Reporting Tool — Manual — Customer Administrator and Customer User
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1. Log in to the Reporting Tool for RvA customers IR

An assessment by the RvA at your organization is scheduled in the near future. This assessment will be
reported via the RvA Reporting Tool.

You can log in using this URL: https://prisma.rva.nl/login

If this is your first time using the Reporting Tool for reporting, you will receive an email with a link from
the Reporting Tool. Using this link, you can create your own username and password. The email will be
sent from no-reply@prisma.rva.nl.

The link is valid for three days. If it has expired, you can generate a new one yourself by clicking “Forgot
password” on the login page, or you can ask your PCA to send you a new link.

When logging in, two-factor authentication (2FA) is used. First, enter your username and password and
click the “Log in” button. You will then receive a two-factor authentication link by email, which will open
the Reporting Tool directly. No additional software is required for this 2FA. Please note: the link in the
email can only be used once.

2. Reporting Tool Overview

After the assessment, you will have received an email stating that the LA has generated a non-
conformities and/or findings report, and that it is now available to you in the Reporting Tool.
Reports are no longer sent by email.

In the menu bar on the left, you will find the following sections:

Assessments:

o My tasks: Under “My tasks,” you will find tasks specifically assigned to you, for which your
action is required.

o My subprojects: Under “My subprojects,” the ongoing subprojects (assessments) are visible.
When you open a subproject, four tabs are available: “Findings,” “Non-conformities,”
“‘Documents,” and “Reports.”

¢ Findings: Under “Findings,” all ongoing findings are displayed. Various filters allow you to
maintain an overview of your ongoing assessment(s).

¢ Non-conformities: Under “Non-conformities,” all open and closed non-conformities are shown.
Using the five tabs—Ongoing, Establish non-conformity, Customer handling, RvA assessment,
and Closed—along with various search functions, you can track the status and required actions.

Organization:
e Users: Under “Users,” you can invite users from your organization.

& /My sub-propeces

My sub-projects

& ong & Closed
Description Fhs PCA
Description T Eelation Phase PCA
PTEST 20260570 G029/ pips Dind er Mifllin OMF e
P-TEST-1 20260373 CO26/pipo-C206.52 Dunder Mifin Review =B
F-TEST-1 20260323 CO27/pipo-C20.6.53 Dunder Mifflin Follow up £
F-TEST-1 20200324 C027/pipo-C20.06.54 Dunder Mifflin Follow up £
PTEST 20260326 C026/dinges-C20.6.6.1 Dunder MifMlin DMF =B
perp 0 of 2, < *
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My Subprojects
On the overview page “My subprojects,” you will see all ongoing assessments under the “Ongoing”
button. Once your assessment has been administratively completed, the subproject will receive the
status “Completed.” You can find these under the “Completed” subprojects button.

There are several phases a subproject can be in:
e Preparation: No date has been scheduled yet, no Assessment Plan has been sent by the LA,
and the first assessment day is after today.
e Assessment: From the first assessment day up to and including the last assessment day (day of
the closing meeting).
e Follow-up: If non-conformities have been identified.
o Completion: Your assessment has been administratively completed.
[ ]
Subproject details
Under Subproject details, you will find the following sections:
¢ Non-conformities: Here you will find all identified non-conformities. Using the tabs Customer
handling, RvA handling, and Closed, you can see whether action is required from you or
whether the RVA is reviewing your response.
e Reports: This section contains the final reports created by the LA.
e OSP: This section contains the assessment specification (OSP).
o Documents: Here you can upload documents for the RvA (see Ch5). You will also find
documents uploaded for you by the RvA, such as the Assessment Plan.
e Location(s): Your locations are listed here.
o Auditee(s): This section contains the list of your staff. You can add entries yourself (see Ch6).

3. User management

In the Reporting Tool, each customer has a customer administrator. The customer administrator is now
responsible for creating, modifying, and deleting users/accounts within the organization.

3.1Creating other customer administrators and customer users

Users are not linked to a subproject, but to your organization. This means you can create, edit, and
delete users at any time, independent of the assessment cycle.
e Click the “Users” button in the menu on the left. Here you will see an overview of users within
your organization.
o Create a new user via the “+ Invite user” button at the top right.
o Enter the name, email address, and language. You can also choose between customer
administrator and customer user.
o Click “Save.” The person will receive an invitation by email to create an account in the
Reporting Tool.

& Lsers
Users of Dunder Mifflin
Name Role Username Active 1s default customer-adm... Created on
Pral. e, Ir. P Akketmans Customer-adminiztrator ebddies 11072022 Q%40 >
Ab van der Laak kgolest@rva.nl Cumlomes-user agoiest@reanl kS 24-02-2026 15:50 >
Towwes per page 10 = 10uld
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Invite user

Should | make my colleague a customer administrator or a customer user?

You are free to divide the roles among yourselves. Customer administrators have more rights than
customer users.

