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Version 1.2 of the manual published in October 2025 includes the following changes:

Category Process
change

12 Improved guidance on audit order creation No
13 Clarification on data entry role No
14 Added references to external guidance on multisite No
15 Improved guidance on auditors list No
17 Added screenshot No
19 Improved guidance on audit order amendments No
36 Improved guidance on finishing the audit order No
44 to 50 Added section on changes to certification status including: No

« Detailed guidance on managing permission to trade
* Detailed guidance on managing suspension

69 Removed reference to Permission to Trade category No
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As a Certification Body (CB), you are expected to use the Intact Platform to manage key steps of the certification
process. This includes:

Reviewing Auditee Information: Access and review assigned auditees, including profile details, historical records,
and uploaded documents.

« The CBs will have access to all relevant data and documents from previous years for the auditees assigned to
them. For producers, as part of the transition to certification and the use of Intact, the most recent licensing or
SAV assessment report, along with other annually collected documents, will also be shared.

Reading Shared Memos: View memos shared by Better Cotton regarding audit-related concerns such as
identified risks, audit shadowing requests or feedback on submitted reports.

Notifying Better Cotton of Scheduled Audits: Inform Better Cotton when an audit has been scheduled - in line
with required timelines.

Submitting Audit Data and Documentation: Upload and share all relevant audit data and supporting documents
as per Better Cotton’s requirements.

Updating Certification Status: Provide updates on Corrective Action Plans (CAPs), certification decisions, and
any changes to certification status (e.g., suspension, withdrawal).
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CAB (Conformity Assessment Body)

 Also referred to as Certification Body (CB) by Better Cotton. CABs are responsible for carrying out audits and issuing certificates.
Auditee

* A Producer or Supply Chain Actor being audited or assessed for Better Cotton certification.

Entity

» A generic term used in Intact to refer to companies and persons, including their contact data, sites and the relationship between them
CAB Admin

 Also referred to as CB Admin. The main user at the CAB responsible for managing all activities in Intact (e.g. scheduling, uploading
reports, handling findings, memos, issuing certificates, etc).

» Note: For the current year, all actions are performed by the CB Admin, not by individual auditors
Memo

* A communication tool used within Intact to share notes, concerns, or instructions. These memos can be categorized and made
available to different users in different areas of the software solution. CB Admins uses memos to flag issues or provide audit-related
feedback.

Audit Order

« Adigital record representing an individual audit event, including audit details, documents, reports, and findings.
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This is the login screen for accessing the Intact Platform. Your starting point for managing certification activities.

Steps to Log In

Username & Password: Enter your
assigned credentials in the respective
fields.

Sign In: Click this button to access the
Intact Platform once your login details
are entered.

A CB can appoint more than 1 CB Admin to
perform tasks in Intact.

A CB Admin must sign the training
declaration before getting access to Intact.
For more information, contact
compliance@bettercotton.org

Alink is available onthe login
screenthattakes youto the Intact
Knowledgebase, where you can
find detailed manuals, FAGs, and
user quides.

I-N. T_ACT
3 &
-------------'-'-3-“-::.-% Sign in to your account
| Intact Knowledgebase |
. -
-
<

Click here if you cannot remember
your password. You'll be quided
through the password reset
process.

s
A

Please include this version number
when submitting support requests - it
helps the Support Team quickly
understand your environment.

1

@eryour assigned credentials}

Clickthis buttonto access

ﬁhe Intact Platform once your

logindetails are entered.



https://forms.office.com/Pages/ResponsePage.aspx?id=B85AMGOdSEKE_mFwSIMqym45WlGLd5FJmR5n7Xbxza9URUtMUjcyTVRFMkkwOVQ4VDkyVTVSODhBNy4u
https://forms.office.com/Pages/ResponsePage.aspx?id=B85AMGOdSEKE_mFwSIMqym45WlGLd5FJmR5n7Xbxza9URUtMUjcyTVRFMkkwOVQ4VDkyVTVSODhBNy4u
mailto:compliance@bettercotton.org

If you can't log in because you forgot your password, follow these steps to reset it securely.

Steps to reset your password
I-N. T_ACT

» On the Login Page, click the link: Forgot your > N
password?

* You will be redirected to the Reset Password
screen (see screenshot).

+ Enter one of the following: Reset your password

« Your Username or you Email Address
* Click the Reset password button :ftjt w with an existing account, you will get an email to register again
If the entered data matches an existing user account,
you'll receive an email with instructions to reset your
password. .
S Enter your usemame
Note: If you do not receive an email, check your ( b o }

spam folder or contact compliance@bettercotton.org
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In order for a Certification Body to access a CoC supply chain actor or Producer profile in INTACT, Better Cotton must first
link these accounts in its CRM system Salesforce.

e For CoC

Audit Scheduling & MS Form Submission: Once the audit is confirmed, CBs must submit audit
details via the pre-audit MS form, ideally at least 2 weeks before the planned audit date.

Supplier Assignment on INTACT
After form submission, Better Cotton will assign the supplier to the CB on its internal CRM (Salesforce)
within 24 working hours. The supplier will then appear in the CB’s INTACT account.

Audit Order Creation in INTACT
CB admin must create the audit order within 48 working hours, by adding the audit date, assigning the
auditor, and other details.

M Ms Forms B salesforce
Supplier sends | €B checks eligibility | :;’g::b‘:::; "’ﬂ:‘;:"':‘:; .| supplier tothe cB.
certification request to CB per CoC Criteria P s Timeling: within 24
orm s BT
working hours
2 weeks prior This step triggers the
preferred supplier to appear in the

CB’s INTACT account

B INTACT

CB creates audit order in
INTACT "

Timeling: within 48 hours of
supplier assignment.

For Producers

Audit Scheduling still follows
current producer allocation
process with Better Cotton
Asurance team.

Once allocation of Producers to
Certification Bodies confirmed by
either the Certification Body or
the Producer (depending on
scenario), a Better Cotton
Assurance staff updates the CRM
system Salesforce.

Within 1 hours, the data is
refreshed in INTACT and the
Certification Body can access the
producer profile in INTACT and
schedule an audit order.
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https://forms.office.com/pages/responsepage.aspx?id=B85AMGOdSEKE_mFwSIMqyiih7sO2XvlJnVAxPQ6hLOZUMTJMOVM2NFJGNk5GVlJTT1cwU0ZXTDJMNC4u&route=shorturl

« When audits are planned, CB Admins must inform Better Cotton by creating or editing audit orders
in the Audit Order Management section.

* Please note that for CoC audits, CBs are required to complete the Pre-audit MS form. Refer to the
guidance provided on the home page of the CB/3PV CoC Resource Centre.

e

How to Access the Audit Planning Page
* Open the Main Menu (=)

« Under CAB Portal, click on Audit Order Management

This will open a new window showing all audit orders your CAB is responsible for.

~s

\ 4
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Audit

Planning — Select auditee
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To plan a new audit, the CB Admin must select the auditee from their allocated list

Steps to Start a New Audit

» By default, the menu displays “Order not created.” If you
don’t see the audit order, click on “Audit not created” on
the left panel and then click on the “+” icon to create a

new audit order.

» Then select a Producer or Supply Chain Actor from the

auditee list.
* Then click the continue button.

A new window (see next slide) will open to begin filling out

audit details.

