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License Site - Primary Schedule

Step | Action

00:00 00:50

1. The Primary Schedule is the default schedule for any Lists that are ™ InspectionReady-

created within the License Site you are working.
[Viewsy Leenseste [}
If you are only using the Policy Module of InspectionReady — — @ v e P
please complete Steps 2 — 15. Rmears @ i —
[ Morth Campus
j 2::;‘:%::;2 o Primary Team [show) Primary Team
If you are using the Inspection Module of InspectionReady, please [ Y o o s
follow Steps 16 - 42.
2. InspectionReady requires a Primary Schedule to be created. € 4 screauie nasnot een et &~ {hide] Primary Schedule
Although in the Policy Module, we won’t be using this schedule, we Fecdback© | Help
Stlll neEd to Create It Schedule Description Folder
None change [not sef] [root folder]
Select the Primary Schedule color bar to expand. Schedule Timeine
[ schedule tem Start Date
3. To create a “default” schedule for this License Site, select Change. € 4 screauie nasot een et [hide] Primary Schedule
Eeedback Help
Scheduk D ipti Fold:
"‘.‘Zrzz L\‘:I?an-'e ( [:;Z;'tp . [rzme!;lderj
Schedule Timeline
Schedule item Start Date

4, In the Choose a Schedule window, the Schedule Browser (in this Choose a Schedule
example) includes a folder for SkillsetReady (if you use that
product), for InspectionReady, and also a System Folder.

Schedule Browser

=+ =37 Exam Schedules 1 Schedule Description
Competency Exam O Checkists Select
Schedules
InspectionReady 0 Monthly Inspection Schedule Select
Schedules

[ System Folder
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5. We want to organize all the schedules for InspectionReady within
the InspectionReady Schedules folder.

First, select the InspectionReady Schedules folder.

Within that folder selected, select New Folder.

Choose a Schedule ,

Schedule Browser

B3 Exam Schedules it Schedule Description i
Competency Exam D Annual Cap Select
Schedules
pecti y Annual Pre Annual time-frame that authors
() tspectionRead P P . _ Select
» Schedules Window prepare forinspection.

(2] System Folder

6. In the New Folder window, name the new folder Policy Default.

Select Save Changes.

New Folder

Folder Name*
Folicy Default b

W

7. With the Policy Default folder highlighted, select New Schedule,
and name it Policy Default.

Select Save Changes.

Choose a Schedule

o

Schedule Browser

=+ £5)Exam Schedules 1
] Checklists 1
Competency Exam
Schedules
InspectionReady
* Schedules
=) Annual
+-_] Manthly
+-|_] Policy Default
[_] System Folder

|

-]

4+
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8. Name it Policy Default.

Select Save Changes.

-

New Exam Schedule

Exam Schedule Id*
Policy Default

Description

9. We have named the schedule and will now select it for our License

Site.

Choose Select.

Choose a Schedule

Schedule Browser

(= £5)Exam Schedules 1 Schedule

Description

+-|_] Checklists 1

0 Policy Default
Competency Exam

-

Select

10. | You are now taken back to the License Site tab, and now need to

create the schedule.

Select Policy Default.

Schedule is missing schedule items.
Click the schedule label to add items.

Schedule

/r Policy Default change
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11. | Select Schedules. R d
. Exam Schedule Builder
A5
Folder for Exam Schedule
Paolicy Default
Exam Schedule Id*
Policy Default
Description
12. | Select New.
= Ready
Exam Schedule Builder Policy Default
|Schedu|es New
13. | Enter the Schedule ID and name it Policy Default.
Select on the following date and select a date from the date picker.
Remember, this is just to create a default for the software.
Exam Schedule Id*
Select Save Changes. Policy Default *
This exam occurs | on the following date |~| 121012012 &
w
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14.

Select Close Window.

Ready

Exam Schedule Builder Policy Default

15.

You have been taken back to the License Site tab.
Select Save Changes.

You are now complete in setting the Primary Schedule for Policy.
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16. | The following steps are for creating schedules in the Inspection

Module.

17. | Inthis example, we are working in the South Campus License Site. o InspectionReady"

To build Schedules for specific Requirements, refer to Quick
Reference Inspection — Name (Schedule color bar).

