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SELF-AUDITING &
REVERTING/REASSIGNING 
RECORDS TO INTAKE PHASE

SAP & ETQ REFRESHER



ETQ Self Auditing

 Open ETQ directly using the link below and log in with your network 
credentials: http://indsaetq01v.hrc.corp:8080/ETQPRD/reliance?ETQ

 Click Complaints Handling

 On the left-side menu expand ‘Customer Service’ and select ‘Self-Auditing’
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http://indsaetq01v.hrc.corp:8080/ETQPRD/reliance?ETQ


ETQ Self Auditing

 Under ‘Created By’, start typing your name until the auto-complete lists you, 
select your name from the list.

 Under ‘Current Phase’ enter the phase you want to restrict the search results 
to, typically, Intake phase.

 Click the magnifying glass or press ‘Enter’ to initiate the search
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ETQ Self Auditing
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 Open and review each complaint record on the list.

 Open comments located on the far right of the 
complaint record.



ETQ Self Auditing
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 Review ‘Last Comment’ to determine why the record is 
back at Intake phase. Select ‘Load All Comments’ to 
review additional comments if needed. If you are 
unsure why the record is back at Intake phase, please 
consult with a Trainer or LC.



Reassigning and Reverting Complaint Records

 You may only work in or make changes to the ETQ record in the Intake phase.

 Upon accessing the ETQ record, if the phase bar is grayed out, you must 
reassign the record.

 Click the ‘More’ button and choose ‘Reassign Document’:
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Reassigning and Reverting Complaint Records

 Start typing your name until the auto-complete lists you, select your name from 
the list.

 Under ‘Comment’ populate: ‘Reassigning to update.’

 Click ‘OK’
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Reassigning and Reverting Complaint Records

 The phase menu will only show the phases appropriate for how the complaint 
is coded. Click on the word ‘Intake’ to revert the record to the Intake phase.

 If Intake is grayed out, the previous phase available is Evaluation. In this case, 
revert the record to the Evaluation phase. Once in Evaluation phase, revert to 
record to the Intake phase.

 For each phase change, add the 
Following comment: 
‘Reverting to Intake to update’
**No need to update the ‘Assign To’ field.

 Once in Intake phase, make any 
changes/updates to the record 
and move the record to the next phase.
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