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What do you need help with?

* My Audits list 2

* My Scheduled Audits =2
* Audit Schedule =2

* Audit Details =2

 Audit Questionnaire =2




My Audits list

Here you will find a list of Audits that you currently own. A variety of filters are available to easily direct
you to the information you require.
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Also, you can add custom search fields based on
Genera Metadata by selecting from the ‘Add a
Metadata Filter’ list

Remove Audits

If an Audit has not yet started, you will see the red delete
icon in the row of the Audit. Selecting this icon will remove
the record. You will be prompted to confirm this action.

My Audits List

A list of matching Audit Records which you currently own will be displayed.
Selecting an Audit from the list will reveal the Audit Details screen.




My Scheduled Audits

Here you will find a list of your Audits that are currently Scheduled, organised by Audits Overdue,
Scheduled in the next 7 Days, the next month and those scheduled even further on.
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My Scheduled Audits List
A list of currently scheduled Audit Records which you are currently assigned as an Auditor will be displayed.

Selecting an Audit from the list will reveal the Audit Details screen.
Each section (Overdue, Next 7 Days, Next Month, Later) can be collapsed or expanded in order to help better organise your view of the schedule.




Audit Schedule

Here you will find a calendar/timeline of Audits that are currently Scheduled. Selecting an Audit will reveal
the Audit Details screen.
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filter the results.
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Audit Details

When accessing an Audit Record, you will first be greeted with the Audit Details screen. From here, you can
view the Detalils, Associations, Questionnaire and Findings.

Export
Audits can be exported as
both Word and Excel files

Questionnaire Tab Findings Tab
Select this tab to access the Audit Select this tab to access any Findings that
Checklist(s) may have been raised in relation to th s Audit

Audit Details

The main section of this screen
will display the Audit Details
including the Type, Owner,
Status, Related Dates and

Scope Audit List | | H5.01 a
. . Audit Detail esti i Findil

Any areas marked with a red * peitetans Questionnairs .
are mandatory fields and Audit: Health and Safety - Example Audit
must be filled in. . .
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Title Health and Safety - Example Audit - Status Ongeing =
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This tab appears below the Audit Type Health and Safety Start Date 09 May 2017
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Audit. Each area will expand to Example Health and Safety Audit used to demaonstrate the of this Audit
reveal the full list of associated EQMS Audit Manager module
items by selecting the expand Scope Comments
icon to the right of the header.
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Attach a Document
uration B Select this icon to upload a new
document to attach to the Audit

Expected
Auditors and Viewers

. . . Associated ltems Auditors and Viewers Audit Scores
This tab will allow you to view
the Audit Team (users involved
with the Audit Process) and Associated ltems & Add An Associated ltem |
Audit Viewers (users with read
only access) ' Title
Organisational Areas P
Standards P
Audit Scores .
Documents Add An Associated Item

This tab will allow you to view
the results from the Audit RiERE
including the amount of Non
Conformances raised

Select this tab to reveal a dropdown of item types
that can be associated.

Issues Selecting an option from the list will reveal a window
allowing you to select the item you wish to associate.
Permissions apply




Audit Questionnaire

The questionnaire shows the Checklist(s) associated with the Audit. (The example show is a Questionnaire
that has been released to Auditors but has not yet been checked-out).
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Section Headers
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Each checklist it Details Questionnaire incings Each question in a checklist comes
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with a comment field as default.
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Raise Finding
Answers

To begin to fill in the question responses, you must first
check-out your checklists. Once checked out, you will be free

Findings
To raise and action a finding, select the Raise Finding icon .

Release to Audit Team

to answer your questions. The answers will vary depending
on the metadata type used. These can be date, dropdown,
text field, integer(humberic) field or radio buttons

Throughout the process of an Audit you may need to raise
findings. Often, you may find that the answers to the question
may automatically trigger a non-conformance or
observation based on the answers ‘weight’

Validate Questionnaire
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