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Business User Guide to the Recommendation Tracking Module

*** MKinsight has been upgraded to Pentana Audit and now provides enhanced usability, greater reliability,
quicker speed and to remove some previous bugs. Please note the updated login information below. ***

Barcud Shared Services Group’s audit software — Pentana Audit - enables staff throughout the organisation
to login to view, update and change the status of recommendations allocated to them by management
when finalising Internal Audit reports. This short guide provides key information on how to update
recommendations. Should you need any further support please contact the Internal Audit team, contact
details for which are included at the end of this guide.

1. Loqgging in:

= Open your browser and go to: https://uk.pentana-mk.com/12 0/

= Enter the Account name as “BarcudSharedServices-Live” (see below):

® Pentana-Audit

an ideagen product

Pentana Audit authentication

BarcudSharedServices-Live Account name

Next

= Enter your user-name and password, which will be sent to you by email. You will be asked to
change your password when you first go into the system.

= Passwords must be at least eight characters long and include both text and at least one numeric.
You will be required to change your password no less than three-monthly.
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2. Viewing Your Recommendations:

Once in the system you will have the following menu:

e I . - = | PR . . v o
= . |
_ | L@ Actions & Recommendations | g;_j Reports | }{4 Configuration | & Support | a
g i =]
'-l,\% Recent Activity L@ My Recemmendations ﬂ@hll Recommendations &' Reports @ Information & Help

The system automatically logs you in to the “My Recommendations” screen and here you can view all the
recommendations to which you have been assigned a role.

If you have been granted additional viewing rights, for example if you are a Director or in a position where
you will view recommendations for your team or across the organisation, you can view these by clicking on
the “All Recommendations” tab:

e o . - =) 565 . : i o
= y |
—_ | L@ Actions & Recommendations . g | Reports . 'Q;? Configuration . & Support . a
b e =]
u@ Recent Activity L@ My Recommendatigns K@AII Recommendations &Jl Reports @ Information & Help
]

3. Viewing & Updating Recommendations:

From the “My Recommendations” or “All Recommendations” screen you can select the specific
recommendation that you would like to view:

— o : : = AT : : Ly
= u@ Actions & Recommendations @k | Reports é‘%{‘ Configuration & SuUg
[ [— | 4 | H__‘JI | ] |

" g =]
Ll% Recent Activity '-% My Recommendations E@AII Recommendations %.__.'II Reports @ Inform

o < My Actions =

=] No grouping v

Unigue Reference | Audit Reference | Title | Pricnty Status Date for Implementation | Revised L

Select J309 WCCo1 Test Suggestion Accepted 23/05/2017 00:00:00 30/06/201
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To review or update a recommendation click on the ‘select’ button (see red box above). This will bring up
the individual recommendation:

< Detailed View >

Unique Reference 1309 Origin: Audit Details: Crganisation: Z1 - 'Other Wark';

E Update T Close

Details Update Notes Audit Trail

Title:*

Test

Unique Reference:
1309

Summary of Finding:

Test

1. Details Tab
= From here you can see all the information relating to the recommendation under the “Details” tab
shown in the red box above.

= The system has been upgraded to reduce the number of tabs used to show information and
therefore reduce the number of clicks required to view and update details relating to the
recommendation.

=  Subject to your access rights, you can also update the “Status” of the recommendation by
selecting from the drop-down list (only the statuses you can select will be visible to you):

Status:*

Accepted v

Closed
Complete

Draft

Implementad

¢+ adsadass
(explanations of the different statuses are included within the system)

=  Subject to your access rights, you may also be able to update the “Revised Date for
Implementation” field; however, this is limited to key staff to enable effective control of the
implementation of recommendations. Recommendation implementation dates are approved by
your organisation’s audit committee (may be known as Audit Committee, Audit & Risk Committee,

Version 4.0 September 2021



. Barcud ,

& Pentana Audit Dpheed | A

an ideagen product ASTARI

Audit & Performance Committee or Assurance Committee in your organisation) and therefore need
to be tightly controlled.

2. Update Notes Tab

< Detailed View =

Unique Reference 1309 Origin: Audit Details: Crganisation: Z1 - 'Other Waork';Departt

B Update ¥ Close

Details Update Notes Audit Trail

Title:*

Test

Update Notes:

| New Update Note || Send Update Request |

= In this tab you can see update notes against the recommendation and add a “New Update Note”
by clicking the relevant button:

< Detailed View >

Unique Reference 1309 Origin: Audit Details: Crganisation: Z1 - 'Other Work';Departt

H Update ' Close

Details Update Notes Audit Trail

Title:*

Test

Update Notes:

| New Update Note || Send Update Request |

=  This should be used to provide an update on progress in implementing the recommendation, any
delays or to justify any changes made, such as to the responsible person

*** WARNING — Update Notes cannot be removed once added ****

= Once you have made any changes you must click the “Update” button to save your changes,
including adding any attachments.

