
 
 

Inspection Management Module 

1. You can create new inspection checklists or store any external inspection reports 
here. 

2. Click on the ‘Module Overview’ at the navigation bar. 
3. Following page will open. 
4. Click on ‘Inspection Management Module.’ 

 

 

 

  



 
 

Inspection Management Module Dashboard 

1. Inspection report module. 
2. You can upload external inspection report by clicking on ‘Upload External Inspection 

Report’. 
3. You can search any inspection management module with combine search. 

   

   

 

  



 
 

Adding New External Inspection Report 

1. You can add the new inspection report of the inspection report module by clicking on 
‘Add New Inspection Report’ on the dashboard. 

2. Fill in all the relevant details. 
3. Upload the file by clicking on ‘Choose File’ and uploading the any document (pdf, doc, 

docx, max size: 5MB). 
4. Click on ‘Submit’ to submit your details. 
5. An alert box will show up then click ‘OK’. 

   

     

  



 
 

Uploaded External Inspection Report Dashboard 

1. The ‘Upload External Inspection Report’ dashboard allows the user to see and access all 
the required information. 

2. You can view the upload external inspection report by clicking on 
3. You can download the upload external inspection report by clicking on  
4. You can Edit the upload external inspection report by clicking on      
5. You can delete the upload external inspection report by clicking on 
6. You can move to archive the upload external inspection report by clicking on 
7. By clicking on ‘Back’ button to go back to previous page. 
8. You can search here for any upload external inspection report. 

   

 

  



 
 

Viewing / Downloading the External Inspection Report 

1. Click on ‘View     ’ at the upload external inspection report dashboard. 
2. Click on ‘Download     ’ at the upload external inspection report dashboard. 
3. You can view the ‘Upload External Inspection Report’. 
4. By clicking on ‘Back’ button to go back to the previous page. 

  

  

 

  



 
 

Editing the Upload External Inspection Report 

1. Click on ‘Edit     ’ at the upload external inspection report dashboard. 
2. The edit form will open up showing the entries.  
3. Edit the form as necessary. 
4. Upload the file by clicking on ‘Choose File’ and attach the any document if required. 

(pdf, doc, docx, max size: 5MB). 
5. Update the relevant details and click ‘Update’. 
6. An alert box will show up then click ‘OK’. 

 

  

  

 



 
 

Deleting the Upload External Inspection Report 

1. Click on ‘Delete (    )’ at the upload external inspection report dashboard. 
2. You can delete the upload external inspection report, as appropriate by clicking on. 
3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
4. Click ‘Cancel’ if you want to cancel the action. 
5. A message will show up with successfully delete message. 

 

 

 

 



 
 

Archiving Upload External Inspection Report 

1. Here we can view all archived in the upload external inspection report in archive 
section. 

2. Click on ‘Archive    ’ at the upload external inspection report dashboard. 
3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
4. Click ‘Cancel’ if you want to cancel the action. 
5. An alert box will show up then click ‘OK. 

  

  

  

  



 
 

Inspection Report Module Dashboard 

1. Work on inspection checklists. 
2. You can create inspection checklist by clicking on ‘Create Inspection Checklists’. 

 

 

  



 
 

Create Own Inspection Report 

1. You can create your own inspection report of the checklist by clicking on ‘Create Your 
Own Inspection Report’ on the dashboard. 

2. Write the inspection checklist name in the alert box. 
3. Click to submit otherwise click cancel. 
4. The new inspection checklist with the allotted name will be created. 

  

 

  

  

  



 
 

Title of Inspection Checklist 

1. To make edit / update to the inspection checklist, click on your created checklist on the 
dashboard. 

2. You can edit or update details in the ‘Title of Inspection Checklist’. If appropriate. 
3. Click to submit. 
4. An alert box will show up then click ‘OK’. 

 

 

 

 

  

 

 

 

   

 



 
 

Adding Section of Inspection Checklist 

1. On this dashboard you will see section of inspection checklist. Here you can Add, Edit or 
Delete checklist. 

2. You can add checklist section in the ‘Inspection Checklist’. 
3. Click to submit. 
4. An alert box will show up then click ‘OK’. 

