
     

Page 1 of 37 

 
Guide to Nacco ICAM System 

 
 

 
 
 
 

Guide to Nacco ICAM System 



     

Page 2 of 37 

Index  
 

Subject          Page 
 
ICAM help and assistance         3 

Logging in and setting e-signature        5 

Nacco ICAM system          8 

Required e-signatures and timing in ICAM      13 

Progressing a CAR         14 

Logging out of ICAM         23 

Sending an email using ICAM        24 

Adding an email attachment        26 

Adding comments to a CAR        29 

Generating a report         30 

Changing your log-in password        34 

Changing your newsletter preferences       35 

Removing a CAR from your action list      36 

 
 
 
 



     

Page 3 of 37 

ICAM Help and Assistance 
 

 
If you require help and assistance when dealing with a Corrective Action Request (CAR), or if you 
have any questions in relation to the ICAM system you would like answered, please feel free to 
contact the people listed below: 
 
 

                           Global ICAM Administrators 
Mariella Mazzullo Europe + 39 0295399223 eommazzu@nmhg.com  
Charlie Friend Americas + 1 859-986-5738 abcfrien@nmhg.com  
 

       ICAM Local Administrators  
Location Name Phone Email 

Charlie Friend + 1 859-986-5738 abcfrien@nmhg.com  Berea Assembly 
Plant Sharon Zulick + 1 859-986-5781 abszulic@nmhg.com  

Bernardo Saucedo + 1 252-931-5350 agbsauce@nmhg.com  
Cora Ann Jackson + 1 252-931-5401 agcjacks@nmhg.com  
Angela Wallace + 1 252-561-7101 agawalla@nmhg.com  
James Doty + 1 252-931-5066 agjdoty@nmhg.com  
Jerry Jefferson + 1 252-931-5389 agjjeffe@nmhg.com  
Jeff Smith + 1 252-931-5484 agjsmith@nmhg.com  

 
 
Greenville 
Assembly Plant 

Clay Taylor + 1 252-931-5380 agctaylo@nmhg.com  
Sulligent Wade Murray + 1 205-698-1281 aswademy@nmhg.com  
Danville Larry Durbin + 1 217-443-7447 apldurbi@nmhg.com  
Nijmegen Ronald van Langen + 31(0)243742488 enlangen@nmhg.com   
Craigavon  Richard Edgar +44(0)2838367504 ecredgar@nmhg.com  
Ramos Arizpe Jessica Rivas +52-844-411-0549 amjrivas@nmhg.com  

Duncan McLelland +44 (0)1294 315603 eimclell@nmhg.com  Irvine 
Jim Howie +44 (0)1294 315868 eijhowie@nmhg.com  
Mariella Mazzullo + 39 0295399223 eommazzu@nmhg.com  Italy  
Alessio Locatelli +39 02 95399306 eoalocat@nmhg.com  

 
 
If you require additional contact names added for your company, or if you require a contact removed 
please contact one of the people above to have this performed. 
 
If you require a CAR reassigned to someone else within your company, please contact one of the 
people above. 
 
 
Please Note: When using ICAM if you leave the system idle for 17 minutes or more the system will 
auto sign out, always save your work and logout once you are finished. 



     

Page 4 of 37 

 
ICAM has an online help function, this can be accessed in two ways as illustrated below.  One method 
can be used before log-in and one once you are logged-in. 
 

 
 

Help function on the log-in screen (use before log-in) 
 
 

 
 

Help function on the tool bar (use when logged in) 
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Logging in and setting E-Signature 
 

The first time you log on you will have to set an E-Signature.  The system will then remember this and 
you will not have to reset it again. 
 

 
 

1. On the internet go to www.nmhg.com the page pictured above should appear, click on the 
suppliers button circled in red. 

 
 

 
 

2. The screen above should now open, click on item circled 
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3. The log in screen above should now appear, enter your username and password, your user 
name will be your name all lowercase with no spaces between your first name and surname.  
Once you enter your name and password click “Log in here”.  The first time you log-on you 
password will be password. 

 
 

 
 

4. On logging in you will be presented with the ICAM home page, click “Go” on “my HQMS 
settings” 
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5. The screen above will now open 
 
 

 
 

6. Now place a tick in the box “Change E-Signature Password” 
 
 

 
 
7. The window above will now open.  Now pick one of the special questions from the drop down 

menu and enter the answer in the box below. 
 
