
TIPWeb-IT
Audit Quick
Reference

A simple tool for
navigating your Room,

Staff, and Student audits

Controllable Asset
Management



How do I view my audit progress?

How do I reopen someone's audit? 

Who hasn't completed their audit?

How do I complete an audit myself?
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Frequent
Questions



Viewing the progress
of your audits

Begin by clicking on Audits at the
top of the TIPWeb-IT screen and
then on View Audits
You will see your audits listed by Room,
Staff, and Student (if you are a campus).

New=Audits that have not been started

In Progress=Audits that have not been
completed 

Scan Complete=Audits that have been
completed

Progress=Scan Complete audits divided
by the total number of audits (New+In
Progress+Scan Complete)



Click on the audit
you want to check-
-the Audit Details
window will open

1

You can search a
name or ID

number in the
Location Box

2

You can sort the
audits using the
dropdown under

Status

3

You can reopen
an audit by

clicking the        to
the right of the
specific audit

5

You can enter or
remove items

from an audit by
clicking on the 
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Staff or Student Audit
Who hasn't

completed their
audits?

DO NOT CLICK
HERE

DO NOT CLICK
HERE



Click on the audit
you want to check-
-the Audit Details
window will open

1

You can search
by room barcode
or actual number
in the Location

Box

2

You can sort the
audits using the
dropdown under

Status

3

You can reopen
an audit by

clicking the        to
the right of the
specific audit

5

You can enter or
remove items

from an audit by
clicking on the 
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Room Audit
Who hasn't

completed their
audits?

DO NOT CLICK
HERE

DO NOT CLICK
HERE



Click on District Audit Listing

Scan Completed By and Scan Completed On fields will show who completed an audit and when. 
 Blanks mean the audit has not been completed.

Download A List of Audits
To provide a list of incomplete audits for your campus
or department administration, click on the Please Select
Audit Report dropdown

A spreadsheet will download automatically.

If you are using Chrome, look for it at the

bottom of the screen when it is done.

If you are using Firefox, a download box

will appear



Participation is
most importantAudit Goals

Staff audit should be 100% complete 
by the Audit End Date

Room audit should be approximately 
70% complete by the Audit End Date 

(Rooms not assigned to staff will 
account for the other 30%)

Student audit should be 70%+ 
complete by the Audit End Date 


