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1. VISITING & AUDIT SCHEDULE 

 

1.1 ACCESSING VISITING & AUDIT SCHEDULE 
 

Step 1: Sign in and go to the Visiting & Audit Schedule under Supplier Approval 

 

The user will have a view of the scheduled visits and audits that are due to be carried out on 

suppliers to their company (this view of audits/visits can be filtered using the fields at the 

top of the screen). 

 

 

1.1.1 EXPORTING SCHEDULE TO EXCEL 
 

Step 1: From the ‘Scheduled Audits’ view select the Export to Excel button. If you have 

applied any filters to the page, this will also apply to your export. 



     4 
 

 

 

The view of this export will be similar to below, with Audit Date, Auditor, Supplier, Audit 

Type & Status being captured in the export. 

 

 

1.2 VIEWING RECOMMENDED AUDITS 
 

Step 1: From Scheduled view select Recommended.  

 

The user will have a view of the suppliers and when their next visits/audits are required.  It 

also captures if an audit is overdue or has already been arranged. 
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1.3 ADMIN SETTINGS 

 

1.3.1 ADMIN SETTINGS WITHIN SUPPLIER AUDIT MANAGER 
 

Step 1: Select Supplier Audit Manager under Supplier Approval 

 

Step 2: From Company Audits screen select Admin. 

 

Step 3: Select Schedules from the left-hand menu 
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From the screen below the user is able to create default text and an attachment to be used 

whenever requesting an audit of a supplier, e.g. having an agenda automatically attached to 

the request. 

 

Step 4: Once all details are set select Save Settings button. 

 

1.3.2 ADMIN SETTINGS WITHIN VISITING & AUDIT SCHEDULE 
 

Step 1: From Scheduled Visit Audits screen select Admin. 

 

Step 2: Select the Add Internal Approvals button 

 

Step 3: Complete the fields shown below to capture the approvers required prior to an audit 

being scheduled and then select Save 
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Step 4: If required Custom Fields can be added, these will then be visible for completion in 

the new visit/audit request.  Select the Add New Field button 

 

Step 5: Select the required field type, complete the Display Name and mark this as Active.  

Select the Add Field button 

 

Step 6: The added custom fields can be viewed in the Admin section.  For both Dropdown & 

Check Box List fields additional steps are required to build the options required, if a Text Box 

was selected the set up is complete.  Select the button to the right side of the Field Type 

record 

If changes to the Active status are made, ensure to select the Save Settings button. 

Select the site that the 

approver is for 

Select the users required 

to approve the audit/visit 

Select the Audit Type that 

the approval is required for 

Select if all users have to 

approve or one approver 

only 

Select the field type required 

from the dropdown (Text 

Box/Dropdown/Check Box List) 

Complete the field name 

required 

Mark the Check box to make the 

field ‘Active’ 
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Step 7: Select Add New Categories tab 

 

Step 8: Complete the Category Name fields as required then select Add/Update Categories 

button 
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1.3.3 SETTING UP A RECOMMENDED AUDIT FREQUENCY 
 

This function will create the list within the Recommended view for the Visit & Audit 

Schedule tool and determine when the next audit would be due.  This setting is within the 

Supplier Manager tool. 

Step 1: From Supplier Manager screen select the Admin dropdown, and select Compliancy 

Setup  

 

Step 2: The view will be of any existing compliance rules that have been created.  By 

selecting the edit button on the right of the list the user will be able to see and amend the 

settings 

 

 

 

Step 3: The options on the compliance rules allow to add Supplier Audits, when this check-

box is selected there is the Audit Types option at the top of the screen.  Select Audit Types 

here. 
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Step 4: Mark the checkbox beside the audit required and then type the frequency required 

for this audit (in months). 
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Step 5: Select Save button. 

Note – as supplier compliance rules can be customised for the supplier type this allows the 

same audit type to have different frequencies for different types of supplier, if required, as 

shown in the example below. 

 

 

 

 

 

1.4 REQUESTING A VISIT/AUDIT 
 

There are two ways to navigate to the request screen 

Step 1: From Scheduled Visit/Audits screen select the Add New Event button  
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Or 

Step 1: From Recommended screen select the + button beside the record/supplier requiring 

a visit/audit 

 

Step 2: Complete the details required as shown on the screen below.  Any details previously 

put in to the Admin settings will be shown here (with the attachments and/or detail in the 

Audit Overview field).  If this request is to be confirmed by the supplier ensure to select to 

send to a Company User.   

Note – here it is possible to add multiple dates for the supplier to select the date that suits 

them best. 
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Step 3: Select the Save button and select the option from the drop down. 

 

If sharing with a supplier, they will receive notification that the request has been made and 

it will be in their task list (Note – users who received the notification CC will only get the 

email notification and are not able to respond to the request, the response has to be done 

by the user who has been sent the request). 

The view of a requested Visit/Audit will look as below.  Note that the request can be 

viewed/edited/cancelled through the menu button on the right side of the record. 

