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1. GETTING STARTED 

To access the GARI-ITS system, here are a series of steps to follow. 

a. A user will open a web browser (recommended is Google Chrome or Mozilla Firefox) 

Type in the provided system address i.e., 

“https://garizanzibar.ictpack.net/frontend/web/” and proceed to open. If 

you face any difficulties, contact your system administrator to get the correct 

system address.  

 

If the address is entered correctly, the system will launch, and a user should 

be able to see a login page. 

 Example is shown on a screenshot below

 

On the Login page, the user shall be authenticated and proceed to access the system 

functions thus a correct and active username and password shall be entered. 

  



2. LOGGING ON 

This is the first step to be performed after reaching the login page as described 

above. The Login page contains two empty fields to requiring you to type in your 

USERNAME and PASSWORD. On this page each user will be authenticated and 

authorized to access the system functions based on the assigned privileges. 

Procedure: 

i. Contact your System Administrator to obtain your correct username and Password. 

ii. Type in the correct provided Username and Password in their respective boxes/fields. 

iii. Click on Login button or Hit Enter key on your keyboard.  

Outcome: 

i. If the entered Username and Password is correct, system will open the 

Homepage and you shall be able to see available system functions 

allocated to you. 

ii. If the entered Username and Password is NOT correct, an error message 

shall occur and return you to the same Login Page where you will be 

required to re-enter the credentials correctly. 

3. THE DASHBOARD 

Upon successful login, user will be presented with a system dashboard that they shall 

be able to see every time they log in to the system.  

Find the screenshot below. 

 



Above is how the dashboard looks like, it provides some highlights of some important sectors of the 

system for easier access of information. This dashboard is divided into some sections as mentioned 

below: 

i. The navigation panel or the menu. 

ii. The User profile area. 

iii. The notification area. 

iv. The content area. 

Now let us have an overview of some of the items shown in the dashboard.  

 

3.1.  NOTICE ON DEADLINES (ITEM NO.1) 

This part displays the due dates upon sending reports. This means that the reports 

that are shown here are all overdue thus making this as an alert. To make for a 

proper alert the system will also display how many days have passed since the 

submission date. 

 

 

 



Example is seen on the screenshot below: 

 

3.2. SHARED DOCUMENTS (ITEM NO.2) 

The system allows for users to share documents thus other users can see and 

download. This part is where you can find all the uploaded documents and 

attachments from users across the system. 

See the screenshot below: 

 

3.3. THE SYSTEM USER MANUAL (ITEM NO.3) 

This is where the supporting materials for the system are going to be available. 

The user manual, system tips and help can be downloaded from here. 



3.4. USER PROFILE (ITEM NO.4) 

The users in the system also have some capabilities to maintain their accounts, 

these are such as changing their passwords or changing their usernames. Users 

will also be able to log out from the system from this part. 

After seeing the above items, let us now see another set of quick access items 

available on our dashboard. These items help provided some quick access to 

some areas in the system. 

 

3.5. IAG AREA (ITEM NO.5) 

From the dashboard, the IAG area is a quick link to reach the Internal Auditor Area. 

The users will be able to see some information associated with the IAG easily as this 

is one of the most important parts of the system. Some further explanation will be 

found on the following chapters. 

3.6. CAG AREA (ITEM NO.6) 

Users can easily reach the External Audit information by entering on the link 

provided here. This is however found on the navigation panel too and more 

explanation will be covered in the following chapters. 

  



3.7. OTHER AUDITS (ITEM NO.7) 

The other audit allows for a user to select from a series of other audits available on 

the system and then view information based on that external audit. Make sure to 

select first the external audit you would like to see it’s information and then click 

enter to proceed. 

3.8. ALL REPORTS/ UPLOADS (ITEM NO.8) 

This section provides easy access to all the reports from votes and all the uploads 

available on the system, these reports can be filtered based on several criteria 

The image below shows available types of reports. 

