
  

External Audit Management Module 

1. All external reports, including audit reports can be stored in this module. 
2. Click on the ‘Module Overview’ at the navigation bar. 
3. SFollowing page will open. 
4. Click on ‘External Audit Management Module’. 

 

 

  



  

External Audit Report Dashboard 

1. Upon clicking the ‘External audit report dashboard’ the dashboard will open 
displaying following information. 

2. Click on      to start working on an external audit report. 
3. All inprocess forms show up here. 
4. All completed forms show up here. 
5. All condemned (trash) forms show up here. 
6. All Archived Form show here. 
7. By clicking on ‘Back’ button to go back to the module overview dashboard. 
 

 

 

 

 

 

 

 

 

 

 

 



  

Filling Up a New External Audit Report  

1. Once you click ‘New’ the following page will open.Fill in all the relevant details. 
2. Upload your audit report here in PDF format. 
3. You can add and delete an extra row in the ‘Add Row non- conformities and Delete 

Last Row’ using this button. 
4. You can add and delete an extra row in the ‘Add Row Observations and Delete Last 

Row’ or Delete Last Row’ using this button. 
5. Click to save the form. 
6. By clicking on ‘Go to Dashboard’ button to go back to the external audit report 

dashboad. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

External audit Report Mail Confirmation 

1. Once you submit the added new form the ‘Email Confirmation’ page will open. Here 
you can send the document / form to any internal or external user. 

2. Write any comment from sender here. 
3. On the right panel you can send the document by email to any internal users or 

clients, as per your choice, by checking the box against their names. 
4. On the left panel you can send the document by email to any of the external user by 

typing their email ids separated with commas. 
5. Click on ‘Send Mail’ and the document will be delivered via email to all recipients 

with your comments. 

6. An alert box will show up then click ‘OK’. 
7. Click on ‘Go to Dashboard’ button to go back to the main dashboard. 
8. Click on ‘Go to Inprocess Section’ button to go back to the inprocess dashboard. 

 

 

 



  

Inprocess Status Dashboard 

1. The ‘Inprocess’ dashboard allows the user to see and access all the required 
information. 

2. You can view the audit report by clicking on 
3. You can edit the audit report by clicking on             
4. You can publish the audit report by clicking on  
5. You can Condemned (Condemned: Unfit for use) the audit report by clicking on 
6. By clicking on ‘Back’ button to go back to the previous page. 
7. You can search here any external audit report. 

 

 

 

 

 

  



  

Viewing the External Audit Report 

1. Click on ‘View’ at the Inprocess forms status dashboard. 
2. You can View the audit report by clicking here. 
3. Here you can see the external audit report and you can also see the uploaded PDF 

file from here. 
4. By clicking on ‘Back’ button to go back to the external audit report dashboard. 

 

 



  

Editing External Audit Report 

1. Click on ‘Edit     ’ at the Inprocess forms status dashboard. 
2. The edit form will open up showing the ‘external audit report’ form showing the 

entries. 
3. Edit the form as necessary. 
4. Upload your revised audit report here in PDF format, as appropriate. 
5. Here you can also see the previous uploaded PDF file from here. 
6. You can add and delete an extra row in the ‘Add Row non- conformities and Delete 

Last Row’ using this button. 
7. You can add and delete an extra row in the ‘Add Row Observations and Delete Last 

Row’ or Delete Last Row’ using this button. 
8. Update the relevant details and click ‘Submit’ 

 

 

 

  



  

Email Confirmation 

1. One you submit the edit form the ‘Email Confirmation’ page will open. Here you can 
send the document / form to any internal or external user. 

2. Write any comment from sender here. 
3. On the right panel you can send the document by email to any internal users or clients, 

as per your choice, by checking the box against their names. 
4. On the left panel you can send the document by email to any of the external user by 

typing their email ids separated with commas. 
5. Click on Send Mail and the document will be delivered via email to all recipients with 

your comments. 

6. An alert box will show up then click ‘OK’. 
7. Click on ‘Go to Dashboard’ button to go back to the main dashboard. 
8. Click on ’Go to Inprocess Section’ button to go back to the inprocess dashboard. 

 

 

 



  

Publishing External Audit Report 

1. Once your report is complete and final you can publish it.  
2. Click on ‘Publish (    )’at the dashboard to publish external audit report. 
3. Please remember that once you publish the external audit report no amendments or 

changes can be done. 
4. Click ‘OK’ in the alert box if you agree with the statement in the alert box.  
5. Click ‘OK’ again if you finally agree to publish external audit report. 
6. By clicking on ‘Cancel’ you can cancel to publish the form. 

 

 

  



  

Email Confirmation for Publishing 

1. Once you submit the document / form for publishing a new page will open up. Here 
you can send the document / form to any internal or external user. 

2. Write any comment from sender here. 
3. Click on ‘Send Email’. 
4. On the right panel you can send the document by email to any internal users or 

clients, as per your choice, by checking the box against their names. 
5. On the left panel you can send the document by email to any of the external user by 

typing their email ids separated with commas. 
6. Click on’ Go to Dashboard’ to go back to the main dashboard. 
7. Click on’ Go to Complete Section’ to go back to the completed module dashboard. 
8. An alert box will show up then click ‘OK’.  

 

 

 

 

 

 



  

Completed Status Dashboard 

1. Here you can view all completed external audit reports. 
2. Click the number shown under ‘Completed’ . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

Completed Status Dashboard 

 

1. Upon clicking on the number under ‘Completed’ following page opens. 
2. You can search here any completed status external audit report. 
3. You can archive any external audit report by clicking on  
4. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
5. Click ‘Cancel’ in the alert box if you not agree with the statement in the alert box. 
6. Again you will see the alert box of ‘Successfully Archived’. 
7. Then you will see ‘Go to Archived Section’ and ‘Go to Completed Section’ button the 

alert box. 
8. By clicking the button ‘Go to Archived Section’, you will directly go to the archived 

external audit report in the Archive Module. 
9. By clicking the button ‘Go to Completed Section’, you will go to the completed section 

dashboard.  

 

 

       



  

Condemned External Audit Report 

1. Click on ‘Condemned (     )’ at the external audit report dashboard. 
2. You can condemn the external audit report, as appropriate, by clicking on. 
3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
4. Click ‘Cancel’ if you want to cancel the action. 
5. A message will show up with successfully condemned message. 
6. Then you will see ‘Go to Dashboard’ and ‘Go to Condemned Section’ button the alert 

box. 
7. By clicking the button ‘Go to Dashboard, you will directly go to the Dashboard. 
8. By clicking the button ‘Go to Condemned Section’, you will go to the condemned section 

dashboard. 

 

 

 

 

  



  

Condemned Dashboard 

1. Here you can view the all condemned reports. 
2. Click the number shown under ‘Condemned’ and go to the condemned status 

dashboard. 
3. You can search here any condemned external audit reports. 
4. You can view the condemned report by clicking on      
5. Click on ‘Back’ to go back to the previous page. 

  

  



  

Archives Dashboard 

1. Here you can view the all archived reports . 
2. Click the number shown under ‘Archived’ and you will go to the archives dashboard. 
3. You can search here any archived external audit report. 
4. You can view any external audit report by clicking on     . 
5. Click on ‘Back’ to go back to the previous page. 

  

   


