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Purpose of this Guide 

This guide is intended for managers who perform day-to-day activities in the SOLABS QM PROCESS, DOCUMENT 
and TRAINING Sections, but who will not be using the advanced administration features in each section.   These 
day-to-day activities may include: 

¶ Acting on an assigned Process task, such as review or approval of a Change Control Process step 

¶ Participating in a document review or approval cycle 
¶ Monitoring the training status of your employees or performing Second Confirmation for their training  
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PROCESS Section 

The PROCESS Section allows you to monitor complex process workflows and to perform required reviews or 
approvals during those process workflows.  

Steps in a Process are assigned to different roles and/or users in the system.  You take action on the step as it is 
assigned to you, and can utilize Process Reports to monitor your employees as they act on steps that may be 
assigned to them.  

For example, you may be assigned an Investigation Execution step in a Deviation Process. 

Act on a Process Step 

When you are assigned a process task you will see it listed in the center pane of your SOLABS QM Home Page, in 
the PROCESSES section.   You will also receive an email Notification that includes a link to the process task. 

 
 
 

To access the assigned process task, click the Act on link from your home page view or click the link provided in 
the email Notification.   This will bring you to the > Act on screen for your assigned process task. 
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From the Process Details section of the screen select the “Open” option for the Flowchart to see your task 
within the context of the entire workflow. 

In the Process Values section of the screen you can click on the “Expand all” option to review all information and 
feedback provided by users who took actions before you during the process.    

The Process Task Form section of the screen is where you will be able to provide your input to the process.   If 
you have filled in some information but need to come back and complete the remaining information later, select 
Save Draft to be sure all the information that you have submitted will be saved. 

Depending on the Process, you may also have options to add Secondary Tasks or to initiate another Process, as 
either a Related Process or a Dependent Process.  These will be displayed as Related Items for others to see in 
later steps. 

Using the right-hand menus, you can Link Documents or Link (existing) Processes.  These will also be visible in 
the Related Items section of the screen. 

When you have finished filling in all the required information, select Submit, review your entries and then click 
on Confirm.  

On the Confirm screen, enter your Username 
and your Password in the E-Signature required 
box and then click Confirm again to complete 
the task.  

An electronic signature is the legally binding 
equivalent to a handwritten signature. 

 

 

Re-Assigning a Process Step 

Your privileges may allow you to re-assign a Process task that has been assigned only to you.   To have this 
privilege, your System Administrator must have assigned the Act On & Reassign permission level to you.  If this 
is the case, you will see a Reassign Tasks option in the right-hand Process Actions menu.  If you need to reassign 
a process task and do not see that option available to you, contact your SOLABS System Administrator who will 
have access to make any necessary adjustments to permission levels. 

 

 

 

 

 

Choosing this option brings up the Task Assignments screen.  All previous tasks will be grayed out.  In the 

section for your task, reassign the task by selecting a different Role and/or User using the dropdown 

lists. 
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NOTE: You can only 
reassign tasks that have 
been assigned to you. 

Click Submit and you will 
then be directed to the 
Confirm screen. You will 
be required to provide a 
Reason for Change, 
signoff using your e-
signature and then 
Confirm the changes.  

You are then taken back 
to the Process View page 
for the current step of the 
process. 

 

 

 

 

 

 

 

 

 

 

 

Creating and Assigning a Secondary Task 

From the Act on screen for your step of the process, you may have the ability to create Secondary Tasks and to 
assign those tasks to a Role and/or a specific User in the system.  

 
In the Secondary Tasks section of screen, you will see the list of any Secondary Tasks already created for the 
Process.  Click the +ADD button to create a new Secondary Task.  
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Replace “Secondary Task X” with an appropriate Name for the task.  Those a Task Type related to the Process 
being used.  Fill in the remaining fields with the appropriate information.  Mandatory fields are identified with 
an asterisk.  

You can add multiple 
Secondary Tasks by clicking 
on the +ADD button for each 
one. 

There is a Save Draft option if 
you need time to gather more 
information. 

