
 

Reopen a Room or Staff Audit 

1. Click    Audits in the top navigation bar and select View Site Audits from the 
dropdown. 

 

This selection opens the Audits page. 

2. Locate the audit in question directly from the Audit grid and click on the line 
containing that audit to open the District Audit Details window. 

 



 

1. Search for the respective room or staff audit in the status of "Scan Complete." 

2. Click  Reopen, located on the respective row. DO NOT CLICK ON REOPEN ALL. The 
Reopen window opens and displays the message, "You are about to reopen Room XXX 
for scanning. This will set the status back to In Progress." 

3. Click Confirm. The Reopen window closes and the District Audit Details grid updates the 
room audit's status to In Progress. 
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