
Flow chart of CWC 
 
 

 



CWC Internal Audit User Manual 
 

1. Login: Enter Login Credentials given to you by CWC and Click on Login Button, if you don’t 

Remember password please click on “Forgot Password link”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Dashboard: All the information regarding Action plan will be shown to you on 

Dashboard. Click on pie chart segments to see detailed information about each division. 

Enter Username Here 
And password here 

Enter Captcha 
here 

 
Login Here 



 

 



Click on add to add a new division master 

Click on edit to edit a division 

Enter Division Name 

 
Click on save button to save division 

Click Here to Back 

3. Division Master: Edit a particular division. Click on any record on graph to see further 

information. 

 

 
 

Add Division: To add new division specify division name and click on save 

option to save created division. 

 



Click on add button to add a new Region 

Enter a Region Name Here Enter a Region Code Here 

Click Here to save Click Here to Back 

 

4. Region Master: All information about region master shown here. 

 

 
 
 

Add New Region: To add new Region Master specify Region name and click on save 

option to save created Region. 

 



Click on add button to add a new Warehouse 

Select a Region Name Enter a Warehouse code here Enter a Warehouse Name 

Click Here to Save Click Here to Back 

 
 

 

5. Ware House Master: All information about warehouse master shown here. 

 

 
 
 

Add New Warehouse: To add new Warehouse specify Region name and click on save 

option to save created Warehouse. 

 



Click on add button to add a report 

 

6. Report Master: All information about report master shown here. 

 

 

Add Report: To add new Report specify Report details and click on save option to save 

created Report. 
 
 
 

Enter a Report Number Select Auditor Select To Date 
 
 

 
Select From Date 

Select Division 

 
Period of coverage 

 
 
 
 

Year of opening 
 

Capacity in MT 

 

 
Nature of Warehouse 

 
Enter Description 



Enter Name of unit  
Enter Name of Head of Unit 

 

Enter Date of Joining 
 

 
 

Enter W.H Manager Name Enter W.H Manager Joining Date 
Enter Main Customer of Unit 

 

 

Enter Last Audit from Date 

Enter Staff Position Here 

Enter Last Audit to Date 

 
 
 

 
Enter Last Auditor Name 

 
 

 

General Information: Fill the general information as follows. 

 Name of Unit
 Name of Head of Unit
 Date of Joining
 Previous Warehouse Manager
 Previous Warehouse Manager Joining Date
 Main Customer of Unit
 Staff Position
 Last Audit from Date
 Last Audit to Date
 Last Auditor Name



 
 

Enter Last Inspector Name (Gen) 

Enter Last Inspector Name (Tech) 

Enter H&T Contractor Name 

Enter Name of security agency 

Last Inspection from Date Gen 
 

Last Inspection from Date tech 

H&T from Date 

Security agency from Date 

Last Inspection to Date gen 

Last Inspection to Date tech 

H&T contract to date 

Security agency to Date 

Enter Number of security guards 
 

 

 Last Inspector Name(General)
 Last Inspection From Date(General)
 Last Inspection To Date(General)
 Last Inspector Name(Technical)
 Last Inspection From Date(Technical)
 Last Inspection To Date(Technical)
 Name of H&T Contractor
 H&T Contractor From Date
 H&T Contractor To Date
 Name of Security Agency
 Security Agency Contract From Date
 Security Agency Contract To Date
 Number of Security Guard



 
 

Opening of Introductory Paragraph: 
 Introductory Paragraph.
 Identification of the processes / functions and items of financial statements 

audited.
 A statement of the responsibility of the entity's management and responsibility of 

the internal auditor.

Opening of introductory Paragraph 

Identification of process 

Statement of responsibility of the entity Management 



Audit Procedure 

Engagement Background 

Statement of objective of Audit engagement 

 
 

 Objective Paragraph-Statement of the Objective of Audit Engagement.
 Scope of Internal Audit (Describing the Nature of an internal Audit).

 

 
 A Reference to the generally accepted Audit procedures, as applicable.
 A Description of the Engagement background and methodology of the Internal Audit 

together with procedures performed by the Internal Auditor

Scope of Internal Audit 



Executive summary 

 
 

 A description of the Population and the Sampling Technique used.
 

 
 Executive summary, highlighting the key material issues, observation control 

weakness and exceptions.

Population and sampling Technique 



 
 

 Observation findings and recommendation by internal auditor.
 Suggestion for improvements.