When you are ready, click 
Submit, sign-off using your e-
signature, and then click 
Confirm. You are then taken 
back to the Process View 
page for the current step of 
the process. 

 

 

Modifying a Secondary Task 

From the Act on screen for your 
step of the process, you have 
the ability to Modify a 
Secondary Tasks if you are the 
one who created it.   

 

 

In the Secondary Tasks section of screen, select Modify under the task 
you’d like to modify.  The Modify option can also be selected to view 
the detail of a Secondary Task created by another User, but you will 
not be able to modify it if you did not create it.  

This will open the Secondary Task in Edit mode. Once you make your 

changes and Submit, the task will be saved with your modifications.  

Caution:  Do this ONLY when you are ready to Act on that process 

step.  Submitting here will also submit the entire process step.  

Therefore, if you do need to make modifications to existing Secondary 

Tasks, do so after all other fields and decisions are complete. 
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Removing a Secondary Task 

From the Act on screen for your step of the process, you also have the 
ability to Remove a Secondary Task if you are the one who created it and 
change your mind regarding the need for it.  

In the Secondary Tasks section of screen, select Remove under the task 
you’d like to remove. 

Caution:  Do this BEFORE you Act on that process step.  After the step is 
Submitted, it will progress to the next step in the workflow and you may 
not have a change to remove it. 

 

 

 

 

Linking a Document or an Existing Process 
In the right-hand Related Items menu, 

there are options to Link Documents or 

to Link Processes.  They will then be 

displayed as Related Items to this 

process. 

 

To link a document, click on the 

Link Documents option to bring 

up the Related Items screen.  

Use the Drag & drop or Select 

File option to upload a New 

Document from outside 

SOLABS QM, or choose the 

Type SOLABS QM Document to 

search for a document within 

SOLABS QM. 

Use the +ADD button to add 

additional documents. 
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To link an existing Process, click 
on the Link Processes option to 
bring up the Related Items 
screen. 

Use the Filter by section to 
search for the Process.  
Processes that meet the search 
criteria will be listed as Available.  
Select the one you would like to 
link and click +ADD. 

Use the +ADD button to add 
additional processes.  

 

 

 

 

 

 

Linked Documents and Linked Processes will be displayed in the Related Items section of the parent process, 
and be visible to those acting on later steps. 
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Initiating a New Process from Within a Process 

Starting with SOLABS QM Version 10.5, it is also possible to start one or more processes from within another 
process.  The process from which the new process was started, is considered the Parent Process. The one being 
started is considered a Child Process. This helps avoid initiating multiple related processes and then needing to 
Modify one or more of them to Link Processes through the right-hand menus. 

To start a new process from within another process, the Related Processes 
section is used.   

Check the box next to Available Processes to start another process. 

The Available Processes field will then 
be enabled.  It is a single-select drop-
down list populated with the list of 
SOLABS QM Processes deployed in this 
instance.  

The Initiator  field is also enabled and is 
a single-select drop-down list of all 
active SOLABS QM Users in this 
instance.  The user selected in this field 
will then be assigned the Initiation step 
of the related process. 

The Process Relation must be chosen as either a Dependent 
Process or a Related Process.  A Dependent Process must be 
completed before the Parent Process can be completed.  
 
Multiple Dependent or Related Processes can be started from within 
the Parent Process by using the +ADD button.  When the Parent 
Process Step is then Submitted and Confirmed, a message will be 
displayed confirming that the Related Process(es) have been initiated, 
and their Unique IDs assigned.  The person who was chosen as the 
Initiator of a Related Process will receive a Notification to Act on that 
Process. 

Dependent Processes 

If a Process Relation of Dependent 
Process is selected, that process will 
be listed as a Dependent Process in 
the Related Items section of the 
Parent Process. 

The View option can be used to 
view the Dependent Process. 

