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General Description

Summary & Scope All Quality Management System (QMS) documentation used throughout design, development, 
purchasing, operations, storage, service, support and maintenance is approved prior to use and 
controlled. 

The following documents are identified and controlled :  Engineering Documentation, Policies, 
Procedures, Work Instructions, Controlled Blank Forms and External Documents. All Policies, 
Procedures, Work Instructions, Forms, Templates and External Documents that affect quality 
shall be controlled by Exabyte Document Control. 

Drawings, schematics, product specifications, kit, assembly and firmware configurations are 
controlled in a manner consistent with this procedure and are controlled in accordance with the 
ECO/ECR process, stored in Agile, and managed by Configuration and Data Management.

Manufacturing instructions are stored on-line and are managed by the PCN process and 
Operations. 

Exabyte Quality Documentation is accessible by all employees via the Intranet where the most 
current revision is available. Access to the database where controlled documents reside is strictly 
controlled, password-protected and is managed by Exabyte Document Control. 

This procedure provides instructions for creating, revising, and controlling quality-related 
documents.  Instructions for revising "Work Instruction" documents are included in this 
procedure. 

Document Control may make administrative changes that do not alter the content of the 
document.  For example; correct broken links, correct typo's, update related documents and 
reformat. These changes may and will be made without changing the document's revision letter. 

Document Control may change the review date, and not change the revision letter as long as it 
does not change the content of the document. Reviews shall be approved and annotated. 

Purpose: Documents used to conduct Exabyte quality-related business are controlled to assure that proper 
documentation practices are in effect, and to assure the current revision is in use and readily 
available to all employees.

Who Performs: All Exabyte Employees
1.  All Exabyte employees are responsible for using only the latest revision of any Exabyte 
Controlled Document, and for complying with this procedure to initiate and update Exabyte 
Controlled Documents as needed in their functional areas.

Documentation Control
2.  Documentation Control is responsible for administration of the Exabyte Controlled 
Documents process.
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Engineering Documentation
3.  Configuration and Data Management is responsible for the control of all engineering 
documentation in accordance with this procedure. 

On-Line Manufacturing Instructions
4. Operations is responsible to approve, review and control On-line help procedures in 
accordance with this procedure.  

When to Perform: As needed
Specific Circumstances:
To ensure that documented policies and procedures reflect continuously improving processes, 
technologies, skill levels and changes in the marketplace.  Normally, Policies and Procedures are 
reviewed at least annually, but may be more or less frequent based on necessity and the 
importance of the process.  Deviations to this requirement are allowed based on business 
demands. 

Requirements

Pre-Knowledge: Before performing this task you must know ...
Zavanta proficiency

Definitions: Exabyte Controlled Documents
Documents used in support of a quality-related process (any process that affects 
quality), that are controlled by a unique number and revision date.  The numbering 
system is defined as a prefix of "PR", or "PO", or and 3 numeric character's assigned 
consecutively, starting with .001.Work instructions have the prefix "WI" followed by a 
three letter abbreviation for the area.

Example:  PR.001; PO.001; WI.OPS.001

External Documents
Documents used in support of a quality-related process ( any process that affects 
quality) that are not created by Exabyte and that need to be identified and controlled.

Form
Blank forms used to record information or used in support of quality-related processes

Policy
A policy is a high-level description of the "official" position or practice with respect to 
a given topic. Policies state what is or is not allowed or what should occur in a given 
situation.

Procedure
A Procedure is more detailed than a Policy but less detailed than a simple Work 
Instruction. A procedure contains more than one task which must be completed in a a 
specific order. Some procedures may require only one person while others may require 
multiple people, each performing separate tasks. Procedures tell what is supposed to 
happen in what order and who does what to perform.

Work Instruction
A Work Instruction is the most detailed description of a task. Its sole purpose is to 
explain step by step how to complete a specific task by a specific individual. It tells how 
to do a task and is used by the person performing or learning the task.

