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INTRODUCTION TO ENABLON



| 1 INTRODUCTION TO ENABLON

About Enablon

• Manage Mondelēz quality auditing process;

• Record and track Audit and Action Plans until completion;

• Ensure Root Cause Analysis and Efficiency Verification;

• Manage sites and auditors' non-availabilities

Enablon is a web-based tool used by Mondelēz for managing Audits and Action Plans, streamlining the tracking of compliance and the execution of corrective and 
preventive actions (CAPA). The platform provides tools to organize, monitor, and validate activities related to risk management, regulatory compliance, and continuous 
improvement, ensuring that processes align with the Corporate Quality Audit Policy

?

• Ensures compliance with Quality Policy requirements;

• Maintains global consistency in auditing processes;

• Reduces manual workload by replacing (partially or completely, depending on the 
process) Excel and other offline solutions;

• Provides automated email notifications and reminders for auditors and auditees;

• Allows uploading Excel templates to auto-populate audit questionnaires in the 
system;

• Enables direct linking of CAPAs to audit findings;

• Automates the CAPA approval process;

• Facilitates tracking, reporting, and task completion to prevent recurring issues.

Target Benefits
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| 2 ENABLON MODULES, ROLES & PERMISSIONS

1 modules 1

Enablon’s platform features two key modules: Audit and Action Plan, each offering tools to organize, monitor, and validate related activities, ensuring that processes align 
with the Corporate Quality Audit Policy. By integrating these modules, Mondelēz can efficiently track progress, maintain consistency across sites, and improve decision-
making through centralized data management

?

• The Audit Module provides complete management of the audit lifecycle, covering 

planning, execution, and reporting;

• It enables users to create and schedule assessments and self-assessments, handle 

non-availabilities, document and monitor findings, as well as generate reports 

automatically through Power BI integration;

• This module ensures a structured process to maintain compliance with internal 

policies and regulatory requirements;

• It streamlines the audit workflow with features such as automated reminders, 

notifications, and integrated tracking of all audit activities.

• The Action Plan Module is designed to streamline the follow-up process for audit 

findings and other identified issues;

• It allows users to efficiently create, assign, and monitor CAPAs, ensuring that each 

action is directly linked to specific audit findings;

• The module tracks progress, automates the approval process, and provides automated 

reminders to the responsible parties;

• This ensures all actions are completed and properly documented to maintain 

accountability and prevent recurring issues.

Audit Module Action Plan Module
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1

Roles and permissions define the levels of access and control users have within the system. Each role is assigned specific permissions that determine what actions a user 
can perform within each stage of the module workflow, such as viewing, editing, submitting, or approving content. This structure ensures that users have the appropriate 
access based on their responsibilities, maintaining both security and efficient workflow management

?

1 Action plan Roles & permissions

Action Plan Module – Permissions by Role

Enablon Role MDLZ Role

Action Plan Stages

Draft Validation Do Action
Verification of 
Effectiveness

Closed or Archived

Contributor Plant Employee Edit View Only Edit – if assigned View Only View Only

Verifier BU Quality Director Edit Edit View Only View Only View Only

Verifier Anyone assigned as ‘Verifier’ in the Action Plan Edit View Only Edit – if assigned Edit – if assigned View Only

Auditor Lead Audito Edit Edit View only View only View only



| 2 ENABLON MODULES, ROLES & PERMISSIONS

1

Action Plan Module – Actions by Role

1 Action plan Roles & permissions

Enablon Role MDLZ Role Actions

Contributor Plant Employee

In the ‘Draft’ stage:

• Create and update an Action Plan Draft

• Submit the Action Plan for validation

In the ‘Do Action’ stage, only for the Action Plans where assigned as owner or team member:

• Document actions progress and completion 

• Submit the Action Plan for validation (IM) or verification of effectiveness (EM)

Verifier BU Quality Director

In the ‘Verification (BU Quality Director)’ stage:

• Review the Action Plan

• Approve, reject or discard the Action Plan Draft

Verifier Anyone assigned as ‘Verifier’ in the Action Plan

In the ‘Verification of Effectiveness’ stage, only for the Action Plans where assigned as verifier:

• Document actions effectiveness over time

• Archive or reject the Action Plan

Auditor Lead Auditor

In the ‘Verification (Lead Auditor)’ stage:

• Review the Action Plan

• Approve, reject or discard the Action Plan Draft
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| 3 BASIC ENABLON NAVIGATION

1 access 1 1

Enablon link: https://mondelez-az.us.enablon.io/mdlz/

Click on ‘PINGFED’ to login using your 
MDLZ credentialsa

a

b
Enter your BP Account (with the 
@mdlzpartner.com domain), password 
and press Sign On.B

B

B

B

https://mondelez-az.us.enablon.io/mdlz/


| 3 BASIC ENABLON NAVIGATION

1 1 Basic navigation 1

header1

Global filter bar2

workspace3

Main menu4

Every Enablon page includes four key components in its interface to streamline navigation throughout the platform efficiently

4

1

2

3



| 3 BASIC ENABLON NAVIGATION

header1

1 1 Basic navigation 1

The Header is a banner located at the top of the interface that indicates your current location within the site and provides access to the More Options menu and the 
Information panel?

Display of your current location within 
the site. For users with multi-profile 
accounts, it also displays the current role 
(permission group) in use

a

Allows the user to add the currently 
displayed page to favorites, change its 
display mode, export, and import 
information

b

Gives general information about the 
currently displayed pagec

a cb



| 3 BASIC ENABLON NAVIGATION

Global filter bar2

1 1 Basic navigation 1

Enables users to navigate to local site 
workspacesa

When a list of records is displayed, users 
can filter the list based on one or multiple 
general criteria. The ‘Filter By…’ option 
will only appear if the records have 
criteria that can be filtered

b

Allows users to perform a detailed search 
of records on the current page based on 
multiple criteria. This is different to the 
‘Global Search’ option available from the 
Main Menu

c

The Global Filter Bar allow users to navigate to site workspaces, filter record lists, and perform a in depth page search?

a b c

The Global Filter Bar is not available when viewing Dashboard Walls. Additionally, certain options may not be 
displayed on specific pages, depending on the context or the type of content being accessed!



| 3 BASIC ENABLON NAVIGATION

workspace3

1 1 Basic navigation 1

The Workspace is the area of the page that displays its content. If there are too many results, they will not be displayed; the user should filter them using the Global Filter 
Bar?