Customer administrators can:

e view the user overview with the findings, non-conformities, documents, and reports of all
subprojects their organization is working on.

e invite new users.

e resend invitations (Users -> Invitations -> envelope icon at the end of the row).

e delete other customer administrators and customer users, except the customer administrator
with the active default checkmark.

e change the administrator/user role of colleagues.

e activate the default checkmark for customer administrators.

e assign NCs to “responsible” and “executing” persons (see chapter 4) and later adjust this
within the Non-conformities page of a subproject.

e be both “responsible” and “executing” within an NC.

e view all NCs and send responses to NCs directly to the RVA.

e upload documents and delete documents uploaded by any user.

Customer users:

e have access to the user overview with the findings, non-conformities, documents, and reports
of all subprojects their organization is working on.

e can upload documents and delete their own documents.

e cannot be “responsible” within an NC, only “executing.”

e can view all NCs, but can only respond to NCs that have been assigned to them by a
customer administrator (see section 4.1).

e cannot send responses directly to the RvA; the response always goes to the customer
administrator who assigned them to the NC.

3.2Meaning and use of the default-checkbox

One customer administrator within your organization has the default checkbox active. The person with
the active default checkbox will initially be assigned the NCs from the RvA. A user account with an
active default checkbox cannot be deleted.

3.3User limit
You have the option to delete accounts. Click the arrow next to the employee you want to delete:

Ab van der Laak kg estiirva.nl CLETOMEr-USar kpUtessgrm.nd EAUZ 2020 1350 >

Click the "Delete" button on the next screen:

Hame Al van der Leak

Ermail addross kb est@vanl
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We ask you to delete accounts when they are no longer needed. Deleting an account does not a
the non-conformities that were edited with this account.

The RvA periodically checks the number of accounts. After review and evaluation, the RvA reserves the
right to charge costs starting from the third user account.

4. Assigning and handling NCs

Customer administrators have edit rights for every NC by default. Customer users only have read rights.
To give a customer user edit rights, a customer administrator must assign them to one or more NCs.

4.1. Assigning tasks to colleagues by customer administrator

To assign tasks to colleagues, the customer administrator goes to "My subprojects" and selects the
subproject. Click the "Non-conformities" tab for an overview of the NCs.
Under the "Non-conformities" tab, the customer administrator has a delegate button:

2 Edit accountable / executive

Select one or more NCs you want to assign and choose from the two dropdown menus who can be
"responsible" and "executing" (see image below).

The "responsible" person is a customer administrator who can send responses to NCs to the RvA on
behalf of the organization. Only customer administrators can be set as responsible.

The "executing" person is a customer administrator or customer user who can draft a response for the
relevant NC(s).

4.2. An executing customer administrator can send the response directly to the
RVA.

e An executing customer user can only send the response to the responsible person for the NC

& Honconformities Bl 8@ Reports | UsE(s) E Documents @ Locationis) 1 2 Auditee(s) 3

Nonconformities —— < a Q

Accountable - Executive -

CANCE! |

Click "Save." The selected persons can be changed at any time. The replacement or replacements will
receive an email notification that the task has been assigned to them.

Note: Newly created users must first set their username and password using the email invitation before
they can be assigned to an NC.

4.3. Vacation and sick leave replacement

If your colleague is going on vacation or someone is out sick, you now have full control over who takes
over their tasks. It is recommended to have at least two customer administrators in your user overview.
Unlike customer users, customer administrators have the rights to adjust task assignments for NCs. If
one customer administrator is unavailable, the other can easily take over the delegation process.
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4.4. The role of Executing N=IRN
After selecting an executing person, they will receive an email that this task is ready for them in the
Reporting Tool.

o If the executing person is a customer administrator, they can draft a response and send it
directly to the RvA.

e |f the executing person is a customer user, they send the response to the responsible person
for the NC. This person receives an email notification. The responsible person will review the
response, possibly edit it, and send it to the RVA if approved.

o |f the responsible person is dissatisfied with the executing person's response, they can return
the task to the executing person. They will receive another email notification and edit rights for
the NC. After editing, the executing person can resubmit the response to the responsible
person.

Customer administrators can adjust responsible and executing persons at any time using the blue
delegate button.

4.5. Handling NCs
Under the "Non-conformities" tab, you will find an overview of the NCs. Use the search bars to filter NCs
by responsible person, executing person, or ID.

Q Q Q

Click on an NC row to open it. You will then see a block with the
non-conformity detailing exactly what it concerns. Below this, up to 3
rounds of responses and corrective actions can be entered, with the
option to upload documents per round.

cdution

When entering a finding or non-conformity, special characters may
be needed. In that case, use only special characters supported by
the Reporting Tool. You can search for supported characters within

the text fields.
The RvA uses a system requiring responses to 4 questions. See the
input fields listed below: st
e Causes T—
e Scope & impact R —
e Solution, corrective and remedial actions
«  Operability — proof of effectiveness (optional) g —

In principle, you only need to respond to the first 3 questions. You may be asked later if you want to
respond to the 4th. For exact deadlines and information on which questions to answer, consult the
Policy Rule on Non-conformities and Corrective Actions (BR004) on the RvA website. Responses
should be entered directly into the designated fields, not submitted via Word document with empty
fields.

