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Inspection – Overview 
Step Action 
1.  Navigate to the License Site Tab.  

 
2.  Select the License Site to which you want to add an Inspection List.  In this example, we will add an Inspection List to the Core Lab site. 
3.  Click on the List Builder color bar to expand. 

 
4.  The Filter allows you to sort the Lists in the table by a specific type: 

Checklist, Inspection, and Policy.  You may show all Lists again by 
choosing Show All List Types. 
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5.  When selecting Inspection as a Filter, only the Inspection Lists 
appear.   
 
If you want to view only the Policy Lists that have been created, 
select Policy as a Filter. 
 
If you want to view only the Checklists that have been created, 
select Checklist as a Filter. 
 
And again, you may view all the Lists by selecting the Show All List 
Types Filter. 

 

6.  We will now create a new Inspection List.  We will review the links View and Edit later in this guide. 
7.  Select New. 
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8.  In the Build a New List window, enter the ID or Number of the New 
List.  This field allows you to give the list a short 30-character name 
or number.  It is displayed in the ID column when you first open the 
List Tab.  Each line you set in this text area will create a new list 
allowing you to rapidly add lists. 
 
In this example, we will only be adding one Inspection List. 
 
At the Type drop-down menu, select Inspection. 
 
InspectionReady tells you this list is for the Core Lab License Site. 
 
 

 
9.  Select Save Changes. 
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10.  You are now taken back to the List Builder color bar. 
The new list created, Bioanalytics, is in the list. 

 
11.  Select Edit for the Inspection List Bioanalytics. 

 
12.  Using the color bars, we will now build this List. 
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13.  Select the Name color bar to expand.  
 Here you will see the ID or Number and the Name of the List.   
The type of List is Inspection.   
 

 
14.  Department:  This shows the department that the Inspection is 

associated with.  This is an option field for you to use.  
InspectionReady sets None as a default when a new List is created.  
To change the department, select the Change link.  

15.  Select Medical Center department by choosing Select. 
 
(See Quick Reference Department Set Up for instructions on how 
to set up a department.) 

 
16.  Select Save. 
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17.  Select the Primary Team color bar to expand. 
 
We want to change the Team that will be the default team for the 
tasks for this Inspection List. 
 
Select Change. 

 
18.  Just a reminder, the teams are created in the License Site Tab/ 

Team Builder color bar.  The Quick Reference Inspection - Team 
Builder gives instructions on how to build or edit a team. 
 
To select the team for this Inspection, Select Bioanalytics. 
  

 
19.  You are now back to the Primary Team color bar and can see the 

information for this team. 

 
20.  Select the Primary Schedule color bar to expand. 

 
InspectionReady sets a default schedule.  To change the schedule, 
select Change. 
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21.  To select the schedule you would like to use, highlight the correct 
License Site Folder. Next choose Select for the Schedule 
CoreLab.Annual.9.1.12. 

 
22.  This is the schedule for the Bioanalytics Inspection for Core Lab. 

If you want to make changes on the schedule, please refer to the 
Quick Reference License Site - Primary Schedule. 

 
23.  Select Save. 
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24.  Click on the Version color bar to expand. 

 
25.  InspectionReady tells us that we have created the Bioanalytics 

Inspection List, but that it does not have any items.  The status is 
Blank.  
 
 

 

26.  Before you are able to load a new Inspection List, let’s address the 
format the file must be in.    The file must be in a CAP format.  To 
load the file into this system, it must have all the rows above the 
titled row (Requirement (ID), Phase, Subject Header etc.) deleted.  
The file must be saved as a CSV (comma delimited) file.  The “tab” 
and “comma” for Separated by should be selected. 
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27.  Now we will load the Bioanalytics Inspection List. 
 
Select Upload Inspection File. 

 
28.  In the Upload Inspection List window, select Browse and select the 

Inspection List you want to upload – Bioanalytics. 
 
Select the number 2 at the drop-down menu for Limit the number 
of consecutive blank lines.  Limiting blank lines reduces the number 
of blank lines in your Inspection List.  This condenses your list by 
removing additional lines over the given number you specify.  You 
may leave this set to No limit to not condense the list.  However, 
we recommend condensing the list by using a limit of 2 or 3 blank 
lines. 

 
29.  Select Upload Inspection. 
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30.  At this time, you can Preview the checklist by selecting Preview. 

 
31.  The Inspection Report shows all the requirements of the Checklist 

as well as the status, which in this example is Loaded.  This status 
will change as we move forward. 
 
The statuses are: 
Blank :  List created but does not have any items. 
Loaded:  List has been loaded to InspectionReady. 
Correlated:  Data for the List has been organized into the list. 
Active: Inspection List is ready to use. 
 
