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BSI Connect Screen Training Agenda

Topics Covered

• Creating & Accessing Your Account

• Completing the Audit

‒ Connect SCREEN Mobile App 

• Assigning Corrective and Preventative Actions (CAPAs)

• Responding to Corrective and Preventative Actions (CAPAs)

• Audit Reports
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You may click on the topics above to 

navigate directly to that page



Creating & Accessing Your 

Account
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Creating Your Account 

There are two methods for gaining 

access to the system.

Method 1:

You will receive a User Invitation 

Email requesting you to create your 

account. 

After reading the invitation, you will 

create your user account by 

clicking the “Create Account” link 

located in the body of the email.
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Creating Your Account: Self-

Registration

Method 2:

A self-registration URL will be 

provided to you by the requesting 

organization, which you will then 

use to sign up, and if applicable, 

assign yourself an audit to 

complete.
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Creating Your Account: 

Self-Registration 

Method 2 Cont.:

Once you have verified your email 

address and logged in, you will be 

prompted to type in your location 

name. 

If your location is not already in the 

system, you will create a new one. 

Lastly, select an audit(s) to assign 

to yourself if any are available. 

Importer or Manufacturer 

Sea Carrier
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System Notification

You will be notified via email when 

an audit has been assigned to you. 

If you have already created your 

account, click the “Assessment 

Portal” link to return to the BSI 

Connect Screen login page. 

If you have not yet created an 

account, click “Create Account” in 

order to activate your account for 

all locations.
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Pending Activities

Once logged in to the Assessment 

Portal, you will see the assigned 

audit under your “Pending 

Activities”. Click on the Task 

Assigned hyperlink to start the 

audit process. 

If you do not see the task under 

your pending activities, please refer 

to the next page as you may have 

access to multiple accounts.
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Multiple Location Access

If you are the contact person for 

multiple sites/locations, or requested to 

complete an audit for more than one 

buyer/customer, you will need to select 

which location to complete the audit via 

your Switch Profile.

The grid will populate with your location 

choices. Click the location name you 

wish to move forward as. You may also 

select one location as the default. 

Note:

Your “Actions Required” column will 

indicate whether any of your locations 

have a task or audit waiting to be 

completed in your Pending Activities. 
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Password Reset Request

There are two acceptable methods of 

updating your BSI Connect Screen user 

account password.

Method 1:

Once logged into the system, you will 

navigate to “My Account” and then select 

“Change Password” from your menu options.

Method 2: 

If you are unable to sign in, on the BSI 

Connect Screen Login page, select “Forgot 

Your Password?” to issue a new reset link.

Note:

A user will not be able to use the “Forgot Your 

Password?” option if they have not yet 

created their account. 
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Select Language Preference pt.1

To pick a different language for the 

portal, click on your email address (or 

name) in the ribbon bar and select “My 

Account”

Once you are in My Profile, select your 

desired language from the “Default 

Language” dropdown. 

Thirteen languages are available: 

English, Spanish, Chinese (Simplified 

and Traditional), French, German, 

Japanese, Russian, Italian, Polish, 

Portuguese, Turkish, and Vietnamese.
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Select Language Preference pt.2

Once your preferred language has been 

chosen, all default communication within the 

system will update to your selection, including 

menu options, pending activities, etc.

Please note that by selecting your preferred 

language this does not guarantee the audit 

will appear in the selected language. If the 

audit appears in English, this means that the 

audit assigned was not available in the 

language chosen. However, you will still be 

able add additional comments (within the 

audit) in your native language and our system 

will translate these comments during the audit 

review process.



Completing the Audit

There are three different methods for completing an 

assigned audit

• Online – Sign into your BSI Connect SCREEN account and 

complete the audit by navigating to the Pending Activities 

page.

• Offline Excel Template – Download an offline copy of your 

audit in the form of an excel file. Once completed, upload the 

file back into the system. 

• Connect SCREEN Mobile App – Download the mobile app 

and sign into your account. Complete the audit using a 

mobile phone or tablet.
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Pending Activities

Once logged into the system, any 

assigned tasks will appear in the 

Pending Activities section.

Click on the task that you wish to 

complete.

