complyND– Managing Issues by Issue Owner
As an issue owner, you will be able to manage issues within complyND. Please refer to the complyND website for more detailed information.

Managing Issues by Issue Owner
1. Log into comply.nd.edu
2. From the Issues tab, click Create/Manage
Issues.

3. In the My Issues infoport, click on the Issue Title
to open the Manage Issue form. Any issues
assigned to you will be listed in the My Issues
inforport.
Note: Issues are also available in the My Tasks
dropdown list at the top of the screen.

4. The Details tab provides all of the details about
the issue, including the issue description and the
due date.

Note: If the assessor has attached a photo to help
identify the issue, it will be accessible from the
Additional Details tab.
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5. In the Issue Review/Approval section you can
select one of three options in the Action field:
a. Request Clarification:
In the Action dropdown menu, select the
option Request Clarification if the issue
details are unclear or if you have questions
about the issue. In the Comments field, you
must explain what is unclear.

b. Due Date Change Request:
In the Action dropdown menu, select the
Due Date Change Request option if you
need more time to address the issue. If you
ask for an extension you must enter a new
due date. In the Comments field, explain
why you need more time.

c. Close Issue:
In the Action dropdown menu, select the
Close Issue option if the issue has been
resolved, and enter a resolution in the
Comments . Any comments regarding the
resolution of this issue should be made in this
field in order to become part of the Issue
Comments History that is visible in reports.
NOTE: The Issue Resolution Summary
field is not being used at this time.
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6. Click the green checkmark

to submit the form.

7. After submitting the form, it will remain in your
My Issues infoport marked as Pending Final
Approval until it is approved by the Inspection
Administrator.

*Searching
In many complyND forms, you can search for the object you are looking for like a survey, organization, or even an issue contact. Most of the time when you
are searching, you need to use the wildcard sign (%) before and after the search term in order to return all objects containing that term. If you are in the Adhoc form and you search on the term “fire” you will not return any results. However, the same search using the wildcard symbol (%fire%) will return all the
objects with Fire in the name.
Remember, with any search you have to click Go or Submit to begin the search (just hitting Enter will NOT submit the search criteria).
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