
INSTRUCTION MANUAL 
FOR ACCESSING AUDIT 
FILES IN INTELEX
Instructions for auditee use of Intelex systems.



When you access the ASA 
website, find the “Intelex” 
option under the ASA-100 
Dropdown Menu



Once on the Intelex page, 
click on the link labeled 
“ASA Intelex Login Page 
here.”



This will direct you to the 
Intelex website. Here you will 
login using your user name 
and password. (ASA has set 
your initial user name and 
password as your email.)



Once you login, find 
the tab labeled “MY 
TASKS” at the top 
and click the tab.



Here you will find 
your audit file. For 
this example it is 
labeled “BRAT-200”. 
Click the blue text 
of your audit file.



Once in your audit file, 
expand the tab 
labeled “Application 
Review Information.”



Here you will find the 
current record of 
your company’s 
information. Please 
confirm that this 
information is 
correct. 



Below the Application 
Review Information you will 
find the “Pre Audit 
Checklist.” This is where you 
verify and correct your 
company’s information.

Click on the 
YELLOW field to 
select your 
answer.

Click on the WHITE 
field to add details 
or comments to 
your answers.



This is an example of what a 
completed Pre Audit Checklist 
may look like.



Once you complete your Pre 
Audit Checklist, scroll down and 
find the Client Documents tab. 
Here you will click on “Attach 
Document” and upload a copy 
of your Quality Manual.



When you press “Attach 
Documents” this menu will 
pop up. Click on “Select 
File” to browse your 
computer’s files and select 
your company’s current 
Quality Manual.



After you have uploaded a 
copy of your quality manual 
you will see the file in the 
menu. Click on the “OK” 
button.



Once these tasks have 
been completed, you 
may now find and click 
the button labeled 
“Submit for Auditor 
Assignment” at the top of 
the page.



If you have received an e-mail 
from ASA stating that your audit 
has been “pushed to the 
auditor,” then you will not see this 
option. That is OK, your 
information will automatically 
save and you may log out.



YOU’RE DONE! HAVE A 
GREAT AUDIT 
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