 

 

 

 

 

  



 
 

Editing the Section of Inspection Checklist 

1. After adding the above section, you will see a checklist something like this on your 
dashboard. 

2. You can edit this checklist as per your convenience. 
3. By clicking on ‘Edit     ’ you can edit the section of inspection checklist. 
4. Click ‘Submit’ in the alert box if you agree with the statement in the alert box. 
5. Click ‘Cancel’ if you want to cancel the action. 
6. An alert box will show up then click ‘OK’. 

 

  

  

  



 
 

Deleting the Section of Inspection Checklist 

1. You can also delete this checklist as per your convenience. 
2. By clicking on ‘Delete    ’ you can delete the checklist. 
3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
4. Click ‘Cancel’ if you want to cancel the action. 
5. An alert box will show up then click ‘OK’. 

 

 

 

  

  



 
 

Adding the Items in the Section of Inspection Checklist 

1. You can add items in the section list of inspection checklist. 
2. Select the section for which you want to add item from the drop-down menu. 
3. You can write your item in the section here. 
4. Click to submit. 
5. An alert box will show up then click ‘OK’. 

 

 

 

 

 

  



 
 

Editing the Item in the Section of Inspection Checklist 

1. You can also edit this edit item in the section of inspection checklist as per your 
convenience. 

2. Select the section for which you want to edit the item from the drop-down menu. 
3. You can edit your item in the section here. 
4. Click to submit. 
5. An alert box will show up then click ‘OK’. 

 

 

 

 

 

  



 
 

Deleting Item in the Section of Inspection Checklist 

1. Here you can delete any item which you want to delete in the section of Inspection 
checklist. 

2. By clicking ‘Delete    ’ you can delete the item. 
3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
4. Click ‘Cancel’ if you want to cancel the action. 
5. An alert box will show up then click ‘OK’. 

 

   

   



 
 

Work on Inspection Checklists Dashboard (Work Via Email Link) 

1. You will see the Inspection Reports by clicking on ‘Inspection Reports (Work via 
internal)’. 

2. You will see the inspection report by clicking on ‘Inspection Reports (Work via email 
link)’. 

3. By clicking on ‘Back’ button to go back to the previous inspection report module page. 

 

  

 

  



 
 

Inspection Report Dashboard (Work Via Email Link) 

1. Here you can see the inspection report (work via email link). 
2. If you click it, you will get to see a new dashboard. 

 

 

 

 

  



 
 

Inspection Checklist Dashboard (Work Via Email Link) 

1. Upon clicking the ‘Inspection Report’ the inspection report (work via email link) 
dashboard will open then you have click on call center audit will open displaying 
following information. 

2. Click on assign to start working on an inspection checklist. 
3. By clicking hare you can create new inspection checklist. 
4. All inprocess inspection checklist show up here. 
5. All completed inspection checklist show up here. 
6. All condemned (trash) inspection checklist shows up here. 
7. All Archived inspection checklist show here. 
8. Click on ‘Download Assign Status’ to download assign status / right allocation inspection 

checklist report (work via email link) according to the user permission an inspection 
checklist dashboard. 

  

 

 

  



 
 

Users Right Assign / Unassigned Inspection Checklist (Work Via Email 
Link) 

1. Here you can assign / unassigned right allocation to the selected users. 
2. Here you can assign ‘number of forms to be assigned’ to the selected users. 
3. Here you can allocate permission who can ‘view, edit, publish, condemned’ the selected 

users.  
4. Click to ‘Assign’. 
5. Click ‘Cancel’ if you want to cancel the action. 
6. An alert box will show up then click on ‘OK’. 

