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[bookmark: _Hlk59182840]4. Upload an audit report & add a certificate
Process describes how to submit a ‘new’ audit report to the Directory.
(where new describes a specific individual audit not previously imported to the Directory, irrespective of the number of times the location detailed in the report has been previously audited).
Process should not be followed to update a previously submitted audit report
CB’s can submit audit records for any site record they have created or has been subsequently shared with them by the site owning company (or BRCGS)  
Prior to importing an audit, the administrator must have established if 
a) the company assigned as the site owner in the Directory should also be the audit owning company

b) the company ID of the audit owning company if not the site owner   

Establishing & configuring audit ownership
Audit reports contain confidential content. 
Allocation of an audit record to the appropriate owning company is the exclusive responsibility of the auditing Certification Body. 
As audit ownership may change from audit to audit, it should be checked with the client for each new audit.
Allocation of the report to an unrelated company will be considered & documented as a data breach with corresponding compliance implications & potential legal recourse.
By default Directory will assign audit report ownership to the company that owns the site record referenced in the audit report during import.
This ownership configuration can be adjusted pre or post audit import by the administrator.
The company assigned as the owner of a site’s previous audit record cannot be assumed to be the correct owner of subsequent audits. 
· Audit ownership requirements may change even if site ownership does not 
· Audit ownership should be established on an audit by audit basis
· Audit ownership often differ from site ownership
· Audit ownership should be identified in conversation with the client, not based on pre-existing Directory configuration
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[bookmark: _Hlk59182810]4.1 Upload an audit report
1. Select the Audits area from the main left-hand menu
2. Select + Add new audit from the top right corner
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3. Click on the grey upload box to select the audit report you wish to upload 
(or drag & drop the document into the box)
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The paper-clip icon will confirm receipt of the document
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4. By default the audit record will be allocated to the company that owns the site referenced in the audit report. This can be checked in the site record, located in the companies area. 

If required an alternative owner can be selected in the Audit Owner drop-down, searching by the Company ID only

5. Click Upload to proceed to import
[image: ]
Import will be assessed and if all required data is present and program compliant, confirmed 
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(Optional) to review the newly created record select View Audit Record
[bookmark: _Hlk59182942]4.2 Add a additional PDFs to the audit record
1. From the upload confirmation screen select Upload additional documents
2. From the Type of file dropdown, select Certificate (or as appropriate)
3. Click on the grey upload box to select the PDF you wish to upload (or drag & drop the document into the box)
4. Select Upload
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5. Upload completion will be confirmed, with the option to add further documents, view the audit record or return to the main Audits Page (via Audits in the left hand menu)
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(Optional) To view the newly created audit report and certificate, select Return to Record
	Doc ref
	Version
	Last edit date
	Last author

	NGD0003
	1.1
	13 April 2022
	Antony Harrison


Page 1 of 1
image1.png
© Add new audit




image2.png
Upload audit report

Drag and drop your audit report here

ifleft empty, then audit owner is set to be company owning the site.

Audit Owner





image3.png
Drag and drop your audit report here

[+

/ PM 1.2 (4).docx




image4.png




image5.png
Record has been successfully uploaded

The record is now being processed and will be available
shortly

Return to audit management

View Audit Record

Uplgadacaiamalidbeiments




image6.png
Confirmation





image7.png
Upload file

This record will be uploaded to the system




image8.png




