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Presenter
Presentation Notes
We get it. We tell you we are doing audits completely different and with a new program. Lets be real. No one likes change. Change is different and uncomfortable. But we hope with this presentation to help smooth your transition over to the SerivceNow Agency Audit Software. Through this new process this presentation will hopefully help you and walk you through it step by step. Just remember you are not alone in this and we are here for you. 



Introduction

The Bureau of Criminal Identification will now be 
using a new program to audit all of their Criminal 
Justice agencies using UCJIS
▫ ServiceNow
▫ In it ia l em ail
▫ Audit  process
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Presenter
Presentation Notes
The Bureau of Criminal Identification, commonly referred to as BCI, will now be utilizing a brand new system to audit all of our criminal justice agencies throughout the State of Utah that utilize UCJIS in one way or another. We will begin with a brief overview of what ServiceNow is, the initial email all TACs should have received letting them know to create an account with the service for their future audit, and the audit process. When we review the audit process, we will walk you through from beginning to end. We will show you what it looks like when you are out on something and when you have successfully completed the audit. 



ServiceNow

Audit software that BCI will now be using to 
conduct all criminal justice agency audits
▫ Every agency will be audited at  least  once as 

part  of the FBI’s 3 year audit  cycle
▫ Everything will be done online 
▫ TAC’s will ut ilize a  ServiceNow porta l to subm it  

and com plete audit  in form at ion
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Presenter
Presentation Notes
We have now gone to ServiceNow in hopes to ease and streamline the audit process. 



Initial email
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Presenter
Presentation Notes
By now all agency contacts should have received an email that looks like this. In the email, you will find your user name and a temporary password. You will click on the hyperlink in the email to go to the ServiceNow audit portal. Once there, you will enter in the provided credentials. Then you will be able to change the temporary password to your personal desired choice.You will use your new credentials for future audits. This will be the site/link to do your agency audits. 



Audit 
Process

The new audit process will require TACs to:
▫ Upload requested docum ents and inform at ion  

in  the on line audit  porta l
▫ Com plete an  online quest ionnaire 
▫ Com plete the audit  from  beginning to end all 

on line through the software
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Presenter
Presentation Notes
It is our hope that with this new software, the audit process will become more streamlined and easier on the departments being audited. Now we will walk you through an audit from beginning to end.



Audit Example #1
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Presenter
Presentation Notes
Now lets walk through an audit together. 



Zootopia Police Department
UT0000008

The Field Service Representative 
will begin the audit process by 
initiating an audit. When this 
happens, the TAC will receive 2 
emails
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Click here to go to the 
website and login

Presenter
Presentation Notes
This is an example of the first email you will receive. 
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Presenter
Presentation Notes
This is an example of the second email you will receive. 



Once the TAC, receives the 
em ails, they will log in  to the 
ServiceNow Audit  Porta l. TACs 
can  click the link the em ail to be 
brought  to the website.

11



12

Presenter
Presentation Notes
You will enter in your username and temporary password. Once logged in you can change your temporary password to whatever you desire. 
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Presenter
Presentation Notes
This is what it will look like once completely logged in. You will see your Agency listed under the Agency section. The agency admin and the TAC will be listed under Primary Contacts. When your field services representative initiates an audit, you will see that under assessments. If there’s any unfinished tasks or issues you will see numbers under those sections. In the top right hand corner of the screen, you will see more options. You can click on the Assessments, Issues, or Tasks tabs to go directly there. There is a FAQ Page and if you click on the circle, it gives you profile options. 
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Presenter
Presentation Notes
Clicking on the circle at the top right of the screen will show you the above options. If you would like to:Manage Team – This is where you would change and/or add primary contactsMy Profile – Change personal profile informationTour – Will give you a virtual tour of the ServiceNow Audit PortalChange Password – This will allow you to change and update your passwordLogout – Will log you out of the program
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Presenter
Presentation Notes
This is what it looks like when you go to My Profile. You can edit the above fields. Clicking the Edit Profile button will allow you to edit. 
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Presenter
Presentation Notes
If we go back to the home screen, we will see this again. You can click on the ‘Assessments’ tab to begin the audit or click on your agency’s name. 
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Click here to open and 
begin your agency audit

Presenter
Presentation Notes
When we click the ‘Assessments’ tab, it will show us the summary of the audit. Since it was just sent to us, we see that the status shows New and we have 0% completed on all tasks. 