• If nothing appears in your pending 

activities, you may have access to 

other system accounts. Please refer to 

page nine to learn how to toggle 

between your accounts via your User 

Profile option.
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Location Information

The first step of the audit will be 

filling out location information

Everything with a red asterisk * is 

mandatory

If everything is correct, click Save 

Changes to move to the next 

section

Completing the Audit
Online
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Business Profile

If Business Profile questions have 

been added into the audit they will 

appear in the next step (sometimes 

there are no questions in this 

section. In that case the actual 

audit will begin)

Everything with a red asterisk *

is mandatory

If everything is complete, click 

Save Changes to move to the next 

section
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Business Profile Certifications

You may be required to identify certain 

certifications held by your location. 

Follow the steps in this slide to properly 

select and upload any required proof of 

program participation. 

Some certifications will allow for 

bypassing the next section of the self 

audit. Upon completing all required 

questions in this section, you will be 

notified if you will need to continue or 

wait for certification approval.

If you receive a question similar to “Do you hold a Certification?,” and the answer is 

“Yes”: select “Yes”, you may receive a child question set that resembles the next 

couple images below. Select the program(s) that you location is certified under from 

the dropdown list provided. 

Next, evidence may be required. Include the certification number or other reference 

information and upload a copy of the certificate by clicking “Attach File”.

After clicking “Add,” the information will be saved and 

displayed under the question.
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Audit Questions

Once the Location Information and 

Business Profile sections have been 

completed, the audit questions may be 

answered.

• The drop down menu will allow you to 

jump between categories

• The completion percentage on the top 

left will show the progress of the audit

• Any questions with a yellow square on 

the left still requires action and will 

indicate what’s missing

• Any questions with a green square to 

the left indicates all actions have been 

met

• Internal comments are now available (if 

turned on), for Corporate/External 

audits
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Audit Questions

When all questions and categories 

have been answered AND the 

completion percentage reflects 100%, 

the audit may be submitted by 

navigating to the Submit section and 

selecting the “Submit” button.

After clicking “Submit” a confirmation 

box will appear. Click “Yes” to submit or 

“No” to return to the audit.

Note:

There may be additional sections to 

complete in the audit timeline if 

applicable to your location. Ex: 

Summary section, Payment section

SCA Helpful Hints:

If moving from category to category, it is not 

necessary to save your progress, the system will 

automatically save your progress through the 

audit.
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Audit Payment

Once your audit has been filled out, 

if applicable to your location, a 

payment section will appear prior to 

the Submit button becoming 

available.

Click the yellow “PayPal” button 

towards the bottom of your screen 

and fill out all of the required fields 

in the pop-up window that appears. 



Completing the Audit
Offline
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Offline Audit Completion

Select the Questions icon on the 

audit outline.

• Click “Download” to export an Excel 

version of the audit.

• Location Information and Business 

Profile sections can be completed in 

the Excel version.

Note:

You may also right click on the 

“Complete Audit” row on your 

Pending Activities page to 

download/upload the offline excel 

version of your audit.



Completing the Audit
Offline
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Offline File Preparation

Make sure everything on the excel 

sheet is filled out to 100% 

completion, including the four 

different tabs towards the bottom of 

the document. 

• Location Information must be filled out.

• Business Profile must be filled out.

• Attachments in business variables and 

Questionnaire section must be included 

in file if there are any.

Note: A yellow bar towards the top 

of your excel file may appear 

requiring you to click and activate 

your spreadsheet.

All yellow 

highlights must 

be addressed All attachments must end in 

.doc, .docx (for newer 

version), .jpg, .png, etc.
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Offline File Preparation

Keep in mind that some questionnaires 

do have parent/child questions. 

• This means that depending

• on how you answer one 

• question, additional 

• questions may or may not 

• appear.

Note:

If the excel file has a gray 

space between questions, then there is 

parent/child relationship with the 

question above the space. 
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Offline File Preparation

Attachment file names in the 

spreadsheet must match file 

names in the folder exactly.

Attachment files may not be larger 

than 2MB a piece.

Note: See example to left for the 

VF Audit attachment. The audit 

name must include the file type in 

the excel field

In your file: VF Audit

In excel field: VF Audit.pdf
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Offline File Preparation

Attachments and Excel document 

must be zipped together.

Zip file may not be larger than 

20MB.