The Related Items section of the 
Dependent Process will list the 
Parent Process as the one that it is a 
Dependent Process Of. 
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The Dependent Processes Completion (%) will be tracked under the Process Details section of the Parent 
Process and be visible at any step of that Process.   When the Child Process is a Dependent Process, it must be 
completed before the Parent Process can be closed. 
 

 
 
 
 
 
 
 

If the Parent Process is at a stage where it still requires any acceptance or approval to proceed, the Dependent 
Process will be listed as Awaiting Confirmation from Parent Process, until that acceptance or approval is 
granted.   This is similar to Secondary Tasks not being released until acceptance or approval. 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Related Processes 

If a Process Relation of 
Related Process is selected, 
that process will be listed as 
a Related Process in the 
Related Items section of 
the Parent Process.  The 
View option can be used to 
view the Related Process. 

The Related Items section 
of the Related (Child) 
Process will list the Parent 
Process as Linked in the 
Following Processes. 
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In this case the Process Details section of the Parent Process will not list any Dependent Processes Completion 
%.  The Parent Process can go to a Completed status prior to completion of the Child Process. 
 
 
 
 
 
 
 
 

Starting a Document Control Process from Within a Parent Process 
Also starting with version 10.5, a Doc Control Process can also be initiated as a Child Process from within 

another Process.  This is helpful if it is known that one or more documents will need to be revised to support the 

Process event. 

To initiate a Document Control Process, choose the Yes 

option. 

The buttons for Document Control Process Relation will 

then be enabled.   Choose whether the Document Control 

Process will be a Dependent Process (and therefore will 

need to be Completed before the Parent Process can close) 

or a Related Process. 

When the Parent Process is then Submitted and Confirmed, Step 1 of the new Document Control Process will 

immediately open, allowing the option for the initiator to enter information at that time.  If the initiator does 

not want to enter information for the Document Control Process, they can either:  

¶ Return to the Parent Process by clicking View next to it in the Related Items section of the 

Document Control Process screen. 

 

 

 

¶ Return to the Home Page where it will be waiting in the PROCESSES Section to Act on. 
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Creating a Process Summary Report 

With SOLABS QM Version 10.5, a Process Summary Report has been added to 
allow printing of all process details in PDF format.   
 
The Summary Report is a menu option in the Related Information section of the 

right-hand menus for any In Process or Completed SOLABS QM Process. 

After choosing the Summary Report option from the right-hand side menu, the Summary 

Report screen will be displayed, providing Print Out Options for the report.   Process 

Details are provided by default but other options include: 

¶ Process Values Table – Step 1 Only or All Steps 

¶ Process Secondary Tasks 

¶ Dependent Processes 

¶ Process Relationships (Other Related Items) 
 

After selecting the Print Out Options, click on Generate Report.  A PDF Report including the requested 

options will be generated.  It will include a header with the Print Logo, Company name, address and 

phone, as configured in the SETUP section of the application.  The Summary Report will also have a 

footer containing Printed By information. 
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DOCUMENT Section 

Reviewing a Document 

The users included in the Review Cycle will receive a Notification and will also see the Pending Review task in 
the DOCUMENTS section of their SOLABS QM Home Page.  If a Delay to review/approve option was set on the 
Workflow, the User will also see a date in the Due field. 

Click the link on the email to access the document or click View from your HOME Page.  Depending on the 
version of SOLABS QM 10, the options will be either View|Review or Edit|View|Review and may be in black or 
orange text.  

 

 

 

In order to act on the Pending Review task, the users selected will need to have at least Review/Approve 
privileges (called View privilege in version 10.7 and lower) on the Document or the related Folder.    

 

Clicking on the View option from the Home Page will bring the Reviewer 
to the Document View screen, allowing them to review all the metadata 
and open the document before making their review decision.  From there 
they can click on Document Workflow > Provide Feedback to document 
their review. 

 

Clicking directly on the Review option from the Home Page will bring the reviewer directly to the 

Document File Review Cycle section but the right-hand menus are still available if they feel they need to 

view additional information prior to making a decision. 
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 Opening the Document File and Making Changes 

The Document File section screen includes a 
link to the attached document.  Click either the 
document link or one of the Edit buttons to 
download the document. 

