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Open the Visit Report.1

Read the message indicating that selecting this option will completely remove 
all prior manual updates from the document.  To continue, press Regenerate.
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Return to the site visit.  Once the lock icon has been removed, you can begin 
making the necessary corrections to the visit information.
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Note: This assumes that the visit report has already been reviewed and rejected and that the comments 
made by the reviewer need to be addressed by correcting Site Visit information in the CTMS such as 
updating the site visit checklist responses.
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Press Edit Report and select Revise Visit Information2
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Once you are done making the necessary corrections, return to the visit report area 
of the site visit and press Create Visit Report.
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Press Generate Report on 
the Create Visit Report popup 
window to initiate the 
regeneration process.
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