Request Requisition Module

=>» This module is designed to request/exchange crucial information in the form of documents
and images from within the Auditing team (internally) or from the Auditee entity (externally)

=>» The Request requisition role needs to be assigned to the workflow player (Auditing
Authority) participating in the Audit Process.

=>» This Role or any other role may only be assigned from the parent admin of that
User/Workflow player

The whole process of Request requisition may be succesfully carried out post assigning the role to
the workflow players

AUDITING AUTHORITY CASES

Case 1: How to assign a role to a workflow player?

Roles are always assigned from a parent admin login who has created that very user and to figure
out who is the parent admin of a user then we need to first login with that user and then need to
click on user section as shown in the below screen.

Fac... CodendiWelcome 38 My View - MantisBT @ httpsi//gpdpaiciny.. DbSchema Docume... [ lgdirectory.govin/r.. # Create Word docu... 2022-08-29 Untitled

AuditOnline

Facilitating Audit In Government

Parent admin

WELCOME - Prem Lata Patial l \

294 23 3767 A

Dosignstion : Deputy Director
Inbox. Drafts Sent Parent User : ddifapjm(@gmail com
Sinee October, 2020

More info © More info ©

Profile Logout
& Assigned Task Task Completed

Today O  This Week @ This Month @ Today O  This Week @ This Month @

=>» Assiging role from the parent admin login:

Login with the parent user/admin and assign the request requisition role as shown in the screen
below:

Step 1: Click on user management and then click on approve user as shown in the orange highlighted
rectangle.



Step 2: Search the user to whom the role needs to be assigned as shown in red highlighted
rectangle.

Step 3: Click on the * * ’icon under Assign role heading as seen in the screenshot
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Step 4: The assign role matrix will appear and now select the role by checking the checkbox as shown below and
the role will be assigned to that user.

Select  Role Role Description

] Add Legacy Data NA

O Assign Auditee/ Team The actor with this rolel would be allowed to assign the auditee unit to audit team for field audit.
Audit Requisition NA

O CAG NA

O Download CMS NA

O Freeze Legacy Data N/A

O Intimation Letter NA

Pendency For Auditee

] Language Mapper This actor will map language based on state
] Language Package NA
MIS Reports The actor with this role would be able to view the reports related to the progess in the audit online. Various reports are available in the

freports section.

- o Data Saved Successfully



Case 2: How to Use Request requisition or how to send the request for documents?

Step 1: Login to the user account assigned with Request Requisition role as shown in the below
screenshot and click on ‘ADD’.

AuditOnline

Facilitating Audit In Government

WELCOME - Prem Lata Patial

3767 Audit

Status

@ Drafis
Sent
EA Sent
More info © More info &

& Assigned Task Task Completed

Today @  This Week @  This Month @ Today @  This Week @  This Month @

€ Pull Task

O Audit Requisition

Step 2: All the panchayats assigned to that user shall be made available as a list and the user may
choose to send the request to any of the Auditee entity as shown below:

Languages ~ A- A A+ #Home L\~ LR -

Audit Requisition

Q < Show 10 ¢ entries Search
3 Drafts ~ L . 3 . i
S No. Auditee Name Audit Period Type of Audit Schedule Date Action |
EA Sent
1 Brevi 01-04-2019 To 31-03-2020 External 18-12-2020 To 19-12-2020
Pull Task
2 Mangiot 01-04-2019 To 31-03-2020 External 21-01-2021 To 22-01-2021 €4
Audit Requisition
3 Rajal-A 01-04-2019 To 31-03-2020 External 21-01-2021 To 22-01-2021 €4
4 Thanda Pani 01-04-2019 To 31-03-2020 External 21-01-2021 To 22-01-2021 @
5 Kangri Lower 01-04-2019 To 31-03-2020 External 21-01-2021 To 22-01-2021 4
6 M. Devi-A 01-04-2019 To 31-03-2020 External 23-01-2021 To 25-01-2021 4
7 Broh 01-04-2019 To 31-03-2020 External 23-01-2021 To 25-01-2021 4 h

Step 3: After clicking action button the request requisition form will appear as shown below, now it
is required to fill in the mandatory details and also the provision to attach the files is provided (can
be seen in the series of screenshot below):



Add Audit Requisition

Office Name Brevi

Audit Requisition Title * Clarification on Half Margin

Due Date * M 16/02/2023

Description *

(]
B
H
g

sz= - || A- B-|[52

Please provide the clarification on the supplied/attached half margin

body p

Attach Files n
Save And Send

Screenshot 1 (Fill the mandatory fields in the form)
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Screenshot 2- (provision to upload files as an attachment)



Attachment

File Uploaded Successfully

Screenshot 3: (File uploaded successfully message and close the alert)

Step4: Now click on Save and send button as shown in the below screenshot the next screen to
forward the task will appear. (You may request the documents either from the participating audit
team or from the auditee)
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Step 5: Bases on the choice made as shown below the name of the person shall appear along with
the designation, you may choose one in case of multiple names appear in the drop down and may
click on ‘SEND’ button to proceed.
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Audit Requisition Send Task

Prem Lata Patial || Deputy Director

o Users

cc Prem Lata Patial || Deputy Director

Shama Gupta || Accowntant

Date of Reph:
‘VAGISH KUMAR || Assistant Accounts officer




Case 3: How to manage documents request made through Request requisition
module?

To view, modify and delete the document request made from any panchayat using Request
requisition then you need to click on Audit Requisition in the menu and then need to click on the
manage for the same.
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3 No. Auditee Name Audit Period Type of Audit Schedule Date View + | Modify Delete Forward
1 Brevi 01-04-2019 To 31-03-2020 External 18-12.2020 Te 19-12-2020 ® & )

Showing 1 to 1 of 1 entries Previous - Next

Case 4: Where to check the requested documents received from Auditee side through
Request requisition module?

Step 1: Login to your account and then on inbox to find the request requisition as shown in the
screenshot below:
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Step 2: Click on action button to view the trail of communication exchanged and responses shared
by the audited authority as shown below:
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AUDITED AUTHORITY CASES

Case 1: How to check for a document request requisition made from Auditing
authority?

To check any requisition task a user needs to login to his/her account and then click on Requisition
Task as shown in the below screenshot:
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2020 2020
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Case 2: How to provide/reply to the documents requested by an Auditing authority?

Step 1: Auditee user will click on action button to move to the next screen as shown in screenshot-1,
now they need to expand the request made and need to provide their response on the same as
shown in screenshot-2,
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Step 2: Once the responses are made against each request the auditee user should save and send

the data as shown below:
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