Search for auditees

o= -

« Click the “New” button (<= ) in the top toolbar of the Auditj
Order Management page (see previous slide)

Admin mode '
Filter 2 Admin mode Auditees © # @
ﬁ | Auditee " Sweet " Posticode | Town " Country
 § \ | Y \ Y
Cdler not creatad ®
[j Test Company 11 Sweet 19 8403 MISTRIA
it Order aready crested ®
I j Test LFG Company Parkzing 8 hagd Lebring AUSTRIA
r] Test SH Company Parknng 7 8403 Lebring AUSTRIA
{4 .  E——. »
13 of 3 recocds I Show 10 ¥ reco) Py 1vofl

12



Audit

Planning — Create audit order

Entity search » Audit orders (
Create/Edit order

% Save and close

‘ Audit data ‘ Sites ‘ Auditors ‘ Audit times Participants

Audit Details Audit t}-'p;x

— Year ™
2025

\ Created on
A 12/08/2025

Mame
CAB
I - Maove to portal B No
e Select the correct CAB Admin o Select the correct format v
(— Data entry user. = EEEEEE— — Format — Y
| - from the drop-down. (Select the . | onsite .
logged-in CAB Admin) — ~ Priority |:| Certification - Initial
| MNormal - |
N -
g # — Auditor's annotation 1
i = pet e a ’/V |:| Certification - Renewal
L3 a* a* v
Select N Auditt
° o e _ 4 |:| Certification - Surveillance
) 4 v v
: . . 1-3 of 3 records Show | 10 w|records
[[]] cnainorcustoay standaravt Click here to select the Audit Type.
snow[—T0%]rd Click on the box to T<lor Once selected, press Finish

select the standard

» Select the appropriate CAB Admin from the “Data entry user” dropdown list. Warning: if you create the audit order you
must select your name as Data Entry User. You cannot allocate the audit order to another user. This is purely for
administrative purposes, it does not imply that you have conducted the audit.

* On the right-hand side, select the audit format (Remote or Onsite).

* Under Services, select the standard and then click the three-dot icon (:--) to open a new window. .3
In this window, select the correct Audit Type, then click Finish to confirm your selection.
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In the Sites tab of the audit order, all associated sites will be displayed based on the information provided by
the CB in the pre-audit MS Form.
In the case of a multisite setup for supply chain actors, the CB must select all sites by default. The selection

Planning — Assign Sites, applicable only in CoC Multisite Cases

Aud |t Only applicable to Chain of Custody Multisite Certification Model. '

of sites actually audited are declared later on in the process: see slide Assigned Sites (Multisite cases)

Entity search » Audit orders (
Create/Edit order

In case a site is not

visible, reach out to
compliance@better
Audit data J Sites L Auditors | Audit times Participants Cotton or
Assigned sites E'O # @
Better Cotton has
Assigned " Site * BCP Number " Project Code " Types * comment * street * Postcode " Town * state developed guidance to
v - - v - v v v v - guide certification bodies
on the addition of sites to
] T u a multisite certificate:
- Guidance Document for
L] oo S " Certification Bodies _on
Ol ¢ B Handling Multisite  CoC
Cases on Intact V1.pdf
[] B ne
[ ]
L »
1- 5 of 3 records | Show 10 w | records Pg 1w ofl
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https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES
https://bettercottoninitiative.sharepoint.com/:b:/r/sites/3PVCoCResourceCentre/Shared%20Documents/Processes%20and%20Procedures/Guidance%20Document%20for%20Certification%20Bodies%20on%20Handling%20Multisite%20CoC%20Cases%20on%20Intact%20V1.pdf?csf=1&web=1&e=9HzeES

In the Auditors tab of the Audit Order, the CB Admin can assign
one or more auditors to the audit.

Steps to select the Lead Auditor

Go to the Auditors tab in the audit order window

Click the plus icon (+) in the toolbar

A search page will open - click Search to see a list of auditors
linked to your CAB g .
Select the Lead Auditor from the list : -

Click Save and close to confirm your selection |

Important Note
» To add Supporting auditors see slide Add Audit Team Participants

* Only auditors you have declared to Better Cotton for your CAB
will be shown.

« If an auditor name does not appear, please reach out to
compliance@bettercotton.org

« It is the CAB responsibility to ensure the auditors selected are
qualified to perform the audit as Lead or Support auditors.

15


http://http/385,24,Audit%20Audit%20Order%20%E2%80%93%20Add%20Audit%20Team%20Participants
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Audit

Planning — Audit Times

Create/Edit order

o

i Step 4: Click Finish

Step 3: Click the tick V]

better
cotton

Auditdata | Sites | Auditors || Audittimes || Participants Audittimes

ik
Audit times Date From
Date from
Y v Y
Date 1o @ Add new row

31/07/2025 09:00

Audit times

Duration 8 hrs 0 min

o o , Sites for o
To Hrs. Min. Description Auditors selected audit  Site names Confirmed
fime

vallY vallY Y Y | Y Y

Step 1: Click on Add new row

. Test
17 ’ ! Auditor £’

Step 2: Enter Audit Date and Timings

In the Audit times tab CB can enter the audit dates and times.
Steps to follow :

1. Go to the Audit Times tab.

2. Click on Audit Times - a new window will pop up.
3. Click Add New Row.

4. Enter the audit date and timings.

5. If the audit spans multiple days, click Add New Row again and enter
additional dates and timings.

6. Click the v (tick) to save.

7. Click Finish to complete

To save the audit order, click on "Save and Close"

16



Audit b better
Planning — Audit order acceptance cotton

* Go to Audit Management
+ Select “Open audits” in the filter panel on the left
* In the list of audits, click the checkbox next to the audit order and accept the audit order.

Note: The top toolbar will only appear after an audit order is selected.

= Main menu v P —

Audit ordery (Test CAB)
B roa caB porta P
q Company administration s
= | S Audit order management '3

N ... Entity o Accept @ Reject [ Files (Entity) 94!
[Click here to open the]

Filter Audit Management Audit orders Filter 2D Admin mode Audit orders
5 Audit no.
— order
Created audits ® 17 ' —
‘ ii  Review pool k4
l & | 2] AO-0000 :
= D i Open reviews ®
- Select the
Open reviews ® 1-10f 1records | Show | - i Finished Audits w»

audit order

17
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YOU HAVE SUCCESSFULLY CREATED AN
AUDIT ORDER IN INTACT.



Audit

Planning — updating an audit

CB Admins can view and update audit details from the Open Audits section by
selecting and editing an audit order.