Engineering Documentation
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Engineering Documentation consists of, but is not limited to, all drawings and 
documents related to Exabyte products.  Examples of engineering documentation are 
assembly drawings, bills of material, component specifications, gerber files, firmware 
configurations, and the manufacturer's part number for standard off the shelf parts.

Overview of Steps
1. Creating Exabyte Policies, Procedures and Work Instructions
2. Revising Exabyte Policies, Procedures and Work Instructions
3. Creating, revising and controlling quality related forms
4. Controlling External Documents
5. Controlling Engineering Documentation
6. Controlling Manufacturing On-Line Help Documentation

Detailed Steps

  1 Creating Exabyte Policies, Procedures and Work Instructions

1.1 Author creates a new document using Zavanta

1.1.1 Author sends a request via E-mail to Document Control for a new Document ( 
Policy, Procedure or Work Instruction)

1.1.2 Document Control creates a new document record within the database and 
assigns a new sequential document number 

Result:
Use the following system: 
PO.001 = Policy
PR.001 = Procedure
WI.XXX.001 = Work Instruction
FO.001 = Form
MI.001 = Misc.
QM.001 = Quality Manual
.XXX. = Function/Department specifies the ownership of the Work Instruction. 
(see MI.003)
.001 = The first document in development

Warnings/Remarks/Requirements:
Document Control will not assign a password to the newly created document

1.1.3 Author creates the new document following the fields and steps within 
Zavanta.

Result:
a. Open document
b. Enter content into document fields 
c. Change status field to "In Development" 
d. List all Sign-Off Reviewers

1. Ensure all key stakeholders are included when adding approval 
signatures

e. Do not assign a password to the document
f. Save document in database
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Note: The Zavanta Getting Started Guide is located on the Document Control 
page on the Exabyte Intranet. Using previous procedures as a reference may 
also be useful.

1.2 Author routes the document to all reviewers for approval and/or comments

Result:
Using one of the following methods to create your document:

1.2.1 Print document from Zavanta using the Quick Print Button located on the 
toolbar. This will let you see how the completed document appears and 
creates a "Sign-Off Approval" page when you print, or; 

1.2.2 Select Web view from the toolbar located at the top, highlight the document; 
save into Word and distribute the document as a Word file, or;

Warnings/Remarks/Requirements:
Remember to ask your reviewers to turn on "Track Changes" in Word if they 
are going to make changes to the document. 

1.2.3 Save document as a .pdf to distribute to reviewers, or;

Result:
Go to File/Export Current Document and select .pdf and follow directions

1.2.4 Save document as Web file by exporting as an HTML file

Result:
Go to File/Export Current Document and select HTML file and follow 
directions. 

1.2.5 Author distributes the document to the applicable reviewer/approvers 

Warnings/Remarks/Requirements:
E-Mail is the best way to distribute when a larger number of approvers need to 
review. If only a few, it may be better to hand-carry the document. 

1.3 Reviewer/Approver provides approval and/or comments to the author

1.3.1 Comments should be either written on the hard copy or sent back to the 
author via e-mail

1.3.2 If no comments, reviewer/approver should state so

1.4 Author updates document in development within Zavanta

Warnings/Remarks/Requirements:
It is the responsibility of the author to obtain comments and feedback from all affected 
stakeholders. All comments must be entered into the document in Zavanta and the 
completed document with it's sign-off sheet completed and returned to Document Control 
for processing.

1.4.1 Author gathers all comments and inputs them into document in development

1.4.2 Re-print the final version and circulate it for approval signatures. This ensures 
that all approver's are signing and approving the final, edited version.

1.4.3 Change the status to "In Review" prior to providing to Document Control
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Result:
This enables the document to be posted on the Exabyte Intranet site in "Content 
in Revision" 

1.5 Author provides the signed/dated hardcopy to Document Control

Result:
The fully approved, signed and dated copy is used to update the database. 

1.5.1 Document Control will review and correct any typo's. Document will not be re-
circulated for approval due to minor changes in spelling, grammar, etc. 

