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Company and site management
This document describes how to create, edit & configure company and site records.
Site ownership
All sites must be associated to an ‘owning’ parent company (which may be the owning company of one or many sites)
Sites can be re-assigned from one owning company to an alternate at any time.
By default the site owning company will be assigned the audit owning company.
This ownership configuration can be adjusted pre or post audit import.
The site owning company and audit owning company may differ. Accurate configuration of ownership is the exclusive responsibility of the auditing CB and should be checked for accuracy on the basis of information provided by the auditee, on a frequent basis & prior to every audit import. 
Who can edit site & company details?
Company and site names and addresses can be edited by permitted CBs only;
· Where the site/company was created by the editing CB
· Where the site/company was created by an alternate CB but subsequently shared with the new CB
1.1 Company Creation
Completed in Companies area
Prior to creation of a new company, users should check the company does not have a pre-existing record. 
To create a new company 
1. From the main Companies page, select + Add Company from the top right corner
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2. Enter the company details into the corresponding fields. Fields with an * are mandatory

The phone and email details provided will be published on the company record only (& not the public Directory).

As the creating CB, the company will automatically be assigned to you

[bookmark: _GoBack]Do not tick the Block Sharing field

Click Submit to progress

3. You must now create the first user account for the new company
Enter the user’s email, first and last names
The user role and associated company will automatically be assigned  

Click Submit to complete the process

This will trigger an email to the newly created user, inviting them to activate their account
1.2 Company Editing
A Certification Body user can edit the record of any company they have created or has been subsequently shared with them by the company itself, or BRCGS.
To change the name, address or contact details of a previously created Company;
1. Locate the Company you wish to edit and open the record by selecting the orange Company name 

2. Select Edit from the Menu tool in the top right corner
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3. You can now edit all previous entered information. Once completed, click Submit to complete the process. 

2.1 Site Creation
Completed in Companies area
Prior to creation of a new site, users should check the site does not have a pre-existing record. 
1. From the main Companies page, locate and open the record of the company you wish to be the site owner
A list of any sites already owned by the Company is visible in the Associated Sites section
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2. To create a new site, click + Add Associated site
3. Enter the Site details into the corresponding fields. 
Fields with an * are mandatory
4. General ‘front desk’ contact details should be entered in the General Contact area. 
Technical & Commercial contact details can be populated or left blank. These details will auto populate when the first audit is uploaded for that site

All data from the General, Technical and Commercial contact fields will be published on the site’s public listing and can be edited at any time

5. Click Submit to complete the process

This will generate the BRCGS Site Code.
2.2 Site editing (including re-assigning the owning company)
A Certification Body user can edit any site they have created or has been shared with them by the owning company.
If you wish to assign a new owning company you must have the companies unique ID, which can also be located in the Companies page
1. Open the site tab in the Companies area
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2. Using the site name or BRCGS site code, locate and open the site record you wish to edit

3. From the Menu tool in the top right corner of the page, select the Edit option

4. You can now any information held in the site record as required

The site can be re-assigned from one company to another from the Select Company dropdown. 

Searching for a company cam only be completed by using the companies unique ID (to ensure incorrect companies with similar names are not selected in error).

Re-assigning a site to a new company does not automatically re-assign any associated audits to the newly selected company. This should be completed as a separate process from within the audit record.
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5. Once all edits have been made, click Submit to complete the process
Edits to a site name, address and ownership are not automatically applied to pre-existing audit records. 
All audit records associated to a site can be accessed from eth Audits list at the foot of the site record. 
2.3 To apply name and address changes to an audit record 
1. Open the record & select Edit on the Details panel
2. Use the refresh icon to update either the name or address of the audit. This will sync the date held in the audit record with the data held in the site record.
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3. Click Save to complete the process
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