 

3.9. THE ISSUE OBSERVATION DASHBOARD 

This is a small summary on the issues reported over a range of time. This 

dashboard has some categories on the issues observed. These are 

a) All Issues 

This is the total number of issues without using any of the filtering criteria. 

Pending, on progress and all other issues will just be mentioned here. 

b) Implemented Issues 

This shows the count of issues that have been already implemented. When the 

recommendations were made and met for a certain issue, the issue will be 

required to be listed here. 



c) Issues on Progress 

This part will display a count of issues which are currently on progress and not yet 

resolved. 

d) Outstanding Issues 

The dashboard also displays a count of issues that have not been resolved in 

time. These are the overdue issues and are displayed in a red color to draw 

some attention. 

Find the screenshot below for the observation dashboard. 

 

3.10. SUMMARY FOR REPORTS 

This part will allow a user to view a summary of reports. The summary is fully 

customizable allowing a user to select which period and what type of reports is to be 

displayed. The status, report type, year and quarter can be used as filtering options 

on the report summary to be displayed. The following criteria’s can be used to filter 

the summary. 



o Status: Whether you want to see the summary for submitted reports or the 

summary for reports that are not submitted. 

o Report type: Allows a user to choose the type of report such as quarter 

report or annual internal audit plan. 

o Year and quarter: As their names suggest, the summary can be filtered for a 

certain year and quarter. 

The screenshot on the Summary Reports. 

 

 

4. THE NAVIGATION PANEL 

 



The navigation panel acts as a main menu for the system. This is where you find all 

the links to the certain parts of the system. These are described below, 

4.1. THE ASSIGNED ISSUES AREA 

This area contains all issues/findings assigned to that specific logged in user, so that to 

provide easy visibility for he or she to work on them. 

 

4.2. IAG AREA 

This area contains the information (mostly issues and recommendations) associated with the IAG.

 



The information shown is divided into some multiple categories mentioned below: 

• IAG previous recommendations. 

• CAG previous recommendations. 

• Other oversights 

• IAG current observations/directive 

• Reports 

The screenshot showing the sections of the IAG area. 

 

 

IMPORTANT TIPS ON IAG AREA. 

i. FILTERING THE FINDING/DIRECTIVE LISTING 

On the issue listings, you can filter the results based on the criteria’s which are 

shown as titles. You can use any of the options to filter your results. 

Refer to the screenshot below. 

   



ii. VIEW MODE ON PAGES WITH MANY RECORDS 

Some pages contain many records which cannot fit in a normal page size (For 

example the reports page). In this situation the system gives you an ability to 

display all the records in one page. This will require a user to scroll more to reach 

the bottom records but if a user does not find this helpful, he/she can stay with 

the normal paged mode of viewing. 

The screenshot below shows the button which triggers between the two viewing modes 

available. 

 

iii. EXPORTING THE FINDINGS/DIRECTIVES REPORTS. 

The records displayed can also be exported for some offline use or printing. To 

export simply locate the EXPORT button and click on it, select the format in which 

you wish your exported records to be into and then your file will be downloaded. 

 

iv. HOW TO ADD OBSERVATIONS/DIRECTIVES. 

This will apply to the users with the permission to add observations/directives 

into the system, therefore if your account has those permissions, the following 

are the steps to follow,  



a. Click the button   

b. The following page will pop up, 

 

Add all the details needed for the new observation including the source, Para No., Title 

of the finding/Directive, category, Priority of the finding and the Year. 

c. After you are done click the “Save” button. 

d. The following page will pop next, 

 

And you can choose to continue creating more observations or add more details for the 

observation you have just created. If you choose to add more details about the 

observation the following will show up,  



 

NOTE: You can add details for an observation/directive in any of these stages shown 

above according to your account permissions and if you are “assigned” to work on that 

observation. 

A. Observation details 

In this stage you can enter or copy and paste observation details as shown in the 

observation/directive report, and thereafter you can click the “Save” button to save the 

details. 

The screenshots below illustrate this procedure  

 



 

 

 

After you click “Save” the details of the observation/directive will be recorded and the 

system is going to record which user has performed that input. As indicated in the 

screenshot above. 

