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|. System Overview

A cornerstone of the quality management system is the control of documents. Document control is an
essential preventive measure ensuring that only approved, current documentation is used throughout the
organization. This system provides organizations with a flexible and friendly approach of managing
controlled ISO documentation.

There are 4 components that make the system work magically. The first module in the system is that it
allows centralization. All documents are stored, modified, tracked, marked for deletion, removed, and
updated centrally. The following module is the control. With the security and defined structure in place, the
system allows tight control over your documents. Because it's central and controlled, you decide who is
given access and they are ensured to always be viewing the most updated and recent version. With the
system, it's always ONE CENTRALLY MANAGED document.

Reduced Labour Hours — This translates to saving on labour-intensive resources. With the system, it
works two ways. You either save time OR you double up results in the current amount of time spent.

Reduced Supply Cost - This is a no-brainer. Paper, Binders, Ring files, Arch files, Storage, Ink, Printers,
Copiers, Distribution...PEOPLE!!! If used right, and following our advice, the average ROI is within 6
months of use.

Save Meeting Hours — This is a benefit too. With the system, you don’t need to schedule meetings after
meetings to finalize a document. Because it's a structured approach, each person’s role saves hours of
meeting time. This is because documents are in a workflow. To simplify: Prepare----Review----Edit----
Publish. We maximize the time used rather than force additional meetings.

Finally, cycle time is improved. Initially, it's the “getting used to it” that is the longest time. After that, it just
gets faster to publish documents. It tapers out nicely whereas the knowledge of use grows, the productivity
increases, the savings increases and losses are reduced. But like any system, it’s interactive not just
because it’s online, but because it’s flexible and we’re flexible to customize it to the necessary environment.
Complete version control is also built into the system to track changes of versions with a detailed audit
trail.
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II. Access to elSO System

1. The URL for elSO System is http://eiso-oralhealth.moh.gov.my/eiso/

2. System will direct user to elSO main page.

e-ISO Sistem Pengurusan Kualiti

Program Kesihatan Pergigian KKM

Sila pilih lokasi

BKPPLS | PPKKKLPM | BKPPP | BKPP | BKPS | BKPWPKL | BKPKKM | BKPNS | BKPNM | BKPJOH | BKPKDH

3. User need to click to BKPKKM to proceed.

4. System will direct user to elSO homepage.

P

e-1SO Sistem Pengurusan Kualiti

‘kgl‘l Bahagian Kesihatan Pergigian k

e-1SO Sistem Pengurusan Kualiti " m

-

Manual Pengguna

Pénbuxﬁxumn

"
I e | s
e-ISO Qua_lj_f);@a_n;qgjemenhSysfem |3 crimry s
o Ej : '\ / i
o~ R e gy J
1] A ’\Q Y

Daftar Dasar

> KKMOH-41-BK2 - Pollsl 180214
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http://eiso-oralhealth.moh.gov.my/eiso/

lll. System Homepage

The home page of the e-ISO system is separated into 10 unique sections. Below are the descriptions of
each section:

1)

2)

3)

4)

5)

6)

7

8)

9)

Section 1 — Pautan Pintas
This section is the Quick Link navigator. It allows users to quickly navigate through the site to go
to specific locations without having to remember any other buttons for navigation.

Section 2 — Main Navigation Area

This section is the main navigation area, currently split into 6 separate functionalities. It allows
users to access the Quality Manuals, Quality Procedures, Work Instructions, Quality Form,
Checklist and External Documents.

External Documents are collection of links to documents that exists externally from the e-ISO
system, but has relevance and relationship to a respective controlled document within the e-1ISO
system.

Section 3 - Photo Gallery
This section is the photo gallery. It is mainly used to provide pictures to users pertaining to events
or activities held by the organization.

Section 4 — Pengurusan Dokumen
This is the Pengurusan Dokumen section of the e-ISO system. Clicking this button will lead to the
login page for access to the entire backend system.

Section 5 - Manual Pengguna
This section provides the user manual of e-ISO system.

Section 6 — Pengumuman
This section allows the latest events and news to be published. It's an electronic notice board that
allows news to be delivered immediately and instantaneously to the users.

Section 7 — Muat Turun
This section allows files to be available as downloadable items for end user use.

Section 8 — Pautan
This section provides the hyperlink to access the important and most often referenced sites link.

Section 9 — Daftar Dasar
This section contains list of Daftar Dasar.

10) Section 10 - Sijil ISO

This section contains current ISO certificates.
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A Laman Utama 7 Banfuan
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/&S5 eSO Sistem Pengurusan Kualiti [
é":@gjﬁ Bahagian Kesihatan Pergigian :

e-ISO Sistem Pengurusan Kualiti Pengurusan

»
AUDIT DALAM /2017 DIKETUAI OLEH DR SALLEH BIN ZAKARIA Dokumen

MANUAL - SENARAI
KUALITI SEMAK
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IV. Login to the System

1. Click on Pengurusan Dokumen on the Main Page (Section 4).
2. Enter ID Pengguna and Kata Laluan, and click on Log Masuk button to access the system.

