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NB: THE NAMES USED ON THIS DOCUMENT ARE TEST ACCOUNTS 

1. Getting Access to SACAA EMPIC Webclient. 

- The Inspector you are working with will send you an activation email from our system which will 
have your username and a link to create a password. You do not have to register. 

- The link expires within 3 days, if it expires request the Inspector to send you another activation 
email. 

- Click on the link to create your password. 

 

2. Create a password based on listed password rules and click on Save. 

 
 
 
 



  

3. Addressing your findings. 

- You will get an email which will have a link to access the findings and the audit report. 
- Click on the link to login to the Portal.  

 
 
 

- The link will take you to the findings page. 
- Click on the Details link to view the audit report. 

 
 
 
 
 



  

 
 

4. View the audit report. 
- Click on the dropdown arrow. 
- Click on view to view the audit report from the portal. 
- Click on download to save the audit report on your PC. 
- Click on Go to findings to go and address the findings. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

5. Address the audit findings. 

- This screen gives you a summary of your findings displaying the finding number, finding level, due 
date and status.  

- Open/modified means you have not worked on the finding at all. 
- Submitted means you have submitted the CAP, RCA or the Closing action back to SACAA. Once 

submitted you will not be able to make any changes. 
- You will not be able to work to on the closing action until the CAP and RCA get accepted by the 

SACAA. 
- The finding is closed only once the CAP, RCA and Closing action are accepted. 
- Click on the finding to start working on it. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

- Due on is the date the finding needs to be resolved. (Level 1 same day, Level 2 within 7 days, 
Level 3 within 14 days) as explained in the audit report. These dates can change based on your 
CAP and agreement with the SACAA Inspector.  

- CAP and RCA submit until dates are dates by when you need to have responded to SACAA. 
- Click on Corrective Action Plan, enter the CAP and attach any supporting documents and click 

save. Please note you can submit the CAP on its own or you can submit with the RCA by clicking 
the RCA before submitting and then adding the RCA and attaching any supporting documents and 
then click save then click Submit which will submit both CAP and RCA at the same time. 

- Or you can click save and submit on each one to submit them individually. 

 

 
 

- The items that are saved and not yet submitted appear with this icon. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 



  

- Once submitted back to SACAA the icons will as below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
- And it will show 2 submitted (CAP and RCA) and one open (Closing action). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

6. Working with the response from SACAA. 
 
- An email notification will be sent, click on the link to login. 

 

 
 
- Once logged in, the system will display the response statuses of the CAP and RCA. Click on the 

finding to see the responses. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

- The CAP has been declined with the authority comment/reason and the RCA has been Accepted. 
 
- Click on New Version to fix/update the CAP. 

 
- Update the CAP and click save and then click Submit. 
 

 
- You will get another email with a link to login. 
- Once logged in both the CAP and RCA will be status Accepted and the closing action will now be 

open.  
- Complete the Closing action and attach the evidence that the finding has been addressed. The 

closing action can only be sent once you have addressed the finding. 



  

- Click Save and submit. 
-  
- Once SACAA has accepted the Finding will be closed. 
 

 
 
 