Starting with SOLABS QM 10.5.1, a SharePoint integration feature is available for those clients who use Office 
365, allowing for collaborative editing during the document Review Cycle.   The Edit Online option opens the 
document for editing.  If others Reviewers are also actively editing, that will be visible. 

After reviewing the 
document, if you have 
minor changes to 
propose, there is a 
Comment field that you 
can use to describe 
them when you making 
your Feedback 
Decision. 

 

 

If you are using the Word Online feature with Office 365 and need to edit the document, click on the 
orange Edit Online button to open the document and make your changes.  Your changes will be saved to 
the file along with edits by any of the other reviewers. 

This feature eliminates the need to export the document to make edits and then upload it with your comments.  
You could use the Comment field to indicate that you made comments within the document but can leave the 
File with comments selection at N/A. 

If you do not have the Word Online feature enabled and need to edit the document, click on the blue 
Edit button to open the document.  Choose the Enable Editing option, make sure that Track Changes 
(Review > Track Changes) is on in Word (it should be gold-colored), and make any changes required.   
Save your edited document outside SOLABS QM 10.  There is a Choose File button in the Feedback 
Decision section to upload your edited document when making your Feedback Decision.  Use of Track 
Changes will help the author and/or the Document Coordinator to easily identify your changes.   

  

 

 

 

 

 

NOTE: To learn more about Track Changes, consult the MS 

Word help file or click F1 from within Word. 
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Submitting Your Feedback Decision 
If you have no changes to 

make, have minor comments, 

or are finished making your 

edits and attaching a File (if 

necessary), click the radio 

button labelled Awaiting 

Review to the left of your 

name to bring up the Decision 

options.  Note that you can 

also see the status of any 

other reviews.     

The Decision of OK, no change 
will complete your Review task, 
after you click on the Submit 
button.    

 

 

 

 

If you have comments, you can choose the Reviewed, see comments option and then either type your 
comments in the Comments field, use that field to indicate that you have included your edits in the attached File 
(if Word Online was used) or attach your marked-up Word file with the Tracked Changes using the File with 
comments: option (if Word Online is not enabled).  To attach a marked-up file, click Choose File, browse for the 
marked-up document, select the file and click Open to attach.     

If you need to choose the Cycle stopped with comments option, the Comment field will become mandatory. 

When you have made your Decision, click Submit.  A summary of your review information appears, as 

well as the Audit Trail logging message.   Double-check your information and click Confirm. 
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When any Reviewers choose Reviewed, see comments or Cycle stopped with comments, the document will go 

back to the Authoring status so those comments can be addressed.   The Author or Document Coordinator can 

then choose to do another Review Cycle, or go directly to an Approval Cycle.   

When all Reviewers choose OK, no change, the document will automatically move to the Approval Cycle, if one 

has been set up as part of the Document Workflow. 

Approving a Document 

To access a Document assigned to you for approval, click View or Approve from your Home page, or access it via 
the link in the email Notification sent to you. 

 

 

 

 

Depending on your version of SOLABS QM 10, the options and text colors will differ, but will always include a View 
option and an Approve option.   Clicking View takes you to the Document View page, where you can see the 
metadata as well as the document itself.  Simply double click the Document Name to open and view the file.  
Starting with SOLABS QM version 10.5, a Compare file is also available in the Change Summary section, for 
documents being revised.  This file will highlight the proposed changes.  

NOTE:  Before you can approve or reject a document it must be opened.  If it is not opened you receive an error 
message. 
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To take action on the Approval Cycle task assigned to you, select the Approve/Reject option under Document 
Workflow.    

The Approval Cycle section will then be displayed.  You can also go directly to this section by selecting Approve 
from your HOME page.  

Select the Awaiting Approval option next to your name.   You will then have 2 Decision options. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ Approve:  You must enter a Meaning of 
either Originator(Author) or Approver.    

¶ Reject:  You must enter a reason in the 
Comments field.  The Approval Cycle is 
then stopped for all participants. 

