DAQ-014-002.5
Revision No. 0
December 1st, 2020
Page 1 of 31

DAQ-014-002.5: Quality Assurance Project Plan
And Standard Operating Procedure
Tracking Database Procedure

Revision

Effective Date: December 1st, 2020



Approval Sign Off-Sheet

DAQ-014-002.5
Revision No. 0
December 1st, 2020
Page 2 of 31

I certify that I have read and approve of the contents of the Quality Assurance Project Plan
(QAPP) and Standard Operating Procedure (SOP) Tracking Database Procedure with an

effective date of December 1st, 2020.

Primary Standard Operating Procedure Author

Jeremy Pope, Environmental Chemist

g W V2
Signature: 7

Joette Steger

Jim Bowyer

j 5&;74/»
Signature: %w

Patrick Butler

Signature:

Director of Air Quality
Mike Abraczinskas

Nov 24,2020
Date:
Projects and Procedures Branch Supervisor
%J% 7% Nov 24, 2020
Signature: : Date:
Laboratory Analysis Branch Supervisor
Dec9, 2020
Date:
Ambient Monitoring Section Chief
atrich Bitler Dec 9, 2020
Patrick Butler (Dec 9, 2020 09:19 EST) Date:
Wechadl 4. ﬂémcgm Dec 9, 2020
Date:

Signature:



https://na1.documents.adobe.com/verifier?tx=CBJCHBCAABAAP7YN1NGguKdFY2Pb_DXiwY2q4OH5P23V
https://na1.documents.adobe.com/verifier?tx=CBJCHBCAABAAP7YN1NGguKdFY2Pb_DXiwY2q4OH5P23V
https://na1.documents.adobe.com/verifier?tx=CBJCHBCAABAAP7YN1NGguKdFY2Pb_DXiwY2q4OH5P23V
https://adobefreeuserschannel.na1.documents.adobe.com/verifier?tx=CBJCHBCAABAAP7YN1NGguKdFY2Pb_DXiwY2q4OH5P23V
https://na1.documents.adobe.com/verifier?tx=CBJCHBCAABAAP7YN1NGguKdFY2Pb_DXiwY2q4OH5P23V

DAQ-014-002.5
Revision No. 0
December 1st, 2020

Page 3 of 31

1.0 Table of Contents
APProval SIZN OFf-SNEET......eii i e et e e sttt e s saae e e e staeeesassaeessnssaeessnnseeean 2
2.0 SCOPE ANA PUIPOSE ...c.vevieuiitieiieiisie ettt ettt et e bt at et s bt et e st sbeeate b e sbeesbe bt sbeensesbeeseenenbeeneenrens 4
3.0 SOftWAre REQUITEIMENTS .. .vvviiiiiiieeicieieeccitee e ettt e e e ettt e e e setaeeeseutaeeesbteeeesnbeeeesantaseesastaeeesstesesaseneesansanaesnns 5
4.0 Locating, Checking Out, and Checking In the QAPP And SOP Tracking Database ..........cccccvvveeeeeeiinnnns 6
4.1 Locating the QAPP And SOP Tracking Database ........ceeeeeeeciiiieei ittt 6
4.2 Checking OUL PrOCEAUIES. .....ciiiiiiie ettt e etee ettt e e e e s bte e e e et ee e s e sabae e e ssteeessabaeeessnbaeeeennseeesensens 7
e @ o 1Yol {1 gV g T e o Yol Yo [V TSRS 7
5.0 Using the QAPP And SOP Tracking Database........cccccuueiiiiiiiiiiiiiee ettt 10
5.1 Adding @ NneW QAPP OF SOP RECOIM ....uuuiiiiiiiiiiiiiiieeee e s ecciiree e e e e e e stere e e e e s e e saereaee e e e s sesnenaneeeeseesnnnnnnns 10
5.2 Updating @ QAPP OF SOP RECOIU.......uuuiiiieeeieciiiieeee e e e eecitteee e e e e eeettre e e e e e e e ssnbaaaeeeaeeeeansraseeseesssnnsnsenns 16
5.2.1 Additional Steps fOr YEArlY FEVIEWS ...cccuuiiiiiiiiee ittt ettt e et e e s sbae e e ssntae e e saraeeesanes 16
5.3 Obsoleting an QAPP OF SOP RECOI .....ccciiiiiiiiiiie ettt e eeitee ettt e et e e e eite e e e tae e e e sata e e e eatee e s earaeeeennens 17
5.4 Running a Report in the QAPP and SOP Tracking Database ........cccccvvvvieeeiiiiiciiiiieee e 19
6.0 Requesting A Change to the QAPP And SOP Tracking Database ........ccccceeeeeccviiieeee e, 21
O I 3=V 1Y o 1 1 o T P POE 22
Appendix A: Alternate Check IN ProCEAUIES ........uvii ittt erree e e e s e e s vaee e s 23
Appendix B: Assigning @ DOCUMENT ID .......ueiiiiiiiei ettt et sree e e re e e e stee e e e atee e e s nee e e enareeas 26

Appendix C: Adding QAPPs and SOPs to the Document Review Record.......ccccccoevvvviveeeeiiecccvineneenn. 31



DAQ-014-002.5
Revision No. 0
December 1st, 2020
Page 4 of 31

2.0 Scope and Purpose
In 2019, it was identified that a system was needed to track the progress of QAPPs and SOPs in the
approval and review processes. With the growing number of documents being developed and the
scope of the North Carolina Division of Air Quality’s (NC DAQ) monitoring network, it is paramount
that these documents are approved and reviewed in a timely manner. Every level of the monitoring
network is dependent on these documents being available and accurate.

To this end, the QAPP and SOP Tracking Database was developed to aid the central office. The goals
of the QAPP and SOP Tracking Database are to help staff identify documents needing to be
reviewed, to generate status reports for PPB management, and to provide an overview of changes
that are required of a reviewed document.

For this system to succeed, it is important that each member of the Projects and Procedures Branch
(PPB) staff use the QAPP and SOP Tracking Database in a consistent and timely manner. This SOP is
to establish procedures that PPB staff will use to update, remove obsolete records, and generate
reports.
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3.0 Software Requirements
The significant Software required for the NC DAQ QAPP and SOP Tracking Database
include:
e  Windows Operating System
e Microsoft Office Suite (with access to Microsoft SharePoint)
e An Internet Browser
e Microsoft Access 2016
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4.0 Locating, Checking Out, and Checking In the QAPP And SOP Tracking
Database

The QAPP and SOP Tracking Database is located online, and users will need access to Microsoft’s
SharePoint. Microsoft ended web support for Access as of 2018. This means that on SharePoint,
clicking on the Access file will not open the file like other Office programs such as Word, Excel, etc.
What SharePoint will do instead is treat the file as a downloadable file that can be reuploaded and
replaced on the SharePoint site.

