseripton

Deiete Last Row

LIST OF OBSERVATIONS

Deseription




External audit Report Mail Confirmation

1. Once you submit the added new form the ‘Email Confirmation’ page will open. Here
you can send the document / form to any internal or external user.

2. Write any comment from sender here.

3. On the right panel you can send tHe document by email to any internal users or
clients, as per your choice, by checking the box against their names.

4. On the left panel you can send the document by email to any of the external user by
typing their email ids separated with commas.

5. Cligk on ‘Send Mail’ and the document will be delivered via email to all recipients
with your comments.

< ‘OK’.
to go back to the main dashboard.
utton to go back to the inprocess dashboard.

Exterhal Audit Report has been saved successfully.
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Paperless Management System states
Email has been sen{ to selected recipients.




Inprocess Status Dashboard

1. The ‘Inprocess’ dashboard allows the user to see and access all the required
information.
You can view the audit report by clicking on &
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You can search here any external audit report.
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Viewing the External Audit Report

1. Click on ‘View’ at the Inprocess forms status dashboard.
2. You can View the audit report by clicking here.

3. Here you can see the external audit reportiand you can also see the uploaded PDF
file from here.

By clicking on ‘Back’ button to go back to the external audit report dashboard.
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Editing External Audit Report

1. Click on ‘Edit(%’ at the Inprocess forms status dashboard.

The edit form will open up showing the ‘external audit report’ form showing the

entries.

Edit the form as necessary.

Upload your revised audit report here in PDF format, as appropriate.

Here you can also see the previous uploaded PDF file from here.

You can add and delete an extra row |n the ‘Add|Row non- conformities and Delete

Last Row’ using this button.

7. You can add and delete an extra row |n the ‘Add|Row Observations and Delete Last
Row’ or Del
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Email Confirmation

1. One you submit the edit form the ‘Email Confirmation’ page will open. Here you can
send the document / form to any internal or external user.

2. Write any comment from sender here.

3. On the right panel you can send the document by email to any internal users or clients,
as per your choice, by checking the box against their names.

4. On the left panel you can send the |[document by email to any of the external user by
typing their email ids separated with commas.

5. Click on Send Mail and the document will be delivered via email to all recipients with
ygur comments.

6. An alert box will show up then click|'OK’.
7. Click on ‘Go to Dashboard’ \button to go back to the main dashboard.
8. Click on ’'Go to Inprocess Section’ button to go back to the inprocess dashboard.

External Audit Report has been updated successfully.

Cn#ents from sender

Write commefits from sender

%

You can entef multiple email id's below, separatefl by comas, for sending this form to any recgiver / third Please select users / clients for creating a working grpup who shall be involved iggvorking and closure of
j party this fprm.
y
Abhishek Kumar Balaji Thakur Bhabafi Shankar Sutar Gautam Mitra
Gopal jhamtani Harihar Das Harsh parmar Manish Sharma
Mohit Gupta Naveen Siddarth Nihar Hagli Paritush Das
Prabuddh Agrawal Pramod Yadav Prashaht Bhatt Puja Vachher
Roshan Dayma Sanjay Dewan Shah Kfunal Devendrakumar Shibu Senthil Kumar
Shruti Handa sonu Chaurasia Sudip Banerjee Sundeep P Bhanshali
Udit Chharia Vineet Agrawal

Send Mail
v VL
Go To Dashboard Go to Inprocess Section

Paperless Mahagement System states

Email has been|sent to selected recipients.




Publishing External Audit Report

1. Once your report is complete and final you can publish it.

2. Click on ‘Publish (i)’ at the dashboard to publish external audit report.

3. Please remember that once you publish the external audit report no amendments or
changes can be done.

4. Click ‘OK’ in the alert box if you agree with the statement in the alert box.

5. Click ‘OK’ again if yoJ finally agree to publish external audit report.

6. By clicking on ‘Cancel’ you can cancel to publish the form.

Paperless Management System states

ant to publish the Form External Audit Report, Ref No: (TCM)EAR/004/2023] as you wduld not be
able to edit it after publishing?
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Paperless Management System states
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Cancel
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Email Confirmation for Publishing

1. Once you submit the document / form for publishing a new page will open up. Here
you can send the document / form to any internal or external user.

2. Write any comment from sender here.

3. Click on ‘Send Email’.

4. On the right panel you can send the document by email to any internal users or
clients, as per your choice, by checking the box against their names.