  



B. Recommendations 

In this section you can add by entering an observation recommendation as shown in the 

observation/directive report, and thereafter you can click the “Save” button to save the 

recommendations. 

The screenshots below illustrate this procedure  

 

 



 

After you click “Save”, the recommendation will be recorded, and the system is going to 

record which user has performed that input. As indicated in the screenshot above. 

C. Management Responses 

In this section the representative from the management can add their responses on a 

specific observation/directive. 

The screenshots below illustrate this procedure  

 



 

 

After you click “Save”, the management response will be recorded, and the system is 

going to record which user has performed that input. As indicated in the screenshot 

above. 

 



D. Audit Comments 

In this section you can add audit comments in an observation/directive, and thereafter 

you can click the “Save” button to save the recommendations. 

The screenshots below illustrate this procedure  

 

 

 



 

After you click “Save”, the comments will be recorded, and the system is going to record 

which user has performed that input. As indicated in the screenshot above. 

E. Audit Committee Comments 

In this section a representative from the committee can add comments in an 

observation/directive, and thereafter you can click the “Save” button to save the 

recommendations. 

F. Action to be taken/intended remedial action 

In this section you can add the actions taken upon a given observation/directive, and 

thereafter you can click the “Save” button to save the actions entered. 

G. Action taken 

You can add actions taken in this section if your account has permissions and if you are 

assigned to do so. Once an action is added to an observation/directive then its status 

will change to “In progress”. 

H. IAGD Review Comments 

Here you can add a review on the actions taken upon an observation/directive if you 

account has been given permissions to do so. 

 

 



v. OBSERVATION/DIRECTIVE STATUS AND TIMEFRAME. 

Look at the screenshot below 

 

Note: This section contains the status history and where you can change the status of 

an observation and an option to change the time frame of an observation. Once an 

observation is entered in the system, its status reads as “Not attended” and thereafter 

the status changes to “In progress” after user has entered actions taken on that 

observation. There after the user can change statuses of the directive according to the 

actions taken. To change the status of an observation, click “change” and choose the 

status. 

See the screenshots below  

 



 

If you choose the status “implemented & closed” the system will prompt you to provide evidence to 

mark the observation as complete, after you provide the evidence click “Save” to complete the 

action. 

 



 

A user can also change the time frame for the observation/directive, and this can be achieved as 

follows. Click “change” and choose the date you want and thereafter click “Save” to complete this 

process. 

 

 

After this process is done, the time frame status will change to either Short, Medium, or Long 

according to the dates you have set, as shown in the screenshot below. 



 

vi. ASSIGNMENT OF OBSERVATION/DIRECTIVE TO A USER. 

A user can assign another user to work on observation/directive, according to the 

permissions given to that user’s account. To achieve this a user will click on the “Assign” 

button, search for the username of the user you want to assign the click “Assign User” to 

complete this process. 

Refer to the screenshots below.   

 

 



 

 

4.3. CAG AREA 

The CAG area will display all the issues and recommendations provided by the CAG 

based on a certain vote. Depending on what information is needed, a user will have two 

options to select from: INDIVIDUAL AND GENERAL REPORTS. 

  



Screenshot on the CAG Area. 

 

i. Individual Reports: Here a user will be able to see the CAG Previous 

Recommendations based on his assigned vote and the CAG Current Issues also 

based on the user’s assigned vote. 

To access these, simply click on the “individual reports” button and you will be presented with 

another set of option for you to choose.  

See the screenshot below. 

Select what option you would like to continue with, the system will bring the information right 

away. 

See the screenshot below. 

 

ii. General Reports: This section contains all the reports related to the CAG. 

A user can filter what type of report is needed then it can be downloaded. 

 



Screenshot showing how to reach the reports from the CAG Area. 

 

There are some actions possible on this page such as to export the list of reports 

displayed on the page. 

To achieve this Simply find the export button located on the right-hand side of the 

page as seen on the screenshot below then select a format in which you would like 

your file to be into, confirm to your selection and the file shall be downloaded. 

