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How to Review and Evaluate a Submitted Audit Case 
 

Pre-operational Audit 
WILMA Auditor to respond on requested Draft audit report process 
 

1. The system sends an email to the WILMA Auditor informing that a task has been assigned to 
them to submit the draft audit report for the audit case

 
2. The Wilma Auditor who receives the email notification should be able to access the task that 

was automatically assigned to them. The case is specifically assigned to the Primary Auditor 
designated in the Auditor company, which is determined based on the primary auditor specified 
in the Auditor company details.
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3. Once the WILMA Auditor access the task they should be able to respond on the task given to 
them by populating “Task Response” and uploading of the “Draft audit report” then once 
completed they can click on the “Submit” button on located on the lower part of the form

 
4. After the submission the state of the task will be changed to “Responded” and the field would 

be read only 

 
 
 

WILMA Auditor to respond on requested Final audit report process 
 

1. The system sends an email to the WILMA Auditor informing for the submission of the audit 
report. WILMA Auditor should be able to receive an email with a subject of “Please submit the 
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audit report in WILMA” 

 
 

2. The assigned Wilma Auditor should be able to access the task and respond to it 

 
 

3. Once the WILMA Auditor have opened the task they should be able to respond on the task given 
to them by populating “Task Response” and uploading of the “Final audit report” then once 
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completed they can click on the “Submit” button on located on the lower part of the form

 
 

4. After the submission the state of the task will be changed to “Responded” and the field would 
be read only

 
 
 
 
 

Compliance Audit 
 

WILMA Auditor to respond on requested Submit an audit proposal process 
 
Once the nominated auditor for the compliance audit is accepted by the WILMA analyst, a system 
generated email will be sent to the WILMA Auditor informing that the nominated auditor details have 
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been accepted for the audit case 

 
 

1. Once the WILMA Auditor has received the email that nominated auditor details have been 
accepted for the associated compliance audit. There will be a task that would be assigned to the 
WILMA Auditor with the subject ”Submit an audit proposal for the audit case”. 
The WILMA Auditor is able to access the task associated to them, you can locate the task at the 
bottom part of the portal on the “My tasks” section or by accessing the "My Tasks" option in the 
ribbon banner, you can click on the “Task number” associated on the case task 

 
 

2. Once the WILMA Auditor had opened the task, majority of the fields on this task are on read-
only state, and you can polpulate the “Task Response” and upload the required “Audit proposal” 
and “Primary auditor”. You can also upload 3 optional files and choose their categories, it can be 
either Audit proposal, Deed poll, or Licence plans. Upon completion of the form you can choose 
the “Save” button the changes on the form or if you are done completing the required 
information you can choose the “Submit” button to proceed on the process. 
Note: Here are the only file types that the system will accept:  xlsx, pdf, doc, xls, docx 
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3. Once the form has been completed, the state of the task will be changed to “Responded” and all 
the fields were no on read-only state 

 
 

4. After the submission of the Audit proposal task, the WILMA Auditor will receive an email 
confirming that the audit proposal has been submitted in WILMA 
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WILMA Auditor to respond on requested Submit Draft Audit report process 
 

1. The WILMA Auditor will receive an email that informing to submit the audit report in WILMA 

 
2. WILMA Auditor should have access to take action and send the required draft audit report, to 

access the task you can navigate to the “My tasks” section at the bottom part of the portal

 
 

3. Once the WILMA Auditor had opened the task, majority of the fields on this task are on read-
only state, and you can polpulate the required fields such as the “Task Response” and upload 
the required “Draft audit report.” The “Task Response” field is where you can write your 
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response regarding the task. Upon completion of the form you can choose the “Save” button 
the changes on the form or if you are done completing the required information you can choose 
the “Submit” button to proceed on the process 

 

 
 
 

WILMA Auditor to respond on requested Submit Final Audit report process 
 

1. The WILMA Auditor will receive an email that informing to submit the audit report in WILMA 
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2. WILMA Auditor should have access to take action and send the required draft audit report or 
respond to RFIs. To access the task or RFIs you can navigate to the “My tasks” or “My RFIs” 
section at the bottom part of the portal. 

 
 

3. Once the WILMA Auditor had opened the task, majority of the fields on this task are on read-
only state, and you can polpulate the “Task Response” and upload the required “Draft audit 
report.” Upon completion of the form you can choose the “Save” button the changes on the 
form or if you are done completing the required information you can choose the “Submit” 
button to proceed on the process 
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Note: When the audit is put into a 'Closed' state, the WILMA Auditor will receive an email no�fica�on 
no�fying him/her that the audit has already been completed. Below is the sample email that the WILMA 
Auditor will receive: 
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