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1. Overview of PBIS

1-1. Background

The Performance-Based Inspection System (PBIS) is a software application that manages the meat and poultry inspection activities of the field workforce of the Food Safety and Inspection Service.  The application covers the scheduling and recording of inspection procedures for enforcing food safety regulatory requirements.  Using data entered by field inspectors, import inspectors and other district/IID and state personnel, PBIS creates schedules and maintains records of inspection findings.  PBIS data is updated daily, offering improved decision-making for field inspectors and headquarters personnel.

When it was first implemented in 1989, the original PBIS improved the uniformity and reporting of meat and poultry inspection activities.  As the demands on inspection have grown, so have the demands on PBIS.  Following three pilots, PBIS version 5.0 was implemented in 2002.  PBIS 5.0 broke new ground by moving the focus of the software directly to the field inspector level.  The emphasis on electronic input and retrieval represented a dramatic shift away from the paper-based system of data collection.

Field inspectors are now receiving schedules via a dial-up connection from their local computer to headquarters.  Inspectors also are responsible for inputting their inspection results (also known as “entering feedback”) and transmitting this information to headquarters on a regular basis.  This process replicates the inspection findings from the local computer to the PBIS national database, which resides on the consolidated server in Washington, DC.  In addition, field inspectors are able to enter noncompliance records and analyze current and historical inspection results for all plants covered by their respective assignments.

1-2. Characteristics of PBIS 5.1.3
PBIS 5.1.3 brings many significant changes.   A separate password is no longer needed for the database.   Inspectors can now unlock NR’s after providing a justification.  Non-narrative reports can now be exported to Excel.  . A survey feature has been added to collect needed information.  Similar to this is the extension of the profile. The information in the profile has been expanded to a Web-based Establishment Profile Extension.  This information is similar in form to the surveys except that this information is required to be updated along with the profile. 
PBIS 5.1.3 has been updated to include a comprehensive list of regulations, including those with public health significance.  In previous PBIS versions when documenting NRs, inspection program personnel selected applicable Sanitation Performance Standards (SPS), Sanitation SOP, and HACCP regulations from a pick list and if necessary, manually entered additional regulations specific to a product or process.  The “Relevant Regs” pick list on the NR screen now includes additional regulations for citing noncompliance of one or more food safety regulatory requirements or other consumer protection requirements.  A short description appears next to each regulation to assist inspection program personnel in selecting applicable regulations.  In addition to short descriptions, a new regulation look-up feature is available to allow inspection program personnel to view sections of 9 CFR in PBIS.

The release of PBIS 5.1 represented an across-the-board upgrade that included better integration of federal and state PBIS data and the capability to alert inspectors to problem situations.  PBIS 5.1 also continued features that were first introduced in version 5.0, as summarized below.

PBIS National Database on a Consolidated Server:  The PBIS national database is a single relational database residing at headquarters in Washington, DC.  While the older versions of PBIS utilized 17 separate and distinct district databases (and over 25 state databases), PBIS now utilizes one database.  The server on which the PBIS national database resides is called the consolidated server.

Evolving Responsibilities:  PBIS is utilized by field inspectors, import inspectors, compliance officers, frontline supervisors, various district office and headquarters personnel, and state meat and poultry inspection officials.  The large number of PBIS users – approximately 5,000 users nationwide – has resulted in changes to the flow of information.  Inspectors are now printing their own schedules and entering their own inspection results.  Also, many of the administrative duties required with previous versions of PBIS have either been modified or completely removed at the field level.  For example, assignment schedules are now built from the consolidated server at headquarters.  In addition, it is no longer necessary for the district office to perform the quarterly archive function, since all PBIS data is now stored on the consolidated server.

Greater Information Processing:  PBIS contains and processes more information. For example, the entire contents of the Establishment Profile (FSIS Form 5400-1) are now stored in PBIS, as are all noncompliance records.  In addition, PBIS has query capabilities that previously were not available.  These capabilities allow users to view current inspection information and analyze trends over time.

Operating Environment:  In the earliest versions of PBIS, the system could be accessed by only one person at a time, using a stand-alone, single user DOS application.  Beginning with version 5.0, PBIS adopted the Windows client/server technology that enables multiple users to simultaneously access the PBIS national database.  Through synchronization, the data is accessible to over 5,000 users.

1-3. Synchronization

The prominent feature of PBIS is that data for the entire country is maintained in a single database, with subsets of the data distributed to computers throughout the country.   The process of synchronization keeps data consistent between headquarters and computers in the field.

Under PBIS, inspection assignments are generated at headquarters, but data collection on plant information and inspection findings is done by field inspectors throughout the country.  Through synchronization, everyone’s piece of the PBIS database is transmitted to headquarters – and then is re-distributed back to inspectors and supervisors, as appropriate.

Synchronization enables you, the inspector, to work with those parts of the PBIS database that are relevant to your assignment.  Every time you perform the synchronization procedure, the latest PBIS data on your computer gets updated to the central server, and if there are any changes on the consolidated server that affect your assignment, such as a new plant being added to the assignment, or a new schedule that was just built, these changes will be replicated down to your computer.

1-4. Working Offline

When working with the “live” PBIS database for your assignment, most of your work will be done offline, that is, when you are not connected to the consolidated PBIS server.  Working offline gives you the ability to review schedules and enter feedback at the native speed of your local computer (as opposed to the limited speed of a dial-up connection) and also offers the convenience of using your notebook computer at any place, at any time, without the necessity of establishing an on-line connection.
Because you will be entering inspection results while offline, you should synchronize your PBIS data on a daily basis.  The easiest and most efficient way to synchronize is to take a few extra moments whenever you are connected to Outlook for e-mail.  With Outlook open and running, select Start / FSIS Applications / Inspection Assignments / Synchronize Data with HQ and the procedure will launch.  Because the connection to headquarters has already been established for Outlook, a separate connection is not needed.
1-5. PBIS Oversight Roles
Frontline supervisors, district managers, and state officials have the responsibility to monitor inspection results in their respective jurisdictions.  They also have the authority to review and verify the changes made by field inspectors and can accept or cancel changes made to procedure results, noncompliance records, establishment ISPs, and establishment profiles.  Standard reports, ad hoc reports, and interactive analysis of plant findings are available to aid in this work.  Supervisors have the capability to access all circuit/regional data on their respective computers, while district managers, IID director and state officials can access data directly from the PBIS server..

On an ongoing basis, district offices and state offices provide additional oversight by:

· Ensuring that changes to establishment profiles and ISPs are input into the system;

· Verifying that field personnel are regularly entering and synchronizing inspection data;

· Examining data inconsistencies that may arise between different inspectors; and

· Approving changes to establishment profiles.

Beginning with PBIS 5.0 – and continuing with version 5.1 – inspection assignments are being built at headquarters, with schedules generally available three weeks in advance.  District/IID offices and state offices no longer perform scheduling, and it is no longer necessary to prepare an assignment coverage and procedure / task schedule for each week.

The roles of the district/IID offices and state offices are evolving under PBIS and now require less data entry than with prior versions.  However, some data entry tasks are still performed at the district/IID and state office level and are part of the Resource Information System (RIS).  These tasks include:

· Assigning establishments to FAIM computers.

· Adding new establishments.

· Adding a second shift to an existing establishment.

· Changing an existing establishment's 8-character establishment number.
1-6. Table of PBIS Activities
Here is a table summarizing PBIS activities and the frequency of performance.

	Person / Office


	 Activity
	Frequency
	Comment

	In-plant Inspection Personnel
	Review schedule
	Daily
	See section 2-3

	In-plant Inspection Personnel
	Perform inspection system activities
	Daily
	FSIS Directive 5400.5

	In-plant Inspection Personnel
	Enter “feedback” under Procedure Results
	Daily
	See section 2-4 of PBIS 5.1.3 User’s Guide

	In-plant Inspection Personnel
	Synchronize
	Daily
	See section 2-6 of PBIS 5.1.3 User’s Guide

	In-plant Inspection Personnel
	Write / document Noncompliance Reports
	Daily  / As needed
	See section 2-7 of PBIS 5.1.3 User’s Guide

	In-plant Inspection Personnel
	Process noncompliance appeals from plant management
	Daily / As needed
	See section 2-9 of PBIS 5.1.3 User’s Guide

	In-plant Inspection Personnel
	Review reports for trend analysis
	Weekly
	See section 2-15 of PBIS 5.1.3 User’s Guide

	In-plant Inspection Personnel
	Update Inspection System Procedures (ISP)
	As needed
	See section 2-11 of PBIS 5.1.3 User’s Guide

	In-plant Inspection Personnel
	Update Estab. Profile information
	As needed
	See section 2-12 of PBIS 5.1.3 User’s Guide

	In-plant Inspection Personnel
	Review and verify Estab. Profile information
	At least every 120 days
	See section 2-12 of PBIS 5.1.3 User’s Guide

	

