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Completing an Inspection

Step 1: To complete an Inspection on the Desktop. Open Step 2: Use filter bar to filter for the Assigned
the Active Inspections screen for your department. inspection you wish to complete. Double click the
inspection to open the detail screen.

Inspections ~| Supply Chain ~ Billings ~

Active Inspections » “ Engineering ‘
Welcome Page  Active Inspection Work - Engineering
Recently Completed All New Inspection View Mass-Create Assign/Reassign Unassign Cancel |(] Show Future ltems ~Clear Filter
Select Location Filter Clear Location Filter
Schedule
Aging D Location Work Requested Assigned To Inspecting Work Of [
Templates v 0 0 0 0 -
S h 617 Master Building Building Exterior and Facade Hoover, John E (Air Ha... [None]
earc
Dashboard
Step 3: From this screen use
the convenience tools to iccome Fege | Aciv Inspecion Wor- Enginering  [617) Buiing Exterior and Facade -
Suspend Complete Cancel | Create Template | Reports - Default View | Save Save/Close Print/Close Close
update the results Of the Main Tasks (3/21, 6667%) Costs Comments (1) Joumal Enties Log Notifications
II’]SpECtIOﬂ Request Building Exterior and Facade d Status:  Incomplete (Assigned)
Lecsaor g Masicr Buking | Expected Start [12/ 1/2022 236PM [~ |
, . Reported By Staff | Reported By Guest Staff Name: B owesy [@ En 2%EM O]
|nspect|ng the Work Of Type: Public Area Inspection (Engineering) ~ Prioiity:  Medium v Overdue By (@ 2202023 23%6PM O+ |
. . Occupied Status Expies: (12 9203 @7 -
field is where you can Occpied Sit: uay <] cusstname T | ssomee roovendame -
add the name of the Descripton LastAssigned: 12/1/20222:37PM
Started: () 2/ 92023 236PM @~ |
person whose work you
. . N/A
are inspecting. If you WorkTime
Entered by Zambeck. Michelle on 12/1/2022 2:36 PM Mobile-Received: 12/1/2022 241 PM
are inspecting the \
Inspecting the Work Of.  [Nobody] -
uality of a location it
will show as Nobody.
. Welcome Page Active Inspection Work - Engineering Recently Completed Inspections [617] Building Exterior and Facade™
ep 4: Your organization may
. Suspend Complete Cancel = Create Template | Reports - ’
Main  Tasks - %) Costs Comments(1) JournalEnlries Log  Nofifications
have decided to default all Tasks (/21 10000
Edit Delete | Move Up Move Down | Select All Deselect All Change Selected Tasks to: ~ Add/Edit Notes on Selected | New Standard Work Order
task to Passed. Update the
p # | Wei | Name Status Notes Summary Extra Request? | Skip Reason
status of any Incomplete or e
1 1 Inspect Overall Condition Passed O
Failed taSkS by USing the 2 1 Check Siding For Any Needed Repairs Passed 0
3 1 Check Siding For Any Needed Repairs Passed ]
dro pd own arrow in the Status 4 1 Check Glass For Caulking & Repair Passed (m]
5 1 Check Trim - Repair/ Paint Passed (m]
6 eck Door Hardware - Repa Passed [ Door knob loose
COlUmn. 7 1 Paint Door & Wood As Needed Incomplete O
] 1 Check Doar Lack Operation - Ok? Passed O
Failed
. . 9 1 Check Brickwork - Cracks? Repair .}
If a task Fa’ls, add the fa'led 10 1 Check Walkways - Cracks, Chips? Repair Passed [m]
. 11 1 Wash Down Siding as Needed Passed @]
reason to the Note field. 12 1 Wash Down Walkways as Needed Passed 8]
. 13 1 Check for and fix Loose or Wavy Vinyl Siding ===l Incomplete Ol No Assets
If a task is marked Incomplete 14 1 Checkfor and fix Cracked and/or Failed Caulking & S.| Passed O
. . 15 1 Check for and fix Wood Rot Around Windows, Etc. Passed -]
add the Sk|p Reason in the 16 1 Chack for and fix Cracks in Stucco and/or Brick Joints| Passed O

21 Tasks

proper column.