Select the Site that the visit/audit is for 

Select the Visit Type (Audit/Supplier 

Check/General Visit) 

Select the Auditor 

Select the Audit Type (if this audit type is 

associated with specific supplier types 

these will be the only options when 

selecting the Site/Supplier from 

dropdown) 

Select Yes/No for assigning Audit 

Checklist (selecting Yes will bring an 

additional field for completion to select 

the specific checklists required) 

Select if the request is to be shared with a 

user for the supplier (selecting ‘Company 

User’ brings options for the user and to 

CC any additional users to the request)  

Select the required date and select Add 

Date 

Add any required attachments 

Add any details in the free text field 
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1.4.1 REQUESTING A VISIT/AUDIT (WITH APPROVAL FUNCTION) 
 

Note – if the user creating the visit/audit is also the user who can approve they will follow 

the process above without any need to complete the additional approval step 

Follow steps 1 & 2 above 

Step 3: Select the Save button and select either Save or Save & Request Approval. Selecting 

to Save & Request Approval will send notification to the user(s) assigned as approver in the 

Admin section.   

 

 

The status of this Visit/Audit request will show as Awaiting Approval.  This request will not 

be visible to the supplier until after the approval has been completed. 

 

1.4.2 APPROVING A REQUESTED VISIT/AUDIT  
 

Following email notification of Approval being required the item will show in the users task 

list 

Step 1: From Scheduled Visit/Audits screen select the record with the status of Awaiting 

Approval and select the button to the right side of the record.    

Step 2: The options will show View and Approve – select the option required 
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View – will take the user to just see the Visit/Audit request record 

Approve – will take the user to view the Visit/Audit request record with the option to then 

approve or decline the request  

Step 3: After reviewing the information on the request select Save button and then select 

the appropriate option. 

 

 

The status of an approved audit/visit will show as In Progress 

The status of a rejected audit/visit will show as Approval Declined 

Notification about the approval or rejection will be sent to the user that created the 

audit/visit 

If the audit/visit has been approved it can be shared with the supplier, for their agreement, 

as per the usual process.  

 
 

1.5 RESPONDING TO A REQUESTED VISIT/AUDIT 
 

User will receive email notification and the request requiring response will also appear in 

their task list. 

Step 1: Either select the item from the My Tasks list or select Upcoming Supplier Visits from 

the Supplier Approval menu. 
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Step 2: Under the Received heading any items awaiting a response will be shown with the 

status of ‘Requires Your Action’.  Select the View button to review the details of the request 

or select Respond button. 

 

Step 3: Review the details of the visit and if all is acceptable the user can select the Submit 

button.   

Or 

Step 3: Review the details of the visit and if the date is not suitable the user has a choice to 

either select Decline or add an alternative date (see details on that in section 1.5.1 below) 

for the visit/audit and select the Submit button.   
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If a new date has been suggested it will return to the original sender for them to confirm 

acceptance of that new date.  All communication and history of the request will be visible 

on the record under the ‘Responses’ heading. 

 

1.5.1 REQUESTING AN ALTERNATIVE VISIT/AUDIT DATE 

 

When a request has been made to a supplier for a visit or audit the supplier is able to review 

that request and suggest an alternative if they deem that the suggested date is not suitable. 

 

Step 1: Either select the item from the My Tasks list or select Upcoming Supplier Visits from 

the Supplier Approval menu. 
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Step 2: Under the Received heading any items awaiting a response will be shown with the 

status of ‘Requires Your Action’.  Select the Respond button. 

 

Step 3: Review the details of the visit and select the calendar icon alongside ‘Propose New 

Date (Optional)’.   

 

 

Step 4: Select the new date to propose to the auditor and ensure to click Add Date.   
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Step 5: This will then show on the record, additional dates can be added if the user wants to 

provide the auditor with options, just repeat the steps to add a new date.  If required a user 

can add on a Comment (using the Additional Comments field) which will be recorded on the 

request.  Then select Submit, this will send notification to the user who sent out the request 

for their review. 

The view will be as below for the supplier, the record will be awaiting a response from the 

auditor. 

  

 

1.5.2 RESPONDING TO AN ALTERNATIVE VISIT/AUDIT DATE REQUEST 

 

When a request has been made to a supplier for a visit or audit the supplier is able to review 

that request and suggest an alternative if they deem that the suggested date is not suitable. 

Step 1: From Scheduled Visit/Audits screen select the record with the status of Requires 

Your Action and select the button to the right side of the record.   

Step 2: Select the Respond option from this list 
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Step 3: The record for the visit/audit request will show, the user will be able to see the date 

that has been declined by the supplier and the new suggested date (if more than one has 

been suggested by the supplier they will show here and the user will need to ensure that 

the correct date is marked before responding).  If the marked date is acceptable the user 

has to select the Submit button to accept the date and confirm with the supplier.  If multiple 

dates have been offered, by selecting one as acceptable this will automatically decline the 

other dates. 

 

Note – the user is able to add information to the Additional Comments field if required. 
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1.6 CALENDAR VIEW OF VISIT/AUDIT REQUESTS 
 

Step 1: From Scheduled Visit Audits screen select Calendar. 

 

The view of the calendar can be modified using the filters at the top of the screen 

 

The view of the visits/audits requested can also be amended to/from a list/calendar by 

using the buttons shown below, the level of detail in the view can also be amended here by 

toggling on or off the ‘Show More Detail’ checkbox. 

 

List View with more detail shown 



     22 
 

 

 

Calendar view 

 

Calendar view with more detail shown 

 

The colour coding of the records here shows the status 
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Grey – Awaiting Response 

Red – Declined 

Blue – In Progress 

Green – Accepted 

 

 

A user is also able to hover over any of the records to get additional details 

 

 