1.6 Author notifies Document Control of the clause(s) in the ISO 9001:2000 Standard it 
supports. 

1.6.1 Document Control adds information to the Quality System Document Matrix 
(MI.001).

1.7 Document Control will retain the hard copy version in a secure location.

1.8 Document Control publishes the approved document on the company Intranet

1.8.1 Change document status to "Approved- Ready for Use"

1.8.2 Fill in approver dates

1.8.3 Assign a document password

1.8.4 Export the document to the company Intranet

1.8.5 File signed hardcopy documents for historical records

1.8.6 Send e-mail notification to company announcing document

1.9 Affected department managers ensure changes are communicated and training is 
provided and documented

Warnings/Remarks/Requirements:
Ensure to annotate in training records, if applicable. 

1.10 Document Control sends notification when a document has become obsolete

1.10.1 Send e-mail notification to the company

1.10.2 Affected department managers must ensure that the obsolete documents are 
no longer used in their departments

1.10.3 If an obsolete document is used for historical reference, it shall be marked.  

Result:
For example: "Historical Only, Obsolete" or any reference that clearly indicates 
that the document is not current. 

1.11 Document Control monitors the Review Date of all documents in the database
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Warnings/Remarks/Requirements:
Policies, Procedures, Forms and Work Instructions are reviewed by the functional owners 
at least annually.

1.11.1 Document Control monitors document review dates by running a report on an 
as needed basis.

1.11.2 Document Control notifies a document owner if it is due for review

1.11.3 The document owner is responsible for reviewing and/or changing the 
document to reflect current/desired information using this procedure

Result:
The owner sends an e-mail to Document Control stating that the document is 
current ( no changes) or needs revision, whereby the password will be removed 
from the document and the document revised in accordance with this procedure.

1.11.4 If no changes are required, Document Control updates the Review Date field 
in the database to reflect the next review date (~6 months)

Warnings/Remarks/Requirements:
This is considered an administrative change that does not require rolling the 
document revision.

Document Control may change the review date, and not change the revision 
letter as long as it does not change the content of the document. Reviews shall 
be approved and annotated.

  2 Revising Exabyte Policies, Procedures and Work Instructions

2.1 Author sends to Document Control a request to revise an approved document

2.1.1 Document Control saves the current revision by using the document number 
plus the current revision level letter ( ie: if PR.123 was currently at revision A, 
Document Control would save a new document as "PR.123A")

2.1.2 Document Control re-opens the document that was most current, without the 
revision letter in the number (ie: re-open PR.123) and save it as a working 
copy and changes the status field to "Being Revised" and removes the 
password so the author may revise. 

2.2 Revise the document using the Creation Process ( step 1) , with the following 
exceptions: 

2.2.1 Ensure that the summary of changes are entered in the Authorization History 
section. This ensures that the reviewer/user will know what was changed. 

Result:
A description of changes made to the document will be entered so the reviewers 
and users know what was changed from the previous version.  This also helps 
when training.  

2.2.2 If you are not the original author, you may want to list yourself or others as 
contributing authors

2.2.3 Use the Revision Notes section to annotate any other information you want to 
convey to the approvers/users of this document
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  3 Creating, revising and controlling quality related forms

3.1 Author requests a Controlled Form number from Document Control

3.2 Document control opens the forms log (MI.008) located on the secure location

3.2.1 Enters the next form number, description of the form and the author/originator

Result:
Gives new form number to author

Warnings/Remarks/Requirements:
Do not enter revision date or link to form

3.2.2 Saves forms log prior to exiting

3.3 Author creates an electronic form using the program of that best suits the application.

3.3.1 Record the form number in the left hand corner of the footer ( example: 
FO.00X)

Who Does It:
Author

3.4 Author e-mails the electronic copy to Document Control

3.5 Document Control reviews form for accuracy and content

3.5.1 Document Control adds the Revision Date to the Forms Log

3.6 Signature approval is required for forms. 

Result:
A copy of the completed, controlled from is printed and given to the manager of the area 
or other approval authority

3.7 Document Control publishes the form on the company Intranet

Result:
Files hard copy in Document Control

3.8 Update the Forms Log to include a hyperlink to the FO.form

Result:
The Policy, Procedure or Work Instruction that refers to the form can access the most 
current revision of the form

3.9 The author ( or owner) updates the forms as required

3.9.1 Where practical, include a section titled "Revision History" to summarize the 
changes

Result:
Document Control will track revision to forms. 

