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List of acronyms and definitions

CAP Corrective Action Plan

EASA European Union Aviation Safety Agency

IFP Inspections and finding platform

MoQM Maintenance Organisation Quality Manager
TL Team Leader
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Index

Introduction

MOQM Homepage, dashboard and reports
Audit, finding and action overview
Action findings raised during onsite audits
Action findings raised during desktop audits
Request an extension
Job cards

Closure

Click on the buttons above to navigate through the manual.
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>»EASA

European Union Aviation Safety Agency

End

We hope you found this user guide helpful.

Do not hesitate to contact the IFP administrator at should
you encounter technical difficulties.

easa.europa.eu/connect YOUI' Safety iS our miSSion.

n m g @ D @ An Agency of the European Union ::


https://www.easa.europa.eu/
https://www.easa.europa.eu/connect
mailto:IFP-Support@easa.europa.eu

Introduction
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Foreword

EASA upgraded its auditing and findings follow-up system with the launch of the Inspections and Finding Platform (IFP). This IT tool is a web based
application that does not require any software installation.

IFP allows Organisations to action finding raised by EASA TLs online. The system will guide you through and prompt you to provide either Corrective
Action Plans (root cause, corrective and preventive actions) and evidence of action implementation (including supporting documents and pictures) for
on-site audits or evidence of action implementation (including supporting documents and pictures) for desktop audits . IFP also provides an overview of
open findings, their status and associated deadlines.

Moreover IFP makes available to the Organisations EASA held, data related to approved locations, post holders, documents and ratings. IFP also allows
the Organisations to view old findings, together with the associated CAP and evidence of action implementation provided through the tool.

This user guide aims at helping Quality Managers use and navigate IFP and take full advantage of the strong reporting and deadlines monitoring
capabilities of the tool.

IFP is available under the following URL https://eu.intelex.com/Login/EASA. No software installation is necessary to use IFP.
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https://eu.intelex.com/Login/EASA

How to use this manual -

You should use the workflows provided to easily navigate to the topics you need to read about. Reading the manual page after page is not recommended.

Action findings from onsite and desktop

audits on-line

Retrieve EASA held data relative to your
Organisation in real time
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Use the buttons below to navigate through the manual.
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Go forth

Back to section start
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Job card available
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How to use this manual - 2

Through the manual the following conventions apply
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Active tab

Click

Take notice

Red text

Perform an action

Screenshots without border

Display result




How to access IFP

Powered by INTELEX

To access IFP type URL https://eu.intelex.com/Login/EASA in your browser. e = ===

Enter the user name and password EASA provided. Press Enter or click LOG IN. I MOQM@AMO.sample I

Note that you will have to change the initial password when you first log-in. I I

If you forgot your password click on the “Forget your password?” link and follow the prompts to reset it. There is no need to password © I

contact the IFP administrator. I e
LOG IN

[
I Forgot your password? I

. . . . )( EASA Welcome to the Foreign Part-145 Inspection and Findings Platform!
After logging in, your homepage will open. On theright  ~ | &SEA- B

hand side of the screen you will find 2 sections: — o e e !
Section 1 will allow you to action findings and

Section 2 will allow you to retrieve your AMO data from Section 1] I

IEP. Findings | |

Go back to the index to access the dedicated instruction |

pages. __I

Section 2 l

Data |

|

At the bottom of the page you will find the links

E AS A to the IFP manual and the Terms of Use. },



https://eu.intelex.com/Login/EASA

IFP navigation

In the toolbar at the top of the screen you will find quick links to pages that HELP  COMMUNITY

are most relevant for you, e.g. home page, my tasks and MOQM Dashboard.
The toolbars are managed and assigned by the IFP administrator. The links

»>EASA

fation Safety Agency

displayed depend on your profile and might change over time.

The vertical navigation bar allows you to
minimise items that you do not need and
have a better overview over the object
you are working in.

Tip: If you miss something you normally see on

screen look for the inverted triangles and click
on them to display the section!
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HOME

MY TASKS

MOQM DASHBOARD

—

[Z} Audit Activity Details |

(& Audit Results ! v

© Completion Details !
1

(5) Findings Review Assignment Details 1>




MOQM Homepage

The MOQM Homepage is divided into 2 sections:
Section 1 will allow you to action findings and Section 2 will allow you to retrieve your AMO data from IFP.

Click on the sections below to find out more.
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EASA Welcome to the Foreign Part-145 Inspection and Findings Platform!

European Union Aviation Safety Agency
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Section 1 ao My open findings and actions I
Findings §F e

|

|
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My EASA approval data I

Section 2 e p— |

Data
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MOQM Homepage - Section 1

Section 1 of the
Homepage contains two
links. “My open findings
and actions” will take
you to the MOQM
Dashboard and “My
Tasks” will take you to
My tasks.

Click on each link to find
out more.

B3EASA

QOQ My open findings and actions

@ My tasks
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MOQM Dashboard

The MOQM dashboard is divided into 4 sections.

Section 1 provides you with instructions about what to do in IFP
Section 2 provides you with a list of open audits

Section 3 provides you with an overview of open findings

Section 4 provides you with an overview of open actions. This section is
very important because, in practice, this is the your work list.

Click on the numbers to see a details description of each section.

B3EASA

EASA F-145 Quality Manager Dashboard
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MOQM Dashboard - Part 1

Part 1 of the MOQM
dashboard provides you
with general instructions
about what you have to
do in IFP to close findings.

Hox

EASA F-145 Quality Manager Dashboard

European Union Aviation Safety Agency

Dear Quality Manager,
This dashboard shows you open audits, findings and actions. Click on the charts or summaries to see and work on audits, findings, actions or to view useful reports.
For findings raised during onsite audits, inside each finding create one action for each evidence associated with the finding and provide EASA with a Corrective Action plan (CAP) that includes:

1. The root cause analysis, which should also consider possible implications of the finding in other areas of your organisation;
2. The corrective action(s) to the specific finding identified by EASA and associated timescale for closure;

3. The preventive a s), to avoid reoccurrence (based on the outcome of the root cause analysis) along_with the

for closure.

Once EASA has accepted the CAP you should provide evidence of the implementation of the action proposed according to the timescale proposed in the CAP.

For findings raised during desktop audits, inside each finding create one action for each evidence associated with the finding and provide EASA with evidence of the implementation.




MOQM Dashboard - Part 2

MOQM open audits

EASA Approval Number Audit Reference Name Current Stage Person Responsible
- Activity Type: Onsite Audit

EASA.14! 1211 Findings Review 145MOQ
EASA.14! 1219 Findings Review 145MOQ
- Activity Type: Desktop Audit

Part 2 of the MOQM dashboard CENEE | Findings Review 145M00Q
provides you with an overview of open
audits, if any.

IMPORTANT!

Do not forget to push the audit workflow to the level of the EASA Team Leader once you have provided the evidence of implementation.




E onsie 128 Lsamm

Part 3 of the MOQM dashboard provides My Open findings (MOQM)
you with an overview of open and
overdue findings, if any.