View By License Site [~]

[ core Lab Q NName

() Eastcampus

[ Main Lab o T E
() Merth Campus

() satellites Labs

[ south campus 0 Primary Team

o Primary Schedule

South Campus

00:00 00:50

[show] Name

[show] Team Builder

[show] Primary Team

[show] Primary Schedule

18. | Here we want to pause and think about how we want to set up schedules and folders for this site. It is advisable to give this some thought so the

Main Lab
Annual
SouthCampus.Annual.9.1.12
SouthCampus.Annual.6.30.13
Biennial
SouthCampus.Biennial.3.30.13
SemiAnnual
SouthCampus.SemiAnnual.5.15.13
Quarterly
SouthCampus.Quarterly.1.31.13
Monthly
SouthCampus.Monthly.12.1.12
BiMonthly

SouthCampus.BiMonthly.6.30.12

every year beginning 9/1/12
every year beginning 6/30/13

every 2 years, beginning 3/30/13
every 6 months, beginning 5/15/30
every 3 months, beginning 1/31/13
every month, beginning 12/1/12

every 2 months, beginning 6/30/12

folder set up and naming conventions are consistent for your company. We have found a best practice is to set up folders for each site — for Annual,
Biennial, SemiAnnual, Quarterly, Monthly, BiMonthly — for each license site. Schedules may then be created within each folder. With this folder set up
and naming convention, it is easier for the Admin/manager to be accurate. Also, when setting up schedules by site, the specific schedule may be
altered without it changing at other sites. See the example below. And you may also set up a schedule for a 1-time use; it does not have to recur.

IR Quick Reference License Site — Primary Schedule




v InspectionReady"ﬂ

19. | Select the Primary Schedule color bar to expand. i rs ) primany Senoie
Feedback Help
Schedule Description Folder
None change [not sef] [root folder]
Schedule Timeline
‘ Schedule ltem Start Date
20. | To create a “default” schedule for this License Site, select Change. € 4 sonauisnas ot bsen et O
Feedback Help
Schedule Description Folder
None change [not sef] [root folder]
Schedule Timeline
Schedule ltem Start Date
21. | Inthe Choose a Schedule window, the Schedule Browser (in this Choose a Schedule
example) includes a folder for SkillsetReady (if you use that
product), for InspectionReady, and also a System Folder.
1= Exam Schedules 1 Schedule Description
[ Competency Bxam O Checkiists Select
Schedules
DlnspedionReadY 0 Monthly Inspection Schedule Select
Schedules
[ System Folder
22. | We want to organize all the schedules for InspectionReady within Choose a Schedule

the InspectionReady Schedules folder. We want to organize the
schedules by License Site.

First, select the InspectionReady Schedules folder.

Within that folder selected, select New Folder.

Schedule Browser

B3 Exam Schedules

Competency Exam

Schedules

= InspectionReady
Schedules

[ System Folder

&

Schedule

Description

] Annual Cap Select
Annual Prep Annual time-frame that authors Select
Window prepare forinspection. =
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23.

In the New Folder window, name the new folder South Campus.

Select Save Changes.

P N N N N hNhN N ——

Hew Folder

Folder Name*
South Campus

24.

With the South Campus folder highlighted, select New Folder.

Choose a Schedule

&

Schedule Browser

=3 Exam Schedules I
3 Competency Exam
Schedules
= alnspemmnﬁteady
Schedules
=7 South Campus ~~
[C System Folder

25.

In the New Folder window, this folder will be named Annual. It will
hold all the annual schedules that are created for this License Site.

As noted in Step 2 above, you would create new folders for
Biennial, SemiAnnual, etc., whatever meets your needs.

Select Save Changes.

Hew Folder

Folder Hame®
Annual
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26.

In the Choose a Schedule window, we have created the folder to
hold the Annual schedules for South Campus. Now we will create
the first annual schedule.

With the Annual folder selected, choose New Schedule.

Choose a Schedule

&~

Schedule Browser

£ 9 Exam Schedules i’

= Competency Exam
Schedules
InspectionReady
Schedules

=3 South Campus

= Annual

[ System Folder

27.

In the New Exam Schedule window, name the schedule in the Exam
Schedule Id field and give a brief description of the schedule in the
Description text field.

Hew Exam Schedule
Exam Schedule Id*
&~

Description
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28. | We have named the schedule SouthCampus.Annual.9.1.12
. . . Mew Exam Schedule
(The full name does not show in the box on the right due to limited
space.)
d | Exam Schedule Id*
Our description is that this schedule occurs every year, and begins SouthCampus Annual 9.
on 9/1/12. Description
every year, beginning 9/1/12
Select Save Changes.
&~
29. | We have named the schedule and will now select it for our License Choose a Schedule
Site.
Choose Select.
£ 5 Exam Schedules I Schedule Description I
gs&ziﬁ:w s O SouthCampus Annual 9.1.12 ;':'::‘ﬁyear. beginning Select
InspectionReady e
Schedules
=3 South Campus
=3 Annual
(21 System Folder
30. | The color bar shows the name of the schedule, the description, and e e e =

the name of the folder where the schedule is stored.
The color bar guides you to the next step of selecting a schedule.

