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NextGen efile Access — Desk Audit Files — View Status and Upload Corrections

STEP 1: To view the status of desk audit files, start on the “View Results” tab of the website. Scroll to find the
file by name or use the “Search this list” box to search for a file by name. The status will show under the
“Status” column. Click on the eFile Number for more details.
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STEP 2: To view Audit findings, start on the “Reports” tab of the website. Click “All Reports” and then choose
the “AM-Qualification Findings” option.

STEP 3: The “Qualification Findings” column reflects findings for that file that must be corrected and returned
to our website in the form of a correction. The next column over reflects “Non-Qualification Findings” that
should be corrected, but do not need to be uploaded for review. Click the eFile Number to open the desired
eFile.
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STEP 4: Once on the eFile page, click the “Upload File” button. A new box will appear. Click “Upload Files” to
choose a file from your computer. Choose the desired file and click “Open.” When a green checkmark
appears, the file is uploaded. Click the “Next” button.
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STEP 5: Click the “Change Status” button and when a new box appears, use the drop-down menu to change

status to “Correction Submitted”. Click “Save” to complete the correction upload process.
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