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Workbench Audit Module Training Notes
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An Introduction to the Workbench Family of Software

The notes in this document are designed to give users an overview of this module of Workbench to help get started with the implementation of the software.  

Workbench is a collection of software modules designed to assist in the implementation and smooth operation of day-to-day management control. The overall system consists of the following modules:-

	· Audits
	· Nonconformities
	· ReportQuest *

	· Customer Care
	· Test and Calibration
	· Document Control

	· Training
	
	


*ReportQuest is different in concept to the other six modules; it is a ‘plug-in’ rather than a ‘stand-alone’ module. It integrates with any or all other modules and utilises the information stored in them.

Each module (apart from ReportQuest) has been carefully designed to be a powerful individual management aid and for many organisations, it may be entirely appropriate to run any on a ‘stand-alone’ basis. There is, however, considerable integration between the different modules and this could offer many benefits to organisations running a comprehensive quality or other compliance management system. Any company that wishes to adopt a ‘phased’ implementation can add modules to the system as and when required.

Workbench works with, and assumes a basic knowledge of, Windows 2000 or above.

Each module has its own electronic reference manual and on-screen Help system but these guides should not be seen as a substitute for professional advice and training. Workbench is designed to be extremely easy to use in its daily operation but the preliminary setting up of a module can be relatively complex. 

Conventions used in Workbench Professional/Quality Workbench.

Workbench follows the normal conventions defined by and used in Microsoft Windows XP/Vista standard software.  Some of the more common keystroke commands and conventions are mentioned here as a guide. 

1. Tab Key

This key is used to move from field to field.  As you Tab from field to field, you will know where you are by the flashing cursor or the entry in the field being highlighted in reverse colours. If the field is a button then a dotted halo appears around the button label.

2. Esc Key

The Escape key allows you to close from any of the screens in Workbench.  

3. Alt Key

This key, used in conjunction with the underlined letter in the menu, or where a selection is requested, will perform the action or allow further choices to be made.

4. Mandatory Fields

Mandatory fields are those fields where you must enter information before you can complete the specific task. The labels (Titles) to these fields are highlighted in blue and are underlined.

5. Search Buttons
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Search buttons allow you to filter search within a list of specific data. By typing some or all of the information you require in the box, and using either the mouse or “F” keys, you can narrow the range of information presented to the first instance of required search choice. Use the “Right Mouse Click” to reveal the choices available.
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6. Date or Calendar Fields

Clicking on this icon presents a calendar representing the current month with the current date highlighted.  
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Select your required date by using the month and year symbols at the bottom of this calendar screen and then selecting the tick symbol.
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Module Icons

These icons appear across the top of the screen. 

Simply select the icon with the mouse and the screen display will change to the selected module.

8. Right Mouse Button

Using the right mouse button will bring up a floating dialogue or action button box in many areas of Workbench.
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Speed Buttons

In each of the modules, a number of speed buttons enable common actions to be accessed quickly. One mouse click on the speed button will open the dialogue for that action.
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Task and Notification Icons

Alongside the Module and Menu icons, are the communication icons called Tasks and Notifications.
Workbench generates tasks and sends them to an individual user to perform.  These tasks will appear in the user’s task box and new tasks will be indicated by a “light bulb” symbol, which will change to yellow for new tasks.

11. Shortcut Keys

As with all Windows applications there are a number of key combinations which perform tasks as alternatives to using the mouse or drop down menu items.

Common among these the following can be used within Workbench:-

Ctrl+C – copies highlighted text to clipboard


Ctrl+V – pastes data from clipboard to application

NOTE for Quality Workbench Users Some of the elements discussed in this document will not apply unless you have licensed them.  Where possible these will be highlighted as licensable areas and in red type.
Logging on to Workbench

Select the Workbench Icon from your desktop and double click to open the program.
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The “Login to Database” screen enables you to select the database you wish to work with and for you to login to that database.

Whether you are using the Workbench Login, or using the Windows NT login, you will first have to set up yourself as a registered Workbench user.  

From the Log on to Workbench Screen, select a database, for example, “Live” or “Sample”.
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Select the down arrow to select your database
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In the Login ID, enter “admin” login name and password “admin”.
Each database has a default “super user” whose login is “admin” and whose password is “admin”, and you will need to login as “admin” to begin setting up the system.