Steps to Access and Edit an Audit Order

* Go to Audit Management
» Select “Open audits” in the filter panel on the left
 Click the checkbox next to the audit order

Only applicable if changes to the audit schedule

= Mainmenu v

Portal

bbe ter
cotton

-—

CAB portal
Company administration

h Audit order management

C

Filter [

lick here to open the
Audit Management

Audit orders

“ order

Open audit A

Audit no
+ Click Edit audit order in the top toolbar .
 The selected audit will open in a new window where you can review and update all related H Created audts ® h
information  Open audits ® [] @& acomo
Open reviews ® 1-10of 1records I Show |
= Man ey v e para ey v b “(.I-‘\"v!:r.;’
EIrTTE *
Audit orders -
D oy lg M ooe | guy P & feeat A3 Q, toogemaze  [Rg FesEnty) (3 Awtomes i g
Fiter Aso! occders ! a
“ Aty " BCE vt At Ly nhent e " Wk New status
[r— - v v ¥ L 4 v ¥ v v v
“““““ o > n Anmecey Py § Ot 62 ) " o e TR 1Y LA Curweta LTSIV b A % Lurme Sawvezty Yol Lra ar Aatt 7 g
— - fotal ot | Suw W o
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Planning — updating audit times

. Only applicable if changes to the audit schedule
Audit Y app J b

Steps to Enter Audit Times

* In the Start tab, click the Audit times button Note: Hours are calculated automatically

* A new window will open

+ Click Add new row to enter the audit Click Save and close to complete the entry
schedule:

» Date of the audit
 From/ To time slots

| Audit orders (SES Argentina) > Workflow (AO-000065) (568952 : Cooperativa Algodonera del Cha

Start @ Preparation . Service specific data 9 Checklist @ Findings . s
P @ P g Audit imes

- - - Save and cloaw
@ Create document % Save and close E Save % Save and validate

Audit imes
Details
Date " From " To “ s " Min
Audit times ]
: 4 LA 4 va Y va Y A4
. o ) — - —— v
Duration ro Click here to enter Audittimes (@ asanewrw [~ A 1 1irst it iiew 1OW 10 enter audit time: Hours are caculated
{ swlomahically
19/06/2025 0800 1600 £
|  ®©

[] Auditnotpossible

—_— ~ Duration 8 s 0 min Mandated time (Says. ) 0 s 0 min
Tickthis boxif the audit cannot be conducted due to
unforeseen circumstances such as extreme weather,

iliness, or othervalid force majeure reasons. )

20
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In the Preparation tab of the Audit Order, CB Admins can access files uploaded by Better Cotton.

Steps to Access Shared Files

» Click on the Preparation tab at the top of the Audit Order workflow
* In the left-hand panel, select Files (Entity)

* The list of files provided by Better Cotton appears in the table

= | Mmeny v

@ © @ : ® @ @ © @

Tip: You can download documents directly
from this screen and share them with your
audit team for preparation.

)
@

€

21



When opening an Audit Order, the CB Admin is notified if Better Cotton _— — —
has attached a memo to the record. S— - —

O Start Preparation Service specific data @ Checklist @ Findings @ Files
Where to Find the Memo Notification? 8 & creste cocument

+ At the top of the Audit Order workflow page, a yellow info bar appears with the

message: “x active memo(s) available”
» Click the “Open” link to view the memo content

1 active memo(s) available » Open

Details

Explanation of “Active from” and “Active to” Fields in Memos
» Active from: This date is set automatically when the memo is created. It marks the
starting point of the memo's visibility in the system and reflects the creation date. : YO

» Active to:This field is optional and is empty by default. Users can enter an end date to

define when the memo should automatically become inactive. r

 If left empty, the memo remains active indefinitely.

» This setting is useful for memos that are relevant only for a specific period (e.g.,
temporary audit notes or reminders).

+ Adding an end date is particularly useful for archiving purposes, as it ensures that <o o ol ST o=
memos no longer relevant are automatically deactivated while still being retained in "y ot i, .o ot deecy o G o
the system for historical reference.




TASKS TO COMPLETE ININTACT AFTER
THE AUDIT HAS BEEN CARRIED OUT AND

CiRTIFICATION DECISION TAKEN.




Audit

Audit Order — Opening an Audit Order

CB Admins can view and update audit details from the Open Audits section by

selecting and editing an audit order.

Steps to Access and Edit an Audit Order

* Go to Audit Management

» Select “Open audits” in the filter panel on the left

* Click the checkbox next to the audit order
» Click Edit audit order in the top toolbar

» The selected audit will open in a new window where you can review and update all related

information

= Man ey v

= Mainmenu v

I Portal

better
cotton

&

CAB portal
Company administration

Audit order management

Click here to open the
Filter

Audit Management ] Audit orders

Created audits

i Open audits

i Open reviews

e e v

Open audit A

rder Audit no
® ¥
® |:| z A0-0000
® 1-1of 1records I Show |

neller
ottor

Audit orders P
5 - these ty ap
D onty | 7 estmmoon | gy P @ R (@ Mcties Q, Ooogemane  [Rg FesEnty (3 Awtomes i g
ne! Aadt ceders 6
“ Audt nu " Netviens " A type " BCR vt At Fustal code” Bt e Cauy " WarkNew status
o ol - v v ¥ L 4 v ¥ v v L 4 v
a = p ATt Py § Ot 03 ) " CmAfmatian besl y tahers Cweratn LFsIveED B U Lurme Sawrwezry Yol Cras “ Aatt 7 g
v wa e
botafteos | Sus e o '
Cpar rweoes ®

24



-

In the Start tab of the Audit Order, scroll down to the sections titled Audit Team Participants (supporting auditors, lead auditor).
 How to Add Participants

 Click the “+” icon on the right side of the section — A new window will open

- Select participant and required information o - e
* Click Finish to confirm

25
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Audit Order — Add Auditee Participants COt on

In the Start tab of the Audit Order, scroll down to the sections titled Auditee Participants.

* Howto Add Participants Tl R T Y B e [ e e
- Click the “+” icon on the right side of the section — A new window will open asapartcpemt
+ Select participant and required information

. . . . Click Finish to save the
* Click Finish to confirm - ( selected participant

= e . © s v O ~ Entity ™

EEEgsTr——— e - e ——— | Cristiano Renaldo

o] o o v @ @ @ © e @ )

= — Participant type

B tese \\ 1D v - e ) e e | Accountant

B
e . S |-— Other functions

(R — s B |:| Opening Meeting

I:l Site Inspection

e / P Document Review
- - ~ e R |V / [] closing Meeting
- —— Auditee participants include Auditee staff,
— —— 7 — Interpreters, Experts, any observer whether from

the CB, Better Cotton or another party.
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. Only applicable to Chain of Custody Multisite Certification Model.
Audit b
cotton

Audit Order - Assigned Sites - for Multisite Cases only

In the Assigned Sites tab of the Audit Order, CB Admins must select the specific sites under the audit scope. This step is
essential in the case of multiple sites, as it enables the addition of Non-Conformities (NCs) to individual sites while filling
the checklist.

Steps to select the sites

 Click on the Preparation tab at the top of the Audit Order workflow
* In the left-hand panel, select Assigned Sites

 Tick the checkbox next to each site that was audited

= Malnmenu wv

.))

e lavish bishnol v '(_).;‘-t‘fn';['
cotton

)+ Waorktlow (AQ-L
Start Preparation Service specific data Checklist Findings Flles Valldation End
@ st @ pomien @ svicospocncans @ et @ Foores @ s @ Vatawion @)
il FaQ Documents Administra
Sites LB R E
"  BCP Y Project " o Additional " " “ " “
™ i
Assigned sites Assigned  Audited Nimber Code Site information Street Street 2 Post Code Town State
|w v EI v v 7 v v k4 7
T [ st
1 E——a———— © GAZIPUR, BANGLADESH = GAZIPUR Dhaka
« »
1-10f 1records | Show| 10 w|records Py 1w of ¥

27



In this step, CB Admin are required to enter
audit-specific details.

Instructions:

* Navigate to the Certification Scope (Service
Specific Data) tab in the audit order menu

« Based on the Auditee classification, the tab will
display either;

« P&Cs Certification Scope (for producers)
« CoC Certification Scope (for supply chain actors)

« Complete all applicable fields to confirm additional
information relating to the scope of the audit you have
just performed.

