Inspections Training




TAPREPORT

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




TAPREPORT

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

routine inspections and reports.




TAPREPORT

Getting Started

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

[ XN ] Tap Report - New A - I preport.io - Tap Report Mail

@& mail.google.com/mail/u/0/popout?ver=eioitxt1b85n&search=inbox&th=%23thread-f%3A1753668694444516281&cvid=1 &

B 0 m =2 O m D :

Tap Report - New Account inbox x a

' Tap Report 233PM (Ominutesago) Yy @}
/ to Paul v

Tap Report Notification:

Hello Paul,

A Tap Report account has been created for you.

Tap Report is an electronic system to simplify routine
inspections.

Classic is utilizing Tap Report to improve its procedures.
Additional information about this system can be found on the

D | d n ’t recelve th eem al | ? C h ec k yo ur l’::;:.epon website, upon verifying your Account information

spam folder or visit tapreport.com to .
To finalize your account, please verify your Account //

create an account manually. information by icking here =

Click Here to Verify your Account information

The Tap Report Team
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Getting Started

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

oce @ Tap Report x | 4 v
> C (ﬂ tapreport.io/: /?pagevi rew_pin&Login_! i bslt45l4jrvhqi4ynz0kg1g3wvi47710897 ® » 0O ﬂ
L/
TAPREP®RT UalidiiSmcaT ) Amenil

Finalize Your Account

Paul, create or enter your Pin # (e.g. 1818, minimum 4 digits

L not starting with 0)
Finalize Your Account

Paul, create a new Pin # (i.e. 1818, minimum 4 digits not starting with 0) Create or enter Pin #

Create New Pin # (XY Y]

Confirm your Pin #

Yy
Confirm your Pin #

cene Next

Next

S

View Full Page

About | Contact | Privacy
Logout as Paul Amendola
Tap Report © 2022

Tap Report © 2022




Getting Started
Press Download Apple app or scan this QR Code.




Getting Started

Press Download Android app or scan this QR Code.
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Getting Started

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




TAPREPORT

Getting Started

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

A \

al © @ )

TAPREPORT

= AR H.aF ERAT
EmMployee # or Ema

Forgot Pin #

More Options

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.
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Getting Started

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

building specifications.
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Getting Started

For training purposes go ahead and press No thanks.

= Menu

TAPREPORT

. Welcome

View Online to see if there's any
remaining inspections.

Get Started
View Online

No thanks
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How to submit standard inspections

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

SNAMSUNG

R = .4 100%@ 8:45 PM

TAP REPORT MENU

Inspect with just a tap

LEARN MORE
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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)
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How to submit standard inspections

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

9:384 all © (D

Back Submit

Status

Fire Equipment - 10lb ABC Dry Chemical -
Property: ABC Company Building: 20 King
Street Floor [ Area: Roof East Side

More View Online

@ Allin Order

Attention Required

More Options

Internal Notes (Optional)
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How to submit standard inspections

The yellow banner tells you what you’re inspecting.

9:384 all © (D

Back Submit

Status

Fire Equipment - 10lb ABC Dry Chemical -
Property: ABC Company Building: 20 King
Street Floor [ Area: Roof East Side

More View Online

@ Allin Order

) Attention Required

More Options

Internal Notes (Optional)
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How to submit standard inspections

Two most common options:

« Allin Order
« Attention Required

9:38 9 all & (%)
Back Submit

Status

Fire Equipment - 10lb ABC Dry Chemical -
Property: ABC Company Building: 20 King
Street Floor [ Area: Roof East Side

More

View Online

@ Allin Order

) Attention Required

More Options

Internal Notes (Optional)
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How to submit standard inspections

If there was an issue, select Attention Required.

9:429 all (%)

Back Submit

Status

Fire Equipment - 10lb ABC Dry Chemical -
Property: ABC Company Building: 20 King
Street Floor / Area: Roof East Side

More

View Online

All in Order

0 Attention Required

More Options

+

Internal Notes (Optional)
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How to submit standard inspections

When Attention Required is Selected

a list of pre-populated Cause Code

9:43 49 all T (4

options can be chosen such

Back Submit

as Bracket Required. Status

Fire Equipment - 10lb ABC Dry Chemical -
Property: ABC Company Building: 20 King
Street Floor [ Area: Roof East Side

More View Online
All in Order

@ Attention Required

More Options

Bracket Required

Hose Damaged

Theft / Vandalism

Used in Emergency

Weather Related




How to submit standard inspections

(Optional) Add a note or image.

