
MANUAL – UPDATE AN ACTIVITY 
Date: 24-3-2017 

 
STEP 1  – GO TO ACTIVITIES SCREEN  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

1A. Go to ‘Activities’ 

1B. Select the activity to 

be updated 



 
STEP 2 – CHANGE STATUS OF ACTIVITY  
 
 

 

2A. select ‘change status’  



 
STEP 3 – CHANGE STATUS OF ACTIVITY 
 

 
  

3A. Select the status. 

Note that ‘approved with remaining 

points’ should be selected if: 

1: the inspection/testing has been 

approved but the report is not available 

yet. 

2: there are some issues to be solved 

or clarified.  

 



STEP 4 – EXAMPLE ‘APPROVED WITH REMAINING POINTS’  
 

 
 
 
 
 
 

4A. Record the remaining points. 

 

4B. Save 

.  

 



STEP 5 – CLOSE 
 

 

5A. Verify summary 

 

5C. Close 

.  

 

5B. Upload and link the 

relevant document (in 

with the next 

inspection/testing date is 

indicated) 

 


