
Inspection Reports

How to:

Access your inspections list

Filter by date, inspector, location, etc.

Export your data to excel or PDF

Create a Notification list for sending reports 
internally to managers or externally to clients



Accessing Your Inspections List

1. Hover over Quality Control

2. Hover over 
Inspections

3. Click on Inspection 
History for a full list



You will see a list of all Completed Inspections

Click on Inspection Date to start a filter

Select Date Filter to choose from 
a list of date options  

Between allows you to 
choose a specific date range



To Create a Filtered Report

After filtering, click on report and select your report type

Tip:
• A PDF report is non-editable
• Spreadsheet will allow you to edit and 

save the file after making any changes



Creating Notifications

Simply input the email address 
and select which reports that 
contact should receive

In each Service Location, 
Notifications can be used 
to auto-send reports to 
unlimited contacts.

Go to Quality 
Control/Inspection Sites
Open the Inspection Site
and edit.