	Supervisors

	Synchronize
	Daily
	See section 2-6 of PBIS 5.1.3 User’s Guide

	Supervisors
	Review inspectors’ Noncompliance Reports
	Daily
	See section 2-7 of PBIS 5.1.3 User’s Guide

	Supervisors
	Review noncompliance appeals from plant management
	As needed
	See section 2-9 of PBIS 5.1.3 User’s Guide

	Supervisors
	Review Inspection System Procedures (ISP)
	As needed
	See section 2-11 of PBIS 5.1.3 User’s Guide

	Supervisors
	Review inspectors’ changes to Estab. Profile
	As needed
	See section 2-12 of PBIS 5.1.3 User’s Guide

	Supervisors
	Review reports for trend analysis
	Weekly
	See section 2-16 of PBIS 5.1.3 User’s Guide

	

	District/State/IID Offices

	Associate inspectors with assignments
	As needed
	Make changes in RIS module

	District/State/IID Offices

	Associate plants with assignments
	As needed
	Make changes in RIS module

	District/State/IID Offices
	Review reports for trend analysis
	Weekly
	See section 2-16 of PBIS 5.1.3 User’s Guide

	District/State/IID Offices
	Remove PBIS databases that fail to synchronize
	Bi-weekly
	Make changes in RIS module

	

	Headquarters / IT Staff
	Backup / archive PBIS national database
	Daily
	

	Headquarters / IT Staff
	Build PBIS schedules for all assignments nationwide
	Weekly, three weeks in advance
	

	Headquarters / FO & OIA Staff
	Review reports for trend analysis
	As needed
	


2. Using PBIS

There are three pre-requisites to working with PBIS:

First, the PBIS software must be installed on your computer, i.e., the local computer.

Second, your computer serial number must be registered with the consolidated server to facilitate communication between the local PBIS database and the national PBIS database.

Third, your local database must be extracted and downloaded to your local computer.

On most FSIS standard load computers, the PBIS software is pre-installed.  If PBIS version 5.1.3 is not yet installed on your computer, contact FAIMHELP at 1-800-473-9135.

If you have any questions about whether your computer serial number is properly registered or if your database has been extracted and downloaded, contact FAIMHELP at 1-800-473-9135.

2-1. Launching PBIS

To launch the application, select Start / FSIS Applications / Inspection Assignments / PBIS.
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The PBIS main screen will be displayed, as shown below.
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2-2. Responding to Alerts
One of the new features in PBIS 5.1.3 is an alert function aimed at the designated IIC for the day.  The alert will prompt the IIC to acknowledge a potential problem.  If you receive an alert, it will be displayed immediately after launching PBIS.  The alert is generated internally and will appear in the Alerts / Questions Pending window.  Here is an example.
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Any user’s computer that contains a plant with a pending alert will see the message but only the designated IIC should respond.  The information that is gathered as a result of these alerts will be seen by supervisors and district/IID offices.

Select the establishment (put a check mark in the box), then click OK.  The details of the alert will be displayed on a separate screen.
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In the above example, the alert message indicates that the establishment profile has not been reviewed in over 120 days.  Put a check mark in the box and then click the Acknowledge button.  This will verify that you are aware of the alert condition.  At the earliest opportunity, you should remedy the situation.

In most cases, when you launch PBIS, you will not receive an alert message, but will go straight to the PBIS main screen.

2-3. Accessing the Inspection Schedule

To access the inspection schedule, select Reports / Schedule from the PBIS pull-down menu.
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There are two options available: the Procedure Schedule (5400-2), which allows a detailed view of specific establishment(s), shift(s), and date(s); and the Schedule Summary, which provides a weekly summary for the selected establishment(s).

To generate a detailed schedule, select Procedure Schedule (5400-2) and the following screen will appear.  
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After you have specified the date(s), establishment(s), and shift(s) of interest, then click OK.  You will be prompted to specify the report destination.
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Enter the letter S to display the schedule on the screen.  Enter the letter P to send the schedule to the printer.  Enter the letter R to save the schedule to an RTF file (compatible with MS Word).  Next, click OK to generate the report.

Below is an example of the detailed schedule as it appears on the screen.  The printed schedule would appear in the same format.
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To generate the weekly summary, select Reports / Schedule / Schedule Summary.  
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The screen below will be displayed.  The left-hand pane will show the establishments and shifts that are listed in the PBIS database on this computer.  The right-hand pane starts out empty. 
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Click to select the establishments / shifts from the left-hand pane.  The selections will appear in the right-hand pane.  If you want to select all establishments in your PBIS database, use the Select All button.
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After selecting the establishment / shifts of interest, click OK.

You will be prompted to enter the starting date of the week in question.
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After entering the date, click OK. 

You will be prompted to specify the report destination.  Enter S for screen, P for printer or R for RTF file, as appropriate.  

Below is an example of the weekly summary as displayed on the screen.  The printed report would appear in the same format.
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2-4. Entering Procedure Results (Feedback)

To enter inspection results (feedback) into PBIS, select File / Update / Procedure Results.
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The Select Est/Shift window will appear and the first Establishment Number in your PBIS database will be displayed.
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NOTE: The Search and Browse buttons provide an alternative technique for selecting an establishment number.  Also, the check boxes for Active, Inactive (temporarily), and Withdrawn can be utilized to expand or constrain the establishment numbers available for selection.

After selecting the establishment and shift of interest, click OK.  The procedures scheduled for that establishment, shift and date will be displayed on the Procedures Results screen.  Note that the current date is the default.  If you are entering results from an earlier date, you will need to change the value accordingly. 
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Highlight a procedure and type the letter representing the result code.  If you want a quick reminder of the applicable results codes for the highlighted procedure, click the Proc Details button.

Below is a table summarizing the PBIS result codes.

	Result Code
	Result
	Comment

	A
	Performed
	Performed and acceptable

	B
	Not Performed
	Not performed that day

	C
	Monitoring
	Noncompliance Indicator

	D
	Corrective Action
	Noncompliance Indicator

	E
	Recordkeeping
	Noncompliance Indicator

	F
	Verification
	Noncompliance Indicator

	G
	Economic
	Noncompliance Indicator

	H
	Misbranding
	Noncompliance Indicator

	I
	Protocol
	Noncompliance Indicator

	J
	Lighting
	Noncompliance Indicator

	K
	Structural
	Noncompliance Indicator

	L
	Outside Premises
	Noncompliance Indicator

	M
	Basic
	Noncompliance Indicator

	N
	Other
	Noncompliance Indicator

	O
	Implementation
	Noncompliance Indicator

	P
	Product Based
	Noncompliance Indicator

	S
	Security Breach
	Not a noncompliance indicator

	T
	Security Breach / Product Alteration
	Not a noncompliance indicator


For any of the noncompliance codes, additional information is required.  If you enter a result code of C-P, the NR section of the screen will be activated. (Greater detail about the NR section can be found in section 2-7 of this user guide, Documenting Noncompliances.)

2-5. Unscheduled Procedures

In-plant inspection personnel have the discretion to perform inspection procedures that are not listed on the daily schedule.  For example, if the inspector notices a noncompliance condition, but the procedure was not listed on the original schedule, the inspector can perform the procedure and the results would be recoded as an “unscheduled procedure.”
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To enter results for an Unscheduled Procedure, click on the Add button.  The following screen will be displayed.
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Highlight the procedure and result code and then click OK.

The Unscheduled Procedure and the Result Code will appear on the screen.  The unscheduled procedure is indicated by “N” in the Sch column.
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When done with the Procedures Results window, close the window by clicking the X in the upper right corner. 

2-6. Synchronizing
As a reminder, the data stored in PBIS will be transmitted to headquarters automatically at the time of synchronization.  Daily synchronization is recommended for PBIS.

To synchronize your data, select Start / FSIS Applications / Inspection Assignments / Synchronize Data with HQ, as shown below:
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2-7. Documenting Noncompliances

A Noncompliance Record (NR) is the official record of noncompliance of one or more food safety regulatory requirements.  When a noncompliance result code is entered in PBIS, the NR section of the screen will be activated.
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The first three fields in the NR section refer to plant employees.

· Click on the down arrow next to the Report To field and select the name of the appropriate plant manager from the pick list.  This list is drawn from the “points of contact” located on the Contacts Tab of the Establishment Profile.  If you wish to add a recurring name for future NRs, add the person’s name and title in the Contacts Tab.  You can still type a name directly into this block, even if it does not appear on the drop-down list.

· Next, click in the Title field and the title for that person will be inserted automatically.  If you typed a name directly into the Report To block, you will also have to enter the Title manually.

· If the person notified (the actual recipient of the NR) is the same as the Report To name, click in the Person Notified field to automatically insert that name.  Otherwise, enter the name manually.
The next two fields identify the regulations relevant to the noncompliance.
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Click on the magnifying glass next to Relevant Reg(s) to display a dialogue box as shown below.  
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Click the plus sign (+) next to the appropriate category or categories to expand the list of regulations, then select all relevant regulations by clicking the adjacent box.  Clicking on the Regulation Text box will open an Adobe Acrobat window displaying the page with the highlighted regulation.
[image: image26.png]Acrobat Reader, - [9CFR416.PDF],
e Edt Document Toos View Window He

ERE@- 88 es [OR-

Bookmarks

Thumbnaits

product.

uet.

rooms and at such other places in the
establishment as necessary to ensure
cleanliness of all persons handling any.