5. Onthe left pakhellyou can send the document by email to any of the external user by
typing their email ids separated with commas.

6. Click on’ Go to Dashboard’ to go back to the main dashboard.

Click on{ Go to Complete Section’ to go back to the completed module dashboard.

8. An alert/box will shaw [up then click ‘OK’.

N

External Audit Report has been published successfully.

Comments from sender

Write comments from sender "

Please select users / clients for creating § working group who shall be involved in working and closure of
this form.

You can enter multiple email id's befow, separated by comas, for sending this form to ahy receiver / third

party
Abhishek Kumar Balaji Thakpr Bhabani Shankar Sutar Gautam Mitra
Gopal Jhamtani Harihar Da Harsh Parmar Manish Sharma
Mohit Gupta Naveen Sidfiarth Nihar Dagli Paritush Das
Prabuddh Agrawal Pramod Yadav Prashant Bhatt Puja Vachher
Roshan Dayma Sanjay Dewgn Shah Krunal Devendrakumar Shibu Senthil Kumar
Shruti Handa Sonu Chaurgsia Sudip Banerjee Sundeep P Bhanshali
udit Chharia Vineet Agradal
&
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Completed Status Dashboard

1. Here you can view all completed external audit reports.
2. Click the number shown under ‘Completed’ .
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Completed Status Dashboard

Upon clicking on the number under ‘Completed’ following page opens.

You can search here any completed status external audit report.

You can archive any external audit report by clicking on &

Click ‘OK’ in the alert box if you agree with the statement in\the alert box.

Click ‘Cancel’ in the alert box if you not agree with the statement in the alert box.

Again you will see the alert box of ‘Successfully Archived’.

Then you\will see ‘Go\to Archived Section’ and ‘Go to Completed Section’ button the

alert box.

8. By clickingthe button ‘Go to Archived Section’, you will directly ga to the archived
external audit report in the Archive Module.

9. By clicking the button ‘Go to Completed Section’, ygu will go\to the completed section

dashboard.
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Paperless Management System state:
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Condemned External Audit Report

ok wnNR
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Click on ‘Condemned ([fj )’ at the external audit report dashboard.

You can condemn the external audit report, as appropriate, by clicking on.

Click ‘OK’ in the alert box if you agree with the statement in the alert box.

Click ‘Cancel’ if you want to cancel the action.

A message will show up with successfully condemned message.

Then you will see ‘Go to Dashboard’ and ‘Go to Condemned Section’ button the alert
box.

By clicking the‘button ‘Go to Dashboard, you will directly go to the Dashboard
By clicking the button ‘Go to Condemned Section’, you will go to the condemned section
dashboard.
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Initial Date Submitted By Company Name Last Edited Date Last Edited By View Edit Publish Condemned
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External Audit Report has been condemned successfully.

Go To Dashboard Go to Condemned Section




Condemned Dashboard

1. Here you can view the all condemned reports.

2. Click the number shown under ‘Condemned’ and go to the condemned status
dashboard.

3. You can search here any condemned external audit reports.
You can view the condemned report by clicking on @&

Click on ‘Back’ to go back to the previous page.
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Upload audit report View external audit report
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Archives Dashboard

1. Here you can view the all archived reports .

2. Click the number shown under ‘Archived’ and you will go to the archives dashboard.
3. You can search here any archived external audit report.

4. You can view any external audit report by clicking on (&)

5. Click on ‘Back’ to go back to the previous page
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Six Sigma Certification Program
White Belt Lesson 1: What is Six Sigma

There are two ways to define “Six Sigma”. The first is as a quality management
methodology that uses different theorics and tools to improve upon the processes of a
certain business. Simply put, this results in near perfect products and services that meet
and/or exceed the expectations of customers or end users, while simultancously reducing
the amount of time, money, and resources put in. In other words, with less input, a
greater output will be realized

The second way to define “Six Sigma” is the statistical way. ‘Sigma’ () is a Greek letter
used to represent the statistical term *standard deviation” which measures the deviations
from average in a particular business process. With more ‘deviation” from normal,
comes defective products and services that do not fulfill customer needs and wants

These ‘defects’ end up being returned o requiring resolution, which costs businesses
increased time, money and resources in the long run. A 6 Sigma business process
produces only 3.4 defects per million opportunitics

This is abbreviated as DPMO within this methodology. In other words, 0.00034% of
products produced in a Six Sigma Process are defective. A 'S sigma” process produces
223 DA A NY20% Aat . prbe £ 310 DAL 0 420




