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 How to access the Audit Trail 

 
 

 

 
 
How to view amendments made to a person’s record 

The Audit Enquiry screen can be used to view details of amendments made to a 
person’s record during a specified date period - the Revision From and To dates 
 

 
 
 
 

 
 
 

1 
Click Tools menu 

2 
Select Audit Trail then 
Audit Trail from the fly out 
menu 

Note: unlike the ICS Person Enquiry screen, on this search screen the first 
name (Given Name) is entered in the first name field followed by the surname 
(Family Name) in the second name field 

3 
Click Search to run the 
search 

1 
Enter the Family Name and 
Given Name of the child 

2 
Amend the dates as 
required (the default is the 
previous 7 day period) 
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The search results include details of any exemplars which have been Inserted, 
Updated or Deleted, who made the revision - Revision By – the person’s 
username, when - Revision Date, including the time and the Title of the exemplar 
which has been amended.   
 
These search results can be used to view details of the amended item: 

 
 
 

Double click on an item to 
view details of the 
amendment 

Note: any text can be copied from the Audit Details screen by highlighting the 
relevant text using the mouse and pressing Ctrl+C on the keyboard - this can 
then be pasted into any application or in to ICS using Ctrl+V 



ICS User Guide 
  
 

 
© KCC FSC MIU Page 3 of 4 Oct 11 v5 
Please note the screen shots in this guide show training data 

The results display in the following way:  
How to view data entry and amendments made by a Specific System User 

The Audit Enquiry screen can be used to view details of amendments made by a 
specific system user to a person’s record during a specified period - the Revision 
From and To dates. 

 
 
The search results include details of any exemplars or Case Notes which have been 
Inserted, Updated or Deleted, the username of the specific system user - Revision 
By, when - Revision Date, including the time and the Title of the exemplar which 
has been amended.   
 
These search results can be used to view data that has been added, changed or 
deleted: 
 

 
 

Double click on an item to view 
details of the amendment 

2 
Amend the dates as 
required (the default is the 
previous 7 day period ) 

1 
Enter the username of the 
worker 

3 
Click Search to run the 
search 
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The results display in the following way:  

 
 
 
 

Note: any text can be copied from the Audit Details screen by highlighting the 
relevant text using the mouse and pressing Ctrl+C on the keyboard - this can 
then be pasted into any application using Ctrl+V 