You will use this login to set up your own initial Personnel information.  

Once your Personnel information has been logged in the system, and access permissions granted, then you should log out of the “admin” account and log in as yourself, using that account to enter the system configuration defaults and any further Personnel information.  This will ensure that an accurate audit trail is created with the named people performing the tasks.
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This Log on to Workbench Professional Dialogue Box will depend on whether your system is configured to use Windows NT Authentication login or not.  

If your system is set to use Windows NT authentication, then the screen will ask you to select a database, but will tell you that you are using Windows Login and Password to access Workbench.

Depending on the configuration, you may be asked for a password to login in at this point as well, but you will use the same password as used to log in to your network account

By Default logging on using Windows Authentication will use a system license.  A system setting is now available to default this to a Limited Access, or Workgroup license.

You may also wish to limit license use by getting users to select “Limited Access” from the original Login Screen.  

When a user selects the File menu and Login from drop down list, they can Login as themselves but then select the limited access button by adding a tick to the box.  This utilizes the Workgroup License XE "Workgroup License"  where available.
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The use of a Workgroup license will restrict users from accessing any of the module menu items, but will still have access to the File menu, Task and Notifications buttons and the Workbench Calendar.  

In addition, if external e-mail is implemented, responding via an e-mail message also uses a Workgroup license.

It is strongly recommended that you do not use the “admin” account for daily tasks, but for EMERGENCIES ONLY.

Navigation around Workbench
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Main screen View
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The Module Icon Bar and the Module Menu Bar can be detached from the top area and can float on the screen.

Task Bar
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Workbench generates tasks and sends them to an individual user to perform.  These tasks will appear in the user’s task box.  
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Each task will have a light bulb, either yellow or grey to denote “read” or “unread”.

The status of each message will also be shown with an icon.
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Task is Outstanding



and can NOT be deleted.


Task is Overdue



and can NOT be deleted.

Task is Complete



and CAN be deleted.

Task has been Superseded


and CAN be deleted.

To help you navigate through Workbench you will need to become familiar with the drop down menus.
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File


Where am I?


Who Am I?

 
Login to Database…


User Preferences…


View Issued Documents…



(Document Quick links)


Workstation Settings…


Exit

Modules

Audits

Customer Care

Document Control

Nonconformities

Personnel

ReportQuest

System Manager

Test and Calibration

Training

Help


Workbench Help


About Workbench

Select File menu item and view the options available.

“Where Am I?” will tell you which database you are currently in.

“Who Am I?” will tell you your login ID and what access rights you have, either as part of a template or if access is granted as an individual.

Choosing “Login to Database” allows you to select a different database and allows you to login if you are registered to use that database.

“User Preferences” will appear if you have been given access to that menu item.  In User Preferences you can change your password, set your screen display preferences, nominate delegates and determine your own local workflow settings for your own tasks and notifications as well as test your e-mail account.  Access rights can be also be set individually to most of the functions within this area.

“View Issued Documents” will allow you to view those documents that you have the rights to view and that have an Issued status.
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“Workstation Settings” allows you to personalize the startup options for your particular workstation, by pre-defining which database is selected, what your login details are, which server you can connect to and which language dictionary you want to use.  Once selected here, this defines what parameters are selected as you log on to Workbench.  This area will always be available to the end user, but some of the elements, such as the language dictionaries, may be set using the configuration setup on the main server, and may therefore be read only.  

The Automatically Login option will depend on the database settings set on the server AND if this area has been licensed.

By Default logging on using Windows Authentication will use a system license.  A system setting is now available to allow users to set Workbench to default to using a Limited Access, or Workgroup license.
User Preferences

In the User Preferences menu item there are five tabbed pages available to all users individually.

Many of the settings will inherit the default settings as defined in the System Manager Module under the New User Settings found in the Workflow Configuration Centre.  These settings will apply to New Users entered into Workbench after these default settings have been created, and changes can be made by the individuals if the user permissions allow.  Access to the User Preferences menu item is controlled on an individual user or group basis under the System Manager Access settings. 

For users to be able to change their Password, access must be given to the User Preferences menu item. This will then give then the Password Tab where they can enter a new password.  Any constraints established in the system Manager module will be shown under the Password Details box.