To prevent a user from overriding another user’s work, SharePoint has a file check out/check in
system that will be utilized.

While checked out, only the user that has checked out the file can reupload the file. Others can
view/download the QAPP And SOP Tracking Database, but another user cannot reupload while the
file is checked out.

It is possible to download/reupload without checking out, but to ensure that no user loses work
from a file being overwritten, it is important to always check out the QAPP And SOP Tracking
Database if you are going to add to or edit the database. No matter if you are just viewing the
database or editing it, the user should delete the file from your computer to prevent the user from
inadvertently uploading an older file when database activities are finished.

Due to the frequent updates to SharePoint, the following instructions should be considered as a
general guideline. Some windows or steps may be slightly different in appearance depending on
updates from Microsoft.

4.1 Locating the QAPP And SOP Tracking Database
To locate the file:

Open your internet browser and log on to your Microsoft Account

Select the SharePoint Icon

Select the ‘'NCDAQ Ambient Monitoring’ page

Scroll down a little on the page and select ‘Quality Assurance Project Plans’ link on the right
of the page under the Ongoing Monitoring Activities header

5. Scroll down a little on the page and find the file named ‘QAPP And SOP Tracking Database’
link on the right of the page under the General QAPP Information header

Wb

Note: Older Revisions of the QAPP And SOP Tracking Database can be found in the same section
under the General QAPP Information section. Only Revisions that had major structural changes will
be stored this way and will be marked with ‘(Obsolete EF: YYYYMMDD) at the beginning of the file
name where YYYYMMDD is the date that the file was obsoleted.
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4.2 Checking Out Procedures
1. Find the Access file on SharePoint, right click or select the three vertical dots beside the file’s
name, go to ‘More,’ and select ‘check out’'.

+ New ~ [ Send byemail <1 Promote 5 Page details Published 3/5/2018 Chappin, Paul is editing this page

o Document.docx

o Draft Outline for SOPS.dacx

) FDEP Gaseous QAPP 2018 - approved.pdf

@ Glossary.dock
@  Peilei 502 QAPP Checklist - completed 2 ...

© B QAPPandSOPTracking.aceds & | | Share
Copy link
@Y  QAPP Group Review Notes docx
Download
B gapp sop summary table.xlsx Delste
Rename

Pin to top

More > | Check out

QAPP Pages

OAPP - Air Toxics OAPP-PM

2. A Box will appear stating “Checked out 1 item. Done” with the file’s name. A small white
arrow inside a red circle will be beside the file’s name to show it is checked out.

3. Click on the file’s link. Download the file. It is recommended that it is downloaded to the
user’s desktop.

4. Open the file and use database as normal.

4.3 Checking In Procedures
1. When the user has finished with the file, return to the SharePoint site page where the file is
stored, select the three horizontal dots beside ‘New’, select ‘Upload’, and select ‘Files’.
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[ s e e s i B
General QAPP Information See all
stem that must be implemeanted to
+ New ~ | s = All Documents
O s T Upload > | Files
3 Syne Folder

¥ Export to Excel

QAPP must i Obsolete Guidance
he sites and manitors

10-25-17 gapp sop summary table.xlsx

wo®

10-5-17 epa comments on SO2 SOP Operat...

thin s QAPP The EPA QA
ring the en

(=

Air Monitoring QAPP Guide - FINAL pdf

Air QAPP Checklist - FINAL (Oct 2018).docx

W@

Approved FCEAP Criteria QAPP (Sept 2017)....

Document.docx
10-16-201
to EPA. Pleas

Draft Outline for SOPS.docx

DB ®

FDEP Gaseous QAPP 2018 - approved.pdf

Glossary.docx

PeiWei 502 QAPP Checklist - completed 2 ...

B & &

“QAPP and SOP Tracking.accdb °

@ QAPP Group Review Notes.docx

2. Inthe Window that opens, navigate to the database downloaded on the computer, and
select Open. The file must have the same name as what is listed on the SharePoint site, or
SharePoint will treat the uploaded file as something new.

3. Momentarily, there will be a message stating that the file is being uploaded. Then a window
will appear stating that the file was not uploaded but asks if you would like to replace the
file on SharePoint. Select ‘Replace’.

General QAPP Information See all
€@ = Al Documents

1 item wasn't uploaded to General QAP... ¢

1~ QAPP and SOP Tracking.accdb
ﬁ A file with this name already exists.
——  Would you like to replace the existing

one?

Replace

E‘, Air Monitering QAPP Guide - FINAL pdf

@ Air QAPP Checklist - FINAL (Oct 2018).docx

4. To finish the process, Find the Access file on SharePoint, right click or select the three
vertical dots beside the file’s name, go to ‘More,” and select ‘check in’.
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@ PeiWei 502 QAPP Checklist - completed 2 ...
© B QAPPandSOP Trackingaccdb & | Share
Copy link
@ QAPP Group Review Notes.docx
Download
@ qapp sop summary table.xlsx Dalete
Rename
Pin to top
More 2 | Checkin

Discard check out

Note: Selecting ‘Discard Check Out’ will interrupt the process and revert the file uploaded back to when
the file was first checked out.
5. A window will appear asking what changes you made. Fill the box out with some amount of
info and select ‘Check in’.

Check in

| made the words and changed the
things.| i Document.doc

P ecie ] Draft C e fo PS.do
i
W] Slossa C
W] PeiWe 2 QAPP Chec eted 2
4] DAPP a OPT g.acc [
m AADD (= rnnin Bovricur Matac A

6. Download the file once more to ensure that SharePoint has saved the file. If the changes were
not uploaded to SharePoint, see Appendix A.

The file is now ready to be checked out and changed by someone else. Delete all copies of the
database off the computer used so as to limit confusion over the next time the QAPP And SOP
Tracking Database is downloaded.
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5.0 Using the QAPP And SOP Tracking Database

The QAPP And SOP Tracking Database uses a navigation panel where different topic matters are on
the tabs along the top and options given for that given topic are located on the left of the database.
Reports and Forms to fill out will appear in the sub-window of the database.