Scroll vertically and horizontally on the page to 
view all its contents
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1 1 Basic navigation 1

Main menu4

The Main Menu is located on the left side of the Enablon website and remains static as you navigate the interface. It provides access to the modules, as well as 
to favorites, workspaces, dashboards, reports, global search, help, and account information?

a
HOME

Clicking on this icon directs the user to the Home page, which displays report dashboards based on the user’s configuration

saved

Clicking on this icon displays the user’s favorites and recently visited pages. The Saved drawer includes two tabs:

Pages – This tab displays a list of links to your favorite pages, which are bookmarked by selecting ‘Add to Favorites’ in the More Options 

menu. The list is shown in the order the pages were added, and you can remove favorites by hovering your mouse over them and clicking the 

X icon

History – This tab shows a list of all recently visited pages, with the most recent at the top. If you revisit a page already listed in the History 

tab, it will not be moved to the top
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1 1 Basic navigation 1

Main menu4

a

workplace

Clicking on this icon displays a list of your recently visited local site workspaces (if any) along with an option to search for a specific local site
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1 1 Basic navigation 1

Main menu4

a

apps

Clicking on this icon opens a list of the modules

When you select a specific module (Action Plan in this example), a menu appears beneath the module's name. This menu includes the relevant sections and pages 
associated with the selected module

Features of the Apps drawer include:

 An Application Switcher dropdown list at the top of the Apps 

drawer. This enables users to navigate between Enablon 

applications/modules 

The ability to pin/hide the menu by clicking on ‘Hide Menu’ in 

bottom of the Apps drawer
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1 1 Basic navigation 1

Main menu4

reports

Clicking on this icon gives access to the Report Library for each module

search

Clicking on this icon opens the Global Search bar. Type in at least 4 characters to find items across the Platform
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1 1 Basic navigation 1

Main menu4

account

Clicking on this icon opens your Account menu. It includes:

My Profile – Links to your My Profile page, where you can view and edit your login information and other account details

Profile – Allows users with a multi-profile account to view the profile they are currently using and easily switch between profiles

Smart View (off/on) – Enables you to toggle Smart View on or off. When activated, it displays a dashboard with a list of smart cards upon 

opening an application, instead of the default dashboard showing reports

About this Software – Displays the current version of the site

Sign Out – Logs you out entirely from the Enablon platform, closing the current application and any other Enablon applications you have open



| 3 BASIC ENABLON NAVIGATION

1 1 1 icons

Eye Icon (View Details) 

Pen Icon (Edit) 

Cloud with Down Arrow Icon (Export) 

Cloud with Up Arrow Icon (Import) 

Magnifying Glass Icon (Select Values for field)  

Calendar Icon (Select date)  

Approved Icon 

Paper Clip Icon (Upload a new file to field attachments)

This list includes some of the most used icons for navigation
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| 4 USEFUL ENABLON FEATURES

It’s useful for plants to save the Assessment Results and Action Plans pages to their favorites for quick access, avoiding the need to follow all the steps to get to them

To add these page to your favorites:

?

1 favorites

On the header of these pages, click on the 3 dots icon (…)1

Click on “Add to favorites” on the dropdown menu that will be displayed2

2

1

1



| 4 USEFUL ENABLON FEATURES

To access your favorites:

Click on “Saved” on the Main Menu located on the left side of 
the website. There, your favorite pages will be displayed1

1

1 favorites 1



| 4 USEFUL ENABLON FEATURES

1 1 FILTERS

As explained in Chapter 3, the filter bar allows users to perform a detailed search of records on the current page based on multiple criteria. This is different to the ‘Global 
Search’ option available from the Main Menu – it will only filter the results displayed on the given page, not across the whole website. To exemplify this feature, you will 
learn how to filter Action Plans by Assessment

On the Filter Bar (bellow the header of the page), click on the 
magnifying glass icon to display the filter’s criteria1

1



| 4 USEFUL ENABLON FEATURES

1 1 FILTERS

Click on Advanced Search to expand the filters 
criteria2

Scroll down to ‘Assessment’, then click on the 
magnifying glass icon3

2

3
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1 1 FILTERS

Click on ‘Search’4

The Assessment pop-up page will be displayed
4



| 4 USEFUL ENABLON FEATURES

1 1 FILTERS

Enter the Assessment Name on the ‘Name’ field. When you don’t have 
the exact name for the Assessment, you can change the option from  
“Starts with” to “Contains” and enter the Plant Name

5

Click on ‘Search’ to display the filter results6

5

6
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1 1 FILTERS

Select the desired assessment by marking the checkbox7

A list of results matching the filter criteria will be displayed

Click on “+ Add the 1 Select Item”8

7

8
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1 1 FILTERS

Click on “Search” to apply the filter 
criteria9

The selected Assessment will then be 
displayed in the “Assessment” field

9
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PROCESS OVERVIEW



STATEMENT 
LAYOUTS 
FOLLOW

Draft

| 5.1 PROCESS OVERVIEW

process workflow

Approved

Plant receives an email 
notification on the launch date

Plant fill out and submit the 
questionnaires



Accessing a qsi questionnaire5.2.1

Filling out a qsi questionnaire5.2.2

Chapter 5.2

DOCUMENTING QSI – 

FILLING OUT QSI QUESTIONNAIRES

*Click on the chapter name to be redirected to it
*Click on the         icon to be redirected to the table of contents



| 5.2.1 ACCESSING A QSI QUESTIONNAIRE

An email notification will be received by the Quality Manager/CAPA Coordinator on the self assessment start date

Click on the link. It directly redirects you to the 
assessment page. Then follow steps 3 and 4 to 

access the questionnaire page

Email 
notification OR



| 5.2.1 ACCESSING A QSI QUESTIONNAIRE

On the Enablon home page

OR
Go to ‘Assessment 
Results’1

On ‘Apps’ or ‘Application Switcher’, select 
‘Audit’b

Click on ‘Apps’a

Click on ‘Assessment Results’d

Click on ‘Follow Up’c

a

b

d

c



| 5.2.1 ACCESSING A QSI QUESTIONNAIRE

OR
Select the desired 
assessment2

The Assessment Results page will be displayed. It contains all assessments related to the user

Click on the eye icon to select the desired 
assessment



| 5.2.1 ACCESSING A QSI QUESTIONNAIRE

OR
Go to 
‘questionnAiRes’3

A page with general information about the selected assessment will be displayed

a
Click on ‘Questionnaires’bScroll down to ‘Findings’a

a
b



| 5.2.1 ACCESSING A QSI QUESTIONNAIRE

OR
Select the desired 
questionnaire4

A list of all the questionnaires related to the assessment will be displayed

Click on the pen icon to answer the 
desired questionnaire



| 5.2.2 FILLING OUT A QSI QUESTIONNAIRE

OR
Questionnaire 
Page

How to answer the questionnaires
How to answer the last questionnaire

(attach qsi form)

Display Comments - Click on ‘Display Comments’ to make the 
‘Comments on Answer’ field visibleb

Comments on Answer – Answer the question in this fieldc

Answer – Select ‘Information written in Comments on Answer’ or 
one of the options available (depending on the question)a

Submit – Click on ‘Submit’ after answering all questions of the 
questionnaire Da

c

b

d

1
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OR
Questionnaire 
Page

How to answer the questionnaires
How to answer the last questionnaire

(attach qsi form)

Display Attachments - Click on ‘Display Comments’ to make the 
‘Attachments’ field visibleb

Attachments– Click on the paper clip icon to attach the QSI Excel form 
and all materials requested in the notification email c

Answer – Select ‘Not Applicable’ a

Submit – Click on ‘Submit’ after attaching all required filesD
a

c

b

d

1
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OR
Questionnaire 
Page

How to answer the questionnaires
How to answer the last questionnaire

(attach qsi form) 1 DEADLINES

Quality System Information Deadlines in Enablon

Start Date Submission Limit Date End Date

18 days before the audit start date 11 days before the audit start date 1 day after the audit end date
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| 6.1 PROCESS OVERVIEW

process workflow 1 1

Draft Validation
BU Quality Director

Validation
Lead Auditor

Do Action

ArchivedDeclined

Verification of
Effectiveness

The QCMS Action Plans process operates through five stages: ‘Draft’, ‘Validation (BU Quality Director)’, ‘Validation (Lead Auditor)’, ‘Do Action’, and ‘Verification of Effectiveness’ 
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1 about stages 1

