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Inspection training

Inspections Training



Agenda
How to get started
• Finalize your account and get the app
• Login to download your property

How to submit inspections
• Scan Smart Tag
• Input details and submit inspections

How to View Inspections
• Select specific inspection points
• Download Reports

How to do more
• Adding Users, Administrative settings
• Hands-on Demo



What’s “Tap Report”?
It’s a solution used to simplify

routine inspections and reports.

What’s Tap Report?



Finalize your account by finding the email with the subject line, 
Tap Report New Account then press the link.

Didn’t receive the email? Check your 
spam folder or visit tapreport.com to 
create an account manually.

Getting Started



Create a new Pin # (minimum 4 digits not starting with 0) then 
press Next.

Getting Started



Press Download Apple app or scan this QR Code.

Getting Started



Download Android App

Press Download Android app or scan this QR Code.

Getting Started



Launch the Tap Report app by pressing the icon that’s orange 
with a checkmark.

Getting Started



Input your Email, press Next, input your Pin # and press Next.

Don’t have an email? You’ll have to 
use your Manager’s email to register 
then you can use an Employee #.

Tip: After inputting your Email, press 
Save and allow Touch/Face ID.

Getting Started



Upon logging in for the first time, the app will download all

building specifications.

Getting Started



For training purposes go ahead and press No thanks.

Getting Started



How to submit standard inspections

Scan a Smart Tag with the back of your phone for 1-2 seconds.Scan a Smart Tag with the back of your phone for 1-2 seconds.



Scan a Smart Tag with the back of your phone for 1-2 seconds.

How to submit standard inspections

Scan a Smart Tag with the back of your phone for 1-2 seconds.

*Common scanner locations 
(may vary by phone)



How to submit standard inspections

Upon tapping a Standard Smart Tag, the screen will change.



How to submit standard inspections

The yellow banner tells you what you’re inspecting.



How to submit standard inspections

Two most common options:

• All in Order
• Attention Required



How to submit standard inspections

If there was an issue, select Attention Required.



How to submit standard inspections

When Attention Required is Selected 

a list of pre-populated Cause Code

options can be chosen such 

as Bracket Required.



How to submit standard inspections

(Optional) Add a note or image.



Instructions



Instructions



How to submit standard inspections

Then press Submit.



Dynamic Smart Tags



Dynamic Smart Tags



Search

Press Search to see which inspections were just completed.



Press Menu > Sync then View Online to see live data. 

View Online



Upon completion, press Menu > Sync then Menu > Log Out.

Sync Inspections and Log Out
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Sample Report Examples 

Admin App Training



Select or scan a Smart Tag with the back of your phone for 1-2 
seconds.

How to edit an inspection point 

*Common scanner locations 
(may vary by phone)



Press More in the yellow banner then Edit.

How to edit an inspection point 



Press Menu > Add New Inspection Point or scan a new Smart 
Tag with the back of your phone for 1-2 seconds.

*Common scanner locations 
(may vary by phone)

How to add an inspection point 



Inspection Point Details

Input Details

• For example
– Group: Fire Equipment
– Type: 10lb CO2
– Property: ABC Company
– Building: 20 Front Street
– Floor: 2
– Description: By North pillar

Then press Save
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Sample Report Examples 

Admin on the Web Training



Log in and find your inspections

Visit www.tapreport.io/<yourcompany> and Log In.

Your Company



Viewing Inspections
Grey = Good | Yellow = Near-due | Red = Over-due 

 Dark Red = Submitted Issue



Viewing Inspections

To view inspections, select a Building.



To view inspections, select a Floor/Area.

Viewing Inspections



To view inspections, select the inspection point.

Viewing Inspections



Inspection point history



Edit inspection point

To make changes (i.e. description, interval etc.), press Details. 



Upon editing the inspection point details, press Save All.

Edit inspection point



Download Inspections

To download your inspections, press Download Reports.



Select a Group, the Type of report (i.e. History) and press Go. 

Download Inspections



Press Users to add, approve or deny users. 

Users



Users

To add a user, press Add User. 



Adding Users - 1/3

Input their info. No Email? Use an  Employee # and create their 
Pin #, then press Next.



Adding Users - 2/3

Select the user’s Role, i.e. Inspector. Everyone is an Inspector 
unless you’d like them to have higher permission. 



Adding Users - 3/3

Select the Buildings or Floor / Areas they’re responsible for, then 
press Add this User.



Company Settings

To customize user-role permissions, press Company Settings.



Hand-On App Demo



Visit www.tapreport.io/login

Tap Report on the web



Replace Smart Tag
• Menu > Replace/Activate Smart Tag
• Find the Inspection Point then press Next
• Scan the new Smart Tag



Key Fobs

Key fobs are used for teams to Start & End tours
 

1. To Start a tour, tap the fob

– Select the Tour - Start from the list then press 

Submit

2. Then scan all inspection points in this tour

3. To End a tour, tap the fob

– Select the Tour - End from the list then press 

Submit



Batch Update
• Menu > Batch Relocate

– For example
• To move a batch of Instruments to STORES for calibration

• Press Next 
• Then scan each Instrument

Note: In Android, when instruments return, 
input calibration dates and batch update all 
instruments into STORES



Swapping
• Menu > Swap

– For example
• Moving Instruments
• from STORES into service



Re-Assigning Scanner
• Menu > View Online
• Select the property



Tip: Leverage Built-In Phone Reminders
Launch Alarms & Timers or Clock app, press Alarms, then press the + in the top right corner. 
Input when this Tour or inspection is typically performed such as 12:00 PM, select the days of 

the week and a label such as Exterior Patrol then press Save.



Smart Tag Installation Placement
Extinguisher

Hose

Extinguisher
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Fire watch training

Fire Watch Training



Fire Watch
To set up Fire Watch, press on Search then Add Inspection 
Point



Fire Watch
Select where the work will be performed, then select Fire Watch 
as the Group and input any additional details then press Next



Fire Watch
Then press Download Report > Go, print and post



Fire Watch
Scan the barcode each hour and submit inspections. Upon 
completion, press More Options > Not in Use



Tip: Leverage Built-In Phone Reminders
Launch Alarms & Timers or Clock app, press Timers, select 45 minutes and Start 
then let the reminders roll in! If you are in charge of multiple rounds, once the timer 

goes off, simply press the repeat icon in the top left corner.



Vacant Suite



Need more support?

Log In & press         (right side)

Email us: customerservice@tapreport.io

Call us: 1-855-727-9388



Need more support?