 

 
 

8. Now enter an E-Signature password in the two boxes provided and click save; your E-
Signature has now been set. 
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Nacco ICAM system 
 

 
 

1. On the internet go to www.nmhg.com the page pictured above should appear, click on the 
suppliers button circled in red. 

 
 

 
 

2. The screen above should now open, click on item circled 
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3. The log in screen above should now appear, enter your username and password, your user 
name will be your name all lowercase with no spaces between your Christian and surname.  
Once you enter your name and password click “Log in here”.  The first time you log-on you 
password will be password. 

 
 

 
 

4. The screen above will now open, note the Responsibilities, this indicates that I have a CAR to 
address. 
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5. Click the icon to the right of “Responsibilities” and click icon “NMHG Corrective Action” to 
open drop down menu as shown above.  You can now click on the CAR number e.g. NI-0094-
07 to open the CAR. 

 
 

 
 

6. The screen pictured above now opens, this screen contains details of the CAR itself, the 
information can be accessed by clicking the various headings, e.g. General, Inspection, Non 
Conformance, etc, as illustrated below. 
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7. Opening the “Non Conformance” tab you will find a description of the fault. 
 
 

 
 

8. You will also notice that attachments have been added to this CAR, these can be viewed by 
clicking on “View Attachments. 

 

 
 

9. A new screen will now appear containing the “Reference” box above. 
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10. Now click on line indicated to view attachment. 

 
 

 
 

11. The attachment will now open, as in the example above.  To close the attachments click the 
“X” in the top right corner. 

 
 

 
 

12. To return back to the main CAR page from the attachment page click General on the list on the 
right hand side of the screen. 
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Required E-signatures and Timing in ICAM 

 
E-signing a given section indicates you have completed the required step.  This also enables the 
system to capture the date of completing the step. Each e-signature must occur in order and cannot be 
skipped.  For example the e-signature for Root Cause complete cannot be e-signed by the supplier 
until the supplier e-signs the Containment is complete.  You can click on the “Request Approval” or 
“email” link to notify someone you are waiting on their signature.  The NMHG signature for 
containment effective is the only signature that is not required in order to move forward.  It can be 
signed anytime after containment is complete. 
 

NMHG Supplier  

Status 0 - Approve Disposition  Status 1 - Accept  

Status 1 - Containment complete  

Status 2 - Containment Effective  

Status 2 - Root Cause complete  

Status 3 – Permanent CA Decided  

Status 4 -  Implemented / Verified  

Status 5 -  Verified & Closed  
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Progressing a CAR 
 

 
 

1. Once assessment of CAR has been complete you must accept responsibility by e-signing CAR.  
Please note: this does not meaning you are accepting responsibility for supplying the faulty 
components, it just records the fact that you have received the CAR and are going to 
investigate the issue to determine if you supplied the faulty parts or not. 

 
 

 
2. Click the “eSign it” icon circled above. 
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3. The window pictured above will now open. 

 
 

4. You can now add a comment and you’re E-Signature as shown above, to finish signature click 
the “Sign” button circled above. 
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5. The screen pictured above should now open. 
 

 
 

6. Note: beside the “Acceptance” tab it now indicates that responsibility has been accepted.  You 
can now proceed with your investigation into the issue and update the CAR at each stage under 
the appropriate heading tab. 
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7. Each of the stages under each of the headings should now be addressed; they should be fed 
back on using the methods as indicated below. 

 

 
 

8. To enter containment actions expand the tab and then click “New Containment Action” icon.  
 

 
 

9. The new containment action window pictured above will now open. 
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10. You can now fill in the required fields; the icon to the right of the date due will open a calendar 
to allow you to select a date. 

 
 

11. Once completed click “Save and close” if you wish to add a further containment action you 
should click “Save and add another” found to the left of the “save and close” icon. 

 
 

 
 

12. The containment action taken will now appear under the “Containment Action Items tab” as 
shown above. 

 
 

 
 

13. Now click “eSign” 
 
 
 
 
 
 



     

Page 19 of 37 

 
 

14. Enter e-signature password and click “sign” 
 
 

 
 

15. Open the “Root Cause” tab, as shown above. 
 
 

 
 

16. Now click “Edit” 
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17. Now type in the details of your “Root Cause” investigation into the area highlighted by the red 
box above. (please note: you must click the Edit icon to gain access to do this) 

 
 

 
 

18. Once you have entered the root cause details click the “Save” icon. 
 
 

 
 

19. You must now “e-sign” the root cause investigation approval 
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20. Once the E-sign window opens type your e-sign password and then click “Sign” in the areas 
highlighted above. 