If someone other than the  author or owner is updating a form, it is 
recommended that the proposed changes be agreed upon. 

3.9.2 Follow the same process for revising forms as creating forms
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3.10 Document Control adds the Revision Date to the forms footer

Result:
Example: FO.001                                         Revision Date: 09/09/04

  4 Controlling External Documents

Who Does It:
1. All Exabyte Employees
All Exabyte employees are responsible for using only the correct version (typically the latest 
revision) of any controlled external documents. All employees must comply with this procedure 
to identify and update external documents as-needed in their functional areas 

2. Document Control
Document Control is responsible for administration of the controlled documents process

4.1 Each functional group at Exabyte identifies the external documents used in their area 
or referenced in their procedures. 

Result:
The document can be either a hard copy of soft copy

Warnings/Remarks/Requirements:
A hard copy/soft copy shall be maintained by the functional group and/or sent to 
Document Control

4.1.1 External Documents examples are MIL Specs, ANSI Standards, Customer 
Drawings/Specs, Supplier Drawings/Specs, Industry Standards, ISO 
Standards.

4.1.2 Open the External Documents Log on the company Intranet and enter the 
required information.

Who Does It:
Document Control

Result:
The information will then appear on the External Documents list. 

4.1.3 Post the External Document(s) on the Exabyte Intranet

4.2 Users of external documents ensure they are using the correct document from the 
External Document Log

If an Error Occurs:
Consult Document Control to resolve discrepancy. 

  5 Controlling Engineering Documentation

5.1 Refer to PR.026, Engineering Change Request (ECR); and/or PR.027, Engineering 
Change Order (ECO) 

  6 Controlling Manufacturing On-Line Help Documentation

6.1 Refer to PR.056, Manufacturing Process Documentation 
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Troubleshooting

How to get help: Contact Documentation Control

Records

 Hard Copy
Retention Period:
1 year minimum, unless specified in applicable procedure.
Responsible:
Document Control
Notes:
manufacturing instructions ( including any engineering documents defining deliverable 
products), kit, 

Hard copy masters of controlled documents will be kept on file in Documentation Control until 
obsolete.  Obsolete documents will be kept for a minimum of 1 year.

Attachments

Quality System Document Matrix, MI.001
[\\Montrose\ZavantaWeb\Forms Released\MI.001.xls]

Functions/Departments, MI.003
[\\Montrose\ZavantaWeb\Forms Released\MI.003.doc]
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Forms Log, MI.008

