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Process: Contractor Inspection Portal

Procedure: How to submit a report to the AHJ.
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3 Select AHJs from the left box, then click
the arrow to move them to the right box. e
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Albany Fire Department (OR) Demo Customer (OH)

Avon Lake Fire Department (OH) Indianapolis Fire Department (IN)
Beech Grave Fire (IN) Office of llinois State Fire Marshal (IL)
Bonita Springs Fire Rescue (FL) > Shelbyville Fire Department (IN)
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Cily of Fort Myers (FL) < West Melra Fire Protection District (CO)
City of Marco Island Fire & Rescue (FL)
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Step 1 — Search for the address of the
inspection. This searches the AHJ's
database of addresses.

Tip: Search for the address number first.
Then add a portion of the street name to
narrow it down, if necessary. As you type
the street name, street matches will
appear. Click on the street match to
trigger the search. Or click Find Matches.

Inspection - Step 1a (Select Address)
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If you don’t find the address, click / can’t
find the Job-Site Address. Follow the
instructions to enter the address.

Inspection - Step 1a (Select Address)
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Step 2 — Find the occupant.

Multi-tenant buildings — Select the
Building Shell occupant if the inspection
was for the building and not a particular
tenant space.

If there is no Building Shell occupant,
follow the instructions to create it.
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Step 3 — Select your main contact.

If you don’t see your main contact, click
I can’t find the Contact. Follow the
instructions to enter the contact
information.
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Inspection - Step 3 (Contact Information)
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Choose the main customer contact.

saleat

[ Current Contacts: | Acave Property Mgt

)

Ican' find the Contact Wain Menu

Step 4 — Select the date the inspection
was done.

Select the systems inspected.
For each system, indicate whether there

were deficiencies. If there were, indicate
the level of severity.
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Inspection - Step 4 (Inspection Type)
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Step 5 — Attach your report and submit.

If you are submitting multiple inspections,
attach the report for each.

Click Submit Inspection.

Deficiencies: 1

Fire Pump
-hone-

Sprinkler System
Contractor System Inspections
Sprinkler System

Non-Critical | $.30 Non-critical

Edit

General Comments.

Edit
(ﬂmcad Files:
Choose File No file chosen
File over 10MB? Try compress.smallpdf.com

File Name Upload Date

Sample Pump Test Report.pdf 6/29/2018 9:59:42 AM Delete
L=

Sample Sprinkler Annual 2014.pdf 6/29/2018 9:59:15 AM Delete
==

N

Submit Inspection Main Menu

lick Main Menu if you do not want to submit it yet.

Delete l
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Depending on the business rules each AHJ
sets for their use of the portal, the
inspection may go to a review screen or it
may get auto-processed. The inspections
shown here are on the AHJ’s review
screen.

Usually if the inspection involves a critical
deficiency or impairment, the inspection
will be auto-processed and will not appear
in the list as a “submitted” inspection.
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Once the inspection has been accepted by

AHJ: Uemo LUstomer
Start An Inspection

Refresh

—a——
the AHJ, it will appear in the Accepted
[nspections section. addrevs |oosmpant!!l [inepeciion Tpe e s
25O Aameyman fom goman
Troy, M 48089 All Clear?
Accepted Inspections - Search Tools
Street Number: 125 Occupant:
Street Name: gorman City: | ~show all-- -
Submitted Start Date: 62972018 | 5] = Urgency: | ~show all- .
submimedEnaoate: [ |7 Search | _ ClearFitiers_|
Fire Dept.
Address  Occupant  Inspection Type Urgency Scheduled Insp. Date  Creator Submitted
?:llilcgt-g"ﬁ;\:l:mgnue f.?!mi’.pswem inat scheduled Tom Garman 62002018
Troy, M 48089 ﬂj
13 If you fix the deficiencies, send an All Clear Fire Dept.
h Address Occupant Inspection Type g Scheduled Insp. Date
tO t e AHJ Buildin i i
. g Shell Sprinkler System Non-Critical ot scheduled
125 Gorman Avenue Fire Pump o Gritca |

This cancels any follow up that the AHJ
has scheduled and let’s the AHJ know that
all deficiencies have been corrected.

Troy, MI 48089

All Clear?




