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B-DIGITAL INTRODUCTION

One of the main challenges faced within the Financial Industry is the need for future-fit Audit and

Advisory, which offers a unique value proposition to Clients on a digital platform. Inspired by

experience in pain from performing audits in past times, BDO set forth the creative freedom to

pursue this.

OUR AIM

Our main aim is to enable the efficiency and effectiveness of the audit process, which enabled the

development of B-Digital. We intend on contributing to this by:

• Improving and optimising the audit process

• Increasing efficiency in the audit process

• Maximising assurance

• Creating a capability that is Globally recognised and used

• Ability to respond to change in an agile manner

BDO has developed a new software tool into its firm in South Africa called B-Digital, used by its

Clients for the automation of audit evidence requests, audit issues and audit findings.
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VISION AND BUSINESS CASE FOR CHANGE 

A crystal-clear reason for embarking on this journey is at the centre core of driving the implementation of

B-Digital across the Financial Industry. The opportunity to shatter through technological disruption and

create new world order enables the implementation of B-Digital, to enhance efficiency and effectiveness

across the audit profession.

WITH A CLEAR VISION OF THE FUTURE AND A CASE FOR CHANGING THE CURRENT REALITY,

WE BEGIN THE TRANSFORMATION JOURNEY WITH AN UNDERSTANDING OF THE WHY. 
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BENEFITS OF B-DIGITAL
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MANAGEMENT

• Value based insights

• Greater levels of assurance without increasing costs

• Less time pressure during interim and final audits

• More efficient audit information gathering process

• Enhanced client experience - single overview of status of the 

project, issues, outstandings

• Greater control, reduced errors, improved/higher quality of 

work

• Real-time reporting

Stagnant/o

bsolete

Inefficient audit 

information gather 

process leading to 

delays

• Higher levels of assurance, without increasing cost

Old school audit, 

obsolete 

assurance

No industry insights or 

benchmarking

Limited insights, 

limited value (little 

value for money)

RISK OF NOT CHANGING



INTRODUCTION TO DATA GOVERNANCE

BDO determines the level of data governance maturity within a client’s environment as a 

service. BDO conducts an analysis using a questionnaire. The purpose of the data governance 

maturity assessment is to benchmark the current level of data governance, and to recommend 

what actions they need to take to achieve best practices. 

Data Governance is a web app that grants potential clients access to an online questionnaire 

set up by the data governance team. Once completed the client receives an automatically 

generated report listing the gaps in their current data governance environment, as well as 

recommending what needs to be done to close those gaps.

Data Governance is built on the Touchpoint Questionnaires (TPQ) web app.

TPQ is a web app that allows organizations to quickly build questionnaires and engage 

with respondents.

• A questionnaire is an assessment tool used in surveys or statistical studies. It is a 

set of questions with a choice of answers devised to extract data.
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Should you require more assistance, please do not hesitate to contact 
the B-Digital Helpdesk on the following platforms:

W: http://b-digital.support/servicedesk\

BDO Data 

Governance team 

member creates 

questionnaire

Administrator 

configures results

BDO Data 

Governance team 

member sets up a 

session for the 

client

Client receives and 

completes 

questionnaire

BDO manager 

amends report and 

sets priorities 

before approving

Final approved 

report is sent to 

client

Questionnaire will 

be approved by BDO 

manager or partner

TO-BE PROCESS FLOW

BDO Data 

Governance team 

adds respondents 

and sends out 

invitations



ACCESSING B-DIGITAL & TOUCHPOINT 
QUESTIONNAIRES

Login

The B-Digital platform can be accessed from https://b-digital.bdo.co.za/. 

To login, enter your email address and password and select the sign-in button.

If you have forgotten your password, select the “Forgot Password” link (under the Sign In button) 

which will send you an email and allow you to change your password.

Before accessing the Touchpoint Questionnaires application, ensure that you are working in the BDO 

SA environment or follow the necessary steps to switch to the BDO SA environment.

Homepage & Accessing the Data Governance Application

Once logged in, you will land on the home page where you are able to view all webapps available 

to your organization, including the Touchpoint Questionnaires application, which contains the Data 

Governance Questionnaire. Click on the Touchpoint Questionnaires Application tile to access the 

Data Governance Questionnaire application.
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TOUCHPOINT QUESTIONNAIRES & SESSIONS
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Touchpoint Questionnaires Landing
Once you click on the Touchpoint Questionnaires app tile, you will be directed to the questionnaires 

landing page.

Sessions
Sessions will be used to administer the questionnaire to multiple different clients. A new session 

should be created for each client and client respondents can then be added to the relevant session. 

To create a new session, you can either navigate to “Sessions” under the Administration dropdown 

menu (Option 1) or navigate to the details of the Data Governance Questionnaire and use the 

“Sessions” option from the grey overhead menu (Option 2).