» Click Save or Save and close

\ 24

Complete all

the

applicable fields.

Select Yes in case

of a multi
structure.

site
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Audit bbe ter
Audit Order — Checklist cotton

Working with the Checklist Entering Information
* Navigate to the Checklist tab of the Audit Order. * On the right-hand side, you can enter information for each indicator
+ On the left, you'll find a navigation menu that displays the list of indicators + By default, all indicators are set to "In Conformity"

applicable to the current audit order: - You are required to:
) fe(z'usir:%ﬂxtghain Actors, the checklist includes Chain of Custody (CoC) + Record Non-Conformities and Observations (including grading and description)

» For Producers, the checklist contains Principles & Criteria (P&C) indicators, * Setindicators that are not applicable to the correct status ("Not applicable”)

which are automatically tailored based on the producer classification (LF, MF Note: No data entry is needed for indicators that are in conformity — this information is captured in the
or SH) audit report file.
= Main meny v = 6 setia pwer D etter
Note for 2025 audits e —— . et
Checklists are allocated based @t @rmenn @uswmsiin [Q o] @rew @ re @ @
on the Auditee profile: ez W) = P s ) swemdmee @ & ——— TS - oo
+ P&Cs V3.1
« CoCV1 @ (111} Princighas & Critaria v3 - Hesat
+ CoCV1A1 e 1 Maragemee g
g | oo e sctes e anegua ot {1.11) Principles & Criteria v3 2 _ e ]Il
The checklists for.P&Cs V3.1 1.1 Pochcer v st marages . e e = BOE o  on II
and CoC V1 also include a set T = IR
of requirements applicable to itrmed. effecive, iné nclazie way ° 3 1 Producerievel sciities are managed In & welknformed, effective, and Inchive way : IEEl -~ - ]I
Large Farm Group Certification [T A it © :
model and CoC Multisite 115 P s e g oot e e et o AT o, s - s sy e B 4 et _ ‘
Certification model. If not SO P Siitopio e Pl B TR Wk 2 A0 K e WA ‘A
applicable, set these S rprores g e it sk R T s
requirements as not applicable. 1.2.1 Efecive e etevat et manisger o

SURPOHS Improwed dacison Ty

T s I Curettive actin l

4 Foirg wel

1. 1.2 Etfectise and retvant 2ata manapemant o
SLB0OMS INOOved DRISI0N makng
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Audit bbe ter
Audit Order — Non-Conformity cotton

Recording a Non-Conformity @ Forcoc multisite, refer to the

If a Non-Conformity (NC) is identified during the audit: Finding (Nfl';l‘:;ite cases)
 Click the “NC” button next to the relevant indicator ]
* A new window will open

» Enter all required details and select the appropriate Finding Level from the dropdown menu

» Once saved, the indicator will be marked with a red X on the left-hand side to indicate the NC

Tip: Ensure all NCs are documented clearly and accurately to support consistent technical review and certification decisions

i (1 11) Principhes & Criterss v2 o

(o ' Manageiment

»

[ 1) Procuceniuvel activitien see Managed in o wal (1,17) Principles & Criteria v3

c NG Ots N/A
I ormed, afMeciten. ANG NCURYS Wiy
|

11 200000 devel aCTERE A0 aneged 11 & ww -
nicrmed, offecitee, and Intiusive way “

1.1 Moducer-level activithes are managed i o wellanformad affective, and inclusive way
o

103 Moducerlevel ACivRES A managed in § wes

nrcrmned, eMective, and inclusive way (J 11
- PLoueet o e ien Wi mIEragnd o1 K weerl ettt efTechivn, g MUY Wiy A chmr and lucaily (ebevand sctvy g (x evwioped und | '
b tigernah g fiorhotericaiid Gl g e i gy i elglofl ¢ n oo w4 SED
- - . (0 1 bt s 00 e A ISR W ACHHS I, 1Tt WG IR s,

(0110 bt ot lnast vty ting o e ngs of the L
1.2 EMectioe and isbovant duts mansgement suppoity
9 veromed Oecision mans v B0 et b Fovns Pasle 11000 PERY 46 o8

121 Effective and reovast data managemant ! ]

SUPPOrte IMPIoved derison Mmakig < . ! \anck. ! Cunuetvy st
1.2.2 ENective and eyt datn manaspement o s I Vinding lovet

PP IMPIoved decson Mmakng
| - |

o 1 3 Comtinoous improvement |s dermens et v v

“ Iacaty tmevan! sustanatridy areas 11 !
: - nwh APY) fror 11 Incxdentat NC f
131 Comnuous ergrovemant is semonairated in - l Corrweties sctm I "
Gealy toevam sustainabioty ateus V) oot J | | Observaton \
« IBN Systemic NC
1 4 CApatition wre piengthoned VOO Wn INChalive "

-

L

30



If a Non-Conformity or Observation has been recorded in the checklist,

corresponding details must be entered in the Findings tab before the audit order

can be completed.

How to Add a Finding

Go to the Findings tab within the Audit Order
Click the “+” icon to add a new finding

A new window will open
Enter all relevant details

Click Save and Close to confirm the entry

ey = v el gy -

.))

better
cotton

Audit orders (SGS Argenti..) » Workflow (A.. (568952 : Co...) » Finding

< » Finding New

% Save and close

‘ Finding ‘ Files ‘ Workflow ‘ Sites ‘ History |

Auditee ‘\

Audites i

Cooperativa Algodonera del Chaco

Finding

— Finding model

| coc

Repetition

— Finding

Important Notes:

All findings (NCs, Observations) and Corrective Action Plans (CAPs) must be
entered directly into Intact.

The audit order shouldn’t be finalized until all applicable findings are entered
and saved.

The Corrective Action Plan (CAP) file will be manually created by the CB.
The CB is also responsible for manually entering the Corrective Action and
Root Cause Analysis details under each finding, once received from the
Supplier/PUM
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Only applicable to Chain of Custody Multisite Certification Model.

Currently, checklist results in Intact are not site-specific for multisite audits. To ensure accuracy and traceability of audit findings,
CBs are required to follow the steps below: B

If a non-conformity (NC) is found at a particular site: T et i S et ot et al < - -

» Mark the relevant clause as NC in the checklist and Log the

detailed finding under the Findings section by clicking on “open - | v
details” I
« Navigate to the ‘Sites’ tab and select the specific site where the NC
was identified T
« Enter all relevant details under the finding as mentioned in the previous slide. '
+ Click Save and Close to confirm the entry o=}
B Save and cose B e G Dacste ‘] FAQ Documents Administra
D ;;.= o —
: Cd =%
I \_ m JREPIPMS on (1) O b T, 4 —_— o — CHINA (o]




Audit b better
Audit Order - Files cotton

How to Upload the Audit Report
» Go to the Files tab in the Audit Order
Click the document icon on the right side of the toolbar

[ ]
z
g
I ‘
d »legles
E ‘f.:gi
i g 3
B ’3‘ s
8
2
&

* A new window will open where to upload the audit report file pr——

+ Select "Audit Report" as the file type

» Fill in any required fields i e ] G B
* Click Save and Close to complete the upload v/

< | Audit orders (S65 Argentina) » Workflow (AQ-000065) (568952 : Cooperativa Algodonera del Chaco)

Start @ Preparation Service specific data 0 Checklist @ Findings: 0 Files @ Validation @ End

@ Create document % Save and validate \ \

Filter Files @ ?D @

L3 L3 L3 A L3 L3 A
“ Download Filename Edit File type Date Subject Comment Uploaded by

|Y | Y Y v ¥ Y Y

Note: The audit report is completed by the CB in Excel and uploaded to Intact. In addition, all findings (NCs, Observations) and
Corrective Action Plans (CAPs) must be entered directly into Intact.



