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AUDIT ACTIVITY PROCESSES 

Related Product Video:  

https://www.youtube.com/watch?v=6k1lb_lCw3k 

PRELIMINARY WORK 

1. In the Inbox section, select Preliminary Work for Process Audit Activity. 

 
2. In the General Information section, first name the Activity Subject. Then, fill in the Introduction 

and Methodology fields.  

 

https://www.youtube.com/watch?v=6k1lb_lCw3k
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3. In the Activity Scope section, fill in Audit Objective and Audit Scope fields.  

 
 

 

4. In the Check List section, select the proper boxes under the Control headline for the current 
audit activity. 
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5. In the Risk-Control Matrix section, enter the possible risks by clicking +Add New button. Expand 
the area by clicking the arrow under the Plan header. Next, fill in the Control Definition field. If 
you want to add a test, click the + Add New Test button, name the Test Title and fill in the Test 
Steps & Details field.  

 
6. In the Audit Team section, select the Auditor(s) and Cap Auditor(s).  
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7. In the Annual Audit Plan section, enter the each Start Date and End Date for the current audit 
activity. Then, in the Files section, add any related file by clicking +Add New. 

 
 

 

8. In the Audit Announcement Distribution List section, share the audit activity with those who need 
to see by clicking +Add New.  
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9. Click Proceed to finish Preliminary Work part.  

 
 

 

 

OPENING MEETING 

1. In the Opening Meeting part, fill in all the required fields to arrange an opening meeting for the 
current audit activity. Then, click Proceed to move forward.  
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FIELDWORK 

1. To complete the Fieldwork section, go to All Waiting and select the required activity from there.  

 
2. In the Control section, select the appropriate ones from the Objective, Criticality, Function, IT 

Dependency and Frequency options.  
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3. First, choose the Control Owner. Then, in the Tests section, Test Location, Test Method, 
Population Size, Sample Size, and Are there any findings? Select the appropriate ones from the 
options.  

 
 
 

4. Go to Findings, and a new Finding by clicking +Add New Finding. 
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5. Fill in all the requires fields. 

 
 

6. Click Complete to proceed.  
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7. In the All Waiting section, select the Manage Fieldwork of Investigation Activity - Process Audit 
Activity.  

 
 

8. In the Fieldwork part, the system shows each auditor’s individual Activities and Findings for the 
current audit activity. Click Complete Fieldwork to go to the next part. 
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CLOSING MEETING 

1. In the Closing Meeting part, fill in all the required fields to arrange a closing meeting for the 
current audit activity.  

 
 

 

2. Fill in Cap Auditor’s Remarks, General Opinion and Report Info fields.  
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3.  Click Proceed to finish Closing Meeting part.  

 
 

AUDIT REPORT 

1. In the Audit Report part, write an Overview for the current audit activity. Then, if any, add a Draft 
Audit Report (optional).  
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 PRIVATE NOTES 

1. If any, add Private Notes by clicking +Add New.  

 
 

 

2. By clicking Approve, finalize the audit activity.  
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3. Distribution can be done both internally and externally. In the Internal Distribution List, select the 
Person. After clicking the box next to “Would you like to distribute the report by e-mail as well?”, 
fill in the required fields that appear at the bottom of the screen. 

 
4. Share the Audit Report by clicking Distribute Report.  
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