
EQMS Quick Start Guide

Issue Manager



What do you need help with?

• Issues list →

• Issue Details →

• My Actions Screen →



Issues list
The EQMS Issue Manager Issue List gives you access to all of the Issues that you have permission to view.

Module Access
This dropdown list allows you to 
navigate easily between EQMS Modules

Navigation Bar
Links to other areas of the Module such as your 
To-Do list, Tools and Log Out

Issue Navigation
Access other areas 
of the module. 

Users should have 
access to New 
Issues and the 
Issues List *

Managers can 
access reports, 
Contacts / 
Companies, 
Reports, Types and 
Workflow

Only Admins can 
access the Issue 
Admin area.

Report Results

Clear Fields

Submit Search

Issues List
A list of Issues that match 
the search criteria (and the 
current user has 
permission to view) will be 
displayed here
Issues past their Follow 
Up date will appear in RED
Selecting an Issue from 
the list will reveal the Issue 
Details screen.

Search Panel
Several fields are 
available to help you 
filter the results.

ID, Company, Contact, 
Status, Issue Type, 
Lifecycle, User 
Handling, Product, 
Keywords and 
Organisational Areas
are available to be used 
alone or in conjunction 
with one another.

Additionally, 
checkboxes to filter to 
Issues you Handle 
(Mine), Favourites, 
Recent and Urgent are 
available

Add Search 
Criteria
Add additional 
fields to the 
search panel by 
selecting them 
from the 
Dropdown list. 
These fields are 
defined by the 
modules custom 
Metadata (user 
defined fields)



Issue Details
The Issue Details screen is where all information and data for a specific Issue is captured. Tabs listed along 
the top allow you to access additional associated data and information. 

Issue Type
Select the hyperlink 
(underlined in blue) 
to reveal additional 
details for the Issue 
Type

Comments
When amending certain 
details (Dates, Passed To 
and Status) the system will 
prompt you to also leave a 
comment. This will form 
part of the Journal List

Company/Contacts
Select the hyperlink 
(underlined in blue) 
to reveal additional 
details for the 
Company and/or 
Contact

Journals List
A history of changes and 
additional comments

Documents
Associated 
Docs

Workflow
View Change 
Path and 
Progress

Organisational 
Areas
Associated Org 
Areas

Privacy
View/Apply 
privacy settings 
to Issue

Associated Items
View/Associate items 
from other EQMS 
modules Save Details Refresh Screen

Add Favourite

Audit Trail



My Actions Screen
The EQMS Issue Manager My Actions screen is an additional To-Do list that relates directly to Issue 
Manager. While visually similar to the Issues List, the My Actions screen displays actions, not Issues.

NOTE: The My Actions screen may be disabled by 
Issue Administrators

Search Panel
As with the Issues List, several 
fields are available to help you 
filter the results.

ID, Company, Contact, 
Status, Issue Type, Lifecycle, 
User Handling, Product, 
Keywords and Organisational 
Areas are available to be used 
alone or in conjunction with one 
another.

Additionally, checkboxes to 
filter to Issues you Handle 
(Mine), Favourites, Recent and 
Urgent are available

Actions List
A list of your Actions that 
match the search criteria will 
be displayed here.
Actions past their Due Date will 
appear in RED
Selecting an Action from the 
list will reveal the pop-up 
Action Details window.

Add Search Criteria
Add additional fields to the search panel by 
selecting them from the Dropdown list. These 
fields are defined by the modules custom 
Metadata (user defined fields)

Submit Search

Clear Fields
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