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Submit evidence for  
your LPA remote audit
How-to Guide 
Producers may be randomly selected to participate in a random audit remotely rather than  
an on-farm audit. This how-to guide outlines the steps to submit evidence to your LPA account. 
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Login to myMLA and navigate to your LPA account.
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The ‘Remote Audit - Outstanding Information Requests’ 
table lists all the documents the auditor has requested. 
Click on each item to see the individual documents 
which need to be uploaded. 

2 	 If you have agreed to participate in a remote audit, you 
will see this message on the home screen. Click on 
‘Upload Documents’ to view the ‘Audits and Corrective 
Action Requests (CARs)’ page. 

You can also access the ‘Audits and Corrective Action 
Requests (CARs)’ page by clicking the link in your Audit 
Notification email, or by navigating to ‘Account’ in the top menu, 
then selecting ‘Audits and CARs’ from the left-hand menu.
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Click on the ‘Upload’ icon next to a requested 
document. Drag and drop the relevant file or click to 
upload it. You can add multiple files at a time. Make any 
edits to the titles of the documents if required, then click 
‘Submit’.  

Note: You can upload image file types  
(png, jpg, jpeg, gif, img, heic) or document file types  

(pdf, doc, docx, xls, xlsx, txt, msg).
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A list of the documents you have uploaded is shown 
on the next screen. Click the eye icon to view the 
uploaded document or the rubbish bin icon to delete 
the file. 

Important information regarding the requested document 
will be displayed at the top of the ‘Upload record’ page. 
This includes whether there are ISC templates available 
(PDF, Excel, Word) that you can download to use for your 
farm records.     
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You can add comments for the auditor – all submitted 
comments will be displayed in a list below the 
‘Comments’ box. An email will also be sent to the auditor 
at the end of each day with a summary of any comments.
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You can also link a document you have previously added 
to the ‘Record keeping’ folder in your LPA account. On 
the ‘Remote Audit - Outstanding Information Requests’ 
table, click on the requirement for the document being 
requested and click the ‘Upload’ button.
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Once you are happy with all the documents you have 
uploaded for that section and have added any relevant 
comments, click ‘Back’ or ‘Audits and CARs’ in the left-
hand menu. You will be redirected to the ‘Audits and 
Corrective Action Requests (CARs)’ page. 

NOTES:

The outstanding information requests table has now been 
updated to reflect the documents you have uploaded.
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At the top of the screen, there is an option to ‘Select 
existing document’. Use the dropdown to select 
the existing document, then click ‘Select’ to link the 
document. Click ‘Submit’ to finalise.


