How to use the audit tool
In the excel tool tab fill in the following in the space provided:
 Audit name
 Hospital / CHO
 Ward/ Area Name
 Name of Auditor
 Date of audit
Fill in the number in the audit in the yellow box. If you audit 10 charts type in 10, if you audit
20 charts fill in 20 etc. in the yellow box. This can be filled in at the end of the audit. Fill in the
number of questions in the blue box.
The audit name, hospital name, ward name, date of audit and number in audit will
automatically appear on the OverallResults tab, Results specified audit tab, the comparison
tab and the recommendations and comments tab.
The results page will automatically calculate the % compliance for each standard/ question
and the overall compliance. This page is protected so changes cannot be made to it.
The template is set up to allow you to do 12 audits in a year. If you decide to do 5 charts
every month you will select audit period 1 as the audit period in row 12 (there is a dropdown
box) for the first 5 charts you audit and then audit period 2 in row 12 for the next 5 charts you
audit. You will end up auditing 60 charts in the year. The number of charts audited in the
yellow box will be 60. You can fill in the actual time period (month, Quarter, week etc. in row
10). It is important that the audit period is select.
Audit Period 1 = January
Audit Period 2 = February
Audit Period 3 = March etc.
If you decide to do quarterly audits you will only select audit period 1, 2, 3 and 4
Audit Period 1 = Quarter 1, Audit Period 2 = Quarter 2, Audit Period 3 = Quarter 3
Audit Period 4 = Quarter 4
For each question / standard fill in the answer Yes, No, N/A. These are available on a drop
down box. Once you have select yes or no once in a column (for each of the charts you are
auditing) you can then click y or n and it will recognise y as yes and n as no. If you have
entered n/a it will not recognise n as no.

The overallResults page displays the overall results for the whole year, if you audited 10
charts per audit period and did 6 audits the overallResults page displays the results for all 60
charts auditing for the whole year. 60 must be entered in the yellow box in the excel tool tab.
The results specified audit page displays the results for a specific audit period (i.e.Audit
Period 1, Audit Period 2, Audit Period 3 etc.). In order to display the results for a specific audit
you need to click on the results specified audit tab and then in cell C& select the time period
you want to display.

The comparison page displays the results for each standard for each audit period (Audit
Period 1, Audit Period 2, Audit Period 3, Audit Period 4, Audit Period 5, Audit Period 6, Audit
Period 7, Audit Period 8 etc). This allows you to see if you are improving
Trouble shooting – Common problems that occur
All the text not visible in the tables in the results tabs (Overallresults, results specified audit
and comparison tab)
If all the text (question) is not visible on the overallresults tab, results per specified audit tab or
the comparison tab the text will have to be wrapped
 Unprotect the sheet – click review and then click unprotect the sheet
 Highlight the whole column that the questions (text) are in – in this case column B
 Right click and select format cell- then go into alignment and click on wrap text

All the text (questions not visible on the graphs)
If all the text (questions) are not visible on the graphs the size of the graphs will have to be
increase and/ or the size of the text on the graphs will have to be reduced.
 First unprotect the sheet – click the review tab and then hit unprotect sheet.
 Increase the size of the graph by click in in a number of rows to the left of the graph
and highlighting them.
 Then right click and hit insert (this will insert rows and increase the size of your
graph).
 You may have to increase the size of the graph again. You can also select the
horizontal axis (the questions) and decrease the size of the font. The font size is on
the home tab and you can reduce the size to 8.
 Then re-protect the sheet

Click on the questions in
the horizontal axis

Change the
font size here

