KWPMC Desktop
Creating Ad Hoc Inspections

Step 1: From the Inspections dropdown menu, select Active Inspections for your
department.

Step 2: Click New Inspection to create an Inspection Work Order for ONE location.

Step 3: When the New Inspection dialog window opens, enter the Inspection details.

1: Enter the Location being inspected or where the Inspection is taking place

2: Use the drop-down to select the Inspection Template

3: If you are inspecting the work of an individual, choose their name from
the Inspecting Work Of drop-down

4: Scheduled For - This defaults to when you open the screen but can be
adjusted for a future scheduled Inspection

Then click OK



KWPMC - Asgard Desktop
Mass-Creating Ad-Hoc Inspections
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Step 1: From the Inspections dropdown menu, select Active Inspections for your department.
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Step 2: Click Mass-Create to create Inspection Work Orders for MORE THAN ONE location.
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Step 3: When the Mass Add Inspections screen opens, select a Template and the name of the
person creating the Inspection Work Orders.
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Step 4: Click the Add Locations button and use
By searching... to locate and select the Locations
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where the Inspections need to be completed.

% The Mass-Create function is limited to 25 work orders at a time.
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Step 5: To search for an area, zone, residences or
location type, enter the search criteria into “Where
the path contains” field.

To select residences, enter #. To search for a specific
area, enter the name and click “Search”.

e Use “Select All” to select all locations.
e To select specific locations, hold down the control key
while using your mouse to select the preferred locations.
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You can also sort by clicking on the Column e -
headers. Path column sorts locations numerically
or alphabetically. Location Type sorts by grouping.
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Notice if you hover over any column header a little

funnel appears on the right for advance filtering. :
The dialog box opens to Values and you can select )
one or more. Open the Text Filter tab for more
filtering options.
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Step 7: You can modify the Expected Start, Occupied State and Inspected User for each of these
locations by mass editing or individually.
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change the date/time to tomorrow at arrow in the Expected Start column to update
8:00am and click OK. the date and time for that location.

Step 8: Once you have set the expected

Welcome Page Active Inspection Werk  Mass Add Inspections

start times, click Create Scheduled Items. e T P 5]
Repomed By. Sl Sial Mame: Katara_Laner Kayla (Engresting)
Add Locations = Remaove t Select Al Set Expected Start  Set Occupied State Set
Locatie Sublype Expected Stan Ocoupeed...  Inspected User
ML 0 ‘0 0 ‘0
AT Closat /242023 8:45 AM tot Ocou.  [Nona]
AL Closet /242023 B:45 AM hiet Occu.  [None]
AL Ciosat /242023 B:45 AM bt Occu.  |None]
AT Closat 2/24/2033 B:45 AM Wet Ocou.  [None)
AL Mechanical Room 2242023 B:45 AM bt Occu..  [None]
AC Machanical Room 224/2003 8:45 AM Wt Ocou.  [Nona]
AL Mechanical Room 2242023 B:45 AM het Ocou..  [None]
AL Mechanical Room 2/24/2023 8:45 AM Wot Ocou. [Nona]
& Locations

Coeate Schiduled Rems Cancal




KWPMC Desktop
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.

Step 3: From this screen use
the convenience tools to
update the results of the
inspection.

Inspecting the Work Of
field is where you can
add the name of the
person whose work you
are inspecting. If you
are inspecting the
quality of a location it
will show as Nobody.

Step 4: Your organization may
have decided to default all
task to Passed. Update the
status of any Incomplete or
Failed tasks by using the
dropdown arrow in the status
column.

If a task Fails, add the failed
reason to the Note field.

If a task is marked Incomplete
add the Skip Reason in the
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.



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 ~ .
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 Nates Summary Cxtro Request? | Skip Reasan

1 1 Inspect Overall Condition Passed
2 1 Check Siding For Any Needed Repairs Passed
3 1 Check Siding For Any Needed Repairs Passed
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Step 6: Comments/Photos can
be added on the Comments tab,
by clicking the New Comment
button.

