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Auditor management

3.1 Create an Auditor

1. Click on "Auditors” tab in the left-side menu
2. Click on the "Add new auditor”

You can search by typing in the name or ID in the search field or using the filters

Auditors

AUDITORS PENDING VALIDATION

FILTER Clearall [J Show archived

Standard W

AAAAAA
Companies
Certification Bodies 57

Users

Reports.

Notifications

3. Fillin all fields as presented
Where more than one entry is required, click on the “+" button to add further

© Jddtraining

Where available, use the arrow to expand sections, revealing further fields

GFSI| Exams v

The profile can be saved after the mandatory core information has been added,
prior to adding categories.

3.1.1 Adding and editing categories to an auditor profile

4. From with the auditor profile, click on “Add new standard” to add a new
Standards

< Add new standard )

5. Select from the list of Standards
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6.

7.

ETRS Risk Assessment

ASDA

Then click on “Add category” to select from the list of Categories available
for a particular Standard

After a category is selected, “Justification and exceptions” become visible and
are mandatory for completion

Select standaré

= :

. Select category

‘ 16 - Confectionery - | ~

.
‘ Justifications and exceptions # ‘

Delete

Categories can be remove by clicking on “Delete” button

(optional) clicking “Save” will save Auditor details without submitting it for
approval — the status of the profile will have “In progress” status

Click "Submit” to complete profile editing. If changes were made for key field
susch as catefgories, BRCGS will be notified review and approval is required
and theprofile will be allocated “In revision” status

3.2 Editing an auditor profile

1.
2.

Click on “Auditors” tab in the left-side menu
Locate and open the auditor profile to be edited

You can search by typing in the name or ID in the search field or using the filters
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Auditors
AUDITORS PENDING VALIDATION
CB Full Admin -
ot FILTER Clesrall [ show archived
Standard -
57 Q © Add new auditor

Certification Body v

Auditor
Name Shared Status Archived
Number
Certification Bodies 57 Test Audito No In Revision

Users

Reports

Notifications

3. Click on the Menu and select “Edit”

< Back
Test Auditor  Henu
Details.
Auditor number Justification for not being shared
57 Auditor choice " Edit
o Neme Creation date
= Test Auditor 2020-10-05 ch L
Auditors Auditor start date Status E ange Log
2020-09-01 In Revision
Companies Country Last status update = Archive
UNITED KINGDOM 2020-11-25
Certification Bodies
Languages Submitted date
Spanish 2020-10-05
Centification bodies Requested modification date
Reports Test for CB Use: Invalid date
Notifications ﬂ“"’" —
o

4. Amend necessary fields

10. If required, click on “Add new standard” to add a new Standards and then
categories

( Add new standard )

11. Select from the list of Standards
12. Click on “Add category” to add Categories Auditor can perform Audits

against
 Select standard ~
Food - prd

° Add category

13. Select from the list of Categories
14. Fillin “Justification and exceptions” field (mandatory)

After the profile was validated once, any changes will be saved directly without
further approval - except adding new Standards/Categories
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15. Clicking on “Submit All"” at the bottom of the page will submit the Auditor profile
for approval by BRCGS - profile will have “In revision” status

( Add new standard

)

Cancel
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