(3) Refuse receptacles must be con-
structed and maintained in a manner
that protects against the creation of
insanitary conditions and the adultera-
tion of product.

[64FR 56417, Oct. 20, 19%9]

§4163 Equipment and uten

(@) Equipment and utensils used for
processing or otherwise handling edible
product or ingredients must be of such
material and construction to facilitate
thorough cleaning and to ensure that
their use will not cause the adultera-
tion of product during processing, han-
dling, or storage. Equipment and ute:
sils must be maintained in sanitary
condition so as not to adulterate prod-

() Equipment and utensils must not

Food Safety and Inspection Service, USDA §416.6

(©) Cleaning compounds, sanitizing
agents. processing  aids, and other
chemicals used by an establishment
must be safe and effective under the
conditions of use. Such chemicals must
be used, handled. and stored in a man-
ner that will not adulterate product or
create insanitary conditions. Docu-
mentation substantiating the safety of
a chemical’s use in a food processing
environment must be available to FSIS
inspection program employees for re-

(d) Product must be protected from
adulteration during processing, han-
dling, storage. loading, and unloading
at and during transportation from offi-
cial establishments.

84 FR 56417, Oct. 20, 1999

§4165 Employee hygiene.
(@) Cleaniiness. All persons working in
contact with product, food-contact sur-

faces, and product-packaging materials
st ndher tn hyaisnic necties





[image: image27.png]Acrobat Reader,

[9CFR416.PDF]

e Edt Document Toos View Window He

Bookmarks

Thumbnaits

ERE@- 88 E e [OR-

Equipment and utensils must not
be constructed. located, or operated in
a manner that prevents FSIS inspec-
tion program employees from inspect-
ing the equipment or utensils to deter-
mine whether they are in sanitary con-
dition.

(©) Receptacles used for storing ined-
ible material must be of such material
and construction that their use will
not result in the adulteration of any.
edible product or in the creation of in-
sanitary conditions. Such receptacles
must not be used for storing any edible
product and must bear conspicuous and
distinctive marking to identify per-
mitted uses.

[64FR 56417, Oct. 20, 19%9]

§416.4 Sanitary operations.

(@ All food-contact surfaces, includ-
ing food-contact surfaces of utensils
and equipment, must be cleaned and
sanitized as frequently as necessary to
prevent the creation of insanitary con-
ditions and the adulteration of prod-
uet.

() Non-food-contact surfaces of fa-
cilities. equipment, and utensils used
in the operation of the establishment
must be cleaned and sanitized as fre-
quently as necessary to prevent the
creation of insanitary conditions and
the adulteration of product.

must adhere to hygienic practices
while on duty to prevent adulteration
of product and the creation of insani-
tary conditions.

() Clothing. Aprons, frocks, and
other outer clothing worn by persons
who handle product must be of mate-
rial that is disposable or readily
cleaned. Clean garments must be worn
at the start of cach working day and
garments must be changed during the
day as often as necessary to prevent
adulteration of product and the cre-
ation of insanitary conditions.

(0) Discase conirol. Any person who
has or appears to have an infectious
discase, open lesion. including boils,
sores, or infected wounds, or any other
abnormal source of microbial contami-
nation, must be excluded from any op-
erations which could result in product
adulteration and the creation of insani-
tary conditions until the condition is
corrected

84 FR 56417, Oct. 20, 1999

§4166 Tagging insanitary equipmen

[
When an FSIS program employee
finds that any equipment. utensil
room, or compartment at an official es-
tablishment is insanitary or that its
use could cause the adulteration of
product, he will attach to it a “US.

627





[image: image28.png]4162 Estabishment Grounds and Faciiies
4163 Equipment and Utensis
[ 416.3(e] Constucted to facitte clearing of processing equipment
0] 416.3(b) Constucted, locsted & operated in 3 mannet that doss ot dete inspection
] 416.3(c] Receptacles for storing inedible material st identy permited use
416.4 Santary Operations
0] 416.4(a) Food contact suface, clearing & sariting as frequency
416.4(p] Nonfood contact surface, learing & sanizing
] 416.4(c) Chemical used & stred in a safe manner and sffective manet (vith documentation)
416.4(d) Product processing, handing. torage, loading, rloading. and duing ransportation mst be protected

4165 Employee Hygene

#Selected 3
e Cistons Reguation Test

Speling | Simiar NRis

Proc Detais





Select the applicable regulations, click OK. to close the dialogue box.  All regulations selected will automatically appear in the “Relevant Regs” field and be transferred to block 6 of the NR.

On the underlying screen,  enter the appropriate Section/Page reference from the HACCP guide.
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Next, write a summary of the noncompliance in the Description field.  Follow the guidance outlined in FSIS Directive 5400.5 (i.e., describe the noncompliance as fully as possible in the space provided; include the exact location in the establishment where the finding was made; avoid subjective judgment terms; and use additional space when necessary).  You can enter up to 3,584 characters in the Description field.  A word count is displayed that keeps a running tally of words as you type.  A spell check function also is available.
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Review the narrative information you have entered, make changes if necessary, and then click Save.  
2-8. Printing Noncompliance Records

In-plant inspection personnel are responsible for providing plant managers with a copy of the NR as soon as possible, but no later than the end of the tour of duty.  To print a Noncompliance Record, you must first access the NR Management window.
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Click on the Manage NR button to display the NR Management window.
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Click Print to generate a printed copy of the NR.
Before the NR can be shared with plant management, you must verify the documentation is complete and accurate.  By default, the initial printing of an NR will show the words “Draft Do Not Distribute” in a watermark across the page.  This signifies the document is for internal review only.  Also note that there are no signature lines on draft NRs.
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Review the draft NR for accuracy and make changes as necessary.

After verifying the NR for accuracy, select the check box labeled Final, then click Print. This locks the NR and prevents further changes to the document.  The final version of the printed NR is appropriate for distribution to plant management.  

2-9. Processing Noncompliance Appeals

The establishment has the right to appeal a noncompliance finding.  A plant management official initiates the appeal.  The appeal follows the chain-of-command, beginning with the FSIS in-plant employee who made the determination.  The appeal may advance further up the chain to the Inspector in Charge (IIC), Supervisor, District Manager, Director of IID and Headquarters.

The FSIS employee who receives the appeal (normally the same person who made the noncompliance determination) is responsible for entering the data into PBIS.  Use the following steps to enter the appeal into the system.

Access the appropriate NR, either by utilizing the Manage NR button that is visible on the NR in the question, or by selecting Tools / Manage NRs from the main PBIS drop-down menu.
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In either case, in the NR Management window will be displayed.
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Click on the Search button to display a list of NRs for the selected establishment.  The NRs will be displayed in a window on the NR Management screen.
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Scroll down the list and select the NR by double-clicking on the number.
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Verify the target NR is displayed on the screen and then click the Appeals button to display the following screen.
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Click on the arrow next to the Name field, then select the name of the person making the appeal from the list that is displayed.  The corresponding Title will be inserted automatically (assuming the person’s name is already present in the pick list).  If necessary, type in the official’s Name and Title.

Click the box labeled Original Appeal (mm/dd/yyyy) and the current date will be entered automatically.

In the text box labeled Description of Appeal, enter the comments as provided by the plant official.  At this point in the process, the screen would appear as follows.
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The column labeled Level, displays the title of the person making the determination (IIC, CS, or DO).  An appeal may skip over a level in the chain-of-command.  If so, the value Bypassed will automatically appear at that level under the Status column.

Click to select the appropriate determination.

	Pending
	Further information is needed before making a determination.

	Deny
	Appeal is denied.  Additional appeal up the chain-of-command is allowed.

	Modify
	NR remains valid but needs modification.  The modify function “unlocks” the NR to allow editing / printing additional drafts before re-printing a new, final copy.

	Grant
	Appeal is granted.  Once an appeal is granted, the decision cannot be reversed. Granted appeals automatically change the inspection result to “A” (performed.).


If you click on Pending, Deny, or Modify, you are prompted to specify the appeal date.  The current date appears by default.
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If you click on Grant, you are prompted to confirm the decision.
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After making the appropriate determination, click Save.

IMPORTANT:  The next time you synchronize, the appeal data will be replicated to the consolidated national database, and by extension, will be replicated down to all other computers that have PBIS data for this establishment.

As the appeal is processed, it moves up through the FSIS hierarchy: Inspector-in-Charge to Supervisor to District/IID Office.  At each level, the person who reviews the appeal is responsible for entering a decision into the system.