My Overdue findings (MOQM)

Click on the graphs to see more information (e.g. thelusers
responsible for finding) and directly access findings.

| N
L e 145.- EASA14S.

— EASA145.0520 — EASA.145.0125

IMPORTANT!

Do not forget to push the finding workflow to the level of the Team Leader once you have provided your evidences of implementation.

Click on the button “Quality Manager open

. . . . >EASA
finding list with due dates countdown” to Q)\ Quality Manager open finding lst with due dates countdown REASH
see a full open findings list thatcanbe 7 |\ |2 e e e i e e
exported.
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MOQM Dashboard - Part 4

Regulatory Paragraphs ctionNo.  Curen . P ue Date

Part 4 of the MOQM dashboard
provides you with an overview
of open actions, if any. It also
shows you the responsible
party for each action.

‘Action Implementation

145A48.0) 203191200

145MOOM

145A30()

‘Action Implementation

145M00f

e e e e e wwens

&
Open actions | need to
I work on (summary) All Open Actions (by responsible) (pie)

Click on the graphs to see more information and directly access
the action.

b 1asmoqu276:2

L — 145MOQM276
—

report that can be exported. o o aciars e 5

Click on the report to see a full | O — ins

Open actions | need to work on (by due date)

Finding No. Regulatory Para- Finding Due Date  Action No Revisior Current stage ActionDueDate  Per: Lead Auditor Days # until action
graphs jue date +
1249 145448 (0) 240319 a8 o Action 240319 145MOQM Massimiliano
Implementation BAZZOCCHI
1248 145.A30(¢) 2403119 an o Action 24103119 145MOQM
Implementation
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MOQM My Tasks

In “My Tasks” you will see
a list with

» audits that are not yet
closed and at your
workflow level

«  your open findings,
their due date and
their status.

«  your open actions,
their due date and
their status.

B3EASA

My Tasks Summary

My Tasks My Email

Home > My Tasks

= List All Q. Advanced Search © Create New Task 3% Actions

Location

[0 # EASA

O

& EASA

[ # EASA

Viewing 1 - 3 of 3 Records

Description v Type

Onsite Audit Activity - 100 - MO QM

User Guide Audit Activity
Finding - 597 Finding
Finding - 596 Finding

Stage

Findings Review

Finding Open

Finding Open

Person Responsible

MO QM MOQM123

MO QM MOQM123

MO QM MOQM123

Custom Inventory

Due Date

Friday, May 18, 2018 7:15:33 AM

Friday, May 18, 2018 12:00:00 AM

Friday, May 18, 2018 12:00:00 AM

@ EASA v

Overdue/Upcoming

Upcoming

Upcoming

Upcoming

Items Displayed | 20

V>



MOQM My Tasks - 1

My Tasks Summary

asks My Email

asks

Click on the bold
headings to sort your
actions (AtoZorZto
A)

EASA

[0 # EAsA

Viewing 1 - 3 of 3 Records

dvanced Search

Enter text here

Onsite Audit Activity - 100 - MO Q|
User Guide

Finding - 597

Finding - 596

© Create New Task 2% Actions

& EASA v

Custom Inventory g ,/ 0O &

Enter text in the search window to quickly find items you are looking for (e.g. finding number)

Audit Activity

Finding

Finding

Findings Review

Finding Open

Finding Open

MO QM MOQM123 Friday, May 18, 2018 7:15:33 AM Upcoming
MO QM MOQM123 Friday, May 18, 2018 12:00:00 AM  Upcoming
MO QM MOQM123 Friday, May 18, 2018 12:00:00 AM  Upcoming

ItemsD\spIay€ 20 v ’

B3EASA

If the system does not
show all of your tasks,
click on “Items displayed”
to view all of the items
assigned to you




MOQM Homepage - Section 2

Section 2 of the
Homepage contains
links to 5 reports.

Click on the buttons to
find out what the

B3EASA

individual reports offer.
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My EASA approval data

My EASA approved ratings

My findings overview

My applications

Ol s



MOQM Reports — My EASA approval d

To move amongst the
page of the report click
on the window on the
right hand side of the
screen indicated below
and select the page you
would like to see from
the drop down list.

O RESET  Locsion: |5

[ EASA-IFP - F145 - MOQM - EASA held

EASA approved documents (directly and indirectly approved)

e ‘ . - To download the report
- click on the page icon
o 2

This report will show you show data relative
your approval. Data provided includes EASA
approved documents, post holders,
locations and concessions.

B3EASA




MOQM Reports — My approved limitations

I EASA - IFP - F145 - MOQM - EASA approved ratings

14125 S0 (by MOQM

EASA Appr FullOrgar

1 A300:600

Boeing 737.600/700/8001900

Exsa1ss) x Boen
Ersiss) A Boen
exsa1ss) x Bcan
Exsaiss) A Boein
ersiss) A 8o

+ resm GIv/GIv-sp seres

reom GY.5P Series

. ASBAIOIAT20AT2Y
Exsa1ss) x e
Exsass) A Hirow
exsaiss) x e
Exs1ss) x it
Exsatss) M Hirow:
exsaiss) x e
Exs1ss) x it
Ersiss) A e
easa1ss) x e
Exsass) A At
Ersaiss) A e

Rating + Limitacions

8 757-600/700/8001500
£ 737-600/700/800/500
' 727-600/700/2001500
§757:600/700/8001500

' 737:6001700/8001500

£ AS1BIATI/AS201A321

5 ASTBIABIO/AS20/A321
£ AS1BIATI/AS201A32)
£ AN BIABIOASZAS21
5 ASTBIATIO/AS20/A321
= ASEIA3I9AZ20/AS21
£ AN BRSS!
5 ABTBIATIO/AS20/A321
= ASEIA3I9AZ20/A321
5 A31818319/A320/2521

= AB1BIATI/AT201A321

EASA approved ratings

Madel Name.

737800
73790068
737600
737700

737900

aanasiv
2202518
xanasn
aanan
wsan
021
aanar
ranan
19132
ranan

ansa13

Method

This report will show you the
full list of EASA approved
ratings and
limitations/models

B3EASA

To move amongst the
pages of the report click
on the window on the
right hand side of the
screen indicated below
and select the page you
would like to see from
the drop down list.

To download the report
click on the page icon




MOQM Reports — Closed findings

To move amongst the
pages of the report click
on the window on the
right hand side of the
screen indicated below
and select the page you
would like to see from
the drop down list.

To download the report
click on the page icon

[l EASA-IFP - F145 - MOQM IFP download findings report

th CAP, evidences, TL clos d erachment st

IFP findings list for MO QMs (with attachments)

Atiachments

As Evidenced By Evidence Description(s Helper

o -

o Compleced 9

Audt Reference: 27

m] . _

This report will show you the full
list of findings raised in IFP with
the CAP, evidences and
attachments you provided.

