How to Create an Incident

ACTIVE

Tl version 10.7

APPLICABLE TO: @ Admin °
@ Manager QMS
@ cEditor O elSF
O Reader
» Room Module
n Enter a QMS-Enabled Collaborate ll TI QMS Training (cWs) v Docume!

room. Via the waffle or the module
selector, navigate to the Quality
module (the name may vary).

Stage MTI Trialinteractive

=
Change Control
Workflow

Dashboard

a Select the option for Incidents Incidents
from the navigation sidebar.

Action Items

a Click on Create Incident.

% 33 Incidents

35070 =

B ncident Team 5
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Give a Title to the Incident.

Type

e,' _________________ :
a Select the Type of Incident from Type : l :
the Type dropdown. | [ |
This will also auto-select the Team Team : Documentation Error ‘h :
assignhed to that type, if any. | _ :
I Unauthorized Change :

T e T e T e T e T T s e T e T s T e e Y s Y e B e W

The Check Team button allows
you to review what users are
members of the selected Team.

Type Documentation Error

Team

QMS-E-07- Incidents

I @ Check Team |
o

Change or define these fields as
needed: Impact, Customer,
Investigative Site, Product Name,
Date of Incident.

Available fields may vary due to
configuration differences.

Impact w LOW

Customer

-_—e e e e e s e
4

date.
You can use the calendar buttons
to select day and time.
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Set the required Date Fields. Only Due Date
Is populated automatically, based on current

I
I
I
| (Organization)
I
linvestigative Site a
|
I
| Product Name | Select w
' |
| Date of Incident || dd MMM yyyy HH:mm:ss B o
D ——
- A -
I Due Date 04 Jun 2025 g He
| 1
Awar Dat
| Awareness Llate 13['-.-'1:‘:!}" 2025 I ﬁP
| l
|
I
|

Reported On
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Initial Reporter v |

a Select the Initial Reporter Description
(dropdown behaves like a

search ba r). Investigator User1

Originator User1 I
2 i -
A S S S —— —— ————— A
QDEE-C ription Y R R p— k
I I BUS = === Paragraph v I
I |
[ [ I
m Insert a Description, and : The document Checklist A4X is dated March 1925, |
Comments as appropriate. I which is impossible because the document didn’t exist 1|
. |
Text boxes like these support | back then. :
rich text, including pictures : :
and Tables. ! |
I |
N |
Comments - | = | =] —
IBUYS ==== Forma v
n Click on Next to move to the second part of Owner
Incident setup, which is adding evidence.
a Choose how you'll add incident evidence. dd Evidence

You may Upload files, Search for existing
content in the current room, or type/paste
URLSs.
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a Complete Adding Evidence as chosen, then click Create to generate
a Draft Incident, or Create & Submit to send the Incident to the

first contributor.
‘B ________________ |
Cancel Previous |1 | Create & Submit | m :

Once Created, incident can be found in the :
Incidents

browser with its current status.

O a (=] INC-0030 Incident Def 28 Apr 2025 16:49  SUBMITTED

: B G % (-] INCO0034 Checklist misdated 05 May 2025 09:48

Click on the Inbox Icon to display .
afull page view of the Incident— '@t =[] INC-0034 Checklist misdated
or click on the incident name to - '@
display details in the side panel.
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