Presenter
Presentation Notes
Here is a list of all the tasks for your audit



19

Click here to 
open the audit 
questionnaire

Presenter
Presentation Notes
Lets begin with the audit questionnaire
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Presenter
Presentation Notes
After clicking on the questionnaire, you are brought to the first part. You will select all the files you have access to and then click next.
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Presenter
Presentation Notes
You will see that as you progress through the audit questionnaire, the sections on the left hand side will show a green checkmark. This means you have successfully completed that section of the questionnaire. NCIC Entry has a red clock next to it. That means I am still working on that section and some questions are left unanswered. 
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Presenter
Presentation Notes
At the very end of the audit questionnaire you will see all the sections have green checkmarks on the left hand side. Once completed, you will then click the Exit button. 
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Presenter
Presentation Notes
When you click ‘Exit’, another box will pop up regarding exiting the questionnaire. You will want to select to Save and Exit.
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Click here to 
open the task

Presenter
Presentation Notes
You will then be brought back to your audits tasks page. You can see here that we have answered all 61/61 questions. It will show in progress even thought we have finished it, so don’t be alarmed! Now we can click on the AMBER Alert Procedures Task to complete it. 
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Click the paperclip 
to attach your 
documents

Presenter
Presentation Notes
Here you will answer if you have AMBER Alert Procedures or not. If you answer yes, a new question appears to allow you to attach the document. You will click the paper clip to attach your document. Then you will click Exit to save and continue the other tasks.
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Presenter
Presentation Notes
When we go back to the audit tasks page you will see that 2/3 questions were answered on the progress bar for AMBER Alert Procedures. That is perfect fine since we uploaded the document. However, if this does bother you, you can click on AMBER Alert Procedures again to fix this. 
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Presenter
Presentation Notes
To fix the progress bar, if it bugs you, you can put something in the 2. Additional Information box. If you don’t have any additional information, you can put Not Applicable or N/A in the box. Then click Exit to save and go back to the tasks page. 
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Presenter
Presentation Notes
Now you will see that the progress bar is green and 3/3 answered questions. Again, this is not necessary if it shows 2/3 and an unfinished progress bar as long as the procedures are attached. However, as previously stated if that does but you, you can go back in and put N/A in the additional comments box to get the completed progress bar. 
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Presenter
Presentation Notes
One of the tasks is for an ROA Waiver and ROA Contract. If your agency is not an ROA agency or if any of the requested documents are not applicable to your agency, you will select the No option for question 1. For question 2, you will put why this requested document is not applicable to your agency. So for this, we put our agency was not an ROA agency. Then we selected Exit to say and move on to our next task. This will show we completed this task and have a completed progress bar. 



Presenter
Presentation Notes
Now we have completed all of our tasks. You will see the progress is complete on all of them but 2. These 2 requested documents show a red incomplete progress bar. That is fine since the requested documents are attached. In the previous slides we should you how to fix this by putting something in the comment box. AGAIN, this is completely optional and as long as the document is attached you are good. Now I am ready to submit my assessment to my Field Services Representative. You can now click the submit button up in right hand corner. 
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Presenter
Presentation Notes
When you click ‘Submit Assessment’, you will see this pop up. That is because we had the 2 unfinished progress bars. Again, it is okay as long as the requested documents are attached, but you can remedy this by putting something in the comments box. I know the documents are attached so I will now click submit anyways.
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Presenter
Presentation Notes
You will then see that your status has changed to submit. 
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Presenter
Presentation Notes
The home page will show your audit like this. We completed the questionnaire and so far have 0 compliance issues. However you will notice we show 8/10 completed for Document Requests. This is because our agency was not an ROA agency, so we did not submit a ROA waiver or contract. That is perfectly fine since we are not an ROA agency and our Field Service Representative will also know this. 
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Presenter
Presentation Notes
After submitting your audit assessment, you will also receive an automated email saying your audit submitted successfully. 