B3EASA



My Reports — My applications

My applications
EASA Approval Number Full Organisation Name Application Number Application Type Date of Application + Application Related To Remarks Status
300 Application for Change 07/08/19 Nominated Person, Number of Staff Completed

274 Application for Change 24/06/19 Ratings Completed

208 Application for Change 04/04/19 Ratings Completed

145 Application for Change 15/02/19 Ratings Completed

106 Application for Change 05/12/18 Number of Staff, Address Data Completed

92 Application for Change 15/10/18 Ratings Completed

52 Application for Change 20/06/18 Nominated Person Completed

This report will show you the full
list of change applications dealt
with in IFP and their completion
status.

EASA




Audit, finding and action overview

Click below to find out more about the structure of IFP

B3EASA




IFP audit - structure

In IFP, you will see the system version of your audit report sent by the TL as shown below.

My Tasks Summary. v @ o v

Also take notice
of the workflow
bar at the top of
the page. At the

My Email

Nextstage  Exic o oo

Onsite Audit Activity - 100 - MO QM User Guide Workiow stge: Revien  WockflowStatus: Opén  Person Responsibe: MOQUNOGMIZ) D Date: iy My 18

In the vertical drop-down menu [ e T - T ap'pro'prlrf\te
you will find different sections AM_ D_I ————— Em Em EE EEm EEm o -1 pointin time
. . . [Z, Audit Activity Details
that display information such o pstrens you have to
as: l move the
: @ Completion Details
workflow

«  Audit details (e.g. audit
start and end date, lead
auditor name, location
audited)

- Evidences

(@ Findings Review Assignment Details

forward.

I Jel Persons interviewed

- Onsite Audit
Evidence of Non-Compliance Summary
I Q_All Findings

I @ Merge Templates

- Findings

I @ Workflow Tracking

—— e = =

BEEEASA >



IFP audit — how to access it

You can reach the audit clicking on the link provided in the notification email.
You can also access the EASA audit from the dashboard or My tasks. Just click where indicated below.

y EASA = HOME MY TASKS CALENDAR DASHBOARD VIEWER

MOQM open audits My Tasks Summary v

EASA Apprva Normber ronce Name.

Ay Type: Onsice A

My Tasks My Email

Home > My Tasks

i ListAll Q. Advanced Search © Create New Task 3% Actions
Location Description v Type stage
O
Onsite Audit Activity - 100 - MO QM -
O # EAsa T Audit Activity Findings Review
Finding - 597 Findin Finding Open
IMPORTANT! E s 5 Op
for riclow to the level of T - have provi i fimplem
Do not forget to push the audit workflow to the level of the EASA Team Leader one you have provided the evidence of implementation. Finding - 596 Finding Fding Open

Viewing 1 - 3 of 3 Records

Eumxan AW Safety Agency Form
Audit 100 EASA approval number: EASA.145.123
Final report Organisation: Organisation name

Annex 1 - Findings |

Finding | Regulatory Finding As evidenced by Finding level Due date
number | Paragraph
59 145.A.25(a) | The Organisation can not demonstrate compliance with 603 - MO QM UG finding Level 2 Friday, May 18,
145.A.25 (a) with regards to Facilities 2018
597 145.A30 (a) | The Organisation can not demonstrate compliance with 604 - MO QM UG finding Level 2 Friday, May 18,
145.A.30 (a) with regards to Accountable manager appointed 2018
EASA by the organisation




IFP findings - structure

In IFP, you will see the'system version of the findings raised as shown below:

In the vertical drop-

(if any)

B3EASA

down menu you will — = - : .
S = TN
find different sections
that display
information such as: Osubmit £l Assignrinding i °
. General flndlng Finding - 597 S — wmﬂsngegmgm Workflow Status: Open  Person Responsible: MO QM MOQM123  Due Date: Friday, May 18,2018
ietda.icls (e.g. Lead o | ORI > (s )3 e L -
uditor, I - o e e e . . .
Regulatory Q, Finding Details I
Pa ragra ph) (©) Related Evidence I -
«  Evidences @ Actions l .
« Actions (if any) @ comments I I .
° Comments (|f any) @) Private Document Attachment I I %
and attachments ——— e

Also take notice
of the workflow
bar at the top of
the page. At the
appropriate
point in time
you have to
move the
workflow
forward.

V] -



IFP finding — how to access it

You can reach the finding, clicking on the link provided in the notification email.
You can also access the EASA audit from the dashboard or My tasks. Just click where indicated below.

B3EASA

All open actions

Al Open Actions by responsibe) (pie)

My Tasks Summary

My Tasks My Email

Home > My Tasks

HOME

MY TASKS

CALENDAR

DASHBOARD VIEWER  REPORT!

Annex 1 - Findj

= ListAll Q Advanced Search @ Create New Task & Actions
Locatio Descriptior Type Stage
o
St EA00 SO Bl it Activity Findings Review
Fincing Finding Open
Finding Finding Open
Recerds Drill Through
European Aviation Safetv)& Form
Audit 100 EASA approval number: EASA.145.123
Final report Organisation: Organisation name

145.A.25 (a) with regards to Facilities

Finding | Regulatbry Finding As evidenced by Finding level Due date
numby gt
59 145.A.25(a) | The Or ion can not o with 603 - MO QM UG finding Level 2 Friday, May 18,

2018




IFP action - structure

In IFP, you will see the action shown below.

In the vertical drop-down menu
you will find different sections
that display information such
as:

«  Revision history (if any)
+  Proposed Action Plan
+  Evidences

« Comments (if any) and
attachments (if any)

B3EASA

() Approve (O Reject  # Edit [ Delete [l Save Save&Exit Exit s 06
-ohsit.E Audit 223 - Action 474 WorkfowSsge, cton Fpprovl Workllow Satus: O Person Respanslefrderk Alconder L0 DueDate 01201
— == == -m o E EE EE EE EE EE B B S S s .
| e D ome ) (mmnn )> NI () !

- . S S S S S S B B B S e e e e el
— - - - e == =
(©) Revision History ~

Viewing 1-10f 1 Records

I (©) Proposed Action Plan

Evidence Acceptable

tems Displayed | 20

I (®) Evidence Of Action Implementation

() Implementation Acceptance

—-— . -
¢

(©) Comments

—
<

() Private Document Attachment

— —
<

I (©) Workflow Tracking

-_—ees o e e o= o)

Also take notice
of the workflow
bar at the top of
the page. At the
appropriate
point in time
you have to
move the
workflow
forward.

V]



IFP action — how to access it

You can reach the action clicking on the link provided in the notification email.
You can also access the action from the dashboard or My tasks. Just click where indicated below.

&
Open actions | need to
work on (summary) All Open Actions (by responsible) (pie)

2

All open actions

2

HOME  MYTASKS  CALENDAR  DASHBOARDVIEWER  REPORTS  MYEMAIL

My Tasks summary ~

My Email

earc reate New Task ctions
A h O creat 5 Act

Location Descripton + Type stage

— 145MOQM276
O ¢ o Audit Actky Findings Review
O ¢ o Action Plan Proposed CAP

Audit Activity Record No. Finding No. Regulatory Paragraphs Ktion: Current stage Person Responsible Due Date Days # until action due date
(Helper)

299 129 145A48.0) azs action Implementation 1451001 24103191200 2

2% 1288 14530() an ‘Action Implementation 1454001 2403191200 25




Action findings from onsite audits in IFP

IFP makes the closure of findings more efficient and fully traceable.