 

  

  

  

 

 

 

 

 

 



 
 

User Rights and Form Quantities Assign / Unassign thru Email 
Notification (Work Via Email Link) 

1. Here you see user or client rights and form quantities assign / unassign.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Inspection Checklist New Form (Work Via Email Link) 

1. Fill in all the relevant details. 
2. By clicking on the signature button, the signature field will open for signing. 
3. Now do your signature here. 
4. Click to ok. 
5. Click on ‘Submit’ for save you details. 
6. Click on ‘Go to Dashboard’ to go back to the main dashboard of inspection checklist. 
7. Click on ‘Go to Inspection Checklist’ to go back to the inspection checklist (work via email 

link) dashboard. 

 

 

 

 

     

  



 
 

Inprocess Dashboard (Work Via Email Link) 

1. The ‘Inprocess’ dashboard allows the user to see and access all the required 
information. 

2. You can view the inspection checklist by clicking on  
3. You can edit the inspection checklist by clicking on         
4. You can publish the inspection checklist by clicking on   
5. You can condemned (Condemned: Unfit for use) the inspection checklist by clicking on 
6. By clicking on ‘Go to Dashboard’ button to go back to the inspection checklist (work via 

email link) dashboard. 
7. You can search here for any inspection checklist. 

    

 

  



 
 

Viewing the Inprocess Inspection Checklist (Work Via Email Link) 

1.  You can view the inspection checklist by clicking on ‘view    ‘ icon in the inprocess 
dashboard. 

2. Here you can view all the details in the inspection checklist (work via email link). 
3. Compliance status: -  

        0 – Not complaint. 
        1 – Partially complaint. 
        2 – Fully complaint. 
 N/A – Not applicable. 

4. Heading color: - 
       - Yellow color is partially completed section. 
       - Red color is untouched section. 
       - Green color is completed section. 
       - Blue color is activated section / opened section. 

5. You can see overall score and section by score by clicking here. 
   

     

   

 

 

 

 

   

  

 

 

 

 

  



 
 

 

 

 

 

    

  

   

 

 

 

  



 
 

  

6. Color rating: - 

  0 – 24.99% 

  25 – 49.99% 

  50- 74.99% 

  75 – 100% 
  



 
 

Inspection Checklist Score Card (Work Via Email Link) 

1. Here you can view overall score and section by score. 
2. You can close this score card tab by clicking on 'Exit'. 

 

   



 
 

Editing the Inprocess Inspection Checklist (Work Via Email Link) 

1. You can edit the inspection checklist by clicking on edit button in the inprocess 
inspection checklist (work via email link) dashboard. 

2. The edit form ‘Inspection Details and About Facility’ will open showing the entries. 
3. Edit the form as necessary. 

 

 

    

  

 

 

 

 

   

 

 

 

 

 



 
 

4. Update the relevant details and click on ‘Save’. 
5. An alert box will show up then click on ‘OK’. 
6. Click on ‘Next’ button to edit the next form. 

     

  

 

                                     

 

 

 

 

 

 

 

 

 

 

  



 
 

7. After saving the form and clicking on ‘Next’, another new section ‘Product’ will open 
with us. 

8. Edit the form as necessary. 
9. You can write here comment for complaince. 
10. Here you click the complaince status as per applicable. 

 C     0 – Not Complaint. 
        1 – Partially Complaint. 
        2 – Fully Complaint. 
 N/A – Not Applicable. 

11. Here you can upload evidance in PDF format only and then click upload file. 
12. Here you can upload image or capture snapshot. 
13. Then click to ‘Save’. 
14. Click on ‘Previous’ to go back to the previous section. 
15. Click on ‘Next’ to go next to the next section. 

   

 



 
 

16. By Clicking here, you can upload any image. 
17. Upload the image by clicking on ‘Choose Image’ and click the ‘Yes, I like the picture’ for 

like the picture. 
18. Click to upload image. 

 

 

 

 

 

  



 
 

19. By Clicking here, you can capture snapshot. 
20. Capture you image here by clicking ‘Take Snapshot’. 
21. Click to ‘Submit’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

22. An alert box will show up then click ‘OK’. 
23. Now this section is completely filled with comments compliance, compliance status, 

uploade evidence, color code, total score and snapshot. 

   

  

24. Heading color: - 
       - Yellow color is partially completed section. 
       - Red color is untouched section. 
       - Green color is completed section. 
       - Blue color is activated section / opened section. 