Password Constraints are NOT available in Quality Workbench.
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Access to the next four tabs can be limited through the access settings, found in the system manager access menu, and is controlled as part of user permissions settings in Access menu in the System Manager module of Workbench.

If allowed, a user can test his own e-mail address, change the database language he uses for that database and change the way his document search lists are displayed.
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Forward external mail allows a user to nominate another user to receive ALL Tasks and Notifications that would be sent by the external e-mail system (if external e-mail is switched on).  All the tasks will be redirected to the e-mail box of the nominated user who will be able to respond to them, i.e. approve document etc, and sign for them as “on behalf of” using their own password.

Whenever an action is carried out as a result of forward messaging, its corresponding history entry is suffixed with an asterisk (*). Right-clicking on theses entries will then provide details of the user who undertook the action - for an example of this see Document Attributes | History in the Document Control module.

NB.  If mail attachments are sent via IntraVista Professional and are forwarded on to another user who subsequently carries out the action, the history entry will show that the action was carried out 'on behalf of' the original user.

If delegates are applied, then only those users who are defined as delegates will be available to select for forwarding external e-mail.

This forward external mail will stay in force as long as another users name is in the forward external mail box.  Remove the name from the box using the “Clear” button to stop external messages being sent to the nominated user.

Workload Manager

It is also possible to re-direct messages to a nominated delegate using the Workload Manager functionality.  This works in the same way that the forward e-mails works. Whenever an action is carried out as a result of forward messaging, its corresponding history entry is suffixed with an asterisk (*).  Right-clicking on theses entries will then provide details of the user who undertook the action.

Delegates
If access is allowed a user may nominate his own list of delegates, i.e. people who can act on [image: image36.png]Audt Details
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his behalf.  (This is a licensable area for Quality Workbench Users).

Workflow Settings

Where the system administrator has granted access, then a user may also change the workflow settings inherited from the default settings.
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Each user can select to use the Quick Launch facility, which shows the last documents (up to 10) viewed in the file menu.  

It is now possible to replace the default background screen, which shows the module name, and can now be replaced with a defined Website.  This can be anything from the company default Intranet site, the IntraVista search page, or any other web site. In the Workflow settings, under Display Options, select “Display Web page in Workbench main dialogue”, and the type the URL in the “Web Page Address” dialogue.

“Only show count of outstanding tasks on task button” allows the control of the number being displayed in the “Tasks” button bar.  With this selected, only the number of outstanding tasks, those still to be completed, will be shown next to the Tasks button.

When a user logs in to Workbench they can decide, not only which module the system opens up in, but can also select to open the “Select document to view” screen to see, select and open a document.

Web Page settings

[image: image38.png]Run Audit

Audt | Analsi | Depatinerts | Scope | Repot | Hitay |

- Audit Detals
AudtiD [1Z

Search [TEFETE

Name [Widget Production Prosess Audt

User Reference
Type [processass

Clent

Pracess Assessment

- Audtor
Lead Auditor

Bil Boves

I~ s extemal?

- Schede

Start Date

Plarned |10 |
Actual [27703/2008 =

Firish Dats

Plarned [[1704/200 |
Actual [27703/2006 =

Infom Audies on E

Planned Dusation 2

Actual Duration T

© Eding

& Completed

Access Checkist





[image: image39.png]Edit Audit Checklist / Enter, Results
This audit needs a nancorformit raising against i No Norcorformitis
B Have passwords been changed recently?

B Are all past NCR's signed off?
B Are all NCRY's from previous audit closed

Detal
Search Code Reference

Flanning Notes

Fesul
Descipton [Observation Noncorformiy

Riesul Notes [The audi presented 2 number of smalissuss which should be addressed at the ne mesfing

Pass/Fal
lrr‘ Pass & Reserve Judgement




The Web screen view can be controlled to show just the web page as defined by the administrator or an address bar can be added to allow users to change their web page URL themselves. Access to control this is given through the Workbench Configuration Centre settings.

Audits Module
[image: image4.png]



The scope of Audits Module

Audits Module in Workbench allows for the creation of Audits, either checklist or blank, scheduling those audits, running the audit and inputting the results and generation of Nonconformities as the result of variations to the normal procedure found during an audit.