3. Upon successful login, User will be directed to backend view of the system.

e-ISO Sistem Pengurusan Kualiti

/TR

v

sila Log Masuk

ID Pengguna: '!

Kata Laluan:

| Log Masuk |

[ Kembali ke Laman Utama ]

4. User may view menu panel at the left side of the landing page.
5. System will display message incorrect login if User wrongly enter ID Pengguna or Kata Laluan.

Senarai Tugasan
Manual Kualiti (MK)
Prosadur Kualiti {PK)
Arahan Kerja [AK)
Borang Kualiti (BK)
Senarai Semak (55)

Flowchart Software

Log Keluar

Todo List

i Tugasan Manual Kualiti |
KKMOH-MK-04 [MANUAL KUALITI [[Modify] |
Enarai Tugasan Prosedur Kualiti
KKMOH-PK-A1 Prosedur Pembangunan/Kaji Semula Dasar Kesihatan Pergigian Modify’
KKMOH-PE-Q01 Prosedur Pemantauan Kepastian Kualiti Melalui QAP NIA Modify)
KKMOH-PE-(02 Prosedur Mesyuarat Kajian Semula Pengurusan Modify
KKMOH-PE-Q05 Prosedur Audit Dalaman Modify’
KKMOH-PK-Q06 Prosedur Pengurusan Aduan Modify
KKMOH-PK-Q10 Prosedur Pemantauan Persepsi Pelanggan/Pengguna Modify
KKMOH-PK -Q04 Prosedur Pengurusan Risiko Modify
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V. Quality Procedure

A. EDITOR (Document Owner)
i. To Create New Procedure

1. Login and access the system as an Editor.
2. Editor may view Prosedur Kualiti Menu at the left side of the landing page.

Todo List

Senaral Tugasan

Prosedur Kualiti (PK)

Borang Kualiti (BK) |senarai Tugasan P Kualiti
Senarai Semak (SS) [Tiada tugasan !

Flowchart Software

Log Keluar

AZEX
ISO
NS

e-1SO QMS

3. Click on Menu: Prosedur Kualiti to proceed.

4. Then choose from Prosedur Kualiti Kategori either Prosedur Teras, Prosedur Q, Prosedur
Sokongan or Prosedur Usang (Obselete).

5. Click on selected Prosedur Kualiti Kategori button to proceed.

oy T‘:U"E:,,V:Q Loy [Prosedur Kualiti]

Manual Kualiti

Prosedur Kualiti (PK) ProsedurQ _ ok Prosedur Kualit]
Arahan Kerja (AK) Prosedur Sokongan [Prosedur Kualiti]
Borang Kualiti (BK) Prosedur Usang (Obsolete) [Prosedur Kualiti]

Senarai Semak (SS)
Flowchart Software

Log Keluar

AZTR
ISO
N

e-1SO QMS

6. Select on the desired procedure title and click on New button under Action column to continue.
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STATUS

_pw.n 1 [Prosedur Pemantauan Kepastian Kualiti Melalui QAP |drzurina 4 g8 Under
KKMOH-PK-Q01 NIA ineniss dryaw wakilpengurusan| 6 [2016-11-29| 7 29/11/2016 Modification
KKMOH-PK-Q02|Prosedur Mesyuarat Kajian Semula Pengurusan g'rﬁ;':'?; dryaw wakilpengurusan| 6 [2012-09-05|
KKMOH-PK-QO03|Prosedur Tindakan Pembetulan g:_ﬁ::‘?; dryaw wakilpengurusan 8 2010-05-26

’ drzurina .
KKMOH-PK-QO04|Prosedur Tindakan Pencegahan drmorliza dryaw \wakilpengurusan 5 2012-11-09
) ? drzurina g
KKMOH-PK-QO5|Prosedur Audit Dalaman inenis dryaw wakilpengurusan| 12 [2016-06-10|
KKMOH-PK-QO6|Prosedur Pengurusan Aduan g'rﬁ;':'?; dryaw wakilpengurusan| 7 [2014-11-13|
Prosedur Kawalan Dokumen dan Data Dalam Sistem  [drnorliza ¢ 3
KKMOH-PK-QO7[; - == o7 abidah [drzurina  |wakilpengurusan| 3 [2012-11-14 — J
Prosedur Tindakan Penambahbaikan dan drzurina .
[KKMOH-PK-QO08| Penambahbaikan Berterusan drmorliza dryaw \wakilpengurusan 3 2012-07-25
KKMOH-PK-Q10|Prosedur Pemantauan Persepsi Pelanggan/Pengguna gﬁﬂ:‘; dryaw wakilpengurusan| 7 [2014-03-20|
KKMOH-PK-Q11|Prosedur Kawalan Rekod Kualiti hidzer |emir wakilpengurusan| 3 [2012-11-17|
Print Preview

