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Use the sidebar menu
to add, edit, or delete
audits, audit plan items,
and audit findings.

Read more about the
sidebar menu in tutorial
Navigation And Common
Features - General
Navigation.

The Internal Audits module is used to record, plann and track
internal audits and the associated audit findings. You can also gen-
erate a PDF report for a particular audit or finding, and a PDF print-
out of all audits as they appear in the table (read more about
reports in tutorial Navigation And Common Features - Reports).

To sort any table, click on the column header.

Use the Setups menu to: 
 Setup auditors,
 Define processes to be 

audited, and 
 Create a template audit plan.
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When you select
(click on) an audit... 

...the middle table
will display the audit
plan for the selected
audit and...

...the bottom table
will display the find-
ings pertaining to the
audit.
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Each audit has its own specific audit plan.
The plan schedules all processes/locations to
be audited through the audit cycle, assigns
auditors, and tracks the status of each item.

The initial plan can be generated from a tem-
plate audit plan (the Generate New button) and
then customized further for a specific audit.

Use this Audit Plan
setup button to create a
template audit plan that
can be used as a start-
ing point for establishing
the actual audit plan for
individual audits.

Customize the audit plan
by adding/deleting items,
changing the order
(sequence) of items, assign-
ing auditors, and scheduling
planned audit dates.

Track the audit
program by filling
in the actual com-
pletion dates and
the status of indi-
vidual items.
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Findings (nonconformities) identified during
an audit are documented and processed in the
bottom table.

The findings are similar to corrective actions.
They identify the nonconformity, and are further
processed to determine the root causes, imple-
ment corrective action, verify implementation,
and close out the finding. All these steps are
included in the findings form.To initiate a new finding click the

Add New button. To edit and/or further
process an existing finding, select the
finding and click the Edit button.

End of Slide Show.  Thank You for Watching