The module will assist in the generation of audit plans, with notification to all relevant people to either carry out the audit or informing auditees when the audit is due.

In order to run an Audit, a template must first be created.  The audit is then based on this template and any future similar audits can be based on the same template.  Audits can actually be run with very little information but it is possible to include everything required to build a complete detailed checklist audit.

Overview of the Audits module  

The flexibility of the Audits module from Workbench means that even the most unusual or previously complicated audit can be set up logically and quickly. The drudgery can be taken out of the most repetitive tasks by storing information in templates; these are then called up and used again as a base for many different audits.

Building on a template ensures that all items and/or areas for audit are reviewed and cross-checked and that results are comparable.

Checklist items for an audit can be recorded individually or can be grouped into categories allowing the delegation of different areas to separate auditors - or to have different auditees assigned to them (see Compiling Categories and Checklists for an Audit). 

All these items can be stored in the module Library so that future audits already have the foundation for a built-in checklist. In this way there is little danger that items or areas may be overlooked, especially if new auditors or assessors are appointed. 

Provision is also made to compile specific user defined analysis categories. 

Once built, audits can be scheduled to run at any time. Planned start dates may be altered and the audit duration extended, if necessary, to suit the auditor/assessor or client.

The flexibility of the system extends to the recording of results, including reporting nonconformities (if you have the Nonconformities module installed), and the production of reports that can take virtually any form the auditor wishes.

All previously run audits are ‘frozen’ and stored in their original format (Previous Runs). They are available for viewing and reporting purposes at any time.

If auditors are required to audit sites not connected to the network, there is an offline facility whereby the audit can be checked out to a laptop.  The audit can be carried out on the laptop, results entered and nonconformities flagged as needing to be raised.  Once the auditor is re-connected to the network the audit can be checked back in and the results will be copied to the main database and nonconformities can be raised in the normal way.
Setting up the Audit Module

Log on to Workbench in your own name and select the Audit Module from the Module Icon Bar.

[image: image40.png]Edit Assessor,

| Digarisation
Name

Search Code

- Addres

Address

Town

County

Postcode

County

[Assurance Hause

[Waodiaw Averue

Ovtord
Ovfordshie
Ox5 70

Tile
Forename
Suname
Tekephone
Fa
Internet

Emal

|- Contact Iformatior:

M.
Geoige

Fartiman





[image: image41.png]Workbench Professional

‘ T EEEL Y] | O vocsimetzzl || A Tt Q

| e Modde Help

@ ideagen

Datobase: New 4400 Sample | 10/06/2011 16:41:32




[image: image42.png]Liog on to Workbench Professional
Loginto uhich dalshase

Ideaien 1529000

| Login using Windows autherticatio

Ca
Password [

T~ Use curtent Windows login v Limited access.

Close Help




To make the operation and reporting in the Audits module as effective as possible there are some areas that need to be set up before creating and scheduling an audit.

Select Settings from the menu bar

The Audit module allows many audits to be scheduled and run, from internal ISO audits carried out by internal staff, client audits where a customer will want to check out the standard of the quality system to the annual, bi-annual re assessment of the Quality standard, carried out by an authorised assessment body such as BSI, Lloyds or DNV.

Setting up your information for audit types, results descriptions and other relevant information is accomplished through the “Settings” menu.

All this information can be input into the software and used to plan an overall auditing schedule.

Audit Types
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Although these settings are not mandatory, they will help in speeding input of information and retrieval of data in reports.

Assessors

If, as part of the overall audit plan of the organisation, external audits are to be included, as well as internal audits, then the relevant details about the assessment bodies can be entered in the Assessors.

Auditing by a number of organisations, from ISO 9000, Health and Safety, Environmental as well as more industry specific assessments can be included.

Enter the details for the assessment body responsible for ISO 9001-2000.
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Result Description

To enable standardisation in the response to audit questions, there is a facility to create a drop down list of standard or common “Result Description” terms.

This should aid the understanding and qualification of answers given in an audit.
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Hint

The order in which the descriptions appear is in alphabetical order.

Should you wish for the result descriptions to appear in a particular order, for example ordered by severity, use the search code, and enter the Description giving the search code a corresponding number to the importance of severity.