Doc.
Number Rev Form Name / Title / Description Owner Approved by Revision Date
FO001.doc C Product Life Cycle Checklist- Phase 0 D. Harper 26-Oct-04
FO002.doc C Product Life Cycle Checklist- Phase 1, Design Phase D. Harper 26-Oct-04
FO003.doc C Product Life Cycle Checklist- Phase 2, Integration and EVT Phase D. Harper 26-Oct-04
FO004.doc E Product Life Cycle Checklist- Phase 3, Qualification and DVT Phase D. Harper 03-Dec-04
FO005.doc D Product Life Cycle Checklist- Phase 4, Pilot and OEM Qualification PhaseD. Harper 26-Oct-04
FO006.doc C Product Life Cycle Checklist- Phase 5, Volume and EOL Entry D. Harper 26-Oct-04
FO007.doc C Product Life Cycle Checklist- Phase 7, EOL Phase D. Harper 26-Oct-04
FO008.doc A Product Life Cycle Process Diagram D. Harper 26-Oct-04
FO009.doc B Corrective Action Record J.Klaes 03-Jul-02
FO010.xls A Supplier Corrective Action Request J.Klaes 26-May-02
FO011.doc A Manufacturing Release Form Donahoe 14-May-02
FO012.xls A Supplier Rating System Report (SRSP) Robinson 03-Jun-02
FO013.doc B Request for Manufacturing Training Rumfedlt 14-Sep-04
FO015.doc B Training PCN/PDN Sign Off Sheet Rumfedlt 10-Sep-04
FO017.doc B Process Change Notice Eric Moody 03-Sep-04
FO018.doc B Process Deviation Notice Eric Moody 03-Sep-04
FO019.doc A Tooling Release Notice Burkhard 21-May-02
FO020.doc B Order Fullfillment Traveler J.Sosa 20-Aug-04
FO021.doc B Exabyte Career Opportunity Form K.O'Neal K. O'Neal 9-Nov-04
FO022.doc A Exabyte Training Record K.O'Neal K. O'Neal 16-May-02
FO023.doc A Training Requirements Form K.O'Neal K. O'Neal 16-May-02
FO024.doc B Exabyte Wrist Strap Test Log Sheet Jeff Owen 10-Sep-04
FO025.doc B Exabyte Invention Disclosure Form C. Hinton 30-Jan-03
FO026.doc A Patent Review Board Evaluation Form C.Hinton 13-Jun-02
FO027.doc A Inventory Adjustment Authorization Egan 24-May-02
FO028.doc A Material Requisiton Form McKay 24-May-02
FO029.doc A Return of Material to Warehouse Egan 24-May-02
FO030.doc B Purge Notice Moody 07-Sep-04
FO031.doc C 8D Report Klaes 08-Nov-04
FO033.doc A Supplier Managed Inventory Checklist McKay 31-May-03
FO034.doc A Headcount Authorization Form K.O'Neal K. O'Neal 31-May-02
FO035.doc A Offer Worksheet K.O'Neal K. O'Neal 31-May-02
FO036.doc A Advance Exchange Confirmation, Page 1 of 2 Floyd 03-Jun-02
FO037.doc A Advance Exchange Follow-up Floyd 03-Jun-02
FO038.doc A Request for Manual Invoice- Unreturned ADEX/Swap Drives Rogge 03-Jun-03
FO039.doc A RMA Confirmation Rogge 03-Jun-02
FO042.xls A MCI Codes Franz 03-Jun-02
FO043.doc A EC Break-In Form Franz 03-Jun-02
FO045.doc A New Part Form McKay 03-Jun-02
FO059.doc A Regression Checklist Janke 11-Jun-02
FO065.xls A Exabyte's Customer Satisfaction Survey Summary Wening 11-Jun-02

Blank FORMS LOG

07-Nov-06
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Quality System Records Matrix, MI.007
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Related Documents

The following is a list of other documents related to the current 
document.  Changes you make to the current document may 
affect the documents listed.

Procedure
PR.020
Design Control Procedure

PR.023
Control of Quality Records

PR.026
Engineering Change Request (ECR)

PR.027
Engineering Change Order (ECO)

PR.056
Manufacturing Process Documentation

PR.083
Document Archiving, Retrieval & Disposition

External Related
Documents  ISO 9001:2000
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Revision History

A: 10/25/2004
Initial Release. Took contents of Policies PO.003, PO.006, PO.017; Procedures 
PR.001, .004, 005, 006 and rolled them all into this document

B: 11/18/2004
Revise to define administrative changes; expand summary and scope to clarify; 
streamline creation, revision and control of documents.

C: 10/20/2005
Review for adequacy and applicability.  Change document to reflect process.  Reduce 
verbiage in document; streamline; revise review requirements.
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Authorization History
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VP, Quality and Customer Satisfaction
C
Date Approved:
02/01/2006
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�

Manager, Config & Data Managmt
C
Date Approved:
02/02/2006

Contributing Authors

The following are subject matter experts who contributed to this 
document:

LaFayette, Mark A.

Sign-Off Approvals

The person responsible for this document must verify accuracy and that the steps for this 
procedure or work instruction have been tested and validated.

Print Name & Title

Signature

___/____/______
Date

After you have approved this document, please sign and date below.

Klaes, Jerry, VP, Quality and Customer Satisfaction

Date ___/___/______

Franz, Cheryl, Manager, Config & Data Managmt

Date ___/___/______
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