Fire Equipment - 10lb ABC L
Property: ABC Company Bu
Street Floor / Area: Roof Ea:

All'in Order

Attention Required

More Options

Bracket Req

Internal Notes (Optional)

Cancel

Add Image




TAPREPORT

9:384 al T (4
Back Submit

Status

Fire Equipment - 10lb ABC Dry Chemical -
Property: ABC Company Building: 20 King
Street Floor / Area: Roof East Side

More View Online
@ Allin Order

() Attention Required

More Options

Internal Notes (Optional)

Add Image Instructions
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9:399

Back
Instructions

(default)

Located in designated place

Hung on a bracket or in a cabinet
No obstruction to access or visibility

Check for pull pin / broken or missing tamper seals
(plastic seal)

Examination for obvious physical damage,
corrosion, leakage, or clogged nozzle

(If applicable) Pressure gauge reading in operable
range >> fully charged

Fullness determined by weighing or hefting

Operating instructions on nameplate legible and
facing outwards
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How to submit standard inspections

Then press Submit.

9:439 all T (%)

Back Submit

Status \
Fire Equipment - 10lb ABC Dry Chemical -

Property: ABC Company Building: 20 King
Street Floor / Area: Roof East Side

More

View Online

All in Order

@ Attention Required

More Options

Bracket Required

+

Internal Notes (Optional)
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=
a7

Submit

Fire Protection Systems - Sprinkler Valve -
Property: ABC Company Building: 20 Front
Street Floor / Area: Roof East Side

More View Online

Valve locked in open position

Add Note
O Yes O No

Pressure (120-150)PSI?

Add Note

Cleanliness of the room?

Add Note

X

All'in Order
Attention Required
More Options

Add Image Instructions




TAPREPORT

1:409 all T

Back Submit

Status

Fire Protection Systems - Sprinkler Valve -
Property: ABC Company Building: 20 Front
Street Floor [ Area: Roof East Side

More View Online

Valve locked in open position

Add Note

O Yes @ No

Pressure (120-150)PSI?
Add Note

102

Cleanliness of the room?

Add Note

X

All in Order

@ Attention Required

More Options

Add Image Instructions
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Search

Press Search to see which inspections were just completed.

2:399

Back

Search

Q Search

Fire Equipment

10lb CO2

ABC Company X
20 Front Street X
X

Last hour X

2/10 [ Show all In-Use

10lb CO2 - By North pillar >
10lb CO2 - By Stair B >

10lb CO2 - By Stair C >




TAPREPORT

View Online

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

2:439

Back

Browser

Abc Company
Up > ABC Company

+ Showing Parking, weekly

+ Performing Inspection

Building Alerts

20 King Street 0of 0
25 King Street 0 of 0
28 Front Street 0 of 0
45 King Street 0 of 0

75 King 0 of 0
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Sync Inspections and Log Out

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

TAPRE|

Sync 7
2
View Online \
Add Inspection Point
Reset
Reuse Smart Tag
Search
Replace/Activate Smart Tag
Scan Barcode
Swap Smart Tags
App Preferences
Batch Functions

Flashlight



Admin App Training
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How to edit an inspection point

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

*Common scanner locations
(may vary by phone)
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How to edit an inspection point

Press More in the yellow banner then Edit.

N = .l 62% i 2:06 PM

SUBMIT

Fire Equipmert - 5lb ABC Dry Chemical -
Building: 20 Front Street - Floor / Area: 6 -
South East Curner

More

O Attention Required

® All in Order

More options

RN = .l 62% i 2:08 PM

BACK

Group / Type:
2020 Fire Equipment - 5Ib ABC Dry
Chemical

Location:
ABC Company : 20 Front Street : 6

Description:
South East Corner

Project

Next Service Date:

Manufacturer:
CHUBB

Additional text:
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How to add 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)
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Inspection Point Details

Input Details

3:01 7

« For example = :
— Group: Fire Equipment SRS
— Type: 10lb CO2
— Property: ABC Company
— Building: 20 Front Street
— Floor: 2
— Description: By North pillar

Fire EQuipment

10lb CO2

ABC Company
20 Front Street

2

Then press Save

Description/Location

Ty North pillar ]




Admin on the Web Training
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Log in and find your inspections

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

@ ©® @ TapReport X + e

(S A 25 tapreport.io/secure/?pageview=equipment_buildings&Territory_FK=6691714&Company_User=49471751&Login_Session=lbmva5q0ydfo8twphfbiy2is5k.. & 3} S, ‘

TAPREP'IRT Logout Billy Cooper

Your Company

Enter your email to log in

‘ [Email

Next

Learn more about our two-factor authentication options.
CustomerService@tapreport.io

Forgot Pin?
Don't have an Account?