7. Editor will be directed to Create New Version screen.
8. Click on Create button to proceed.

Senaral Tugasan PS-BKPPLS-PK-A2 - Program Gosok Gigi
Manual Kualit (MK)
Prosedur Kualiti (PK) |Current Version :l&w
Arahan Kerja (AK) -
Borang Kualit (BK) |Proposed Version |1
Senarai Semak (S5) [ I e—]

Perisian Carta Alir
Tukar Kata Laluan

Log Keluar

©-1S0 QMS.

EDITORL

9. System will show that a new version of procedure quality is created.
10. At the status screen, system will show the new created procedure is ready for modification. To
proceed, Editor may click on For further modification button available under action column.

STATUS
Senarai Tugasan
Manual Kualiti (MK)
Prosedur Kualiti (PK)
Arahan Kerja (AK)
sI‘Sorang gualit[i((&l;)) Prosedur
enarai Semal Pemb [Kaji L . L For further
—_—  ||[KKMOH-PKR-AL [ e acar Kesitiatan dr 12 [2014-11-13] 13 [29/11/2016 madification
Flowchart Software Pergigian
Prosedur Perancangan,
Log Keluar KKMOH-PK-42  [Peng lak drzurina |drmnorii kil 14 |2013-11-16] New
Pemantauan
Prosedur Pelaksanaan
-PK.. Komponen Pergigian drsharol |, - Ll 04
KKMOIERKAGOZ melalui Aktiviti Program  |drfaris - | Py
Kesihatan KKM
Prosedur Pengurusan dryaw
[KKMOH-PK-AGO02 [Projek Kajian Kesihatan drnatifah dtnrohani kilpeng 5  |2015-06-24
Pergigian

11. Editor need to click on the button Please click here to Modify to modify the document.
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New Version of [PS-BKPPLS_PK-A2 - Program Gosok Gigi] created !
Please click here to Modify

Senarai Tugasan
Manual Kualiti (MK)
Prosedur Kualiti (PK)
Arahan Kerja (AK)
Borang Kualiti (BK)
Senarai Semak (SS)

Perisian Carta Alir
Tukar Kata Laluan

Log Keluar

AR

ISO
NS/
e-ISO QMS

EDITOR1

12. System will direct Editor to Modify Document screen.
13. User need to click on Modify Document button to proceed.

Senarai Tugasan
Manual Kualiti (MK)

KKMOH-PK-QO1 - Prosedur Pemantauan Kepastian Kualiti Melalui QAP NIA

Prosedur Kualiti (PK) Last Version l6
o=
Senarai Semak (SS) |[Modify Documemg
Flowchart Software
Log Keluar Message

(required)

Next Action [Submit Document For Review]

Iso [Cancel This Proposed Version]
N

150 QMS MMufl@hol\ Histqry

[From: DRNORLIZA [Date: 2016-11-29 03:10:43

14. System will direct Editor to the modification screen.

15. There are 4 components available in the modification screen which are Ringkasan Pindaan, Edit
Prosedur, Source and Print Preview.

16. Editor may choose the desired component to proceed.

[Ringkasan Pindsan]  [Edit Proscdur] [Soures] [Print Preview]

KKMOH-PK-Q0! - Prosedur Pemantauan Kepastian Kualiti Melalui QAP NIA
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16.1  Ringkasan Pindaan

Ringkasan Pindaan / Para — Editor need to put the summary and key changes of the
document in this field.

Ringkasan Pindaan need to be updated once the editing has been completed.

Editor need to click on Ringkasan Pindaan button to proceed.

IRincrkasan Pindaaul [Edit Prosedur] [Source] [PrintPreview]

iv.

After done editing, click on Save button.

’I [Ringkasan Pindaan

]

[Edit Prosedur] [Source] [Print Preview]

Ringkasan Pindaan/Para

16.2 Edit Prosedur

Click on the Edit Prosedur button to activate the Prosedur Kualiti (Editing Mode).

[Ringkasan Pindaan] | [Edit Prosedur] | [Source] [Print Preview
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ii. Editor may choose the section/s that need to be edited.

