
Company Confidential  1  

OASIS User Training  
for Certification Bodies  

May, 2011  
 
 
 

Section 2 Supplement ï 91xx:2009  
CB Audit Data Entry  

www.sae.org/oasis  



2  

OASIS User Training for CBs  

ÅThose personnel within Certification Bodies 
(CBs) that will directly input data into OASIS  

ÅThe training is practical óhow toô training and 
not an overview  

ÅOASIS uses English as its main language and 
so written language skills are essential  

ÅThis training package focuses on the entry of 
91xx:2009 audits into OASIS  

ÅAn assumption is made that trainees are 
already familiar with the entry of audits prior 
to the 2009 editions of the AQMS standards    

 

 Who is it for?  
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Content of the Training  
Section 1:   

Public Functions:  

ÅNew Users V 

ÅIAQG OPMT Resolution 
Log V 

ÅUser Group Changes: V 

ï Change summary  

ï Manage watch list  

ï E- mail notification of 
changes  

ÅFeedback function V 

ÅInformation searches V 

ÅHelp and information V 

Section 2:   

CB Application Functions:  

ÅOverview  

ÅCertificate/Assessment Add  

ï Transition During Surveillance  

ï Transition During Recertification  

ï New Suppliers  
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9100/9110/9120:2009  

ÅThree situations exist for first entry:  

ïTransition during surveillance  

ïTransition during recertification  

ïA new supplier  not previously AQMS certified  

ÅThe process is basically the same for each of 
these situations  

ÅIt is important to note the following:  

ïNo scoring section exists  

ïDifferent 9101 forms are to be uploaded  

 

 

 Overview:  
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Content of the Training  
Section 1:   

Public Functions:  

ÅNew Users V 

ÅIAQG OPMT Resolution 
Log V 

ÅUser Group Changes: V 

ï Change summary  

ï Manage watch list  

ï E- mail notification of 
changes  

ÅFeedback function V 

ÅInformation searches V 

ÅHelp and information V 

Section 2:   

CB Application Functions:  

ÅOverview V 

ÅCertificate/Assessment Add  

ï Transition During Surveillance  

ï Transition During Recertification  

ï New Suppliers  
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Click óCertificate /  
Assessment Addô 

Add ï Surveillance 91xx:2009  
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Add ï Surveillance 91xx:2009  

Select óNew Assessmentô 



9100/9110/9120:2009  
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 Transition During SURVEILLANCE  

Select óSurveillanceô 
And then óContinueô 

Add ï Surveillance 91xx:2009  



9  

Use to limit search to certifications  
already issued by your CB.  

Enter search parameters  
then click óSearchô 

Add ï Surveillance 91xx:2009  



10  

Select correct certification to  
bring forward current data  

Then click óSelectô 

Add ï Surveillance 91xx:2009  
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Click option to óEditô  
the Certification data  

Add ï Surveillance 91xx:2009  
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Warning for changing  
the certification data.  
Click óOKô to proceed. 

Add ï Surveillance 91xx:2009  
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Choose correct 91xx:2009  
from the drop down.  

Add ï Surveillance 91xx:2009  

IMPORTANT  
Then click óSelectô 
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Note: Warning means that  
any data already entered  

will be lost  

Add ï Surveillance 91xx:2009  

Click óOKô 
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Top section of data input screen  
is exactly the same as before  

Add ï Surveillance 91xx:2009  
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Allows entry of a reference  
number for the audit  

Add ï Surveillance 91xx:2009  

Upload pdf of each Appendix  
Report using correct  

Annex from 9101:2009  
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9101:2009 Forms  

ÅThe forms you will be asked to upload 
(depending on visit type) are:  

ïAudit Report Stage 1 ï Annex F  

ïAudit Report Stage 2 ï Annex E  

ïNCR Reports ï Annex B  

ïPEAR Forms ï Annex C  

ïQMS Matrix Form ï Annex D  

ïSupplemental Audit Report ï Annex G  

ÅThe Objective Evidence Record (OER) ï Annex 
A -  is not required to be uploaded  

 

 What do they look like?  
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Click to óBrowseô for pdf 
file to upload  

Add ï Surveillance 91xx:2009  

Click to upload  Repeat upload action  
for each required  
Annex  
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Click to óAdd or Editô  
the PEAR Forms  

Add ï Surveillance 91xx:2009  

A Summary of each  
PEAR Form (9101 Annex  

C) also requires to be  
Added to OASIS  
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Copy the data from  
The PEAR form  

Add ï Surveillance 91xx:2009  

Click to add clauses  
audited as part of the  

PEAR form  

Click to add the  
Effectiveness level for  

each PEAR  
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When all PEARs have been  
added, click to óSaveô entry 

and return to main form  

Add ï Surveillance 91xx:2009  

After óSaveô of a PEAR, 
click to óAdd Additional 
PEARô to the form 

as applicable  

Click to Save after entry  
and continue to add or  

edit more PEARS  
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PEAR No. 1 saved  

Add ï Surveillance 91xx:2009  

Additional PEAR form  
appears for entry.  

Continue until all entered  

Click óSave and Returnô  
when finished  

Use óDeleteô to remove 
each PEAR with its data  


