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QRG –QUALITY NOTIFICATION - SUPPLIER INT.

In this Quick Reference Guide: WE EXPLORE SUPPLIER INITIATED QUALITY NOTIFICATION

CREATE A QN FROM PO SCREEN 

From the Homepage:

1. Click on Workbench.

2. Select Orders tile.

3. Use filters to identify the PO.

4. Configure the columns you see (Optional).

5. Open a PO by clicking its’ number.

6. Click Create Quality Notification button in the header of the 

PO.
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FROM ITEMS TO CONFIRM/ ITEMS TO SHIP (WORKBENCH)

From the Homepage:

1. Click on Workbench.

2. Select Items to confirm tile.

3. Use filters to identify the PO.

4. Configure the columns you see.

5. Select the right PO, click Actions button on the right-hand 

side.

6. Click Create quality notification.

7. You can create quality notification following the same steps 

from Items to Ship Workbench tile.
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MAINTAIN QN CONTENT - HEADER DATA 1 

1. Fulfill all mandatory fields to create a QN.

2. Add required customer and part, notification detail information.

MAINTAIN QN CONTENT - HEADER DATA 2 

1. Fulfill Problem description section. You can upload a file and 

add a web link there if needed.

2. Add Return information if needed.

3. Click Review to review entered data.

4. Once finished, click Publish to create a QN. Otherwise, 

continue to required tasks and activity log.
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ADD REQUIRED TASKS TO QN DETAIL 
From the QN screen:
1. If not in editing mode, click Edit.
2. Expand Required tasks section and click Add 

task. 
3. Fulfill all mandatory fields.
4. You can add multiple tasks on the Portal using 

Add task button.
5. Once completed, click Publish or continue 

editing . 
6. Click bin icon to delete the task, if needed.
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ADD ACTIVITY LOG TO QN DETAIL 

From the QN screen:

1. If not in editing mode, click Edit.

2. Expand Activity log section and click Add activity. 

3. Fulfill all mandatory fields.

4. You can add multiple tasks on the Portal using Add 

activity button.

5. Once completed, click Publish or continue editing. 

6. Click bin icon to delete the task before it is 

published.
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QRG –QUALITY NOTIFICATION - SUPPLIER INT. (CONT.)

In this Quick Reference Guide: WE EXPLORE SUPPLIER INITIATED QUALITY NOTIFICATION

ADD REQUIRED TASKS TO QN DEFECTS 

From the QN/ Defects screen:

1. If not in editing mode, click Edit.

2. If there are multiple defects, select the one you want to edit.

3. Expand Required tasks section and click Add task.

4. Fulfill all mandatory fields.

5. You can create multiple lines by clicking Add task button.

6. If you wish to remove the draft, click bin icon.

7. If you wish to submit, click Publish. Otherwise, continue editing.

ADD ACTIVITY LOG TO QN DEFECTS 

From the QN/ Defects screen:

1. If not in editing mode, click Edit.

2. If there are multiple defects, select the one you want to edit.

3. Expand Activity log section and click Add activity.

4. Fulfill all mandatory fields.

5. You can create multiple lines by clicking Add activity button.

6. If you wish to remove the draft, click bin icon.

7. If you wish to submit, click Publish. Otherwise, continue editing.

COMPLETE AND PUBLISH QN 

Change the Status of QN from In-

Process to Completed. 

Prerequisite: You need to complete 

all open tasks in order for the overall 

QN status to be changed to 

Completed. Click Publish button to 

send QN to Honeywell system..

REVIEW PUBLISHED QN 

From the Homepage:

1. Click on Quality > Notification.

2. Prepopulate search criteria and click Search. 

Matching results will appear.

3. You can open and review QN by clicking 

Supplier deviation number.

4. Supplier action value is automatically 

determined on the Portal

ADD DEFECTS TO QN 

From the QN screen:

1. If not in editing mode, click Edit.

2. Go to Defects subtab in the header of the screen.

3. To add a new defect, click a plus button. 

4. Fulfill all mandatory fields.

5. You can add multiple defects on the Portal using plus icon.

6. Click bin icon to delete defects. 

7. If completed, click Publish. Otherwise, continue editing.
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ADD CAUSES TO QN DEFECTS 

From the QN/Defects screen:

1. If not in editing mode, click Edit.

2. If there are multiple defects, select the one you want to edit.

3. Expand Causes section and click Add cause.

4. Fulfill all mandatory fields.

5. You can create multiple causes by clicking Add cause button.

6. If you wish to remove the draft, click bin icon.

7. If you wish to submit, click Publish. Otherwise, continue editing.

1

2
3

4

5

6

7

2

4

5
7

32

1

4

5

6

7

3

1

6

1

3 4

1

2