Tap Report © 2025
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Viewing Inspections

Grey = Good | = Near-due | Red = Over-due
Dark Red = Submitted Issue

@ ©® @ TapReport x B
(S A 25 tapreport.io/secure/?pageview=equipment_buildings&Territory_FK=6691714&Company_User=49471751&Login_Session=lbmva5q0ydfo8twphfbiy2is5k.. & 3 S, ‘ :
Logout Billy Cooper

TAPREP®%RT

My Account ~ ABC Company Products

Live Search Analytics

COMPANY > ABC PROPERTY
Download Reports

[@@ Inspections

2, Users
+ Showing all inspection points  Press to filter

{§} Company Settings

® My Settings

e
227 King

N Alerts
® 225 King 4 of 119
® 227 King 20f2
Legend
@ Submitted issue
@ Over-due

Near-due / set-due



TAPREPORT

Viewing Inspections

To view inspections, select a Building.

®@®® @ TapReport x
LS (G 25 tapreport.io/secure/?pageview=equipment_buildings&Territory_FK=6691714&Company_User=49471751&Login_Session=lbmva5q0ydfo8twphfbiy2issk.. & 3 S, ‘ :
TAPREP'IRT Logout Billy Cooper
My Account ~ ABC Company Products

Live Search Analytics

COMPANY > ABC PROPERTY
Download Reports

[[@ Inspections

2 Users

+ Showing all inspection points Press to filter Map
{8? Company Settings
® My Settings

—

em——
227 King

ildi v Alerts
® 225 King 4 of 119
® 227 King 20of2
Legend
@ Submitted issue
@ Over-due

Near-due / set-due



TAPREPORT

Viewing Inspections

To view inspections, select a Floor/Area.

@0 e 'l Tap Report X +

aee

€ > O % tapreport.io/secure/?pageview=equipment_floors&Territory_FK=6691714&Building_FK=51781738&Company_User=49471751&Login_Session=lbmva5q.. & ¥ o) S, ‘

TAPREP'IRT Logout Billy Cooper

My Account ~ ABC Company Products

[[@ Inspections Live  Search  Analytics

COMPANY > ABC PROPERTY > 225 KING
[o)] Download Reports

~ Users

+ Showing all inspection points Press to filter Map

{8? Company Settings

@ My Settings

e
225 King 227 King
Floor [ Area 4 Alerts M
L] Roof 20f18 r/
Upper Penthouse 0of5
° Penthouse 20f 14
Loading Dock 0of 2
16 0of 3
15 0of3
14 0of 3

an NAf2
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Viewing Inspections

To view inspections, select the inspection point.

[ BON ) '/ Tap Report X +

& > © 25 tapreport.io/secure/?pageview=equipment_locations&Territory_FK=6691714&Building_FK=51781738&Floor_FK=116271823&Company_User=49471751... & ¥ b} & ‘

TAPREP®RT Logout Billy Cooper
My Account ~ ABC Company Products
[@ Inspections Live Search Analytics
COMPANY > ABC PROPERTY > 225 KING > ROOF
Download Reports
+ Showing all inspection points Press to filter Map

{8? Company Settings

@ My Settings

1 e
225 King 227 King
Description Group, Type | i A A d
@ By Room 54 Appliances, Dish Washer Attention Required Not scheduled Feb 13, 2025 Details
4
® By Room 358 Exterior, Other Attention Required Not scheduled Dec 7, 2024 Details
Sector 2 - B217 Pump Room Exterior, Daily Zone Never inspected Not scheduled Never Details
Sector 2 - Elevator Machine Room Exterior, Daily Zone Never inspected Not scheduled Never Details
Sector 3 - Elevator #10 Machine Room Exterior, Daily Zone Never inspected Not scheduled Never Details

Sector 3 - B239 Pump Room Exterior, Daily Zone Never inspected Not scheduled Never Details



TAPREPORT

Inspection point history

.ee

®@©@® @ TapReport X  +
tapreport.io/secure/?pageview=equipment_entries&Equipment_FK=3822271795&Company_User=49471751&Login_Session=lbmva5q0ydfo8twphfbiy2.. & ¥t 3 S, ‘

