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1 S&CAP Process Overview 

The following process flow diagrams illustrate the high level process that an inspection goes through in 
S&CAP from beginning to end. The process begins when an inspection is created in S&CAP. Safety 
Inspections need to be finalized and need an Abatement Plan. Other inspection types go straight from 
being submitted to the Cost Estimating module of S&CAP. By the end of the process, deficiencies with 
cost estimates are sent to IA-FMS (Maximo) as work orders. DM work orders will then be ready to go 
through the DM Work Order Approval process in IA-FMS (Maximo) and on to BPERM where they can be 
added to a project and funded. 

This training manual 
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2 Inspection Setup 

2.1 Setting up a Safety and Other Inspection Request 

1. Go to Inspection Request > Safety & Other Inspection Request. The New Inspection Request screen
will be displayed.

2. From the New Inspection Request screen Page 1, the user can specify the following fields for a
Safety & Other Inspection Request:

 Inspection Type*

 Inspector(s)*

 Fiscal Year

 FMIS Location # (s)*

 Region (filter for the FMIS Location # field)

 Sites (filter for the FMIS Location # field)

Note: an asterisk (*) indicates that the field is required. 

 For the inspection types S (Safety & Health) or J (Detention Center Safety and Health), only one
Safety inspection is allowed at a site per fiscal year.

3. The types of inspections a user role is permitted to create is broken up as follows:

 Inspections Manager
o S (Safety & Health)
o J (Detention Center Safety and Health)
o A (Additional Regional Health and Safety)
o H (Indian Health Services)
o F (Fire Department)
o G (General Facilities)

 Fire Inspector
o F (Fire Department)
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 General Inspector and General Clerk 
o G (General Facilities) 

 Boiler Inspections Manager and Boiler Inspector 
o B (Boiler, Pressure Vessels) 

4. Once you have specified all of the required fields, click the Next – Select Inspection Locations 
button. 

 

5. The New Inspection Request screen Page 2 is used for selecting the locations to include in the 
inspection. By default, all locations at the site are included. 

6. To remove locations from the inspection, select them from the list and then click the Remove 
Selected Items button. The removed locations will be moved to the Locations excluded from 
Inspection tab. 

7. Click on the Locations excluded from Inspection tab to see the list of locations not included in the 
inspection. 
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8. To add locations back to the inspection, select them from the list and then click the Include Selected 
Locations button. The added locations will be moved to the Locations Included in Inspection tab. 

9. You can filter the list at any time by using the Search field. The search will be applied to all fields in 
the Location table. For example, type ‘Tower’ to see locations with Tower in the Description or the 
Classification field or type in ‘Demolished’ to see all locations with an IA Status of Demolished. 

 

10. Once the correct locations are specified to be included in the inspection, click the Save Inspection 
button to create the inspection. A unique Inspection Number will be generated at this point. 
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2.2 Exercises 

Exercise 1: Setting up a General Inspection 

1. Go to Home > Change Role on the menu bar.

2. Select General Inspector.

3. Click Yes. You will be returned to the home screen and your user role will be changed to General
Inspector (top-right corner of screen).
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4. Go to Inspection Request > Safety & Other Inspection Request on the menu bar. 

 

5. Notice that the Inspection Type is set to G (General Facilities). 

6. Click into the Inspector(s) field. 

7. Select an Inspector (select your training user). 

8. Select a FMIS Location #: _______________________________________. (Note: You can type 
into the FMIS Location #(s)  field in order to filter to a specific inspection site) 

 

9. Click the Next – Select Inspection Locations button. 

10. Select several Locations to remove from the inspection. 
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11. Click the Remove Selected Items button. The selected locations should no longer be in the list. 

12. Click the Locations excluded from Inspection tab. 

 

13. The locations you removed are in the list. 

14. Select one of the locations and then click the Include Selected Locations button to move it back 
into the inspection. 

15. Click the Save Inspection button. 
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16. Write down your Inspection Number: _________________________________________. 
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Exercise 2: Setting up a Boiler Inspection 

1. Go to Home > Change Role on the menu bar. 

2. Select Boiler Inspector. 

 

3. Click Yes. You will be returned to the home screen and your user role will be changed to Boiler 
Inspector (top-right corner of screen). 