In order to Modify the NR, you must go back to the Procedure Results screen from the File- Update – ISP procedures menu option. If the NR is locked, you must unlock it and supply a justification when prompted.  Then close the NR Management Window and the Procedure Results Window.  When you re-open the procedure results window and highlight the appropriate procedure, you will be able to modify the NR.
2-10. NR Status

Until an establishment has brought itself into compliance with the regulatory requirement(s), the NR remains “open.”  In-plant inspection personnel review the file of open NRs daily, and the IIC meets with plant managers weekly to discuss noncompliance findings.

Access the appropriate NR, either by utilizing the Manage NR button that is visible on the NR in question, or by selecting Tools / Manage NRs from the main PBIS drop-down menu.
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Verify the target NR is displayed on the screen.

When the establishment is back in compliance, select the Closed option.

Inspection personnel can unlock an NR by using the Unlock button and entering a justification when prompted.  To edit the NR, return to the procedures results screen (See Section 2-7) and open the noncompliance for editing.
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2-11. Reviewing and Updating Inspection System Procedures (ISP)

In-plant inspection personnel are responsible for maintaining an establishment / shift procedure plan that reflects current operations.

To access Inspection System Procedures, select File / Update / ISP from the PBIS pull-down menu.
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The Select Est/Shift screen will be displayed.
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Click on the down arrow next to the Establishment Number field to display a list of Establishments from which to choose.  NOTE: The drop-down list displays the 10 most recent establishments selected.  It does NOT necessarily show all establishments in the local PBIS database.  To see all establishments in the local PBIS database, click the Browse button.
Highlight your selection, designate the Shift and select one or more filters, (Active, Inactive (Temporarily) and/or Withdrawn) and then click OK.

The following message will be displayed, indicating that changes in the ISP must be justified.
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Click on OK to continue.

A list of all procedures will be displayed, as shown below.  The 03 Procedures will be pre-filled automatically according to the selections specified on the Establishment Profile / Processing Tab (see section 2-12f).
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Select the procedures by clicking in the box to insert a check mark.  Check each procedure that applies to the establishment / shift’s operations.  

NOTE: Because PBIS schedules are based, in part, upon data from the ISP, the accuracy of this screen is critical.
When a procedure is added or deleted, the Cite Reason for Update window appears.
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State a valid justification by explaining the reason for the modification, i.e. manufacturing new product.
Click on Save.  The addition or deletion of an ISP procedure takes place immediately.  When you perform synchronization later that day, the information will be sent to the supervisor and the district/IID office.  If there are comments or questions about the procedure, you will be contacted by the appropriate official.

2-12. Reviewing and Updating the Establishment Profile

The Establishment Profile contains information that reflects an establishment's physical characteristics, hours of operation, products produced, processing categories, operating certificates / permits, and the names of management officials.  The data in the Establishment Profile is linked to other parts of PBIS.  For example, the HACCP processing categories that are identified in the Establishment Profile are linked to data in the Inspection System Procedures portion of PBIS.
Establishment Profile data is entered by the Inspector-In-Charge (IIC) and is reviewed and maintained by the IIC.  If there are changes to the products, processes, or operational characteristics of the establishment, the IIC must update the profile accordingly.  At a minimum, the data in the Establishment Profile should be reviewed and verified every 120 days.  

Although the IIC has primary responsibility for the data in the Establishment Profile, some pieces of information are maintained by the supervisor or by managers in the district/IID office or state office.  These data items are grayed-out and are inaccessible to the in-plant inspector or IIC.

To access the Establishment Profile, select File / Update / Establishment Profile.
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The Select Establishment window will be displayed.  
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Select an Establishment Number from the drop-down menu, and then click OK.
NOTE: The Browse and Search buttons provide alternative methods of selecting establishments.

2-12a. Establishment (Estab.) Tab

The Establishment tab displays general organizational data about the establishment.  Certain fields on this screen are grayed out (Date HACCP Started, Circuit, and District/Region), which indicates they cannot be changed by the current user.  If there are errors in the grayed out fields, contact the State or District/IID Office. 
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The information in the Name field should reflect the “name on the door” of the establishment, which may or may not match the name of the Applicant as displayed on the Applicant tab.  The Name field can be changed by the inspector, but it does require a justification.
Under the Insp. System block, review the list and check all that apply to the establishment. For example if the establishment produces FDA and FSIS products as well as performs religious slaughter, then both of these boxes should be checked.

2-12b. Addresses Tab 

This screen contains information about the various addresses that are utilized for contacting the establishment.  There are four address options:  
· Establishment’s physical address (P.O. Boxes not allowed here).  This indicates the actual location of the establishment (not necessarily the applicant).

· Applicant’s mailing address.  HQ mailings targeted to applicants will be sent to this address.

· US Postal Service address for the IIC.  HQ mailings targeted to field inspectors will be mailed to this address (if this is a “headquarters” establishment).

· Overnight mail address for the IIC (P.O. Boxes not allowed here).  Lab supplies targeted to field inspectors will be mailed to this address.

Accuracy on this screen is critical.  If the address is incorrect, not only will mailings be delayed or interrupted, but in the case of overnight deliveries, FedEx assesses a surcharge for correcting the delivery address, even for a zip code error.
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Inspectors must verify the establishment’s email address with plant management.  This address is used to notify plant management when laboratory results become available.  Note also the Send Test Message button, which can be used to send a test message to the plant email address.  When you enter a new email address or revise an existing address, it is highly recommended that you perform such a test and double-check with plant management to verify receipt of the test message.

2-12c. Status Tab

This screen displays the three Status categories: Active, Inactive (Temporarily) and Withdrawn/Abandoned.
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Use the pick-list to specify the current status of the establishment.

When an establishment voluntarily withdraws from inspection or abandons their grant of inspection, the District/State/IID Office will designate by utilizing the Withdrawn/Abandoned status.
If you need to specify a Period of Inactivity, click on the Add button.  You will be prompted to specify a date range.
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Enter a Start Date and Stop Date and then click on OK.  The date is now reflected on the Status tab shown below.
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The establishment’s status in PBIS will automatically change for the duration of the date range.  Because PBIS schedules are created about 3 weeks in advance, any Periods of Inactivity should also be specified at least 3 weeks in advance.  This will allow Period of Inactivity to be reflected on the PBIS schedules.
2-12d. Activities Tab
This screen identifies all activities performed at the establishment.  The appropriate Inspection Activities (Mandatory and Voluntary), Services/Certifications (Voluntary), and Exemptions (Activities and Products) should be checked.
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2-12e. Slaughter Tab

This screen identifies the species that are slaughtered at this establishment.  
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Place check marks next to all species that are slaughtered.

2-12f. Processing Tab

This screen identifies the categories and products that are processed at this establishment.
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Place a check mark in the applicable boxes.

Regarding HACCP Processing Categories, please note:
· If you select an 03 element in the HACCP Processing Categories, the procedures in that element are added to the ISP for all shifts associated with the establishment.
· If the 03 element only applies to one shift, use the ISP screen to remove the 03 procedures from the shift where it does not belong.  To remove the 03 elements from both shifts, you must use the Establishment Profile.

· If you deselect (uncheck) the 03 element for a shift, all the procedures for that element are removed from the ISP.

· Elements 03A and 03J (previously accessible in PBIS 5.0) are no longer displayed on this screen.  The 03A and 03J elements are specified automatically, dependent upon the selections made on the Slaughter Tab.  If one or more elements are checked under HACCP Categories, 03A is selected by the program.  If a “mandatory” animal is checked on the Slaughter Tab, the program selects 03J. 

Regarding Ready-To-Eat Product Information, please note:
· If the establishment does not produce or distribute RTE product of any kind, select the radio button next to No RTE Products.
· If the establishment produces any final product under 03E, F, G, or I, that is considered to be RTE.  Select the radio button next to Establishment makes at least one, final RTE product.
2-12g. Permits Tab

This screen displays the due dates for the certificates / permits at the plant.  
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Verify the dates as appropriate.
2-12h. IIC Tab

This screen contains information about the identity of the IIC, the date of the last profile review, and miscellaneous facility information.
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After completing a review for an Establishment Profile, the IIC should indicate their name and enter the current date in the Profile Last Reviewed block. The Profile should be reviewed at least every 120 days. 
If it is necessary to change the IIC information, click the Change button and the following dialogue box will be displayed.
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A listing of all inspectors in the district/region will appear in a drop-down window.  
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Highlight your selection and then click on the Select button.

Please make sure to indicate the date you last reviewed the establishment’s profile in the Profile Last Reviewed block.  Profiles should be reviewed at least once every 120 days.
2-12i. Shift Hours Tab
This screen displays the hours of operations for each shift.  
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Specify the days and the hours of operation using military time.  Inspection schedules will be generated only for shifts that are designated as Active.  In the case of IID, the hours are associated with re-inspection.
2-12j. Contacts Tab

This screen identifies the establishment employees who interact with inspection personnel regarding regulatory requirements.  The names specified here form the basis of the pick-lists used for the NR and NR Appeal screens.
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Use the Add and Remove buttons to make changes to the list of contacts.
2-12k. Applicant Tab

This screen contains information about the applicant’s business and its association with USDA as a federally inspected plant.  The entire contents of the tab are maintained by the District / IID / State Office.
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2-12l. Egg / Import Tab

This screen identifies any egg products and / or import products that are processed at this establishment.  
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Select the egg and / or import activities performed at this plant.  In this example there are no egg or import indicators selected.
2-13. Establishment Profile Extensions 
To access Establishment Profile Extensions, select File > Update > Establishment Profile Extensions from the PBIS pull-down menu.  
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After the inspector’s computer establishes a PBIS/FSIS intranet connection, a Web-based Establishment Profile Extension window will appear.

