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LEARNING A

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

File Organization Sie  Faclties Tools Help

 Welcome Page  Active Inspection J6rk |
New Inspection View Assign/Reassi
Select Location Filter Clear Location Filter

Step 3: When the Mass Add Inspections screen opens, select a Template and the name of the
person creating the Inspection Work Orders.

Jcome Page | Active Inspechon Work ' Mass Add

[vempiate: Erv quick chec
Reporeaty -

Step 4: Click the Add Locations button and use

By searching... to locate and select the Locations e it
where the Inspections need to be completed. Template: EIWO Quick Check
ReportedBy. Staf
Add Locations =| Remove Locations  Select All  Set Expected Start
*  The Mass-Create function is limited to 25 work orders at a time. From an Excel spreadsheet... pcted...  Occupied...  Inspected User
If you need to create a larger number of scheduled or Where assets are found... - L3

unscheduled Inspections, please contact By searching...

f—
support@katanasoft.com

From location tree...

Step 5: To search for an area, zone, unit or location Seach for Locations B X
type, enter the search criteria into “Where the path Voar b ponconaios: [0]
contains” field. 8 searh anang dsaiocaes oo
Se_iu:tNl Clear Fitter
To select all units enter #. To search for a specific 0= P
area, enter the name and click “Search”. | acumacasi
Unit #1102 (2 Bdrm) 2 Bdem - Paradise Tower
| Ilﬂﬂlol(lﬂarm] 2 Bdrm - Paradise Tower
¢ Use “Select All” to select all locations. uns 1165 (Saes) 2 bdm - fardie Tower
e To select specific locations, hold down the control key |
while using your mouse to select the preferred locations. B SRERSH T
Un# #1205 (2 Bdrm) 2 Bdrm « Paradise Tower
r Uni #1302 (2 Bdrm) 2 Bdrm - Paradise Towr




Step 6: Sort by clicking on the Column headers. S o x
Path column sorts locations numerically or Wentugnconer 4 Sem
alphabetically. Location Type sorts by grouping. e
——
L . 0  Tes e |
Notice if you hover over any column header, a little Saser e, ot ==
funnel appears on the right for advanced filtering. —
The dialog box opens to Values, and you can select e
one or more. Open the Text Filter tab for more e~
filtering options. (]
Once your location selection is complete, click ey o=

"Select".

Step 7: The locations Wll.l populate on the Add Locations v.&rl«:».ll Set Expected Start  Set Occupied State

. Location Expected Start Oocupled State Inspected Lﬁrrl
“Mass Add Inspections” screen. To remove ‘0 0 " o
Unit #10101 (1 Bdrm) L) Mot Ocoupeed [Mone]

a location, highlight and click the “Remove
Locations” button.

Mot Dcoupsed [Mone]

th Mot Oeoupsed [Mona]
Unit #10107 (2 Bdrm) E/14/2003 10:07 AM Mot Ocoupied [Mane]
unit #3008 (3 Bdrm) 6142023 10:07 AM Mot Dcoupied [Mong]
Unit #3000% (1 Bdrm) E71472023 10:07 AM Mot Oroupad [Mona]
Unit #38102 {1 Bdrm ADA) A 1472003 18:07 AM Mot Geoupied [Hone]

Step 8: You can modify the Expected Start, Occupied State and Inspected User for each of these
locations by mass editing or individually.

Add Locations = Remove Locations | Select All | Set Expected Start  Set Occupied State  Set Inspected User

Select All I Set Expected Start ISet

Location Expexted Start Occupied State Inspected User
' i * = = Expected Start

Unit #10101. (1 Bdrm) 6/14/2023 10:07 AM  Hot Ocoupled [Hone]

Unit #10104 (1 Bdem) /14 s s 4 Pnmimind mnat

Unit #10105 (1 Bdemn) g1+ Select Expected Start Date \ X

Unit 10106 (2 Bdren) L) Expected St 51472023 1003 AM =

Unit #10107 (2 Bdem) &1
il Unit #10108 (1 Bdom) | OK Cancel _

Unit #10108 (1 Bdrm) L . ta—

Unit #10112 (1 Bdrm ADA) &/14/2023 10:07 AM  Not Ocoupled [None) o —— —— 1

For instance, if you need all these
inspections to start tomorrow at 8:00am,
click “Select All”, then “Set Expected Start”,
change the date/time to tomorrow at
8:00am and click OK.

To change an_individual location’s Expected
Start, highlight that location and use the “Set
Expected Start” button or click the dropdown
arrow in the Expected Start column to update

the date and time for that location.

Step 9: Once you have set the O T T A T
. . Templase: EWO Ouick Chack |
expected start times, click ——— R e e e s o

Create Scheduled Items.

Unit #LOLLZ (8 Bl ADK]

Add Locations = Remave Locations | Select All Set Expected Start  Set Ocoupied State Set Inspected User

Expected Stat decuped Ste
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B/14/2023 10:07 AN Fiot Qcrupied [Hane]

B/14/2003 10:07 AM

ot Deupied [Hene]
/1472027 10:07 AM ot Occupsed [Mene]
B/14/2003 §0:07 AM o Gccupied [Hene]
61472007 10:07 AM ot Occupiad [Mene]
G714/ 300 £0:07 AM ot Gecupded [Hene]
W14/2023 10:07 AM Fet Dcoupied [Hane]
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