Ll QAPP and SOP Tracking Database : Database- C:\Users\jbpope\Downloads\QAPP and SOP Tracking Database.accdb (Access 2007 - 2016 file format) - Access -

‘ (5] Navigation Form |

1 QAPP and SOP Tracking Database

M SOPs  Obsolete QAPPs Obsolete SOPs
QAPP Tracking .
QAPP Tracking
All QAPPs
1 Lis
‘ Document ID Revision Number ‘
NA 2
‘ Document Title ‘
NCORE
[ Intial Date Submitted fo EPA | EPA Reviewer | O EPA Approvede
2/18/2019Tony Bedel
DAQ Effective Date |
1/1/2016
‘ Date Next Review is Due ‘ ‘Dme of Last Review Comp\etedH Last Review Completed By ‘

9/30/2019
O ‘ Revisions Required (If Yes, detail in Notes) |

I Nofes

Link to File
https://fles.nc.gov/ncdeq/Air%20Quality/monitor/QAPlans/Criteria%26NCore_QAPP_rev_1.pdf

Record: 4 < 10f11 | » M » Search

In the various tabs, the colors of the buttons on the right may be dark blue, green, or red. Dark blue
buttons show a report in the sub-window, green buttons bring the user back to the same sub-
window as when the tab along the top was selected, and red buttons perform an action on the data
in the database.

Note: Red Buttons will always give a warning pop up to ensure that the user will want to perform
that action

To prevent a user from inadvertently changing the database’s functions, many of Access 2016’s
functions have been locked. If a database needs to be changed, the database’s controller should be
contacted.

When the QAPP And SOP Tracking Database is Opened, a Main Menu screen will appear as seen
below.

5.1 Adding a new QAPP or SOP Record
1. From the Main Menu, select the relevant tab along the top of the database (QAPP or SOP).
2. Inthe top right of the sub-window, select the new record button.
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‘ [55] Navigation Form < |

1 QAPP and SOP Tracking Database

M SOPs  Obsolete QAPPs Obsolete SOPs

QAPP Tracking
All QAPPs

m—
Record: 4 < 1of11 | » b Search

QAPP Tracking Elj

‘ Document ID Revision Number ‘

NA 2

‘ Document Title ‘
NCORE
[ Infial Date Submitted fo EPA | EPA Reviewer | O EPA Approved?

2/18/2019Tony Bedel
DAGQ Effective Date |
1/1/2016
‘ Date Next Review is Due ‘ ‘Dme of Last Review Comp\etedH Last Review Completed By ‘
9/30/2019
O [ Revisions Required (If Yes, defailin Nofes) |
‘ Notes
Link fo File

https://fies.nc.gov/ncdeq/Airs20Qudlity/monitor/QAPIans/Criteria%26NCore_QAPP_rev_1.pdf

3. Fill out all available fields in the sub-window. If the document has not been assigned a
Document ID, see Appendix B.
4. If the document is located online, the user should paste the link to that file. Some possible ways
to achieve this objective are as follows:
If the document is located on SharePoint (While the PPB is collectively working on the
document)

a.

Log on to SharePoint
Find the file’s location
Right click on the file’s name and select ‘Copy Link’.
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QAPP SO2 SLAMS Documents > PWEI QAPP > PWEI QAPP Round 4

B Edit in grid view Open v | Share @ Copylink { Download [i] Delete -= Pir

®@ [0 Name Modified Modified By
() ms 2018 PWEI S Open N 2 20, 2019 Steger, Joette
Share
Copy link
D load
Y Like (=] Comment ewnios
Delete
Comments
Rename

iv. A Popup window will appear with the file’s web address. Select ‘Copy’ and close
the popup window.

? Share @ Copylink | Download [i] Delete -2 Pinto

X
5 : .
i Link copied
‘ https://ncconnect.sharepoint.c... T
People with existing access can use the
0P g N
link
i later

v. Paste the link into the appropriate field in the QAPP and SOP Tracking Database.
b. If located on Microsoft Teams (If being shared with the Regional Offices)
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i. Sign on to Microsoft Teams
ii. Select the ‘Teams’ button on the right of the window

Q_ Search State of North

Teams Y General Posts Files Wiki Meeting Notes SharePoint Home Page  DAQ - Projects and Pr..  + WV O G Meet v

Your teams + New Vv T Upload 22 Sync @ Copy link L Download & Open in SharePoint = All Documents

DAQ - Projects and Procedures Branch General » Training Plans and SOPs

General
2020 Network Assessment [} Namev Modified v/ Modified By
Air T d MET y
riodes an | AMS_TrainingSOP_08052020revision0.docx  August 9 Steger, Joette
Carbon Monoxide
Calendar Data Review @Y AMS_TrainingSOP_08072020revision0 (Auto...  September 4 Steger, Joette
p News and Team Building N
‘ = AMS_TrainingSOP_08072020revision0.docx August 12 Steger, Joette
Nitrogen Dioxide
QOzone [+ AMS _TrainingSOP_08272020revision0.docx August 29 Steger, Joette
Particulate Matter
QAPP Development = DAQ-Administrative_2015.pdf August 5 Steger, Jostte
Special Project Monitors I3} DAQ-Ambient_Monitoring-Chenmists_8_Sta..  August 5 Steger, Joette
Sulfur Dioxide
TSA Response 2019 [l DAQ-Ambient_Monitoring-ECB Technician_...  August 5 Steger, Joette
1 fidden channel I3 DAQ-Compliance-Enforcement 2015 pdf August 5 Steger, Joette
DEQ SharePoint Site Owners e )
o DAQ-Compliance-Stationary_Sources-CEM_...  August 5 Steger, Joette
i‘_ DAQ- IT Steering Committee (ITSC) = DAQ-Compliance-Stationary_Sources-Stack... ~ August 5 Steger, Joette
General
Digital Documents [l DAQ-Mobile_Sources_2015pdf August 5 Steger, Joette
Teams Squared I3l DAQ-Permitting-Engineer 2015 pdf August 5 Steger, Joette
" Join or create a team & [Sl  DAQ-Permitting-Meteorologist 2015 pdf August 5 Steger, Joette
aes . ’ ’ . . .
iii. Select find the team’s name under the user’s list of teams that the file is located

under
iv. Select ‘File’ at the top of the screen and find that file’s location.

