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1 RESPONSIBILITIES
 The Omni Quality Executive Steerina Team has final authority for the audit function of this Standard
Sanitary Operating Procedure (SSOP) as assigned it by the Omni Managerial Committee.

« All employees are responsible for the implementation of the SSOP and further have the authority to
suagaest process chanaes and/or improvements to the IT department.

« All SSOPs will be reviewed durina scheduled audits for accuracy and implementation as set fourth by
the Quality Executive Steering Team.

2 Eauipment Needs
NO safety equipment required - Administrative Procedure

3 Chemical / Cleaning Solution Needs
NO chemicals reaquired - Administrative Procedure

4 SPECIAL NOTES

Note 1 Specific account setup beyond OFS Network required. See IT for account application.
Note 2 Glossary

WO Work Order

CA Corrective Action

WO-CA Net Work Order Corrective Action Network

CLICK Reference to clickina/selecting an obiject with your curser

SELECT Reference to clicking/selecting an object with your curser

Radio button Round 'button’ vou select by Clickina with vour curser
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5 WORK INSTRUCTION

5.1 Loqg In
1 Your exchanage server and/or network log in does not link to the WO-CA Net. You must

apply throuah OFS-IT for a WO-CA Net account
2 It's a good practice to mirror your WO-CA Net account to mirror your exchange-network
accounts. Be sure to update both when altering one.
3 From any internet connection and web browser window access the WO-CA Net login by
a. www.otsna.com/safety.html and selecting the Work Order System LINK

b. online.ots-na.com
i. NOTE: NO 'www'

OMNI
FACILITY 150 9001:2008 CERTIFIED
oSERVICES CIMS 1101:2006 CERTIFIED

Safety Department
— Online Work Order / Corrective Actions  “ G o ety o eno
Online Training Documentation e 318200 185 coc

Cell, 245388 2481

Safety Policies & F’rograms :"’_‘mr‘“u“" “_f'_"f__l e
Frequently Used Site Forms T
Training Modules ;:::a (;;'T;:\L f1:1391 oma
Fax: 245400 3601 swea
T
OMNI
FACILITY
SERVICES Work Order Syster
Login
User Name:
(@) Enter ID & Password

5.2 Work Orders
1 Upon successful login you will be taken to the WO-CA Net home page which shows the most

recent WO's and CA's.
2 From here you can view the WO home page by CLICKing Work Order at top of the page

OMNI
FACILITY
SERVICES Work Order System

[E————r)

Latest Comective Actions

: Work Crders Comrective Actions
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3 Once you arrive at the WO home paage you may ether view any current WO by SELECTING
EDIT' from the far right.

Work Orders
 Cozana tiew ek Coter | ) Eaport e Cuce

OMNI
FACILITY
SERVICES

Work Order System
[ oo o | [Eespe——r—

P

Create 3 =
new WO = NSELECT
= edit to
view WO

Coamumars Dnergy | Livosia (30355} o

Magna Sesteg - Magna Seateg (17220 e

4 Creating a new WO

a.

Once vou have selected a new WO as listed in 5.2.3 above complete the top section
of the WO by filling in all relative information. Note: your ID and date/time stamp
are added automatically for vou based on your login ID.

Select your Department, account name and location if more than one. If only one
location the system will detect this and enter the value in for vou.

Select your status using the quide below:

i. NEW for a new work order being assiagned to another manaager

ii. PENDING a work order that has been viewed and/or in progress towards
completion.

ii. COMPLETE a work order that has been finished. Be sure to include a
new comment in the 'Description of Work' section as to who verified the
WO is complete and how. Add any other relevant notes on the
completion as well.

Select the date in which your WO is do.

i. If due the same day CLICK the radio button next to '‘Complete Today'

ii. If due in the future CLICK the radio button to the right of ‘Complete by' and
either enter the full numeric date in to box to the right OR CLICK the icon
and a calendar will appear. Find your due date and CLICK on that date.

Select the Severity Level usinag the quide below:

i. Level 1 = common issues or concerns. No disruption to service, no
maijor safety concern / injury and/or no threat to account stability.

ii. Level 2 = common issues that keep coming back, multiple failures on the
same issue, safety concerns that could be serious if not addressed and
any situation that could have a serious impact on account stability.

iii. Level 3 = all maijor injuries or safety concerns, all issues that directly have
an account stability impact, loose of account type issues.

Finally, Select the appropriate radio buttons on the final 3 'filter' questions that are
desianed to help further define your worker. Note: Billable refers to jobs above &
beyond that would require a different invoice and billina amount other than the normal
monthly bill. By selecting 'billable’ a copy is automatically sent to the billing dept.

OMNI

FACILITY

SERVICES
TN oo Date

Initiator
10102011 8:53:10 AM ke Cadotte
QUALITY ASSURANCE REVIEV - WOl

i Department *

_____ = Status
- @ New

s ¥ Panding

e Account ® o Complete

Flesse select an Acoount [w]
Priority *
# Complete Today

Account Location ™ Complete By

=

Severity Level @ *

O Level 1

O Level 2

O Level 3

2 Equipment Repair (Enter Mods| Number)

Type of WorkiConcern Billable To Customer? *

2 Yes 2 No

Record of time and materizl required? *
Changs in Spacifications & Yes # No
[C] sdditionsUPeriodic Service Request

[ Other

Is customer required to sign time sheets? *
¥ Yes © No
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G. Next, type your specific issues, concerns or directives in the 'Description of Work'

section (box middle of paae).
i. System will time out unless you Save after 15 minutes. If you know you

are going to spend a lonaer amount of time typing OR want to spell check

your work then:
1 Type vour entire 'Description of Work' in MS Word

2 Spell check (F7) your work and correct errors

3 Hiahlight text, press CTRL-C (both keys same time) to copy

4 Go back to WO and CLICK in the 'Description of Work' box
and verify you have a flashina curser.

5 Press CTRL-V and paste text into box

Description of Work

Enter text / paste text here (5.2.g)

Office Use Only

Assigned by Assigned to

ii. If vou are updating an existina WO with more information / proaress report
CLICK on 'Add New Description / Comment' and enter information in
window that pops up.