 

4. Go to Inspection Request > Safety & Other Inspection Request on the menu bar. 
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5. Notice that the Inspection Type is set to B (Boiler, Pressure Vessels). 

6. Click into the Inspector(s) field. 

7. Select an Inspector (select your training user). 

8. Select a FMIS Location #: _______________________________________. (Note: You can type 
into the FMIS Location #(s)  field in order to filter to a specific inspection site) 

 

9. Click the Next – Select Inspection Locations button. 

10. Select several Locations to remove from the inspection. 

11. Click the Remove Selected Items button. The selected locations should no longer be in the list. 

 

12. Click the Save Inspection button. 

13. Write down your Inspection Number: _________________________________________. 

 

[End of Exercises for this Section] 
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3 Entering Inspection Data 

3.1 Navigating to an Inspection in S&CAP 

To enter inspection data in S&CAP, you first need to navigate to the inspection. The Inspection List 
provides a list of inspections for which the user has access. By default, the Inspection List shows In 
Progress and Submitted inspections. The Inspection List can be filtered to show inspections in different 
statuses. 

1. Select Inspection Data Entry from the menu bar. The Inspection List will be displayed.

2. The following fields can be filtered in order to search for the inspection:

 Region

 Agency

 Inspection Number

 Inspection Type

 Maximo ID

 Site Number

 Site Description

 Fiscal Year

 Inspection Status

 Inspection Created Date

 Inspection Submitted Date

 Last Download Date.
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3. Click the column heading of any field (ex. Click the Region column heading) for sort and search 
functionality. After clicking a column heading, the following pop-up will be displayed. 

 

The following actions can be performed: 

 Sort by any field (ascending or descending) 

 Select the columns that are displayed 

 Select the order the columns are displayed 

 Adjust the column widths 

 Apply search filters 

Apply the search parameters by clicking the Search button. 

4. Select the Inspection to view or enter inspection data to by clicking on its Inspection Number 
hyperlink. This will display the Inspection Detail screen. 
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5. The Inspection Detail screen shows general information about the inspection. The table at the top of 
the screen shows information about the inspection site(s).  



Safety & Other Inspection Training Manual  Page 15 

3.2 Location List and Location Detail 

The Location List is located on the lower section of the Inspection Detail. It provides a list of the 
Locations included in the inspection. It also provides the means to navigate to the Location Detail where 
location remarks can be provided and deficiency data can be reviewed and added. 

1. The Location List is on the lower section of the Inspection Detail.

2. Click on the hyperlink in the Maximo ID field of the location you are entering deficiencies or
inspection data for. This will display the Location Detail.

3. The fields on the Location Detail are:

 Validation Status

 Location Description

 Location Type

 Room #

 Maximo ID

 Use

 Structure #

 Location Long Description

 Inspection Remarks

 Inspection Date*

 No New Deficiencies Found?

4. If there are any attachments for the location in IA-FMS (Maximo), they can be viewed from the
Location Detail in the Attachments section.
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5. Click Save to save Inspection Remarks, the Inspection Date, or attachments added to the Location 
Detail. 
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3.3 Existing Deficiency List 

The Existing Deficiency List is located on the lower section of the Location Detail, where there are tabs 
for Existing Deficiencies and New Deficiencies (Boiler Inspectors will also see Assets). It provides a list of 
Existing deficiencies in IA-FMS for the Location. 

1. Navigate to the Location Detail of the location where Existing Deficiencies need to be reviewed.

Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the
Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the
location in the Location List.

2. The column headings on the Existing Deficiencies List are:

 Validation Status Type  Deficiency Number

 Original Reported Date  Repeat Count

 Site ID  Description

 FMIS Backlog or Work Ticket Number  Work Type

 Category  Rank

 Severity  Probability

 RAC  Work Order Status

 Is Finalized
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3.4 Repeating an Existing Deficiency 

1. Click the Repeat Deficiency button next to its Deficiency Number in the Existing Deficiencies List.

This will bring up the Repeat Deficiency modal and display the existing data in IA-FMS. The
deficiency with updated data can then be repeated.