If all tasks are defaulted to Incomplete use the Select All button, move two buttons to the right, click the
Change Selected Tasks to: button, and select Passed. Update the status of any Incomplete or Failed tasks by
using the drop-down arrow.

Welcome Page Active Inspection Work - Engineering [617] Building Exterior and Facade™®

Suspend Complete Cancel | Create Template | Reports -
Main  Tasks (4/21, 100.00%) Costs Comments (1) JoumnalEntries Log  Nofifications

Edit Delete | Move Up Move Down | Select All Deselect All | Change Selected Tasks to: '| Add/Edit Notes on Selected | New Standard Work Qrder
# | Wi | Name [ Incomplete Summary
sl Passed
1 1 Inspect Overall Condition Gt Failed
2 1 Check Siding For Any Needed Repairs
3 1 Check Siding For Any Needed Repairs Passed
4 1 Check Glass For Caulking & Repair Incomplete



Step 5: New Standard Work Order button creates a work order with the Location and Reporter pre-populated. It
also notes that the work order was created from this inpsection for tracking and reporting purposes.

Welcome Page Active Inspection Work - Engineering Recently Completed Inspections [617] Building Exterior and Facade™
Suspend Complete Cancel Create Template | Reports ~ 1’
Main  Tasks (20/21, 100.00%) Costs Comments (1) JoumalEnties Log  Notifications
Edit Delete Move Up Move Down @ Select All Deselect All Change Selected Tasks to: - Add/Edit Notes on Selected | New Standard Work Order
# | Wei Name Status Notes Summary Cxtro Request? | Skip Reason
a
1 1 Inspect Overall Condition Passed [}
2 1 Check Siding For Any Needed Repairs Passed O
3 1 Check Siding For Any Needed Repairs Passed O

Step 6: CommeﬂtS/PhOtOS can Main  Tasks (73/73. 10000%) Biling Cosis Associated Billings Joumal Enies Log  MNolifications
be added on the Comments tab, | NewComment Edit Delete

MNew Comment
Date

by clicking the New Comment | R D & =) ¥
button. @ 1/30/2023 12:14 PM
A comment )
is required.
' Make sure that the photo is
® saved to your desktop. Click . .
Browse to locate the photo
within your files. ==

Step 7: Once all data has been added’ Welcome Page Active Inspection Work - Engineering [617] Building Exterior and F
click the Complete button. Suspend JComplete | Cancel Create Template Reports ~ ,:

Main Tasks(20/21, 100.00%) Costs Comments (1) JoumalEnties Log  Notifications

Edit Delete = Move Up Move Down | Select All Deselect All Change Selected Task
# | Wei | Name

Status Notes
Step 8: Update the Complete Work Complete Work Order
Order dialog box with two of the three e s
parameters - Start time/date, Duration, | Swed OCocide (2o Dolat 2% P
or Completed tlme/d ate The thlrd ' Duration: () Calculate Days 0% Hours 03 Minutes: 0
parameter will be calculated by the | , A A&
Completed: @ Calculale 2/ 9/2023 ] & 2 50 PM
System . R
() This work order is being backdated (set Expected Stattto Actual Start)
| Comment:
Step 9: Click OK to complete the work
order = 0K Cancel
Somers Comiets Conee | oot Tompis | Renore - QT R
Step 10: Click Save/Close. e e omenl) e 9 e AT o oo
Location:  Master Building ~| E——
ReportedBy:  Staff «  Reporied By Guest SafiName: [ ] Duety
(o] :/:‘E‘P“"“CA'EE e = S - Overdue By: __ 2/20/2023 2:36PM (=5

Occupied State: Away ~ GuestName:

Assignee: Hoover, John E

Lo

LastAssigned: 12/1/2022237PM
Description

Started: | 2/ 9/2023 230PM (=14

Work Time: 21 mins.
Entered by Zambeck. Michelle on 12/1/2022 2.3 PM

Mobile-Received: 12/1/20222:41 PM