Only applicable to Chain of Custody actors who have B

signed a Trade Mark Sub License Agreement with the @ be t@r

Certification Body. CQt on

Signed Trade Mark Sub License Agreements must be uploaded to INTACT. It is preferable for the signed document to be uploaded in the
files section of an audit order in INTACT at the same time as the final audit report and certificate. Simply upload the document, select the

relevant file type and save.

If the signed document is not available on
time, the finalisation of the audit order on
INTACT (including upload of the audit report
and Certificate) must not be delayed.

The Signed Trade Mark Sub License
Agreement file can be uploaded directly to the
'Files' section of the auditee profile in INTACT
at a later date once the agreement has been
signed.

Access to the Canto folders must not be
given until the Trade Mark Sub License
Agreement has been signed and uploaded.

Add files

a Save and C0se

C) Madmum file size altowed
/100 MB

Signed Trade Mark Sub License Agree..

v/

* pe Cate uect
Sionea Trade Mark Sub License Ag v 2510772025 @ l- ]

Remove file X

For more information, refer to the Better Cotton Claims & Label Guidance for Certification Bodies
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The Validation tab helps the CB Admin to ensure that all required steps of the audit have been completed before the audit
order can be finalized.

How It Works

* The system automatically checks for missing information or incomplete steps

* If any required action is still pending, a message will appear

 Click on the message to be redirected directly to the task that needs to be completed

Tip: Always use the Validation tab as your final step to ensure the audit is ready for review and submission.

= Man meny v
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Once required information is complete and
validated, the CB Admin can finalize the audit
and submit it for review. Oii— @ o Q@ o Qe B @ o

Steps to Finish the Audit D) vt [ smsmice [ en & o

W/

- Go to the End tab of the Audit Order ~ €8

¢ Under the "Result of audit” select the
option from the dropdown.

* In the bottom-left corner, open the “Review
Pool” dropdown menu

» Select the appropriate review pool
 Click the “Apply” button

The audit order will now be forwarded

to the technical review step.

Services l Audit type “ Result of audit

A 4 v A J

Tip: Only use this step after all findings,
documents, and audit data have been

Chain of Custody Standard V1 - Chain of Custody Standard V1
(1.9) ¥ Y Certification - Renewal kel’:-:i. . -

entered and the Validation tab shows Fositive recommen tation

1- 2 of 2 records | Show 10 w | records

no remaining tasks.

« Audil
on

0471



Audit b better
Audit Order — Review cotton

After submitting the audit, the CB Admin is redirected to the Start page. The audit is now waiting in the Review Pool.
Steps to Accept the Audit for Review

* In the left-hand menu, click Review pool

* Locate the audit order — it will now appear in this list

+ Click the checkbox next to the audit order to select it

» Atoolbar will appear at the top of the screen

* Click “Accept responsibility” to assign the audit to yourself for review

Audit orders

8 centity | P Acceptresponsibility [@g Files (Entity)

i
Filter \ Audit orders % # @
) - ‘
’ ‘ Auditt - aydit no. Services Audit type BCP Number Auditee Postal code  Street Town
merge
Open audits ® £ "
1 ) { A 4 Y Y A 4 Y Y
I AD-000063 Principles & Criteria v3 . Certification - Initial 568952 Cooperativa Algodonera del Chaco . Lozano Provincia del Chaco
i Open reviews ® < >
o 1-10f 1records | Show| 10 ¥ records Pg 1 v ofl
i Finished Audits ®»
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Audit

Audit Order — Review

Once CB Admin accepted responsibility, the user can open the audit order to begin the review.
Steps to Open the Audit for Review

* In the left-hand menu, click “Open Reviews”

 Click the checkbox next to the audit order to select it

» Atoolbar will appear at the top of the screen - click “Edit audit order”

* The audit order will open in a new window for review

= Mainmemn v

&

better
cotton

er
Aufit oiders {35% Argnntiea) o
Audit orders
:. Entity 9] Edit aodnt order % Move urder Dack 10 review @ Auit times F‘. Flies (Entity) 9_:._ Googre Maps
Filter ‘ Clhiokhore Lo odi (he { g a
elected open Review |
Audili Ayt no, Services Audit type DCP Number Aucitee Postal code  Street Town Com
merg
Open auats & ey
Y ¥ ¥ ¥ A\ 4 ¥ L 4 A 4 ¥
Review pool & : " "
i Dpenreviews ® ‘ -

“
it Finished Augits ® 1- (BCOrds I Snow | 10 w recoids
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As the reviewer, you can now update the certification outcome based on the
audit results. B e 1T

Steps to Record the Certification Status and validity

* Go to the Certification tab

On the left, click “Certification of operations”

In the Certification Status dropdown, select the appropriate outcome
» Available Certification status options:

» Cancelled
 Certified -
» Permission to trade (see additional guidance) | i i e
« Suspended @~ © 2] @ ® @ @r= @ @
« Withdrawn bl
* Enter the Valid From and Valid To dates el

Click Save and Close to confirm the certification decision

Note: This tab triggers Better Cotton to update the
Physical Site CoC access for suppliers. ol
If this tab is left blank, suppliers will not receive

access to the Physical on their BCP account. R



Audit b better
Audit Order — Certificate cotion

amal cermfica!

After entering the certification decision, the reviewer must upload the official certificate. mm

Steps to Upload the Certificate e
 In the Certification tab, go to “Certificates” on the left

 Click the document icon on the right side of the toolbar =

* A new window will open

» Enter the required information:

» Certificate number —
+ Service (e.g. Principles & Criteria v3.1) R ®  @mmev  |pybster .
* Valid from / Valid to dates € o e
- Upload the certificate file (PDF format) S Qo @ mmpoven = @ Suee B[S 2ront Q503 @ =B
- Click Save and Finish ] _—
Note: This tab triggers Better Cotton to update o Tommhen Timenc: J33erer |
the Physical Site CoC access for suppliers. — ) =
If this tab is left blank, suppliers will not receive g =

access to the Physical on their BCP account. o
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Audit
Audit Order — Finish Review gg’( tgg

Finalizing the Review

Steps: = Mainmeny v
. * Al ey (100 A ¢ Wb Wik (AD QDSUAT) (AARSST Caspaeative Alpmmsriase st vas|
* Go to the End tab in the workflow @ @ twmatn Q) sevsmtcoms (@) cwsist (@) Frin () cottesim (@) s @) vers | @) e
» Scroll down to the section labeled Final Steps ) ovrmnet [LIR Sviemoe JL D . 1 85 o \
* From the dropdown menu, select Review finished
« Click the Apply button to complete the review - il . o i
Note: This action confirms that the review is fully e -
completed. St
] /
[ Peview v “ed /' v v v
[# fc el S A =
| ... - h— ———

4
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YOU HAVE SUCCESSFULLY COMPLETED AN
AUDIT ORDER IN INTACT.