Clients and Customers
Customer/Client Contact Management is carried out in this area.  If the Customer Care Module is in use, this information will already be in place, and any changes made here will reflect in the Customer Care module as well.

Settings | Clients and Customers
Details of Companies or Individuals are entered and updated in this section.

Customers can be Individuals (for Environmental Standard ISO 14001 these could be Stake Holders rather than true Customers) or Companies.

The details are separated into 4 parts: -


Company Details – name etc.


Notes



Analysis – How your company wants to see extra information


Contacts – Details on the contacts – with further Analysis and Contact Notes
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Searching for a company can be done by search code or within Name, and filtering can be done on the type of customer as a company or as an individual.

Suppliers

It is possible to plan and schedule audits on external suppliers and include them as part of the overall audit plan.

Suppliers of product or service to an organisation can be recorded and recalled through Workbench.  Any discrepancies can be reported through the NCR module, and Audits to be carried out against a Supplier can be scheduled through the Audits module.

Setting up the suppliers is completed through the “Supplier|New” menu item.

You can enter as much or as little information as is needed.
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You will however be required to enter at least one contact in the “Contacts” section.

Categories and Checklist Library

When creating an audit template Workbench Audit module will allow for the creation of categories and checklist items in a library so that they may be used in many different audits.

These elements are stored in a library of Categories and Checklist items available to auditors at the time of compiling templates, and when editing or running audits.
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From the “Edit” menu on the add category or checklist dialogue …
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… more specific details about the department, auditee, supplier and related documents can be added so that the information will be included when the item is selected for inclusion in the relevant audit.

Create a Template

Select Audit menu item and Templates from the drop down list.

This lists all the current Audit templates in the system and allows creation of new templates.

Selecting “New” allows you to create a new template.
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Note the Mandatory fields are the “Name” Field and the “Duration” Field.

The Title will have to be unique.
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On the Departments tab select the departments to be audited, and on the Scope tab define the scope and detail of the audit.

To save time and unnecessary repetition it is possible to create a template based upon an audit template already in the system.

Access to Individual Audits

Access to be able to view and modify an audit can be strictly controlled, over and above the controls applied under the system manager module.

Access to an audit is best determined at the template stage, but can be modified for each individual audit.  The ability to edit an audit, i.e. add new questions or modify questions at any stage of the audit will need to be given at this stage.  The person nominated as lead auditor will have this facility by default.
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Any subsequent auditor assigned to a particular question will also need edit rights and needs to be added to the “Edit” Access.

Setting up the access levels makes use of the personnel templates created in System Manager and personnel groups.  Groups are a licensed area for Quality Workbench users.

Compiling Category and Checklist items in an Audit

This is the area where questions or checklist items can be entered to build up a complete audit.

Sub headings, or categories, can help to give a more regulated audit.
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An audit can be created and scheduled without any checklist items, allowing freedom for the auditors to generate their own questions at any time before or during the audit.
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Additional categories and/or checklist items can be added to the audit either by selecting the “edit” menu item in the audit screen or by using the right mouse button.

This will bring up a dialogue box where, for each Category and Checklist item details such as Lead Auditor, Auditees, Departments, Documents and Suppliers can be specified.

Scheduling an audit

Once created, an audit template can be scheduled to run any number of times over a planned period.
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Select the date of the FIRST of the audits to be run, and if it is an audit that is carried out at regular intervals then select the Recurring tick box.  Select the frequency of the audits, for instance 6 monthly, annually or every 2 years.
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This will activate the “Last Audit” calendar box and select the date on which the last of the audit sequence being planned will be carried out.
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 If you select a date which does not match exactly with the frequency specified, then you will be offered the nearest date before the date you specified
Underneath the “Last Audit” date will show the number of audits this will produce in the sequence.  Each audit will be given a unique sequential number.

There is also an option to change the name of the actual audits being created from the template.

For example: - the template may be a generic departmental audit, but the plan is to schedule to audit the Engineering Department using that template.  Change the name by de-selecting the box next to “Using Template Name”, and type in the name you wish to use.

All scheduled audits whether planned, running or complete will appear in the working calendar of the nominated auditor.  You can view all the audits for any auditor but selecting “All Personnel” when viewing the calendar.
Editing an audit

Once the audit is scheduled, the auditor will be notified that there is an audit to be run on the day the audit is due.