€ > G %
Logout Billy Cooper

TAPREP®RT

My Account ~ABCCompany  products

Live Search Analytics

[ Inspections
COMPANY > ABC PROPERTY > 225 KING > ROOF > INSPECTION HISTORY
Download Report
+ Submit an Inspection

2. Users
{§} Company Settings

@ My Settings

227 King

225 King

| N

Attachments:

Scanned

Submitted Inspector Status Notes
Attention Required Broken 3 B D | Edit |

L J Today Billy Cooper \ 4
@ Feb 13, 2025 Sean Findlay Attention Required I\

Feb 13, 2025 Sean Findlay Edited

First edit on record.
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Edit inspection point
To make changes (i.e. description, interval etc.), press Details.

[ BON ) 'l Tap Report X +

€ > O % tapreport.io/secure/?pageview=equipment_entries&Equipment_FK=3822271795&Company_User=49471751&Login_Session=lbmva5q0ydfo8twphfbiy2.. & ¥t 3} S, ‘ :

TAPREP'IRT Logout Billy Cooper
My Account ~ ABC Company Products
@ Inspections Live Search Analytics
COMPANY > ABC PROPERTY > 225 KING > ROOF > INSPECTION HISTORY
:
2, Users

+ Submit an Inspection

{8? Company Settings

@ My Settings

227 King

A
Attachments: E

Scanned Submitted Inspector Status Notes .
[ J Today Billy Cooper Attention Required Broken @ D | Edit |
[ J Feb 13, 2025 Sean Findlay Attention Required E D
S o = = 7 VU
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Edit inspection point
Upon editing the inspection point details, press Save All.

[ BON ) 'l Tap Report X +

aee

& > © 25 tapreport.io/secure/?pageview=equipment_location_edit&Territory_FK=6691714&Building_FK=51781738&Floor_FK=116271823&Equipment_FK=38222.. & ¥ 3 S, ‘

TAPREP'IRT Logout Billy Cooper

My Account ~ ABC Company Products

[L_"l‘l Inspections COMPANY > ABC PROPERTY > 225 KING > ROOF > INSPECTION POINT DETAILS

Updated: 2025-02-13 13:54:22  By: Sean Findlay

Location
2 Users
Property ABC Property v
Building 225 King v
{8? Company Settings
Floor / Area Roof v
Descripti By Room 54
® My Settings escription Y
Project (?) ** Select Project v
Coordinates + Show on map >
Details
D # 19071672252088594
Group Appliances v
Type Dish Washer v

[ Archive Inspection Point ] Save All

Inspection Instructions
Auto-display
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Download Inspections

To download your inspections, press Download Reports.

®@®® @ TapReport x
S 25 tapreport.io/secure/?pageview=equipment_buildings&Territory_FK=6691714&Company_User=49471751&Login_Session=lbmva5qOydfo8twphfbiy2is5k.. & ¢ b} & ‘ :
TAPREP'IRT Logout Billy Cooper
My Account ~ ABC Company Products

[ Inspections Live Search Analytics

COMPANY > ABC PROPERTY
-
~ Users
Floors Map

+ Showing all inspection points Press to filter

{8? Company Settings

@ My Settings

e
225 King 227 King
¥ Alerts
® 225 King 4 of 119
® 227 King 20of2
Legend
@ Submitted issue
@ Over-due

Near-due / set-due
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Download Inspections

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

[ BON ) '/ Tap Report X Sr v

€ > O %5 tapreport.io/secure/?pageview=equipment_buildings&Territory_FK=6691714&Company_User=49471751&Login_Session=lbmva5q0ydfo8twphfbiy2is5k.. & ¥ o) S, . :

Reports for this Property

All Projects

All Groups

Future
Forecast summary of service
Forecast breakdown of service

Present
Inspection points with deficiencies
Inspection points that are due for inspection
All inspection points

History include photos (slower)
This Week

Inspection point history
Dynamic log sheets
Specific status

Service Provider report

Add my signature

Add a comment (optional)...
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Users

Press Users to add, approve or deny users.

yol
%

[,
[«
[ +]