Draft

Validation
(BU Quality 
Director)

Validation
(Lead Auditor) Do Action

Verification of 
Effectiveness

Stage Owner 

BU Quality Director

Stage Actions

• Review the Action Plan 
Draft

• Approve, reject or discard 
the Action Plan Draft

Stage Chapter             6.4

Stage Owner 

Draft raiser & assigned Action 
Plan owner

Stage Actions

• Create or update the 
Action Plan Draft

• Submit the Action Plan 
Draft for validation

Stage Chapter             6.2

Stage Owner 

Lead Auditor responsible for 
the Assessment used to create 
the Action Plan Draft

Stage Actions

• Review the Action Plan 
Draft 

• Approve, reject or discard 
the Action Plan Draft

Stage Owner 

Assigned Action Plan owner & 
team members

Stage Actions

• Document actions progress 
and completion

• Add evidences, update 
status and insert 
comments to the Action 
Plan

• Submit the Action Plan for 
verification of 
effectiveness

Stage Chapter             6.5

Stage Owner 

Assigned verifier

Stage Actions

• Document actions 
effectiveness over time

• Add evidences and insert 
comments to the Action 
Plan 

• Archive or reject the 
Action Plan

Stage Chapter             6.6



| 6.1 PROCESS OVERVIEW

1 1 Email notifications

An email notification is sent to the stage owner(s) every time the Action Plan moves to a new stage, whether it’s due to submission, approval, or rejection. When the 
notification is triggered, a message will appear in the top-right corner of the screen confirming the action?



stage overview6.2.1

Creating an action plan draft6.2.2

Chapter 6.2

DRAFT

Accessing an action plan6.2.3

*Click on the chapter name to be redirected to it
*Click on the         icon to be redirected to the table of contents



| 6.2.1 STAGE OVERVIEW

Workflow state

Stage Owner 

Draft raiser & assigned Action 
Plan owner

Stage Actions

• Create the Action Plan 
Draft

• Submit the Action Plan 
Draft for validation

Draft Validation
BU Quality Director

Validation
Lead Auditor

Do Action

ArchivedDeclined

Verification of
Effectiveness



Go to ‘Assessment 
Results’1

On ‘Apps’ or ‘Application Switcher’, select 
‘Audit’b

Click on ‘Apps’a

Click on ‘Assessment Results’d

Click on ‘Follow Up’c

On the Enablon home page

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

b

d

c



The Assessment Results page will be displayed. It contains all Assessment Results related to the user

Click on the eye icon to select the desired 
Assessment Results

Select the desired 
assessment results2

| 6.2.2 CREATING AN ACTION PLAN DRAFT



A page with general information about the selected Assessment Results will be displayed

a
Scroll down to ‘Findings’

Go to ‘findinGs’3

| 6.2.2 CREATING AN ACTION PLAN DRAFT



A list of all the Findings associated with the selected Assessment Results will be displayed

Click on the plus sign icon to add a new 
Action Plan to the desired Finding. It’s in 
the last column of this table, so if you are 
unable to see it, either zoom out or scroll 
to right

Add an action plan to 
the desired finding4

| 6.2.2 CREATING AN ACTION PLAN DRAFT



ROOT CAUSE ANALY1 REQUIRED fields

Although only mandatory fields (marked with * ) are required to submit an Action Plan Draft for validation, a well-structured document must be clear and comprehensive. 
It is necessary to fill in all fields described in the following sections of this chapter to minimize the risk of rejection during validation stages. Once submitted, no further 
edits can be made unless the ‘Draft’ is rejected during validation stages

?

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT



All fields in this section will be automatically filled with information from the 
Audit Module

Action plans pop-up window

1

| 6.2.2 CREATING AN ACTION PLAN DRAFT

Origin & scope ROOT CAUSE ANALY



Description of the problem - Automatically filled with information 
from the Audit Modulea

Detailed origin of the problem - Include keywords that briefly identify 
the origin of the problem. Plants should use a common list of 
keywords to facilitate future searches 

D

Repeated problem? - Select ‘Yes’ or ‘No’ to indicate whether this issue 
has occurred beforee

Automatically filled with information from the Audit Moduleb Detailed description of the problem - Automatically filled with 
information from the Audit Moduleb

Select ‘QCMS Audit’c Origin of the problem - Select ‘QCMS Audit’c

Action plans pop-up window

1

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

b

c

d

e

f

g

h

problem ROOT CAUSE ANALY



f

Section Rating - Select the Section Rating. It is set as the most critical 
finding rating among all findings from that section. The ‘Section 
Ratings Table’ contains general information about this topic

G

Issue Rating - Select the Issue Rating (same as Finding Rating). It is the 
‘Answer’ field in the ‘Origin & Scope’ section. The ‘Findings Ratings 
Table’ contains general information about this topic

H

Section Audited - Select the Audited Sectionf

Action plans pop-up window

1

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

b

c

d

e

f

g

h

problem ROOT CAUSE ANALY



Section Ratings Table

Section Rating Condition

Satisfactory No Key Drivers, only Non-Conformity are allowed

Needs Refinement At least one Key Driver Needs Refinement

Needs Improvement At least one Key Drivers Needs Improvement

Repeat Needs Improvement At least one Key Driver Repeat Needs Improvement

Immediate Attention At least one Key Driver Not Approval or Key Driver Immediate Attention

Action plans pop-up window

1

| 6.2.2 CREATING AN ACTION PLAN DRAFT

problem ROOT CAUSE ANALY



Findings Ratings Table

Finding Rating Initials Level Priority Due Date

Key Driver Immediate Attention KDIA 1 – Critical 1/A 30 Days

Key Driver Repeat Needs Improvement KDRNI 1 – Critical 1/A 30 Days

Key Driver Needs Improvement KDNI 1 – Critical 1/A 30 Days

Key Driver Needs Refinement KDNR 2 – High 2/B 90 Days

Quality Chain Issue QCI 2 – High 2/B 90 Days

Non-Conformity NC 3 – Medium 3/C 90 Days

No Impact on Rating NIR 4 – Low 4/D 90 Days

Action plans pop-up window

1 problem ROOT CAUSE ANALY

| 6.2.2 CREATING AN ACTION PLAN DRAFT



Planned Actions - Provide a description of the short-term solutions 
planned to mitigate the problema

Responsible - Indicate the person or team responsible for 
implementing the immediate correction by entering their name(s). 
This is an open text field, so you can type in any name you want (the 
person does not need to have an Enablon account)
It the finding is a QCI, you must also indicate the function of this 
person (Name/Function)

b

Action plans pop-up window

1

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

b

Immediate Correction
planned

ROOT CAUSE ANALY



Actions Taken/Completed - Provide a description of the short-term 
solutions implemented to mitigate the problema

Related Files – Click on the paper clip icon to attach files that provide 
evidence of the immediate correction actionsb

Date Completed - Enter the date when the immediate correction was 
fully implementedc

Action plans pop-up window

1

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

b

c

ROOT CAUSE ANALY
Immediate correction

actioned



Root Cause Analysis Document(s) – Click on the paper clip icon to 
attach documents that supported the root cause analysis. Include 
reports, data sheets or any other file that detail the analysis conducted

c

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

Select root Causes – This field does not need to be filled inb

Root Cause Method Used – Click on the magnifying glass icon to 
select the method used for root cause analysis. Choose the 
appropriate technique from the options provided

a

Detailed description of causes – Provide a comprehensive description 
of the factors contributing to the issue. Include all relevant details 
that explain how and why the problem occurred

d

a

b

c

d

ROOT CAUSE ANALYSIS CAPA PL



‘Action Title’ Examples:

KDNI – Section 2: Housekeeping and Hygienic Work Practices

KDNR  - Section 3: Personnel Facilities

Both ‘Finding Rating’ (Initials) and ‘Section Audited’ can be found in 
the ‘Problem’ section?