At the bottom of the input fields, you can optionally add supporting files.
Once saved, files can be deleted using the red trash can icon.

At the top right of the page, you can save your response temporarily or, once complete, submit it to the
RVA.
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4.6. Resubmitting a response to an NC

If the Technical Assessor (TA) and/or Lead Assessor (LA)

partially approve the submitted response, or if they approve the

first 3 answers but still request a response to the 4th question e
(effectiveness of the measures taken), you will receive a new

task in the Reporting Tool and via email. The NC now enters the

second round.

Fill in all fields. For statuses like "update by customer" or
"demonstrate effectiveness," also fill in the fields that were
already approved in the first round (all fields are mandatory).
Enter: "See round 1."

5. Uploading en downloading files

Four weeks prior to an assessment, assessors prepare for the assessment day. You are requested to
upload documentation in the Reporting Tool at this time, in accordance with policy rule BR00S. It is
important that the folder structure and numbering match the layout in Appendix 1 of BR005. Both
customer administrators and customer users can upload documents. Customer administrators can
delete documents from all users; customer users can only delete their own uploaded documents.
Uploading unzipped folders is not possible. Please first save these folders as a single ZIP file and
upload this ZIP file to the Reporting Tool.

Go to the relevant subproject and click the "Documents" tab. Click "Upload documents."

& Nonconformities 7 B Reports 4 I 0SP(s) E Documents n @ location(s) 1 2 Audites(s) 2
Documents )
@ 1y documents
O Diocument namesl Uploaded by Labels Upload date
O infuilwaarden_aople_ipad.pdt Prof. Or. Ir. . Akkermans Ingpecticapdracht, tarrmulicren 02042026 1322 O 8
O Account Statermnent 2026-03-28 pdf Prof. Dr. Ir. P. Akkermans Urttressiel Kk O2-04-2076 1337 O B

You can upload by dragging the file or by clicking the upload area. This will take you to your own files.
Select the label "Documents (ZIP, compliant with BROO5 folder structure)." Upload any additional
documents with the appropriate label. See Appendix 1 for an overview of all possible labels.

The following file types are supported and can be uploaded:
e Office documents: .docx, .xlsx, .pptx, .pdf

Outlook items

Photos: .png, .img, jpeg, and .jpg

Scanned documents: .1iff, .jpg, .pdf

ZIP files

6. Adding and managing auditees

To prepare for the assessment, we ask you to add a list of employees T =
with their roles in the Auditees tab of the relevant subproject. The z |Dhr.  Walter  Sohchack  Bowler
. 3 |Dhr.  Dwight Shrute Assistant to the regional manager
assessors can then check off the employee(s) they have spoken with 4 [Mevr. Jacqueline van Benthem stagiaire
from this list, ensuring they are correctly listed in the report. :

You can add employees all at once by uploading a CSV/Excel file using the IMPORT button.

Note: The Excel file must not contain any empty rows.
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You can also add employees one by one using the ADD AUDITEE button, or edit an auditee's details
using the edit pencil icon.

An auditee can only be deleted if no findings or non-conformities are linked to them!

7. Non-conformities, findings, and final report

Under the "Reports" tab, you will find all reports that you can download.

A My sub-projects ¢ Reporls
Subproject details

P-TEST-120260402 C027/pipo-C20.6.5.5

Redalian Closing meeting  E | angusge
) Dunder Miffin 03-04-7026 @ Mederlands

& Nonconformities 7 MM Reports [ mm osPis) B ] 9L 1 k3 3
Reports a
Report Created by Created on Version T
P-TEST-1 20260402 COZ7-pipo-C20.6.5.5
Bevindingen rappart v Ms. Dr. Ir. Arya Stark 02-04-2026 20:30 Current I+
P-TEST 20260402 COZ/-plpe-C20.6.5.5
Alwijkingenrapport v3 s, Or. Ir. &rva Stark 02082026 20:57 Current Il

P-TEST-1 20260402 CO27-pipo-C20.6.5.5
Atwilkingenrapport v1 Me. Dr. Ir. Arya Slark 02-04-2026 2025 Archived

Completed subprojects with the previous customer administrators and users are not visible to new
customer administrators and users. The Reporting Tool is not intended as an archive system. New
customer administrators and users will receive the final report from the previous customer
administrators and users or can request it from the PCA.

8. Changes compared to the previous version

- Ch2 Explanation of overview pages expanded.

- Ch2 Explanation of Subproject detail page added.

- Ch3 Explanation of deleting users clarified.

- Ch6 Adding and managing auditees is entirely new.
- Several images improved/added.
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9. Appendix 1 — Document labels

- Adapted Report Part A

- Additional documentation

- Audit plan, report

- Scope document

- Certification/inspection scheme

- Documentation compliant with SAP

- Documents (ZIP, compliant with BR0O5 folder structure)
- Inspection assignment, forms

- Internal audit reports and audit planning

- KHB and general management system procedures

- Cross-reference standard requirements and quality system
- Qualifications of auditor(s)/inspector(s)

- Management review

- Other documents compliant with BRO05

- KvK extract

- Performance list (flexible scope)

- Work instructions and procedures
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