How to Export Audit Results
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*In order to export audit data, the user must be indicated as an audit manager for the audit.
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1. Login to a room and click the Quality
Review application from the Navigation grid.

Tip: Contact the room Administrator if the Quality Review
application is not visible.

CRA Quality Review Test Au.dit 0 -0 of 0 (0 selected)
Reconciliation Quality Review Drcnentons Ponding
Auditor Reader 104 Submitted Name
Choose View By & xR
2. Select the Audit from the View a5 5
Se | ecto r. DOCUMENTS QUERIES OTHERS
m Query By Sender Audit Findings
. . . Document Type Qurff;f By Site
Browse from available audits in o e
the Quality Review dropdown as
shown. T —
3. Click Export then select =
Audit by View or All
Audits Make default for all rooms
* Expﬂ rt - X Cancel
bk 1vetadata ® | Audit by View: Exports audit data from

§ the currently selected view.
== Documents
i Security All Audits (Available to Audit Managers
ry : . and Admins): Allows users to select

= Audit By View multiple audits data to export, as well as
L All Audits filtering for Auditors, Statuses, and
Metadata fields.
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4. If using All Audits, choose to export data from All Audits or
Selected Audits, fill other settings according to your needs,
then click Next Export All Audits Stepl @ O

Audit's Source (O All Audits
(@ selected Audits

Audits (2021 Full Audit Review x | ©

Auditor's Source (@ All Auditors
(O selected Auditors

Auditors

tatus [In Progress x |[ Pending x |( Passed x | @
[ Failed x |[ Issue Resolved x ||

5. Choose from the available export options and click Export.

Note: Users can click Scroll to Audit Metadata Fields in the bottom right corner to see the full list of available
Audit metadata fields.

Export Audit By View Step2 O @ %K

Document Metadata Fields
Select fields you want to export

| submitted Name X |[Index x || Audit Date % |[ Audit Profile * | Auditer x |[ carol * || comments * | Contains PHI? % || Grading/Severity |

| Responder x I Response Comments * || Responsible Party X |[status x|

59 Fields 13 selected
Select All Document Metadata Fields Sortby  FromAtoZ

AA metadata

Addec

Amendment Number nvestigative Site
Category Lab Name

Comments Language

Contact Name Name

cur Native Document Hash

Not Applicable Reason

OCR x

Scroll to Audit Metadata Fields
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6. Click the Get Job Result popup in the notification area
at the top of the screen to start downloading the report.

Exporting Audit By View X
Room: Training Team eTMF Room

Finished: Archiving

Operation was successfully completed!

24 Sep 1744

The generated report gets downloaded to your PC as a
compressed file.
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