2. The fields on the Repeat Deficiency Modal are:

 Title*  Category*

 Rank*  Severity*

 Probability*  RAC

 Citation Paragraph Number*  Abatement Period*

 Recommended Correction*  Remark

3. Once values for all of the required fields have been selected, click the Save button. This will cause
the Repeat Deficiency to no longer appear in the Existing Deficiencies List and instead appear in the
New Deficiencies List for the location.
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3.5 New Deficiency List 

The New Deficiency List is located on the lower section of the Location Detail, where there are tabs for 
Existing Deficiencies and New Deficiencies (Boiler Inspectors will also see Assets). It provides a list of all 
new or repeated deficiencies for the location resulting from the inspection. 

1. Navigate to the Location Detail of the location where New Deficiencies need to be reviewed.

Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the
Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the
location in the Location List.

2. The column headings on the New Deficiencies List are:

 Validation Status Type

 Deficiency Number

 Original Reported Date

 Repeat Count

 Site ID

 Description

 FMIS Backlog or Work Ticket Number

 Work Type

 Category

 Rank

 Severity

 Probability

 RAC

 Work Order Status

 Is Finalized

3. New Deficiencies can be identified in the list by their Validation Status Type of New. They will also
have a temporary S&CAP generated Deficiency Number that begins with the Inspection Number. A
Repeat Deficiency will have an IA-FMS (Maximo) generated Deficiency Number that begins with AB.

4. Click on the hyperlink in the Deficiency Number field to go to the Deficiency Detail. This screen
shows details about the deficiency, allows updates to be saved, and allows deletion of a new or
repeat deficiency from the inspection.
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3.6 Adding a New Deficiency 

1. Navigate to the Location Detail of the location to add a new deficiency.

Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the
Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the
location in the Location List.

2. Click the Add New Deficiency button. This will display the New Deficiency screen.

3. Enter data for all of the required fields and any of the other relevant fields. Use the Room Number
and/or Asset fields to associate the deficiency with a particular room or asset. The fields on the New
Deficiency screen are:

 Location*

 Room Number

 Asset

 Validation Status*

 Deficiency Number

 Citation Paragraph Number*

 Title*

 Additional Information

 Deficiency status

 Work type

 Work subtype

 Category*

 Rank*

 Health Life Safety Indicator

 Severity*

 Probability*

 RAC

 Abatement Period

 Remarks

 Recommended Correction*
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4. If you select a Citation Paragraph Number option from the list, the Description and Long Description 
fields will be pre-populated with default text based on the selection. If the value you would like to 
enter is not in the list or if you need to enter a value such as ‘Not Applicable’, type the value in and 
then hit the Enter or tab key on your keyboard. 
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5. The Category options for a new deficiency are: 

 Safety (S, J, A, and H) Inspection: 
o S (Safety/Health) 
o H (Handicap) 

 Boiler and Pressure Vessels (B) Inspection: 
o E (Energy) 
o M (Physical Plant) 
o S (Safety/Health) 

 General Facilities (G) Inspection: 
o M (Physical Plant) 

 Fire Department (F) Inspection: 
o F (Fire) 

6. The RAC is auto-calculated based on Severity and Probability for a Category S (Safety/Health) or H 
(Handicap) deficiency. This table shows how the RAC is determined: 

Category Severity Probability  RAC 

S (Safety/Health) 
H (Handicap)  

I (Catastrophic)  

A (Frequent) 1 

B (Likely) 1 

C (Occasional) 2 

D (Rarely) 3 

II (Critical) 

A (Frequent) 1 

B (Likely) 2 

C (Occasional) 3 

D (Rarely) 4 

III (Significant) 

A (Frequent) 2 

B (Likely) 3 

C (Occasional) 4 

D (Rarely) 5 

IV (Minor) 

A (Frequent) 3 

B (Likely) 4 

C (Occasional) 5 

D (Rarely) 5 

 

The RAC is auto-calculated based on Rank for a Category E (Energy), M (Physical Plant), or F (Fire) 
deficiency. This table shows how the RAC is determined: 

 

Category Rank RAC 

E (Energy) 
2 4 

3 5 

M (Physical Plant) 

1 4 

2 5 

3 5 

F (Fire) 2 4 
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7. Attachments can be added to a new deficiency in S&CAP. Click the Upload Attachment button to 
add a new attachment line. Select the file to be uploaded. Then, provide a description of the 
attachment. The attachment will be uploaded when the record is saved. 

