
FAQ: Why did I receive a self-audit no9ce? I have never had this type of audit. 

• As a result of system enhancements, CompSource Mutual now offers this new audit type to 
select policyholders. Policyholders/representa=ves can log into a secure website and 
conveniently complete audits online. 

FAQ: How long will comple9ng the self-audit take? 

• The amount of =me necessary to complete the audit is unique to each policy and depends on 
what informa=on is required. The online self-audit process allows 28 minutes for each of the five 
sec=ons with the op=on to extend the =me if needed. If audit documents listed on the 
Document Check List have been gathered prior to star=ng the workflow, it is unlikely that the 
alloMed =me will be needed. 
 

FAQ: I do not want to complete my audit online.  Can I have a field or mail audit? 

• Policyholders can request an in-person or mail-in audit if they are not comfortable with the 
online self-audit process. If possible, every effort will be made to accommodate these requests.  
 

FAQ: How do I get into the self-audit portal? 

• Type the web address listed on the first page of the audit paperwork directly into the web 
browser search bar.  

• Please do not enter the web address into a search engine such as MicrosoN Bing or Google, as 
the correct page will not populate. 

 

FAQ: How do I access my audit once I am on the website? 

• Type the pin and passcode located on the first page of the audit leMer into the indicated fields on 
the self-audit portal. 



 

FAQ: I am logged in, now what? 

• The audit is broken into five sec=ons. All sec=ons must be completed before the audit can be 
submiMed. You will have 28 minutes to complete each sec=on. If you need more =me, select the 
save op=on in the top leN corner of the screen. This will reset the =mer to give you an addi=onal 
28 minutes to complete the sec=on. 

 

Listed Below are examples of the online audit process and screens: 

 

 
1. Business info: This has four sub-tabs. 

 
1. Contact Informa=on 
2. Insured Informa=on 



 

3. Descrip=on of Opera=ons 

 

Note: Users cannot progress to the next sec=on without entering a descrip=on of opera=ons. If this 
sec=on is leN incomplete, you will receive the below no=ce. 

ABC Test Corp 



  

 

4. Loca=ons 

 

 

2. Payroll: has three sub-tabs 
 
1. Principal Payroll Informa=on (owners/officers) 



 

  

2. Employee Payroll Informa=on 



 

 

Note: Over=me, double =me, =ps, and severance will default to no. If any of the selec=ons are changed 
to yes, addi=onal columns will populate to allow users to enter this informa=on. See below for example: 



 

Note: If you have more than eight employees to list, you select the icon at the boMom of the sheet to 
add addi=onal rows. An example is highlighted below. 

 

 

 

 

3. Verifica=on: Policyholders will input verifica=on amounts from the financial 
documents used to ensure payroll totals are accurate and that the amounts reconcile 
to the audited payroll totals. 

ADD ROW 



 

 

Note: Verifica=on is based on complete quarters that fall within the policy period. If the policy period 
does not correspond to complete quarters separate months will be provided to make adjustments for 
adding and subtrac=ng the months not included. The example shown is an annual period on standard 
quarters (4/1/22-4/1/23) 

Note: WriMen jus=fica=on will be required if the policyholder cannot balance their verifica=on totals to 
the reported payroll. If a policyholder provides a wriMen explana=on but is unable to reconcile the 
payroll totals, they will have to select to override op=on to con=nue – see below: 



 

 

3. Subcontractors – this sec=on has two sub-tabs. If subcontractors were not used, these sec>ons 
may be le@ blank. 

 

1. Insured Subcontractors 

 



 

Note: If you do not have insurance limit informa=on, this column may be leN blank. 

Note: If you have more than eight insured subcontractors to list, you may add addi=onal rows by 
selec=ng the add row func=on (highlighted below). 

 

 

 

 

 

2. Uninsured Subcontractors 

ADD ROW 



,  

Note: If you have more than eight uninsured subcontractors to list, you may add addi=onal rows by 
selec=ng the add row func=on (highlighted below). 

 

 

 

 

4. Upload Docs 

ADD ROW 



 

 

5. Review 



 

 

• A sec=on with the completed audit informa=on will appear will you will review, prior to selec=ng 
“Submit Audit”.  

 

Note: Following submission, you will be redirected to the below confirma=on screen. 

 

 

 



 

FAQ: I submiIed my audit. What are the next steps? 

• The audit will go through an addi=onal review process. If addi=onal informa=on is needed, a 
representa=ve from our premium audit department will contact you. If no further informa=on is 
needed, the audit will process and an audit statement with either a credit balance or addi=onal 
charges from the audit will be mailed out to you. 

 