Q_ Search State of North Carolina X

General pos iki Meeting Notes SharePoint Home Page  DAQ - Projectsand Pr... + VO G Meet -

Teams N

Your teams + New v T Upload v &3 Sync @ Copy link L Download 8 Open in SharePoint = All Documents

DAQ - Projects and Procedures Branch

General > Training Plans and SOPs

General
2020 Network Assessment 2 Name Modified v Modified By
Air Te d MET
rioxics an AMS TrainingSOP_08052020revision0docx  August 9 Steger, Joette
Carbon Monoxide
Data Review AMS _TrainingSOP_08072020revision0 (Auto...  September 4 Steger, Joette
News and Team Building
AMS_TrainingSOP_08072020revision0.docx August 12 Steger, Joette
Nitrogen Dioxide
Ozone AMS_TrainingSOP_08272020revision0.docx August 29 Steger, Joette
Particulate Matter
QAPP Development =) DAQ-Administrative_2015.pdf August 5 Steger, Joette
Special Project Monitors o DAQ-Ambient_Monitoring-Chemists_& Sta...  August 5 Steger, Joette
Sulfur Dioxide
TSA Response 2019 {Sl DAQ-Ambient_Monitoring-ECB_Technician_... ~ August 5 Steger, Joette
1 hidden ch |
aden channe IS} DAQ-Compliance-Enforcement_2015.pdf August 5 Steger, Joette
DEQ SharePoint Site Owners e
& DAQ-Compliance-Stationary_Sources-CEM_...  August 5 Steger, Joette
e DAQ - IT Steering Committee (ITSC) XDW DAQ-Compliance-Stationary_Sources-Stack.. August 5 Steger, Joette
General
Digital Documents o DAQ-Mobile_Sources_2015.pdf August 5 Steger, Joette
Teams Squared o DAQ-Permitting-Engineer_2015.pdf August 5 Steger, Joette
& Join or create a team 0y (=) DAQ-Permitting-Meteorologist_2015.pdf August 5 Steger, Joette

v. Right click on the file’s name and select ‘Copy Link’.
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Q_ Search State of North Carolina v
Teams Y ) General Posts Files Wiki Meeting Notes SharePoint Home Page DAQ - Projectsand Pr.. + D G Meet v
Your teams. 8 Open @ Copy link ) Make this a tab 1 Download W Delete == Pin to top X 1 selected = All Documents

& paQ- Projects and Procedures Branch General > Training Plans and SOPs

General
L, 2020 Network Assessment [0 Nemev Modified ~ Modified By
i
Teams Air T d MET Y
il I loxics an @Y  AMS_TrainingSOP_08052020revision0.docx  August 8 Steger, Joette
Carbon Monoxide
Data Review [ E] AMS _TrainingSOP_08072020revision0 (Auto... ~ September 4 Steger, Joette
News and Team Building .
@ AMS_TrainingSOP_08072020revision0.docx August 12 Steger, Joette
Nitrogen Dioxide
Ozone @ @  AMS TrainingSOP 08272020revision0... -~ August 29 Steger, Joette
Particulate Matter Open >
QAPP Development x:ﬂ DAQ-Administ ) August 5 Steger, Joette
Copy link
Special Project Monitors S DAQ-Ambient i . Augusts Steger, Joette
Sulfur Dioxide
TSA Responsse 2019 {5} DAQ-Ambient Download . August Steger, Joette
Delete
1 hidden ch |
dden channe x:ﬂ DAQ-Complial August 5 Steger, Joette
Pin to top
B>  DEQ SharePoint Site Owners )
o = DAQ-Complial  Rename . August 5 Steger, Joette
& paQ-1m Steering Committee (ITSC) .- B DAQ-Compliai Open in SharePoint ArES Steger, Joette
General Move
-Mobile €
Digital Documents {5 DAQ-Mobile Cony August 5 Steger, Joette
Teams Squared [3 DAQ-Permittir More > August 5 Steger, Joette
' Join or create a team 3 {5l DAQ-Permitting-Meteorologist 2015.pdf August 5 Steger, Joette

vi. A Popup window will appear with the web address of the file. Select ‘Copy’ and
close the popup window.

Get link
@ AMS TrainingSOP 08272020revision0.docx

Microsoft Teams  SharePoint

:/fteams.microsoft.com/l/file/9A65466F-F969-4C35-8A1D-005BB666FD 7D ?ten

Cancel

vii. Paste the link into the appropriate field in the QAPP and SOP Tracking Database.
c. Iflocated on DEQ Website (After the document has been reviewed and signed)
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i. Locate the QA Documents page on the DAQ website
ii. Find the document on the QA Documents Page and right click on the
document’s entry.
Select ‘Copy link Address’.

About v

Home Divisions v Permits & Rules v Outreach & Education v Energy & Climate v News v

NCore QAPPZ *
(R1 - 1/1/2016)

NCore QAPP

UATMP QAPPA *

Urban Air Toxics QAPP (R1 - 7/2/2014)

Near-Road QAPP Near-Road QAPPZ
(RO.2 - 6/9/2020)

SO2 PWEI QaPP ™
(RO - 9/5/201 Open link in new tab

Open link in new window

S02 PWEI QAPP

Open link in incognito window

502 DRR QAPP &2 DRR O_F Save link as.
(RO - 1/1/2017 Copy link address
B Adobe Acrobat »
Northampton County Background Northampton Inspect Ctri+Shift+|
Monitoring QAPP (RO - 10/3/2019)

2 QAPP_0.pdf

iv. Paste the link into the appropriate field in the QAPP and SOP Tracking Database.
Note: To keep the database useful, it is the duty of the user, who is responsible for the entry or
update to the entry, to change the link in the QAPP and SOP Tracking Database where appropriate.
5. When data entry is complete, scroll to the bottom of the sub-window and select the Save
Record Button.

Il QAPP and SOP Tracking Database : Database- C:\Users\jbpope\Downloads\QAPP and SOP Tracking Database.accdb (Access 2007 - 2016 file format) - Access - X

[55] Navigation Form X ‘

] QAPP and SOP Tracking Database

M SOPs  Obsolete QAPPs |Obsolete SOPs

QAPP Tracking . B
QAPP Tracking e
All QAP
Document Title |

NCORE

Intial Date Submitted to EPA ‘ EPA Reviewer ‘ O EPA Approved?

2/18/2019[Tony Bedel
DAQ Effective Date |
1/1/2016
[ Date Nexi ReviewisDue | [Date of Last Review Complefed||  Last Review Completed By |
9/30/2019)
O ‘ Revisions Required (If Yes, detail in Notes)
[ Notes
Link fo File |

https://fies.nc.gov/ncdeq/Airs20Quality/monitor/QAPlans/Criteria%26NCore_QAPP_rev_1.pdf

-

Record: 14 ¢ [10f11 | » » > search
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5.2 Updating a QAPP or SOP Record

1. From the Main Menu, select the relevant tab along the top of the database (QAPP or SOP).

2. To find a specific file, the user should select the dropdown box located right under the tabs. This
list is organized by its Document ID number.