  



 
 

Sign off Section the Inspection Checklist (Work Via Email Link) 

1. After editing all the section, we must signature these forms. 
2. We can publish the forms only after signature the section. 
3. Fill in all the relevant details. 
4. By clicking on the signature button, the signature field will open for signature. 
5. Now do your signature here then click ‘OK’.   

 

                                                                                                                                                                                                                                                          
 

 

 

 

 

 

 

 

 

 

 



 
 

6. Click to ‘Save’. 
7. An alert box will show up then click ‘OK’. 
8. Click on ‘Back’ to go back to the inspection checklist inprocess dashboard (work via 

email link). 

 

   

  

 

 

 



 
 

Mail Notification (Work Via Email Link) 

1. Once you submit the document for publishing a new page will open up. Here you 
can send the document to any internal or external user. 

2. Write any comment from sender here.  
3. Click on ‘Send Email’. 
4. On the right panel you can send the document by email to any internal users or 

clients, as per your choice, by checking the box against their names. 
5. On the left panel you can send the document by email to any of the external user by 

typing their email ids separated with commas. 
6. Click on’ Go to Dashboard Section’ to go back to the main dashboard of inspection 

checklist. 
7. Click on’ Go to Complete Section’ to go back to inspection checklist (work via email 

link) complete section dashboard.  
8. An alert box will show up then click ‘OK’. 

    

 

 

 

 



 
 

Publish Inprocess Audit Checklist (Work Via Email Link) 

1. Click on ‘Publish (    )’at the dashboard to publish inspection checklist (work via email 
link). 

2. Please remember that once you publish the manual no amendments or changes can be 
done.  

3. Fill the Approved by details. 

  

  

 

 

 

 



 
 

4. Do your Signature here. 
5. If you agree to save signature, click on 'OK' in the sign pad otherwise click ‘Cancel’. 
6. Click to publish. 
7. If you agree to publish section of  inspection checklist, click 'OK' in the alert box 

otherwise click ‘Cancel’. 

 

  

  

 



 
 

8. If you agree to publish section of inspection checklist, click 'OK' in the alert box 
otherwise click ‘Cancel’. 

9. The inspection checklist will be published. 

 

  

 

  



 
 

 Completed Inspection Checklist Dashboard (Work Via Email Link) 

1. Here you can view all completed status inspection checklist. 
2. Click the number shown under ‘Completed’ and go to the completed status inspection 

checklist dashboard. 
3. You can search here any completed status inspection checklist. 
4. You can archive any inspection checklist by clicking on.  

   

 

 

 

 

 

 

 

 

 

 



 
 

5. Click on ‘OK’ in the alert box if you agree with the statement in the alert box. 
6. Click on ‘Cancel’ in the alert box if you do not agree with the statement in the alert box. 
7. Again, you will see the alert box of ‘Successfully Archived’. 
8. Then you will see ‘Go to Archived Section’ and ‘Go to Completed Section’ button the 

alert box. 
9. By clicking the ‘Go to Archived Section’ button, you will directly go to the archived 

inspection checklist dashboard in the Archive Module. 
10. By clicking the ‘Go to Completed Section’ button, you will go to the completed 

inspection checklist dashboard. 

  

  

 

 

 

 

 

 

 

 



 
 

Condemned Checklist Dashboard (Work Via Email Link) 

1. Here you can view the all condemned inspection checklist. 
2. Click the number shown under ‘Condemned’ and go to the condemned status 

Inspection checklist dashboard. 
3. You can search here any condemned inspection checklist. 
4.  You can view conedemned inspection checklist by clicking on 
5. Click on ‘Go to Dashboard’ to go back to the inspection checklist dashboard. 

  

 



 
 

  

  

 

 

 

 

 

 

 

 

 

 



 
 

  

  

  

  

 

   



 
 

Archived Inspection Checklist Dashboard (Work Via Email Link) 

1. Here you can view all archived inspection checklist. 
2. Click the number shown under ‘Archived’ and you will go to the archived inspection 

checklist dashboard. 
3. You can search here any archived status inspection checklist. 
4. You can view archived inspection checklist by clicking on 
5. Click on ‘Go to Dashboard’ to go back to the previous inspection checklist page. 