Click on the stages below to find out what you can expect and what you have to do.




Action findings from desktop audits in IFP

IFP makes the closure of findings more efficient and fully traceable.
Click on the stages below to find out what you can expect and what you have to do.




Receive findings assighment e-mail

Once the EASA TL has emailed to you the Final Audit Report, IFP (no-reply@intelex.com) will send you a number of automatic notifications:
. 1 for the audit
. 1 for each of the findings raised

European Union Aviation Safety Agency

Dear Quality Manager,

Dear Quality Team, y
the EASA Team performed Onsite Audit ID number 3067. e

European Union Aviation Safety Agency

The findings raised, if any, are now assigned to you in IFP hittps://euL.intelex.com/Login/EASA for your attention and necel
mail for each of the findings raised.

Dear Quelity Manager,

You can access the system with the log-on ID EASA provided to you (in general this is the generic email address you commuj
needed, you can reset your password clicking on the button "Forgot your password?”. Should you encounter difficulties acce:

Dear Quality Team,

the EASA Team Leader has assigned Finding 7874 from audit 3067 to you.

Now please access you dashboard on the Agency's Inspection and Findings platform (https://eu.intelex.com/Login/EASA/). You can access thd
providec to you (in general this is the generic email address you communicated to EASA) and the password you previously set. If needed, you can|

Follow the link contained in the e-mails to access the audit and the findings. You will be asked to log-in first.
Go back to the index to find out how to log-in or if you would like to know more about audits, findings and actions.

If you do not receive any notifications, please check your spam folder and flag
no-reply@intelex.com as a safe sender.

B3EASA
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Receive findings assighment e-mail

Once the EASA TL has emailed to you the Final Audit Report, IFP (no-reply@intelex.com) will send you a number of automatic notifications:
. 1 for the audit
. 1 for each of the findings raised

EEASA

ion Aviation Safety Agency

Dear Quality Manager, y
Dear Quality Team, =

the EASA Team performed Desktop Audit ID number 6667 European Union Aviation Safety Agency

The findings raised, if any, are now assigned to you in IFP https://eu.intelex.com/Login/EASA for your attention and necessary remedial act .
mail for each of the findings raised. Dear Quality Manager,

You can access the system with the log-on ID EASA provided to you (in general this is the generic email address you communicated to EASA)

needed, you can reset your password clicking on the button "Forgot your password?". Should you encounter difficulties access the system pleg] Dear Quality Team,

the EASA Team Leader has assigned Finding 10545 from audit 6667 to you.

Now please access you dashboard on the Agency's Inspection and Findings platform (https://eu.intelex.com/Login/EASA/). You can access the system
provided to you (in general this is the generic email address you communicated to EASA) and the password you previously set. If needed, you can reset yo|

Follow the link contained in the e-mails to access the audit and the findings. You will be asked to log-in first .
Go back to the index to find out how to log-in or if you would like to know more about audits, findings and actions.

If you do not receive any notifications, please check your spam folder and flag
no-reply@intelex.com as a safe sender.

B3EASA
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Provide CAP with expected implementation ¥
due dates - 1

HOME ~ MYTASKS ~ CALENDAR  DASHBOARD VIEWER  REPORTS MY EMAIL

My Tasks Summary ~ @ Bsa v

MyTasks My Email

Home > My Tasks > Finding - 597

Osubmit & Edit  AssignFinding  Exit 6 06

Finding - 597 Workflow Stage: Findi

en  Workflow Status: Open  Person Responsible: MO QMMOQM123  DueDate:  Friday, May 18, 2018

Once you have accessed the Q Finding Details

finding you would like to action, @ Related Evidence
scroll down to the “Actions” - I
(0) Actions

section. Click on “Add entry”.
You can add as many actions as
necessary, as agreed with the
EASATL (e.g. one action for each
evidence).

Root Cause Corrective Action Preventive Action Person Responsible & DueDate i Currentstage & Workflow Status Completed

items Displayed | 20

EEASA >




Provide CAP with expected implementation ¥

due dates - 2

On the next window

Enter the IFP evidence numbers(s) you
refer to. Evidences are listed on the
audit report as well as in the action as
shown blow. Please use a semicolon (;)
to separate the evidence numbers if the
action covers more than 1 evidence

©) Submit >e\|check Cancel

New Action

(©) Proposed Action Plan

Master Investigation EASA.145.0865 - 145 MAINTENANCE ORGANISATION
Related Phase EASA.145.0865 - Surveillance Phase 153
Finding  EASA.145.0865 - Onsite Audit 242 - Finding 848
Regulatory Paragraphs  145.A.25 (a)
i T ion can not demonstrate compliance with 145.A.25 (a) with regards to Facilities
I Related evidencets) 972 N

RETER. | WS Ce (P £y W here
description

*Action - Evidence Reference  sample entry (related evidence#1 ; related evidence #2 ...; ..)

Link
‘tnter evidence number here

*Root Cause

Enter root cause here

* Corrective Action

Enter corrective action here

*Preventive Action

Enter preventive action here

Enter the
1. Rootcause

B3EASA

2. Corrective Action with the expected implementation due date
3. Preventive Action with the expected implementation due date
Then click on submit.

Y| ] e




Provide CAP with expected implementation #
due dates - 3

) —— =y
In the action you can now S Comments R
add comments in the
“ ” . Il Delete  := ListAll

Comments” Section. Just -
. e ommen!
click on “Add entry”. comment
No records to display. Items Displayed | 20
You can also attach ——— —
documents or photos in I.O Attachments N

the “Attachments” section.
Just click on “Attach
document” and select the
document you would like
to add to your action.

—
‘ & Attach Dotument’ i Detach Document  := List All

Attachment Name URL
o

No records to display. Items Displayed | 10

Click on “Exit”.

B3EASA <Yl >




Provide CAP with expected implementation ¥
due dates -4

Notice how the Action workflow has moved to stage CAP review and notice that the person responsible for the action is now the Team Leader.

r -_— o == =
EASA145- - Onsite Audit 735 - Action 1444 Workflow Stage: CAP Review I Workflow Status: Open I Person Responsible: Frederik Alexander KLOSE g Due Date: 23/0ct/2019
—

Proposed CAP ) CAP Review >[ Action Implementation ] >[ Action Approval ] ) [ Closed ]
~N— 4

To see a summary of your actions, navigate to Part 4 of the MOQM dashboard

EEASA <




Receive CAP acceptance confirmation e-mail *

Once the EASA TL has accepted the CAP you proposed, IFP () will send you one notification for each action

Follow the link contained in the e-mails to access the action and provide the evidence of action implementation. You will be asked to log-in first .
Go back to the index to find out how to log-in or if you would like to know more about audits, findings and actions.