@0 @® @ TapReport X  +
L A 25 tapreport.io/secure/?pageview=contacts&Company_User=49471751&Login_Session=lbmva5q0ydfo8twphfbiy2is5kdv43291773
TAPREP®RT Logout Billy Cooper
My Account ~ ABC Company Products
+ Add User
@ Inspections + Advanced Search
Search User Name Show only Users Approved by me
2, Users
Don’t see someone here? If they're a higher Role than you, or in another department, their name will not appear. Need assistance? Contact Us
‘sers (3), Property Connections (3)
{?} Company Settings 3 A Email Status Approved by
John Doe (Abc Company) (Email Not Yet Verified) Approved Customer Service (Billy Cooper)
@ My Settings Jane Doe (ABC Company) (Email Not Yet Verified) Approved Valerie Bartlett
johnsmith@test.com Approved Dina Nandha
Prev<< 1 >> Next

John Smith (ABC Company)

Tap Report © 2025




TAPREPORT

Users

To add a user, press Add User.

@0 @® @ TapReport X  +
a%x O & @

tapreport.io/secure/?pageview=contacts&Company_User=49471751&Login_Session=Ibmva5q0ydfo8twphfbiy2is5kdv43291773
Logout Billy Cooper

é 9 G -0

TAPREP®%RT

My Account ~ ABC Company Products
%‘
+ Add User

+ Advanced Search

[ Inspections

Show only Users Approved by me

Search User Name
Don’t see someone here? If they're a higher Role than you, or in another department, their name will not appear. Need assistance? Contact Us

2, Users
Users (3), Property Connections (3)
{8} Company Settings Name A Email Status Approved by
John Doe (Abc Company) (Email Not Yet Verified) Approved Customer Service (Billy Cooper)
Jane Doe (ABC Company) (Email Not Yet Verified) Approved Valerie Bartlett
Approved Dina Nandha

@ My Settings

John Smith (ABC Company) johnsmith@test.com

Tap Report © 2025

Prev << 1 >> Next
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Adding Users - 1/3

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

[ BON ) '/ Tap Report X + v
. 25 tapreport.io/secure/?pageview=contacts&Company_User=49471751&Login_Session=lbmva5q0ydfo8twphfbiy2is5kdv43291773 G Q o3 g ‘ :
TAPR E P'/R 9F Logout Billy Cooper
My Account ~ ABC Company Products

- Add User
[ Inspections
Add User
,9\), Users First Name*  Mark

Last Name*  Smith
{é’} Company Settings

Email

Employee # 202504
@ My Settings mloves

New Pin#  eese

Language  English v

4

+ Advanced Search

Search = User Name ’m Approved by me

Don’t see someone here? If they're a higher Role than you, or in another department, their name will not appear. Need assistance? Contact Us

Users (3), Property Connections (3)
Name A Email Status Approved by

John Doe (Abc Company) (Email Not Yet Verified) Approved Customer Service (Billy Cooper)

Jane Doe (ABC Company) (Email Not Yet Verified) Approved Valerie Bartlett
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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.

[ BON ) '/ Tap Report X C A

L I %5 tapreport.io/secure/?pageview=contacts&New_Company_User=63311773&New_User_FK=53631792&Company_User=49471751&Login_Session=lbmv.. & b S, ‘

TAPR E = '/R il Logout Billy Cooper

My Account ~ ABC Company Products
+ Add User
[ Inspections
Add User
2 Users

Select a Role (i.e. inspector) and Locations then press Add this User

{é’} Company Settings

Property Connection Title: ABC Company
@ My Settings

Their Role: Inspector v ‘
\
Their Location(s): \ﬂ
Property Building Floor/ Area
| All (] Al v) Al
ABC Company » | 225King » ] Roof
| ABC Property »  v|227King » | Upper Penthouse
Brock University > || Penthouse
Edmonton > || Loading Dock

Add this User

+ Advanced Search
4‘ ................ T . | L
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Adding Users - 3/3

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

[ BON ) 'l Tap Report X C A

. % tapreport.io/secure/?pageview=contacts& New_Company_User=63311773&New_User_FK=53631792&Company_User=49471751&Login_Session=lbmv... & ¥ b ) S, ‘ :

TAPR E = '/R il Logout Billy Cooper

My Account ~ ABC Company Products

+ Add User
[ Inspections
Add User

D
2 Users i i
Select a Role (i.e. inspector) and Locations then press Add this User

{é} Company Settings

Property Connection Title: ABC Company
@ My Settings

Their Role: Inspector v
Their Location(s):
Property Building Floor | Area
LAl (] All v) Al
ABC Company » | 225King »  [~] Roof
| ABC Property » | 227King »  [~] Upper Penthouse
Brock University > || Penthouse
Edmonton > || Loading Dock

Add this User

o~
+ Advanced Search \)

PR [ TR JO
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Company Settings

To customize user-role permissions, press Company Settings.