Action Title – The Action Title must provide a consistent and clear 
reference for all Action Plans. Fill it in using the Finding Rating 
(Initials) – Section Audited format

a

Action Plan ID – Automatically filled by the systemb

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

b

f

g

h

c
d

e

CAPA DESIGNATION CAPA PL



Priority – Automatically filled according to the ‘Level’ of the
findingd

Level Priority

1 – Critical 1/A

2 – High 2/B

3 – Medium 3/C

4 – Low 4/D

Type – Automatically filled as ‘Corrective’c

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

b

f

g

h

c
d

e

CAPA DESIGNATION CAPA PL



Area – This field does not need to be filled in. However, the area that 
will act on the ‘Do Action’ stage can be specifiedg

Policies/Standards – This field does not need to be filled inf

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

Categories – Automatically filled as ‘Quality & Food Safety’e

a

b

f

g

c
d

e

CAPA DESIGNATION CAPA PL

Department – This field only needs to be filled if the finding is a QCI. 
You must indicate the department of the QCI responsible, e.g.: BU, 
Specification, Food Safety & Sanitation

h
h



Start Date – Automatically filled by the system with the date of the 
‘Draft’ creation. It can be modified if necessarya

Initial Due Date – Automatically filled by the system according to the 
‘Priority’ of the finding. It can be modified if necessary. If a change is 
needed, discuss the new date with the BU Quality team. Once the 
Action Plan Draft is submitted for approval, this date cannot be 
updated without providing a detailed justification during the ‘Do 
Action’ stage

B

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

b

MILESTONE 
PLANNED

CAPA PL



Finding Rating - Priority Due Date

KDIA - 1/A 30 Days

KDRNI - 1/A 30 Days

KDNI - 1/A 30 Days

KDNR - 2/B 90 Days

QCI - 2/B 90 Days

NC - 3/C 90 Days

NIR - 4/D 90 Days

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

b

MILESTONE 
PLANNED

CAPA PL



Status – Automatically filled as ‘Scheduled’a

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

MILESTONE 
STATUS

CAPA PL



Owner – Enter your Enablon account name. For Tier 0 Copackers, the 
Enablon Account Name is the name of the plant itself + ‘EM BP 
Account’. Type in the first three letters and the name will 
automatically appear in a drop-down list

a

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

CAPA OWNER CAPA PL



Active – Automatically filled as ‘No’ in the Draft Creation stateC

Members –This will usually not be filled by Tier 0 Copackers, as you 
most likely have only one Enablon account, which is already 
indicated in the “Owner” field. However, if the owner will have 
collaborators with an Enablon account assisting in implementing the 
Action Plan, indicate them. 

A

Additional team members – Here you will indicate the name of the 
Action Plan owner and team members (who are responsible for it). 
This is an open text field, so there’s no need for the person indicated 
here to have an Enablon account. This person will be responsible for 
completing this Action Plan internally and sending the information for 
upload/update to the quality person/team who have access to 
Enablon (they will upload the information to the system)

Example: “Jane Sas, John Doff”

B

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

b

c

CAPA MEMBERS CAPA PL



Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

Planned Action – Detail the corrective and preventive actions that 
will be implemented. Describe the proposed measures, specifying 
whether each action is intended to correct the current issue or prevent 
future occurrences.

Recommendation: specify the person or team (indicated in 
“additional team members”) responsible for each action by the end 
of it. Example: 

“1. Implement new trainings to the quality personnel. Responsible: 
Jane Sas.

2. Review all standard procedures related to X. Responsible: John 
Doff.”

a

a

CAPA – PLANNED SAVE & SUBMIT



Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

This section should not be filled out during the 'Draft' stage. It is filled 
out by the assigned CAPA owner/team during the ‘Do Action' stage 
of the Action Plan

!

CAPA – ACTIONED SAVE & SUBMIT



Who is checking effectiveness? – Enter your Enablon account name. 
For Tier 0 Copackers, the Enablon Account Name is the name of the 
plant itself + ‘EM BP Account’. Type in the first three letters and the 
name will automatically appear in a drop-down list
Exception: If the finding is a QCI, here you’ll indicate the name of the 
region/BU Quality Leads. 

b

What will be the indicator of action effectiveness? – Specify the 
metric or indicator that will be used to assess the effectiveness of the 
actions taken. Describe how this indicator will measure the success of 
the implemented measures.

Mandatory: specify the person responsible for each indicator by the 
end of it. The person checking the effectiveness of an action must be 
different than the person responsible for implementing the action

a

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a

c

b

VERIFICATION OF EFFECTIVENESS
PLANNED

SAVE & SUBMIT



Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

Verification Due Date – Set the due date for verification. It is 
recommended to schedule the verification due date between 30 and 
90 days after the initial due date specified in the ‘Milestone’ section. 
Important: Unless it is aligned with the BU Quality team, the 
Verification Due Date should not be longer than 6 months after the 
Audit End Date.

c

a

c

b

VERIFICATION OF EFFECTIVENESS
PLANNED

SAVE & SUBMIT



Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

This section should not be filled out during the 'Draft' stage. It is filled 
out by the assigned verifier during the ‘Verification of Effectiveness' 
stage of the Action Plan

!

VERIFICATION OF EFFECTIVENESS
ACTIONED

SAVE & SUBMIT



After filling all required fields, click on ‘Submit for Approval’ to send 
the Action Plan Draft for validation by the BU Quality Directorb Click on ‘Submit for Approval’ once all necessary fields have been 
filled. This will send the Action Plan for validation by the BU Quality 
Director. Ensure all information is accurate and comprehensive before 
submission

b

Click on ‘Save’ if the ‘Draft’ stage is not yet completed and additional 
information is still needed or if tasks will be added. This will record the 
current progress of the Action Plan Draft and allow for further edits 
before submission. For information about tasks, refer to Chapter 6.3

a

Action plans pop-up window

| 6.2.2 CREATING AN ACTION PLAN DRAFT

a b

SAVE & SUBMIT



| 6.2.3 ACCESSING AN ACTION PLAN

An email notification will be received by the Action Plan owner if the Action Plan is returned to the ‘Draft’ stage during the ‘Validation’ stages

Click on the link. It directly redirects you to the 
Action Plan

Email notification OR



| 6.2.3 ACCESSING AN ACTION PLAN

On the Enablon home page

Go to ‘Action plAns’1OR

On ‘Apps’ or ‘Application Switcher’, select 
‘Action Plan’b

Click on ‘Apps’a

Click on ‘Action Plans’d

Click on ‘Action Plans’c

c

d

a

b



| 6.2.3 ACCESSING AN ACTION PLAN

The Action Plans page will be displayed. It contains a list of all the Action Plans related to the user

Select the desired action plan2OR

Click on the eye icon to view the desired 
Action Plan

Click on the pen icon to update (edit) the 
desired Action Plan

The ‘Validation’ column indicates the 
current stage of the Action Plan?



| 6.2.3 ACCESSING AN ACTION PLAN

The Action Plan will be displayed

OR action plan



Adding tasks to an action plan6.3.1

Accessing a task6.3.2

Chapter 6.3

TASKS

documentinG A tAsk’s pRoGRess And completion6.3.3

*Click on the chapter name to be redirected to it
*Click on the         icon to be redirected to the table of contents



| 6.3.1 ADDING TASKS TO AN ACTION PLAN

1 ABOUT TASKS

Tasks are used to specify the actions each team member will participate in. When the Action Plan involves multiple actions and members, this approach enhances clarity 
and ensures everyone understands their responsibilities. This functionality will most likely not be used by Tier 0 Copackers, as the plant only has one Enablon account. 
However, the material is available in case BU Quality request the addition of tasks to any Action Plan?