B3EASA

BIEASA

European Union Aviation Safety Agency

Dear Quality Manager,
Dear Quality Team,
the EASA Team Leader has accepted the CAP you provided for Finding from audit

Now please access IFP and provide evidence of the implementation of the action p
provided to you.

If you do not receive any notifications, please check your spam folder and flag
no-reply@intelex.com as a safe sender



mailto:no-reply@intelex.com

Provide evidence of action implementation -

1%

In the action click on edit and scroll down to the “Evidence of
Action Implementation” section. Enter a description of your
action in the field “Evidence”.

" (5 Submit for Approval >ﬁ save Save&Exit # EditRead-Only  Spell Check  Cancel

EASA.145.0139 - Onsite Audit 658 - Action 1173

[ Proposed CAP ] )[ CAP Review

(©) Proposed Action Plan

Workflow Stage:

Action Imp]

]) Action Implementation ) Action Approval )

(©) Evidence Of Action Implementation

*Evidence

Enter evidence of action implementation here

= == == =

You can add comments as needed.

L © Comments |
= h
‘ © Add Entry lete i ListAll

You can add attachments as needed.

B3EASA

/ e Comment

No records to display.

e

() Attachments |
L —
@ Attach Document  Detach Document  := List All

When ready, click on “Submit for approval”.




Provide evidence of action implementation -
2%

Notice how the Action workflow will move to stage Action Approval and notice that the person responsible for the action is now the Team Leader.

r — o — -_—es s s e = .
Workflow Stage:  Action Approval IWorkrowStatus: Open g Person Responsible:  Luigi Giovanni Maria PRETI g Due Date: 19/0ct/2019

EASA.145.0-OnSite Audit 655 - Action 1169

[ Proposed CAP ] )[ CAP Review ] )[ Action Implementation ] ) )
-

\\__—

To see a summary of your actions, navigate to Part 4 of the MOQM dashboard

B3EASA <




Submit finding to Team Leader -1 5

Once you have provided all
evidences of implementation and
submitted all actions, comments
and attachments, access the finding
and click on “Submit”.

My Tasks Summary v & EASA v

My Tasks My Email

cks > Finding - 597
@ submit MG save  save&Exit  Cancel o 0e
—
Finding - 597 Workdlow Stage: Finding Open  Workflow Status: Open  Person Responsible: MO QM MOQM123  Due Date: Friday, May 18, 2018

)| Finding in Progress | | Closed

This step is very important! The finding will now be sent back to the TL and will close automatically once all actions have been accepted.

Y| ]




Submit finding to Team Leader - 2

D2 EASA = ovc wyiks  CuSNOA  DASHEOWDVEWER  REPORTS  MYEMAL

My Tasks Summary v @ s v

MyTasks My Email

Home > My Tasks > Finding - 597

Exit o 08
—

Finding - 597 Finding n Progress Open_ Person Responsible: Rosa Tojes  Due Daes  Friday May 18, 2018

—-_— e -
o) > > (o)
~ /

T e

Notice that the responsible person for the finding is now the TL and that the workflow status now is “Finding in progress”.

B3EASA




Submit audit to Team Leader -1

MyTasks = MyStaffsTasks My Location'sTasks | All Tasks = More v

Home > All Tasks > Onsite Audit Activity - 169 -

. Q Onexstege) # e security  exic =1 -)
Once you have provided all N
eVid ences Of |m p | eme ntation an d Onsite Audit Activity - 169 - Training audit 1 Workflow Stage: Findings Review  Workflow Status: Open  Person Responsible: MO QM MOQM123  Due Date: Wednesday, October 03, 2018

submitted all findings to the TL,
access the audit and click on “Next
Stage”.

[ Audit Planning J )l Audits in Progress J )[ Audit Reporting J > Findings Review )[ Actions Pending J )[ Closed J

[Z Audit Activity Details A

Master Investigation ~ EASA.145.0123 - ALESSANDRA MAINTENANCE LTD
Organisation Name 301234 - ALESSANDRA MAINTENANCE LTD
Phase  Phase 118 - Surveillance

EASA Approval Number  EASA.145.0123

EEASA >




Submit audit to Team Leader - 2 4

-
1
_ Onsite Audit 738 - Cha nge audit Workflow Stage: Actions Pending ~ Workflow Status:  Open I Person Responsible: John PRIOR Due Date: 15/Dec/2019

[ Audit Planning ] ’[ Audits in Progress ] )[ Audit Reporting ] ’[ Findings Review ] ) )
— — /

~ —

Notice that the responsible person for the audit is now the TL and that the workflow status now is Action Pending.

B3EASA <




Receive action and/or finding closure e-mails

Once the EASA TL has accepted the evidence you provided, IFP will send you one evidence acceptance notification for each action you created.

BIEASA

European Union Aviation Safety Agency
Dear Quality Manager,

the EASA Team Leader has accepted the evidence you provided.

Action {#ActionNo} relative to finding {#FindingNo} from audit {#Checkli

Thank you for your cooperation.

EASA

If the action that was closed was the only or the last action beloging to the finding then the finding will be closed too.
Closed findings and actions will no longer be displayed on the MOQM Dashboard, but will remain available in the past finding report here.

B3EASA

If you do not receive any notifications, please check your spam folder and flag no-reply@intelex.com as
a safe sender



mailto:no-reply@intelex.com

Receive audit closure notification

Once the EASA TL has accepted the evidence you provided for all actions, the related findings will be closed. Once all findings are closed, the audit will close. You

will received this notification.

BAEASA

European Union Aviation Safety Agency

Dear Quality manager,

the EASA Team performed {#Activity.Value} Audit ID number {#AuditActRecNo}.

We are pleased to inform you that Audit ID number {#AuditActRecNo} has now been closed.
Thank you for your cooperation.

EASA

Closed audits, findings and actions will no longer be displayed on the MOQM Dashboard, but will remain available in the past finding report here.

B3EASA

If you do not receive any notifications, please check your spam folder and flag
no-reply@intelex.com as a safe sender
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Receive CAP rejection e-mail

If the TL rejects the CAP you proposed, IFP (no-reply@intelex.com) will send you one notification for each action

PAEASA

European Union Aviation Safety Agency

Dear Quality Manager,
the EASA Team Leader sent back to your level Action {#ActionNo} related to finding

Now please access "My Tasks" section of the Agency's Inspection and Findings platfo
Action Plan (CAP). You can access the system with the log-on ID and password previg

Follow the link contained in the e-mails to access the action and provide the evidence of action implementation. You will be asked to log-in first .

Go back to the index to find out how to log-in or if you would like to know more about audits, findings and actions.

B3EASA

If you do not receive any notifications, please check your spam folder and flag
no-reply@intelex.com as a safe sender

Y ]
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Correct CAP-1 4

Click on the link available in the notification e-mail.

To see a summary of your actions, navigate to Part 4 of the MOQM dashboard lick on the link available in the notification e-mail.