[image: image69.png]2 SurveyForm - Microsoft Internet Explorer provided by FSIS - FAIM

Fle Edt View Favortes Took Help

Qs - O ¥ B ] s Frrowonss @t @

ks ] o dintase les\desrton.asp<TurVID=DRE AID =666 CompID=8367

USDA. Usited States Depertment of Agricuituse
=Sl Food Safety and Inspection Service

L o/ W S PR CE | TV

Select Profile
AMR Establishment Profile Extensions 4

Please respond to the following Items for Establishment
15UT - 00874A M USU Meat Sci Laboratory 4

AMR Establishment Profile Extensions

1. This establishment produces beef /pork activities. Select one:
OEstablishment does not produce AMR Products

OEstablishment has equipment to produce AMR Products, but the equipment is not in
use

OEstablishment produces AMR Products

2. If the Establishment produces AMR products, check all that apply:
[OEstablishment produces Pork AMR products

[CIEstablishment produces Beef AMR products derived from carcass parts of cattle 30
months of age or older

[IEstablishment produces Beef AMR products derived from carcass parts of cattle less
than 30 months of age

) Loca mronet




Answer all questions and then click Submit at the bottom of the screen..  Then click on the Close window button (the “X” box) in the upper right corner to return to PBIS.

2-14. Surveys 

 Surveys can be accessed either from the alerts window or from the PBIS pull-down menu (File/Update/Incomplete Establishment Surveys).
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A window will appear listing any incomplete surveys.  Highlight the survey to be completed and click on either the button for one of the establishments or all of the establishments.
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 After the inspector’s computer establishes a PBIS/FSIS intranet connection, a Web-based Establishment Survey window will appear.  The first screen will explain the survey and list a contact for more information.
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The survey itself will appear in the next window.
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Answer the questions, using the scroll bar to navigate to the bottom of the page as needed.  
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When the survey is completed, click on the Submit button.  If you wish to make changes, click on the Reset button and start over.  If you are unable to complete the survey at this time, click on the exit button.

2-15. Reviewing Results

In-plant inspection personnel – and their supervisors – have the responsibility to review and monitor inspection results in their respective jurisdictions.  Several standard reports are available to aid in this oversight function.

· Details – a listing of detailed results for any procedure(s)

· NR Status – a listing of open and closed, draft and final noncompliance records

· NR Summary – a summary of noncompliance records

· Industry Appeals – a summary of noncompliance appeals

· Results Not Entered – a summary of missing results

· Listing Reports – a report allowing users to specify data items (column headers)

To access these reports, select Reports / Results from the PBIS drop-down menu, as shown below.
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The reports for Details, NR Status, NR Summary, Industry Appeals, and Results Not Entered utilize a similar filter screen.  Here is an example.
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The filter screen allows you to specify a date range and the list of establishments to be included.  If you want to include all establishments, click the Select All button.  After setting the appropriate report filters, click OK to continue.  The reports are discussed on the pages that follow.

2-15a. Details
The Details report allows PBIS users to show the detailed results of any procedure.  Depending upon the procedures and results that are selected, the report can provide a very broad range or a very narrow range of detail.

To generate the report, select Reports / Results / Details.

Next, specify the Date Range and the list of Est# to be included in the report (as illustrated on page 39).  Click OK to continue.

You will be prompted to specify the procedures to be reported.  By default, all procedures are checked.
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Click the boxes under the ProcCode column to select or unselect procedures.  You can use the selection boxes to make the report as general or as specific as you need.  (NOTE: The Ctrl-A key combination allows you select or unselect all boxes.)  After you have checked the appropriate procedures, click OK to continue.

Next, you will be prompted to select the result codes to be included on the report.  By default, all result codes are unchecked.
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Click the boxes under the Results column to select or unselect result codes.  Again, you can use the selection boxes to make the report as general or as specific as you need.  (NOTE: In the above example, Ctrl-A was used to select all the boxes, then the ?, Unknown, A Performed, and B Not Performed boxes were unselected.)  After you have checked the appropriate result boxes, click OK to continue.

Next, you will be prompted to specify the report destination.  Enter S for screen, P for printer, R for RTF file or E for Excel.

Here is an example of the report, in this case reflecting recent noncompliance indicators for a single plant.
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2-15b. NR Status
The NR Status report allows PBIS users to generate a listing of open and closed, draft and final Noncompliance Records.

To generate the report, select Reports / Results / Details.

Next, specify the Date Range and the list of Est# to be included in the report (as illustrated on page 39).  Click OK to continue.

You will be prompted to specify the procedures to be reported.  By default, all procedures are checked.
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Click the boxes under the ProcCode column to select or unselect procedures, then click OK to continue.

Next, you will be prompted to specify open NRs, closed NRs, or both.
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Select the appropriate status, then click OK to continue.

You will be prompted to specify draft NRs, final NRs, or both.
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Select the appropriate status, then click OK to continue.

Lastly, you will be prompted to specify the report destination.  Enter S for screen, P for printer, R for RTF file or E for Excel file.

Here is an example of the report, in this case reflecting the status of recent NRs for a single plant.
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2-15c. NR Summary

The NR Summary provides a listing of Noncompliance Records for the selected establishments.

To generate the report, select Reports / Results / NR Summary.

Next, specify the Date Range and the list of Est# to be included in the report (as illustrated on page 39).  Click OK to continue.

You will be prompted to specify the procedures to be reported.  By default, all procedures are checked.
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Click the boxes under the ProcCode column to select or unselect procedures, then click OK to continue.

Next, you will be prompted to specify open NRs, closed NRs, or both.
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Select the appropriate status, and then click OK to continue.

You will be prompted to specify draft NRs, final NRs, or both.
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Select the appropriate status, then click OK to continue.

Lastly, you will be prompted to specify the report destination.  Enter S for screen, P for printer, or R for RTF file.

Here is an example of the report.
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2-15d. 2-15d. Industry Appeals

​
The Industry Appeals report is a summary of NR appeals, grouped by establishment.  It provides an overview of NR appeal activity in your assignment or coverage area.

To generate the report, select Reports / Results / Industry Appeals.

Next, specify the Date Range and the list of Est# to be included in the report (as illustrated on page 38).  Click OK to continue.

NOTE:   For this report, the date range signifies the date of the original inspection result, NOT the appeal date.
You will be prompted to specify the report destination.  Enter S for screen, P for printer or R for RTF file.

Here is an example of the report.
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2-15e. 2-15e. Results Not Entered
The Results Not Entered report lists the dates of missing results, grouped by establishment.  For this report, a missing result is considered to be any scheduled procedure with a result of Unknown.  This report is should be reviewed by District/IID Offices and Supervisors.

REMINDER:  There is a difference between an Unknown result and result code B (Not Performed).  Result code B (Not Performed) signifies the procedure was scheduled but was not performed on that day.  For example, if you are the only inspector in the plant on that day, and you know the procedure was not performed, you should enter code B.  Result code Unknown signifies uncertainty whether or not another inspector might have performed the procedure.  In general, the greater the number of in-plant inspection personnel, the greater the likelihood of result code Unknown.

The Results Not Entered report must be reviewed on a regular basis, and missing results should be researched and corrected.

To generate the report, select Reports / Results / Results Not Entered.

Next, specify the Date Range and the list of Est# to be included in the report (as illustrated on page 38).  Click OK to continue.

You will be prompted to specify the report destination.  Enter S for screen, P for printer, or R for RTF file.  Below is an example of the Missing Results report.
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Use the scroll bars on the right to view the entire page.  If the report is longer than a single page, use the Next Page button to move forward through the report.  NOTE: You cannot move backward is this view.  To see previous pages, you must run the report from the start.

2-15f. Listing Reports

PBIS contains four pre-defined reports that are used for trend analysis.

· Establishment HACCP Summary – This report generates a summary of procedures performed during a specified time period.  For each establishment / shift, the report identifies the number of procedures performed, not performed, unscheduled procedures, and noncompliances.
· PH and OCP Comparison – This report identifies the ratio of public health and other consumer protection procedures.
· PH and OCP Summary – This report summarizes the number of public health and other consumer protection procedures.
· Trend Indicator Summary – This report summarizes the number of noncompliances and identifies trends or spikes in noncompliances for a given establishment or shift.
These four reports are intended for use as correlation tools.  The reports identify inspection trends and the overall level of performance for a given establishment / shift.  The reports are targeted for internal use by FSIS inspection personnel only (State inspection personnel would only have access to State data)  There is one exception; the Establishment HACCP Summary can be shared with plant management, provided the report covers only that specific plant.  

