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uality Assurance Retrofit Portal Audit and Remediation

Log on to your Retrofit Portal.
Open your dashboard.

Go into your remediation panel.

Remediation

m Minor

Non-Compliance (Major])

You will be able to see all projects that require your attention.

Click within your project number shown in the
remediation panel.

You will be presented with the following screen:
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You will need to add all evidence which has been flagged by t
Quality Assurance auditor within the non-compliance reasons.

Evidence Add Evidence

Rejected (01

Click on add evidence
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Add Evidence

Evidence Document™®

Drag and drop a file here, or click to select a fi

Associated with ™

1 option availlable

Click on the drop down, this will list all non-compliances to remediate
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Add Evidence

Evidence Document*

Drag and drop a file here, or click to select a file

Associated with*

Toption available

Desktop
1624715 - First time central heating (FTCH) (Non-Compliant - Guarantee does not show the correct cover period for the measure.)

Select the option you are uploading evidence for, you can also add an
optional comment for the auditor.

Click to add and upload or drag the relevant information into the
evidence document section.
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Add Evidence

Evidence Document*

Compliant IBG.docx

Associated with ™

0 options available

T
24T 5 t timmc contral hoat FTCH Mon-Compliant
Cuarantoe doos not show the carrect cowver pericd for the
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Mote

IBG Mow correct and up :-ac;led

Add any additional if required, or just click Save Changes

If you have multiple non-compliances listed -
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Non-Compliance Current Non-Compliance Severity

Non-Compliance

Highest Non-Compliance Severity

Non-Compliance

Non-Compliance Reasons

L You will need to
resolve all
requests for
: further evidence

| Add Evidence

The retrofit portal sends automated notifications so you will be
advised if additional evidence is required. There is also an audit
history of the automated emails between you and the auditor
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Once you have uploaded all of your remedial evidence against each

non-compliance, you must add a note to the auditor.
Conversation /

Add Response |

Add Message 4

Message Body

Any time you wish to contact TrustMark with regards to the audit
within your project, whether it’s to request additional non-compliant
reasons or ask questions about the audit or simply to advise evidence
has been uploaded, please add a response into the conversation panel.

TrustMark will automatically be notified of your conversation and will
review and reply via this conversation panel within the retrofit portal.

Click return to below which you can find at the bottom of the
remediation panel.

Once this has been accepted the dashboard will update the view to
show the issue has now been closed.