My Tasks Summary v @ o v

MyTasks | My Email

sove  Saved Bxie i concel o
Action- 2 Workdiomtage OO WorklowsStais: Open  Peson Responsble: MOGMHOQMIZS  Due Date: Sy, March 04, 2018
ST > crreview |9 actionimplementton |$[  Acionpprowal |9 Closed

(@) Revision History
Reviiono oot Couse Accopeiect Gomective Acton ccepuReect PreventiveAcion Accepueiect Evdence Acceptaie
o et Reea et
Viewig -1 of ined

Source  Onsite Audit Activty - 100 - MO QM User Guide

In the Action click on edit. Now overwrite the CAP T e mm mm mm mm mm mm mm mm mm mm mm mm Em mm Em mm Em o
item(s) that were rejected. Do not worry. The CAP you
initially proposed is stored under Revision History. Write
comments or attach documents as indicated here.
When ready click on “Submit for review”.

orrective Action h

To see a summary of your actions, navigate to Part 4 of the MOQM dashboard . |E|
EASA click on the link available in the notification e-mail. <]




Correct CAP -2

My Tasks Summary v & EASA v
My Tasks My Email
© submitfor Review ~ # Edit Wl Save  Save&Exit  Exit 8 0&
Action - 2 Proposed CAP Open  Person Responsible: MO QMMOQM123  Due Date: Sunday, March 04, 2018
P . . . )' CAP Review ¥| Actionimplementation | Action Approval 1> Closed
The revision history section will ) s

show you which items of the
CAP were rejected by the TL.

To see the CAP you provided
previously and to see the TL
comments click on the revision
number

r———————————————————————
(©) Revision History

I Revision No Root Cause Accept/Reject Corrective Action Accept/Reject Preventive Action Accept/Reject Evidence Acceptable
a

-
o o e |
™~ |

—
Viewing 1- 1 of 1 Recor} tems Displayed | 20

|

Exit

1 - Enter the Root Cause here

Mosed Action Plan

g = = =
Action® Action -2

No_ 1 I
Root ms.l Enterthe Root Cause here Accept/Relect O accept
® Reject
Corrective Actiong ~Enter the Corrective Action here Accept/Reject O Accept
- e . . @ Reject
Preventive Action  Enter the Preventive Action here Accept/Reject O Accept
-_— - - ® Reject

Comments _TL comments here
—-—
Reviewed By  Alessandra spaccatrosi Reviewed Date  Saturday, February 17, 2018

EASA ¥




Receive evidence rejection e-mail

If the TL rejects the evidences you proposed, IFP (no-reply@intelex.com) will send you one notification for each action

BAEASA

European Union Aviation Safety Agency

Dear Quality Manager,

the EASA Team Leader sent back to your level Action {#ActionNo} related to findin,

Now please access "My Tasks" section of the Agency's Inspection and Findings platfo
Action Plan (CAP). You can access the system with the log-on ID and password previ

Follow the link contained in the e-mails to access the action and correct your CAP.
Go back to the index to find out how to log-in or if you would like to know more about audits, findings and actions.

If you do not receive any notifications, please check your spam folder and flag
no-reply@intelex.com as a safe sender

B3EASA
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Correct Evidences - 1

Click on the link available in the notification e-mail.

Click on edit. Now overwrite the
evidence that was rejected. Do
not worry. The evidences you
proposed are stored under
Revision History. Write
comments or attach documents.
When ready click on “Submit for
review”.

B3EASA

notification e-mail.

> EASA

= HOME MYTASKS CALENDAR  DASHBOARDVIEWER  REPORTS MY EMAIL
My Tasks Summary ~ @ ea v
MyTasks My Email

‘ ® submit for Approval Biave Save&Exit  Spell Check  Cancel =]
Action- 1 Workflow Stage: Actior N WorkflowStatus: Open  Person Responsible: MOQMMOQM123  Due Date: Friday, May 18,2018

Proposed CAP

> CAP Review Action Approval Closed

> >

/>

(©) Revision History

Revision No Root Cause Accept/Reject

o

o i Accept

Viewing 1-1 of 1 Records

(©) Proposed Action Plan

(©) Evidence Of Action Implementation
-_— e s s -

*Evidence | Evidence of Action Implementation here

Corrective Action Accept/Reject Preventive Action Accept/Reject Evidence Acceptable

Accept

Accept No

Items Displayad | 20

D e ]

To see a summary of your actions, navigate to Part 4 of the MOQM dashboard lick on the link available in the




Correct Evidences - 2

The revision history section will
show you that the evidence(s)
you provided was/were rejected
by the TL.

To see the evidence you

provided previously and to see
the TL comments click on the
revision number.

B3EASA

notification e-mail.

HOME ~ MYTASKS  CALENDAR

My Tasks Summary v

MyTasks My Email

Home > My Tasks > Action -1

© Submitfor Approval [ Save  Save&Exit  Spell Check  Cancel

Action -1

(©) Revision History

Revision No. Root Cause Accept/Reject

u]

DASHBOARD VIEWER  REPORTS

MY EMAIL

Proposed CAP

> CAP Review

P Action Implementation P

Action Approval > Closed

Corrective Action Accept/Reject Preventive Action Accept/Reject

Accept Accept

Open  Person Responsible: MO QM MOQM123

Ll |

Evidence Acceptable

-

[ S — |

Due Date:  Friday, May 18,2018

Bt

1-Enter the root cause here

(@ Proposed Action Plan

TU explanation as o why the evidence is not acceptable

Y T ]

RejectedDate  Saturday, February 17, 2018

To see a summary of your actions, navigate to Part 4 of the MOQM dashboard lick on the link available in the

<

V| .



Provide evidence of implementation - 1

Once you have accessed the
finding you would like to action,
scroll down to the “Actions”
section. Click on “Add entry”. You
can add as many actions as
necessary, as agreed with the
EASATL (e.g. one action for each
evidence).

B3EASA

HOME ~ MYTASKS ~ CALENDAR  DASHBOARD VIEWER  REPORTS MY EMAIL

My Tasks Summary ~

MyTasks My Email

Home > My Tasks > Finding - 597

@submit 4 Edit  Assign Finding  Exit

Finding - 597

Finding Open 9| Finding in Progress

Q, Finding Details

(©) Related Evidence

@ eh v

o 0é

Workflow Stage: Find

en  Workflow Status: Open  Person Responsible: MO QMMOQM123  DueDate:  Friday, May 18, 2018

)3(

Closed

(%) Actions I

Root Cause Corrective Action Preventive Action

Person Responsible

Duebate i Currentstage 3 Workilow Status Completed

items Displayed | 20

Y ]




Provide evidence of implementation - 2

l () Submit ’SpeHCheck Cancel

New Action

() Proposed Action Plan A

| © WARNING: Click on workflow action 'Submit' to create this desktop action plan

Master Investigation EASA.145.0865 - 145 MAINTENANCE ORGANISATION
Related Phase  EASA.145.0865 - Surveillance Phase 153
Finding  EASA.145.0865 - Desktop Audit 241 - Finding 847
Regulatory Paragraphs  145.A.30 (a)(2)
= FiRdiDe Rescriptigh ohae Ofganisation can not demonstrate compliance with 145.A.30 (a)(2) with regards to evidence of quality principles

On the next window enter the
IFP evidence numbers(s) you

refer to. Evidences are listed on
the audit report as well as in the

Related evidence(s) 971

Relateq eviﬁce(r Fiﬁg LJescription here

description

* Action - Evidence Reference  sample entry (related evidence#1 ; related evidence #2; ...; .)

action as shown below. Please Link E y ber h
N nter evidence number here
use a semicolon (;) to separate )
the evidence numbers if the
Description

action covers more than 1
evidence.