Email Notification

Once your Field Service 
Representative has completed & 
closed out your audit, you will 
receive an email from your rep. 
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Formal Letter

If a formal letter is needed, 
please reach out to your Field 
Services Representative 
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Presenter
Presentation Notes
Some agencies may still want a more formal letter for city council, admin, etc. If this is the case, just reach out to your Field Services Representative. We are more than happy to send you a more formal response than the email on the previous slide. 
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Presenter
Presentation Notes
After you receive the email from your Field Service Representative that your audit is completed/closed, you will log back into the audit portal. Once logged in, you will click on your department name to go to that audit. 
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Presenter
Presentation Notes
This box shows you that the open audit has now been moved over to closedThis box shows you the current status of your audit. Here we see that we successfully completed our audit on the first tryThis box is showing us that we have completed 1/1 questionnaires associated with our auditThis box shows us the completed documents requested. Remember even though it says 8/10 we submitted 100% of the documents. We did not submit the ROA contract or form since this agency is not an ROA agencyThis box shows us if there were any issues (incorrect) responses with our audit. We successfully answered everything correctly and turned everything in correctly so there were no issues that the Field Rep sawThis box shows us a due that. This is only applicable if we had issues with our audit. This is when they would need to be resolved



Audit Example #2
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Presenter
Presentation Notes
Now lets walk through another example of an audit. This one will have some issues that will need to be resolved. We will show you what that looks like and how to fix any issues to have a successful audit. 



Zootopia Police Department
UT0000008

The Field Service Representative 
will begin the audit process by 
initiating an audit. When this 
happens, the TAC will receive 2 
emails
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Presenter
Presentation Notes
This is an example of the first email you will receive. 
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Presenter
Presentation Notes
This is an example of the second email you will receive. 



Once the TAC, receives the 
em ails, they will log in  to the 
ServiceNow Audit  Porta l. TACs 
can  click the link the em ail to be 
brought  to the website.
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Presenter
Presentation Notes
You will enter in your username and temporary password. Once logged in you can change your temporary password to whatever you desire. 
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You can click either 
option to open the audit

Presenter
Presentation Notes
This is what it will look like once completely logged in. You will see your Agency listed under the Agency section. The agency admin and the TAC will be listed under Primary Contacts. When your field services representative initiates an audit, you will see that under assessments. If there’s any unfinished tasks or issues you will see numbers under those sections. In the top righthand corner of the screen, you will see more options. You can click on the Assessments, Issues, or Tasks tabs to go directly there. There is a FAQ Page and if you click on the circle, it gives you profile options. 
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Click here to open and 
begin your agency audit

Presenter
Presentation Notes
When we click the ‘Assessments’ tab, it will show us the summary of the audit. Since it was just sent to us, we see that the status shows New and we have 0% completed on all tasks. 



Presenter
Presentation Notes
Here is a list of all the tasks for your audit
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Click here to 
open the audit 
questionnaire

Presenter
Presentation Notes
Lets begin with the audit questionnaire
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Presenter
Presentation Notes
After clicking on the questionnaire, you are brought to the first part. You will select all the files you have access to and then click next.
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Presenter
Presentation Notes
As you go through the audit, you will see green check marks next to the sections you have completed. This means all questions are answered in that particular section. If you see a red clock next to a section, that means you are currently still working on that section and it has unanswered questions. You will also see a green check mark and Completed on the section it self. 
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Banner appears 
when it has been 
successfully saved

Presenter
Presentation Notes
If you’d like to save your progress as you go, you will want to click the button on the right side – ‘Save as Draft’. You will see a green banner appear to let you know that it was successfully saved. 
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Presenter
Presentation Notes
Now lets say I’m working on the audit and I click Exit. 
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Presenter
Presentation Notes
When you click exit, this popup appears. It’s wanting to know if you just want to discard your changes and exit to the main audit page or save your changes and go back to the main audit page. Clicking either option takes you to the main page. Or you can click the ‘X’ in the upper right corner to continue on with the questionnaire. 
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When we answer this –
Another question will appear

