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Directory quick-start guide  

The Directory has 4 main areas   

Audits For all audit record management   

Auditors For all auditor profile management  

Companies For company and site management  

Certification Bodies For managing office names, addresses & contacts  

Navigation and finding what you need  

All four areas present records in a list view with a search bar to help find 

specific records. Most columns in a list view are sortable or filterable. To open 

a record, click on the orange active text.  

All sites and suppliers (now called ‘companies’) have been migrated from the 

old Directory & site codes have been retained.  

Sites, companies, audits and auditors all have unique ID numbers to aid 

accurate location of the right record.  

Key principles  

• Audit records must a) reference a site and b) have an audit owning 

company  

• Only create a new site or company if there is no pre-existing record  

• All companies & sites are visible to all CBs - but CBs can only edit and 

use companies and sites created by or shared with them  

• All sites must be associated to a parent ‘owner’ company, which may 

own one or many sites  

• User accounts associated to a company can access all site & audit 

records owned by that company  

• By default the audit owning company is set to the company that owns 

the site detailed in the audit report – this can be re-configured by the 

auditing CB if required  

• Only the ‘audit owner’ Company can share an audit report  

• CBs can create an audit record for any site created by or shared with 

them  

• CBs can edit all details (including contacts) for companies created by 

or shared with them  

• Sites and companies can be shared with a CB by the company itself, 

or BRCGS on request  
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• Auditors have universal profiles that can be shared with and edited by 

multiple CBs, as appropriate.  

Quick Start & key functions by area  Companies  

(New companies & sites should only be completed after verifying no previous 

records exist)  

  

1. Checking if a site or company record is shared with your CB  

Locate & open the required site or company record > select the Menu tool 

(top right corner) > if the only visible option is “Change log” the record is not 

shared  

Functionality will soon be added to make sharing identification possible 

without opening the record.  

2. Create a new company (& first user)  

Select + Add Company (top right corner) > enter all appropriate name, 

address, contact details > click Submit > add a user by entering email 

address & name > Submit (a notification and access link will be sent to the 

user)  

3. Create a new site  

Locate & open the company that will be the site owner > select + Add  

Associated Site > enter site name, address & contact details > Submit   

(Technical & Commercial contacts can be omitted)  

4. Create a new user account for a company  

Locate & open the company record the account will be associated to > 

select the Menu tool > select Create User > enter the email address & user 

name > Submit (a notification and access link will be sent to the user)   
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Audits  

5. Import a new audit report & add a certificate  

  

Select + Add new audit (top right corner) > use the upload tool to select the 

required audit report > select Upload (the green tick confirms import) > select 

Upload additional documents > choose Certificate from the dropdown > use 

the upload tool to select the required certificate PDF > select Upload  

6. Add audit schedule information  

Locate & open the audit record to be updated > select the Menu tool > 

select Audit Schedule > enter Confirmed + the confirmed audit date & any 

additional modules > select Submit   

7. Add re-audit status information  

Locate & open the audit record to be updated > select the Menu tool > 

select Give Re-audit Status > select the re-audit status from the dropdown + 

any comments > enter the assessment date if required > select Submit    

8. Add certificate extension information  

Step 1  

Locate & open the audit record to be updated > select the Menu tool > 

select Give Re-audit Status > select Certificate Extension from the dropdown 

+ any comments > enter the assessment date if required > select Submit  

Step 2  

Select Edit on the detail panel > adjust the expiry date to the agreed 

extension date > check the certificate status is correct > Save  

Step 3  

Open the AUDIT DOCUMENTS tab > select + Upload to select & import the 

extension assessment PDF   

9. Withdraw or suspend a certificate  

Step 1  

Locate & open the audit record to be updated > select the Menu tool > 

select Give Re-audit Status > select Withdrawal or Suspension from the 
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dropdown + add comments > enter the withdrawal/suspension date > select 

Submit to complete  

Step 2  

Select Edit on the detail panel > adjust the certificate status to the required 

value > Save  

10. Edit content on a previously created audit  

Locate & open the audit record to be updated > select the Menu tool > 

select Update Existing Record > import an audit report containing the 

updated content  

(process will be updated after go-live to allow input directly into the audit 

record without import) Auditors  

If an auditor has a pre-existing profile with an another CB, contact BRCGS to 

request access.   

Only create a new auditor profile if the auditor has no existing profile 

associated to any CB in the Directory.   

11. Create a new auditor  

Select + New Auditor (top right corner)> enter all detail as required > select 

Add new standard to add categories & justifications > select Submit to 

complete   

12. Add a category to an auditor  

Locate & open the auditor record to be updated > select the Menu tool > 

select Edit > changes to all content including adding further categories can 

now be made > select Submit to complete  

    
  

Audit import error messages  

Based on historic KPI performance, the following reject and warning 

messages are expected to occur frequently;  

Reject - The provided field Date in table Audit Duration per day is not supplied 

in the correct format  

All dates in an audit report should be in Year/Month/Day format. The 

message will describe where the incorrect date is in the document where 

possible.  
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Reject - 1: No Additional Module result provided  

If the audit report references an audited additional module a result must also 

be include in the corresponding dropdown  

Warning - 8: Certificate issue to expiry period too long for audit type  

The expiry date on the report would give a longer certification period than 

the audit type & result would usually allow. The user can proceed with the 

import (via confirm) if they consider the provided dates to be correct.   

Reject - 14: Unannounced audits must have a "+" grade allocated  

If the indicated audit type was Unannounced the audit grade must include a 

+ (with the reverse being   

Warning - 16: A pre-existing record exists for that site code, Standard and 

audit start date  

An audit record with the same details already exists in the Directory. Only 

proceed (via confirm) if you want to create an entirely new record rather 

than update the pre-existing.   

Reject – 22; Non-conformity clause number not recognised  

The audit report contains a non-conformity clause number that is not present 

in the corresponding Standard  

  