Click on submit.

B3EASA



Home > All T > EASA.145.0865 - Desktop Audit ... > EASA.145.0865 - Desktop Audit ...
() Submit for Approval save Save&Exit 4 EditRead-Only  Spell Check  Cancel g 0 &

EASA.145.0865 - Desktop Audit 241 - Action 267 Workflow Stage: Action Implementation  Workflow Status: Open  Person Responsible: MO QM MOQM321  Due Date: 05/07/2019

[ Proposed CAP ] )[ CAP Review ] > )[ Action Approval ] > Closed ]

(©) Proposed Action Plan v
(©) Evidence Of Action Implementation ~
On the next window, click on e

'Enter description of evidence of implementation here

Edit and write your evidence.

—-—
I/ Comments I
- eem

If needed, add comments in the W beete = Uit
“Comments” Section. Just click on B Comment
“Add entry”.
No records to display. Items Displayed | 20
You can also attach documents or == =
) R @) Attachments - A
photos in the Attachments section.
Just click on “Attach document” o poment = AL
Attachment Name URL

No records to display.

EASA When ready, click on “Submit for approval”.

Items Displayed | 10




Submit finding to Team Leader - 1

Once you have provided all
evidences of implementation and
submitted all actions, comments
and attachments, access the finding
and click on “Submit”.

IEASA = ou wriass  CANDAR  DASHEOARDVEWER  RGPORTS MY EMAL

My Tasks Summary v & EASA v

My Tasks My Email

cks > Finding - 597
() submit d save  Save&Exit  Cancel o 08
—
Finding - 597 Workdlow Stage: Finding Open  Workflow Status: Open  Person Responsible: MO QM MOQM123  Due Date: Friday, May 18, 2018

)| Finding in Progress | 9 Closed

This step is very important! The finding will now be sent back to the TL and will close automatically once all actions have been accepted.

Y ]




Submit finding to Team Leader - 2

D2 EASA = ovc wyiks  CuSNOA  DASHEOWDVEWER  REPORTS  MYEMAL

My Tasks Summary v @ s v

MyTasks My Email

Home > My Tasks > Finding - 597

Exit o 08
—

Finding - 597 Finding n Progress Open_ Person Responsible: Rosa Tojes  Due Daes  Friday May 18, 2018

—-_— e -
o) > > (o)
~ /

T e

Notice that the responsible person for the finding is now the TL and that the workflow status now is “Finding in progress”.

B3EASA




Submit audit to Team Leader -1

MyTasks = MyStaffsTasks My Location'sTasks | All Tasks = More v

Home > All Tasks > Onsite Audit Activity - 169 -

. Q Onexstege) # e security  exic =1 -)
Once you have provided all N
eVid ences Of |m p | eme ntation an d Onsite Audit Activity - 169 - Training audit 1 Workflow Stage: Findings Review  Workflow Status: Open  Person Responsible: MO QM MOQM123  Due Date: Wednesday, October 03, 2018

submitted all findings to the TL,
access the audit and click on “Next
Stage”.

[ Audit Planning J )l Audits in Progress J )[ Audit Reporting J > Findings Review )[ Actions Pending J )[ Closed J

[Z Audit Activity Details A

Master Investigation ~ EASA.145.0123 - ALESSANDRA MAINTENANCE LTD
Organisation Name 301234 - ALESSANDRA MAINTENANCE LTD
Phase  Phase 118 - Surveillance

EASA Approval Number  EASA.145.0123

EIEASA >




Submit audit to Team Leader - 2 4

-
1
_ Onsite Audit 738 - Cha nge audit Workflow Stage: Actions Pending ~ Workflow Status:  Open I Person Responsible: John PRIOR Due Date: 15/Dec/2019

[ Audit Planning ] ’[ Audits in Progress ] )[ Audit Reporting ] ’[ Findings Review ] ) )
— — /

~

—

Notice that the responsible person for the audit is now the TL and that the workflow status now is Action Pending.

B3EASA <




Receive evidence rejection e-mail

If the TL rejects the evidences you proposed, IFP () will send you one notification for each action

BGEASA

European Union Aviation Safety Agency

Dear Quality Manager,
the EASA Team Leader sent back to your level Action {#ActionNo} related to findin

Now please access "My Tasks" section of the Agency's Inspection and Findings platfo]
Action Plan (CAP). You can access the system with the log-on ID and password previ

Follow the link contained in the e-mails to access the action and correct your CAP.
Go back to the index to find out how to log-in or if you would like to know more about audits, findings and actions.

If you do not receive any notifications, please check your spam folder and flag
no-reply@intelex.com as a safe sender.

B3EASA



mailto:no-reply@intelex.com

Correct Evidences - 1

Click on the link available in the notification e-mail.

Click on edit. Now overwrite the
evidence that was rejected. Do
not worry. The evidences you
proposed are stored under
Revision History. Write
comments or attach documents.
When ready click on “Submit for
review”.

B3EASA

notification e-mail.

> EASA

= HOME MYTASKS CALENDAR  DASHBOARDVIEWER  REPORTS MY EMAIL
My Tasks Summary ~ @ ea v
MyTasks My Email

‘ ® submit for Approval Biave Save&Exit  Spell Check  Cancel =]
Action- 1 Workflow Stage: Actior N WorkflowStatus: Open  Person Responsible: MOQMMOQM123  Due Date: Friday, May 18,2018

Proposed CAP

> CAP Review Action Approval Closed

> >

/>

(©) Revision History

Revision No Root Cause Accept/Reject

o

o i Accept

Viewing 1-1 of 1 Records

(©) Proposed Action Plan

(©) Evidence Of Action Implementation
-_— e s s -

*Evidence | Evidence of Action Implementation here

Corrective Action Accept/Reject Preventive Action Accept/Reject Evidence Acceptable

Accept

Accept No

Items Displayad | 20

D e ]

To see a summary of your actions, navigate to Part 4 of the MOQM dashboard lick on the link available in the




Correct Evidences - 2

The revision history section will
show you that the evidence(s)
you provided was/were rejected
by the TL.

To see the evidence you

provided previously and to see
the TL comments click on the
revision number.

B3EASA

notification e-mail.