 
21. Permanent corrective action is completed in the same way as Containment Action and then e-

sign as below. The example also shows how to add comments using the discussion box. 
 

 

 
22. In the example above the permanent corrective action has been decided on. 

 

 
 

23. Click on the “Add Comments” button; whenever the “Add Comments” window opens, write in 
your comments and then click on the “Save Comments” button. 
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24. You can now click “eSign it” icon and “Approval / E-Sign” window shown above will open; 
you can now e-sign using the method shown earlier. 

 
 

 
 
 

25. The next stage is supplier verification this should be filled out in the same manner as root 
cause. 
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Logging Out of ICAM 
 

Please Note: When using ICAM if you leave the system idle for 17 minutes or more the system will 
auto sign out, always save your work and logout once you are finished. 
 
 

 
 

To log out of ICAM at anytime click the “Logout” icon. 
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Sending an Email using ICAM 
  

 
It is possible to send emails using the ICAM system, to do this follow these steps: 
 

 
 

1. Select “Send E-mail” icon found below the ICAM tool bar as illustrated above. 
 
 

 
 
2. The window pictured above will now open.   

 
 

 
 

3. You can now enter the email address of the person you wish to contact as shown above. 
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4. You can now send the email by clicking “Send” 
 
 

 
 

5. All email sent in relation to a CAR can be found under the “Correspondence” found on the 
right hand side of the screen.  
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Adding an email attachment 
 

 
 

1. Once you have written your text you can add an attachment by clicking here. 
 
 

 
 

2. I will now attach the picture shown above. 
 
 

 
 

3. Click the “New Attachment” icon 
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4. The window pictured above will now open 
 
 

 
 

5. Select “Upload a file” and then click “browse” 
 
 

 
 

6. The “Choose file” window pictured above will now open, you can now search for the file, 
document, picture, etc that you want to attach to the email. 
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7. Once you find the item you wish to upload click on the item and then give it a name in the 
description field, example above has been named “Radiator Rack” 

 

 
 

8. Click on the “Submit” button to upload attachment.  
 

 
 

9. Once the attachment has uploaded the window above will open, click “Send” to send the email.  
Email with attachment has now been sent. 
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Adding Comments to a CAR 
 
 

 
 

1. You can now add comments to any stage of the ICAM database by clicking “Add Comments” 
button. 

 
 

 
 

2. You can now add your comments, click “Save Comments” to return main screen and add 
comments to CAR. 
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Generating a Report 
 

This section will demonstrate how to generate a Microsoft excel report of all your open CARS. 
 

 
 

1. From the home page Click Modules from the toolbar highlighted above. 
 
 

 
 

2. Now click on NMHG Corrective Action. Note: some users will have different modules 
available but everyone should have NMHG Corrective Action. 
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3. After clicking NMHG corrective action you will be presented with the following screen click 
View CARs List as highlighted above. 

 
 

 
 

4. Now click on the drop down list as highlighted above. 
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5. Select Suppliers from the drop down list then click “GO” 
 
 

 
 

6. Select Supplier from the layout drop down menu highlighted above. 
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7. You will now get a list of all your open CARS, you can click on one to view it. You can also 
click “export” circled above to generate a report. 

 
 

 
 

8. Now click save and choose where you wan to save the report. 
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Changing your log-in password 
 

1. To change your log-in password follow the steps below 
 

 
 

2. Select “my HQMS settings” by clicking “Go”  
 

 
 

3. Now click in the box beside “Change login password” 
 

 
 

4. Now enter password details and click save. 
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Changing your Newsletter Preferences 
 

1. To change your newsletter preferences follow the steps below: 
 

 
 

2. Select “my HQMS settings” by clicking “Go”  
 

 
 

3. Now click in the box beside “Email & Newsletter Preferences” 
 

 
 

4. Click the boxes as above to select preferences required and then click “Save” 
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Removing CAR  from action list 
 
 

Once a CAR has been completed in can be removed from your action list by carrying out the 
following steps: 
 

 
 

The CAR above is at stage 5 (completed) Expand the list by clicking the icon circled 
 
 

 
 

Now click on the icon circled using the left mouse button 
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The icon should now go red as shown and the “Close notices” icon should now appear, now click on 
the “Close notices” icon and entry will be removed from the list. 
 
 

 
 

CAR should be removed from your list, you can update your list by clicking refresh, and this updates 
the entries on your list. 