EY QAPP and SOP Tracking Database : Database- C:\Users\jbpape\Downloads\QAPP and SOP Tracking Database.accdb (Access 2007 - 2016 file format) - Access

‘ (5] Navigation Form ‘

—] QAPP and SOP Tracking Database

Main Menu QAPPs m“ Obsolete QAPPs Obsolete SOPs
S _— N
SOP Tracking e o
2.12.1 1.5 |MET: ECB Responsibi a
2.17.1 1.1 NO-NO2-NOx: ECB Responsibiities (Teledyn iy N T s |
2172 1.1 [NO-NO2-NOx: Operat esponsibilities (Tele
2.18.1 1.1 |Hydrocarbons: ECB Responsibilities
2.18.2 1.2 |Hydrocarbons: Operator Responsibilities
2.18.3 1.1 |Hydrocarbons: LAB Responsibilities
2241 2011 PM 2.5: ECB Responsibilities
2242 2020 PM 2.5: Operator Responsibilities
2243 2014 PM 2.5: LAB Reponsibiities —‘
2.3.2.1 2 Rootsmeter

8 Orifice Flow Device Calibration

7 Certification and Accuracy Check of Field |

234 12.2 | Thermo Environmental Model 146C Calibrat |gst Review Completed By
14 T-API Model 701 Zero Air Pack Cettification «

0 Protocol Gas Verification for Compressed C

2 Trace Level SO2: ECB Resposibilities v

Notes

Link to File
https://fles.nc.gov/ncdeq/Air%20Quality/monitor/QAPIans/2 3 2 2 Orifice Flow.pdf

0 ooere? i

Record: 4 < [10f53 | » »i» Search

Note: To the right of the dropdown box, there are also arrows that can scroll through the database’s

records as well. However, as entries are put in as they are created, this is not a time efficient way to

find a record of interest.

3. Update the appropriate fields.

4. When data entry is complete, scroll to the bottom of the sub-window and select the Save
Record Button.

5.2.1 Additional Steps for Yearly reviews
When updating the QAPP And SOP Tracking Database due to the yearly review of a QAPP or SOP,
additional steps should be followed:

1. The user should ensure that the fields ‘Date of Next Review’, ‘Date of Last Review
was Completed’, and ‘Last Review Completed By’ are filled. The ‘Date of Next
Review’ should be filled with a date that is one year from the date in the field in
‘Date of Last Review was Completed’.

2. If during a yearly review of a document it is determined that the document needs an
update, the user should check the box ‘Revisions Required (If Yes, Detail In Notes)’
and then loosely detail changes needed in the ‘Notes’ field.

Note: If any Revision to the QAPP or SOP is created due to a yearly review, a new QAPP or SOP
record should be created with a numerically greater number in the ‘Revision Number’ field than the
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previous QAPP or SOP record. When the new QAPP or SOP revision is approved, the user should
obsolete the previous record. (See Section 5.3)

3. The User should then sign onto SharePoint if not logged in already

4. The User should then navigate to the page that contains the QAPP And SOP Tracking
Database. The user should select the excel file named ‘Document Review Record’.

5. In the excel file, locate the Document’s ID and add the Date that the QAPP or SOP
was reviewed. Sign beside that date. If that QAPP or SOP needs to be added to the
excel file, see Appendix C.

6. Sign out and close SharePoint.

7. Request a Signature Sheet for the reviewed QAPP or SOP from management.
Management will then request that this sheet will be added to the DAQ Website.

5.3 Obsoleting an QAPP or SOP Record

1. Find the QAPP or SOP record that needs to be obsoleted. (Using the same method described in
step #2 of Section 5.2)

2. Scroll to the bottom of the sub-window and check the box ‘Obsolete?’

3. The user should then select the Save Record button to the right of the box that was just
checked.

4. Select the Obsolete QAPPs or Obsolete SOP tab based on which record type you have just
checked the box of.

5. To the right of the window, the user should select the red button.

Kl QAPP and SOP Tracking Database : Database- C:\Users\jbpope\Downloads\QAPP and SOP Tracking Database.accdb (Access 2007 - 2016 file format) - Access - X
‘ [55] Navigation Form X ‘

—1 QAPP and SOP Tracking Database

Main Menu QAPPs SOPs [Ol IS XS] Obsolefe SOPs

Obsolete QAPP: -
= Obsolete QAPPs <[
Archive Obsoleted QAPPs V

7
\

Document ID [ Revision Number |

| Document Title |

[ Infial Date Submifted fo EPA I EPA Reviewer

O] EPA Approval

[ DAQ Effective Date |

| Date Next Reviewis Due | [ Date of Last Review Completed | | Last Review Completed By |

00 [ Revisions Required (If Yes, detailin Notes) |

Notes

Record: 14« [10f 1 » search

6. The user will be prompted with several warnings. The first will ask the user if they are sure the
user wants to continue. If ‘No’ is selected, the process is stopped. Select ‘Yes'.
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Microsoft Access >

You are about to run an append query that will medify data in your table.

Are you sure you want to run this type of action query?
For information on turning off confirmation messages for document deletions, click Help.

Yes Mo Help

7. The next warning will show you how many records will be copied to the Obsoleted Archive. If
this number of rows is not correct, select ‘No’ and investigate why. If there is no reason that the
number of rows is incorrect, contact the Database’s Controller. If the number of rows is correct
or you find out they are correct after investigating, select ‘Yes'.

Microsoft Access X

You are about to append 0 row(s).

Once you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to append the selected rows?

Yes Mo

8. The next warning will state that the user is deleting the QAPP or SOP record from the Active

table. Select 'Yes'. Failure to do so will result in a duplicate record being produced. If a duplicate
record occurs, contact the database’s controller to remove the duplication.
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Microsoft Access

You are about to run a delete query that will modify data in your table.

Are you sure you want to run this type of action query?
For information on how to prevent this message from displaying every time you run an action query, click Help.

Yes Mo Help

9. The Final warning will notify the user how many rows will be deleted from the other tab. If this
number does not match the number of rows moved, contact the Database Controller.

Microsoft Access ot

You are about to delete 0 row(s) from the specified table.

Once you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to delete the selected records?

