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SCHEDULE AN INSPECTION 
 

SCHEDULE INSPECTION  

 
1. Expand Schedule,  by selecting the carat ,  and Select Building Inspection  

 

 
 

2. Select the Record Number to schedule an inspection. 
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3. Expand Record Info. By selecting the carat  and select Inspections.   
 

 
 

4. Select Schedule an Inspection on the next screen.  
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5.  Select the Inspection Type and select Continue.   

 

       
 

 
 

6. Select an appointment date, time range and select Continue.   
 

 
 
 
 
 
 

 
 

Note:  There are several pages of inspections.  Use the Next button or the page numbers to navigate through the inspections.  
 

Dates that are bolded are 
the dates that can be 
chosen.  
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7. Verify the Location and Contact person.  Select Continue.  
 

 
 

8. Confirm the details of the inspection.  HIGHLY RECOMMENDED that If there is an alternate contact person and 
number, comments such as a gate access code or special details for the inspector add this by selecting Include 
Additional Notes.  Select Finish.  
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The inspection will appear under Upcoming Inspections.   It will display the date, time, type of inspection and the 
Inspector’s name assigned to the inspections, if assigned.  
 
Once an inspection has been completed, the inspections will be split into two sections:  Upcoming and Completed 
inspections.   

 
 
 
 
 
 
 

 
 
 

 

Expand Actions, by selecting the carat  to view details 
of the scheduled inspection, reschedule or cancel an 
inspection.  

 

Select View Details to view the details of the completed 
inspection.  

 