[Ringkasan Pindaan]  [Edit Prosedur] [Source]  [Print Preview]

KKMOH-PK-Q01 - Prosedur Pemantauan Kepastian Kualiti Melalui QAP NIA

# Laman Utama 7 manan | 150 8001:2008 Qs

Jia gy €150 Sistem Pengurusan Kualiti [\ 1 &
‘6@ Bahagian Kesihatan Pergigian UNoU ety

Prosedur Kualiti (EDITING MODE)

o=
Pindaan s 7
Tarikh Kuatkuasa 000010000
Tujuan Prosedur : Prosedur ini meng langkah-langkah untuk aktiviti Quality Assuarance Programme-National Indicator
Approach (QAP@NIA).
Skop H Prosedur ini diguna pakai di Bahagian Kesihatan Pergigian dan meliputi semua QAP-NIA.
PERKARA SASARAN
BT D)
TERMINOLOGI / DEFINISI SASARAN PROSES
TERMINOLOGI / DEFINISI
Tiada
RUJUKAN
SASARAN SUB-PROSES
: 1 Laporan di setahun
RUJUKAN 2 Mesyuaral membincangkan QAP diadakan 2 kali setahun
ial Kualiti Eahai}\ar\ Kesihatan pergigian >

y Assurance (QA) ' A Probiem Soiving Approach
-am Quality Assurance Perkhidmatan Pergigian

CARTA ALIRAN KERJA
s

16.2.1 To edit document - update content

i. Click on Edit button to proceed.

ii. Write on the field provided in the system.

iii. Click on the Save button after done editing.

iv. To update existing or insert new Arahan Kerja/Borang Kualiti/Senarai

Semak/Laporan Penilaian Risiko, please refer to Document Controller.

Note: Procedure under Editing Mode can only be viewed by Editor. Prosedure in Laman
Utama will still be in the version before editing.

16.2.2 To edit document — Carta Aliran Kerja

i. Editor may create, update and upload flowchart by using the flowchart tools
provided in the system.

ii. The flowchart tools need to be downloaded and install in the computer.

iii. After done creating, the flowchart need to save in .graphml format.
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¥ save >
Save in: | This PC ~| 2 eEE :
= OS (C)
= Desktop i
iZ Documents L
a Downloads L
I Music
pesktop = Pictures
- & Videos I
S —. DATA (D) A
Documents
-
This PC £
@ File name: ttest 7 Save | i
Network Files of type: | GraphML (=.graphml) @ e ~| Cancel i
iv. The file can be exported in .jpg format.
File | Edit View Layout Tools Grouping Windows H
& New Ctrl+N Ny @ @ @
& oOpen.. Ctrl+O 0=
2 Open URL... k
& Recent Documents >
Import Symboils...
E save Ctrl+S
& Save As... Ctrl+Shift+S
$ Bxport.. cui-E <
Close Ctri+F4 : :
@ Print.. Ctrl+P ’
5% Print Preview... Ctrl+R
Preferences... Ctrl+l
Z4 Select Language >
<@ Quit Ctrl+Q L.
\
V. To upload flowchart in the system, click on the Edit button under Carta Aliran Kerja

section. Choose file with .jpg format and click the upload button.
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Edit

Upload Flowchart in JPG format only : | Choose File | No file chosen

Chart No : |1 v || Upload

NO | IMAGE |acTION |

[DELETE]

16.3 Source

i. Editor need to click on the Source button to proceed.

ii. Here, Editor may keep the sources related to the current edited document. (e.g flowchart)

[Ringkasan Pindaan] [Edit Prosedur] J [Source]f [Print Preview]

iii. Under the Source component, Editor need to click on Browse button.
iv. Choose the file with .graphml format and click the upload button.
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[Ringkasan Pindaan] [Edit Prosedur] J§ [Source]} [Print Preview]

Upload Source in JPG, PNG, DOC, DOCX, XLS, XL.SX, GRAPHML format only :

Source Label: L .1
| T —

NO"SOURCE"ACTION
- Tiada Source -

ii. To Submit Document to Reviewer

1. Editor need to go back to the Modify document screen to submit the document.
2. Inthis screen, system will require Editor to enter message before submitting the document to the
reviewer.

Senarai Tugasan KKMOH-PK-QO1 - Prosedur Pemantauan Kepastian Kualiti Melalui QAP NIA
Manual Kualiti (MK)

Prosedur Kualiti (PK) Last Version 6

Arahan Kerja (AK)

Borang Kualiti (BK) New Version 7
Senarai Semak (SS) [Modify Document]
Flowchart Software
Log Keluar Message
(required) @

Next Action [Submit Document For Review]
[Cancel This Proposed Version]

Modification Hist%

&-1S0 QMS

3. Editor need to click on Submit Document for Review for submission of the document.

Senarai Tugasan KKMOH-PK-QO1 - Prosedur Pemantauan Kepastian Kualiti Melalui QAP NIA

Manual Kualiti (MK)
Prosedur Kualiti (PK) Last Version 6

Arahan Kerja (AK)
Borang Kualiti (BK) New Version 7
Senarai Semak (SS) [Modify Document]

Flowchart Software

Log Keluar Message
(required)

Next Action [Submit Document For Review¢
[Cancel This Proposed Version]

Modification Histf .