It is possible from any of the “Edit”, “Run”, “Check Audit out…” and “View” menu items to see a list of all the audits in the system and to filter the list to present the audit required.
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Searching to get to the audit required can be in a combination of any of the fields in the top half of the screen.

Some elements will be predefined by default and cannot be changed, such as the status, if searching for audits to edit, as this will be set to Planned audits only, i.e. only a planned audit can be edited.

Most Searches will exclude “Checked Out Audits” as well.

The auditor must be given edit rights to the audit to be able to make any changes to the audit.

The auditor will be able to edit the audit, change the Checklist items and Categories, either adding to them or deleting them, in order to customise the particular audit.  

More importantly, the auditor will be able to specify the auditees if known.
In addition, the auditor may want to inform the auditees as to when the audit will take place.
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All these changes will be registered in the audit history.
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Any changes made to this audit will not affect the audit template or any other audits based on the template.  

If any changes need to be made to all the audits based on the original template then must be made in the template itself and the “Update scheduled audits based on this template” box must be ticked.
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Any audits already running or checked out will not be affected by changes made to the template.
Running an audit from the calendar

Audits can be run either from the Run menu item, from the e-mail/task bar, or from the Calendar.

Select the Calendar Icon from the Icon Bar near the top of the screen.  In the monthly view, selecting the day and show day details gives all the events for the chosen day.
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Double clicking on the desired item allows access to the screen where you can begin to input information and complete this particular audit.

This brings up the audit details.

In the Auditor section on the Audit tab screen check to ensure that the Lead Auditor’s name entered is correct.

Enter today’s date in the Start Date “Actual” field in the schedule page.

Select the Checklist button at the bottom of the screen to bring up a list of the questions.
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This will show you a screen similar to the template screen with the addition of the Results section.

The physical aspects of the auditing can be undertaken by printing a copy of the checklist items and doing a “clipboard” or manual audit.
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Select “Print” button from the bottom of the audit screen to print out questions.

Carry out the audit.  Select the audit to run and select a question to answer.

The evidence of your questioning can be entered in the relevant results notes box.

The Results Notes field provides a free text area.

Decide on a Pass, Fail or Reserve Judgement for the question.

Selecting the Nonconformity… button invokes the Nonconformities Module.
Further questions can be added at any time by selecting either the title of the audit or any category, and either using the mouse right click button or selecting the edit menu item and “Add Checklist Item” or “Add Checklist item from Library” from the dialogue box.
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From the right hand screen, or from the dialogue box, it is also possible to identify the auditee for this question, the department involved, and the specific procedures being audited.

The Auditor/Lead Auditor can also be changed at this point.

NOTE

If changes are made to the audit, and then the “Undo” button is used, a warning is given that ANY and ALL the changes since the last save will be undone.  It is recommended that not only is the audit checklist saved regularly, but saving the main Audit Title Page as well.
IF THE WHOLE AUDIT IS NOT SAVED UNDO WILL DELETE CHANGES SINCE LAST TIME THE AUDIT ITSELF WAS CHANGED.

Raising a Nonconformity

Reporting a nonconformity from an Audit requires that the NCR module be licensed.

Should Nonconformities of any type be found, they can be recorded from the Audit Results screen by using the Nonconformities button.  This invokes the NCR module where the details of the issue can be recorded.  
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If the switches in the System Manager module have been switched on…
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…then the details of the Audit Checklist Item and the Results Description will be copied to the NCR Summary line, and the Planning Notes and Results Notes will be copied to the NCR Descriptions page.

When entering the Run Audit page, if the “Actual Date” is filled in before entering Results and NCR details, then the NCR Date of Incident will be completed with the Actual Date of the Audit.

If the User Defined Analysis has been configured in the NCR module, then the information entered in the FIRST NCR raised from an audit will be copied across into each subsequent NCR raised during that Audit.

It is IMPORTANT that the very first NCR raised has the information completed otherwise each subsequent NCR will not have any UDA information entered.

Checking out an Audit to a laptop

It is possible to check an audit out of Workbench and complete it on a remote machine such as a laptop computer.

From the Audit menu, select Check Audit out …
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and select the audit required.
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Confirm the audit you want to check out and select the “To File” button.
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Workbench will then confirm that the audit is checked out.