8. Once the data for a new deficiency record has been entered, save these changes by clicking one of 
the following buttons: 

 Save 

 Save & New (saves the new deficiency record and displays a blank New Deficiency screen) 

9. After the new deficiency record is saved, a message will appear that indicates the S&CAP generated 
unique Work Order Number. This can be used to identify the new deficiency record in S&CAP before 
it is sent to IA-FMS. Once the new deficiency record is sent to IA-FMS, this value will be replaced 
with its actual IA-FMS Work Order Number. 

10. To delete a new deficiency, locate it in the New Deficiencies List and click on its Deficiency Number 
hyperlink. This will display the Deficiency Detail. From here, click the Delete Deficiency button to 
delete the new deficiency. 

  



Safety & Other Inspection Training Manual  Page 25 

3.6.1 Deficiency Categories and Ranks 

The table below provides descriptions and examples of some of the Category and Ranks 

combinations available in S&CAP. 

Cat/Rank Severity Description/Example 

S-1 Safety-Serious 
Deficiency 

A Safety-Serious Deficiency poses a threat to safety and health, 
including violations of Occupational Safety and Health Standards, 
Life Safety Code, Uniform Building Code, among other codes and 
laws, as applicable. 

Examples: Required means of egress such as protected corridor and 
terminating after exit discharge. Fire enclosing hazardous areas. 
Fire rated doors, exit and emergency lighting. Means to alert 
occupants of danger-fire alarms, visual alarms, etc., required 
sprinkler systems (i.e., janitor closets in schools). 

S-2 Safety-Moderate 
Deficiency 

Safety-Moderate Deficiencies affecting Safety and Health. 

Examples: Trip and fall hazards when not on stairways or ramps, 
exterior lighting when not involving exit discharges, steps, ramps. 
Lack of ventilation. Sprinkler systems desired to be added which are 
in excess of life safety code requirements and Bureau policy. Fume 
hoods in science laboratories. 

H-1 Serious handicap 
code violations 

Examples: Provide handicapped accessibility to building. Provide 
handicap accessible restrooms. 

H-2 Violation of Federal 
Handicap Codes 
and Standards 

Examples: Install code compliant handrails for handicapped 
restrooms or portions of restrooms that need to be modified for 
handicapped compliance. 

M-1 Physical Plant, 
Non-Programmatic, 

Deficiency 
Condition 

A Physical Plant, Non-Programmatic, Deficiency Condition (that 
renders a facility, facility system, or facility component inoperable). 
This is related to structural, mechanical, electrical, roofs, walls, 
floors, foundations, utilities, paving, etc. 

Examples: Roof deterioration causing interior building damage. 
Serious overload of electrical system due to modernization of 
equipment. Removal and replacement of refrigerant compressor on 
chiller. Replacement of defective sections on boiler, sewer, water 
or gas line deterioration. 

M-2 Physical Plant, 
Non-Programmatic, 

Deficiency 
Condition 

A Physical Plant, Non-Programmatic, Deficiency Condition (that if 
not attended to will render a facility, facility system, or facility 
component inoperable). This is related to structural, mechanical, 
electrical, roofs, walls, floors, foundations, utilities, paving, etc. 

Examples: Replace door locks that have worn to a point where they 
do not operate. Replace cracked sidewalks causing tripping hazard. 

M-3 Functional facility 
equipment exceeds 

Functional facility equipment exceeds its normal life expectancy. 
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its normal life 
expectancy 

Example: Replace boiler. Replace steam kitchen equipment. 
Replace carpeting. 

E-2 Violation of energy 
codes and 
standards 

Examples: Installation of new energy efficient lighting fixtures. 
Replacement of single-glazed windows with double- or triple-glazed 
windows for energy efficiency. Upgrading or replacement of 
heating systems. 

E-3 Deficiencies which 
when corrected 

will reduce energy 
consumption 

Examples: Installation or replacement of automated night setback 
switches for heating systems. Replacement of weather seals on 
exterior doors throughout the building. 

F-2 Deficiencies for 
Fire Support 

Examples: Fire Stations, Fire training classes, etc. 
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3.7 Submitting an inspection 

1. Navigate to the Inspection Detail of the inspection to be submitted.

Note: To get to the Inspection Detail, click Inspection Data Entry on the menu bar. Then, click on the
Inspection Number hyperlink for the inspection.

