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l |NTERACTIVE How to Create an Audit
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1. Click on Settings within the
Navigation grid from the top left
corner.
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£ Document Templates

v 2. In Settings, Expand the Audit
B Document Audit Settings menu and choose Audit Status.
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b 4 Workflows

I About B Audit Status ¥
© Add
Display Name System Status
3. Add all the required System Statuses. | #fe= inpregrss
Failure (please add Comments) Failed
Create matching or unique Display Names. | ==
(only needs to be setup once per room) pendig pending

« B Audit

B Document Audit Settings ﬂ Add COIL EIETE

B Audit Status

4. Click Document Audit Settings
P 7 ordovs and click Add.

Cruate Audit Profia
Thiss wizsed heipa o colect dats for the sudit profile

= F 6. Complete the wizard for the
Audit Profile. Required fields are
indicated with red asterisks.

Documents 1o audt () Documents will be added 1o the pool on cemand basis
) Sehecen audls
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Futlisned documents only: |
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How to Create an Audit

Audit summary: 1st Qtr QC review

7. The wizard will prevent
saving if any issues are detected
under the Summary.

Pctivate and publih <l 8. Click Finish in the wizard and then Yes
0 Do you want to activate this audit and publish decuments to the audit pool right now? . .
to Activate and publish the documents

— to the audit pool.
Search Q| [« | W About B Audit Status
N[5 t Profil v . .
b Genera [Pocument rone i 9. Create optional fields under
@2 Milestones

Audit Profile
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Communication Log

Forms Settings > Audit Profile
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‘.@' Choose to Edit, Delete, or Stop the Audit F Edit : Delete @ Stgp
at any time )
s Training Room 1 ~
- Quality Review / Quality Revie
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- Communicate to Auditors that the Start-Up STTCE
- Audit is available and ready
[~ &
CRA
Reconciliation Quality Review
For any additional
assistance, click ... @ Help & Guide
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