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1. PURPOSE 

The purpose of this Standard Work Instruction is to describe the steps required to create a Quality 
Notification in SNC and view Open and Closed QNs in SNC. 

Quality Notifications (QNs) offer a platform for quality collaboration between suppliers and their 
customers. Suppliers can use Quality Notifications to provide details about defects observed in 
manufactured or subcontracted materials.  

The QN is an indication to the customer that certain actions and reviews need to take place in regard to 
the defect prior to shipment. The QN contains detailed information about the defective occurrence based 
on predefined codes, such as defect code types that describe the nature of the defect, as well as an 
attachment template in which the supplier provides further details, such as root cause and corrective 
action.  

The customer, COLLINS, provides a final disposition. Depending on the nature of the final disposition, 
actions to resolve the defect may be the responsibility of the supplier or customer. 

1.1. Pre-requisites 

User must have the Quality Notifications specialty permission. 
 

2. CREATE QUALITY NOTIFICATION 

2.1. Create Quality Notification 

In Quick Links, click Quality Notifications. 

Title Document ID  

Create and Review 

Quality Notifications 

Version 3.2 

Last Revised Date 1/2/25 

Last Revised By:  Thomas Bianchi 

Last Rev Description: 
Updated format, and 
defect code information 
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Click Quality -> Create Quality Notification 

 
 

Click on the “New” Button. 

 
 

Click Yes. 
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Select the priority of this QN. Only select “Very High” for AoG or line stop. 

 
 
Supplier must enter an End Date. Note: on average it takes 30 days for a QN to process 
through closure. Please select a realistic End Date. Selecting a date prior to the Start 
Date will make the QN fail.  The end date must be a date in the future. 

 
 
Enter a short text description for the overall QN 

 
 
If QN is against a Purchase Order, enter the document number in the field: PO No. A PO number is not 
required, but is recommended. Leave this field blank if QN is against a Scheduling Agreement. 
 
To search for the PO, click the icon on the right of the field.  
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Search Criteria box will appear.  Enter criteria to narrow your query or click “Search” to 
pull all POs. 

 
 

A list of POs is displayed. Double-click the icon on the left of the PO.  

 
 
The PO number and line item number are carried over in ‘Reference Documents’, and 
Product and Product Description are automatically populated.  
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Input the Complaint Quantity. This is total number of nonconforming pieces. 

 
 
Click the ‘Unit of Measure’ (UoM) field.  

 
 
A dialog box appears. Double-click the appropriate UoM. 

 
 

Note:  Do not enter information in the following fields:  Customer Batch, Supplier 
Batch and Serial Number. Include this information in the QN template (covered during 
Upload Attachments). If information is populated in these fields, it will cause the QN to fail 
when transferring into COLLINS SAP system. 

 
Select the ‘Code Group’ field. Click the square prompt on the right. The total number of 
Defect Items should match the total number of line items that is submitted on the QN 
excel template (i.e. if you have two line items, the Defect Items should be two line items). 

 

 
 

Enter search criteria and/or click “Search”. 
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Double-click the appropriate Code Group.  
 
 

 
 
Note:  User shall not select any defect code labeled as DCERI.  These codes are no 
longer being used by Collins and if selected will cause the QN fail converting into 
Collins SAP system.  The descriptions of these code state to “DO NOT USE”. 
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The selected Code Group is carried over. The Defect Code Type is auto populated as 
well as Code Group Description. 

 
 
Enter a short description (<30 character) for each line-item defect listed. Enter the 
Blueprint location in this Description field.  

 
 
 
Enter the number of defects for the Defect Code Group type. The Number of Defects is 
the total number of Defective Pieces for that line item (i.e. if you have 3 nonconforming 
pieces, it should be 3 pieces, not 1 since its one line item).  Add additional defect line 
items in this table as necessary.  

 
 

Scroll back up to the top of the screen, and click the Subject tab. 

 
 

Enter a ‘Reason’. 
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Additional long text notes can be documented in the New Note field. (This is not a 
required field). Use this field when updating a QN after it is open to document changes. 

