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Last Modified on 06/11/2024 10:55 am EDT

Overview

Document Requests for an Internal Audit Project are created and attached to Controls by the
Internal Audit Lead when an Internal Audit Project's Scope is complete.

Audit Clients must complete their assigned document request before an Internal Audit Project
can be marked complete.

All document requests not sent to Audit Clients before the Internal Audit Project moves from the
Planning stage to the Fieldwork stage will be automatically moved from the Draft stage to
Outstanding, which will send the document requests to the Audit Clients.

User Account Requirements

The user account used to log into Resolver must be added to either the Internal Audit Leads or
Internal Audit Managers user group.

Required Information/Setup

For further information on how to scope an Internal Audit Project, please refer to the Define the
Scope of an Internal Audit Project article.

Navigation

1. From the Home screen, click on an Internal Audit Project in the Planning stage from

the My Tasks section.

Home o My Tasks
My Tasks 2 SORT v Q SEARCH o
Internal Audit Project
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Planning

My Task - Internal Audit Project - Planning
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2. From the Internal Audit Project screen, click the Document Request tab.
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Applications M
Operations Audit 2024 Q1 A1 PLANNING e
Details  Relationship Graph  History | Communications

Populate all key audit dates &information prior to Audit Background

fieldwork. A comprehensive evaluation of a company’s operations, systems, and processes.

Audit Plan

2024 Internal Audit Plan
)
Audit Type
Audit Objectives
Operationsl

Audit the company's operations. systems. and processes
Auditable Entity

USA

Business Unit

Audit Approach
Operations
Audit Client
Internal Audit Clients (Limited User) “
Audit Scope

Planned Quarter
Evaluation of internal controls

Q1 Evaluation of recruitment, training, performance management, and employee relations

Document Request Listings Tab

3. From the Documentation Request tab, click the Document Request Listing button to
create and review document requests for the Internal Audit.
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Applications ~

Operations Audit 2024 Q1 1AL PLANNING
Details Relationship Graph History Communications
Audit Details Audit Planning Memo Key Dates and Resource Planning Document Requests

§ . Create, review, and send document requests for the audit
Populate all key audit dates &informatian prior to

fieldwork Document Request List: Create and Send all Document Requests: Send all
review an initial document request listing Document Requests to Request Owners.
Audit Plan for the audit. The audit will remain in fieldwork.

2024 Internal Audit Plan

- sl DOCUMENT REQUEST LISTING SEND ALL DOCUMENT REQUESTS
Audit Type

Operational

Document Request Listing Button

4. From the Document Request Listing screen, click a Control.
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a1 Operations Audit 2024 Q1

Document Request Status

Audit team members can click on a control's unique ID or name to add new document requests far that control. All document requests will progress to outstanding when the audit moves into
fieldwork. Afternatively. document requests can be sent to audit clients on an individual basis.

Search Table

Control Control Name Document Request Document Request  Document Request Request Due Documentation Request
Unigue ID Unique ID Name Description Owner Date Attachments / URL State
I c-521 Mandatory privacy training I
C-471 Periodic surveys
C-46.1 Fiduciary controls
— Review of geographical

concentration

Review NAICS concentration

c-361
report

Click on a Control

Alternate Navigation

1. From the Resolver Home screen, click the Home dropdown and select the Internal Audit

Management link.

