Steritech

Entering a Corrective Action Plan

This page highlights all the steps to complete a Corrective Action Plan. For detailed instructions use the pages that follow.

Steritech’s Corrective Action Plan is an easy to access and use
web based application. The process is streamlined to make
documentation, tracking and reporting quick and efficient. Us-
ers are provided tools that can help monitor long-term correc-
tive action plans, reduce the number of repeat audit viola-
tions, and improve organizational performance.

1. Go to https://foodsafety.steritech.com/Login.html
2. Enter your User Name and Password.

3. Click the Login button.
4

Hover over Reports menu tab then Performance Re-
ports then click the Status-Corrective Actions sub-
menu.

5. Click the Run Report button. The report will display.
6. Locate your location under the Location column.

7. Locate the CAP Progress column then click the Enter Ac-
tion Plan hyperlink. The Corrective Actions screen will ap-
pear.

Note: If Planning appears under the CAP Progress Column
this indicates some Corrective Actions have been entered but
the Corrective Action Plan is not complete.

8. Review the Auditor’s remarks under the Audit Comments
section.

9. Next, use the Scroll bar to locate and review the Item,
Description. and Response that requires a Corrective
Action.

10. Enter your Corrective Action for the line item in the text
box located under the Corrective Action Plan tab.

Contact Steritech
Customer Care Center at 800.868.0089
or online at customer.care@steritech.com

Note: If you are unable to enter your corrective action click Let
me edit and select yourself as the Author.

11. Enter an Expected Completion Date for the Corrective
Action. This can be the current date or a date that occurs in
the future.

12. Enter an Actual Completion Date, if the Corrective Action
has actually been performed. This field is optional and not
required to complete the Corrective Action Plan.

13. Click Save Form located under the Actual Completion
Date field.

14. Repeat steps 9-12 until a Corrective Action has been en-
tered for every Item.

15. After all Corrective Actions have been entered. Use the
Scroll bar to navigate to the top of the screen and click
Submit for Review.

16. The Corrective Action will be sent over to the Reviewer for
approval.

17. Approved - If all Corrective Actions are approved by the
Reviewer, then the Corrective Action Plan will be Complet-
ed. No additional action is required the Corrective Action
Plan process is complete.

17.Unapproved - If a Corrective Action(s) requires revision,
then the Reviewer will return the Corrective Action Plan
with feedback regarding the unapproved Corrective Ac-
tions.

18.To locate an unapproved Corrective Action Plan, follow steps
1-6. Locate the CAP Progress column then click the Enter
Action Plan hyperlink. The Corrective Actions screen will
appear.

19. Next, repeat steps 9-17 revising every Corrective Action
that requires attention based on the Reviewer’s feedback.
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Steritech’s Corrective Action Plan is an easy to access and use web based application. The process is streamlined to make documenta-
tion, tracking and reporting quick and efficient. Users are provided tools that can help monitor long-term corrective action plans, reduce
the number of repeat audit violations, and improve organizational performance.

1. Go to https:// Ste riteChﬁ Kim's BBQ

foodsafe-

, Profile Reports Help Logout
ty.steritech.com/ -
Login.html Welcome David Stasaaia: =i E Food Safety Audit
Trewd Heports Status-Corrective Actions

2. Enter your User My Audits Status (current period) Top Criticals

Name and 100 Top Deficiencies

Password. Deductions

. . & Top Scores

3. Click the Login &0 oo Scorcs o

button. 40 Score Graph With Average ous Round
4. Hover over Re- 20 COES00 Harby :

Location / Department Average Point Value
ports menu tab, 0 : qverage -
Performance Feb. 2011 Jan 2012 Feb 2-5, 2012 Corporate 2.0 vs. N/A (NIA)

Nov 2011 J 2012 Feb 16-20 i im
Reports then ov anuary el Location Kim's BBQ 2.0 vs. N/A (N/A)

click the Status-
Corrective Ac-

tions submenu. My Average Criticals (by period) My Audits Status (current period)

4 0

3

2

100%

o '
Feb. 2011 Jan 2012 Feb 2-5, 2012

Nov 2011 January 2012 Feb 16-20 m Completed m Pending




Stel'iltec|‘|® Entering Corrective Action Plans
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14.
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Review the Auditor’s
remarks under the
Audit Comments
section.

Review the Item,
Description. and
Response.

Enter your Correc-
tive Action for the
line item in the text
box.

Enter an Expected
Completion Date
for the Corrective
Action.

Enter an Actual
Completion Date.
(Optional).

Click Save Form
located under the
Actual Completion
Date field.

Repeat steps 9-12
until a Corrective
Action has been en-
tered for every ob-
servation.
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n Kim's BBQ
Service Date 02/16/12
Auditor Kimberly

ID Number
Due Date 02/23/12

Enter tive o

| Submit for Review  * ] |

Author David Printable View

Email CAP

Save Form | [ Save Form and Close | L Close

Audit Comments

e General Comments n
o The facility produces (or stores) NAME OF PRODUCT TYPES.
The audit took NUMBER total hours on MONTH DATE(S).
The auditor was accompanied by NAMES, POSITIONS.
The facility is DESCRIPTION (auditor should provide a brief description of the facility).
This was an (ANNOUNCED) (UNANNOUNCED) audit. x

[ | »

O 0 0 O

Quality

Description El -

Does the facility have clearly defined roles and responsibilities for product quality?

Item
A BO3

Response
Roles and responsibilities for managing the quality system are not defined.

Corrective Action Plan History Trail

Enter your Corrective Action Plan here. &

Expected Completion Date:

i

Actual Completion Date:
[ same as Expected

‘ fl =
53] |

Save Form ]
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17.
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After all Corrective
Actions have been

entered, click Sub-
mit for Review.

The Corrective Ac-
tion will be sent over
to the Reviewer for
approval.

Approved - If all
Corrective Actions

are approved by the
Reviewer, then the
Corrective Action
Plan will be Complet
ed.

Unapproved - If a
Corrective Action(s)

requires revision,

then the Reviewer
will return the Cor-
rective Action Plan.

Locate the CAP Pro-
gress column then
click the Enter Ac-
tion Plan hyperlink.
The Corrective Ac-
tions screen will ap-
pear.

Next, repeat steps 9
-17 revising every
Corrective Action
that requires atten-
tion based on the
Reviewer’s feedback.
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ID Number - Location Kim's BBQ
Due Date 02/23/12 Enter tive.  Review Hittshed Service Date 02/16/12
: Al Aclion Plan Auditor Kimberly
Author David Printable View
Email CAP
IEI Submit for Review ! | | Save Form | | Save Form and Close | | Close
Audit Comments
e General Comments 2
o The facility produces (or stores) NAME OF PRODUCT TYPES. ‘5\
o The audit took NUMBER total hours on MONTH DATE(S). .
o The auditor was accompanied by NAMES, POSITIONS.
o The facility is DESCRIPTION (auditor should provide a brief description of the facility).
o This was an (ANNOUNCED) (UNANNOUNCED) audit. >
Quality
Item Description
AIBO3  Does the facility have clearly defined roles and responsibilities for product quality?

Response
Roles and responsibilities for managing the quality system are not defined.

Corrective Action Plan History Trail

Enter your Corrective Action Plan here. -

Expected Completion Date:

Actual Completion Date:
"] Same as Expected

- f |

| Save Form |
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