When reviewing the reports, inspection personnel must always consider whether the reports accurately reflect conditions at that establishment.  If not, discuss this issue with your supervisor. 

To access Listing Reports, select Reports / Results / Listing.  
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The following screen will be displayed.
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Select the report of interest and then move through the additional tabs associated with these reports.

The Selection Criteria tab provides options for specifying the range of establishments, procedures, status, and time frame.  Note the default selections of All for the radio buttons below.
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​
The Level of Detail tab defines the grouping order of the report.  For example, the Est/Shift grouping would arrange the report from top to bottom in the order of the establishment number and shift number.
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The Output tab provides an option for Minimum or Maximum formatting.  
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After specifying the level of detail, click on the formatting option to generate the report.  

You will be prompted to specify the report destination.  Enter S for screen, P for printer, or R for RTF file.

Here are examples of the four pre-defined reports.

2-15f1. Establishment HACCP Summary

Here is an example of the Establishment HACCP Summary generated according to the following parameters: 

Selection Criteria tab: Establishments = All; Status = Active; Timeframe = All; Procedures = All
Level of Detail tab: Establishment groupings = Est/Shift
Output tab: Level of Detail = Est/Shift; Maximum Formatting
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NOTE: This example shows a report that covers multiple establishments and therefore would be targeted for internal use only.
2-15f2. Establishment HACCP Summary – Single Plant

Here is an example of the Establishment HACCP Summary for a single plant, generated according to the following parameters: 

Selection Criteria tab: Establishment = 07567  M; Status = Active; Timeframe = Year (2003); Procedures = All
Level of Detail tab: Establishment groupings = Est/Shift
Output tab: Level of Detail = Est/Shift; Maximum Formatting
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NOTE: This is the only instance where a listing report can be shared with plant management.
2-15f3. PH and OCP Comparison

Here is an example of the PH and OCP Comparison generated according to the following parameters: 

Selection Criteria tab: Establishments = All; Status = Active; Timeframe = All; Procedures = All
Level of Detail tab: Establishment groupings = Est/Shift
Output tab: Level of Detail = Est/Shift; Maximum Formatting
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2-15f4. PH and OCP Summary

Here is an example of the PH and OCP Summary generated according to the following parameters: 

Selection Criteria tab: Establishments = All; Status = Active; Timeframe = All; Procedures = All
Level of Detail tab: Establishment groupings = Est/Shift
Output tab: Level of Detail = Est/Shift; Maximum Formatting
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2-16. Trend Indicatory Summary

Here is an example of the Trend Indicatory Summary generated according to the following parameters: 

Selection Criteria tab: Establishments = Circuit (7503); Status = Active; Timeframe = All; Procedures = Element (03B)
Level of Detail tab: Establishment groupings = Est/Shift
Output tab: Level of Detail = Est/Shift; Maximum Formatting
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3. Establishment Reports

There are various establishment reports that you can generate from PBIS.  To access the reports, select Reports / Establishment from the PBIS pull-down menu.
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3-1. Report Filters / Report Destination

All establishment reports have filters that allow you to specify the plant(s) to include in the report.  In certain cases, a date range filter allows you to specify a time period for the report.  Below is an example of a report filter screen.  The filter screens for all establishment reports are essentially the same.
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For every establishment report, there are three possible destinations.  The report can be sent to the display screen, to the printer, or to an RTF file (compatible with MS Word).  Here is the prompt to specify the report destination.
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Enter S for screen, P for printer or R for an RTF file then click on OK.

3-2. Comprehensive Profile



The Comprehensive Profile gives detailed establishment information, for example, location, hours, and activities.  It is used by inspectors, inspectors-in-charge and circuit supervisors.  

To access the Comprehensive Profile, select Reports / Establishment / Comprehensive Profile.
You will be prompted to specify the plants to be included in the report.  Select one or more plants as appropriate.

Next, you will be asked if you want to include the extended profile information.  Note: a connection to Headquarters is required.
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Finally, you will be prompted to specify the report destination.  Enter S for screen, P for printer or R for an RTF file and then click OK to generate the report.

Here is an example of the Comprehensive Profile as displayed on the screen.  The printed report would appear in the same format.
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3-3. Transaction History

The Transaction History displays a detailed listing of changes made to Procedure Results (i.e., changes made to feedback).  For every data item changed, the Old Value, New Value, and Justification will be displayed.  
To access the Transaction History, select Reports / Establishment / Transaction History.

You will be prompted to specify the date range and the plants to be included in the report.  Specify the date range and select one or more plants as appropriate.

Next, you will be prompted to specify the report destination.  Enter S for screen, P for printer, R for an RTF file, or E for Excel file and then click OK.

An additional prompt will appear for this report.  
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Click on Yes or No as appropriate and the report will be generated.

Here is an example of the Transaction History as displayed on the screen.  The printed report would appear in the same format.
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3-4. Alerts Report 
The Alerts Report provides a listing of the alerts for the inspection assignment.  You can list all of the alerts or just those that have not been acknowledged.
To access the report, select Reports / Establishment / Alerts. 

You will be prompted to specify the plants to be included in the report.  Select one or more plants as appropriate.

Next, you will be asked if you want to include acknowledged alerts.  Select yes to include the acknowledged alerts, no to exclude them, or cancel to cancel the report.
Next, you will be prompted to specify the report destination.  Enter S for screen, P for printer,  R for an RTF file, or E for an XLS file (MS Excel) and then click OK to generate the report.

Here is an example of an Alert Report displayed on the screen.
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3-5. Expanded Worksheet (5400-4)

The Expanded Worksheet gives detailed information on all Activities and Procedures that are applicable at a given establishment.

To access the worksheet, select Reports / Establishment / Expanded Worksheet (5400-4).
You will be prompted to specify the plants to be included in the report.  Select one or more plants as appropriate.

Next, you will be prompted to specify the report destination.  Enter S for screen, P for printer or R for an RTF file and then click OK to generate the report.

Here is an example of the Expanded Worksheet as displayed on the screen.  The printed report would appear in the same format.
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Use the scroll bars on the right to view the entire page.  If the report is longer than a single page, use the Next Page button to move forward through the report.  NOTE: You cannot move backward is this view.  To see previous pages, you must run the report from the start.

3-6. Blank Expanded Worksheet

It is good practice to have five or ten Blank Expanded Worksheets pre-printed and ready for use.  The blank worksheet is used by inspectors when they do not have access to their computer or cannot make an on-line connection.  The information is manually entered onto the worksheet and later transferred into the PBIS system.
To access the blank worksheet, select Reports / Establishment / Blank Expanded Worksheet.
You will be prompted to specify the report destination.  Enter P for printer and then click OK.
Here is an example of the Blank Expanded Worksheet.
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3-7. National ISP Report

The National ISP Report is used as a checklist to review current activities, procedures, schedule rate, and accuracy.  It is used by inspectors, inspectors-in-charge and circuit supervisors.
To access the report, select Reports / Establishment / National ISP Report.
Next, you will be prompted to specify the report destination.  Enter S for screen, P for printer or R for an RTF file and then click OK to generate the report.

Here is an example of the National ISP Report as displayed on the screen.  The printed report would appear in the same format.
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3-8. Establishment Listing

PBIS users have a great deal of flexibility to generate reports that focus on different data items.  The Establishment Listing option allows you to create a report to match your specific needs.

To access Establishment Listing, select Reports / Establishment / Listing.

The process of creating the report involves four tabs.  The first tab displayed is Report Format.

3-8a. Report Format Tab

On this tab, you specify the Establishment Level, Report Type, and Establishment Status. 
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For Establishment Level, use the radio button to select Establishment or Shift.  For Report Type, use the radio button to select Details or Counts.  For Establishment Status, put a check mark in one or more of the three choices, Active, Inactive (Temporary), or Withdrawn.  
After making your selections, click the button marked Next to advance to the next tab.

3-8b. Columns Tab

On this screen, you will select the columns (data items) that determine what information will be displayed on the report.  The window on the left displays the Available Columns.  The window on the right displays the Selected Columns.
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When you double-click a data item in the Available Columns window, this will place the data item in the Selected Columns window.  The data items in Selected Columns will be included in the report and displayed as column heading.  For a detail report, you must include either the Establishment or Est/Shift column.

Here is the list of available columns (data items).

	Available Columns (Data Items)

	Est#
	Raw Ground
	Pres/GM
	Name

	Raw Not Ground
	Contacts
	Circuit
	Insp. Systems

	LastNonComp
	State/City
	Slaughter
	Sched (S)

	Size(LSV)
	01 ISP Products
	Unsched (U)
	ProdArea(sqft)

	01 ISP Elements
	(A)
	Physical Address
	02 ISP Products

	NP (B)
	Mailing Address
	02 ISP Elements
	(NF)

	HCP?
	03 ISP Products
	(% SP)
	Authority

	03 ISP Elements
	(% SNP)
	Est Phone
	04 ISP Products

	(% NC)
	Est Fax
	04 ISP Elements
	# NC

	USDA Phone
	05 ISP Products
	# Perf
	Status

	05 ISP Elements
	# PH
	Mandatory Inspection
	06 ISP Products

	# OCP
	Voluntary Inspection
	06 ISP Elements
	# PH:OCP

	Services Certifications
	08 ISP Products
	IIC
	Exempt Activities

	08 ISP Elements
	EstID
	Exempt Products
	Inactive(Temporarily)

	EstNumber(s)
	
	
	


After making your selections, click the button marked Next to advance to the next tab.

