
ANNEXURE V 

MANUAL FOR SUBMISSION OF INTERNAL AUDIT REPORT BY AUDITOR: 
 

Upon registration of Internal Auditor by the Member, the Internal Auditor shall receive indicative e-

mail on his registered E mail ID alongwith Login Credentials. (Sample mail attached below) 

 

 
 

 

Step 1: Auditor is required to Click on the URL provided in the email with login credential provided 

on email, once Auditor log’s in with given user id and password, auditor is required to change the 

default password. 

 

 
 



 

 

Step 2: After auditor login below screen shall appear, Auditor to click on  edit icon, to fill up the 

details of Internal audit report. Auditor can refer the circular and sampling criteria  by clicking on 

below indicated links 

 

 
 

Step 3: Below Screen shall appear for Internal Audit Report Entry, Audior to fill up and/or edit the 

details  by clicking on  icon for every chapter.  

By clicking on   icon, auditor has the option to mark entire chapter with compliance status as 

‘NA’  and provide single remark to all the sub-points within the chapter.  

 
 

 

 

  



Step 4: Auditor to complete Initial Information details and save initial information to proceed with 

next chapter in the report. 

 
 



 

Step 5: Once the Initial Information details are completed, Auditor is required to input details for all 

the subpoints within chapter and click on  icon to save the chapter details and accordingly 

complete all the chapters. 

 

 
 

Step 6: Auditor to report instance of material observation and provide remarks, then auditor is 

required to Click on “ADD” and then Click on “Save Material Observation”. 

 
 

 

 

  



Step 7: Once all the chapter details are completed and saved the pending items column will appear as 

blank. 

 
 

 

 

Step 8: Click on  to download Certificate & Report in pdf format. 

 
 

  



Step 9: After download, auditor is required to affix digital signature and click on  to upload the 

Internal Audit Certificate & Report and click on  icon.  

 
 

  

 
 

 
 



After completing the auditor submission the column ‘Submission status’ will change to Pending 

(Member).  

 
  



 

Glossary 

 

Symbol Description 

 
 

 

To View the details  

 
 

To fill and edit the details 

 
 

To mark entire Chapter as ‘NA’ for status and provide single remark to all the sub-points 

within the chapter 

 
 

To download the pdf report 

 
 

To upload the digitally signed pdf report 

 