Running an Audit Remotely on a Laptop

Check the audit out to a file on the Laptop as above.


Confirm the audit you want to check out and select the “To File” button.

Select a folder on the laptop on which the Remote Audits application is installed.

The laptop can then be unplugged from the network.
To run the Audit, start the Remote Workbench Audits program.

Select the “Load” button and navigate to the Folder/File where the Checked out Audit was copied to.

Once the audit has loaded in the remote application, only certain details can be changed.  

The Actual date of the Audit, Start and Finish and Department can be changed, but nothing else in the main tab screens and checklist categories and items cannot not be added or deleted from the checklist area.
Select the Checklist button to enter the details of the Audit.


Enter the relevant results for each question, and if a Nonconformity is required, then select the Raise NCR tick box.  If you wish to attach documentary evidence, then browse to the location of the relevant file on the local machine.

When the audit is checked back in, the attached document will be imported into the database along with the audit details.


If an NCR was required to be raised, this will show in the top of the checklist screen with the message “This Audit needs a Nonconformity raising against it”.
If the relevant fields, such as Description and Result notes have been completed, these fields will be carried across to the NCR automatically.

NOTE

Be sure to close the report NCR dialogue after each NCR has been reported to avoid duplicate reporting if all mandatory fields have been completed automatically.

Completing an Audit

If required, a composite text document, or Audit Final Report, can be entered into the “Report” tab.  This needs to be done BEFORE marking the audit as complete.



Once the required checklist items have been answered, the audit can be closed or “completed”.  This does not require that any Nonconformities raised be closed out.

It will require your password as a signature and once closed the audit becomes view only.

Any Nonconformity raised will be visible from the audit checklist results screen by selecting the title of the audit, and the number of Nonconformities raised against an audit will be highlighted in the top right hand corner of the Checklist screen.  

If there are any Nonconformities which are still open then the light bulb indicator will be yellow.  When the NCR has been completed and closed off, the light bulb will turn white.

Adding Attachments to an Audit

It may not be possible to enter all the change information in the results box when completing the audit.  Actual evidence in the form of incorrect or outdated forms etc. may be needed as part of the audit result.  This information can be added to an audit using the attachments capability.

Attaching an MSWord document as the Final Report is an option to the internal audit report.


Selecting the “New” button activates the lower screen, where the attachment or file detail should be entered.  

Search for the relevant file, by selecting the browse button, and give it a title, and select the save button.  Repeat for each file to be attached to the Audit.

NOTE

Any attachments need to be made BEFORE marking the audit as complete.

Reports

There are a number of reports available in Workbench and it is important to recognise the level of information presented.

Audit Templates Report

Template

This report gives a presentation of each template audit and the category and checklist structure, as well as the departments to be audited.

Checklist

This report gives a presentation of a selected audit template and the category and checklist structure, with or without the Checklist planning notes.

1 Planned Audits Report

Detail Report gives all the detail for each checklist item and category in the planned audit.

Summary Report simply summarises the details of chosen audits rather than give them in detail.

Checklist Report lists all the checklist items and categories that will be audited for a selected audit (and can also be printed out on the Edit Audit Checklist / Enter Results dialog).

Running Audits Report

Detail Report gives all the results currently entered, for each checklist item and category.

Summary Report simply summarises the results of chosen audits rather than give them in detail.

Checklist Report lists all the checklist items and categories that will be audited for a selected audit (and can also be printed out on the Edit Audit Checklist / Enter Results dialog).

Either of the above report sets can be printed XE "printed"  off so that a physical audit can be carried out.

Audit Results

Detail Report gives all the results for each audit, with the scope, final report and each checklist item and category, in detail, including auditor and auditee for each element.

Summary Report will give the summary of the results entered in the main results screen under the audit title. 

Not Audited

Department

This report will give a list of the departments not covered in any audit.

Categories

This report will give a list of the categories not covered in any audit.

Audit Schedule

This provides a graphical view of audits in the system, planned, running or completed and for a given time period.
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For example: - This menu appears whenever you right mouse click on the Workbench desktop, which allows you to switch of or on any of the menu bars at the top of the screen





Tasks and Notification Bars





For Quality Workbench this will display Quality Workbench in this bar.
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