Process for Clearing Discrepancies in the DTS
1. This presentation will take one through the process of clearing Discrepancies for Compliance Inspections (CI), Subordinate Unit Inspections (SUI), Staff Assisted Visits (SAV), Wing Financial Analysts Audits (WFA) and Survey Audits (SURAUD).
2. These are the type of inspections.
3. These bullets illustrate the path from the inspection through the closing of the inspection’s discrepancies. The Inspection Chief can be a NHQ IG for CIs, Wing IG/IGA for SUIs, or a WFA for financial audits, CAP-USAF leader for a SAV or a LR/LG for Survey Audits.
4. If you move your cursor over the Inspector General on the left, it will bring up the options on the right. Click on the Inspector General link in the white box.
5. The CAP Inspector General logo appears.  Select your UNIT by clicking on it in the Open IG Items.
6. After you have selected your unit the following page appears showing the Inspection Discrepancies for this unit.  (NOTE: the headers in the blue bar will sort). The Status column show which Discrepancies are still open and need to be addressed.
7. Now click on the Wing/Info button to find the Discrepancy in the Knowledgebase where you will get the specifics on how to clear it.
8. Find the Tab Section in which you had a Discrepancy and click on it.
9. These are all the Discrepancies that can be identified in B-1 Cadet Programs. Make sure you are referencing the correct type of inspection – if not a SUI the use the CI type and that you have the correct question number. Your Discrepancy should exactly match the one shown here, although the inspector may have added additional verbiage to clarify where the problem occurred. The far right column tells you what is needed to clear the Discrepancy.
10. Click on View/Edit Responses for the Discrepancy you want to fix.
11. Click on “Add Response” to open up the screen that will let you record your response and add attachments.
12. Type in the text of your response
a. Choose a file to upload, if necessary
b. Click on “NO” if you are updating the status of clearing the Discrepancy or click on “YES and Close Discrepancy” if you feel you have fully met the requirements.
13. Your screen should look something like this. In this case a Member Specialty Track Report was loaded and “YES and Close Discrepancy was clicked. Later the Inspection Chief will review what you have said and the attachments and decide whether or not the Discrepancy can be closed. If not, s/he will write a response to you saying what more is required.
14. [bookmark: _GoBack]The Inspection Chief felt your response was adequate and closed the Discrepancy.
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