Option 1

Option 2



ADDING A SESSION
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Once you have navigated to Sessions, using either Option 1 or 2, you are able to add a session 

by clicking the               button and completing the fields in the pop-up form.

NB: Ensure that the correct questionnaire (Data Governance Maturity Assessment) is selected 

in the questionnaire field and that the “This session is aimed at third parties” option is NOT 

ticked as all clients should be loaded into the B-Digital system. 

Note: The client has to be logged in to B-Digital in order to answer and finalise the 

questionnaire. 

NB: Please add the above note in the “Introduction to display on the start page” text box so 

the client is aware before beginning the assessment.

Once all the fields are accurately completed, select the        button to add the session.

Please note the below session statuses:

• “Not Started” – The session has not been started and respondents cannot start the 

questionnaire.

• “In Progress” – Respondents are able to start and complete the questionnaire.

• “Completed” – The session has been closed and no further responses are accepted.

Clients are only able to complete the questionnaire when the session status is “In Progress”. 

The session status can be found on the top right corner when viewing the session details, or in 

the table of sessions under the “Status” column. The status can be changed by editing the 

session.



To edit a session, you can either click on the green edit icon (    ) under the Actions column 

for the relevant session or click on the blue view details icon (    ) under the Actions column, 

followed by the             button.

A pop-up form with editable details will appear. Once you have made the appropriate 

changes, click the                 button.

EDITING A SESSION
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Status Change



Copying a Session

There is also an option to copy a session which copies the session details and configurations 

(NOT the respondents or responses) and changes the session sponsor to the user copying the 

session. The copied session will appear with “(copied)” at the end of the session name.

To copy a session, click on the blue copy icon (    ) under the Actions column.

Once the session is copied, you are able to make changes to the details and add respondents. 

This is an easy way to quickly add multiple sessions (different clients) with the same settings 

without having to fill in the form each time.

Deleting a Session

To delete a session, click on the red bin icon (   ) under the Actions column in the Sessions 

table.

Note: Only the session sponsor can delete the session.

COPYING AND DELETING SESSIONS
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MANAGING RESPONDENTS
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Navigating to Respondents

Once your session is correctly configured, and the clients have been added to the engagement 

- click on the yellow respondents icon (    ) under the Actions column (Option 1), or by 

clicking “Respondents” from the grey overhead menu bar when viewing the details of a 

session (Option 2).

Option 1

Option 2

Pre-Conditions for adding respondents

Before you can add respondents to the session, you need to ensure that the respondent you 

want to add has been added to the Client team under the engagement in EMS. For more about 

adding client users to B-Digital, please refer to the "Adding Client Users to B-Digital" Cheat 

Sheet.

1 2

3
4

You will land on a page with a table of respondents where you can perform the following 

actions:

1. Add Respondents –Add Respondents to the session 

2. Delete all records – deletes all respondents

3. Select respondents to Delete / exclude / re-include / send the questionnaire back to

4. Send a message, invitation or reminder to specific respondents – Emails the respondents

http://b-digital.support/docs/cheatsheets/addclientusers.pdf


MANAGING RESPONDENTS
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Adding a Respondent

Click on the               button and select the client from the top dropdown list, followed by the 

client user who will be answering the questionnaire, from the bottom drop down list. Once 

complete, click on the “Add” button. 

Deleting, Excluding and Re-Including Respondents

To delete a respondent, click on the       icon under the Actions column. To delete multiple 

respondents in one go, select the clients using the checkboxes in the left column then click on 

the “Delete” option under “With Selected Records”  

You can also exclude respondents (meaning that they will no longer be able to answer or 

continue answering the questionnaire) or re-include clients. If you require the respondent to 

change their answers once they have finalised the questionnaire, you can use the “Send 

questionnaire back” option.



Inviting Clients to answer the questionnaire

In order for the client to be notified about the questionnaire, you will have to invite them to 

the questionnaire. To invite an individual respondent use the      icon under the Actions column. 

A pop-up will appear where you can edit the subject and message body before sending the 

invitation. Once the initial invitation has been sent, you can use the same green envelope icon 

to send reminders.

Alternatively to send an invitation or reminder to multiple users, select the users using the 

checkboxes in the left column, followed by clicking on the                                button. 

A pop-up will appear where you will need to select the invitation or reminder option. You are 

then able to fill in the subject for the email as well as any other message you would like to 

include.

Note: The client has to be logged in to B-Digital in order to answer and finalise the 

questionnaire. 

NB: Please add the above note in the “Email Body” part of your invitation to the client so they 

are aware of it before beginning the assessment.

NB: When using the second option, for both Invitations and reminders ensure that the “Add link 

to this session in the message” option is checked as clients can only access the questionnaire 

through a link.

MANAGING RESPONDENTS
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To view a list of respondents, their assessment status, summary and report, click on the “Respondents 

Reports” option under the Data Governance menu.

Summary

To view a summary of the respondent's answers and set priorities, click on the blue view icon (     ) 

under the Actions column.