' 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,
click the Complete button.

Step 8: Update the Complete Work
Order dialog box with two of the three
parameters - Start time/date, Duration,
or Completed time/date. The third
parameter will be calculated by the
system.

Step 9: Click OK to complete the work
order.

Step 10: Click Save/Close.



KWPMC Desktop
Recently Completed Inspections

Step 1: Click the Inspections tab, Click Step 2: Use the drop-

Recently Completed down menu to select
atime frame

Step 3: To view more details for
Recently Completed Inspections,
highlight the Inspection (s) that you
want to view, Right-Click, and select
Print All Details for Selected Work
Orders.

A Print Preview will open a new window for ease of
reviewing or sharing with the Inspectee, if
applicable, for training and self-improvement
opportunities.

Scroll to view:
e All Tasks
e Failed Task notes
e Comments and/or Photos

Any Notes associated with a task
will appear below the task name —
in bold font



KWMPC - Desktop
Managing Active Scheduled Inspections

Step 1: Open the Active Step 2: The Active Inspections screen contains all of the active
Inspection drop-down from the Inspections that have been generated for your site by the system at the
Inspection tab. Select a beginning of the period in which they should be completed.
Department.

¢ The bottom left-hand corner gives you the total Inspections.

¢ The different columns provide information at a glance that will help
you manage your Inspections.

e Use the green filter bar to narrow the data for a column (for example
filter for all Building Inspections that need to be completed).

Step 3: The two most important columns provide you with critical information that enables you to
decide the best course of action when prioritizing and assigning your Inspection work.

e Last Completed column gives you the date that the Inspection work order was last completed at that

location.
¢ Days Since Last Completed column is the actual number of days since the work was completed at that
location.
Aging D Location «  Work Requested Department = Assigned To Inspecting Work Of | Last Completed fiDays Since Last Completed
o ﬂ o T B o = =
1985 #PG-32205 HVAC INSP - MTH Engineering  [MNone] [Mone] 11/2/2022 116
1971 #PG-32206 HVAC INSP - MTH Engineering  [MNone] [Mone] 11/3/2022 115
1989 #PG-32208 HVAC INSP - MTH Engineering  [MNone] [Mone] 2/5/2023 21
1982 #PG-3PHO2 HVAC INSF - MTH Engineering  [MNone] [Mone] 2/6/2023 20
1081 #PG-3PHO3 HVAC INSP - MTH Engineering  [MNone] [Mone] 2/7/2023 19
1976 #PG-3PHOG HVAC INSP - MTH Engineering  [MNone] [Mone] 2/7/2023 19
1088 #PG-3PHOB HVAC INSP - MTH Engineering  [None] [Mone] 2/7/2023 19
1979 Alluva HVAC INSP - MTH Engineering  [MNone] [Mone] 2/7/2023 19
Step 4: Clicking on Days Since Last Completed Step 5: Clicking on the Location column groups the
sorts the Inspections up and down locations together, allowing you to consolidate the
numerically, listing the location with the work and assign several Inspections to be completed

longest time since it was last completed. by the same person.



KWPMC - Asgard Desktop
Using the Inspection Matrix

Step 1: Highlight the Inspection you are interested in and click View Matrix in the upper right-hand
corner of the screen.

Step 2: The Matrix shows a complete status view of the highlighted PM for all locations. Check the
Show Last Completion Date box to see the last date the Inspection was completed at each location.

Step 3: The colors give you additional information. The Color Key and percentage of the completion
rate are at the bottom of the page.

GREEN - Inspection completed this period (QTR/ANN/MTH etc.)

- Inspection completed last period but has not yet been completed this period
RED - Inspection not completed for at least the last two periods

- Indicates a location is out of service or unavailable



Step 4: To print the Matrix, click the Print button in the right-hand corner.
The Print Preview will open in a new window.

Step 5: You can view and assign incomplete Inspections from the Matrix. Double click on a
yellow or red location to open the Inspection.

Use the Assignee
field on the right-
hand side of the
screen to assign the
Inspection.
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