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Compliance Auditing 

Terminology 
Entity​ - the ‘thing’ that you are auditing, e.g. a building, a person or a vehicle. 
 
Element​ - elements are the aspects of the ‘entity’ that you are auditing. For example when 
auditing a building this might be a specific room or place. When you are auditing a person 
this might be the different areas of performance such as Hand hygiene. 
 
Element group​ - element groups are used to group elements together where necessary. For 
example grouping elements by room.  
 
Standard​ - standards are the individual checks applied to each element such as ‘No more 
than one piece of dirty crockery on work surfaces’. 
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Category​ - where you see the term ‘category’ this relates to the hierarchy of the entities. As 
a user you will have a category set which will define the areas and stations that you will see 
reported on in your dashboard. And also the entities that you are asked to audit. 

1. Logging In 
To login to your account navigate to: ​https://www.auditonline.co.uk/SCAS/​ and enter your 
login details. 

 
If you have any trouble remembering your password please use the password reset. 

2. Audit 
The ‘Audit’ menu is where you can create new audits directly in the system. There are two 
options.  

 
 
‘List’ shows you a history of all of the audits you have created.  

 
‘​Audit​’ enables you to carry out a new or pending audit. 
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2.1 Create an audit 
Here you will see your Available Audits as well as any Pending Audits you have created 
previously. 

 
 
Each audit will have 4 tabs for completion before you submit your audit. Tab 1 is for Audit 
Details: 
 

 
Tab 2 is where you complete your audit. A progress bar at the top will show you how 
complete your audit is. 
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Some audits will have a ‘make all compliant’ and a ‘make all NA’ button. You can use this if 
you are sure that all elements are compliant. Your administrator can turn this off for any 
element group in the settings. 
 
Once you have completed the audit select Tab 3 for a summary that will give you an 
overview of the audit results similar to what you can access from the ‘​Traffic Lights​’ report. 
Each line of the summary links you through to the relevant audit screen where you can view 
details and comments. 
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You can then leave a final comment on Tab 4 before submitting.  

 
Any audits left unsubmitted will be shown under the ‘pending’ tab of the audit screen and 
also in the ‘list’ view of all audits. And can be completed at any time. 

2.2 Re-auditing 
If an entity has been audited at less than 100% complaince and the next audit is not yet due, 
then you will be offered the option to ‘re-audit’ that entity. During the re-audit you will only be 
asked about the elements which were found to be non-compliant in the latest audit. The 
scores for the re-audit will be stored alongside the original and the compliance data will be 
updated to reflect the latest results. 
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There are two places from where you can carry on a re-audit. 
 
1) When you go to begin an audit if you select an entity which fits the re-audit criteria above 
then below the usual audit info you will see the option to re-audit. 
 

 
 
2) the other place to begin a re-audit is via the completeness section on the site: 
https://www.auditonline.co.uk/SCAS/Report/Completness​ when you list the enities from this 
screen you will see the ‘re-audit’ option next to all entities which are eligible for re-auditing.  
 

 
NB.​ You will not be given this option on any entity which is either ‘overdue’ or where the 
latest audit was 100% compliant. 
 

2.3 Quality Control Auditing 
QC Audits can be carried out by users with the relevant permissions to verify the accuracy of 
recently completed audits. 
 
You can access QC auditing from the Dashboard using the section at the bottom shown 
below. If you do not see this section on your dashboard you will need to ask your 
administrator to set you up with QC auditing. 
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Clicking on ‘See full report’ will take you through to the main QC screen. 
 

 
By clicking on ‘Show entities’ somewhere in the hierarchy you will see a list of all the entities 
within that hierarchy which have been audited within the most recent period (only entites 
which are not overdue. 
 
Audits which have already been QC’d will have a ‘View QC’ button. This will show you a 
report of the QC audit. The Purple section shows the comparison between the original and 
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the QC audit as well as illustrating any delta in the score. It also shows the times that the 
audits were carried out. There is also a button linking you to the original audit.  

 
 
Those entities which remain eligible will have a ‘QC Audit’ button. Clicking this take you 
through to an identical copy of the original audit but clearly labelled as QC.  
 
Results from your QC audit will not impact the compliance results for the area or entity that 
you have audited. The results will only be measured against the original audit and those 
which fall within +/- 10% of the original audit will be considered compliant. The compliance 
can be viewed on the main dashboard. 

 
 
NB. ​Although it is possible to audit at any point within a frequency period CQ audits should 
usually be carried out within a 48 hour period following the original audit to be considered 
valid. 
 

3. Dashboard 
The dashboard you see gives you an overview of activity broken down by the following 
sections: 

● Completeness - showing how many of your entities have been audited within their 
target period 

● Completeness Targets - which helps to spread the adits over time 
● Traffic lights reports for the month - this links you through to the​ traffic lights reports 
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● Compliance - which indicates the level of compliance with each audit type 
● Action Plans - gives an overview of all action plans in the system which are then 

broken down by team and individual.  
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You can click on your stalled action plans and your teams stalled action plans and this will 
take you through to a filtered view of action plans. 

