TraQtion Member User Reference Guide

LGMA has partnered with TraQtion for Member Audit Management. To begin, log into TraQtion per the instructions below.

Initial Login and Account Set Up

The first step is for LGMA to create their member record in TraQtion. Next, the member’s designated TraQtion user will
receive an invitation via e-mail to register as an active user; this is a multi-step authentication process. Once the user
registration is completed successfully, the user(s) will have access to the portal via the link below and can upload facility
Auditation.

Link to TraQtion portal: https://apps.tragtion.com/sgsapp/#/login

Home Dashboard

After logging in, the home dashboard appears. You can access it at any time by clicking on the Home button in the upper
right corner. It will show:
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Corrective Action (CA00000754) is Updated
Main Menu

At any point during your navigation of the TraQtion system, you can access the main menu by hovering your cursor over the
menu icon in the upper left corner of the screen.

You will have access to
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Member screen

From the Home screen, you can click on the Member section on the right side of the screen, or click on the Member module
from the main menu, you will be taken to your assigned member record.

= COMPANY

Dashboard

Member Name Member # Type Status LGMA Member & i
LGMA Member 1 MD0D038308 MEMBER Active 1234
ADDIMAGE
Information Contacts Growers Audits Notification Users Communications Audit Trail

MEMBER INFORMATION

Member # M000038308 Status @ Active Approval Status @ Pending
Member Name LGMA Member 1 LGMA Member # 1234 Created Date 18.Jul 2022
ADDRESS INFO

Address Line 1 123, X Street Address Line 2 - Address Line 3

Country Albania State/Province - Tawn/City Albania
Time Zone - Postal Code

Geo Location Lat:- Long: -

It will direct you to the member record screen and it will allow you to view and manage the following after you select Edit:

LGMA Member 1 | it || Back

Member Name Member # Type Status LGMA Member # 7
LGMA Member 1 M000038308 MEMBER Active 1234
ADD IMAGE

Information  Contacts Growers Audits Notification Users Communications  Audit Trail

MEMBER INFORMATION

Member # MO000038308 Status @ Active Approval Status @ Pending

Member Name LGMA Member 1 LGMA Member # 1234 Created Date 18 Jul 2022

ADDRESS INFO

Address Line 1 123, X Street Address Line 2 - Address Line 3

Country Albania State/Province - Town/City Albania
Time Zone - Postal Code

Geo Location Lat: - Long: -

e Information —the member detail information, i.e. address
e Contacts —the contact associated to the Member. Additional contacts can be added to the members address, or if
the additional contact has a different address, you can add a new address as well for that contact. You can also
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select whether that new contact will receive email notifications and/or if they will also get an account created for
login.

e  Grower —you can view the growers that are associated to your member. You can also view the Valid From and
Valid To dates. You can select a grower ID and then view the details for that grower.

e Audits —these are the Audits associated to the member. Each Audit will have a link to the Audits module where you
will have full access to the Audit details, as well as the option to submit the required corrective actions.

e Notification — a history of all the communications sent from the system to the Member

e Users — all users with access to this member only.

e Communications — LGMA can create Member comments visible to Member users.

e Audit Trail — a history of changes for the Member, broken down by each tab.

Audits

If you select Audits from the button on the left, you will be brought to your Audit Dashboard. You will see the following
details:

e  Audits by Status

e  Recent Activity

o My Worklist

e Alerts

Within the Audit dashboard, you can select the Search Audit button, this will bring you to a list of all of your audits, you can
also access this list by selecting the number from the main dashboard within the Audit button. Here you can sort/access
your audits, view corrective action statues.

Dashboard s -
Auit (By St acent Activ
@ My 2 (By Status) at Activity P
E Members 1
5 Au (Y
b
Pt ¥ CAudits

A Trail Audit # Member Grower Audit Type No. of Corective Auditor Name Audit Status Audit Round Schedule Date Schedule

Actions by Status

AUDOGD1261

AUDDO0Z47

AUD0001243

AUDDO01242

AUDDB01240

When you select an Audit number, you will be take to that audit and are able to see the following:

MO00028308
LGMA Member 1

MO00038308
LGMA Member

MO00038308
LGMA Member 1

MOD00028308
LGMA Member 1

MO00038308
LGMA Member 1

1. Audit Information

a. Audit Number

b. Audity Type

c. Audit Status

d. Pending CA
2. Assessment Details

£000038321 -
Grower A2
6000038310 -
LGMA Grower 16

6000038310
LGMA Grower 16

6000038321 -
Grower A2

6000038321 -
Grower A2

LEMA Announcex

In Review(1)
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Printed: May 1, 2023

a. Member Audited
b. Grower Audited
c. Grower Address
d. Product(s)

e. Auditor Name

f. Date

g. Duration of Audit

h. Geo Location
List of Audit Categories
Selected Category Questions
Approval Cycle
Corrective Actions
Download Audit Report
Download Corrective Action Report

