Next Generation Directory user guide BR@S

Certification status, audit schedule, re-audit status &
certificate extension updates

Audit Schedule

Information about a site’s confirmed upcoming audit should be entered in advance
of the audit start date via the Audit Schedule tool.

Where a previously created, accessible audit record is available

. From the Audits areq, locate and open the previous audit record

Select the Menu tool from the top right corner
Select Audit Schedule from the dropdown menu
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Select Confirmed (assuming the audit date is confirmed and the audit has not
yet commenced)

Enter the expected audit start date in the Audit Date field
Select any additional modules expected to be included in the audit
Click Submit to complete the process

The newly entered information will be displayed in the audit record to all users
except the site/company in question

Where a site has not been previously audited against the BRCGS
Standard of the next audit

. From the Sites page of the Companies areaq, locate and open the required

site record
2. Select the Menu tool from the top right corner
3. Select Audit Schedule from the dropdown menu
4. Select Confirmed (assuming the audit date is confirmed and the audit has not
yet commenced)
5. Enter the expected audit start date in the Audit Date field
6. Select the appropriate Standard from the Select Standard dropdown
7. Select any additional modules expected to be included in the audit
8. Click Submit to complete the process
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The newly entered information will be displayed in the site record to all users
except the site/company in question

Re-audit status updates

Data relating to asite’s re-audit status, including reasons for withdrawal and expiry,
can be added in the Re-audit Status area of the sites last audit record. This area also
hosts certificate extension information.

1.
2.
3.

From the Audits areq, locate and open the required audit record
Select the Menu tool from the top right corner
Select Give Re-audit Status from the dropdown menu
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7.

Select a description of the site's re-audit status from the reason dropdown
Add a comment if appropriate (mandatory for certificate suspension and
withdrawal)

If an assessment has been completed (usually for certificate extensions) add
the date to the Assessment Date field.

For suspensions or withdrawals add the date of the suspension or withdrawall
Click Submit to complete the process

The newly entered information will be displayed in the audit record

Certificate extension administration

1.

From the Audits area, locate and open the audit record relating to the
certificate to be extended

Step 1 — update certificate dates from the Details panel

2.

Select Edit to enable changes to be made to the Details content

2 Edit

3.
4.

5.

Adjust the Certificate Expiry date to that agreed in the extension

If the Certificate had been allowed to lapse to Expired status, adjust the
Certification Status dropdown to Certificated

Click Save to complete the update

(Depending on the length of the extension relative to the audit type, grade
and issue date, a certificate length warning may be triggered)
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Audit ID
10107

Record status

Current

Certification status

Certificated

Audit start date
2020-11-20 -
Certificate Issue Date
2021-01-01 P
Certificate Expiry Date

2021-11-25 )

Step 2 — add the extension assessment document from the Audit Documents tab

6. Open the Audits Documents tab from the far right side of the audit record

7. Select + Upload and complete the attachment process selecting Certificate
Extension Assessment as the document type

Step 3 — update the Re-audit status

8. Update the Re-audit status area (as described above) indicating Certificate
Extension in the Reason drop down

9. Add the date of the extension assessment to the Assessment Date field
10. Select Submit to complete the process

Certification status updates (suspensions & withdrawals)

1. From the Audits areq, locate and open the audit record relating to the
certificate to be updated

Step 1 — update certificate dates from the Details panel
2. Select Edit to enable changes to be made to the Details content
# Edit

3. Adjust the Certification Status dropdown to the required value (e.g.
suspended, withdrawn or certificated)

4. Select Save to complete the update
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Step 2 - update the Re-audit status

1. Update the Re-audit status area (as described above) indicating Withdrawal
or suspension as appropriate in the Reason drop down

2. Add the date of the suspension or withdrawal to the Assessment Date field 3.
Select Submit to complete the process
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