Upload the Zip file

Gold Coast

Gold Coast

Gold Coast
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Offline Audit Submission

Log back into the system and into 

the audit being completed –

proceed to Questions

Click “Upload” to import an Excel 

version of the audit

• Follow the prompts to upload the 

zipped file

Alternatively, you may also log into 

BSI Connect Screen, navigate to 

Pending Activities, and upload 

through the “Audit Sheet” column.
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Submission Confirmation

You will receive an email 

confirming your audit has been 

submitted and is now pending 

review by the requesting 

organization.



Completing the Audit
Mobile App
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Connect SCREEN Mobility

To complete your audit through a 

phone or tablet, begin by 

downloading the BSI Connect 

SCREEN app using the two shared 

links. 

Once installed, sign into your 

account with the same credentials 

used via an online browser. 

Face ID and Touch ID are both 

available as sign in options 

afterwards. 

https://apps.apple.com/us/app/bsi-connect-screen/id1534700384

https://play.google.com/store/apps/details?id=com.bsi.scs

https://apps.apple.com/us/app/bsi-connect-screen/id1534700384
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fplay.google.com%2Fstore%2Fapps%2Fdetails%3Fid%3Dcom.bsi.scs&data=04%7C01%7CFolahan.IbiyemiAluko%40bsigroup.com%7C5cb31c2b3a974fb4ba7408d8e4f27775%7C54946ffc68d34955ac70dca726d445b4%7C0%7C0%7C637511077480513088%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=7xXmBxoxpRa%2FOtJEromnc6UlYvLq6Qn2nxZnYybJHkQ%3D&reserved=0
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Account Settings

Select the three dots towards the 

top right corner of the screen to 

view your account settings and to 

switch profiles.

To advance to the audit, select the 

clipboard with the checkmark titled 

“Supplier Audit”.

Crown Gym
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Sorting and Filtering

Select “Sort by” to arrange the 

audits displayed on your screen 

using the Due Date, Location, Title, 

and more. 

Select “Filter by” to arrange the 

audits displayed on your screen 

using the Audit Status and more.
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Submit The Audit

The menu options within the audit 

will mirror the same options 

available on an online browser: 

• Location Information

• Business Profile

• Questions

• Summary

Select the area that you would like 

to complete and proceed by filling 

out the required fields. 

Comments can be captured via 

free text or by using the voice 

recording tool.
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Auditor Role – Assigning CAPAs 
(Not applicable for all users)

To assign Corrective and 

Preventative Actions (CAPAs) 

through BSI Connect Screen for 

completed audits:

Pending Activities > Review 

Audit 

Click on “Review Audit” (under the 

Action column), and the page will 

direct to the Review Audit/CAPA 

page.
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Auditor Role – Assigning CAPAs 
(Not applicable for all users)

The Review Audit/CAPA page can 

be used to complete the following:

1. Mark Audit as Reviewed 

2. Download the Audit Report

3. Save/Assign CAPAs
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Auditor Role – Assigning CAPAs 
(Not applicable for all users)

There are nine different filter options available 

for use to search for specific questions on the 

audit.

1. Audit Responses Pending Review 

(Incorrect)

2. CAPA Responses Pending Review 

(Incorrect)

3. CAPA Responses Pending Review (All)

4. CAPA Assigned 

5. CAPA Overdue 

6. Search Function 

7. Classification Type

8. Scored

9. CAPA Status 
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Auditor Role – Assigning CAPAs 
(Not applicable for all users)

In addition to using the filters to locate specific 

questions, there are quick actions that can be taken 

on the Review Audit/CAPA page. 

Question Category 

Toggle between viewing each question category by 

either selecting the left/right arrows or by selecting 

the drop down option.

Quick Actions 

Select to Assign Default CAPAs allows the selection 

of all default CAPAs from a list of pre-determined 

CAPAs for assignment.

Select to Accept All CAPA Responses allows the 

selection of all CAPA responses in a pending status 

and acceptance all at once.

Follow Up

Selecting the follow up methodology
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Auditor Role – Assigning CAPAs 
(Not applicable for all users)

There are four selections that can be used to 

add a CAPA to an audit question. Though 

these selections vary, they will still enable the 

Auditor to assign CAPAs to a business 

partner.

1) Add CAPA From List 

2) Add CAPA with Question Options 

3) Add CAPA with Standard Options

4) Add New CAPA



Assigning Corrective & Preventative Actions (CAPAs)

Copyright © 2022 BSI. All rights reserved

38

Auditor Role – Assigning CAPAs 
(Not applicable for all users)

Add CAPA From List 

An Auditor can select from a list of pre-

determined CAPAs (stored during audit 

setup) to assign to the business partner. The 

configurations for the CAPA that is added, will 

already be completed. Adjustments can be 

made though such as requiring comments, 

otherwise the CAPA is ready to assign.