2. Click the Submit Inspection button. A prompt is displayed for submittal approval. Click the Yes
button.

3. If there are locations that have not been validated, the inspection will not be submitted. A message
will be returned indicating the locations that caused the submission to fail.

4. All locations must be validated before the inspection can be submitted. Validating serves as a way to
verify that the location has been inspected. This is especially useful if a location has no deficiencies.
This way, it is verified that the location was not accidentally skipped when entering inspection data.
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5. Navigate to the Location Detail of the location to be validated. 

6. Select the inspection date and then click the Validate button. 

 

7. Once all of the locations have been validated, the inspection can be submitted successfully. For a 
safety inspection, once the inspection is submitted, the Inspections Manager will be notified and the 
Inspection Status will be set to Submitted. The Other inspection types (Boiler, Fire Department, and 
General Facilities) will be set to Finalized status. 
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3.8 Exercises 

Exercise 3: Repeating a Deficiency 

1. Go to Home > Change Role on the menu bar.

2. Select General Inspector.

3. Click Yes. You will be returned to the home screen and your user role will be changed to General
Inspector (top-right corner of screen).

4. Go to Inspection Data Entry on the menu bar.
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5. Click on the hyperlink in the Inspection Number field for the inspection (the Inspection Number 
will be provided by the instructor). 

 Record the Inspection Number: ___________________________________. 

 

 

6. Scroll down to the Location List. 

7. Click on the hyperlink in the Maximo ID field for a location which has a number greater than 0 in 
the Existing Deficiencies field. 

 Record the Maximo ID: ___________________________________. 

 

 

8. Scroll Down to the Existing Deficiencies List. (Note: If there are new deficiencies, the New 
Deficiency list will be selected by default. If this is the case, select the Existing Deficiencies tab) 
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9. Click the Repeat Deficiency button for an Existing Deficiency. 

 Record the Deficiency Number: ___________________________________. 

 

 

10. Enter values for all of the required fields and record the following values (only record the values 
that have a line next to the field name): 

 Category: _______________________________________. 

 Rank: _______________________________________. 

 RAC (field is auto-calculated): _______________________________________. 

 Citation Paragraph Number 

 Abatement Period: _______________________________________. 

 Recommended Repair 

11. Click the Save button. 
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12. Notice that the deficiency no longer appears in the Existing Deficiencies List. 

13. Click the New Deficiencies tab to view the New Deficiencies List. 

14. Notice that the Repeat Deficiency now appears in the New Deficiencies List. 
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Exercise 4: Adding a New Deficiency 

1. If necessary, change your user role to General Inspector. (Note: If you are continuing from the 
previous exercise, skip to step 6) 

2. Go to Inspection Data Entry on the menu bar. 

3. Click on the hyperlink in the Inspection Number field for the inspection (the Inspection Number 
will be provided by the instructor). 

 Record the Inspection Number: ___________________________________. 

4. Scroll down to the Location List. 

5. Click on the hyperlink in the Maximo ID field for a location. 

 Record the Maximo ID: ___________________________________. 

6. Click the Add New Deficiency button. 

 

7. Enter values for all of the required fields (and any of the optional fields): 

 Citation Paragraph Number 

 Title 

 Category 

 Rank 

 Recommended Correction 
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8. Click the Upload Attachment button. 

 

9. Click the Choose File/Browse button. 

 

10. Select a file and click Open. Most Windows computers have sample images available that can be 
used to complete this step. (Note: When adding attachments, the attachment is not uploaded 
until the Save button is clicked) 

11. Enter the text ‘Picture of deficiency’ followed by your initials and the date in the Description field. 

12. Click the Save button. 

13. Notice that the New Deficiency now appears in the New Deficiencies List. 

  



Safety & Other Inspection Training Manual  Page 35 

 

Exercise 5: Adding another New Deficiency 

1. If necessary, change your user role to General Inspector. (Note: If you are continuing from the 
previous exercise, skip to step 6) 

2. Go to Inspection Data Entry on the menu bar. 

3. Click on the hyperlink in the Inspection Number field for the inspection (the Inspection Number 
will be provided by the instructor). 

