


Saving FAIR Files to Windchill Help Guide
From Windchill- Home, click on “Browse”
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Click on the icon that looks like 3 books “Recent Libraries”.
[image: ]
Click on “Quality, Smiths Aerospace” then “Folders”. If “Quality, Smiths Aerospace” is not shown in your listing, click on “View All”, then on “Quality”.
[image: ]        [image: ]
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Click on  the “+” next to “FAIs”, then on the folder the FAI item correlates to. If a new folder is necessary, contact one of the QA Administrators or CMO.
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If uploading an FAI for the first time, click on “New Document”
[image: ]

The “*Type” should be “Controlled Document”. 
Start entering the cage code to see a listing of cage codes. Select applicable cage code.

[image: ]
Note: before proceeding to the next step, make sure the file targeted for upload on your PC is named IAW the file naming convention per the Instructions tab of AVQC-636-FORMS (Form 1, Block 4 instructions). For example, 123456-001 Rev A FAI 
http://libraries.ge.com/download?fileid=888007507101&entity_id=9552956101&sid=101

Click “Browse” and go to the file location of where the FAI is stored on your PC and double click on the file. The file will be loaded and shown in the “*File Name” and  also pre-populated in the “Attributes” section “*Name” field. 
[image: ]
In the “Attributes” section, enter the FAI file name in “*Number” field (can do a paste of the *Name field to the *Number field). If desired, the “*Name” field can now be changed to help identify what the file is. 
[image: ]
Example of how the “*Number” and “*Name” fields appear in Windchill. 
[image: ]

Skip down to “*Revision” and enter the Rev of the FAI part, “-“, A, B, etc.
[image: ]

Go to the “Business” section and start entering the Cage Code number. A listing of cage codes will appear. Click on the applicable cage code.
[image: ]
Hit Finish and the window should revert to the Folder Contents showing the new file.
[image: ]

If you desire to rename this file, mouse over the description in the “Name” column until it shows as a link and then right click to bring up this menu. Select “Rename”
[image: ]
[image: ]
Enter new name and click OK bottom right of window.
[image: ]

The file will now show up in PDM when searched. For example, 188196* yields the below.
[image: ]
If there is a reason the original file uploaded needs to be changed (typos, missing signatures, or some other reason to update the original file), then right click on the file to be changed under the “Number” column and select “Replace Content” on the pop-up menu.
[image: ]

Click on “Browse” and double click on the new file stored on your PC that needs to be uploaded. Enter brief comment as to why new file is being uploaded and hit “Finish”
[image: ]
All changes are captured as evidenced by the “Version” column showing each iteration that increments. Shown here on “History” tab in PDM.
[image: ]




Combining files into one .pdf file
From Adobe Main Screen select, File>Create>Combine Files into Single PDF…
[image: ]



Or in the Tools menu, click on 
[image: ]


Add files by dragging from desktop or search using “Add Files”
[image: ]



Once all files are assembled, hit “Combine” 
[image: ]






All combined files should show up in the page thumbnails section
[image: ]

Save file using file format is IAW the file naming convention per the Instructions tab of AVQC-636-FORMS FAI Forms 1-3 (Form 1, Block 4 instructions). For example, 123456-001 Rev A FAI.
http://libraries.ge.com/download?fileid=888007507101&entity_id=9552956101&sid=101
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