@ Q. Search... 000 @ @ S_), -

Home ~ My Tasks
Home
Ilﬂtemal Audit Managemc—nzl + SORT ~ Q SEARCH

Intemnal Controls Management
Reports

Library

Home Drop-Down

2. From the Risk Assessment screen, click on the Planning tab.
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@ (Q search Soc S e 8 3
Internal Audit Management + Risk Assessment Audit Plan Fieldwork Reporting Issues & Actions
Risk Assessment
Perform periodic risk assessments on various auditable entities & view results from the Risk Management team's risk assessments to pricritize a risk-based audit plan.
Sorted by {Ascending)
Auditable Entity Risk Assessment Grid Sorted by Unique ID {Ascending)
o1 Riverdale Industries  Active
Audit Universe Heat Map Sorted by Unique ID (Ascending)
c1 Riverdale Industries  Active |
-
Planning Tab
3. From the Planning screen, click the Create Audit Project button.
@ (Q search Soc S Qa8 3
Internal Audit Management v Risk Assessment Audit Plan Planning Fieldwork Reporting Issues & Actions =
Planning
Perform all engagement planning activities, including sending initial document request lists.
Audits in Planning Sorted by Unique ID {Ascending)
1AL Operations Audit 2024 Q1 Planning
OPERATIONS
1A-2 IT Audit 2024 Planning
CORPORATE
-
Create Audit Project Button
4. From the Intern Audit Project screen, click the Document Request tab.
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Operations Audit 2024 Q1 1A-1 PLANNING
Details Relationship Graph History Communications
Audit Details Audit Planning Memo Key Dates and Resource Planning
Populate all key audit dates & information prior Audit Background
to fieldwaork A comprehensive evaluation of a company’s operations, systems, and
processes.
Audit Plan
2024 Internal Audit Plan
P
Audit Type
. Audit Objectives
Operational
Audit the company's operations, systems, and processes
Auditable Entity
USA
- -

Document Request Tab
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5. From the Documents Request tab, click the Document Request Listing button.

@ (Q Ssearch coo 8@ L =

Internal Audit Management + Risk Assessment Audit Plan Planning Fieldwork Reporting Issues & Actions
Operations Audit 2024 Q1 1A-1 PLANNING

Details Relationship Graph History Communications

Audit Details Audit Planning Memo Key Dates and Resource Planning Document Requests

B B Create, review, and send document requests for the audit
Populate all key audit dates & information prior

to fieldwaork. Document Request List: Create and Send all Document Requests: Send
review an initial document request all Document Requests to Request
Audit Plan listing for the audit. Owners. The audit will remain in
fieldwork.

2024 Internal Audit Plan

G lal DOCUMENT REQUEST SEND ALL DOCUMENT
Operational LISTING REQUESTS
Auditable Entity K

Document Request Listing Button

6. From the Document Request Listing screen, click a Control.
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a1 Operations Audit 2024 Q1

Document Request Status

Audit team members can click on a control's unique ID or name to add new document requests far that control. All document requests will progress to outstanding when the audit moves into
fieldwork. Afternatively. document requests can be sent to audit clients on an individual basis.

Search Table

Control Control Name Document Request Document Request  Document Request Request Due Documentation Request
Unigue ID Unique ID Name Description Owner Date Attachments / URL State
I C-521 Mandatory privacy training I
C-471 Periodic surveys
C-461 Fiduciary controls
— Review of geographical
concentration
361 Review NAICS concentration

report

Click a Control

Creating a Document Request

1. From the Manage Document Request screen, edit the following fields:

¢ (Optional) Control Name: Enter a Control Name. The Control Name is used to

identify the Control throughout the system.
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e (Optional) Description: Enter a Control Description outlining further details or

instructions.

Applications v

IA4"  Internal Audit 2022 CONTROL i

Manage Document Requests  @ZE» (nprocress

Document Rec

Details Trending & Analysis History Communications

Contrel Name

Strategic charters are documented

Description

Strategic charters are documented

Audit team members can click on a control's unique ID or name to add new docume
fieldwork. Alternatively, document requests can be sent to audit clients on an indivi¢

Document Requests

Control Control Name Document Request  Documen
Unique ID Unique ID Name
Create and prepare document requests to send to the audit client. E-mail notifications wil be sent
Strategic charters are automatically when requests are sent
Sl documented
c-231 Adherence to structural policy Document Request

Appropriate supplier selection
c-181 porep . UniqueID  Name Due Date  Documentation Attachments / Workflow State
process in place i

No data to display

Q ADD EXISTING DOCUMENT REQUEST # CREATE NEW

Manage Document Request Screen
2. Select one of the following options to add a document request to the Internal Audit Project:

e Add Existing Document Request: Click the Add Existing Document Request link to
select an existing document request from the Add Existing Document Request pop-
up.