 Record the Inspection Number: ___________________________________. 

4. Scroll down to the Location List. 

5. Click on the hyperlink in the Maximo ID field for a location. 

 Record the Maximo ID: ___________________________________. 

6. Click the Add New Deficiency button. 

7. Enter values for all of the required fields (and any of the optional fields): 

 Citation Paragraph Number 

 Title 

 Category 

 Rank 

 Recommended Correction 

8. Click the Save button. 

9. Notice that the New Deficiency now appears in the New Deficiencies List. 

 

 

 

[End of Exercises for this Section] 
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4 Finalizing Inspection Data 

4.1 Finalizing Deficiencies 

1. Navigate to the Location Detail of the location where deficiencies need to be reviewed and finalized.

Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the
Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the
location in the Location List.

2. Review the New Deficiencies List at the lower section of the Location Detail screen.

3. Click on the Deficiency Number hyperlink to view the Deficiency Detail.
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4. The Deficiency Detail has a column for the inspector data and a Pending Data column where the 
deficiency data can be updated by the Inspection Manager. Notice that the Rank has been updated 
in the figure above. Once the data is correct, click the Finalize button to finalize the deficiency. 
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4.2 Finalizing Locations 

1. Navigate to the Location Detail of the location to be finalized.

Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the
Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the
location in the Location List.

2. Remarks can be added and the Inspection Date can be updated, if necessary. Any changes can be
saved prior to finalizing the location with the Save or Save & Next button.

3. Click the Finalize button to finalize the location record.
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4.3 Finalizing Assets (Boiler Inspections Only) 

1. Navigate to the Location Detail of the location to review asset data.

Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the
Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the
location in the Location List.

2. Click the Assets tab to display the Asset List.

3. Click the hyperlink in the IAFMS Asset ID column to navigate to the Asset Detail of a given asset.

4. The Asset Detail consists of an IAFMS Data column, one or more Inspector Data columns, and a
Pending Data column. The IAFMS column data fields are read-only and populated with the data
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currently in IA-FMS. The Inspector Data column(s) is populated with the suggested data from the 
inspection. The Pending Data column has both read-only and editable fields. 

5. Populate the Pending data column with final inspection data by either manually changing the data in 

the Pending Data column or by using the arrows ( ) next to the fields. Copying over all of the fields 

from a particular column can be done by clicking the Copy All button ( ) to the right of the 
column heading. 

6. Attachments can be added to an Asset Detail in S&CAP. Click the Upload Attachment button to add 
a new attachment line. Select the file to upload; then, provide a description of the attachment. The 
attachment will be uploaded when the record is saved or finalized. 

7. Once changes to an asset record are reviewed, click the Finalize button. All data fields will become 
read-only at this point. 
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4.4 Finalizing an Inspection 

1. Navigate to the Inspection Detail of the inspection.

Note: To get to the Inspection Detail, click Inspection Data Entry on the menu bar. Then, click on the
Inspection Number hyperlink for the inspection.

2. Click the Finalize Inspection button on the Inspection Detail, then click the Yes button. If all
locations and deficiencies (and assets for Boiler inspections) have been finalized, the Finalization
Notification Prompt will be displayed.

3. Use the Type dropdown to select a boilerplate Finalization message for the inspection and enter text
in the Send Text Field. By default, the message is sent to the Facility Staff and Region Staff. The
message can also be copied to other email addresses. Click the Yes button to send the notification
and finish finalizing the inspection. The user will receive a confirmation message that the inspection
was finalized.
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4.5 Bulk Finalization of all Un-finalized Records 

1. Click the Finalize Inspection button on the Inspection Detail. Then, click the Yes button. A prompt
will be displayed listing all of the errors due to un-finalized deficiencies and locations.

2. Click Continue to have the system bulk finalize all deficiencies and locations (and assets for Boiler
inspections).
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4.6 Rejecting an Inspection 

1. Navigate to the Inspection Detail of the inspection.

Note: To get to the Inspection Detail, click Inspection Data Entry on the menu bar. Then, click on the
Inspection Number hyperlink for the inspection.

2. Click the Reject Inspection button. A prompt is displayed to provide a comment detailing why the
inspection is being rejected. Enter this information and then click the Reject button.