HOME ~ MYTASKS  CALENDAR

My Tasks Summary v

MyTasks My Email

Home > My Tasks > Action -1

© Submitfor Approval [ Save  Save&Exit  Spell Check  Cancel

Action -1

(©) Revision History

Revision No. Root Cause Accept/Reject

u]

DASHBOARD VIEWER  REPORTS

MY EMAIL

Proposed CAP

> CAP Review

P Action Implementation P

Action Approval > Closed

Corrective Action Accept/Reject Preventive Action Accept/Reject

Accept Accept

Open  Person Responsible: MO QM MOQM123

Ll |

Evidence Acceptable

-

[ S — |

Due Date:  Friday, May 18,2018

Bt

1-Enter the root cause here

(@ Proposed Action Plan

TU explanation as o why the evidence is not acceptable

Y T ]

RejectedDate  Saturday, February 17, 2018

To see a summary of your actions, navigate to Part 4 of the MOQM dashboard lick on the link available in the

<

V| .



Receive action and/or finding closure e-mails

Once the EASA TL has accepted the evidence you provided, IFP will send you one evidence acceptance notification for each action you created.

BIEASA

European Union Aviation Safety Agency
Dear Quality Manager,

the EASA Team Leader has accepted the evidence you provided.

Action {#ActionNo} relative to finding {#FindingNo} from audit {#Checkli

Thank you for your cooperation.

EASA

If the action that was closed was the only or the last action beloging to the finding then the finding will be closed too.

Closed findings and actions will no longer be displayed on the MOQM Dashboard, but will remain available in the past finding report here.

B3EASA

If you do not receive any notifications, please check your spam folder and flag no-reply@intelex.com as a
safe sender.

Y| -
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Receive audit closure notification

Once the EASA TL has accepted the evidence you provided for all actions, the related findings will be closed. Once all findings are closed, the audit will close. You

will received this notification.

BAEASA

European Union Aviation Safety Agency

Dear Quality manager,

the EASA Team performed {#Activity.Value} Audit ID number {#AuditActRecNo}.

We are pleased to inform you that Audit ID number {#AuditActRecNo} has now been closed.
Thank you for your cooperation.

EASA

Closed audits, findings and actions will no longer be displayed on the MOQM Dashboard, but will remain available in the past finding report here.

If you do not receive any notifications, please check your spam folder and flag
no-reply@intelex.com as a safe sender.

B3EASA

Y| -
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Request an extension

Quality managers can, in justified cases, request an extension to the finding due date directly in IFP.
The Team Leader will be able to accept or reject such requests.

Finding Open ) Finding in Progress ) Closed

© Note: If an Extension is Required, Please Create an Extension Request before Submitting Finding

(), Finding Details

Audit Activity - Onsite Audit 517 - Intermediate audit

Lead Auditor  John PRIOR
Finding No. 1886
Regulatory Paragraphs ~ 145.A.30 (e)
Finding Description  The Organisation can not demonstrate compliance with 145.A.30 (e) with regards to Control of staff competence / Control of staff human factors understanding
Additional Details
As Evidenced By 2490

Level O Level 1

®Level2
O Level 3
MO Quality Manager MO QM MO_
— e o e

Finding Due Date  02/Sep/2019

WOved Extended Due Date _31/0ct/2019 I
O

Repetitive finding  No

You can only request an extension when the finding is at the stage Finding Open.
If this is not the case, please ask your TL to return the finding to this stage.

B3EASA




Request an extension - 1

EASA.145.0139 - Onsite Audit 658 - Finding 2119

Finding Open | FindinginProgress | Closed

Q, Finding Details

(@ Related Evidence
@ Actions

() Comments

Access the finding you would like to
request an extension for. Scroll down
to the “Extension” section. Click on
“Add entry”.

(@) Extension

You can only request an extension when the finding is at the stage Finding Open.
If this is not the case, please ask your TL to return the finding to this stage.

B3EASA




Request an extension - 2

Enter proposed extended target date
and justification for the extension.

When ready click on save.

B3EASA

Save & Exit Spell Check  Cancel

New Finding Extension

(5} Extension Details

Finding
Current Finding Due Date i’
Proposed Extended Target Date

Justification

* Extension Request Date
Extension Requested By

EASA.145.0572 - Onsite Audit 152 - Finding 2177
24/0ct/2019 12:00

Enter proposed extended dug date here

Enter justification here

20/0ct/2019
Alessandra SPACCATROSI




Request an extension - 3

Notice how person responsible for the extension is now the Team Leader.

= = = ==

NZALEZ I Due Date: 18/jan/2020

Extension here Workflow Stage: Extension Request  Workflow Status:  Extension Request_ Person Responsible:  Alberto NO
- s e s

(©) Extension Details A

Finding ~ EASA.145.0572 - Onsite Audit 152 - Finding 2177
Current Finding Due Date ) 24/0ct/2019 12:00
Record Number 93
Proposed Extended Target Date  30/Nov/2019
Justification  Extension here
Extension Request Date  20/0ct/2019
Extension Requested By ~ Alessandra SPACCATROSI

(©) Extension Approval Details ~

Approve Extension
Extension Approval Notes
Approved By

Approval Date

EASA




Job Cards

Job cards offer a one page summary of the steps you have you carry out in more than 1 place to complete a task in IFP.

IFP
notification
e-mail

 Access finding from link
provided

Finding

«In the Actions section click
on “Add Entry”

Action

* Enter number of
evidence(s) you refer to

«Enter Root Cause

* Enter Preventive Action

« Enter Corrective Action

«Add comments (optional)

« Add attachments(optional)

* Submit Action to TL

IFP
notification
e-mail

* Access action from link
provide

Action

* If CAP was ACCEPTED

« Provide Evidence of action
implementation

« Add comments (optional)

« Add attachments(optional)

«Submit Action to TL

+1f CAP was REJECTED
«See previous action step

Finding

* Submit finding to TL « Submit audit to Tt

EASA

IFP
notification
e-mail

« Access finding from link
provided

Finding

*In the Actions section
click on “Add Entry”

Action

« Enter number of « submit finding to TL « Submit audit to TL
evidence(s) you refer to

« Click on submit

« Provide Evidence of
action implementation

« Add comments (optional)

*Add
attachments(optional)

« Submit Action to TL




Action findings from on-site audits

IFP
notification

IFP
notification
e-mail

Finding Action Action

e-mail

¢ Access finding from link  In the Actions section click ¢ Enter number of * Access action from link * If CAP was ACCEPTED * Submit finding to TL * Submit audit to TL
provided on “Add Entry” evidence(s) you refer to provided « Provide Evidence of action
* Enter Root Cause implementation
e Enter Preventive Action * Add comments (optional)
* Enter Corrective Action * Add attachments(optional)
¢ Add comments (optional) * Submit Action to TL
¢ Add attachments(optional)
¢ Submit Action to TL o If CAP was REJECTED

* See previous action step

B3EASA <Yl >




Action findings from desktop audits

IFP
notification Finding

e-mail

o Access finding from link ¢ In the Actions section
provided click on “Add Entry”

B3EASA

® Enter number of
evidence(s) you refer to

o Click on submit

* Provide Evidence of
action implementation

* Add comments (optional)

* Add
attachments(optional)

* Submit Action to TL

Finding

o Submit finding to TL

® Submit audit to TL
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