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1. Select Forms then choose UH Inspector Reports.

2. Select NEW RECORD
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. Project Field — Select the project
. If needed, change Report date to date actually onsite conducting inspection.
. Description Field — Add a description
. Report Type Field — Select from:

a) Field Report
b) Field Observation
¢) Non-Compliance

. Reference Field — Add a reference
. Weather

8a. Enter Temperature

8b. Enter Temperature Scale
8c. Enter Weather Condition
8d. Enter Precipitation Amount

. Click the Save Button on the top right of the page.

UH Inspector Reports (New)

Main

A Header Fields

Project*

Reference

Date

Precipitation UOM

Record #* Report Date* Description
v o120 | 4 8

Submitted By Statds Revision

7 : v Draft v 0

Temperature Temperature Scal Weather
gl oo 8a 8b v

User Assigned User Due Date
v v B

8c

A
v

v

Report Type

Cancel

Post to Non-commitment Costs

Precip. Amount

0.00

8d

Save

H -]




Mair}

10. Select the Attachments Tab on the top navigation bar
11. Click Select Files or drag and drop images from your One Drive or Desktop to area
indicated for photo upload.

1000263-Interim - Nick Merry Test  Draft

UH Inspector Reports: 005 - test inspection
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12. Select UH Fields tab on main navigation bar
13. Select Summary of Construction Activities (or any other option desired) click
Edit, fill information in empty cell under Data column and click Sav
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14. Navigate back to Main tab. Navigate down to Details drop down to inter
specific inspection line items. Select New Line.
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15. Enter information under Description or any other empty cell as desired and
click Save once completed.
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16. You can add an attachment to that inspection line item by clicking the link
button under the Attachments column.
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17. A pop-up will appear. Drag and drop files to area indicated and click the save
and exit button after all attachments for that item are uploaded.
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18. Repeat steps 15-17 for as many inspections items you want to enter.




19. Once report is complete, click the Submit button on the top right of the page.
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20. A pop-up will appear, click Next.

Submit Record ”

=2 Business Process: UH Inspection Report WF View Workflow [/
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21. Another pop-up will appear, click Submit.
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f: Business Process: UH Inspection Report WF View Workflow [

Email Preview

A document has been Submitted for approval by Alexander Pena. Please
review and approve.

Workflow Document Information:

- Document type: UH Inspector Reports
- Project Name: Nick Merry Test

- Document Description: test inspection
- Action Date: 07-16-2026

- Due Date:

- Comments:

Click the Document hyperlink to open it for review.

Back Cancel m

22. Process complete. Workflow will initiate and route to PM for review and Final
Approval.