N kW

A | Audit - AUD0001261 4 Back

o Audit # Audit For Audit Type
o AUD0001267 Member Audit 2022-2
Announced Review Required Audit Category
Yes Yes Reqular

Audit Status b
Completed

Pending CA
Yes

Information ~ Approval Cycle  Corrective Actions

ASSESSMENT DETAILS e

o &, Audit Report &, Comrective Action Report

Audit Round Effective Date Due Date M Satellit i
Round 2022 -2 01 Oct 2022 31 Dec 2022 ap  satellite
Member MO000038308 - LGMA Member 1
Grower 6000038321 - Grower A2
Grower Address g W RN N
Product
Auditor Name LR . |
Schedule Audit 01 Dec 2022, 13:00 N
Go gle:
Audit Facetime 07 Dec 2022, 09:33 - 01 Dec 2022, 09:41

Reason for Rebook
Geo Code Location Lat: S59E"E Long: - I

Special Instructions

Section 1: Pre-Season Environmental Assessments 2/3 ~ e

I P
b

Keyboard shortcuts | Map data ©2022 Google, INEG! | Terms of Use

<PREVIOUS | MEXT»

I FAN1 Wace 2 Aotailad Pra-Qaaenn Dick Accacemant ramnlatad nrinr tn tha firet H uae ancwar #FA D

This is a confidential Audit and may be reproduced only with the permission of TraQtion, LLC.
For any system support issues, please contact support@traqtion.com or call +1-734-214-6220
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Corrective Actions

Once an audit has been performed and reviewed, corrective actions might be generated. An email notification will be sent
indicating that action is necessary. You can access the corrective action in multiple ways:

o My Worklist
e Alerts

e Audit

When you enter an audit with pending corrective actions, select the Corrective Actions tab, then select the Respond to CA

button.
# | Audit - AUD0001163  Back]
Audit # Audit For Audit Type Audit Status £
. AUDD001163 Member LGMA Announced Completed
Announced Review Required Audit Category Pending CA
Yes Yes Regular Yes

Information  Approval Cycle

Information  Approval Cycle  Corrective Actions

Corrective Actions Al ~ 2% Show Details

~ CA - CAD0000916 Due Date : 09 Dec 2022 Status : Closed

A~ CA-CAO0000917 @ Due Date : 09 Dec 2022 Status : Response Pending
“~  CA-CA00000918 m Due Date : 09 Dec 2022 Status: Response Pending
A CA-CAO0000919 [ Respondmca | Due Date : 09 Dec 2022 Status : Response Pending
A~ CA-CA00000920 Due Date : 09 Dec 2022 Status : Response Pending
% CA-CAD0000921 m Due Date : 09 Dec 2022 Status : | Response Pending

Section 1: General Requirements mnz ~ V NEXT >

You will be taken to the corrective action that needs addressing. Select the Edit button to enable the response sections.
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e
u CAD0000917 Audit Audit 09 Dec 2022 Response Pending
CORR
CORRECTIVE ACTION DETAILS
Set
Sut Section General Requirements
ow Sub Section
An Question Description Does it specifically sddress the following subjects consistent with the LGMA: No image Available
A Answer Water
View All
Auditor Comments add water
Au
- Audit AUDO0O1163
S Non Conformance Yes
e Severity Minor Deviation
NC Comments Minor
CORR
CORRECTIVE ACTION REVIEW COMMENTS
C
Date & Time Added By Comments
r
No comments are available
CORF

— CORRECTIVE ACTION RESPONSE o (CA RESPONSE ATTACHMENT o

Com B Filels}
Comtainment Plan [3 Attach File(s)

Root 7

Root Cause Analysis

Resg Corrective Action Plan

Edit button — enables response fields

View All — view any images attached to the CA from the audit

Corrective Action Response — respond with the plan to correct the nonconformance
CA Response Attachment — attach any necessary files

Submit CA Response — select Submit CA Response button to send plan response

ukwne

Once the CA response is submitted, it will be reviewed and acccepted or returned with comments. If returned, an email
and notification in My Worklist will be sent.

Please contact TraQtion Support at support@tragtion.com with any questions or issues in the application.
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