3. The inspector is notified that the inspection was rejected and the Inspection Status of the inspection
is set to IN PROGRESS.
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5 Abatement Plans 

Every safety inspection in S&CAP requires an Abatement Plan to be completed by either a Facility Staff 
or Region Staff user. Once a safety inspection has been finalized, the system will send out a series of 
emails reminding users to complete Abatement Plans. Deficiencies from a safety inspection must be 
abated before they are eligible to be costed in the S&CAP cost estimating module. This section covers 
how to create an Abatement Plan, enter the abatement data for each deficiency, and finalize the 
Abatement Plan. 

5.1 Creating an Abatement Plan for a finalized Safety Inspection 

1. Click Abatement Plans on the menu bar. The Abatement Plans List will be displayed.

2. Click the New Abatement Plan button.

3. On the New Abatement Plan screen, the Inspection Number dropdown is populated with Finalized
Safety Inspections that do not have an Abatement Plan created. The Inspection Type and Fiscal Year
filters can be used to filter which inspections show up in the Inspection Number dropdown.

4. Select the Inspection Number to create an Abatement Plan and then click the Create Abatement
Plan button. Notice that the Created Date and Created By fields are autopopulated with the current
date and the username.
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5. The Abatement Plan will be displayed. It includes all deficiencies identified during the safety 
inspection. 
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5.2 Navigating to an Abatement Plan that has already been 

created To navigate to an Abatement Plan that has already been created: 

1. Click Abatement Plans on the menu bar. The Abatement Plans List will be displayed.

2. The column headings on the Abatement Plans List are:

 Inspection Number

 FMIS Locations

 Fiscal Year (defaulted to the current fiscal year)

 Created Date

 Created By

 Finalized Date

 Finalized By

3. The filters on the Abatement Plan list can be used to search for a specific Abatement Plan. For
example, the fiscal year filter can be updated or the inspection number can be typed into the
Inspection Number field. After search criteria is entered into the filters, click enter on your keyboard

or click the Search button  to run the search. 

4. Click on the hyperlink in the Inspection Number column to open the Abatement Plan for the
inspection.
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5. Click the Abatement Plans button to navigate from the Abatement Plan back to the list of 
Abatement Plans. 
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5.3 Adding Abatement Data to Deficiencies and Sending Deficiencies to Costing 

1. Navigate to the inspection’s Abatement Plan.

2. The Deficiencies from the inspection will be listed in the Deficiency/Updated Work Order table.
Select one of the deficiencies to add Abatement data to it.
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3. The Abatement fields are: 

 Deficiency Type* 

 Planned Corrective Measure* 

 Planned Completion Date* 

 Revised Completion Date 

 Estimated Completion Date 

 Abated Date (read-only; automatically populates when record is saved) 

 Abated By (read-only; automatically populates when record is saved) 

4. After all of the required Abatement fields are entered, the record can be saved by clicking the Save 
button. This allows the user to come back and update the Abatement Data before sending the 
deficiency to costing.  

Note: Additional fields will need to be specified if the record requires an interim measure. 

 

5. The deficiency is sent to the cost estimating module by clicking the Send to Costing button.  

Note: An individual deficiency can be sent to costing, costed, and have its cost estimate sent to IA-
FMS (Maximo) before the Abatement Plan is finalized. 
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6. Once a deficiency is sent to costing (or it is specified as having no costs), the abatement fields 
become read-only. 

 

7. The Previous and Next navigation buttons can be used to quickly and easily cycle through the 
deficiencies in the Abatement Plan. 
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5.4 Abating New Deficiencies with No Costs 

If the abatement of a new deficiency does not have a cost associated with it, the process can be 

streamlined by clicking the No Costs For Deficiency/Work Order button. 

1. After all of the required Abatement fields are entered, click the No Costs For Deficiency/Work
Order button.

Note: This button is only available for new deficiencies. Repeat deficiencies do not have this option.

