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4. Upload an audit report & add a certificate 

Follow the same process for;   

• First time and renewal audits 

• BRCGS and non-BRCGS ‘Private’ audit types 

The Directory handles all audit version control and Standard/Template allocation.  

Do not locate & update previous versions of an audit record. 

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 

 
3. Click on the grey upload box to select the audit report you wish to upload  

(or drag & drop the document into the box) 

   

 

The paper-clip icon will confirm receipt of the document 

 

4. (Optional) By default the audit record will be allocated to the company that 

owns the site.  

An alternative owner can be selected in the Audit Owner drop-down, searching 

by the Company ID only 

 

5. Click Upload 
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Import will be assessed and if all required data is present and program compliant, 

confirmed  

 

(Optional) to review the newly created record select View Audit Record 

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 

 

 
 

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) 

 

 

 

 

(Optional) To view the newly created audit report and certificate, select Return to 

Record 