Description of Work
Add New Description/ Cﬂ-mment_

Description

L&D conf room to be cleaned between § 4

H. Finally complete the sections you can in regards to who the WO is assigned by and
to. If you are the initiator then this section may be left for Operations durina their

acceptance' of the WO.

I. Distribution and CC
Each work order has a pre-determined recipient tree of emails attached to it. Each
email on file within that 'tree' or 'aroup' shall receive a copy of the email. In the event
you wish an 'outside' party to receive a copy simply enter their name into the CC
section. As lonag as that email address is in that space every update and every
status change is also sent to that party.

J. CLICK 'Save' to complete your WO and enter if into the database network.

5.3 Corrective Actions
1 Upon successful login you will be taken to the WO-CA Net home page which shows the most

recent WO's and CA's.
2 From here you can view the CA home page by CLICKing Corrective Actions at top of the page

OMNI

FACILITY

SERVICES Work Order System
e e S = = |

. Orders Latest Comective Actions
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B Account Reference Number ® &
2 Work Order

Omni Facility Services
PAGE 5 of 6

3 Once you arrive at the CA home page you may ether view any current CA by SELECTING
EDIT' from the far right.

OMNI
FACILITY
SERVICES Work Order System

— Welcome, mcadotte [ logout )

| Work Orders Corrective Actions Rey

Create a I

neW CA Filter List
» i t Solution ¢ Created Date¢
‘| Corrective Actions g
3:58:06 PM

@CFEEtE MNew Corrective Action | E‘ Export s on saety meeting 12611110 112612011 ledif] [delete]
ployses the correct way to fold  10.53.56 PM
different types...

90222 Consumers Energy Closed Working during scheduled Vacation day's  Attention all Supervisors, and Lead 1/25/2011 edit] [delete]
Person's as of today 1-25-11 all Viacation 11:10:46 AM

Regquest must be.
20034 Kellogg Community Closed  Working during scheduled Vacation day's  Attention all Supervisy [edit] [delete]
College - Ml person's as of today 1% .

Request must be..

80240 W. K Kellogg Foundation  Closed  Working during scheduled Vacation senton ansuoere:. OELECT 2011 eolt [gelets]

Day's Person's as of today . 146 AM
Request must be. ed|t to

0001 Kellogg- Wyoming Ml Closed On Sunday 1-17-11 we had () ofour  Kellogg's had a mac . 2011 Ledif) [delete]
employees putting a jump beltinto place  ompany souieyan VIE@W CA 27 AM
on our line #5. This._ and added a new pir

Other Accounts Closed Foot bath.Not enough sani-step inthe  Temporary solutions impleted as 111112010 oot [gelets]

foot bath.Also need spray bottles in the permanent corrective action. 1:27:47 PM
area where...

4 Creating a new CA
Corrective Actions Report is a serious tool to help resolve and document process failures and
serious safety issues. Be very sure vou have such an issue before proceedina. Contact the
Safety / QA office for assistance.
a. Your ID and date are automatically entered for vou so your first step is to enter the
type of CA based on the options below:
i. Account = no reference to a WO
1 If you select Account you will have to enter a Reference number
in the data box to the right. Typically the numeric date followed
by a'-"'and number you assian. (ie 052411-1)
ii. Work Order = allows vou to link the CA with an existina WO
b. Next make sure your account is selected in the account menu to the right.

Diate Initiator
10110:2011 Mike Cadotts

Corrective Action Type *

Account ©

Please select an Account Izl

Problem Description o
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5 Data Entry
Do keep in mind that vou may not have all, or any, of the data for some of the data collection
boxes when vyou initially open a CA. You probably will have to come back several times to
complete.
a. Problem Description
this section of the CA is to be a DETAILED account of what the issue is. A one
sentence statement typically is insufficient.
Root Cause
When opening a CA vou may just have to type (determining) in the box until
vou know more. Root cause most of the time is NOT what when wrona — it's what
allowed the issue to happen.
Temporary Solution
This is what vou are doing right now to fix the issue. Sometimes this becomes
part of the permanent corrective action but often it is only a short term ‘fix’ until more
long term solutions are implemented.
Permanent Solution
This MUST be marked YES and completed betore you can close the CA. These
actions may include the temp. solutions but should expand from there into whatever
else you are doing to train, correct and prevent future occurrences.

Problem Description ® &

Root Cause ® &

Temporary Solution * &

Ll

Has A Permanent Solution Been Implemented ©
i@ives © Mo

Permanent Solution © & m

Status @
@ Open© Closed

Cancel

6 Update Data
Be sure to come back and update vour CA as new data is discovered. You may find vourself
actually changina, adding and even deleting items previously written. The goal is over a period
of investigative time, to get to the true issues and corrections. This is NOT a quick fix issue.
7 Close CA
Once vou have completely research all aspects of your CA issue and vou have determined your
Permanent Solution in 5.3.d.d above vou are ready to close your CA.
a. Note in the permanent solution box at the top the date and method in which vou
have verified the corrective actions have/are working.
b. Chanage the radio button at the bottom from open to Close.
b. SAVE the updates
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