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QSI 's
TMSWeb
Forms &

Workflow  

The TMSWeb Forms & Workflow
Module automates processes and
procedures to structure your
documents and tasks into a series
of steps that notify users and
reviewers with actions and due
dates.

This eliminates the roadblocks and
intervention that occurs with paper
driven procedures. It keeps your
processes moving forward and
tracks the status of workflows,
recording a log of all activity for
auditing and compliance
purposes.
 
This Module streamlines the costs
and time required to coordinate
processes and manage
workflows. It accelerates
productivity and increases
collaboration amongst team
members. TMSWeb Forms &
Workflow is a powerful tool which
helps organizations with any
number of processes beyond the
Quality arena such as:

IT Help Desk
Internal/External Audits
Customer Support Tickets
Purchase Requisitions
Equipment Calibrations
Travel Expenses
Performance Reviews
Time Sheets
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"The things you do
for yourself are
gone when you

are gone, but the
things you do for
others remain as

your legacy."
 

~ Kalu Ndukwe
Kalu
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     Written procedures document the common tasks
any organization relies upon day to day.  These tasks
make it possible to deliver products that consistently
meet customers' expectations.  The benefits of written
procedures are many:  They provide a reproducible
method against which efficiency can be measured. 
They can be used to engineer safety, quality, and
cost savings directly into a task.  They give managers
a means by which to check training comprehension
and establish the basis for corrective action. Written
procedures are a common requirement for third-party
audits.

     Why do organizations struggle when it comes to
documenting their procedures?  There are many
reasons the writing process can be a struggle.  It is
time consuming.  The writer's scope can be overly
broad and unfocused.  Support for the writer's efforts
may be lacking. The overall task can seem too
daunting.  Whatever the reason, overcoming these
struggles should be a top priority; a systematic
approach is all you need to keep your writing process
on track.

     The job of writing should not be left to one
individual to complete in isolation. There may be only
one author but it should be a collaborative effort
between the author (technical writer); the subject
matter expert (one who understands the procedure
best); and the approving authority (usually a
department manager or higher) who might have
additional safety or regulatory steps they want
included.  Each of these people has a specific role to
fill in the writing process.  The technical writer must
present all relevant information from these and other
input sources (e.g., user manuals, test methodology,
etc.).

   The following tips are designed as a way to organize
the writing process for the author:

Scope: Compile a list of each unique procedure you want
to document. You must identify to whom each procedure
applies.  The responsibility assigned for executing each task
is essential for holding employees accountable once the
procedures are published.
Outline:  For each procedure, begin with a basic outline of
the task. Sum the procedure up into basic steps. At this
point, these should not be very detailed.  Remember, you
are not the subject matter expert so a rudimentary
understanding of the task is all that you require. 
 Observe:  Watch the subject matter expert demonstrate
the steps.  You may also want to observe others who
regularly perform the same task to get an idea of which
steps make the overall best practice.
Refine:  Ask the subject matter expert to look through the
written procedure with you.  The steps should be written in
such a way that a new trainee with little experience can
understand and execute them.
Test: Have the subject matter expert oversee a trainee or
someone with little experience attempt to follow the steps. 
Until trainees are getting the consistent results you
expect out of the procedure, keep refining.
Approve:  Submit the procedure to the approving authority
for review and publication.  Employees that will be
expected to follow the procedure need to be notified that
this is now the new standard.  The approving authority will
want to periodically review your procedures.  Annual review
should be sufficient for most purposes.

 
Article Excerpt from Food Processing Magazine --  

Click here to view the full article. 
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