Yes Mo

10. Confirm that the Obsoleted QAPP or SOP can be located under the Obsoleted QAPPs or
Obsoleted SOPs tab.

11. Confirm that the Obsoleted document is no longer in the QAPP or SOP tab.

5.4 Running a Report in the QAPP and SOP Tracking Database

To run a report:

1. From the main menu, select the QAPP or SOP Tab.
2. Select a desired report on the left side of the screen. Reports will always be dark blue buttons.
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EY QAPP and SOP Tracking Database : Database- C:\Users\jbpope\Downloads\QAPP and SOP Tracking Database.accdb (Access 2007 - 2016 file format) - Access

=] Navigation Form < ‘

—] QAPP and SOP Tracking Database

M SOPs  Obsolete QAPPs Obsolete SOPs

.
QAPP Tracking S

EPA Approved List

Document ID Revision Number ‘

Intial Date Submitted to EPA ‘
2/18/2019Tony Bedel

EPA Reviewer | O EPA Approvedz

DAQ Effective Date |

1/1/2016
‘ Date Next Review is Due ‘ ‘Dcﬂe of Last Review Comp\efedH Last Review Completed By |
9/30/2019
Ll | Revisions Required (If Yes, detailin Notes] |
‘ Notes
Link to File

hitps://files.nc.gov/nedeq/Air%20Quality/monitor/QAPIans/Critetia%2é6NCore _QAPP rev 1.pdf

Recordi 4 < [10f11 | » b Search

3. The Report will appear in the sub-window.
4. |If the user needs to print the report, select the print Icon beside the Report’s name in the Sub-
Window.

EY QAPP and SOP Tracking Database : Database- C:\Users\jbpope\Downloads\QAPP and SOP Tracking Database.accdb (Access 2007 - 2016 file format) - Access — X

[55] Navigation Form X ‘

—] QAPP and SOP Tracking Database

M SOPs | (Obsolete QARPs | (Obsolete SOPs
— Doc

= = = C nt ID Revision Number Doc 1t Title ve Date Date
EPA Approved List is Dt

] ) 2019 4.19 Quality Management Plan (QMP) 8/2019 8/12/2020
NA 0 SO2 DRR 1/1/2017 7/14/2021
NA 2.1 Criteria 10/1/2016
NA 0 Nothampton County Background 10/3/2019 9/30/2019
NA 0.1 Near Road Monitoring Program 6/9/2020 7/9/2020
NA 0 Ozone 7/11/2019 7/11/2020
NA 2 Particulate Matter Monitoring Program 8/8/2019 7/31/2019
NA 0 Population Weighted SO2 Monitoring 9/5/2019 7/14/2021

Program (PWEI)

Friday, October 30, 2020 Page 1 0of 1
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6.0 Requesting A Change to the QAPP And SOP Tracking Database

If a change needs to be made to the QAPP And SOP Tracking Database, an email should be sent to the
Database’s Controller as well as the PPB Supervisor. Examples of possible changes that could be
suggested are a change to a report, a new feature, a new field of information, etc.

Information that should be included in the email:
e The window(s) that needs to be changed.
e Adescription of what needs to be changed and why that change needs to occur.
e Any additional information that the Database Controller may need to complete the change

Note: All Changes must be approved by the PPB Manager.

Before any change is implemented, PPB staff will be allowed to inspect the change, decide if the
change is adequate or sufficient, and if any additional changes need to be made.

Minor changes, such as adding a report or a button, will result in the current file being replaced as if
the QAPP And SOP Tracking Database had been Checked In to SharePoint (See Section 4.3).

Major changes, such as adding a feature or new field to the database table, will result in the Database
Controller renaming the previous QAPP And SOP Tracking Database on SharePoint to ‘(Obsolete EF:
YYYYMMDD) QAPP And SOP Tracking Database’ where YYYYMMDD is the day that the Database
Controller renamed the file. The Database Manager will then upload the new file with the major
changes. The new file will be named ‘QAPP And SOP Tracking Database’. This will prevent an
accidental loss of data between revisions.
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/7.0 Revision History

Significant Changes include:

e New SOP Created.
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Appendix A: Alternate Check In Procedures
Occasionally, a Microsoft update may disable SharePoint’s ability to upload the database as
explained in Section 4.3. If this occurs, the user should:

1. When the user has finished with the file, return to the SharePoint site page where the file is
stored. Select ‘See all’ at the top of the list located on the right side of the page.

+ New “ [ Send by email =J Promote 5 Page details Published 3/12/2020 Chappin, Paul is editing this page & Edit
General QAPP
Information
= All Documents ~ (D
D Name
reguirement
Correspondence

EDOs either in the ) iate e QAP ac o

Obsolete Guidance

@ 10-25-17 qapp sop summary tabl...
2 10-5-17 epa comments on 502 S...
uired to be discussed o the nt poss t: e no elcr“.“"t s.I“w dbe UT—"d, W 2019 QAPP Review for the NC De...
2. Towards the top of the screen, select ‘Upload’, and select ‘Files’.
New ~ 7T Upload ~ «” Quick edit &3 Sync HE Exportto Excel ¢+ PowerApps ~ # Automate ~ - = All Documents ~ Y
Gener Folder ation
Template
[ Name Modified Modified By - Add column
Correspondence Steger, Joette
Obsolete Guidance August 23, 2018 Steger, Joette
@ 10-25-17 gapp sop summary tablexlsx August 13, 2019 Lane, Mike J
l@  10-5-17 epa comments on 502 SOP Operat...  October 31, 2017 Evans, John
= 2019 QAPP Review for the NC Department ...  September 23, 2019 Steger, Joette
&’, Air Monitoring QAPP Guide - FINAL pdf August 23, 2018 Steger, Joette
ﬁé] Air QAPP Checklist - FINAL (Oct 2018).docx ebruary 12, 2019 Steger, Joette

3. Inthe Window that opens, navigate to the QAPP And SOP Tracking Database downloaded on
the user’s computer, and select Open. The file must have the same name as what is listed on the
SharePoint site, or SharePoint will treat the uploaded file as something new.

4. Momentarily, there will be a message stating that the file is being uploaded. Then a window will
appear stating that the file was not uploaded but asks if you would like to replace the file on
SharePoint. Select ‘Replace’.
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Progress

1 item wasn't uploaded X

QAPP and SOP Tracking.ac...

A file
Would you like to replace the

th this name already exists,

existing one?

Replace

5. Tofinish the process, find the Access file on the page you just uploaded the file to, right click or
select the three vertical dots beside the file’s name, go to ‘More’ and then select ‘check in’.

DAQ Ambient Monitoring

-

Preview
= Share @ Copy link <+ Download ]T__[ Delete - Pil Share wtomate ~ X 1 selecte
Copy link
General QAPP Information Manage access
Download
Delete N
D MName odified By + Add column
05 Draft Qutline for SOPS.docx Automate slters, Steven
Rename
E} FDEP Gaseous QAPP 2018 - approved.pdf eger, Joette
Pin to top
@ Glossary.docx Move to eger, loette
Y PeiWei 502 QAPP Checklist - completed 2... Copy o Properties
Version history Workflow
® B QAPPand SOP Tracking.accdb 12
Alert me Compliance details
= QAPP Group Review Notes.docx More Chack in
@ fqapp sop summary table.xlsx Details Discard check out

Note: Selecting ‘Discard Check Out’ will interrupt the process and revert the file uploaded back to when
the file was first checked out.