B Update ™ close
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= Also under this tab, as part of updating a recommendation, you can add attachments. Further
detail on how to do this is provided below.

3. Adding an Attachment

= To add an attachment against a recommendation, either to evidence its completion or to provide

additional information regarding a delay, scroll down to the “File attachments” section under the
“Update Notes” tab:

File attachments:

Enter file description

Select file & click Upload

Choose file | No file chosen

| Upload |

= Click on the “Choose file” button and select the file from your computer that you wish to attach.

=  The file will name will then be shown in the box:
File attachments:

Enter file description

Example file

Select file & glick Upload
! virtwayevents.log

| Upload |

= Type in a description of the file in the top “Enter file description” box and then click the “Upload”
button.

= Any attached files will then be shown underneath this box and can be opened by clicking on the
link:

File attachments:

Enter file description

Select file & click Upload

Choose file | No file chosen
| Upload |
Open file Description File size
virtwayevents.log Example file 19 KB
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= Once you have made any changes you must click the “Update” button to save your changes,
including adding any attachments.

E Update Y Close

% WARNING — Please Consider Data Protection When Uploading Documents ****

It is the user’s responsibility that any documentation or evidence uploaded to the system is in
accordance with data protection legislation, including the UK Data Protection Acton Act and UK
General Data Protection Regulations (2018). If you are unsure DO NOT upload the information but
contact your Data Protection Officer or Internal Audit who will be pleased to help.

If you need any support in updating a recommendation please contact a member of the Internal Audit team.

4. Reporting on Recommendations

We are developing a suite of reports that we hope to make available to Business Users in the near future
but for now the information below will enable you to produce some basic reports out of the system. If you
need specific information not available from the online reports please contact the Internal Audit team.

= On the top menu, select the “Reports” tab and this will bring up a list of standard reports:

e s : - = 56 . : J e
M \é Actions & Recommendations Q { Reports }{ Configuration EE Support a
e \ ] gl

[ o s =

'i,*% Recent Activity E@ My Recommendations '-',@ All Recommendations &.' Reports | Information & Help

= Click on the “Select” button to run any of these reports:

Standard Reports (Hide Details...)

Export As Save as memorised Report Name
Select | Microsoft Excel Spreadsheet (XLSX) N [J save as memorised Report  Online recommendation overdue graphical analysis report (by end date)
Select  Microsoft Excel Spreadsheet (XLSX) v [Jsave as memorised Report ~ Online recommendation detail report
Select  Microsoft Word document v [J save as memorised Report Recommendation detailed analysis report
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= From the next page you will be able to “filter” what is in the report. In relation to the graphical analysis
report (by end date), which provides a pie chart showing an aged overdue report of the
recommendations along with details of the recommendations included, we suggest that you add a filter
on the “Status” to remove all recommendations considered ‘Complete’ as they will skew the results. To
do this, click on the ‘show details’ blue cross for “Type & Status filters”:

Advanced Search (Hide Details...)

(Show Details...)
N S

Type & Status filters (Show Details...)

Linked Entity filters (Show Details...) +
User association filters (Show Details...) *
Date range filters (Show Details...) *

= Click on the black arrow for the “Status” drop down box:

Type & Status filters (Hide Details...)

Unique Reference:

Title:
Type:

< All > v
Status:

< All > A d

= Select the “Accepted”, “Not Implemented / Superseded” and “Partially Implemented” status types:

V] Accepted

[[]  Complete Recommendation is considered complete by the client but has not been validated by internal audit.

O Implemented Implemented but not yet confirmed as completed by the client; i.e. relevant manager has said it has been implemented but no internal verification has occurred.
Mot Implemented / Superseded Either: 1) recommendation is found to not be implemented with further follow up required; or 2) recommendation considered as superseded by owner.

W Partially Implemented Recommendation is found to not be partially implemented with further follow up required.

= Click “OK” in the top right-hand corner:

\

.
|
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= Click “Finish” in the top right hand corner of the screen:

‘ Finish Cancel

Customise Metadata Filters ==

= The system will then generate your report and you can open if from the link provided:

|

« Your report has been generated and ready for downlogd. Click here to download

= Depending on your browser you may get an additional dialogue box like the one below:

Do you want to open or save 1e8b66344c85422e9fcaec74737 1db56.xlsx (34.7 KB) from mkinsight.vZc.org.uk? Open Save - Cancel

= Click ‘Open’ or ‘Save’ as required.
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