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STANDARDS & REGUATIONS COMPLIANCE AUDIT 

Related Product Video:  

https://www.youtube.com/watch?v=x-TsWvmlzy0 

STARTING A NEW COMPLIANCE AUDIT 

1. Click Compliance module that appears in the middle-left-bottom side of the screen. 

 
 

2. Select the Audit Plan & Assignment activity. 

 

https://www.youtube.com/watch?v=x-TsWvmlzy0
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3. Select Year under the Audit Term section.  

 
 

 

4. Then, press the + Add New Activity button. 
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5. Select the box under Select and fill in the Period, Activity Type, Standard, and Activity Rating 
sections. Choose the dates in the Plan Details section and the auditors from the Auditors section 
that will appear at the bottom of the page. 

 
 

PRELIMINARY WORK 

1. In the Inbox section, select Preliminary Work for Standards Compliance Activity.  
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2. In the General Information section, first name the Activity Subject. Then, fill in the Activity 

Purpose and Activity Scope fields. 

 

3. In the Activities section, see the Questions that are automatically added for the Criteria of selected 

Standard/Regulation.  
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4. In the Audit Team section, add other auditors, if any, by clicking +Add New. 

 
5. In the Annual Audit Plan section, enter the each Start Date and End Date for the current 

compliance activity. In the Attachments section, add any related file by clicking +Add New. 
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6. 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 compliance activity. Then, click Proceed to move forward.  
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FIELDWORK 

1. In the Fieldwork part, the system shows each auditor’s individual Fieldwork Findings for the 
current compliance activity.  

 
2. Click Proceed to move 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. Then, click Proceed to move to the next 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. In the Executive Summary section, select the Distribution List. 

 
 

4. Share the Audit Report by clicking Distribute Report.  
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