
Discrepancy Reports 
Discrepancy Report (DR) module is a workflow process that consists of four mandatory and one optional step: Instantiation, 
Disposition, Disposition Verification, Closeout and optional Corrective Action Follow-up. 

 

Discrepancy Reports (DRs) are used to document any nonconformances. There is no limit on how many DRs can be generated 
per sub step or the traveler. DRs can only be generated from within open traveler and they are always associated with specific 
sub step.  

 

Instantiation: 
To generate a DR click on the sub step number hyperlink (e.g. 4.2) and Traveler's Step Tools page will be displayed in new 
tab or window depending on your browser settings.  

 

Click the Discrepancy Report link to instantiate new DR. 



 

 

New Discrepancy Report page will display list of additional documents (if available) that can be selected to be covered under 
the same DR. 

 

Click Next>> and New Discrepancy Report form will be displayed. All red fields are required while green fields are optional. 



 

 

Fill-out Discrepancy Description and select person responsible for Disposition Email to:. In addition optional Cause of 
Nonconformance, Attachment(s):, additional recipients Email Cc: (Disposition) and postscript (P.S.) Email Message can be 
added. 

 

Click Submit. A confirmation page with status will be displayed. 



 

When DR is submitted, the system will send two types of emails with link to the DR. The originator of the DR and people 
selected in “Email Cc:” select box will get email with link to read only form while the person selected in “Email to: 
(Disposition)” will receive link to DR disposition form.  

 

Number of DRs associated with each traveler along with link to DR summary page will be displayed in the top menu of the 
traveler.  

 

 

 

DRs can also be viewed and edited using links from Vector Home page. 

 

 
 

 

 

 

 

 



Disposition: 
Fill-out Cause of Nonconformance:, Disposition:, Corrective Action to Prevent Recurrence: (Impottant! if Corrective 
Action to Prevent Recurrence is “none” or “N/A” explanation must be provided) and select person responsible for 
disposition verification Email to: (Verify Disposition). In addition optional Attachment(s):, additional recipients Email Cc: 
and postscript (P.S.) Email Message can be added. 

 

Click Submit. A confirmation page with status will be displayed. 

 



When DR is submitted, the system will send two types of emails with link to the DR. The originator, person who made 
disposition and people selected in “Email Cc:” select box will get email with link to read only form while the person selected in 
“Email to: (Verify Disposition)” will receive link to DR disposition verification form.  

 

Verify Disposition: 
Fill-out Disposition Verified Notes:, Corrective Action Verified Notes: and select person responsible for Closeout Email to: 
(Closeout). In addition optional Attachment(s):, additional recipients Email Cc: and postscript (P.S.) Email Message can be 
added. 

 

Click Submit. A confirmation page with status will be displayed. 



 

When DR is submitted, the system will send two types of emails with link to the DR. The originator, person who made 
disposition, person who verified disposition and people selected in “Email Cc:” select box will get email with link to read only 
form while the person selected in “Email to: (Closeout)” will receive link to DR Closeout form.  

 

Closeout: 
Fill-out Identified problem area: and Corrective Action Follow-up:. In addition optional Closeout Notes:, Attachment(s):, 
additional recipients Email Cc: and postscript (P.S.) Email Message can be added. 

 

  

Click Submit. A confirmation page with status will be displayed. 



 

When DR is submitted, the system will send email with link to read only form to all involved parties. 