  

  

  



 
 

  

   

  



 
 

  

  

  

 

  



 
 

Work on Inspection Checklists Dashboard (Work Via Internal) 

1. You will see the Inspection Reports by clicking on ‘Inspection Reports (Work via internal)’. 
2. You will see the inspection report by clicking on ‘Inspection Reports (Work via email link)’. 
3. By clicking on ‘Back’ button to go back to the previous inspection report module page. 

 

 

  



 
 

Inspection Report Dashboard (Work Via Internal) 

1. Here you can see the inspection report (work via internal). 
2. if you click it you will get to see a new dashboard. 

  

   

 

  



 
 

Inspection Checklist Dashboard (Work Via Internal) 

1. Upon clicking the ‘Inspection Report’ the inspection report (work via internal) 
dashboard will open then you have click on call center audit will open displaying 
following information. 

2. Click on assign to start working on an inspection checklist. 
3. By clicking here, you can create new inspection checklist. 
4. All inprocess inspection checklist show up here. 
5. All completed inspection checklist show up here. 
8. You can condemned (Condemned: Unfit for use) the inspection checklist by clicking on 
6. All Archived inspection checklist show here. 
7. Click on ‘Download Assign Status’ to download assign status / right allocation inspection 

checklist report (work via internal) according to the user permission an inspection 
checklist dashboard. 

 

     

 

 

  



 
 

Users Right Assign / Unassigned Inspection Checklist (Work Via 
Internal) 

1. Here you can assign / unassigned right allocation to the selected users. 
2. Here you can assign ‘number of forms to be assigned’ to the selected users. 
3. Here you can allocate permission who can ‘view, edit, publish, condemned’ the selected 

users.  
4. Click to ‘Assign’. 
5. Click ‘Cancel’ if you want to cancel the action. 
6. An alert box will show up then click ‘OK’. 

 

 

 

 



 
 

User Rights and Form Quantities Assign / Unassign thru Email 
Notification (Work Via Internal) 

3. Here you see user or client rights and form quantities assign / unassign.  

  

 

  



 
 

Inspection Checklist New Form (Work Via Internal) 

1. Fill in all the relevant details. 
2. Click on ‘Submit’ for save you details. 
3. Click on ‘Go to Dashboard’ to go back to the main dashboard of inspection checklist. 
4. Click on ‘Go to inspection inprocess’ to go back to the inspection inprocess (work via 

internal) dashboard. 

   

  

  

  

 

 

 

 

 

  



 
 

Inprocess Dashboard (Work Via Internal) 

1. The ‘Inprocess’ dashboard allows the user to see and access all the required 
information. 

2. You can view the inspection checklist by clicking on 
3. You can edit the inspection checklist by clicking on 
4. You can publish the inspection checklist by clicking on 
5. You can condemned (Condemned: Unfit for use) the inspection checklist by clicking on 
6. By clicking on ‘Go to Dashboard’ button to go back to the inspection checklist (work via 

internal) dashboard.  
7. You can search here for any inspection checklist. 

 

 

  



 
 

Viewing the Inprocess Inspection Checklist (Work Via Internal) 

1. You can view the inspection checklist by clicking on view button in the inprocess 
dashboard. 

2. Here you can view all the details in the inspection checklist (work via internal). 
3. Compliance status: -  

        0 – Not complaint. 
        1 – Partially complaint. 
        2 – Fully complaint. 
 N/A – Not applicable. 

4. Heading color: - 
        - Yellow color is partially completed section. 
        - Red color is untouched section. 
        - Green color is completed section. 
        - Blue color is activated section / opened section. 