Now select the Schedule name SouthCampus.Annual.9.1.12.

Ciick the scheauis /30s! 10 500 tema.

Schedule Timeline

Schedule llem

IR Quick Reference License Site — Primary Schedule
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31.

See the name of the schedule at the top center of the page.
The Folder for Exam Schedule box under the tabs tells you this
schedule is stored in the folder named Annual.

Below that, you see the Name/Exam Schedule Id of the Schedule
and the Description.

We will now build this schedule.

Select the Schedules Tab.

7

/7

Ready
Exam Schedule Builder /

— Folder for Exam Schedule

Annual

Exam Schedule Id*
SouthCampus.Annusl9.
Description

every year, beginning 9/1/12

SouthCampus.Annual.9.1.12

7

32.

Select New.

Ready

Exam Schedule Builder

Schedules

]

33.

In the Exam Schedule Id box, type in the name of the schedule you
are working on, SouthCampus.Annual.9.1.12.

For the This exam occur drop-down menu select “on the following
date”.

Then at the calendar, select 9/1/12, since this is the date the
schedule would begin.

Exam Schedule Id*

»

This exam occursl on hire

IR Quick Reference License Site — Primary Schedule
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34. | Select Save Changes.
Exam Schedule Id*
SouthCampus.Annual 8.
This exam occurs | on the following date |Z| 09/01/2012
35. | InspectionReady tells you that the schedule build was successful
with a message highlighted in green. It also provides details of this
SChedUIe' » Successfully inserted the schedule ,
. . Schedules Hew
If your schedule is a one-time occurrence, you are complete and F——
may move to Step 26. For this example, we want to build the Schedule Id: SouthCampus.Annual.9.1.12 )
. When: This exam occurs on the following date. [ 09/01/2012 ]
schedule so it recurs every year.
Remove Schedule
Select New.
36. | We will give this schedule the same name in the Exam Schedule Id [
. . . . . . . kd
field except add “recur” at the end, indicating this is a recurring Elxam Schedule Id
schedule: 1
SouthCampus.Annual.9.1.12.recur. This exam occurs | on hire =]
For the This exam occur drop-down menu, select “In a repeating
fashion.” Type in 1 for every year and select Years as the option in
the drop-down menu.
37. Select Save Changes. Exam Schedule Id*
SouthCampk.Annuzl 9.1.
This exam occursl in a repeating fashion |Z| 1 |Year[s) |Z|
IR Quick Reference License Site — Primary Schedule 12
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38. | You now see the details for the initial schedule and the recurring

scheduling.

If you’d like to remove a schedule, select Remove Schedule.

« Successfully inserted the schedule

Schedules

Sequence #2.

If you'd like to edit a schedule, select Edit Schedule. To view how
that looks, select Edit Schedule for the recurring schedule —

Sequence #: 1
Schedule Id: SouthCampus.Annual.9.1.12
When: This exam occurs on the following date. [ 08/01/2012]

Edit Schedule

Remove Schedule

Sequence #: 2
Schedule Id: SouthCamps.Annual.9.1.12.recu
When: This exam occurs in a repeating fashion. [ 1 Year(s)]

“~

~

Remove Schedule

39. | The change has been made in the name by just adding an “r” at the

end of recur.

Select Save Changes.

Exam Schedule Id*
imps Annual 9.1.12 recul

[=] 1

This exam occursl in a repeating fashion

| Year(s)

N

40. | Close this window by clicking on Close Window.

Ready

Exam Schedule Builder SouthCampus.Annual.9.1.12

= Successfully updated the schedule

Schedules

Sequence #: 1
Schedule Id: SouthCampus.Annual 9.1.12
When: This exam occurs on the following date. [ 09/01/2012]

Edit Schedule Remove Schedule

Sequence # 2
Schedule Id: SouthCamps. Annual 9.1.12 recur
When: This exam occurs in a repeating fashion. [ 1 Year(s)]

Remove Schedule

Edit Schedule

a0

IR Quick Reference License Site — Primary Schedule

13




v InspectionReady”

41.

Select Save.

[sno Prmary Foes

e prmary schecue |

42.

If you’d like to create and build a different schedule to be used as a
default for this site, select the Change link and follow the steps
beginning with Step 4.

If you would like to edit this current schedule, select the Schedule
name and select the Schedules Tab.

[nide] Primary Sehedule
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