Ideally, tasks should be added in the ‘Draft’ stage. However, they can be added between the ‘Draft’ and ‘Do Action’ stages. Be aware of the Action Plan’s due date when 
creating a new task, as their results must be documented by the Action Plan owner in the ‘Do Action’ stage  !



Go to ‘Action plAns’11

| 6.3.1 ADDING TASKS TO AN ACTION PLAN

On the Enablon home page

On ‘Apps’ or ‘Application Switcher’, select 
‘Action Plan’b

Click on ‘Apps’a

Click on ‘Action Plans’d

Click on ‘Action Plans’c

c

d

a

b



Add a task to the desired action plan21

| 6.3.1 ADDING TASKS TO AN ACTION PLAN

The Action Plans page will be displayed. It contains a list of all the Action Plans related to the user

Click on the plus sign icon to add a new 
task to the desired Action Plan



source identification scope classification milestone team

1 Tasks pop-up window

| 6.3.1 ADDING TASKS TO AN ACTION PLAN

1 REQUIRED fields

Although only mandatory fields (marked with * ) are required to add a task to an Action Plan, a well-structured document must be clear and comprehensive. It is necessary 
to fill in all fields described in the following sections of this chapter to ensure the assigned team fully understands their responsibilities and the task’s scope?



1 Tasks pop-up window

| 6.3.1 ADDING TASKS TO AN ACTION PLAN

source identification scope classification milestone team1

This section will be automatically filled with the name of the Action Plan



1 Tasks pop-up window

| 6.3.1 ADDING TASKS TO AN ACTION PLAN

Definition – Provide a clear description of the task, outlining the 
specific actions required to complete it and the expected outcomeb

Related Files – Click on the paper clip icon to attach documents, 
images or any other files that are related to the task for reference or 
further clarification

c

Name – Include keywords that briefly identify the task. Plants should 
use a common list of keywords to facilitate future searches a

source identification scope classification milestone team1

a

b

c



1 Tasks pop-up window

| 6.3.1 ADDING TASKS TO AN ACTION PLAN

source identification scope classification milestone team1

This section will be automatically filled with information from the Audit 
Module



1 Tasks pop-up window

| 6.3.1 ADDING TASKS TO AN ACTION PLAN

Classification – Select ‘Corrective’ if the action addresses an existing 
issue or ‘Preventive’ if it aims to prevent potential future issuesa

source identification scope classification milestone team1

a



1 Tasks pop-up window

| 6.3.1 ADDING TASKS TO AN ACTION PLAN

Start Date - Automatically filled by the system with the ‘Start Date’ 
set in the Action Plan Draft. It can be modified if necessary, but the 
date must fall between the ‘Start Date’ and ‘Initial Due Date’ specified 
in the Action Plan Draft

a

Initial Due Date – Automatically filled by the system with the ‘Initial 
Due Date’ set in the Action Plan Draft. It can be modified if necessary, 
but the new date must be approved by the BU Quality Team

b

source identification scope classification milestone team1

Status - Automatically filled as ‘Scheduled’c

a
b

c



1 Tasks pop-up window

| 6.3.1 ADDING TASKS TO AN ACTION PLAN

Owner – Enter the name of the person responsible for completing 
the task (‘Owner’). Type in the first three letters and the name will 
automatically appear in a drop-down list

a

Members – if the owner will have collaborators with an Enablon 
account assisting in implementing the task, indicate them. Type in the 
first three letters and the name will automatically appear in a drop-
down list

b

source identification scope classification milestone team1

a

b



What has been achieved

1 Tasks pop-up window

| 6.3.1 ADDING TASKS TO AN ACTION PLAN

This section should not be filled during this stage. It is filled out by the 
assigned task owner after actions have been taken to complete the 
task

!

save



1 Tasks pop-up window

| 6.3.1 ADDING TASKS TO AN ACTION PLAN

Click on ‘Save’  once all necessary fields have been filled. This will send 
the task to the assigned task ownera

Click on ‘Save & New’ to send the task to the assigned task owner 
and start a new taskb

If you click on ‘Save’ or ‘Save & New’, a message will appear at the top 
right of the screen indicating that an email notification has been sent 
to the task owner

?

What has been achieved save

a b



| 6.3.2 ACCESSING TASKS

An email notification will be received by the assigned task owner after it is created

a

Email notification OR

Click on the link. It directly redirects you to the 
task



| 6.3.2 ACCESSING TASKS

On the Enablon home page

Go to ‘tAsks’1OR

On ‘Apps’ or ‘Application Switcher’, select 
‘Action Plan’b

Click on ‘Apps’a

Click on ‘Tasks’d

Click on ‘Action Plans’c

c

d

a

b



| 6.3.2 ACCESSING TASKS

The Tasks page will be displayed. It contains a list of all the tasks related to the user

Select the desired task2OR

Click on the pen icon to update (edit) the 
desired task



| 6.3.2 ACCESSING TASKS

The task will be displayed

OR task



| 6.3.3 DOCUMENTING TASKS PROGRESS AND COMPLETION

milestone What has been achieved1 REQUIRED fields

Most fields will be automatically filled with the information provided during the task creation. Only the ‘Milestone’ and ‘What has been achieved’ sections should be 
modified. Complete any missing fields or update them with the most current information, ensuring accuracy and completeness!

OR task

Although only mandatory fields (marked with * ) are required to send an updated task to the Action Plan owner, a well-structured document must be clear and 
comprehensive. It is necessary to fill in all fields described in the following sections of this chapter to ensure the Action Plan owner has all the necessary information on 
what was done to properly document the actions taken during the ‘Do Action’ stage

?



| 6.3.3 DOCUMENTING TASKS PROGRESS AND COMPLETION

Start Date – Automatically filled by the system with the ‘Start Date’ 
set in the task creationa

Revised Due Date – Enter a new due date if the original timeline has 
been adjusted. This field should be updated to reflect changes in 
scheduling or project needs, but the updated date must be aligned 
with the BU Quality Team

c

Status – Choose the status that best reflects the current state of the 
taskd

1

OR task

Initial Due Date - Automatically filled by the system with the ‘Initial 
Due Date’ set in the task creationB

milestone What has been achieved

a
b

c

d
e



| 6.3.3 DOCUMENTING TASKS PROGRESS AND COMPLETION

Progress – Enter the completion percentage of the task. This field is 
only visible and should be filled in when ‘In Progress’ is selected as 
the status. If ‘Completed’ is selected, this field will be automatically 
updated to 100%

E

1

OR task

milestone What has been achieved

a
b

c

d
e



| 6.3.3 DOCUMENTING TASKS PROGRESS AND COMPLETION

Related Files – Click on the paper clip icon to attach documents, 
images or any other files that document the achievements or progress 
made on the task. These files should provide evidence or further 
detail about the outcomes and support the verification of the task’s 
effectiveness

a

Comments – Provide a summary of the results and accomplishments 
for this task. Include any relevant details about the actions completed, 
challenges faced or differences from the initial expectations. If the 
initial due date was changed, detail the reasons for this adjustment

b

1

OR task

milestone What has been achieved

a

b



| 6.3.3 DOCUMENTING TASKS PROGRESS AND COMPLETION

Click on ‘Save’ after filling all necessary fields to record all changes

Once completed, the details of the task will be used by the Action Plan 
owner to document the ‘Do Action’ stage?

