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Editing an audit record

This process describes editing or updating a previously created audit record.
It should not be used for creating a new audit record.
The edit function will be expanded to allow direct text entry in the near future.

9.1 Editing audit content

1. From the Audits area —locate and open the audit record to be updated
2. Content in the Details panel can be unlocked for changes via the Edit tool in
the top right corner of the panel
¢ Edit

Once the appropriate changes have been made, click Save to complete
the process
3. To update content in the main audit tabs beneath the details panel, select
the menu tool in the top right corner, followed by Update Existing Record
4. Use the import tool to upload an audit report containing the required
information.
If you do not have an audit report available, a populated & tagged
document can be obtained from the Audit Documents tab

9.2 Site name and address updates in the audit

If you wish to update the site name or address in the audit record, those details
should be updated in the corresponding site record first.

Once updated open the audit record and select Edit to allow changes to the
details panel. Use the sync tool to apply the updates made in the site record.

Site Name
WEDS SHARING SITE &

9.3 Selecting an alternative audit owner

If you wish to assign a new audit owner to the audit record (and so remove the
access of the previous) — open the audit record and select Edit to allow changes to
the details panel. A new audit owner can be selected from the Audit Owner field.
Searches for audit owner must use the unique company ID (which can be located in
the Companies area) to ensure precise location of the correct company.

Audit owner

After the correct company is selected, click save at the top right of the panel to
complete the process.

Doc ref Version Last edit date Last author
NGDO0009 1.0 25 March 2021 Antony Harrison




Page 1 of 1

Doc ref

Version

Last edit date

Last author

NGDO0009

1.0

25 March 2021

Antony Harrison