4. Editor may cancel the new proposed version by clicking on the Cancel the Proposed Version
button.
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Senarai Tugasan KKMOH-PK-QO1 - Prosedur Pemantauan Kepastian Kualiti Melalui QAP NIA

Manual Kualiti (MK)

Prosedur Kualiti (PK) |Last Version 6

Arahan Kerja (AK)

Borang Kualiti (BK) New Version 7
Senarai Semak (SS) [Modify Document]
Flowchart Software
Log Keluar Message
(required)

Next Action [Submit Document For Review]
[Cancel This Proposed Verslorm

Modification Hist%

5. System will show the Modification History at the bottom of the landing page.

Senarai Tugasan KKMOH-PK-QO1 - Prosedur Pemantauan Kepastian Kualiti Melalui QAP NIA

Manual Kualiti (MK)

Prosedur Kualiti (PK) |Last Version 6

Arahan Kerja (AK)

Borang Kualiti (BK) INew Version 7
Senarai Semak (SS) [Modify Document]
Flowchart Software
Log Keluar Message
(required)

Next Action [Submit Document For Review]
[Cancel This Proposed Version]

6. System will notify upon successful submission of the document.

Modification Hist% %

The document already submitted for review !

Senaral Tugasan
Manual Kualiti (MK}
Prosedur Kualiti (PK)

Arahan Kerja (AK)
Borang Kualiti (BK)
Senarai Semak (SS)

Perisian Carta Alir
Tukar Kata Laluan

Log Keluar

e-ISO QMS
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7. Atthe screen status, Editor may see the status has changes to Sent for Review.

Eﬁf’p' PERANCANGAN, PELAKSANAAN, PEMANTAUAN DAN |\ . o Dr. Khairol Niza | o 2012 5 |00 Under
Ao |[PENILAIAN PROGRAM KESIHATAN PERGIGIAN Bt. Ahmad 01-01 Modification
i Dr. Ngeh Hong |Dr. Norina Bt 2012-
PK-  [PENGENDALIAN PESAKIT LUAR DAN TEMUJANJI 7 - e 0
A2 Ching Badaruddin 01-01
BKPP- Dr. Nur
PK-  [PERKHIDMATAN PERGIGIAN PRA SEKOLAH Syrnailit  [o poccRotnal 5 2012
" Bt. Kamaruddin 01-01
AO3 Mohd Nazri
BKPP- Dr. Nur
PK-  [PERKHIDMATAN PERGIGIAN SEKOLAH Syazwani Bt. gtr : E:;;E%Z”:Sa 1 (2)2_1& 2 [24/08/2016 Mozrfll‘é;{ion
A04 Mohd Nazri *
BKPP- n Dr. Muhammad
PK-  [KAJIAN SEMULA PENGURUSAN NurAIn Bt gy wan B. g Pl
Mohammad Nor 01-01
Q01 Junoh
BKPP- [KAWALAN KE ATAS PRODUK YANG TIDAK Dr. Zubaidah Bt. g;gi”; B:;i 3 —_— R
PK-  [MEMENUHI KEPERLUAN YANG DITETAPKAN DENGAN [Ismail aim D1 g 2 [r2r10/2016 W ol
Q02 [TINDAKAN PEMBETULAN DAN PENCEGAHAN testuser 11
testuser IIT
B Dr. Ling Lily ?Jﬁihgﬁma 2012-
PK-  [AUDIT DALAMAN : : 0
Q03 testuser I1 Nasimuthu 01-01
testuser I1T
BKER- Nor Mastura Bt. |Dr. Faryna Bt 2012~
PK-  [PENGENDALIAN ADUAN DAN MAKLUMBALAS ! il o2 . 0
Q04 Ramli Md. Yaakub 01-01
Dr. Nama Bibi .
BKPP- Dr. Nurfazlina
PK-  [KAJIAN KEPUASAN PELANGGAN Saerah BE. Abd. oy " pocman o [P12 1 |12/10/2016 tinder
Karim 01-01 Modification|
Q05 testuser IIT
testuser 1T
BKPP-
PK-  [KAWALAN DOKUMEN Farhanum Bt. |y sook Fan o [Pz
Muslim 01-01
Q06
BKPP- . Dr. Christina
PK-  [KAWALAN REKOD KUALITI pzalina Bt. Mohd)y o o 22 1 loajos/2016 . Sent for
Taharim : 01-01 Review
007 Nasimuthu
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B. REVIEWER
Login and access the system as Reviewer.
Upon login, Reviewer may view the current document that need to be reviewed under Senarai
Tugasan Prosedur Kualiti.

3. Click on the Review button to proceed.

Senarai Tugasan
Manual Kualiti (MK)

Todo List

Tiada tugasan !

