
Quality Management 
Of Change 

(QMOC) Portal

Complete guide of



Initial Signup 

To setup your account:

Enter the credentials which will 
be provided to you through E-
mail to login the QMOC Portal.



How to raise a 
Deviation note



How to Raise a deviation note

To raise a deviation note click on 
“proceed” icon in deviation note tile

Then click on “Create Proposal” button



How to Raise a deviation note

To raise a deviation note click on 
“proceed” icon in deviation note tile

Then click on “Create Proposal” button



How to Raise a deviation note

Enter Material code and description and 
select Brand, Category, Manufacturing 

location and change type from their 
respective drop downs

Describe MPT, TT, Deviation required and 
Nature of risk and attach relevant 
documents by pressing “select file” button



How to Raise a deviation note

Enter all necessary detail and attach relevant documents for each section



How to Raise a deviation note

Finally enter Start and End 
date of deviation. list of all 
mandatory and functional 

approvers will automatically 
appear based on nature of 

deviation.
Finally click the submit button 

to raise the deviation 
proposal.



How to raise a Change 
Proposal



How to Raise a Change Proposal 

To raise a Change Proposal, click on 
“proceed” icon in change proposal 
tile

Then click on “Create Proposal” button



How to Raise a Change Proposal 

Enter material code and material description 
and select Benefit of change, manufacturing 
site, Brand, Category and Change type from 
their respective drop-down menus

Upload Shade card, TT & MPT reports and 
Signed off specs and provide a valid reason 
if you are not attaching in provided sections



How to Raise a Change Proposal 

Provide Description, cost, Safety 
clearance and rework SOP and attach 
all respective documents

Finally, a list of all mandatory and functional 
approvers will automatically appear based on 
the nature of change proposal and click 
submit



How to raise a 
Consumer Promotion 

Proposal



How to Raise a Consumer promotion proposal

To raise a Consumer promotion 
proposal, click on “proceed” icon in 
Consumer promotion tile

Then click on “Create Proposal” button



How to Raise a Consumer promotion proposal

Enter project detail, Material code, benefit 
of change, promo RA description and 
select brand, category, consumer 
promotion type from drop down menu

Upload TT, MPT, SOP, and SEAC report 
and provide description in case of not 
attaching.



How to Raise a Consumer promotion proposal

Enter, Legal artwork description, 
Manufacturing location, product 
description, self assessment, and rework 
SOP and upload their respective reports

Attach Safety & logistics clearance, Do’s 
and Don'ts, duration and timing and 
enter description for each in case of not 
attaching



How to Raise a Consumer promotion proposal

Attach method of disposing rejection 
and describe in case of not attaching

List of all Mandatory and Functional 
approvers will appear based on type 
of consumer promotion proposal,

Finally, press submit



How to initiate an 
Artwork Approval 

Procedure



Artwork 
Approval 
Workflow



How to initiate an Artwork Approval Procedure

The designer will initiate artwork 
approval flow by clicking proceed

Then click on “Create Proposal” button



How to initiate an Artwork Approval Procedure

The designer will enter, brand, 
Category, material code, material 
description, pack type and relevant 
ABM for approval

After that, the designer will upload image 
of artwork via upload button and high-
resolution artwork via SharePoint link 
option. And then submit.



Approval by ABM

The ABM will review the artwork, once 
approved it will be transferred for review 
and approval of MU Quality, R&I 
Packaging, R&I Product,  Regulatory and 
respective Brand Manager

In case of rejection or clarification, the 
artwork must be resubmitted by the 
designer to get it approved again 



Approval by MU Quality, R&I Product, R&I 
Packaging, Regulatory and respective Brand Manager

Once it is approved, it will be transferred 
to MU Quality, R&I Product, R&I 
Packaging, Regulatory and respective 
Brand Manager for their approval

Each department can approve, reject or 
request clarification from ABM by 
pressing respective buttons



Sharing Artwork with Supplier

Once it is approved from each 
department, The R&I will share the 
artwork with respective supplier

To share the artwork with supplier, press 
Add supplier button



Sharing Artwork with Supplier

The press add new supplier, enter 
suppliers E-mail and press save then 
press submit.

The supplier will receive artwork on his E-
mail and will proceed to mechanical 
printing and dispatch it to R&I



Signed off mechanical

Once Mechanical is received by R&I 
from supplier, he/she will get it signed 
from ABM and upload its picture on 
portal by pressing add file button

R&I will upload the signed off artwork with 
their remarks and press submit. Once it is 
submitted it will be received by Factory 
Quality, MU Quality, Regulatory, Marketing 
and supplier



Tracking

Tracking of each Deviation note, change 
proposal, consumer promotion and 
artwork approval process will be 
appearing separately 

You can also track status of your proposal 
just by clicking it, complete track and status 
will be displayed
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