 
To leave this page, click X.  

32.  Select Edit. 
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33.  In the Edit the Inspection Version window, change the Status of the 
Inspection List to Correlated by using the drop-down Change Status 
To. 

 
34.  Select Save Changes. 

 

 
35.  The Version color bar leads to the next step, to set the status to 

Active by selecting Edit. 
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36.  Change the status of the list by selecting Active in the drop-down 
menu for Change Status To. 
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37.  Select Save Changes. 

 

 
38.  The Inspection List is now active and ready to use. 

InspectionReady shows the Status History-the past statuses of the 
selected version.  It shows when the status began and a description 
of that status. 
 
See Quick Reference Inspection List – Updated Version for 
instructions to upload a new version of an existing Inspection List. 
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39.  We still need to push the Bioanalytics to Incomplete – so it can 
then be Published.  But before we do that, we will finish the color 
bars (Security and Messages) for this Inspection List. 
 

 
40.  Click on the Security color bar to expand. 

 
41.  This color bar is used to add privileges for users to see the 

Inspection. Users can be added by clicking New and searching for 
an employee. Users can be removed by clicking the Remove link. 
Some users are added automatically by StaffReady.  

• Remove All: You can also remove all of the users at once by 
clicking Remove All. All users except yourself will be 
removed.  

• List Administrator: The names of the administrators who 
have access to view and edit the list. 

• Email: The email of the list administrator. 
• Department: The department of the list administrator. 
• New: The button allows you to add new list administrators. 
• Remove: The button removes a list administrator from the 

list. This removes their ability to view and edit the 
Inspection. 

 

 



 

IR Quick Reference Inspection - Overview      15 

42.  For this Inspection List, we will select Remove All – none of the 
people listed should be seeing the Inspection – except for Barbara 
Dodd.  Since I am logged in as Barbara Dodd, she is not removed 
from this list.   
 
Select Remove All. 

 
43.  InspectionReady asks if you are sure you want to do this – Select 

Yes. 

 
44.  Select Save. 

 
45.  Since I am logged in as Barbara Dodd, she is not removed from this 

list, and she is the List Administrator.   

 
46.  If  you would like to add someone who should see this list,  select 

New. 
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47.  Select the name from the List Manager pull down menu. 

 
48.  We have selected Ben Chappell. 

 
Select Save Changes. 

 
49.  This shows the 2 people who are the List Administrators for the 

Bioanalytics Inspection List.  They have been given the security 
privileges to see this list.  
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50.  The Inspection Message Color Bar Lists the options for sending an 
email to the Inspection team and the workflow.  
Send message to Team when... 

• The task is first sent: Sent out when the task is first sent to 
the team. 

• The warning date is reached:  Sent out when the warning 
due date is reached. Sent to the team 

• The Due date is reached:  Sent out when the Due Date is 
reached. Sent to the team. 

Send message to list when... 
• Requirement set to Violation:  Sent when the Inspection 

Item is set to Violation. Sent to the workflow. 
• Requirement set to Complete:  Sent when the Inspection 

Item is set to Complete. Sent to the workflow. 
• Send To: The employee or the selected workflow. This 

must be set to turn on the Message Condition. Select Click 
to set to pick a workflow from the workflow picker. Select a 
workflow name to change the workflow. 

 

 

51.  We have chosen to have all 3 emails sent. To do this, Select Turn 
On All.  If you only want 1 or 2 messages sent, select Turn On to 
only the ones you want sent. 
 
Select Turn On All. 
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52.  Select Save.  

 

 
53.  Now we decide if we want anyone (manager etc) to receive a 

message when the requirement is set to violation (not completed 
on time) or when it is completed. 
 
Select Click to Set. 

 

54.  Remember, these teams need to be set up in the License Site tab, 
Team Builder color bar. 
 
We are going to select Tracy Bell, by selecting Select next to her 
name. 

 
55.  To select an employee to receive a message when the Requirement 

is set to Complete, Select Click to Set. 
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56.  We will select Tracy Bell to receive this message, by selecting Select 
next to her name. 

 
57.  Select Save. 
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58.  Before we push Bioanalytics Inspection List to Incomplete,  let’s 
first look at the Requirements . 
Select the Version color bar to expand. 

 
59.  Click on View Inspection List for Version 1 of the Inspection List. 

 

 
60.  This is the view before we push the Inspection List to Incomplete.  

InspectionReady guides you to the next step. 
 
Click on Back to List. 
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61.  Click on Edit for the Bioanalytics Inspection List. 