The summary table provides an overview and overall rating per question. It also allows an administrator 

to set a priority for each question. (The priority value is saved as soon as it is selected). This table can 

also be exported to a pdf document by using the         option in the top right corner.

Report

To view and extract the report for the respondent, click on the green arrow icon (     ) under the Actions 

column, followed by the         button in the top right corner.

RESPONDENT REPORTS
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Note: You can only view the summary and report where a respondent has “Completed” the questionnaire. 

Other questionnaires with a status of “Not Started” or “In Progress” will have greyed out icons under the 

Actions column, which cannot be selected.



Configure Answers

Configure answers by adding a percentage value weight to different answer options.

Select the “Config Answers” option from the Data Governance dropdown menu in order to add/edit 

percentage values to answer options.

To add a new answer configuration, click the               button, complete the pop-up form and click                           

To edit an existing answer configuration, click the green edit icon (    ) under the Actions Column. 

To delete an existing answer configuration, click the red bin icon (    ) under the Actions Column.

CONFIGURATIONS – CONFIGURE ANSWERS
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The following configurations will be pre-configured based on the spreadsheet provided, however they 

can be adjusted and additional records can be added. Note that these configurations will apply to the 

Report across all clients.



Configure Impacts

Configure the impact on the client based on the percentage vale of the answer for each question.

Select the “Config Impacts” option from the Data Governance dropdown menu in order to add/edit 

impacts per question, based on the answers.

To add a new impact configuration, click the               button, complete the pop-up form and click        

To edit an existing impact configuration, click the green edit icon (     ) under the Actions Column. 

To delete an existing impact configuration, click the red bin icon (    ) under the Actions Column.

CONFIGURATIONS – CONFIGURE IMPACTS
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Configure Recommendations

Add a recommendation for each question, based on the answer selected by the client.

Select the “Config recommendations” option from the Data Governance dropdown menu in order to 

add/edit recommendations per question, based on the answers.

To add a new recommendation configuration, click the               button, complete the pop-up form 

and click        . 

To edit an existing recommendation configuration, click the green edit icon (     ) under the Actions 

Column. 

To delete an existing recommendation configuration, click the red bin icon (    ) under the Actions 

Column.

CONFIGURATIONS – CONFIGURE RECOMMENDATIONS
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ADDITIONAL 

INFORMATION



ADDING A NEW QUESTIONNAIRE
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There will be one data governance questionnaire which is required to be added by an administrator. 

That questionnaire will be used by multiple clients through different sessions. This guidance is to be 

used when adding a new questionnaire with different sections and questions to the original Data 

Governance Questionnaire.

1. To create a new questionnaire, click on the “Questionnaires” option under “Administration”.

2. You will be taken to a screen which lists all questionnaires all questionnaires in the application. To 

add a new questionnaire, click the                    button and fill in the pop-up form that appears.

NB: Make sure “Data Governance” is selected under “Category” and that the message about 

being logged in in order to answer and finalise the questionnaire is added to the Description. 



COPYING AND EDITING A QUESTIONNAIRE
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Copying a Questionnaire

If there is an existing Data Governance Questionnaire which you would like to use, make a 

copy of the questionnaire by selecting the blue copy icon (     ) under the Actions column.

A copy of the questionnaire details and configurations (NOT sessions) will be created with 

“(copied)” at the end of the questionnaire name. You can then make changes to the copy 

without impacting the original questionnaire.

Editing a Questionnaires Details

To edit a questionnaires details, click on the green edit icon (     ) under the Actions column.

Editing a Questionnaires Questions

To edit a questionnaires questions, click on the blue view icon (    ) under the Actions column.

Click on the               button to start editing questions. 

Note: Only questionnaire administrators can edit the questions of a questionnaire.

NB: Do not edit the questions on the original Data Governance Questionnaire unless you are 

absolutely sure they need to be changed.  



SECTIONS AND QUESTIONS
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Adding a Section / Question

Once you have clicked on the “Edit Questions” button you will be navigated to the page pictured 

below.

To add a section or question, right click on the folder under the “Questionnaire Profile” button. 

Navigate to the “Add” item and select the item type you would like to add. You can also duplicate 

or delete questions or sections the same way.

Editing a Section / Question

You can edit the name of a section and add a description and / or special instructions



SECTIONS AND QUESTIONS
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Editing Question Details

The following edits can be done for questions:

• Question Text: Type in your question

• Display Order: Where the question will appear

• Select if the question is mandatory

• Select whether the respondent can add additional comments

• Select if the question is a reviewable item (not applicable to data governance)

• Select to display the question as a sub question on the same page as another question

• Enter a description and / or special instructions

• Change answer type (See next page)



SECTIONS AND QUESTIONS
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Change Answer Options

Click on the                             button.

You can then choose the question type (dropdown, short answer, multiple choice, etc.). Move 

through the other tabs to add validation, routing and alerts to your questions if applicable.
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