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User Guide:  Document Administrators

The scope of this document is to provide instruction for updating documents in the TCS quality document system.  It is the responsibility of each Document Administrator to ensure these instructions are followed and documents are updated correctly according to these instructions.

Document
*Note: If the document name changes, confirm revised name with requestor/approval authority. 
1. Only accept new/revised documents or documents to obsolete from the QA Manager.
2. Ensure changes are identified in Red (exception if document is completely rewritten and approved by QA Manager).

3. Identify links in a process map by color-coding the process block with yellow stripes. Identify documents that have yet to be created and linked by color-coding the process block with solid yellow.

4. Ensure all documents are identified with a name, number (per CS002 worksheet index). For a new TCS document, obtain next available document number from CS002 Document Revision Index and use revision NR.
5. Update procedures/instructions to TCS format if necessary by copying & pasting the complete document onto the CS001 User’s Guide Template. It is up to the QA Mgr’s discretion to allow another format. Use the same document number if available on CS002 Document Revision Index, otherwise use the next available document number. 
6. If document requires SPAM approval, this shall be noted on the document.
7. Confirm/update correct revision letter
7.1. If the document number or prefix changes use revision NR.
7.2. For a revised TCS document, use the next revision letter.
8. If creating a new prefix:

8.1. Create a folder in TCS and within TCS Obsolete with the new prefix. Create a Forms, Issue and Revision  Records, Process Maps and User Guides folder within each folder.
8.2. Notify IT of a new structure (prefix) so that it can be added into the search directory.
CS003 Issue & Revision Record (I&RR)
1. Creating a new Issue & Revision Record (I&RR) for a new document
1.1. Follow instructions on the CS003 Issue & Revision form.  Refer to step 3 below for recording approvals.
1.2. First entry for Description of Change will be “New Release”.
2. Updating an existing Issue & Revision Record (I&RR)
2.1. Verify the latest revision of the Issue & Revision Record Form in TCS is used (If not, refer to step 2.4 below).
2.2. Type in the approvals recorded from the I&RR pdf file (if I&RR pdf file exists) for the previous revision and move pdf file to (R\TCS\TCS Obsolete\XX\Issue and Revision Records) folder.
2.3. Follow instructions on the CS003 Issue & Revision form.  Refer to step 3 below for recording approvals. 
2.4. If I&RR needs to be updated to the latest CS003 form revision:
2.4.1. Move existing I&RR (excel & pdf [if pdf exists] documents) to TCS obsolete folder (R\TCS\TCS Obsolete\XX\Issue and Revision Records folder) and add revision letter to the document number in the file title, e.g. QAXXXD (Use last document revision not the I&RR revision).
2.4.2. First entry for Description of Change “See obsolete I&RR QAXXX revision X for previous changes” (Last document revision not the I&RR Revision).
2.4.3. Follow instructions on the CS003 Issue & Revision form.
2.4.4. Save as the exact title as prior revision (so as not to break any existing links).
3. Record approvals on Issue & Revision Record (I&RR): documented using Outlook Voting Buttons (see below) or other suitable method (Email not required to be saved.) 
3.1. Record Approval Authority initials per QA121 TCS Document Approval Authority list.
3.2. Record QA Manager initials 
3.3. Record Special Process (SPAM) document initials, required by QA054 Spam Matrix 
3.4. Record Department Rep initials – optional. 
3.5. Record Document Administrator initials - Doc. Admin. releasing document to TCS.
Documenting Approval for Multiple Approvers (e.g. SPAM Committee)
1. When sending a document for approval, attach the proposed revised document to an email in Outlook addressed to the approvers (see QA121 for guidance on approval authorities).
2. Enter document identification and revision in the subject line.

3. Select “Options” on the tool bar and then select the drop down for “Use Voting Buttons”.
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4. Select “Approve; Reject”

5. Provide instructions for Approvers to respond by using the Voting Button to accept or reject the revised document.  The Vote feature is found on the “Message” tab of the sent email.
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6. Once all approvals are received, the Initiator prints out a report showing the documented approvals.  In the Initiator’s “Sent” folder, find the original email sent out with the revised document and select “Tracking”.  This will yield a report showing the approvals.
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7. Forward the report showing documented approvals to the Quality Manager for review.

Obsoleting/Saving/Updating Documents

1. Move prior revision to TCS obsolete folder (R\TCS\TCS Obsolete\XX\...). Add the revision letter to the document number in the file title, e.g. QAXXXG. 
2. Move/save current revision into appropriate TCS folder using the exact title as the prior revision (so as not to break any links.) 
3. If a document is considered a security document (document that cannot be changed by a customer):
3.1. Create a new folder within the TCS form folder and name according to the document name.
3.2.  Move current revision into this folder.
3.3.  Scan the current revision of the document and save into the form folder using the exact title as the prior     revision (so as not to break any links.) This form will be displayed when searching the TCS Homepage to be sent to the customer.
4. When obsoleting a document, record rationale on IRR, such as “Obsolete, superseded by doc XXXX” or “obsolete, no longer used” in the changes section of the I&RR.  Move both the document and it’s I&RR to the respective obsolete folder and add the revision letter to document number in the file title. 
5. Identify all procedures and process maps that reference the obsolete document by going to the TCS folder on the R: drive.  Then enter the obsolete document number in the “Search TCS” field.  At the bottom of the screen select “Search again in File Contents”.  
CS002 Document Revision Index
1. Confirm document (user guide, form or process map) number, or add a new document number.
2. Enter document Title.  Note: Enter “Obsolete as of xx/xx/xx” or “Obsolete - see superseding document number” (e.g. QAXXX) in bold italics after the title when a document becomes obsolete.
3. Enter an answer “yes” or “no” in “Record?” column.
4. Enter Quality Record “Location” by indicating where and how the documents will be indexed, filed and stored for future referencing.  
5. Enter Quality Record “Retention” to indicate how long the documents shall be stored for future referencing.
6. Enter Quality Record “Disposition” to indicate how the documents will either be maintained indefinitely, or destroyed after a period of time.    
Finishing Up

1. Confirm the document is available on TCS by using the search function. 
2. Release document onto TCS homepage if requested per QA1001.
3. For all TCS system documents, an e-mail may be sent informing the affected areas: (Management, Production, Engineering Mgt, Departments, Facility) This ensures forms are swapped out when changes are implemented.
4. Forward I&RR, evidence of approval  (SPAM documents only) from Outlook sent folder (see above) along with the new or updated document, to Human Resources to be listed in the weekly Organization Meeting notes.  This process flows-down system changes to all facilities and departments. When document is being obsoleted, forward the I&RR record only to Human Resources. 
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