1

OR task

milestone What has been achieved save



stage overview6.4.1

single validation6.4.2

Chapter 6.4

VALIDATION 

(BU QUALITY DIRECTOR)

Bulk validation6.4.3

*Click on the chapter name to be redirected to it
*Click on the         icon to be redirected to the table of contents



| 6.5.1 STAGE OVERVIEW

Workflow state 1

Stage Owner 

BU Quality Director

Stage Actions

• Review the Action Plan 
Draft

• Approve, reject or discard 
the Action Plan Draft

Draft Validation
BU Quality Director

Validation
Lead Auditor

Do Action

ArchivedDeclined

Verification of
Effectiveness



| 6.5.1 STAGE OVERVIEW

1 About validation

Ensure that all sections have been thoroughly reviewed before approving, rejecting, or discarding the Action Plan Draft. It is essential that all necessary fields are 
correctly filled and accurately reflect the intended information!

Although only mandatory fields (marked with * ) are required to submit an Action Plan Draft for validation, a well-structured document must be clear and 
comprehensive. The validator should rely on their judgment to determine which fields are necessary fields at this stage?

Edits to the Action Plan should not be made during the ‘Validation’ stages. If any changes are necessary, they should be addressed to the Action Plan owner after 
validation feedback is provided?



| 6.5.2 SINGLE VALIDATION

An email notification will be received by the BU Quality Director when an Action Plan Draft is submitted to ‘Validation (BU Quality Director)’

Email notification OR

Click on the link. It directly redirects you to the 
Action Plan



On the Enablon Home page

| 6.5.2 SINGLE VALIDATION

Go to ‘Action plAns’1OR

On ‘Apps’ or ‘Application Switcher’, select 
‘Action Plan’b

Click on ‘Apps’a

Click on ‘Action Plans’d

Click on ‘Action Plans’c

c

d

a

b



The Action Plans page will be displayed. It contains a list of all the Action Plans related to the user

| 6.5.2 SINGLE VALIDATION

Select the desired action plan2OR

b

a

Click on the pen icon to edit the desired 
Action Plan

The ‘Validation’ column indicates the 
current stage of the Action Plan?



| 6.5.2 SINGLE VALIDATION

OR action plan

Approve, reject or discard

a b c

If all necessary fields are filled and the Action Plan is clear and well-
structured, click on ‘Approval’ to send the Action Plan Draft to the ‘Do 
Action’ stage

a

If necessary fields are not filled or if the Action Plan is unclear or 
poorly structured, click on ‘Reject’ to send the Action Plan Draft back 
to the ‘Draft’ stage for revision. Comments specifying what the 
revision should focus on are mandatory

b

If the Action Plan is no longer applicable or if the issue has been 
resolved through other means, click on ‘Discard’ to terminate the 
Action Plan process. Comments explaining the reasons for this 
decision are optional

c



Go to ‘Action plAns’1

On the Enablon Home page

| 6.4.3 BULK VALIDATION

On ‘Apps’ or ‘Application Switcher’, select 
‘Action Plan’b

Click on ‘Apps’a

Click on ‘Action Plans’d

Click on ‘Action Plans’c

c

d

a

b



action plans list

| 6.4.3 BULK VALIDATION

The Action Plans page will be displayed. It contains a list of all the Action Plans related to the user. Each column in this list represents a field of the Action Plan

After revision, select multiple Action Plans to 
approve, reject, or discard in bulk by checking 

the box       in the first column of the list

Click on ‘Audits’ at the top of the table to see all 
Actions Plans fields displayed in table mode – this will 
facilitate the review process

You can filter the Action Plans displayed 
by Assessment (click here)!



action plans list

| 6.4.3 BULK VALIDATION

IMPORTANT: All selected Action Plans must be in the same stage (Validation BU Quality Director) for bulk validation to function properly. The ‘Validation’ column indicates the current 
stage of the Action Plan. If you are not able to approve them all at once, this indicates that the selected Action Plans are in different stages. You must then filter the Validation column 
to show only the Action Plans in the “Validation BU Quality Director” stage:

Click on the magnifying glass icon bellow the header of the pagea

Scroll down to “Validation” and select “Validation BU Quality 
Director” (under the correct workflow)b

a

b

C

Click on “Search” to apply the filtering criteriaC



action plans list

| 6.4.3 BULK VALIDATION

IMPORTANT: If the Action Plans are being displayed in multiple pages, make sure to change the page view to the maximum amount per page. This way, you will be able to 
approve them all at once without having to be changing pages. To do this:

Scroll down to the bottom of the page and click on “60 per page” 
(or other number, depending on your specific case)a

Select the maximum amount of record per page (in this case, 150 
per page)b

b

a



stage overview6.5.1

documenting do action progress and completion6.5.2

Chapter 6.5

DO ACTION

*Click on the chapter name to be redirected to it
*Click on the         icon to be redirected to the table of contents



| 6.5.1 STAGE OVERVIEW

Workflow state

Stage Owner 

Assigned Action Plan owner & 
team members

Stage Actions

• Document actions progress 
and completion

• Add evidences, update 
status and insert 
comments to the Action 
Plan

• Submit the Action Plan for 
verification of 
effectiveness

Draft Validation
BU Quality Director

Validation
Lead Auditor

Do Action

ArchivedDeclined

Verification of
Effectiveness



An email notification will be received by the Action Plan owner and team when an Action Plan Draft is approved for ‘Do Action’

| 6.5.2 DOCUMENTING DO ACTION PROGRESS AND COMPLETION

Email notification OR

Click on the link. It directly redirects you to the 
Action Plan



On the Enablon Home page

| 6.5.2 DOCUMENTING DO ACTION PROGRESS AND COMPLETION

Go to ‘Action plAns’1OR

On ‘Apps’ or ‘Application Switcher’, select 
‘Action Plan’b

Click on ‘Apps’a

Click on ‘Action Plans’d

Click on ‘Action Plans’c

c

d

a

b



The Action Plans page will be displayed. It contains a list of all the Action Plans related to the user

| 6.5.2 DOCUMENTING DO ACTION PROGRESS AND COMPLETION

Select the desired action plan2OR

b

a

Click on the pen icon to update (edit) the 
desired Action Plan

The ‘Validation’ column indicates the 
current stage of the Action Plan?



| 6.5.2 DOCUMENTING DO ACTION PROGRESS AND COMPLETION

1 REQUIRED fields

Although only mandatory fields (marked with * ) are required to submit an Action Plan for validation, a well-structured document must be clear and comprehensive. It is 
necessary to fill in all fields described in the following sections of this chapter  to prevent the Action Plan from being rejected during the validation and verification of 
effectiveness stages. Once submitted, no further edits can be made unless the Action Plan is rejected

?