For any changes required after an audit order has been finished in INTACT, please contact
compliance@bettercotton.org quoting the audit order number.

Our support team will be able to re-open the audit order for the CB Admin to correct information.

Please note:

« This should be used as a last resort; we encourage CB Admin to quality check the information
completed in the audit order before moving it to the finished stage.

* The same CB Admin user must complete the updates — we cannot reallocate the audit order to
a different user to update the record.

S
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Only applicable to Producers who receive a Permission to
Trade following their initial certification audit.

ww

As per Better Cotton P&Cs Monitoring and Certification Requirements, a certification body may decide to grant a producer a
temporary permission to trade following their initial certification audit.

This process enables the producer to start trading while correcting Incidental non-Conformities.

At the time the permission to trade is granted, the CB Admin shall follow the normal audit/certification INTACT guidance,
with the following exceptions:

» Checklist tab: leave the applicable Incidental non-conformities open

 Certification tab: select "Permission to trade" status and enter the permission to trade validity dates

 Certificate tab: upload the "Permission to trade" document and enter the permission to trade validity dates (as well as other
data points as per guidance)

The audit order must be finalised and reach the "Review finished" status as per guidance.

See next slide for guidance on capturing next stage in permission to trade process.

TT-MM-JJJJ
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Only applicable to Producers who receive a Permission to
Trade following their initial certification audit.

&

Once the certification body has verified that all relevant incidental non-conformities have been addressed by the Producer via a
corrective actions, the Producer can receive their certificate (replacing the permission to trade).

The CB Admin shall update the Producer record in INTACT as follow:

Do not attempt to reopen the Audit Order — all updates are carried out by the CB Admin accessing directly the Producer profile
from the Entity Search menu.

* Findings tab: select open findings, update the corrective action plan, switch the findings status to closed and update the date
the finding was closed.

 Certification tab: select "Certified" status and enter the certification validity dates

 Certificate tab: upload the certificate document and enter the certificate validity dates (as well as other data points as per
guidance)

TT-MM-JJJJ 46



Only applicable to Producers who receive a Permission to
Trade following their initial certification audit.

-

If, by the time the permission to trade expires, the Producer has not addressed the non-conformities, then a certificate cannot be
issued.

The CB Admin shall update the Producer record in INTACT as follow:

Do not attempt to reopen the Audit Order — all updates are carried out by the CB Admin accessing directly the Producer profile
from the Entity Search menu.

* Findings tab: no action required
« Certification tab: select "Withdrawn" status, enter the date the certification was withdrawn.

* Files tab: upload a copy of the official communication to the Producer informing them their certification has been withdrawn.
Categorise the file as "Other"

The certification body shall confirm to Better Cotton whether the contract with the Producer/ Programme Partner has been
terminated or whether the contract is still valid for the Producer to re-apply for certification. This impacts the allocation of the
Producer to the certification body in Salesforce (Better Cotton CRM system) and INTACT.

TT-MM-JJJJ 47
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As per Better Cotton P&Cs and CoC Monitoring and Certification Requirements, a certification body may decide to suspend a
producer or a supply chain actor.

A suspension decision can occur as a result of a surveillance audit or a certification renewal audit. An initial certification audit
cannot result in a suspension decision .

At the time the suspension decision is made, the CB Admin shall follow the normal audit/certification INTACT guidance,
with the following exceptions:

* Checklist tab: leave the applicable non-conformities open

 Certification tab: select "Suspended" status and enter the suspension validity dates

» Certificate tab: do not update

The audit order must be finalised and reach the "Review finished" status as per guidance.

See next slide for guidance on capturing next stage in suspension process.

TT-MM-JJJJ 48
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Once the certification body has verified that all relevant actions have been completed by the Producer/Supply Chain actor, the
suspension can be lifted.

The CB Admin shall update the Producer/ Supply Chain actor record in INTACT as follow:

Do not attempt to reopen the Audit Order — all updates are carried out by the CB Admin accessing directly the Producer/ Supply
Chain actor profile from the Entity Search menu.

* Findings tab: select open findings, update the corrective action plan, switch the findings status to closed and update the date
the finding was closed.

 Certification tab: select "Certified" status and enter the certification validity dates

 Certificate tab: (if applicable) upload the certificate document and enter the certificate validity dates (as well as other data
points as per guidance)

Please note: In some cases the Better Cotton P&Cs and CoC Monitoring and Certification Requirements require the
certification body to carry out a full audit before lifting a suspension. If this is the case, the certification body must create a new
audit order in INTACT and upload all applicable data and documents as well as updating the certification status and certificate

information as part of that audit order.
TT-MM-JJJJ 49
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If, by the time the suspension expires, the Producer/ Supply Chain actor has not addressed the cause of their suspension, then
the certification is withdrawn

The CB Admin shall update the Producer/ Supply Chain actor record in INTACT as follow:

Do not attempt to reopen the Audit Order — all updates are carried out by the CB Admin accessing directly the Producer/ Supply
Chain actor profile from the Entity Search menu.

* Findings tab: no action required
e Certification tab: select "Withdrawn" status, enter the date the certification was withdrawn.

* Files tab: upload a copy of the official communication to the Producer/ Supply Chain actor informing them their certification
has been withdrawn. Categorise the file as "Other"

The certification body shall confirm to Better Cotton whether the contract with the Producer/ Programme Partner/Supply Chain
actor has been terminated or whether the contract is still valid for the Producer/ Supply Chain actor to re-apply for certification.
This impacts the allocation of the Producer/ Supply Chain actor to the certification body in Salesforce (Better Cotton CRM
system) and INTACT.

TT-MM-JJJJ
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After logging in, the Audit Orders page is the first screen CB Admin will see.
It provides a quick overview of all audit-related activities you are responsible for.

= Main menu v

Available Filter Options
Use the filters to quickly narrow down the list of audit orders:

- Created Audits: View audit orders that have been created but
are not yet in progress.

« Open Audits: Shows audit orders that are in progress or pending

action Filter Audit orders
« Open Reviews: Displays audit orders that are now under review. Open s * uditno. " Services —
 Finished Orders: Lists all audit orders that are fully reviewed and

ﬁnalized Created audits T b Y Y
« All Orders: A complete list of all audit orders, regardless of their Open audits ® @ No records found

Status. Open reviews &
- Surveillance: Filters for audits that are conducted as surveillance

aUdit AL Ol ® 0-0of Orecords | Show| 10 w|records

All orders *®

Tip: Use filters regularly to stay focused on your current tasks.

Surveilance =




-

The Main Menu is always available in the top-left corner. It allows CB Admins users to search for auditees, such as
producers or supply chain actors.

How to Navigate = Mainmenu v

 Click on the Main Menu (=) in the upper left corner. :
i Portal CAB portal |

« Under the CAB Portal section, click on “Company

.. . " Audit management Company adminlstraﬂon@
Administration / Audit order management

» This will open a page where you can search for and
access records.

Filter Audit orders
Note: As a CB Admin, you will only see audits managed by open audit * , .
your CAB. order
Created audits ® Y
Open audits ®» —
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This page allows CB Admins to find and access information about auditees assigned to them.

You cannot create new auditee accounts in Intact: all new auditee accounts (both Producers and Supply Chain Actors) are
created by Better Cotton in Salesforce.
Once a CB is allocated in Salesforce, the data is automatically pushed to Intact, where the auditee profile is created.