®@®® @ TapReport x
& > © 2 tapreport.io/secure/?pageview=admin_settings&admin_page=user_types&Company_User=49471751&Login_Session=lbmva5q0ydfo8twphfbiy2is5kdv... & ¢ o) S, ‘ :
TAPREP'IRT Logout Billy Cooper
My Account ~ ABC Company Products

E\a Inspections Roles & Permissions Buildings Projects Inspection Types Inspection Cause Codes

A Role allows you to control what a collection of Users can and cannot do, and when they shall receive email notifications.

rg)\ Users Examples: perform maintenance, emailed immediately, approve other users, etc.

Select a Role  Inspector v

{§} Company Settings
Updated: 2025-03-03 14:49:40  By: Dina Nandha

'

@ My Settings \

\ Inspections - Permission Level
+ Inspections - Awareness
+ Inspections - Workflow
+ User Permissions
+

Web Page Restrictions
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Hand-On App Demo

“Menu

<
Status

Patrol - Daily Zone - Property: ABC Comj
Building: Unit 12 Floor / Area: Penthouse
Corner

More

Allin Order

@ Attention Required

Service Required Sync complete

View Online to see if there's any
remaining inspections.

Replace Smart Tag

Issue Resolved (Al

Scan Barcode

Not in Use

o thanks View Online

Ready to Scan

App Preferences

Inspection Submitted

Less Options
Batch Functions

Flashlight

+
Log Out

Broken
Inspect with just a Tap Scan Now

Scan Now

Dismiss




TAPREPORT

Tap Report 3 + v
“~ @ tapreport.io v ] € &Te ! ( J )45075&Lc € b61ge X p18 ng78 U A * 0O f
My Account ~ Abc Company Products
Live Search Analytics
2., Users
+ Showing all inspection points Map
{8} Company Settings
® My settings
] ] ] /I ]
=
20 Front Street 20 King Street 25 King Street 28 Front Street 32 King Street 45 King Street Unit 12
Building v Alerts
20 Front Street 0 of 199
® 20 King Street 10f 293
25 King Street 0 of 361
28 Front Street 0 of 364
32 King Street 2 of 137
45 King Street 20 of 72
® Unit 12 34 of 142
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Replace Smart Tag

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

View Online

Add Inspection Point

Reset

Reuse Smart Tag

Search

Replace/Activate Smart Tag

Scan Barcode

Swap Smart Tags

App Preferences

Batch Functions

Flashlight

Log Out
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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
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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

7:007

Back

Batch Relocate

To relocate a batch of Smart Tags, select the
destination, then press Next.

Darlington Nuclear Generation Sta...

STORES

Instrument Cage
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Swapping

« Menu > Swap

— For example

* Moving Instruments
« from STORES into service

Ready to Scan

@

Tap the First Smart Tag to swap

Cancel




TAPREPORT

Re-Assigning Scanner

e Menu > View Online

1:389

 Select the property

Browser




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 72:00 PM, select the days of
the week and a label such as Exterior Patrol then press Save.

12:099

Edit
Add Alarm

Alarms

== Sleep | Wake Up

No Alarm CHANGE

Other

Repeat Mon, Tue, Wed, Thu, Fri and Sat ¢
° 12:00pm ® |

Label Exterior Patrol Exterior Patrol, Mon, Tue, Wed, Thu, Fri
and Sat
Sound None

Snooze .
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Smart Tag Installation Placement

Extinguisher

- Extinguisher

T e




Fire Watch Training
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Fire Watch

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

Point

lipment_search&Company_User=63660862&Login_Session=5c0sevuh9jj19gpv1k8a2f6lr4h6112918017#

a%x 9 0O f

Logout as Paul Amendola

Products

v ] [Fire Watch v ] All Projects

v ’ {AIITypes v ]

@9 @® ¥ TapReport x 4
€ 2> C 2 tapreport.iof: /?pag
TAPREPORT
My Account  Copy Company v
[[@ Inspections Live  Search  Analytics
North Tower
2., Users {
\ All Buildings
B siling

+ Advanced Search
{% Company Settings
Search | Notes & Descriptions

® My settings

Inspection points (2)