 
62.  We will now push Bioanalytics Inspection List to Incomplete. 

 
After we have completely built the Inspection List, we are ready to 
push it to Incomplete.  Ensure that all the color bars have a green 
circle – indicating that all the tasks have been completed. 
 
Setting an Inspection to Incomplete will set all of the requirements 
to Incomplete and copy down the schedule and team of each 
requirement that is missing a schedule or team. 
 
Click on Incomplete. 

 

63.  InspectionReady will ask you if you want to do this – Select Yes. 
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64.  You will see InspectionReady completing this process. 

 
65.  You are taken back to the main screen. 

 
Select Back To List. 

 
66.  Select View Requirements for the Bioanalytics Inspection List. 
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67.  The list now shows all the Requirements.  Let’s look at the color 
bars before we Publish this Inspection List. 
 
Select the first color bar, Response. 

 
68.  This view shows us the information on the Requirement selected – 

CHM.10500. 
It also allows you to include compliance notes, load or link to 
documents, and search for matching requirements.  Let’s look at 
this one-by-one. 
 
Select the Update Notes link. 
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69.  Once this Inspection List has been Published, the employee may 
want to add notes to verify compliance.   
 
The employee types in the desired notes and selects Save. 
 

 

 

 
70.  Relevant Documents:  This table allows you to upload/attach 

documents that are related to the requirement. 
 
This should be done before the List is Published, so the employee 
has the information he or she would need. 
 
Select New for the Relevant Documents. 
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71.  There are 3 ways you can attach a file:  attach it, provide the link to 
file, or show the website where the information is stored. 
 
 

 
72.  For this example, we are attaching a file. 

 
Enter the name or ID of the document. 
 
Write a brief description – this is especially helpful when there are 
many requirements and documents. 
 
Select Attach a file. 
 
Click on Browse and select the file you want to attach. 
 
Select Save Changes. 
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73.  You may Remove this file by selecting Remove.   
You may Edit this file, by selecting Edit. 
 
Select New. 

 

74.  We will now add a file via a link instead of an attachment. 
Type in the name or ID of the document. 
Add a description of the document. 
Select Attach a file. 
Select Link to my file instead of uploading. 
Select Browse and select the file.  
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75.  Select Save Changes. 

 
76.  You may remove the document by selecting Remove. 

You may edit the document by selecting Edit. 
You load another document, select New.  

77.  Continue using the same process to add/remove/edit documents. 

 
78.  The Work Status table displays a list of employees that are assigned 

work for this requirement.   
We will review this after the List has been Published. 
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79.  Matching Requirements:  Some requirements can be similar 
between inspection lists.  This table allows you to track the 
matches and view the notes on the matching requirements by 
clicking on the Id.  This feature would be used by the employee 
while completing his or her task.   

 

80.  Select the Response History color bar. 

 
81.  The Response History color bar shows you employee interaction 

with the selected checklist.  Listed on the color bar itself is the ID of 
the last employee to respond to a requirement and that date that 
employee replied.  Opening the color bar shows you what that 
employee did with the requirement.  We will look at this again 
after we Publish the Inspection List. 

 

82.  Select the Assignee color bar to expand. 

 
83.  If you would like to assign someone different to this or any other 

requirement, this is where to do it.   
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84.  To assign someone else to a specific Requirement, select that 
Requirement. 
  
Select Unique Recipients.  
 
Select Save. 

 
85.  From the Team drop down menu, Select the Bioanalytics Admin. 

 
Select Save. 

 
 

 

 
86.  Now for Requirement, CHM.10500, Terri Sullivan will be given the 

task to complete this requirement.  You may do this for as many 
requirements as you like. 
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87.  Select the Schedule color bar to expand. 

 
88.  This is the default schedule for the Bioanalytics Inspection List.  

Remember, this was set up in the License Site Tab, Primary 
Schedule color bar.  (See IR Quick Reference License Site – Primary 
Schedule for details.) 
If you would like to adjust the schedule for a specific Requirement, 
this is where you would do it. 
Select the Requirement in the tree on the left (Step 87), then Select 
Change link. 

 

89.  Select the Message color bar to expand. 

 
90.  These message settings are the default settings for the Bioanalytics 

Inspection List.  If you would like to adjust the settings for a specific 
Requirement, this is where you would do it. 
 
Select the Requirement in the tree on the left (Step 87) , then refer 
to Step 51 for specific instructions. 
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91.  Select Back to List. 
 
 

 
92.  Select Edit for the Bioanalytics Inspection List. 

 
93.  Select Publish. 
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94.  Select Yes. 

 
95.  The Inspection List has now been Published, as seen to the right – 

Current Status:  Publish. 
 
The employees will now receive their tasks by email and on their 
calendars. 
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