— Main menu

Filter Options at the Top
Use the filters to narrow down your search:
« Name: Enter the full or partial name of the company to search.
Company search
+ Classification: Filter by classification (e.g., Auditee, Auditor, Site, etc)

- Contract Status: Filter by status (e.g., Active, Inactive, Applicant)

« Service: Select the relevant service to limit the search to applicable entities Filter
Viewing Search Results - o
* The table below shows key information such as: B
*  BCP number, Project Code, Name, Address, Country, Email and CAB Name
* Double-click a row to open the entity's full profile page. —
Tip: Use the filter fields in the result table to refine columns individually. " BCE *project *

Info Number Code
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Overview Tab: The Entity tab shows basic entity information, including company names, address and contact details.

This tab is useful for quickly verifying the identity of an auditee.

Additional Tabs
* ldentifiers: Unique reference numbers or IDs linked to the auditee

Entity Identifiers Classifications Contact persons Responsibilities Sites  Contracts  Audit orders  Certifice
+ Classification: Type of the entity (e.g. Producer, Supply Chain Actor)
. L. . ) . & Save and close B Save (_:._ Add address (_L_ Delete address !.'.l FAQ Documents Administra...
+ Contact Persons: Key individuals associated with the entity
- Sites: Displays site or facility addresses linked to the auditee (only e

applicable to multisite or group certification)

Contact and address information

« Audit Orders: History and status of audits conducted

BCP Mumber

+ Certification Scope: Displays additional information relating to the 1001111 Company address - 12345 Ank
scope of the last audit Project Code -

* Findings: Non-conformities or other observations raised during audits ooy e T

- Certification: Shows current certification status and updates S I C:mam —

+ Certificates: Lists issued certificates and allows download/printing. o

+ Files: Uploaded documents and attachments 31/03/2005 TURKEY

« Memos: Used for internal communication and feedback. Comact e o

Note: Due to technical limitations, tabs within the Intact Platform cannot SR 1 [ Aniara

currently be opened in separate browser tabs or windows.
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The Identifiers tab provides an overview of key reference numbers and IDs assigned to the auditee.

These values are important for traceability and consistent recordkeeping. — Mainmenu v

What you see

You see a list of identifiers with two columns: Entity | Identifiers | Classifications Contact persons
* Identifier Type - includes: -
« BCP Number, Project Code, Programme Partner and PU/LF Code Q) 7Q Documents Administra-
* Identifier Value: The corresponding number or code _
Identifiers
- Exporting Identifiers Identifier type * |dentifier
 Click the Excel export icon (top-right corner) to download the -
identiﬁer ||St BCP Number 1001121
Project Code AR-CU-001
Note: The BCP Number, PU Code, and Programme Partner identifiers
are only applicable to Producers, not to Supply Chain Actors. PUILE Boge ARFCOT
Programme

e Cotton Unido



In the Classifications tab, the CB Admin can view the auditee’s
classification.

Examples of possible classifications include:
* Producer Unit — Smallholder

* Producer Unit — Medium Farm

* Producer Unit — Large Farm

Click the Excel export icon (top-right corner) to download the
Classification list.

Note: Classification cannot be edited by the CB Admin — the
information comes from Salesforce.

o

= Mainmenu w

Entity  Identifiers |Classifications | Contact persons Sites  Audit ¢

Classifications \

Mame

Y

Producer Unit - Smallholder

1-10of1records Show 10 w | records
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In the Contact Persons tab, the CB Admin can view all contacts linked to the auditee. This information is provided
by Better Cotton and reflects the official contact for the entity.

What You See
» Full name of the contact person = Mainmenu v

« Email address (clickable)
* Location details Entity Identifiers Classifications | Contact persons| Sites Audit orders Certification Scope

Contact Types \

* For Producers: the contact person is typically the PU or LF
Manager Contact persons

* For Supply Chain Actors: a default contact is provided

PU Manager "‘,
Quick Access: The small icon in the top-right corner of the contact @ Antonio Gomez
card opens the Contact Entity in a new view — allowing CB Admins to % anfonio omez@aloonders &t
: : Lozano
view details. Provincia del Chace , AR
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Only applicable to Large Farm Group Certification model and
Chain of Custody Multisite Certification Model.

The Sites tab displays all site locations linked to the — Mainmenu v
selected entity (e.g. Auditee or Producer sites).

Each row represents a separate site record.

Available Columns:

* Open: Icon to open and view more site details
BCP Number: Unique site identifier

Sites

Entity Identifiers Classifications Contact persons Responsibilities

o

Sites

Certification Scope

Project Code: Internal project code (if applicable) open | | BCP Number " Project Code  Site
Site: Name/label of the site

Street, Town, Postal Code: Site address details
Last Audit On: Date of the most recent audit at the site & 10333972 CoC 1
Additional Info: Any supplementary notes entered

Y| Y Y

& 1033397-3 CoC 2

Export Function: 1-2012records | show| 10 v records
Use the Excel export icon in the top right to download the

visible table as a spreadsheet. The columns in the export

match those shown on screen.

4k
Street

Y

lalaland street 1

Lalaland Street 2
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Entity Data

Audit Orders

bbe ter
cotton

« The Audit Orders tab provides a full overview of all audits conducted or planned for the selected entity.
» This is also where CB Admins can create a new Audit Order by clicking the “New” button (top left).

« | Company search (SGS Argentina) * Audit orders (568952 : Cooperativa Algodonera del Chaco)

Entity Identifiers Classifications Contact persons Sites | Audit orders | Certification Scope Findings Certification Certificates Files Memos

@ *T.__[Clickhereto create anewaudﬂ}

orderfor the selected entity.

Filter E

_|==m

REEEER

[ Audit date from/1o

x = | |

r
— -_L Filter audit orders by a specific date range

Usethistodelete selected
audit orders
b —

Audit orders

7
Open audit * , . oo - “ . - .o * * Comment (Workflow /
order Audit no. Service Audit type Workflow step Audit date (from) = Audit date (to) Audit result Format end) CAB /
|YZ:"..'-'3 | ‘TI:':.‘-': ‘ ":Z"..’-'E ‘ ":Z"..’-'E ‘ ‘YZ' v| ‘TZ' v‘ ":Z"..’-'E ‘ ":Z"..’-'E ‘ ‘YZ:"..‘-"- ‘ L'_/f
— Year: 2025 (3) Clickto exportthe list of
audit orders to Excel
Z AQ-000065 Principles & Criteria v3.1 Certification - Initial Audit in progress Onsite SGS Argentina
Z A0-000063 Principles & Criteria v3.1 Certification - Initial Review finished 08/04/2025 08/04/2025 Onsite SGS Argentina
Z A0-000062 Principles & Criteria v3.1 Certification - Renewal Review accepted 06/02/2025 06/02/2025 Onsite SGS Argentina
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£
Filter Options: Use the date filter at the top to narrow the list based on a specific audit date range (from / to).