Show only inspection points that are: | deficient | late

Set Results to be Due For Inspection

Add Inspection Point

Download Results

Floor / Area Description Group, Type Inspection A Inspected
25 King Street - Ground North East Corner Hot Work - Welding Due for Inspection Apr 2, 2023
25 King Street - Ground West Corner Hot Work - Welding Due for Inspection Jun 17, 2023

Prev << 1 >> Next

R
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Fire Watch

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

@ ® @ TapReport X @ Tap Report X+ v

« > cC °; preport.iof /2 lipment. _new&Company_User=63660862&Login_Session=5c0sevuhijj19gpv1k8a2f6ir4h6112918017 G 9y ) u | ﬁ

TAPREP'IRT Logout as Paul Amendola

My Account Copy Company v ' Products

o
8
B
«
=}
>

Era Inspections ADD NEW INSPECTION POINT

Location
2\ Users Property [North Tower v ]
Building [ 25 King Street v ]
a Bilkng Floor / Area {Ground v ]
Description By Room 512
{8t Company Settings
Project (7) All Projects v
® My settings Details
Group [ Fire Watch v ]
Type [Hot Work - Welding v ]

ie: serial number, model, etc.

Additional Text
4
— a PRSP o -
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Fire Watch

Then press Download Report > Go, print and post

@ ® 'l Tap Report X 'l Tap Report X @ tapreport.iofsecure/?pagevie X e Vi

« > C 25 tapreport.io/secure/?pageview=equipment_print_tag&Equipment_FK=1949561722&Territory_FK=7920857&Company_User=63660862&Login_Session=5c0sevuh9jj19gpv1k8a2f6Ir4h6112918017.. & ¥r o} a f

1 — 125% + IS}

TAPREP%RT
Inspection Tag

Fire Watch, Hot Work - Welding, By Room 512

Generated at: Jan 21, 2024 1:48:39 pm

Generated by: Paul Amendola

Area: North Tower > 25 King Street > Ground
Period: December 21 2023 - January 21 2024

This report represents all inspections submitted for this inspection point made within the above time period.

Details:

Work Permit Number: 313111

Worker's Company: Acme Corporation
Worker's Full Name: John Doe

General Statistics:
Total number of inspections submitted:

Inspected Inspector Status Notes

Today Paul Amendola (Inspection Point First edit on record.
1:47 pm Edited)
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Fire Watch

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

View Online

Add Inspection Point

Reset

Reuse Smart Tag

Search

Replace/Activate Smart Tag
Scan Barcode

Swap Smart Tags

App Preferences

Batch Functions
Flashlight

Log Out

1:084
Back

Status

Fire Watch - Hot Work - Welding - Property:
North Tower Building: 25 King Street Floor /
Area: Ground North East Corner, MO01-6789,
EFG Company, John Smith

More View Online

Visit Type

+ Pre-inspection

+ Post-inspection

Allin Order

Attention Required
More Options

Internal Notes (Optional)

Add Photo Instructions




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.

Timers

O hours 45 min

Label

When Timer Ends

Recents
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Vacant Suite

1419

Back

Status

Vacant Suite - Zone - Property: Brookfield
Place Building: 181 Bay Street Floor / Area:
Ground Vacant suite 1

More View Online

Are window blinds in the up position? If no,
then immediate action is required.

Add Note

Yes

Have all the lights turned on? If no, then
immediate action is required.

Add Note
Yes
Are washrooms clean and lights working? If
no, then immediate action is required.
Add Note

Yes

Is the vacant space empty, (i.e., no tools,
furniture, garbage, etc,) If no, then

Add Image Instructions
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Need more support?

Log In & press 0 (right side)
Email us: customerservice@tapreport.io
Call us: 1-855-727-9388

C % tapreport. /2pagevi in_setti dmin_pag _types&C _User=49471751&Log in_Sessi iy 2 Q A O s 8
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Need more support?

@®  ® @) userGuide-Learnhowtoin X  + -

¢ > G 2% tapwiki.net/userguide/ ™ O & 8

'l User Guide Home Login What'sNew ContactUs

Learn how to install, configure
& use Tap Report

l Q, Have a question? Ask or enter a search term |

& How to get {'?} How to get How to submit How to download
An Account The app — An Inspection — A Report
Getting Started General User Administrator
@ Learn the basics of Tap Report. [@» Guide for the general user. [ Guide for the Administrator user.

- ¢ & B 4