Most fields will be automatically filled with the information provided during the ‘Draft’ stage. Only the ‘Milestone – Planned’, ‘Milestone – Status’ and ‘CAPA - Actioned’ 
sections should be edited to update the ‘Do Action’ status, add comments, and attach evidence of the effectiveness and completion of the actions taken!

OR action plan



| 6.5.2 DOCUMENTING DO ACTION PROGRESS AND COMPLETION

Revised Due Date – Enter a new due date if the original timeline has 
been adjusted. This field should be updated to reflect changes in 
scheduling or project needs, but the updated date must be approved 
by the BU Quality Team

C

Initial Due Date – Automatically filled by the system with the ‘Initial 
Due Date’ set in the Action Plan DraftB

1

OR action plan

Start Date – Automatically filled by the system with the ‘Start Date’ set 
in the Action Plan DraftA

a
b

c

MILESTONE - PLANNED



| 6.5.2 DOCUMENTING DO ACTION PROGRESS AND COMPLETION

Progress – Enter the completion percentage of the action 
implementation. This field is only visible and should be filled out 
when 'In Progress' is selected as the status. If ‘Completed’ is selected, 
this field will be automatically updated to 100%

B

1

OR action plan

Status – Choose the status that best reflects the current progress of 
the action implementationa

a
b

MILESTONE - STATUS



| 6.5.2 DOCUMENTING DO ACTION PROGRESS AND COMPLETION

Related Files – Click on the paper clip icon to attach documents, 
images or any other files that document the achievements or progress 
made on the Action Plan. These files should provide evidence or 
further detail about the outcomes and support the verification of the 
action’s effectiveness. If tasks were included, attach all task files in 
this field

A

CAPA Action taken/completed – Provide a summary of the results and 
accomplishments for this Action Plan. Include any relevant details 
about the actions completed, challenges faced or differences from 
the initial expectations. If the initial due date was changed, detail the 
reasons for this adjustment. If tasks were included, list all task 
comments in this field

B

1

OR action plan

a

b

CAPA - ACTIONED



| 6.5.2 DOCUMENTING DO ACTION PROGRESS AND COMPLETION

!

Click on ‘Submit’ once all updates have been registered and the ‘Do 
Action’ stage is complete. This will forward the Action Plan for further 
review and approval. Ensure all information is accurate and 
comprehensive before submission, as the Action Plan will no longer 
be editable after this action 

b

Click on ‘Save’ if the ‘Do Action’ stage is not yet completed and 
updates are still needed. This will record the current progress of the 
action implementation and allow for further edits

a

OR action plan

1

a b

SAVE & SUBMIT



stage overview6.6.1

Documenting verification of effectiveness progress and completion6.6.2

Chapter 6.6

VERIFICATION OF 

EFFECTIVENESS

*Click on the chapter name to be redirected to it
*Click on the         icon to be redirected to the table of contents



| 6.6.1 STAGE OVERVIEW

Workflow state 1

Stage Owner 

Assigned verifier

Stage Actions

• Document actions 
effectiveness over time

• Add evidences and insert 
comments to the Action 
Plan 

• Archive or reject the 
Action Plan

Draft Validation
BU Quality Director

Validation
Lead Auditor

Do Action

ArchivedDeclined

Verification of
Effectiveness



| 6.6.1 STAGE OVERVIEW

1 About verification of effectiveness

Verification of Effectiveness is not simply confirmation that the action was completed, but rather an assessment of whether the action taken successfully addressed the 
root cause of the issue. This step ensures that the corrective and preventive measures implemented have resolved the problem and prevented recurrence, demonstrating 
true effectiveness beyond just immediate corrections

?

Having a due date for verification between 30 to 90 days allows for a thorough assessment of the action’s effectiveness over time. This period is crucial for observing 
whether the corrective and preventive measures truly address the root cause and prevent recurrence. Immediate task completion does not always indicate long-term 
success, so this time frame ensures that the action’s impact is sustainable and effective, rather than just a quick fix. Continuous monitoring during this period helps 
confirm that the issue has been fully resolved

!



An email notification will be received by the assigned verifier when an Action Plan is submitted for ‘Verification of Effectiveness’

| 6.6.2 DOCUMENTING VERIFICATION OF EFFECTIVENESS PROGRESS AND COMPLETION

Email notification OR

Click on the link. It directly redirects you to the 
Action Plan



On the Enablon Home page

Go to ‘Action plAns’1OR

On ‘Apps’ or ‘Application Switcher’, select 
‘Action Plan’b

Click on ‘Apps’a

Click on ‘Action Plans’d

Click on ‘Action Plans’c

c

d

a

b

| 6.6.2 DOCUMENTING VERIFICATION OF EFFECTIVENESS PROGRESS AND COMPLETION



The Action Plans page will be displayed. It contains a list of all the Action Plans related to the user

Select the desired action plan2OR

b

a

Click on the pen icon to update (edit) the 
desired Action Plan

The ‘Validation’ column indicates the 
current stage of the Action Plan?

| 6.6.2 DOCUMENTING VERIFICATION OF EFFECTIVENESS PROGRESS AND COMPLETION



1 REQUIRED fields

Only the ‘Verification of Effectiveness - Actioned’ section should be modified during this stage. All fields in this section should be filled in before approving or rejecting an 
Action Plan!

OR action plan

| 6.6.2 DOCUMENTING VERIFICATION OF EFFECTIVENESS PROGRESS AND COMPLETION



1

OR action plan

Effectiveness – This field should be filled after monitoring the action's 
effectiveness over time. Select 'Yes' or 'No' to indicate if the actions 
taken were effective in resolving the issue

A

a

C

D

B

Comments about effectiveness – This field should be filled while 
monitoring the action's effectiveness over time. Provide detailed 
comments on the effectiveness of the actions taken. Include 
observations, outcomes and any other relevant feedback that helps 
assess the success of the measures implemented

B

Date Efficiency has been verified – This field should be filled after 
monitoring the action's effectiveness over time. Enter the date when 
the efficiency of the actions was verified

C

Evidence of the Efficiency of the Action – This field should be filled 
while monitoring the action's effectiveness over time.  Click on the 
paper clip icon to attach documents, images or any other files that 
provide evidence of the action's efficiency