Prosedur Kualiti (PK)

Arahan Kerja (AK)

Borang Kualiti (BK) M Tugasan Prosedur Kualiti —

Senaral Semak (SS) BKPP-PK-QO7 [KAWALAN REKOD KUALITI [Review] |
1 >

[Pk 007 Tandas Bersih

Perisian Carta Alir
Tukar Kata Laluan

Log Keluar

e-ISO QMS

4. System will direct Reviewer to Modify QP Document screen.

5. Reviewer may view the previous version of the document by clicking on the Last Version button.

Menu Utama

Senarai Tugasan
Manual Kualiti (MK)

BKPP-PK-Q07 - KAWALAN REKOD KUALITI

Prosedur Kualiti (PK) |Last Version o

[view e

Arahan Kerja (AK) "N ew Version "1

[view]

Borang Kualiti (BK)

Senarai Semak (SS)

Perisian Carta Alir

: Message
Tukar Kata Laluan Trmauicud)
Log Keluar
Next Action [Submit Document For Approval]
[Modification Required ! Return for Modification]

1SO

v
e-ISO QMS

6. Reviewer may view the current edited document by clicking on the New Version button.
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Menu Utama

Senarai Tugasan

BKPP-PK-Q07 - KAWALAN REKOD KUALITI

Manual Kualiti (MK)
Prosedur Kualiti (PK) |Last Version o [Iview]
Aratian Kerja (AK) [New Version 1 ﬂ[viewg

Borang Kualiti (BK)
Senarai Semak (SS)

Perisijan Carta Alir Message
Tukar Kata Laluan {rmauitad)
Log Keluar 4
Next Action [Submit Document For Approval]
[Modification Required ! Return for Modification]
Iso Modification Histol
vz
e-ISO QMS
6.1 Reviewer also needs to review Arahan Kerja/Borang Kualiti/'Senarai Semak/Laporan

Penilaian Risiko document if there are any changes.
6.2 Once agreed with the changes, reviewer is required to enter message before submitting

document for approval.

Modify QP Document

Menu Utama

Senarai Tugasan BKPP-PK-Q07 - KAWALAN REKOD KUALITI

Manual Kualiti (MK)
Prosedur Ku’r_xlit‘l (PK) |Last Version o [tview]
Arahan Kerja (AK) ||New Version \|1 ]|[\ﬁew]

Borang Kualiti (BK)
Senarai Semak (SS)

Perisian Carta Alir @
Message

Tukar Kata Laluan el
(req )

Log Keluar

Next Action [Submit Document For Approval]
[Modification Required ! Return for Modification]

I?b Modification Histol

e-1S0 QMS

7. Reviewer may click on the Submit Document for Approval button to proceed.

Menu Utama

Senarai Tugasan

BKPP-PK-Q07 - KAWALAN REKOD KUALITI

Manual Kualiti (MK)
Prqsedur Kualiti (PK) [Last Version o [tview]
Arahan Kerja (AK) [New Version 1 [rviews

Borang Kualiti (BK)
Senarai Semak (SS)

Perisian Carta Alir M
Tukar Kata Laluan essalgeJ
(req )
Log Keluar 4

Next Action [Submit Document For Approval]@
[Modification Required ! Return for Modification]

Modification Histol

e-1S0 QMS

8. If Reviewer request for further modification, reviewer may return the document to the Editor
(document Owner) by clicking on the Modification Required! Return for Modification button.
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Menu Utama

Senarai Tugasan
Manual Kualiti (MK)
Prosedur Kualiti (PK)

Arahan Kerja (AK)

Borang Kualiti (BK)
Senarai Semak (SS)

Perisian Carta Alir
Tukar Kata Laluan

Modify QP Document

BKPP-PK-Q07 - KAWALAN REKOD KUALITI

[Last Version o [views
[New Version 1 [views

Message

(required)

Log Keluar

e-1S0 QMS

Next Action [Submit Document For Approval]
[Modification Required ! Return for Modiﬁcation]@

Modification Histol
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9. System will show the Modification History at the bottom of the landing page.

BKPP-PK-Q07 - KAWALAN REKOD KUALITI

Senarai Tugasan
Manual Kualiti (MK)
Prosedur Kualiti (PK) |Last Version

Arahan Kerja (AK) =

Borang Kualiti (BK) ||New Vetsion Hl
Senarai Semak (SS)

lo [[view]
[rview

Perisian Carta Alir M
Tukar Kata Laluan s
(required)
Log Keluar P

Next Action [Submit Document For Approval]
[Modification Required ! Return for Modification]

e-1S0 QMS

10. System will notify upon successful submission of the document.

The document aready submtted fr spproval

Senarai Tugasan
Manual Kualiti (MK)
Prosedur Kualiti (PK)

Arahan Kerja (AK)

Borang Kualiti (BK)
Senarai Semak (SS)

Perisian Carta Alir
Tukar Kata Laluan

Log Keluar

LR
ISO
NS

e-1SO QMS
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11. The status of the document will change to Sent for approval.