See the screenshot below. 

 

REMEMBER, clicking on the “download” button on a certain report will result into 

downloading that one report only and “exporting” will download a list of all 

reports listed in the page. 

  



4.4.  AUDITOR’S DATABASE 

The auditor’s database is where you find details of all auditors inserted in the system. 

The details will include their name, contact details and the assigned votes. 

Screenshot showing the view of the auditor’s database. 

 

From the Auditor’s database there are some actions that can be performed but below are some 

highlights on the basic things a user can do on this page. 

• A user can filter the list of the auditors based on their details to ease up the search. 

• A user can click on the view button to view more details upon a selected auditor. 

• Only authorized users can add the auditors to the database. 

• Only authorized users can delete auditors from the database. 

 

i. ADDING A NEW AUDITOR 

Bear in mind that this action requires some certain permissions to complete. If you 

have that then follow the steps below: 

a. Click on the green ADD button located on the right-hand side of the 

page. As seen on the screenshot above on arrow no.1.  



b. Fill in all the details on the given form and when finished click on the word SAVE. 

c. Some fields are necessary to fill, these are highlighted in red when 

they are left empty, it is still a good practice to fill all the details. 

d. Take your time and be careful not to enter the wrong information. 

Screenshot showing how to add the new auditor. 

 

ii. EDIT OR UPDATING THE EXISTING AUDITOR DETAILS 

The system allows for some changes to be made on the existing auditors. This 

also requires an account with necessary permissions to accomplish the task. If you 

have that follow the few steps below: 

a. First, you will need to be on the auditor’s database which can be opened from the 

navigation panel. 

b. From the list of the auditors, select the auditor you wish to edit and click on 

the update icon     on its right-hand side. Remember you can search or filter 

to easily locate your auditor. 

c. You will be displayed with a screen with records of the auditor that you intended to edit. 

d. Make some changes and then click on SAVE when you are done. 

  



Find the screenshot below. 

 

iii. VIEW MORE ON AUDITOR 

Viewing an auditor allows for a user to have a full look of all details on a selected auditor. 

A user will have to click on the view     icon and then the details will prompt up. 

When a user is done looking at the details, a close button can be used to end the activity. 

TIP: You can also find a quick edit while viewing an auditor thus you don’t have to 

go back to the full list and click on the edit icon. Just from the viewing screen you 

can find the edit button below on the right-hand side. Make your changes and click 

save to finish your task. 

iv. DELETING AN AUDITOR 

This is a crucial action and cannot be easily undone, proceed with caution and if you 

are sure of what you are about to do. 

To delete an auditor, locate the delete icon , click on it and you will be prompted to 

confirm the deletion process. Click yes to finish up the delete or click cancel if you 

decide to quit the process. 

Screenshot showing the delete prompt. 

 



v. SOME IMPORTANT REMINDERS ON THE AUDITOR’S DATABASE 

a. A user can export the auditor’s list. 

b. A user can trigger the view mode to either multiple pages with limited 

view of records or just one page with all the records in one place 

however this last mode will require a user to scroll so much to reach the 

bottom records. It can also be helpful to use this one-page method 

when you wish to export a list of records all in one place. 

c. Exporting is also available as found on the other page 

4.5. OUTPUT / REPORTS 

This is the page for all reports, it explains itself as all the titles in it are using the 

language based on how the real scenario is. 

 

4.6. SHARED DOCUMENTS 

The shared documents are those files and attachments uploaded to the 

system. Any user can download these files.  

 



The screenshot below shows the appearance of the shared documents. 

 

i. Uploading or Sharing a New Document 

To upload a document, user will have to follow some few steps below: 

➢ A user will have to be on the shared document menu first. 

➢ Then a user will have to locate and click on the Share Documents button. 

 

➢ Then you will be sent to a page where you will have to choose the file to 

upload, enter the name for the file and select whether the file will be 

published immediately or not. 

➢ When every step is done, you will have to click on Upload Now as this will share your file. 