¢ + Create New: Click the + Create New link to create a new document request on the

Create a New Document Request pop-up.


https://help.resolver.com/help/add-an-existing-document-request
https://help.resolver.com/help/adding-a-new-document-request
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Applications v

141

Operations Audit 2024 Q1

Document Request Status

Audit team members can click on a control's unique 1D or name to add new document requests for that control. All
document requests can be sent to audit clients on an individual basis.

third partie

Control Unique  Control Name Document Request Document Request D
D Unique ID Name D
c521 Mandatory privacy training
c47.1 Periodic surveys
C-46.1 Fiduciary controls
— Review of geographical
concentration
C36.1 Review NAICS concentration report
c231 Adherence to structural policy
— Disclosure of personal information to

000 (GO
CDNTRD
Manage Document Requests
Create and manage document requests for this control
Details Trending & Analysis History Communicatians
Control Name
Mandatory privacy training
Description
Mandatory privacy training
4
Document Requests
Create and prepare document requests to send to the audit client. E-mail notifications will be sent
automatically when requests are sent.
Document Request

UniquelD Name DueDate Documentation Attachments /

URL

Workflow State

No data to display

| Q ADD EXISTING DOCUMENT REQUEST + CREATE NEW

Document Request Links

3. The Document Request will appear on the Document Request table on the Mange

Document Request pop-up.
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Operations Audit 2024 Q1

Document Request Status

Audit team members can click on a control's unique 1D or name to add new document requests for that control. All
document requests can be sent to audit clients on an individual basis.

Control Unique  Control Name Document Request Document Request D
D Unique ID Name
c521 Mandatory privacy training
c-47.1 Periodic surveys
C-46.1 Fiduciary controls
e Review of geographical
concentration
C36.1 Review NAICS concentration report
c231 Adherence to structural policy

000 8 O8a *
CONTRO! & X
Create and manage document requests for this control. -
Details Trending & Analysis History Communicatians

automatically when requests are sent

Document Request

Due
Date

Unique  Name

o]

‘Workflow
State

Documentation

Control Name

Mandatory privacy training
Description

Mandatory privacy training

g
Document Requests
Create and prepare document requests to send to the audit client. E-mail notifications will be sent
Attachments / URL

Contract Approval
policy & procedural
documentation

Jure 2,

2024 bt

Q ADD EXISTING DOCUMENT REQUEST + CREATE NEW

Document Request Table

4. Click the x icon to close the Mange Document Request screen.
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Control Unique
D

i1 Operations Audit 2024 Q1

Control Name

Document Request Status.

Document Request
Unique ID

Audit team members can click on a control's unique ID or name to add new document requests for that control. All
document requests can be sent to audit clients on an individual basis.

Document Request D
D

Name

oc0

ONTROL

Create and manage document requests for this control

Details Trending & Analysis History

Control Name

Mandatory privacy training

Description

Mandatory privacy training

Docu

ment Requests

automatically when requests are sent.

C-521

C-471

C-461

C-371

C-361
C-231

Mandatory privacy training
Periodic surveys
Fiduciary controls

Review of geographical
concentration

Review NAICS concentration report

Adherence to structural policy

D

Document Request

Communications

Unique  Name Due  Documentation Workflow

Date  Attachments/URL  State

4
Create and prepare document requests to send to the audit client. E-mail notifications wil be sent |

Co;\tra; Apperjva\l ez
palicy & procedura 094
documentation

Q ADD EXISTING DOCUMENT REQUEST

Draft

+ CREATE NEW

X [con



