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O Reader

TI QMS supports different types of Record related to Quality Events.
‘Record’ may refer to an Incident, CAPA, or Action Item.

£\ Notification — You Have Been Added as a Contributor to

record workflow will be emailed

You have besn granted contributor access to the Incident Consent Deviation #1 in TI

When thel r in DUt iS requ | red- QMS Training You may be required to review, provide input, or complete assigned
You may click on a Open [Record] tasks as part of your role.
link in such emails to be brought @ Current Stage Assessment

to the record directly. If doing so,
skip to step 5in this guide.

& Added by § e—— m—

] Added on 2025-05.8

was l"\ Room
a You may also identify record to contribute to . ’ TI QMs Training (cw
yourself, Stage MTI Trialinteractive
Enter your QMS-enabled room and, via the

waffle or the module selector, navigate to the

Quality module (the name may vary).

a Select the option appropriate to Incidents
the Record of interest, from the
navigation sidebar. s CAPAS
The example in this Job Aid is an
Incident.
Action Items
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a Click on the View Selector and . N | “‘,%T
. Incidents ' |
change to the My Assignments e — -
. My Submissions

view.

This will help you locate the o fawortes

intended record. : l
__________ |

Click on the Inbox Icon for a record I?——'o

to display it in a full-page view - | : (=] INC-0028 Consent Deviation #1
or click on the incident hame
if you prefer to work in the side panel.

B} Click on the start [Stage] button to claim { Starc Assessmen:. [TEEETS -]

the record. | ememmmmm—-

Metadata :Fy‘ Edit,9 ¥ Expand All
a Provide the information requested for -7
the record. In this example, an
assessment is requested.

Click on the Edit button next to

Metadata...

v Assessment Assigned to Lo Waarsems (You)

Section Status  Claimed

This could have a significant impact on our endeavour, and
R N R F N Tt
should be investigated further to understand cause and correct

.. And write/paste your
contribution in the text box(es).
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Fields with an asterisk are | TEKAEVE S BUs 2222 foma v & !
required. : !
) ) Likely Mot Likely Impossible - |
Text boxes like these support rich I N/A | I
text, including pictures and Tables. : Catastrophic X '
: consequence I
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|
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a Click on Save at the bottom of the
page to store your changes.

| Evidence = oOpen All © Add

a Use the Side Panel to review or :

interact with supporting
information, including provided
Evidence, Queries, Related Records.
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m Use the buttons above the side panel to move the record through the workflow.
Click on Approve for Investigation to send this Incident to its next phase and
contributor.
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