3-8c. Selection Criteria Tab

This tab contains a list of Available Filters that impact the output of the report.  
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When you select an item under Available Filter, a pop-up window will prompt you with the list of possible values.  For example, if you select Authority, the window below will be displayed.
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Select one or more of the check boxes and click OK.  The filter and the value(s) will be displayed under Selected Filters, as shown above.
After making your selections, click the button marked Next to advance to the next tab.

3-8d. Output Tab

On this tab, the organizational layout and the format type are specified for the report. 
[image: image115.png]X Establishment Listing

1. Report Format

2 Calurs

3. Selection Citeria

I~ Orgarize by Circuit / Est

Select Report Dulput Type:
& Minimum Formating

€ Masimum Fomatting

Start Repart

@ Ot

<Back





If you want the report grouped by circuit and establishment, put a check mark in the box labeled Organize by Circuit / Est.

Next, use the radio buttons to select either Minimum or Maximum Formatting.
After making your selections, click on Start Report to generate the report.
3-9. Examples of Listing Reports

3-9a. Example A
Example A will show a listing of establishments and their size (large, small and very small).  

(1) From the Report Format tab, select the Establishment radio button, the Details radio button, and check all three Establishment Status boxes.

(2) From the Columns tab, select Est#, Name, and Size (LSV).

(3) For this example, skip the Selection Criteria tab.

(4) From the Output tab, select Maximum Formatting and click on Start Report.

You will be prompted to specify the report destination.  Enter S for screen, P for printer,  R for RTF file, or E for Excel file..  

Here is the screen display for Example A.  The printed report would appear in the same format.
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3-9b. Example B

Example B will show a listing of inactive establishments.  

(1) From the Report Format tab, select the Establishment radio button, the Details radio button, and check the Inactive box under Establishment Status.

(2) From the Columns tab, select Est#, Name, and Inactive.

(3) For this example, skip the Selection Criteria tab.

(4) From the Output tab, select Maximum Formatting and click on Start Report.

You will be prompted to specify the report destination.  Enter S for screen, P for printer, R for RTF file, or E for Excel file.  

Here is the screen display for Example B.  The printed report would appear in the same format.
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3-9c. Example C

Example C will show a listing of Slaughter 03 ISP Elements for each establishment.

(1) From the Report Format tab, select the Establishment radio button, the Details radio button, and check all three Establishment Status boxes.

(2) From the Columns tab, select Est#, Name, 03 ISP Elements, and Slaughter
(3) From the Selection Criteria tab, select ISP Elements and a pop-up window will be displayed.  
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(4) Click OK and the selected filter and value will be displayed.
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(5) From the Output tab, select Maximum Formatting and click on Start Report.

You will be prompted to specify the report destination.  Enter S for screen, P for printer, R for RTF file, or E for Excel file 
Here is the screen display for Example C.  The printed report would appear in the same format.
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3-9d. Example D

Example D will show a listing of Raw Ground 03 ISP Elements for each establishment.
(1) From the Report Format tab, select the Establishment radio button, the Details radio button, and the Active and Inactive boxes under Establishment Status.

(2) From the Columns tab, select Est#, Name, 03 ISP Elements, and Raw Ground.

(3) From the Selection Criteria tab, select ISP Elements and a pop-up window will be displayed.  Put a check mark in the 03B Raw Ground box and click OK.

(4) From the Output tab, select Maximum Formatting and click on Start Report.

You will be prompted to specify the report destination.  Enter S for screen, P for printer,  R for RTF file, or E for Excel file.  

Here is the screen display for Example D.  The printed report would appear in the same format.
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4. Other System Tools / Help

4-1. Cascade Windows

To activate the Cascade Windows feature, select Window / Cascade from the PBIS pull-down menu.
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When you are working in PBIS and have several windows open at the same time, you can “layer” the screens for ease of access.  The Cascade Windows option will distribute the open screens as shown below.
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4-2. PBIS Help

To access on-line help, select Help / PBIS Help from the pull-down menu.
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This document, the PBIS 5.1.3 User Guide for Inspectors, will open in PDF format.  This ensures that you always have access to the user guide, even if the paper copy is unavailable.
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4-3. Notices and Directives
For PBIS notices and directives, select Help / Notices, Directives Etc. from the pull-down menu.

This will display Notices and Directives related to PBIS.  To view, click on the appropriate notice or directive.
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4-4. Show Permissions

The Show Permissions option displays the following window  
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The District/IID or State Office has the overall responsibility associated with assigning permissions. However, a detailed explanation is included below for information purposes only. 
 PBIS Permissions are

1. Assign Rights – For Office RIS Users to grant PBIS permissions to users in their own District/Region/State.

2. Read Only – No PBIS changes allowed.

3. Results/NR Write – Can record procedure results and complete NRs.

4. NR Appeal Write – Can Record appeals.

5. ISP Write – Can Change the Establishment-specific ISP.

6. Profile Owner Name(s) Write – Can alter the plant’s name, applicant’s name, and President/GM name.

7. Profile Slaughter Write – Can adjust species slaughtered.

8. Profile Owner Addresses Write – can adjust Location and Est. mailing addresses.

9. Profile Hours Write – Can adjust hours/days of shift operation(s).

10. Profile General Write – Can make all other Plant Profile changes.
4-5. About PBIS

For version information and general database statistics, select Help / About PBIS from the pull-down menu.
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This will display an informational screen that contains the Version, Database ID, Computer ID, User Level (District/IID, Circuit Supervisor, Relief, In-Plant) User ID, and other items of information.
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For additional information regarding the database on your computer, click Database Info.
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Click OK to close this window.

Click OK a second time to close the About PBIS window.

APPENDIX A – Trend Indicators

SANITATION STANDARD OPERATING PROCEDURES (SSOP) - 01

(C) - MONITORING - (FSIS Directive 5000.1, Section 416.13) – The indicator addresses the establishment's actions, observations and records for implementation of the SSOP.   When the establishment fails daily monitoring of their pre-operational and operational sanitation procedures, it is referred to as monitoring noncompliance.  It is also used if the establishment fails to monitor operational sanitation at the frequency stated in the SSOP.

(D) - CORRECTIVE ACTION - (FSIS Directive 5000.1, Section 416.15) – The indicator addresses the establishment's corrective actions that are taken when the SSOP fails to prevent contamination or adulteration of the product.  It should be marked in cases of noncompliance where the establishment does not take all of the corrective actions required by Section 416.15 of the regulations.  For example, the establishment fails to clean and sanitize contaminated equipment that they identified during pre-op monitoring before use.  It may also be marked when the corrective actions taken are not appropriate to restore sanitary conditions, or do not include measures to prevent the recurrence of direct contamination or adulteration of products.  This indicator would be marked by inspection personnel when verifying that additional actions that were previously proposed and planned by the establishment were not implemented or were ineffective.

(E) - RECORDKEEPING - (FSIS Directive 5000.1, Section 416.16) – This indicator should be marked when the records, including those of corrective actions required by 416.16 that were taken but are not maintained.  For example, SSOP records that are not initialed and dated, records are not maintained daily, records are not kept for the required period of time or the establishment fails to record the results of a monitoring check that has occurred.  If there is an instance of noncompliance where the establishment is not maintaining any records, the results of the procedure would be documented as basic noncompliance under Procedure Code 01A01.

(O) - IMPLEMENTATION – If inspection personnel find an establishment noncompliant in the requirements for SSOP implementation that involves more than one of these areas: Monitoring, Corrective Action or Record Keeping, they should use the implementation trend indicator.

HAZARD ANALYSIS/CRITICAL CONTROL POINT (HACCP) - (03)

(C) - MONITORING - The monitoring trend indicator is used when an establishment fails to monitor as prescribed in their HACCP plan.  For example, this trend indicator is most appropriate when the establishment is not monitoring a critical limit at a Critical Control Point (CCP) or the establishment is not following the procedure methodology for monitoring as stated in the plan.

(D) - CORRECTIVE ACTION - The corrective action trend indicator is used when the establishment does not take corrective action in response to a deviation from a critical limit, or the corrective actions do not meet the requirements of FSIS Directive 5000.1, Section 417.3.  It is stipulated in these requirements that; the cause of the deviation is identified and eliminated; after the corrective action is taken, CCP is under control; measures are established and taken to prevent recurrence; and, no product that is injurious to health or otherwise adulterated, as a result of the deviation, enters commerce.

The corrective action trend indicator is also used when the establishment fails to meet reassessment requirements.

