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Click here or area indicated 

above to access audit. 

Click here to access list 

of active badge holders. 

Click here or area indicated 

below to access audit. 
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Step 2: If employee is still employed by your company, has a business 

purpose for a badge and has the badge in their possession, click here. 

Step 1: 

Click box to 

select 

employee. 

More than 

one box 

can be 

selected at 

a time. 

List will show all active badge 

holders at the time the audit 

was initiated by the Badging 

Office. 
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The system will update 

with today’s date and your 

name. ***This is your 

certification that the 

employee is still employed 

by your company, has a 

business purpose for a 

badge and has the badge 

in their possession. *** 

***IMPORTANT***

Click Save button to 

save changes. 

Step 2: Click here to modify. 

If an employee is no 

longer with your 

company or has a 

business purpose 

for a badge, you will 

need to update their 

employment status 

to ‘Terminated’.  

Step 1: Click the box 

next to the 

employee’s name. 
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Step 3: Select 

Terminated. 

Step 4: Include brief 

comments/notes as necessary.  

Give status of badge, i.e. company 

has badge or employee has badge. 

***It is your responsibility as the 

Authorized Signatory to ensure 

the badge is returned to the 

Badging Office immediately. *** 

Step 5: Click here 

to update changes. 
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Step 6: Click here to complete the 

audit on the selected employee. 

Once the audit 

action button has 

been clicked, 

audited date and 

signature will 

appear, as well as an 

indication that the 

employee status has 

been modified. 

***IMPORTANT***

Click Save button to 

save changes. 
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Continue with auditing 

employees on list and making 

modifications/changes as 

necessary. *REMINDER* If 

Occupation Status is changed to 

Terminated, badge will need to 

be collected and returned to the 

Badging Office immediately. 

***REMINDER*** Don’t forget to 

click the Save button to save changes. 
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CONGRATULATIONS! 

You have just completed your Security Badge Audit.  

 

Audit is complete once the ‘Total Auditable 

Employee Count’ matches the ‘Audit 

Completed Count’. 

Once all the 

employees 

on the list 

have been 

audited, click 

on the 

General tab. 