D

| 6.6.2 DOCUMENTING VERIFICATION OF EFFECTIVENESS PROGRESS AND COMPLETION

Verification of effectiveness - ACTIONED



1

OR action plan

a b

| 6.6.2 DOCUMENTING VERIFICATION OF EFFECTIVENESS PROGRESS AND COMPLETION

approve

If the effectiveness of the action is deemed sufficient based on the 
indicators used and ongoing analysis over time, click on ‘Approve’ to 
confirm the Action Plan’s success, complete the verification process 
and archive the Action Plan

a

If the effectiveness of the action is deemed insufficient based on the 
indicators used and ongoing analysis over time, click on ‘Reject to Do 
Action’ to send the Action Plan back to the ‘Do Action’ stage for 
revision. Comments specifying what the revision should focus on are 
mandatory

b



Chapter 7

POST AUDIT SURVEY



Chapter 7.1

PROCESS OVERVIEW



STATEMENT 
LAYOUTS 
FOLLOW

Draft

| 7.1 PROCESS OVERVIEW

process workflow

Approved

Scheduler creates the 
Post Audit Survey
Self-Assessment

Plant fill out the questionnaires



Accessing a post audit survey questionnaire7.2.1

Filling out a post audit survey questionnaire7.2.2

Chapter 7.2

ANSWERING A POST AUDIT SURVEY – 

FILLING OUT POST AUDIT SURVEY QUESTIONNAIRES

*Click on the chapter name to be redirected to it
*Click on the         icon to be redirected to the table of contents



| 7.2.1 ACCESSING A POST AUDIT SURVEY QUESTIONNAIRE

An email notification will be received by the Quality Manager/CAPA Coordinator on the self assessment start date

Click on the link. It directly redirects you to the 
assessment page. Then follow steps 3 and 4 to 

access the questionnaire page

Email 
notification OR



| 7.2.1 ACCESSING A POST AUDIT SURVEY QUESTIONNAIRE

On the Enablon home page

OR
Go to ‘Assessment 
Results’1

On ‘Apps’ or ‘Application Switcher’, select 
‘Audit’b

Click on ‘Apps’a

Click on ‘Assessment Results’d

Click on ‘Follow Up’c

a

b

d

c



| 7.2.1 ACCESSING A POST AUDIT SURVEY QUESTIONNAIRE

OR
Select the desired 
assessment2

The Assessment Results page will be displayed. It contains all assessments related to the user

Click on the eye icon to select the desired 
assessment
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OR
Go to 
‘questionnAiRes’3

A page with general information about the selected assessment will be displayed

a
Click on ‘Questionnaires’bScroll down to ‘Findings’a

a
b
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OR
Select the desired 
questionnaire4

A list of all the questionnaires related to the assessment will be displayed

Click on the pen icon to answer the 
desired questionnaire
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OR
Questionnaire 
Page

How to answer the questionnaires

Answer – Select between one of the available options the answer to 
the given questiona

a

1
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OR
Questionnaire 
Page

Answer – Select ‘Information written in Comments on Answer’ a

How to answer the questionnaires

For ‘General Comments’ questions:

Display Comments - Click on ‘Display Comments’ to make the 
‘Comments on Answer’ field visibleb

Comments on Answer – Answer the question in this fieldc

Save – Click on ‘Save’ after answering all questions of the 
questionnaire D

a

b

c

d

1
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OR
Questionnaire 
Page

1 DEADLINES

Post Audit Survey Deadlines in Enablon

Start Date Submission Limit Date End Date

30 days after the audit end date 45 days after the audit end date 60 days after the audit end date
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SITE NON-AVAILABILITY



Go to ‘site non-AvAilAbility’1

On ‘Apps’ or ‘Application Switcher’, select 
‘Audit’b

Click on ‘Apps’a

Click on ‘Site Non-Availability’d

Click on ‘Site Non-Availability’c

On the Enablon home page

a

b

c

d

| 2 SITE NON-AVAILABILITY



create the site non-availability request2

A list with all the site non-availability requests will be displayed

Click on ‘+ Add a new Record’ to create the site 
non-availability request
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Site non-availability request page

The site non-availability request page will be displayed

| 2 SITE NON-AVAILABILITY



Site non-availability request page

Classification Acceptable Unacceptable

Absence of Quality 
Manager and Plant 

Manager

Quality Manager on vacation (annual leave/s) Plant Manager on vacation / offsite

Quality Manager on short sick leave (notify to Auditing team on a timely manner)

Long term absence >3 months:
- Quality Manager on long sick leave

- Plant Manager and Quality Manager transition
- Quality Manager maternity/paternity leave

Deceased member of plant management (such as Plant Director, Quality Manager)

Plants closure/ 
not operating

Public holiday when site is not operating Week before or after holidays

Plant Closure Announcement

Natural / Environmental disaster (such as flooding, earthquake, tsunami, hurricane etc.)

Activities impacting full 
production run

Preventive maintenance and/or sanitation impacting a significant number of MDLZ production lines (>50%) or key areas 
of the factory affecting CCPs (Case Dependent)

Preventive maintenance/sanitation in a limited number of production lines (<50%)
Project works ongoing (unless critical process steps affected: CCPs). 

e.g. installation of new line / parts of the line / plant trials with R&D on site

Ongoing Special Situation (Case Dependent)

School Holidays (1-2 weeks max)  – only if staff availability is significantly impacted making not possible to support the 
QCMS Audit 

School Holidays without a significant impact in audit involved staff availability

Plant planned
activities

Audits, assessment and activities which involved large team and/or external party and are promptly notified (3 months in 
advanced) e.g. 

- GFSI audits and/or regulatory audits, SMETA, HSE audit, Legal Compliance
- IL6S Phase Assessment (thorough assessment that lasts 1 week) 

- HACCP validation / Sanitation Review 
- Manufacturing Standards kick-off week

- Internal Control Audit

Requesting for periods of time longer than 1 month at a time in anticipation of audits and none confirmed date. e.g. 
Unannounced GFSI audits

Audit within the local team and/ or non-food safety and quality related: 
- Financial audits 

- Site Internal Audits

Quality Round Table (QRT) Meetings, trainings or equivalent- which are only held 2 to 3 times per year and/or are 
promptly notified (3 months in advanced)

Eg; QSE training, Loss analysis meeting (with external resources on site), QA celebrations, Community Meetings

Production peak season
SAP installation/ IQS or other system installations (not impacting production running)

IL6S projects that can last for months

Scheduled visit of Company Executive
Routine BU/Region meetings

Team building meetings, trainings, workshops that were not promptly notified (3 months in advanced) 

1 Acceptable reasons for site non-availability SAVE
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Site non-availability request page

Entity – Type in the plant name or select it from a list by clicking on 
the magnifying glass icona

Non-Availability Type – Select the non-availability type from the 
available options in the choice list D

Reason Why not Available – Provide a clear description of the 
reasons for non-availability. Share comments or justifications that 
explain the situation in detail, including any relevant context or 
contributing factors

e

b Code – Automatically filled by the systemb

Select ‘QCMS Audit’c Title – Type in a short description for the Site Non-Availabilityc

1 customer SAVE

| 2 SITE NON-AVAILABILITY
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b

c

d

e
f
g

h
i

j

k



Site non-availability request page

Non-Availability Start Date – Fill in the non-availability start datef

Status – Select between ‘New’, ‘Updated’ or ‘Cancelled’i

Approval Status – Not filled by the sitej

b Non-Availability End Date – Fill in the non-availability end dateg

Select ‘QCMS Audit’c Days Not Available – Automatically filled by the systemh

Active – Will display ‘No’ until approval is granted by Mondelēz Quality 
Auditingk

1 customer SAVE

| 2 SITE NON-AVAILABILITY

a
b

c

d

e
f
g

h
i

j

k



Site non-availability request page

1 customer SAVE

Click on ‘Save’  once all required fields have been filled. This will send 
the site non-availability request for approvala

Click on ‘Save & New’ to send the site non-availability request for 
approval and create a new requestb

| 2 SITE NON-AVAILABILITY

a b
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