5. You can see overall score and section by score by clicking here. 

   

 

 

  

 

   

  



 
 

  

    

 

 

  



 
 

 

6. Color rating: - 

  0 – 24.99% 

  25 – 49.99% 

  50- 74.99% 

  75 – 100% 

 

   

 

 

  



 
 

Inspection Checklist Score Card (Work Via Internal) 

1. Here you can view overall score and section by score. 
2. You can close this score card tab by clicking on 'Exit'. 

  

  

  



 
 

Editing the Inprocess Inspection Checklist (Work Via Internal) 

1. You can edit the inspection checklist by clicking on edit button in the inprocess 
inspection checklist (work via internal) dashboard. 

2. The edit form ‘Inspection Details and About Facility’ will open showing the entries. 
3. Edit the form, as necessary. 
4. By clicking on ‘Send Status Update’ button, you can send inspection checklist on email. 

  

  



 
 

   

5. Update the relevant details and click on ‘Save’. 
6. An alert box will show up then click on ‘OK’. 
7. Click on ‘Next’ button to edit the next form. 

 

  

 



 
 

7. After saving the form and clicking on ‘Next’, another new section ‘Product’ will open 
with us. 

8. Edit the form, as necessary. 
9. You can write here comment for complaince. 
10. Here you click the complaince status as per applicable. 

       0 – Not complaint. 
       1 – Partially complaint. 
       2 – Fully complaint. 
 N/A – Not applicable. 

11. Here you can upload evidance in PDF format only and then click upload file. 
12. Here you can upload image or capture snapshot. 
13. Then click to ‘Save’. 
14. Click on ‘Previous’ to go back to the previous section. 
15. Click on ‘Next’ to go next to the next section. 

  

  

 

 

 

 

 



 
 

16. By Clicking here, you can upload any image. 
17. Upload the image by clicking on ‘Choose Image’ and click the ‘Yes, I like the picture’ for 

like the picture. 
18. Click to upload image. 

  

  

 

 

 

 



 
 

19. By Clicking here, you can capture snapshot. 
20. Capture you image here by clicking on ‘Take Snapshot’. 
21. Click to ‘submit’. 

 

  

 

 

 

 

 



 
 

22. An alert box will show up then click on ‘OK’. 
23. Now this section is completely filled with comments compliance, compliance status, 

uploade evidence, color code, total score and snapshot. 

 

 

24. Heading color: - 
       - Yellow color is partially completed section. 
       - Red color is untouched section. 
       - Green color is completed section. 
       - Blue color is activated section / opened section. 

  



 
 

Sign off Section the Inspection Checklist (Work Via Internal) 

1. After editing all the section, we must signature these forms. 
2. We can publish the forms only after signature the section. 
3. Fill in all the relevant details. 
4. By clicking on the signature button, the signature field will open for signature. 
5. Now do your signature here then click on ‘OK’.  

  

  

 

 



 
 

6. Click to ‘Save’. 
7. An alert box will show up then click ‘OK’. 
8. Click on ‘Back’ to go back to the inspection checklist (work via internal) inprocess 

dashboard. 
9. By chickling on ‘Send status Update’ button you can send inspection status report on 

mail.  

  

 

  

 

  



 
 

Send Status Update Report Thru Email 

1. Click on ‘Send Status Update’ you can send the status update on mail. 

 

  

  

 

 

 

 

 



 
 

Mail Notification (Work Via Internal) 

1. Once you updated the document for publishing a new page will open up. Here you 
can send the document form to any internal or external user. 

2. Write any comment from sender here.  
3. Click on ‘Send Email’. 
4. On the right panel you can send the document by email to any internal users or 

clients, as per your choice, by checking the box against their names. 
5. On the left panel you can send the document by email to any of the external user by 

typing their email ids separated with commas. 
6. Click on’ Go to Dashboard Section’ to go back to the man dashboard inspection 

checklist. 
7. Click on ‘Go to Inprocess Section’ to go back to inprocess inspection checklist 

dashboard.  
8. An alert box will show up then click ‘OK’. 

