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OASIS User Training for CBs  

ÅThose personnel within Certification Bodies 
(CBs) that will directly input data into OASIS  

ÅThe training is practical óhow toô training and 
not an overview  

ÅOASIS uses English as its primary language. 
Written language skills are essential.  

 

 Who is it for?  
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Content of the Training  
Section 1:   

Public Section:  

ÅNew Users V 

ÅIAQG OPMT Resolution 
Log V 

ÅUser Group Changes: V 

ï Change summary  

ï Manage watch list  

ï E- mail notification of 
changes  

ÅFeedback function V 

ÅInformation searches V 

ÅHelp and information V 

Section 2:   

CB Application Section:  

ÅCertificate/Assessment   

ï Add  

ï Modify  

ï View Details  

ÅManage Feedback  

ÅReports  

ï Aggregate Reporting  

ï Supplier Admin Download  

ÅSupplier View  

ÅHelp -  CBs  

 

 



OASIS CB Applications  
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 The Main Screen ï CB User  

Data search capabilities  
are the same for all users.  

Applications for CB use.  
Other users have different  

access capabilities.  
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 The Main Screen ï CB User  

Options related to Certificates  
and Assessments:  
-Add  
-Modify  
-View  
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 The Main Screen ï CB User  

Click óCertificate / Assessment Addô 

Add ï Initial Certification Data  
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 Certificate / Assessment Add  

Click to óAddô 

Note ó*ô and their 
meanings  

Saved entries not  
yet published  

Add ï Initial Certification Data  
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Add ï Initial Certification Data  

3 Options:  
-  Initial  
-  Recertification  
-  Surveillance  

Select Option óInitialô 
and óContinueô 
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Choose Certification  
standard from  
drop down list  
then click óSelectô 

Add other certification  
details to help locate  
entry when ósavedô 
before publication  

Add ï Initial Certification Data  
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Search for audit team members  
by entering at least part of name  
and then clicking on ósearch.ô 

Add ï Initial Certification Data  
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Find auditor,  
then click  

óSelect Auditorô 

Click óReturnô if  
search did not find  

auditor  

Add ï Initial Certification Data  
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Search for another  
audit team member  

Click to indicate the  
óLead Auditorô 

Add ï Initial Certification Data  
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Add ï Initial Certification Data  

Supplier(s) important question:  
-Existing supplier?  
-New supplier?  
 
In most cases, this relates  
to a new supplier, buté 
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Always enter the supplierôs 
name e.g. xyz é and  
then click óSearchô 

Add ï Initial Certification Data  
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If no matching supplier,  
fill out a óNew Supplier 
Ticketô by clicking here 

Add ï Initial Certification Data  
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Complete details:  
-  Name  
-  E-mail address  
-  Comments  
Then click óSendô 

Add ï Initial Certification Data  



18  

Confirmation that  
request has been  
sent to supplier  

Repeat search for  
additional sites  

Click óSaveô at base 
of form to keep  
position  

Add ï Initial Certification Data  
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Saved position is  
seen in list of  
unpublished entries  

** shows that a  
request was sent to  
the Supplier to set up  
site(s) in OASIS  

Add ï Initial Certification Data  
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E- mail sent to supplier from OASIS  

Add ï Initial Certification Data  

Example request.  
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Supplier Step 1:  
-  Register if not already  
  an OASIS user  

Supplier Step 2:  
-  Set up Supplier Site  
-  Click on link  

Repeat Step 2  
for each site (e -mail)  
for a multiple -site  
certificate  

Add ï Initial Certification Data  
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Once the site(s)has  
been set up by the  
supplier, click óEditô 
to continue to add  
audit and certificate  
details  

Add ï Initial Certification Data  
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Choose certificate  
Exclusions óYesô or 
óNoô 

Add ï Initial Certification Data  
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If óNoô exclusions,  
continue to óCertificate  
Scopeô 

Add ï Initial Certification Data  
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If óYesô to exclusions,  
select applicable clause(s).  
 
Note:  On 9101 audit  
report, óN/Eô does  
NOT mean the clause  
was excluded  

Add ï Initial Certification Data  
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If a main clause is  
selected, OASIS ticks all  
of the ósub-clausesô 
automatically  

Click to see all  
clauses selected  
for exclusion as  
will be published  

Click to expand  
the viewing  
box  

Add ï Initial Certification Data  