Cod Titl ¢ i r
(PP |oERANCANGAN, PELAKSANAAN, PEMANTAUAN DAN Dr. Khairol Niza 20121 Under
oK [PENILALAN PROGRAM KESIHATAN PERGIGIAN [0 8. Alimad O orosf 2 [18/10/2006 Modification
Pp-
Or. Ngeh Hong  [or. Norina Bt. 2012-
- [PENGENDALIAN
- PESAKIT LUAR DAN TEMUIANJT |07 1K ek L
Or. Nur
E- [PERKHIDMATAN PERGIGIAN PRA SEKOLAM azvioni Bt [or- Moot “""’l ~is |m)2;
3 Mohd Nazti =
- [PERKHIDMATAN PERGIGIAN SEKOLAH Z‘u"“‘i;m i [Df:HoorRok 1 RO 5 hasjosj2016 ey
T . Kamaruddin Modification
Mohd Nazrl
r. Muhammad
% Nur Ain Bt 2012-
El [KAJIAN SEMULA PENGURUSAN b hor [S¥a2wan B. L
- [KAWALAN KE ATAS PRODUK YANG TIDAK Dr. Zubaldah Bt. 'a':,""; ";’."ﬁ s et
- |MEMENUHI KEPERLUAN YANG DITETAPKAN DENGAN|1smail ol v ol 2 f2rop0m |
2 [TINDAKAN PEMBETULAN DAN PENCEGAHAN testuser 11 -
4 [Dr. Christina
- |AUDIT DALAMAN Py oweal o e
3
i
[Nor Mastura Bt. |Dr. Faryna Bt. 2012
[PENGENDALIAN
ADUAN DAN MAKLUMBALAS At e A i
Dr. Nama Bibé
Dr. Nurfaziing :
KAJIAN KEPUASAN PELANGGAN Saerah Bt Abd. ot Rosmon o PUAl 1 202016 B0
restuser 11
testuser 1T
Farhanum Bt. 2012+
[KAWALAN DOKUMEN bk Yong SookFan | 0 i
D1, Chiistina
IAzalina Bt. Mohd 12 Sent for
[KAWALAN REKOD KUALITI posnet oyce afp 0 Ig“’ 211 osiesr016 Q —
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C. APPROVER

Login and access the system as Approver

2. Upon login, Approver may view the current document that need to be approved under Senarai
Tugasan Prosedur Kualiti.

3. Click on the Approve button to proceed.

L

Todo

Senaral Tugasan
Manual Kualiti (MK)
Prosedur Kuaiti (PK)

Arahan Kerja (AK) — —

Borang Kualiti (BK) |Senarai Tugasan P Kualiti

Senaral Semak (SS) {BKPP-PK-GO7 [KAWALAN REKCD KUALITL [ tasproval] |
|

Perision Carta Alr
Tukar Kata Lakuan

Log Keluar

4. System will direct Approver to Modify QP Document screen.
5. Approver may view the current edited document by clicking on the View button.

5.1 Screening Lists of Document that Requires Approval
i. Click on the selected Prosedur Kualiti
i. View the Arahan Kerja/Borang Kualiti/Senarai Semak/Laporan Penilaian Risiko
document for approval if there are any changes.

Serar Tgran PS-RKPPLS-PK-A2 - Program Gosck Glgh
Mareal Keal (W)
Prasadur Ku¥e) (PX) Last Verskea in ]
A1 Kerss (3K) -
Eocang Kudt (BK) ew Version 2 L | J
Sarara samak (55)

Ferisiin Carta Av eilubiatan|

Tebac pans Ly Message

. (required)
Loy K

Mext Action  [aggeoe Ths Docurvent)
[Retwn for furtter moddcasae)

Modiication istory

Dah reAes. HppY

a tevien proveds It Tecrra bish

Eamww - Mew Yorsin (1] craves

6. Approver is required to enter message in the field provided before approve the document.

Serarx Tugaan PS-AKPPLS-PE-A2 - Program Gosck Gigi
Maseal Kaaks (%)
Preseder Kt () [tast Versia Insa 1 !
A Ko (3K) -
Eacang Kt (BK) [tew Version I Joowa) 1
Sarara Samak (55)

Ferisin Carta 4 ealuiiztant| |

Takie pata Lyusn Message

(required) f

Lo Ko d
Mext Action  [Aggease T Docursert)
[Return fee further roddcsar)

Modfcation Wistory
o reven. Fappe

| e tevien provedr ind Tecrra biah

Ehmw’u: - Mew Vorsin (L] craved
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7. To approve the document, Approver need to click on Approve the Document button.