Column Descriptions

* Open audit order: Icon to open the audit order in a new window or tab

« Audit no.: Unique system-generated number for the audit order

« Service: The standard/version applied (e.g. Principles & Criteria v3.1)

« Audit Type: Indicates the type of the Audit such as initial, renewal, surveillance, etc
« Workflow step: Shows the current progress/status of the audit in the workflow

« Audit date (from): Start date of the audit

« Audit date (to): End date of the audit

+ Audit result: Outcome of the audit (e.g. Compliant, Non-compliant)

« Format: Delivery method of the audit (e.g. Onsite, Remote, Partial)

« Comment: Optional comment entered at the end of the workflow

« CAB: The Certification Body (e.g. SGS Argentina) assigned to conduct the audit

Tip: Use filters in each column (e.g., Audit Type or Service) for faster navigation.
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The Certification Scope tab displays additional information relating to the scope of the last audit.
You must complete this tab at the end of each audit order to confirm all applicable information.
Please note that the tab content differs depending an Auditee (Chain of Custody or Producers)

&
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Entity Data
Ossis

The Findings tab provides an overview of all findings raised during audits of the past years. It supports the creation and
description of findings as well as the definition of timelines. CB Admins can use this tab to review non-conformities and
corrective actions statuses and prepare for upcoming audits.

GETIEE pew T Rl A © Fenliagy [SMVSE | Temswenie AGeeTes s Thacm

|
“ o] 1 Mcssese . 1 oo . B @y

et | cipe®EEas s

Murr D " Fineg vt :‘:‘ ShechiN®  pading * o 'tf"':"" ahed ot 3 2‘:“: T covie At 1 " Werktonm s ade oroed " Daeching tem " Croaced oo " Crwanat oy
¥ v v v ¥ v A\ v ¥ ¥ ¥ \d v LA
] < Mo & N A Clear e e
i 1 A 20118 \ne\terta NC " Open = on 21 Cutitoattan . Wha Reaew Dastml weaky et ULOANTS Puva P
S actty pan s
— A trentoneg
[ ] mavecors Ogen 2 ThcaeS  Cwmfoation i Monvw tzatuml pan e 08022078 Pace Peat
sevehrped
R L e S L b ety by bamals b e lpee =z St el Lattibeation - Revens Meven wommes fanzons Pue P
i PUM meetinted that Moty - . 165 TR wn - 3
== Farmrwes rot usrsg effeoerd » . mgmn
\ l a0 14 Iscaganta NG 12 FUQEDON Mt eve) WK Opany B ,__,1.“" ".“ 1 Catitoanon . Reseny Resiem accoptes el DA/ 23S Pars Pever
— sty ity y y lecttoges
NN SO0 Detween A montonng
f INISEOTTE lecientaNE 117 montrnng scitates mertizeeo  Npen @ ?‘::f:ts" Cartrication - Revwas Pewes perwgnes san g LTS e ——
100 plan s cthlrason of 2 Swvedsted
wsmea | Sue 10w e 1
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Description of the toolbar icons - from left to right, based on standard icon positioning:

» Create new finding: Add a new finding manually (rarely used — findings are usually created through audit workflows).

» Delete finding: Delete the selected finding (only available if permitted by system rules).

» Change status: Update the finding’s status (e.g. from Open to Closed).

 Activate/Deactivate finding: Mark the finding as active or inactive

* Open audit order: Open the related audit order linked to the selected finding.

« Generate finding report: Create a PDF or Word report for the selected finding (for documentation or communication)
Not available for now.

* Refresh page: Reload the list of findings to see the most current information.

» Reset filter: Clear all filters and display the full list of findings.

« Export to Excel (list):Download the full list of findings as an Excel file.
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Finding Levels in Intact Platform

Observation Minor
Incidental NC Major
Systemic NC Critical

For more information on process to grade findings, please refer to Better Cotton Monitoring and Certification requirements
https://bettercotton.org/what-we-do/certification/
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https://bettercotton.org/what-we-do/certification/
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https://bettercotton.org/what-we-do/certification/
https://bettercotton.org/what-we-do/certification/

The Certification tab provides an overview of the latest
certification status for the selected entity.

What You See

Service: The standard the entity is certified for

Certification Status: Current status (e.g. Certified,
Suspended, Withdrawn)

Last changed on: Date the certification status was last
updated

Valid from / valid until: Validity period of the certification
Suspended from / until: Duration of any suspension
Changed by: User who last changed the status

= Mainmenu

Entity Identifiers  Classifications

B Save and close & Save

Filter

Contact persons  Sites

Audit orders

Certification Scope

Findings

/

Certification

Year

2025

Certification

History

01.04.25 20:54 Paola Perez

Services

Principles & Criteria v3.1

1-10f 1records Show

10 «

records

Y Certification status

Certified

01/04/2025

! Last changed on 4 Valid from

01/04/2025

L3
Valid until

01/04/2029
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The Certificates tab lists all certificates issued for the entity, along with validity details.

Entity Identifiers Classifications Contact persons Sites Audit orders Certification Scope Findings Certification | Certificates | Files Memos
Certificates /
open " Certificate no. “ versionno. " Show version history " Valid from * valid until " Created by * Year * services
Y Y Y v |¥ v v 4 Y

& PU123-ERT 1 06/02/2025 06/02/2029 Paola Perez 2025 Principles & Criteria v3.1

& 1 ] 01/04/2025 01/04/2029 Paola Perez 2025 Principles & Criteria v3.1
What You See
. Certificate no.: The assigned certificate number (e.g « Valid from / valid to: Dates of validity for each certificate

PU123-ERT) » Created by: User who issued or uploaded the certificate

* Version no.: Version number of the certificate * Year: Certification year
« Show version history: View previous versions (if applicable) « Service: Standard under which the certificate was issued
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The Files tab displays all documents that have been uploaded* for the selected auditee

What You See Key Functions E & & 1 ¥ &
* Filename: Name of the uploaded file « Add file: Click add a new files

File Type: Type/category of the document - Edit: Click to edit selected file(s)
Date: Date the file was uploaded

* Download: Click to download selected files

Subject: Title entered during upload - Delete: Click to delete selected files

Uploaded by: Person who uploaded the file - Export: Export list of files

*Files up to 100 MB in PDF, Excel, Word, or JPEG format can be uploaded; ZIP files are only allowed for bulk evidence, but must not be used for audit reports or certificates, which must be uploaded individually
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Available File Types in Intact Platform

Audit Report

Certificate

Corrective Action Plan (CAP)

Farmers List

Finding Document

Land Conversion Self-Declaration

Licensing / Surveillance Assessment Report
Producer Readiness Check Report

PU Support Visit Report

RIR Document

Self-Assessment Document
Signed Trade Mark Sub License Agreement

Suspension

Other

Final report of the conducted audit

Official certificate document

Plan submitted to address identified non-conformities

List of registered farmers

Document detailing audit findings and evidence

Statement confirming land use compliance

Evaluation report used during licensing or surveillance phases
Assessment report for producer readiness before certification
Summary of findings and observations from a support visit
Risk Identification Report - used for internal or external review

Producer’s own evaluation against applicable standards
Agreement signed between the Certification Body and the auditee

Notification document indicating suspension of certification

Any document not covered by predefined categories
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Entity Data

Memos

Memos are covered in this slide Preparation — Memos

o

better
cotton
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Document Naming Convention (P&Cs)

File naming convention

bbe ter
cotton

Audit report

CAP

Any other supporting
documents can be filed
under ‘Supporting
documents’

e Country code_audit/surveillance audit PU/LF

code Organisation conducting visit_season of
assessment

e Country code PU/LF

code CAP_season_date[yyyy/mm/dd]

IN_audit INTL18 imentor_ 20
25-26

IN_INTL18_CAP_2022-
23 20221208
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For any questions or support, please reach out to:

compliance@bettercotton.org
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