6. A window will appear asking what changes you made. Fill the box out with some amount of info
and select ‘Check in’.
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Check in QAPP and SOP Tracking.accdb

Comment

This was a demo. Mo things were changed.

The file is now ready to be checked out and changed by someone else. Download the database
again and ensure that changes were uploaded. If changes were not uploaded by SharePoint,
contact the Database Controller.

Delete the copies of the database off the user’s computer so that users are not confused by the
older file next time the database is checked out.
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Appendix B: Assigning a Document 1D
To Assign a Document ID to a new QAPP or SOP:

1. Sign into Microsoft Teams.
2. Click on the Teams Button.

Q Search State of North Carolina ~ A
a 33 o s . . = -
oo Teams Y General Posts Files Wiki Meeting Notes SharePoint Home Page  DAQ - Projects and Pr...  + KO O Meet
Your teams. + New v T Upload v 3 Sync @ Copy link L Download —+ Add cloud storage 8 Open in SharePoint = All Documents
B DAQ - Projects and Procedures Branch e
P-4 General
General
2020 Network Assessment [ Namev Modified v/ Modified By v
Air Toxics and MET
APTI 470 Draft Slides August 6 Steger, Joette
Carbon Monoxide
Calendar Data Review Data Validation June 22 Steger, Joette
4 News and Team Building
IBEAM Training Documentation Proposal April 20 Steger, Joette
Nitrogen Dioxide 9 P P 9
Ozone Miscellaneous June 22 Steger, Joette
Particulate Matter
QAPP Development Policy Memos June 5 Steger, Joette
Special Project Monitors PPB Meeting Notes April 22 Steger, Joette
Sulfur Dioxide
TSA Response 2019 Training Plans and SOPs October 13 Steger, Joette
1 hidden channel N
Ambient Monitoring Coffee Break log.xlsx May 8 Steger, Joette
B> DEQ SharePoint Site Owners N
- @ Ambient Training Checklist version 2 Roger ... August 24 Steger, Joette
#% DAQ- IT Steering Committee (ITSC .. Y
e 9 (7sQ) DAQ Doument ID Builderxlsx 5 days ago Walters, Steven
General
Digital Documents @3 Docusign How 2-draft version 2.docx July 20 Steger, Joette
Teams Squared Y q
@2 Draft for Monitoring Objective and Project ...~ March 29 Steger, Joette
&' Join or create a team 3 BY  Envista Edit Codes Orderxlsx July 22 Steger, Joette

3. Inthe list to the right of the screen called ‘Your List’, find ‘DAQ — Projects and Procedures
Branch’ and select the ‘General’ subgroup.



Activity

Teams

Your teams

DAQ - Projects and Procedures Branch

2020 Network Assessment
Air Toxics and MET
Carbon Monoxide

Data Review

News and Team Building
Nitrogen Dioxide
Ozone

Particulate Matter
QAPP Development
Special Project Monitors
Sulfur Dioxide

TSA Response 2019

1 hidden channel

DEQ SharePoint Site Owners

DAQ - IT Steering Committee (ITSC)

General
Digital Documents

Teams Squared

Q Search
General Pposts Files Wiki Meeting Notes SharePoint Home Page  DAQ - Projects and Pr...  +
+ New v T Up\oad_V 23 Sync @ Copy link L Download =+ Add cloud storage
General
[ Namev Modified \ Modified By +/
APTI 470 Draft Slides August 6 Steger, Joette
Data Validation June 22 Steger, Joette
IBEAM Training Documentation Proposal April 20 Steger, Joette
Miscellaneous June 22 Steger, Joette
Policy Memos June 5 Steger, Joette
PPB Meeting Notes April 22 Steger, Joette
Training Plans and SOPs October 13 Steger, Joette
B Ambient Monitoring Coffee Break log xlsx May 8 Steger, Joette
Ambient Training Checklist version 2 Roger ...  August 24 Steger, Joette
B9 DAQ Doument ID Builder.xisx 5 days ago Walters, Steven
5 Docusign How 2-draft version 2.docx July 20 Steger, Joette
| Draft for Monitoring Objective and Project .. March 29 Steger, Joette
B9 Envista Edit Codes Orderxlsx July 22 Steger, Joette
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State of North Carolina -

Gt Meet

& O

& Open in SharePoint = All Documents

Teams

Your teams

DAQ - Projects and Procedures Branch

General

2020 Network Assessment
Air Toxics and MET
Carbon Monoxide

Data Review

News and Team Building
Nitrogen Dioxide
Ozone

Particulate Matter
QAPP Development
Spedial Project Monitors
Sulfur Dioxide

TSA Response 2019

1 hidden channel

DEQ SharePoint Site Owners

DAQ - IT Steering Committee (ITSC)
General
Digital Documents

Teams Squared

&

& Join or create a team

Q Search

+ New v T Up\oad_v 23 Sync @ Copy link
General
[ Namev Modified
APTI 470 Draft Slides August 6
Data Validation June 22
IBEAM Training Documentation Proposal April 20
Miscellaneous June 22
Policy Memos June 5
PPB Meeting Notes April 22
Training Plans and SOPs October 13
B9 Ambient Monitoring Coffee Break log.xlsx May 8
Ambient Training Checklist version 2 Roger ... August 24
B9  DAQDoument ID Builder.xisx 5 days ago
(E] Docusign How 2-draft version 2.docx July 20
Draft for Monitoring Objective and Project .. March 29
B89 Envista Edit Codes Orderxlsx July 22

General Post Wiki Meeting Notes SharePoint Home Page  DAQ - Projects and Pr... +

L Download -+ Add cloud storage

Modified By

Steger, Joette

Steger, Joette

Steger, Joette

Steger, Joette

Steger, Joette

Steger, Joette

Steger, Joette

Steger, Joette

Steger, Joette

Walters, Steven

Steger, Joette

Steger, Joette

Steger, Joette

State of North

& O

St Meet

& Open in SharePoint = All Documents

5.

Find the file named ‘DAQ Document ID Builder’ and select it. See example screenshot.



