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Inspections Types 

control which Tasks 

and Descriptions are 

available when 

creating a punch.   

They can also be used 

for filtering when 

running a report. 

From the admin 

section, select the 

Inspection Types link. 

 

 

 

 

 

 

 

 

 

The easiest way to 

add a new Inspection 

Type is to Save and 

Copy an exitsting 

Inspection Type, then 

edit it.  

To do this, click on an 

existing Inspection 

Type.  

 

 

 

 

 

 

 

 

 

 



                  Admin: Add New Inspection Type   Page 2 

 

 

Then click on the Save 

& Copy button.  

 

 

 

 

 

 

 

Click Yes in the pop-up 

box to copy the 

record.  
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The existing 

Inspection Type has 

been Saved and 

Copied as indicated by 

the “Record Copied” 

text in green across 

the top and the 

“Copy” text in the 

Inspection Type box.  

Now you need to edit 

this Inspection Type 

Name.   

 

 

 

 

 

We’ve updated the 

Inspection Type name 

to “6 – MEP”  

Adding the number 

“6” to the name puts 

it 6th on the list. 

After updating 

Inspection Type 

Name, save it. 

Now add Tasks and 

Descriptions to it. 

Please refer to the 

document “Edit the 

Inspection Types 

Association Grid” 

document to add 

Tasks/Descriptions to 

your new Inspection 

Types.  
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