
USER MANUAL FOR AUDITING 

AGENCY & AUDITOR



Click sign up as agency



Fill in the required information



Upload all the required documents

Click Register

After registration, the agency will be 

approved by the superadmin.



Login credentials will be 

provided to the registered email 

ID



Login through the credentials 

provided



Click here to register auditor



Fill the form and click on submit to register the auditor 

After registration, the auditor 

will be approved by the 

superadmin



Click here to view auditors



Click here to view approved 

auditors

Click here to view auditors 

pending for approval



Click here to assign audit



Enter the license number



Select the auditor



Click here to assign audit



The auditor will log in using the 

credentials provided to their 

respective email IDs.



Click here to view audits assigned



Click here to accept or 

reject the audit



Fill in the required 

details

OTP will be sent to the entered FBO’s                

Representative mobile number



Enter the OTP to 

proceed



Answer all the mandatory questions 

and add comments to each question

Upload the document to all mandatory 

and answered questions



Upload the mandatory documents

Mention audit end  

date

Submit audit after 

filling all details

Mandatory for 

submitting the audit



Enter the OTP for 

submitting

OTP will deliver to Auditor’s    

mobile number



Click here to view audits 

pending for approval

AGENCY DASHBOARD



Click here to take action 

for the audits done by the 

auditor



Agency remarks is 

mandatory for approval of 

the audit

Upload these documents

Click here to 

approve

If the audit report is not satisfactory then 

send   back is the option to rectify the audit 

report with evidences

In case, the audit has 

to be rejected



Enter the OTP for 

submitting

OTP will deliver to Agency’s    

mobile number



Approved audits can be 

viewed here



Audit report can be 

viewed or downloaded 

from here



FINAL AUDIT REPORT



The report will be reflected to Central Licensing 

Authority/State Licensing Authority and Food 

Business Operators dashboard