   

 

 

 

  



 
 

Publish Inprocess Audit Checklist (Work Via Internal) 

1. Click on ‘Publish (    )’at the dashboard to publish inspection checklist (work via 
internal). 

2. Please remember that once you publish the manual no amendments or changes can 
be done. 

3. Fill the Approved by details. 

 

  

  



 
 

4. Do your signature here. 
5. If you agree to save signature, click on 'OK' in the sign pad otherwise click on 

‘Cancel’. 
6. Click to ‘Publish’ . 
7. If you agree to publish section of inspection checklist, click 'OK' in the alert box 

otherwise click ‘Cancel’. 

 

  

  



 
 

8. If you agree to publish section of inspection checklist, click on 'OK' in the alert box 
otherwise click on ‘Cancel’. 

9. The inspection checklist will be published. 
 

  

  



 
 

Publishing the Mail Notification (Work Via Internal) 

1. Once you submit the document for publishing a new page will open up. Here you 
can send the document to any internal or external user. 

2. Write any comment from sender here.  
3. Click on ‘Send Email’. 
4. On the right panel you can send the document by email to any internal users or 

clients, as per your choice, by checking the box against their names. 
5. On the left panel you can send the document by email to any of the external user by 

typing their email ids separated with commas. 
6. Click on’ Go to Dashboard Section’ to go back to the main dashboard of inspection 

checklist. 
7. Click on ‘Go to Inprocess Section’ to go back to inspection checklist (work via 

internal) complete section dashboard.  
8. An alert box will show up then click ‘OK’. 

    

 

 

 

  



 
 

Completed Inspection Checklist Dashboard (Work Via Internal) 

1. Here you can view all completed status inspection checklist. 
2. Click the number shown under ‘Completed’ and go to the completed status 

inspection checklist dashboard. 
3. You can search here any completed status inspection checklist. 
4. You can archive any inspection checklist by clicking on.  

   

  

 

 



 
 

5. Click on ‘OK’ in the alert box if you agree with the statement in the alert box. 
6. Click on ‘Cancel’ in the alert box if you do not agree with the statement in the alert 

box. 
7. Again, you will see the alert box of ‘Successfully Archived’. 
8. Then you will see ‘Go to Archived Section’ and ‘Go to Completed Section’ button the 

alert box. 
9. By clicking the button ‘Go to Archived Section’, you will directly go to the archived 

checklist in the Archive Module. 
10. By clicking the button ‘Go to Completed Section’, you will go to the completed 

section dashboard. 

 

 

 

   

 

  

  



 
 

Condemned Checklist Dashboard (Work Via Internal) 

1. Here you can view the all condemned inspection checklist. 
2. Click the number shown under ‘Condemned’ and go to the condemned status 

Inspection checklist dashboard. 
3. You can search here any condemned inspection checklist. 
4.  You can view conedemned inspection checklist by clicking on 
5. Click on ‘Go to Dashboard’ to go back to the inspection checklist dashboard. 

 

  

 

  

 

  



 
 

  

   

 

 

 

 

 

  



 
 

    

   



 
 

Archived Inspection Checklist Dashboard (Work Via Internal) 

1. Here you can view all archived inspection checklist. 
2. Click the number shown under ‘Archived’ and you will go to the archived inspection 

checklist dashboard. 
3. You can search here any archived status inspection checklist. 
4. You can view archived inspection checklist by clicking on 
5. Click on ‘Go to Dashboard’ to go back to the previous inspection checklist page. 

  

  

   

 

 

 



 
 

  

  



 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Archives Overview Dashboard 

1. To go to the archive module, we have to click the button on the archives module on the 
module overview page. 

2. Following page will open. 
3. Click on ‘Inspection Report Module’. 

 

  

 

 

 

 

 

 

 

 

 

 



 
 

Archives – Inspection Report Module Dashboard 

1. Here you can see all archive inspection checklist report. 
2. You can search any inspection checklist by date (By Archived Date, By Initial Date, By 

Inspected Date) by clicking on ‘Go’. 
3. By clicking on ‘Back’ button to go back to ‘Archived Inspection Report’ dashboard. 

   

 

 

 

 

  



 
 

Inspection Report Thru Email 

2. Click on ‘Call Center Audit’ for view the inspection checklist report. 

  

  