Serara Tugaan PSREPPLS-PE-AD - Program Gosck Glgh
Mansal Ksaky (W)
Prasater ki () [Last Versien [wsa | |
Arahon ke (AK) -
Sorang Kkt (BK) [ew version I [Doea} ]
Sarar samal {55)

Ferisin Carta 4 Galuiee|

Tebar pama L jasamoe
(required)
Lo Ko J
Mext action  [Aggeove TIvs Docurve
[Retun foe further roddcysae)

Modification History
oh e Fagpy

4 tevien proveds ire Tecrra bhiah

E:o.msau; - Mew Vorsin (L] craved

8. If the Approver request any modification, approver may return the document to Editor (Document
Owner) by clicking on the button Return for Modification.

Senaral Tugasan PS-BKPPLS-PK-A2 - Program Gosok Gigi
Manual Kuallt (MK)

Prosedur Kualit (PK) [Last Version WA T 1
Arahan Kerja (AK) |
Borang Kuallt (BK) [New Version 0 [tview |

Senaral Semak (S5)

Perislan Carta Allc oAlulusken|
Tukar Kata Laluan Message
(required)

Log Keluar

Next Action  [Approve This Document]
[Return for further mnﬂﬁuunn)¢ .

Modification History

[Dah review. Happy

Sila review prosedur Inl. Terima kasih,

[PS-BKFPLS-PK-A2 - New Version [1] created.

9. Upon successful approval, system will notify that the document is approved.

Menu Utama The document is approved !

Senarai Tugasan
Manual Kualiti (MK)
Prosedur Kualiti (PK)
Arahan Kerja (AK)

Borang Kualiti (BK)
Senarai Semak (SS)

Perisian Carta Alir
Tukar Kata Laluan

Log Keluar

TR

ISO

NI
e-ISO QMS
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10. Email naotification on successful approval will be sent to Document Owner, reviewer and
Approver.

11. The approved document can be viewed under Prosedur Kualiti section in e-1ISO system.

1. PS-BKPPLS- 4P Program Kesihatan Pergigian 2 30/05/2014 Pn.Yuzana Dr Maizura Abd
PK-A1 Yussoff Rahman
Pn_Zaidah Juli  Dr Noor Aini Hassan
2. PS-BKPPLS- Program Gosok Gigi 1 28/05/2015 Editor 1 Reviewer 1
PK-A2 Editor 2
1. PS-BKPPLS-PK PERKHIDMATAN RESTORATIF 1 05/04/2015 Pn.Yuzana Dr Ismaliza bt Ali
AG5 Yussoff
Pn.Zaidah Juli
2. PS-BKPPLS-PK PERKHIDMATAN GIGI LUBANG 1 27/05/2015 Pn.Yuzana Dr Ismaliza bt Ali
AG6 Yussoff Pn. Aida binti
Pn. Aida binti Abdullah
Abdullah
3. PS-BKPPLS- PERKHIDMATAN PESAKIT LUAR 4 12/12/2014 Pn.Yuzana Dr Intan Shariza
PK-AG1 Yussoff Zainudin
Pn.Zaidah Juli Dr. Firdaus Ramli
4. PS-BKPPLS- PERKHIDMATAN PERGIGIAN SEKOLAH DAN PRA SEKOLAH 2 17/02/2015 Pn.Yuzana Dr Maizura Abd
PK-AG2 Yussoff Rahman
Pn.Zaidah Juli Pn.Yee Poh Guek
5. PS-BKPPLS- PERKHIDMATAN ORTODONTIK 1 30/05/2014 Pn.Yuzana Dr Hazwani binti
PK-AG3 Yussoff Mohd Danil
Pn_Zaidah Juli
6. PS-BKPPLS- PERKHIDMATAN PERIODONTIK 1 30/05/2014 Pn_Zaidah Juli Dr.Shanthi a/p
PK-AG4 Pn.Yuzana Muniandy
Yussoff
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VI. Arahan Kerja/Borang Kualiti/Senarai Semak/Laporan Penilaian Risiko

(AK/BK/SS/LPR)
Procedure to Upload AK/BK/SS/LPR Document in the System

i New AK/BK/SS/LPR Document:

1. Document Owner need to send a copy of AK/BK/SS/LPR document to the Document Controller.
2. Document controller will upload the document in the system after it has been reviewed and
approved.

ii. Updated AK/BK/SS/LPR Document:

1. Document Owner need to download the current AK/BK/SS/LPR from the system.

2. The document need to be edited offline. Document Owner need to update the revision number and
effective date of the document.

3. Document Controller will receive the updated document from Document Owner through email.

4. Document controller will upload the document in the system after it has been reviewed and
approved.

5. The uploaded document can be viewed under Menu AK/BK/SS/LPR available at the front page of
the elSO system.

¢ e-ISO Sistem Pengurusan Kualiti < |

G
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