Presenter
Presentation Notes
As you go through the audit you will answer all the questions. Sometimes, depending on your response, another question will appear that is associated with the one you just answered. 
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Presenter
Presentation Notes
Some questions will have drop down options for you to pick the best answer for your agency. 
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Presenter
Presentation Notes
Some questions will have text boxes for you to right in your answer to the question
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Presenter
Presentation Notes
If at any time during the questionnaire you have a question or comment for your Field Representative, you can click on this to ask your question or comment. 
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Presenter
Presentation Notes
Here you can see a question was asked by this agency’s TAC. 
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Presenter
Presentation Notes
Unfortunately, there will be no notification of when your Field Representative replies back to you. We recommend waiting an hour or the next day to see if it has been answered. You can always call or email your Field Representative for a quicker response. 
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Presenter
Presentation Notes
Now we will go back to our questionnaire. We can see on the left hand side all sections are complete. Now we will Save/Exit to go back to the audits main page. 
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Click here to 
open the task

Presenter
Presentation Notes
You will then be brought back to your audits tasks page. You can see here that we have answered all 61/61 questions. It will show in progress even thought we have finished it, so don’t be alarmed! Now we can click on the AMBER Alert Procedures Task to complete it. 
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Presenter
Presentation Notes
Remember for the 2nd question, it is optional. However it will show that you’ve only answered 2/3 for this part. That is okay and your auditor will not mark you out on this. However, if that bugs you, you can put N/A, Not Applicable, or that the documents were attached in that box. Putting something in that box will mark it as 3/3 completed on the main audit page. 
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Presenter
Presentation Notes
Another example here. This agency is not an ROA Agency. So they will select Not Applicable for question 1. For question 2 (which again is optional to fill out), we simply put ‘Not an ROA Agency’.



Presenter
Presentation Notes
Now we have completed all of our tasks. You will see the progress is complete on all of them. Now I am ready to submit my assessment to my Field Services Representative. You can now click the submit button up in right hand corner. 
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Presenter
Presentation Notes
When you click ‘Submit Assessment’ this popup appears. If you clicked it by accident, you will want to click cancel to go back to the audit page to continue working on the audit. If you have completed the audit on your side, you will want to click ‘Submit’
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Presenter
Presentation Notes
Once you hit submit, you will notice the status of your audit changes. You will see a green check mark next to ‘Submitted to State of Utah’.



Email Notification

Once you have successfully 
submitted your audit to your 
Field Representative, you will 
receive an email notifying you of 
the submission
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Email Notification

You will get another email once 
your Field Representative has 
created an issue/task for your 
audit. This means there was 
something found to be out of 
compliance that needs to be 
fixed to be incompliance
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Presenter
Presentation Notes
We will go back to the agency portal to login and see the compliance issues. 
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This shows there were 2 
compliance issues found 
with the audit that need 
to be resolved

Presenter
Presentation Notes
When we login we will see our agency. You can see here it shows 2 issues with our audit. Then click on your agency name to go to your audit.
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This shows there were 2 
compliance issues found 
with the audit that need 
to be resolved

Presenter
Presentation Notes
When we log back into the agency portal, we can see that the Auditor created 2 compliance issues with our audit. 
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Click here to begin 
resolving audit 
issues

Presenter
Presentation Notes
When we log back into the agency portal, we will click on our agency to see our open audit.
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Presenter
Presentation Notes
When we come to our audits assessment home page, we see that we now show 2 issues and zero tasks. This means we have 2 compliance issues that we need to resolve in order to complete/close out our audit for this FBI cycle. You will click on the issues tab to go there to see what needs to be fixed. 
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Presenter
Presentation Notes
Once we clicked on the Issues Tab, it takes us here to see what our 2 compliance issues are. The first one is because we answered a question on the audit questionnaire incorrectly. The second issue is because we said ‘No’ that we did not have a NCIC Hit Confirmation agreement and then did not need to upload one for that document request since we answered ‘No’. This agency has to have one in place to be incompliance. Click on the issue number to go to that issue to resolve it. 
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Issue with audit 
questionnaire

