Closing Non-CI Discrepancies in the DTS
1. This presentation will take one through the process of closing Discrepancies for Subordinate Unit Inspections (SUI), Staff Assistance Visits (SAV), Wing Financial Analysts Audits (WFA) and Survey Audits (SURAUD).
2. –
3. These bullets illustrate the path from the inspection through the closing of the inspection’s discrepancies. The Inspection Chief can be a Wing IG/IGA for SUIs, or a WFA for a Financial Audit, CAP-USAF leader for a SAV or a LR/LG for a Survey Audit.
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.  Find the Inspection Discrepancies area.  (NOTE: the headers in the blue bar will sort by that field, if clicked).  
7. Select a Discrepancy with one or more responses and go into the View/Edit Responses link
8. This screen shows the responses from the unit and any attachments.
9. If the reviewer does not feel the response meets the standard set forth in the Knowledgebase s/he can write a response to tell the unit what more is required by clicking on “Add Response”.
10. If the reviewer does not feel the response meets the standard set forth in the Knowledgebase s/he can write a response to tell the unit what more is required and click “NO” below “Discrepancy ready for Closure?”, otherwise, s/he can click “YES and Close Discrepancy”. The Discrepancy is not actually closed yet, but it is ready to close. Do not use the Private Chat area.
11. After the Discrepancy is ready for closure, the reviewer:
a. [bookmark: _GoBack]Clicks on Edit, which will bring a screen that is mostly gray
b. Clicks on the small box in the “Ok To Close” column
c. Clicks on “Update” which actually closes the Discrepancy
12. The Status of the Discrepancy is now closed
13. When all the Discrepancies are closed, update the “Inspection Status” by clicking on :Closed” and then the unit will no longer appear in the Open IG Items on the IG Home page.
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