Observation, Findings and recommendations 

Suggestions & improvements 



Cash in Hands Folio No 

Temporary advance 

 

imp rest 

 

Folio No 

 
Postage stamps 

 

 
Opening Balance 

Opening Balance from date Opening Balance to date 

 
 
 
 
 
 
 

Statement of Accountant: 
 Cash in hand (in chest)
 Folio No
 Imp rest
 Folio No
 Temporary Advance
 Folio No
 Revenue Stamps
 Folio No
 Postage Stamps
 Folio No
 Bank Balance
 Opening Balance
 From Date (Opening Balance)
 To Date (Opening Balance)



 
 

Para Details: 
 Para Subject
 Para Description
 Para Type
 Upload File
 Operations
 Deposit duplicate keys of Godowns
 Other Comments

Para Subject 
Description 

Upload File 

Select Para Type 

Click Here to Print 
Click Here to Clear 

Click Here to Save Click Here to Back 



Click here to select report 

 
 
 
 
 

 

7. Forward Report: All information about report shown here. 

 

 

Click here to forward report 



Click here to see report 

Forwarded Report: All the information of forwarded report shown here. 

 

 
Detailed View of Report: After click on ‘click here’ all details of report shown here. 

 



 



 



 



Click here to edit report 

Click here for edit report 

Approved or Send back: Status of report is changed from here. Either it is approved 

or send back. 

 
Click here to set status of report Click here to give remarks 

 
 
 
 

Click here to Approved/send back 
 

Click Here to Print 
 
 
 
 

 

Report Rejected: All the information of rejected report shown here. 

 

 
 

Edit Rejected Report: After click here edit the report. 

 



 



 



 



 



Click here for pending report 

 

 

Forward Again: After making change in the report update and forward again. 

 

 
 

Pending Report: Details of all pending report are shown here. 

 

Click here for update/forward report 



 

Show Pending Report: Complete details pending report are shown here. 

 



 



 



 
 

Approve Report: 

Click here for approve report 

 



Approved Report detail: Complete details of report after approved are shown here. 
 



 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click here for reply 



 
 
 
 

Reply: 

 

 
 

Show Reply: Click here for approve/rejected 



Click here for add remarks 

Click here for send back 

 
 

If Reply Rejected: 
 

 
 
 

 

If Reply approved: 
 

 

Observation: Click here for observation 

 

 



 
 
 

Drop Para: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Approve/Close report: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here for approve/close report 

 

 
Click here for drop para 

Click here for upload file 

Click here for submit 

Click here for see report 

Select here for approve/close report 



Click on checkbox to retrieve para 

Click here for update/retrieve para 

Click here for select report 

Click here for generate report 

Retrieve Para: 
Click here for select report 

 

 

 
Generate Report: 

 

 

 
Final Report: 

 



 



 



Select Report 

Click Here to Back 

 

8. Retrieve Report: All information about retrieve report shown here. 

 

 
 
 



Click on Add to Add New Role 

Enter Role Name Select Role Type 

Save Here Click Here to Back 

 
 

9. Role Master: All information about role master shown here. 

 

 
 
 



Click on Add to Add New Role 

Add Login Name Enter Email 

Enter Password Save Here Click Here to Back 

 

10. User Master: All information about User master shown here. 

 

 
 
 



Click on Add to Add New Entry 

Select office type Select Division 

 

11. Action Planned Entry: All information about action planned entry shown here. 

 

 
 
 



Click on Add to Add New Entry 

Enter Progress Date Select Division Select KPI 

 
 

 

12. Action Actual Entry: All information about Action Actual Entry shown here. 

 

 
 
 



Select Report 
 

Click here to generate report 

Click Here to Back 

 
 
 
 
 

 

13. Report: All information about report shown here. 

 

 
 

 



 



 
Click Here to Back 



Search Report by Id or subject 
 

Click Here to Search Click Here to Back 

Click Here to Submit Click Here to Back 

14. Report Tracking: All information about report tracking shown here. 

 

 
 

 



Search Report by Date 

Click Here to Submit Click Here to Back 

Click Here to Submit Click Here to Back 

 

15. Audit Report Details: All information about Audit Report Details shown here. 

 

 
 

 



Search Report by Id or subject 

Click Here to Generate 

 

16. Level Wise Report Details: All information about Level Wise Report shown here. 

 

 



Search Report by Para Wise 

17. Para Wise Report: All information about Para Wise Report shown here. 

 

 

 