• Select “Add CAPA” From List 

• Click “Add” next to the corrective 

measure(s) that should be assigned 

• Click “Done” in red

• Click “Select to Assign CAPA”
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Auditor Role – Assigning CAPAs 
(Not applicable for all users)

Add CAPA with Question Options

CAPAs may be added with answer 

options that match the initial audit 

question. 

Example: If the answer options for 

Question number 1 are Yes and No, 

then those same answer options will 

populate when these CAPAs are 

selected. 

• Select “Add CAPA with Question 

Options”

• Fill in the CAPA text under the “Type 

CAPA” field 

• Click “Select to Assign CAPA”
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Auditor Role – Assigning CAPAs 
(Not applicable for all users)

Add CAPA with Standard Options 

CAPAs may be added with answer options 

that monitor the implementation progress of 

the corrective action assigned. The following 

answer options will populate: 

• Already implemented

• Implementation is in progress

• Will implement

• Will not implement

Select “Add CAPA with Standard Options”

Fill in the CAPA text under the “Type CAPA” 

field 

Click “Select to Assign CAPA”
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Auditor Role – Assigning CAPAs 
(Not applicable for all users)

Add New CAPA

CAPAs with no answer options or pre-

configurations. This selection allows the 

Corporate Member to build custom answer 

options and settings for the CAPA 

assignment.

• Select “Add New CAPA”

• Fill in the CAPA text under the “Type CAPA” field 

• Provide Answer Options and select the Expected 

Answer

• Configure the CAPA by requiring Comments or 

Attachments 

• Click “Select to Assign CAPA”
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Auditor Role – Assigning CAPAs 
(Not applicable for all users)

Once CAPAs have been added and selected 

for assignment, the Auditor may select “Apply 

Changes” then confirm the action 

An email preview will appear, displaying the 

email communication template that the 

business partner will receive upon 

assignment 

Adjustments can be made prior to sending 

the CAPAs

Once the email appears to be appropriate, 

select “Preview”, then “Send Email”

Finally, a confirmation message will appear 

on the page that follows
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Providing Your CAPA Response

Once a CAPA notification email is 

received, the Supplier (Audited 

Location) will log back into the 

system to complete the Corrective 

Actions, which will be found on the 

Pending Activities page.
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Receiving Your CAPAs

If CAPAs are assigned to your 

location, the email received will 

indicate which questions require 

your attention.

A link will also be provided within 

the email, allowing you to log back 

into the system and navigate to 

your Pending Activities.
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Providing Your CAPA Response

CAPA completion page will display:

• The Corrective Action assigned and 

required to be addressed

• Comments Box enabling the business 

partner to provide additional notes

• Attachment Link enabling the business 

partner to upload documents/images 

for verification

Once CAPAs are responded to and 

completed they can be submitted 

by: 

• Click “Select to Submit”

• Then “Submit” towards the top right 

corner 

• Confirm the action
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CAPA Submission

After submitting your CAPAs, the 

status in your Pending Activities 

page will show “Completed” 

indicating that nothing further is 

required. You may view your 

updated audit and score under the 

“Reports” tab.
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CAPA Submission 

Notification

You will receive an email 

confirming that your audit and 

CAPAs have been completed and 

submitted to the requesting 

organization.
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Accessing Completed Audit 

Reports

Navigate to the Business Partner 

History Report page by selecting 

the clipboard from the left ribbon

You may select from the filters at 

the top to find a specific audit or 

click magnifying glass icon 

“Search” to view all.

Right click on the audit row and 

select “Recent Report” to view the 

completed audit report.
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Accessing Completed Audit 

Reports

Select which report you would like 

to view. This example shows the 

initial assessment Custom Air 

Carrier and its completed audit 

report.

The report will populate in 

a new browser tab. You 

may download it to PDF 

and save for your records, 

if desired. It will also 

continue to be stored in 

the system.



BSI Connect Screen Assessment Portal Link: 

https://www.scrisksolutions.com

SCM Technical Questions Contact:

SCM@scrisksolutions.com

SCM Support Phone Number:

+1.202.831.9779

Helpful Links & Contact 

Information
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