 
 

Click the Locations tab.  

 
Ensure a ship-from location is populated.  If it is not populated, click on the square box to 
the right of the field and select the appropriate vendor code. 

 
 

Once you are satisfied with the content of the QN, select “Publish”. 
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Click “Yes”. 

 
Verify that the QN has been published successfully. 

 
 

2.2. Upload Attachments 

Once the QN has been published, you’ll need to upload the following attachments: 
 
1. QN Attachment Template (excel file) – Available under Power & Controls 

Global Operations Quality Specifications page, this document is required to 
provide further details of the non-conformance.  

Location of Document:  Help & Training > Forms and Documents > Under Power and 
Controls and Global Operations select Quality Specifications & Forms > QN Template is 
located under the Quality Forms and Documents section of the page.  See below. 
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2. Attach any other objective evidence necessary (i.e. photos, certs, etc) 
 

To initiate the upload process, click “Upload Attachment”.  
 
Note: it could take up to 5 minutes for the QN to process from the portal to the internal 
system. During this processing time, the Upload Attachment button will not work, and you 
will receive an error message to “Wait 5 Minutes.” 
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Click “Choose File”. 

 
Select the QN Template that you’ve filled out and click open. 

 
 
Enter a short description of the uploaded document. 
 

 
 
Select “Upload”. 
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Once a success message appears, click OK. 

 
The QN will undergo review by COLLINS. When the QN has a final disposition, the QN 
status will be updated to Completed. NEW means Open, COMPLETED means Closed. 
 

2.3. Change a Quality Notification 

A published Quality Notification can be changed if needed. Navigate to the QN and click 
the “Change” button 
 

 
 
In the Change field, you can only add additional line items. If you need to change QN 
quantity or adding information to a line item, update the QN template and send an email 
to hscad@collins.com.  
 

3. REVIEW STATUS OF QUALITY NOTIFICATIONS 

3.1. Quality Notifications Overview 

The Quality Notifications Overview allows you to setup a query to show your QNs, and filter on either New 
or Completed, or show all historical QNs that you’ve submitted. 
 
Click Quality -> Quality Notification Overview. 

mailto:hscad@collins.com
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Select “Define New Query” 

 
 
In the Define New Query screen, on Step 1: Select Object Type, click “Next”. 

 
 
In Step 2: Maintain Criteria, you can either customer your query or scroll to the bottom 
and select “Next”. 

 

 
 
 

In Step 3: Finish, type a query name in ‘Enter Query Description’, then click “Finish”. 
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You can now click the “Show Quick Criteria Maintenance” button. 

 
Once clicked, Quick Criteria Maintenance expands to allow you to add additional filters to 
the query that you created. 
 
Click the icon adjacent to Quality Notification Status. 

 
 

A dialog box appears with 5 choices for Quality Notification Status. The three most 
common are DV – Draft (when you saved but not Published a QN), NW – New (any open 
QN), and CP – completed (closed QN) 
 
Double click a status to apply it as a filter. 
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Click “Apply” to run the query. 

 
 
If filters are already applied, the screen can be refreshed by scrolling to the bottom right 
and clicking refresh. 

 
 

3.1.1  View Closed QNs 

Filter Quality Notification Status to CP (Complete) and click Apply. 
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The query results will update to show all closed QNs. Click the ‘QN No.’ of one of the 
QNs to review the details. 

 
 

On the Quality Notification Details Screen, the status is ‘Completed’.  

 
 
Supplier can review the details of the final disposition in the official COLLINS document 
that is attached to the QN. Select “Download Attachment”. 

 
 
A dialog box appears. Double-click the document you wish to review. 
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Review the details/instructions of the final disposition. 

 
 

3.2. Quality Notification Details 

If you know the QN number, you can skip the overview screen and look up the QN in 
Quality Notification Details. 
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Type the QN No., and click Go. 

 
 
This will open the QN details for that specific QN. You can Change any open QN from the 
Quality Notification Details screen by clicking on the Change button or click on Download 
Attachment to view a closed QN disposition. 
 

 
 

 