(E) - RECORDKEEPING - The record keeping trend indicator is used in cases of sloppy record keeping.  For example, the HACCP record(s) are not signed and dated, the production code, lot or identity is missing, or records are not maintained for the required period of time.  It is also used when the pre-shipment review is not performed by the establishment.

(F) - VERIFICATION - The verification trend indicator is used when an establishment is not performing verification as described in their HACCP plan.  It is also used when an establishment is not following the alternative frequency for sampling of E. Coli as described in their HACCP plan.

ECONOMIC/WHOLESOMENESS - (04)

(G) - ECONOMIC – This indicator should be used when there is a noncompliance in performance of procedures of the 04 elements prior to the labeling or branding of a finished product.  In other words, it is used for noncompliance of product in-process.  When the product does not meet a specified regulatory standard or requirement and is not yet ready to be offered for sale, Economic Adulteration is the term generally used.  When there are products in the process of being prepared and do not meet “Other" category of regulatory requirements, the Economic indicator is used to categorize noncompliance.  For example, this indicator is used when a boneless meat procedure is performed and wholesomeness defects are found that exceed meat re-inspection policy.  It should also be marked when: the number of non-conformances that are found during the performance of a Finished Product Standard (FPS) test exceeds the regulatory limit; in cases where a scale that is used for determining net weight is found to be inaccurate; no product is being weighed; or, a product is found during the production process to contain more solution than allowed by regulation.

(H) -MISBRANDING - This indicator should be used when, after the product is labeled, branded or packaged, noncompliance in performance of procedures specified in the 04 or 06A elements is found.  Misbranding has a very specific meaning in the Federal Meat Inspection Act (FMIA) and Poultry Products Inspection Act (PPIA).  It applies to product in a container, package, etc., that is offered for sale, and that bears false or misleading labeling information regarding any particular.  For example, it should be marked for noncompliance in the labeling, net weight, product standards, identifying or composition requirements.

I ) - PROTOCOL – This indicator applies only to establishments that are using an alternative method for producing product, or conducting a process that is not food safety related and differs from regulatory requirements.  This establishment has a written protocol or procedure on file that was reviewed (not approved) by FSIS personnel.  This trend indictor is marked when the establishment is not following their written protocol or alternative procedure.

SAMPLING - (05) - (E. Coli)

(M) - BASIC - Basic compliance addresses regulatory requirements that the establishment must meet in its sampling program.  The regulation requires that the program identifies an establishment employee who is designated to collect E. coli samples, the location and technique of sampling, the method that employees use to achieve sample randomness and how E. coli samples are handled to ensure sample integrity.  If the establishment does not have written sample collection procedures, or if one or more of the elements of the written procedure is missing, basic noncompliance exists.  The second regulatory requirement is that the establishment must collect samples for E. coli testing from the greatest number of species it slaughters.  If the establishment is not sampling and testing for generic E. coli, basic noncompliance exists.  The third basic regulatory requirement is that the establishment must record the E. coli test results on a process control chart or table.  If the establishment isn't recording and evaluating sampling results, basic noncompliance exists.

(N) – OTHER – Noncompliance categorized as "Other" exists when specifications of the written procedures are not executed.  Specifically, if the establishment is not collecting samples during the slaughter process that are required by the regulations, e.g., sponging, excision, or whole bird rinsing, the establishment is not collecting samples in the appropriate manner, is not sampling at the required frequency or is not sampling randomly.

The "Other" category includes the analysis of samples.  The establishment must have E. coli samples analyzed using an Association of Official Analytical Chemists (AOAC) Official Method or another method that has been approved and published by a scientific body.  

The "Other" category also relates to establishment records.  The establishment must keep the proper records for E. coli test results.  The establishment's process control chart or table must show at least the most recent thirteen test results.  The results of the tests must be expressed in colony forming units per square centimeter when excision tests are used for cattle and swine or sponge tests are used for cattle, swine or turkey.  E. coli test results must be expressed in colony forming units per millimeter when the whole bird rinse method is used.   The establishment must retain records of test results for twelve months. When evaluating test results, establishments using excision sampling in cattle and swine or the whole bird rinse in chickens must use the lower case “m” and the upper case “M” to evaluate their test results.  All other sampling techniques must be recorded using statistical process control.

OTHER REQUIREMENTS - (06)
(J) - LIGHTING - This indicator is used when noncompliance regarding lighting requirements exists.  For example, it should be marked when lighting installation intensities are not met.

(K) - STRUCTURAL - This indicator should be used for documenting noncompliance that occurs in the establishment’s structure, floors, walls, ceilings, doors, establishment owned vehicles used to ship product or with any other facility regulatory requirement.  For example, it should be marked when conditions exist such as the presence of condensation that is not contaminating or adulterating product, e.g., condensation is not over product, product traffic areas, product contact zones, etc.  It should be marked when holes are found in the production area flooring, walls, and ceilings or when inedible or condemned product areas are not separate and distinct from edible product areas.

(L) - OUTSIDE PREMISES - This indicator should be used for noncompliance with outside premise requirements.  For example, it should be marked when accumulations of rubbish are found outside the establishment.

(P) - PRODUCT BASED - This indicator should be used where there is a potential for product involvement that does not result in misbranding, mislabeling, direct product contamination or unsanitary conditions covered by the SSOPs.  For example, it should be marked when product residue (fat, meat tissues, etc.) from the previous day's operations is found on the leg of a table in the production area but all equipment surfaces examined while performing 0lB02 are clean and sanitary.  This material will not cause direct product contamination but could lead to indirect product contamination, therefore, this is a Facilities noncompliance rather than an SSOP noncompliance.

FOOD SAFETY VERIFICATION PROCEDURES - (08)
(A) - PERFORMED - This trend indicator should be used whenever a food security procedure is performed and no breach of security and no product alteration are noted.
(S) - SECURITY BREACH - This trend indicator should be used whenever a food security procedure is performed and a breach of security is noted, but there is no evidence of product adulteration.

(T) - SECURITY BREACH WITH PRODUCT ADULTERATION - This trend indicator should be used whenever a food security procedure is performed, a security breach or food security concern is noted, and there is evidence of product adulteration associated with the breach or concern.

PBIS pull-down menu





Click to select the establishments / shifts from the left-hand pane.  The selections will appear in the right-hand pane.  Hold down <CTRL> + <ALT> while you click on the establishment to select more than one.





Use these fields to specify the date range for the detailed schedule.  





Here is the list of plants that will appear in the weekly schedule.





Enter the date in mm/dd/yyyy format.








Click on the down arrow to display a list of establishments.








Click here to see the applicable Result Codes for the highlighted procedure.








Scheduled Procedures are indicated by a “Y” in the Sch column.  The question mark (?) indicates that a result code has not yet been entered.





Note the Add button.








Synchronize Data with HQ





The NR section is inside the bold rectangle.





These two fields identify the regulations relevant to the noncompliance.





Click on Save to store the information just entered.





Here is the Manage NR button.





Utilize these fields to locate the NR in question.  The default is the NR just entered.





Note that this box is grayed out, indicating that the NR is in final form.





Place a check mark in this box if you want to see open NRs only.





These fields identify the specific NR.








Here is the Status field.





When the cursor is positioned over a Procedure, a pop-up message displays information about the selected Procedure.





These check boxes filter the establishment numbers that appear in the drop-down list.





Click on the down arrow to display the drop-down list of the last 10 establishments accessed from the local PBIS database.  To see a list of all establishments in the local PBIS database, click on Browse.





These fields identify and describe the Establishment.  





The Save button is not activated until you add new data or edit existing data.  Make sure you save your data before you Close or Edit Another Establishment.  Otherwise, your changes will be lost.





Establishment email address goes here.





Send Test Message button is here.





If all four addresses are the same, fill in Physical Address and click on the Copy button to replicate the address into the other three.





Click here to specify the appropriate Status category.





The date range for the Period of Inactivity is displayed here.





In this example, only meat choices are available.  All other choices are grayed out.





The Change button allows you to change the name of the IIC that performed the last review.











This date reflects the last time the Profile was verified by an IIC.  





If you want to see all the inspectors in the local PBIS database, click on the Browse button with all the fields cleared.








It is recommended that you clear all fields before continuing.  You can then enter just the last name.





Use this scroll bar to move up and down the list.





Click Next to continue.





Here is the Select All button.





Click to select the establishments from the left-hand pane.  The selections will appear in the right-hand pane.





Use these fields to specify the date range.





The four pre-defined Listing Reports are specified here.





If you specify Activity, Element, or Procedures, you will be prompted for additional information.





Highlight the desired grouping and then click Add >>. The selected groupings will appear in the box on the right.





Use these fields to specify the date range for the report. 





Click to select the establishments/shifts from the left-hand pane.  The selections will appear in the right-hand pane. 





Scroll down and put a check mark in 03J Slaughter.








Note the filter selection ISP Elements and value 03J Slaughter.





Use the scroll bar to locate the regulation on the page.








�Doesn’t work when selecting the profile extensions.


�What do we want to say about these?
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