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Adding an interim audit report 
This process applies to Consumer Products audits only 
If the site has a previous Consumer Products audit record in the Directory
Step one – update the audit schedule
1.	From the Audits area – locate and open the site’s previous audit record 
2.	Select the Menu tool in the top right corner, followed by Audit Schedule 
3.	In the audit schedule entry page, select Interim and enter the date the audit was conducted*. 
4.	Click Submit to complete the process 
Step two – add the interim audit report PDF 
5.	From the Audit Documents tab, select + Upload to add a new document  
6.	In the document upload tool select ‘Interim Report’ from the dropdown  
7.	Use the document selection tool to import the required document and select upload to complete the process 

If the site has no previous Consumer Products audit record 
Post audit finish & pre-certification decision 
Create a new audit record via the usual method, ensuring ‘Pending’ is selected as the audit result in the audit report.
Post certification decision 
Locate & open the audit record previously created with Pending status (as above)
[bookmark: _GoBack]From the Menu tool, use the Update Existing Record function to import the updated audit report
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