 



 
Page 17 of 20 

November 2019 

TRAINING Section 

Providing a Second Confirmation 

As a manager, you may be assigned to provide a Second Confirmation that certain employees have successfully 
completed a Training Activity.  You may also be assigned to do this if you are a Trainer for any Training 
Activities. 

If you have any Second Confirmations pending, you will see them listed in the TRAININGS section of your Home 
Page. 

 

You can also locate your pending Second Confirmations by going to the 
TRAINING Section, selecting Managers and Trainers on the left-hand 
Views tab and then choosing either Second Confirmation Required and 
Confirmation Overdue.  

When you select Second confirmation required, a list of Training 
Activities set to allow second confirmation by you as a Manager or a 
Trainer are displayed.    

Clicking on Second Confirmation next to the Training Activity you would 
like to confirm (either on this screen or from your Home page) will bring 
you directly to the Second Confirmation screen for that Training Activity.    

If you would like to view the details of the Training Activity first, use the 
View option instead to go to the Training View page.   From there you will 
be able to later click on Provide Second Confirmation from the right-hand 
Activity Confirmation menu.   
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The Second Confirmation section provides Filter by 
options to search for users who are pending Second 
Confirmation for the Training Activity.  It defaults to a 
listing of Assigned Users. 

Changing the selection to Confirmed Users will display 
any assigned users who have already confirmed the 
Training Activity themselves. 

Using the All Job Titles selection brings up a list of 
Function Roles in the Available sub-filters box. 

The users that meet the selected filter criteria will then be 
listed in the Available field.   

Select all the users you would like to provide Second 
Confirmation for by checking the boxes in front of their 
names and then click on +ADD. 

Those users will then be listed in underneath in the 
Assigned field, with the option to “Remove” if you make a 
mistake. 

 

 

 

 

 

Once you have selected and added all users, click Submit, enter your           
E-signature at the prompt and then click Confirm. 

When a Training Activity is set to require a Second Confirmation, both confirmations are required before the 
Training Activity will be listed on the trainee’s Learning History.  If you provide Second Confirmation ahead of 
the trainee providing their initial confirmation, the Training Activity will not go to their Learning History until 
they provide their confirmation. 

Checking Training Status for Users 

There are three queries available to Managers and Trainers that display training activity status for all 
users assigned to a Training Activity.   These reports are available in the right-hand Related Information 
menu within the Training Activity View screen. 

Trained Users 

To access the list of users that have completed all the requirements of a training 
activity, click Trained Users under Related Information.  

You are provided with the list of users that have fulfilled all the training requirements 
for an activity.  If you’d like to view more details for all listed users, click Details at the 
top of the column.  To expand the details on a specific user, click Details to the right of 
that user.  
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Starting with version 10.8, the information for each user is displayed in a table format with all the 

related details.   

 

 

 

 

 

 

Untrained Users 

To see the list of users that still have one or more incomplete training requirements, 
click Untrained Users under Related Information.  

You are taken to a screen that displays a list of users and details about which of their 
training requirements remain unfulfilled.  

This report is will be color-coded to highlight the status related to a Training Activity 
that has been established as also requiring a passing grade, or a Training Activities 
that has been established to allow the option to mark as Not Applicable. 

¶ Yellow: Users are awaiting grades 

¶ Red: Users received a failing grade and have been reassigned the activity 

¶ Blue: Users have flagged their training as being Not Applicable to them 

Again, you can get 

additional details 

for all listed users 

by clicking on 

Details at the top 

of the right-hand 

column, or for a 

specific user by 

clicking on Details 

to the right of that 

user. 
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Again, starting with version 10.8, the information for each user is displayed in a table format with all the 

related details. 

 

 

 

 

 

 

 

 

 

Assigned Users 

To see the full list of users that are assigned to this training, regardless of their 
current training status, click Assigned Users under Related Information.   

As mentioned above, the display starting with version 10.8 will be in table format 
with all details. 

 

 

 

 