3.1 Traffic lights report 
You access the traffic lights reports using the links from the traffic lights section of the 
dashboard. Use the filters at the top of the screen to narrow down your report. 

 
 
Clicking on the score for a particular audit will take you through to the detailed breakdown of 
that individual Audit. 
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From here you can view the details and images attached to the audit as well as download 
the audit details as a CSV. 
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3.2 Completeness report  

 
The Completeness report tells you which entities have been audited and allows you to view 
all the entities ordered by most overdue. This way you can select the most urgent audits and 
carry them out directly from here. 

3.3 Compliance 
Compliance reports give an overview of the compliance of each element asked about in all 
audits. The reports can be broken down by tags. Tags can be added at any time to the 
system by the administrator to track performance in different ways. 
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4. Action Plans 

4.1. Creating Action plans  
Action plans are automatically created when an Audit is submitted with any non-compliant 
entities.  

4.2. View your action plans 
You can view all your action plans in the action plans section: 
https://www.auditonline.co.uk/SCAS/ActionPlan/ActionPlanList​ where you can use the 
filtering to filter your list. However you can also quick view a pre-filtered list of ​stalled items 
using ‘My Action Plans’ and ‘My Team Action Plans’ using the red buttons on the 
Dashboard​.  
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From the action plans screen you can expand an action plan row on the resulting table and 
perform a number of actions: 
 

1. Assign - you can assign the action plan to another user provided you have 
permissions set to do so. 

2. Scrap - closes the action plan and marks as scrapped. 
3. Poke - sends an email to the person assigned to the action plan reminding them to 

review it. 
4. Comment - adding a comment will also trigger an email to the assignee. 
5. View Audits - takes you to the detailed breakdown of the audit. 
6. Mark as Complete - closes the action plan and marks as scrapped. 
7. Mark as External - marks as external and updates the changed date (which removes 

the item temporarily from stalled items for X days). 
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4.3. Stalled Items 
Any Action Plans which have passed the allowed period 
for their risk category unresolved will appear in your 
stalled items. There is a special Wizard for managing 
stalled items which will allow you to see and resolve your 
stalled items in one place. To review your stalled items 
click the ‘Stalled Action Plans’ button on the main Action Plans screen.  
 

15 



 

You can also view stalled items in the main list by ticking ‘show stalled only’ in the filtering 
criteria. 

4.4 Responsible Parties 
By default Action Plans are assigned to the auditor. However you can ask for these to be set 
up to be assigned to another party based on the hierarchy of the audited entity. A 
responsible party for each level in the hierarchy (e.g. station) can be set up for each audit 
type. The responsible party can then be automatically assigned the action plans relating to 
entities using this hierarchy. To set these up please contact your Doc-Works administrator. 

Mobile Application 

5. Logging In 

 

 

 
Login to the app using the 
same username and 
password that you use to 
login to the website. When 
you login if there are 
updates to be installed 
they will be launched 
automatically. You can 
reject the update if you 
don’t want to wait for them 
to install although this 
should only take a few 
seconds. 
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6. Creating an Audit 

 
To create your audit select the audit type from this first screen. These audits will match what 
you usually see on the web version. 
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You will be asked whether you want to run a full audit with all risks or just include high or 
significant. (Choosing significant will include everything significant and high) 
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You are then presented with the same questions as on the browser. You will notice that 
there is no ‘Mark all as compliant’ button here but the tap buttons are much quicker to 
complete than with a mouse so you will find it quick to complete a screen one at a time. 
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To the right of each standard is an ‘i’ button which will contain any useful information about 
completing the element. 
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You can add pictures to each element using the camera icon. These can be deleted and 
retaken using the ‘X’ on each thumbnail. 
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Once you have completed all the elements you will go to the summary to see your results. 
You can expand each element group (in this example ‘Crew’) to view the compliance of each 
item. You can then tap on an item to review and edit it. 
 

 
If there are incomplete elements then you will be asked to complete these before you can 
submit. When you are editing an item you can use the summary button to return to the 
summary - otherwise you will be guided through each element in turn. 
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A feature unique to the app is the ability to add your signature in digital format that will then 
appear on the online audit record. You can leave signature blank and you will still be able to 
submit the record. 
 
Likewise you can add any additional comments to this submit screen 
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You will know your audit was successfully submitted when you see this message. 

 
 

7. Viewing your Audit in the Portal 
You can check that your audit has successfully made it into the system by going to the List 
page on the website: ​https://www.auditonline.co.uk/SCAS/Audit/AuditList​ this has a list of all 
the audits entered via the website and via the app. 
 

 
 
You can also view a summary of the audit via the ‘Traffic Lights’ section from the dashboard 
which will show you all your images and your signatures too.  
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