DAQ-014-002.5
Revision No. 0
December 1st, 2020
Page 28 of 31

Q Search State of North

Teams Y General Posts Files Wiki Meeting Notes SharePoint Home Page  DAQ - Projects and Pr... + OO G Meet v
Vour teams + New Vv T Upload v 23 Sync @ Copy link L Download =+ Add cloud storage & Open in SharePoint = All Documents ™
% DAQ- Projects and Procedures Branch ~ +++
General
General
2020 Network Assessment [ Namev Modified Modified By v/
Air Toxics and MET
APTI 470 Draft Slides August 6 Steger, Joette
Carbon Monoxide
Data Review Data Validation June 22 Steger, Joette
News and Team Building
Nitrogen Dioxide IBEAM Training Documentation Proposal April 20 Steger, Joette
Ozone Miscellaneous June 22 Steger, Joette
Particulate Matter
QAPP Development Policy Memos June 5 Steger, Joette
Special P 't Monit 5
pecial Froject Wionitors PPB Meeting Notes April 22 Steger, Joette
Sulfur Dioxide
TSA Response 2019 Training Plans and SOPs October 13 Steger, Joette
1 hidden channel N
Ambient Monitoring Coffee Break log.xlsx May 8 Steger, Joette
B> DEQ SharePoint Site Owners
- Ambient Training Checklist version 2 Roger ... August 24 Steger, Joette
8 DAQ- IT Steering Committee (ITSC)
= DAQ Doument ID Builde 5 days ago Walters, Steven
General
Digital Documents Docusign How 2-draft version 2.docx July 20 Steger, Joette
T St d
eams Squares Draft for Monitoring Objective and Project ... March 29 Steger, Joette
& Join or create a team & Envista Edit Codes Orderxlsx July 22 Steger, Joette

PAQDoument1D Bullderxisx Q bl

File  Home Insert  Formulas ~ Data  Review  View  Help Openin DesktopApp @ Tellmewhatyouwanttodo | ¢ Editing v 1 Comments | | [Z Conversation | *+ | | Close
ov B - @ 2.
K12 vk
A B c D E F G H 1 J K L M N o
1 Department Category Subject User -
2 Format DAQ XX XXX X Doument ID Builder
3 Examples: QAPP Instrument ECB Division Category Subject User
4 SOP  Specific Document ~ Operator DAQ [
5 Record Group etc
6 Document Number
7 Division Category Subject User
8 To determine what a code would be, select from the drop down boxes DAQ i« #N/A i« #N/A
9 in the SOP ID Builder. (The dropdown box for subject may need you to scroll up) [ Final |
10 ! #N/A |
11 Toadd a document, select the lookup tab, find the appropiate category in the
12| blue graph.

& 1D Builder( |+

Calculation Mode: Automatic _ Workbook Statistics - Help Improve Office — 100% +

7. Determine which group the new QAPP or SOP should belong to using the green box.




-
Teams.

.
Teams.
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DAQ Doument ID Builder.xisx Q Search tate of North Carolina v

File Home  Insert  Formulas  Data  Review  View  Help Open in Desktop App Q Tell me what youwanttodo | ¢ Editing v [J Comments | [FConversation ~ *+ | Close
ov v v B Dy v A Sv it B (G o $- % § B B B B 5o v o
S6 v

A B c D E F G H J K L M

1 Category INumber User Number Table 1 Table 2 Table 3 Table 4 A
2 QAPP 01

5 NetworkAssessmentAndReview |02 ECB .1

4 AirToxics 03 (Operator |2

5 G d 04 Cordin: .3

6 | 05 LAB 4

7 Lead 06 RCO .5

8 MET 07

9 Nitr Dioxit Ox 08

10 iteriaMoni 09

77 Ozone 10

12 i 11

13 ioxi 12

14 i itori i 13

15 14

16 GeneralQuali 15

17 Forms 16

18

19

20

21

22

23

24

25

26

27

28

29

30 v

< >
AIDBuilder Lookup +
Calculation Mode: Automatic ~ Workbook Statistics v Help Improve Office — 100% +

8. Scroll to the right until the appropriate column in the blue box is found

9. Enter the name of the new QAPP or SOP in the first available blank spot of the appropriate
column

10. Select the ‘ID Builder’ tab at the bottom of the page

PAQDoument1D Bullderxisx Q il

File Home  Insert  Formulas  Data  Review  View  Help Open in Desktop App Q Tell mewhat youwanttodo | ¢ Editing v [J Comments | [FConversation ~ *+ | Close

o b v B EvovAv Evh B fows o $v % 8 BY By By Bv I o oo
6 vk
A B c D E F G H J K L M
1 category Number User Number Table 1 Table 2 Table 3 Table 4 A
> aapp o1
3 iew 02 ECB 1
4 AirToxics 03 Operator_|.2
5 o i o4 [Cordinator[.3
6 [ 05 LAB 4
7 Lead 06 RCO 5
3 MET 07
9 NitrogenDioxideAndNOx 08
10 iteriaMoni 09
11 [Ozone 10
12 Parti 11
13 ioxi 12
14 ] itoringEquipmen| 13
15 14
16 GeneralQuali 15
17 Forms 16
18
19
20
21
2
23
2%
25
2
27
28
29
30 v
< >

A1D Builder )Lookup +

Calculation Mode: Automatic ~ Workbook Statistics ~ Help Improve Office — 100% +

11. Use the dropdown boxes to build the Document’s ID
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Doument ID Builder
Division Category Subject User _
[Daq [sulfurDioxide 43i/43i-TLE |operator |~
Document Number
Division Category Subject User
DAQ 12 001 2
Final
DAQ-12-001.2

12. Copy the ID from the field ‘Final’ and place it into the appropriate field in the QAPP and SOP

Tracking Database
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Appendix C: Adding QAPPs and SOPs to the Document Review Record
e Adding a new Document to the Document Review Record

1.

2.
3.
4

6.
7.
8.

Sign into SharePoint and Locate the Document Review Record.

Select the ‘Document Review Record’ excel file.

Copy the Template Table

Select the correct Document group tab. The naming format of each tab would be
DAQ-XX where XX is the group number assigned by the Document ID builder.
Scroll to the right until the end of the spreadsheet and paste the Template Table
into the correct Tab’s spreadsheet. If the document being reviewed is not the next
numerical ID number, find the location that the document should be at, insert
columns until there is enough room, and paste the Template in that location
instead.

In the Name Field, enter the Document’s Name

In the Revision Field, enter the Document’s Revision number

In the Effective Date, enter the Date that the Document was first put into service.

Note: If the Document being added is a new Revision instead of a new type of Document, instead clear

the Revision Field, the Effective Date Field, and any older reviewed on dates as well as signatures. Put in
the new Revision number and the new effective date. Older Revision Review Dates will be preserved by
the PDF that was requested from management.
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