Attach missing or updated 
agreements here

Add any comments 
or questions here

Presenter
Presentation Notes
When we clicked on the first issue, it takes you to this screen. If you need to make comments to resolve the issue or attach agreements to resolve the issue. The first box shows us the issue is with the audit questionnaire. 
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Presenter
Presentation Notes
When we click on the ‘Questions’ Tab we can see what question(s) we missed on the audit questionnaire. Here we see I miss one question concerning sharing logins at the agency. If I go back to ‘Issue Details’ I can fix this. 
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Presenter
Presentation Notes
Here I typed in my response to resolve this issue. It was a mistake on the TACs part for misreading the question. All Users at this agency have their own logins and do not share. To resolve this you will type that in the comments area and hit send. This send the comment to the Auditor. Now you will hit the ‘Resolve Issue’ button up top. 
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Presenter
Presentation Notes
Once you hit submit, a green banner will show up at the top saying it was submitted successfully. Also, you will notice up at the right side it shows a check mark and says, ‘Submitted to State of Utah’
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Presenter
Presentation Notes
When we go back to the issues page we see that the status has changed to Review for the issue we just submitted. Now the Field Representative will review it and close it out or message us back to further resolve the issue. Now we will click on our last issues number to resolve this final compliance issue. 
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This tells us there was 
an issue with the 
document request for 
a Hit agreement

Presenter
Presentation Notes
Now we are on our 2nd and final issue with our audit. 
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Presenter
Presentation Notes
If we go to the ‘Questions’ Tab for more information we see exactly why I was marked out of compliance on this document request. For answer I put no I did not have one. This is a requirement for some agencies who need after hours coverage from another agency. I will need to get a NCIC Hit Confirmation Agreement in place and submit it to resolve this compliance issue. 
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You will use this to 
attach your agreement. 

Presenter
Presentation Notes
If we go back to the ‘Issue Details’ Tab we can now resolve the issue. I will attach my NCIC Hit Confirmation Agreement so the Auditor can see it and close out this issue. 
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Presenter
Presentation Notes
After I attach my agreement it will show in these two places. You can make a comment saying you forgot to add it or you didn’t know so you went and got one in place. A comment is not necessary though. 
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Presenter
Presentation Notes
Now after everything looks correct and the necessary documents have been attached, you will click the ‘Resolve Issue’ button up at the right of the screen. 
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Presenter
Presentation Notes
Once you click the ‘Resolve Issue’ button, you will see a green banner and the status show a check mark and say ‘Submitted to State of Utah’.
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Presenter
Presentation Notes
If we go back to the ‘Issues’ Tab, we see now that both status’ show review. This means we have submitted our responses to our Field Representative and they will review it. 



Email Notification

Once your Field Service 
Representative has completed & 
closed out your audit, you will 
receive an email

87



Formal Letter

If a formal letter is needed, 
please reach out to your Field 
Services Representative 

88

Presenter
Presentation Notes
Some agencies may still want a more formal letter for city council, admin, etc. If this is the case, just reach out to your Field Services Representative. We are more than happy to send you a more formal response than the email on the previous slide. 
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Presenter
Presentation Notes
After you receive the email from your Field Service Representative that your audit is completed/closed, you will log back into the audit portal. Once logged in, you will click on your department name to go to that audit. 
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Presenter
Presentation Notes
When we go to the audits, we can see zero open and 2 closed. All past audits will be listed under the closed tab. 
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Presenter
Presentation Notes
Here we can see that our audit is now closed and complete. Issues are 2/2 closed and the status has been updated. Below that is our past audit. All past audits will show here



Zootopia Police Department
UT0000008

Zootopia PD has successfully 
completed their FBI triennial 
audit with BCI 
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1 3 5

642

BCI initiates audit

Auditor submits audit back 
either completed/closed or 
with compliance issues that 

need to be resolved

Your Field Services 
Representative accepts the 

changes and completes/closes 
out your agency audit

TAC completes 
and submits 

agency audit to 
BCI Field Services 
Representative

TAC logs into audit 
portal and resolves 
compliance issues

TAC receives closing 
email and can request 
a formal letter if one 
is needed or desired

Audit Overview
St

ar
t Finish



Questions?
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Presenter
Presentation Notes
Remember if you ever have any questions or concerns please reach out to your Field Services Representative. 
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