Screenshot supporting the above matter. 

 

Note: Published are those files which can be seen by every user and unpublished 

will only be visible to the owner and the permitted users only. Unpublish a 

document when you don’t want it to be seen or when it is not required anymore. 



ii. Some important Notes on the shared documents 

➢ The edit option seen in the earlier screenshot is only available to the user who 

uploaded the document. 

➢ The edit function provides ability to publish or unpublish the document 

only and not otherwise. 

➢ The unpublished documents are not deleted, they will just not be seen by other users. 

➢ You cannot permanently delete the file once it is uploaded so be wise 

during the upload procedure. 

➢ Published documents are meant to be seen by users. 

➢ You can download the file to keep it offline in case you worry it might get unpublished. 

➢ You can filter or search the shared documents by using the document 

names, publication date and publication status. 

4.7. REVIEW FEEDBACK 

This section contains the review feedbacks made from the headquarter. Users will 

be able to view and download the feedbacks based on their assigned votes. 

The screenshot on how the review feedback looks like. 

 

  



HOW TO UPLOAD A REVIEW FEEDBACK. 

 

NOTE: This Part covers the headquarter users only. For normal users they will 

only be able to view what the headquarter have reviewed. 

To upload a review, follow the following steps: 

a. On the Review Feedback menu, locate the Upload Review button . 

Then click on it.  

b. You will be presented with a form where you will be able to choose or 

attach a review document, select its associated vote, financial year, 

quarter, description, and publication status. 

 

c. When you are finished with the form, don’t forget to click on “Upload Now” to save and 

finish up the process. 

Important Note: The published status means that the document will be visible 

to everyone with permissions to see it. Unpublished means that the document 

will not be visible to others. 

Remember that you cannot delete the uploaded document thus you can just use 

the unpublish to remove the document so that no other user will be able to see it. 

Publish and unpublishing is allowed on the user who uploads the document and the 

administrator. 



4.8. REPORTING DEADLINES 

The reporting deadlines are the notices for when the report submissions will 

start, end and their respective dates of publications based on the financial year 

respectively. 

A screenshot showing how the Reporting Deadlines looks. 

 

This part allows for users to find, search, and see full details on the report submissions and 

deadlines 

4.9. VOTES 

All the votes are found and managed here. Only administrative accounts can manage the votes. 

Upon clicking on Votes on the navigation panel, you will be presented with a list 

of all votes in the systems. 

  



As seen in the screenshot below: 

 

IMPORTANT NOTES ON VOTES: 

➢ A normal user does not have permissions to manage votes. 

➢ Votes are managed only by accounts with administrative permissions. 

➢ Votes can be viewed based on the filters included. (Vote number, vote name and 

category) 

i. ADDING A NEW VOTE (Administrators only). 

As mentioned before, this action can be done with an administrative account. 

Follow the steps below to create a new vote: 

a. Locate the ADD button on the control buttons at the right-hand side of the page. 

See the screenshot below. 

 

Click on it and you will be displayed with a form to fill in the details for the new vote. 

Refer to the screenshot below: 

 



b. Fill in all the details I.e., the vote no, the vote name and category. Then 

click on SAVE. As seen on the screenshot above. 

ii. VIEWING A VOTE (Administrators) 

To view a vote is simple displaying all the details for that specific vote. This can be accomplished 

by clicking on the view     icon on the right-hand side of the vote you wish to view. 

For administrators, they can also find the edit ability from the viewing screen. 

 See the screenshot below. 

iii. EDITING AN EXISTING VOTE (Administrators only) 

To edit an existing vote can be done through the previous procedure but the 

following steps will reach you to the same goal: 

a. Locate the edit icon on the same line as the vote intended to be edited. 

 

b. Click on it and then you will find the form where you can make some changes on the vote. 

 

c. Make your changes and click on SAVE to finish. As seen on the screenshot above. 

  



iv. DELETING A VOTE (Administrators only) 

To delete an existing vote, you need to locate the delete button, click it, and then confirm 

deletion of the vote 

 