2. If the Planned Completion Date is a date in the past or the current date, the system will prompt the
user to specify whether the work order in IA-FMS (Maximo) should be in APPR (Approved) or COMP
(Completed) status. Send as Complete should be selected if the abatement has already been
physically completed.
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3. If the Planned Completion Date is a date in the future, a prompt will be displayed indicating that the 
work order in IA-FMS (Maximo) will have a Work Order Status of APPR (Approved) and a Work Type 
of FO (Facility Operations). Click Yes to continue. 
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5.5 Interim Measures 

Certain deficiencies require an interim measure to be completed in addition to providing the abatement 
information for the deficiency. An interim measure is required for a deficiency if the Planned Completion 
Date is 30 days or more after the Inspection Finalized Date. An interim measure is intended to capture 
work associated with the planned action to handle a category S (Safety/Health) or H (Handicap) 
deficiency in the meantime until the full abatement of the deficiency can be completed.  

If an interim measure is required for the deficiency, the Interim Measure fields will be displayed for the 
deficiency. 

1. Fill out the following required interim measure fields:

 Reason For Delay*

 Interim Measure Description*

 Planned Completion Date*

Note: The Planned Funding Method and Standing Parent fields should be filled out after the interim 
measure cost estimate is completed unless the interim measure has no costs. 
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2. If the interim measure has no costs associated with it, select No Interim Measure Cost (FO) in the 
Planned Funding Method field. This will cause the interim measure to enter a work order with an 
FO (Facilities Operations) work type in IA-FMS (Maximo) when the deficiency is sent to costing. 

 

3. If the interim measure has a Planned Completion Date that is in the past or the current date, the 
system will prompt the user to specify whether the work order in IA-FMS (Maximo) should be in 
APPR (Approved) or COMP (Completed) status. Send as Complete should be selected if the interim 
measure has already been physically completed. 

 

4. If the interim measure has costs associated with it, a cost estimate can be completed by adding line 
items in the Line Items section of the interim measure. 

Note: It is important to remember that the cost estimate is for the interim measure. The cost 
estimate for the abatement of the deficiency will be completed in the S&CAP Cost Estimating 
module. 

5. To add a new interim measure line item, first select the Type, which will be Material, Tool, or Labor.  

Note: If Labor is selected, the Description will be set to ‘Contractor’. This can be updated in IA-FMS 
(Maximo) after the deficiency is sent to costing. 
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6. Fill out the required line item fields:  

 Description (required for Material and Tool line items)  

 Quantity 

 Cost/Rate 

 Hours (required for Labor and Tool line items) 

 

7. The Line Cost will be calculated based on the information entered for the line item. 

8. To add the line item, click the Add button for the line item row. 
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9. Multiple line items can be added for a single interim measure. As line items are added, the totals will
be calculated in the header of the Line Items section of the screen.

10. To remove a line item, click the Remove button for the line item row you want to delete.

11. Once the interim measure line items have been added, the Planned Funding Method needs to be
selected (if O&M was not previously selected). The options for Planned Funding Method depend on
the Estimate Total for the interim measure:

 O&M (Operations and Maintenance; only available if the Estimate Total is less than or equal to
$2500)

 FI&R (Facilities Improvement and Repair)

 MI&R (Minor Improvement and Repair)
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12. If the Planned Funding Method is set to O&M, the Standing Parent field must also be specified 

for the interim measure. The typical options for each structure are: 

 No Standing Parent 

 PM SO (Preventive Maintenance Standing Order) 

 UM SO (Unscheduled Maintenance Standing Order) 

 FO SO (Facilities Operations Standing Order) 

 PS SO (Protective Services Standing Order) 

 GM SO (Grounds Maintenance Standing Order) 

 FM SO (Facilities Maintenance Standing Order) 
 

 
 

13. The interim measure work order will be created in IA-FMS (Maximo) when the deficiency is sent to 
costing. 
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5.6 Finalizing an Abatement Plan 

After all deficiencies in an Abatement Plan have been abated, it is important to finalize the Abatement 

Plan. This action is what lets S&CAP know that the inspection has a fully completed Abatement Plan. 

To finalize an Abatement Plan: 

1. Navigate to the inspection’s Abatement Plan.

2. Click the Finalize Plan button. If Abatement Data has been added to each of the deficiencies in the
Abatement Plan, then the Abatement Plan will be finalized. The Inspection Status of the inspection
will be set to ABATED.
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5.7 Exercises 

Exercise 6: Abating a Deficiency 

1. Go to Home > Change Role on the menu bar.

2. Select Facility Staff.

3. Click Yes. You will be returned to the home screen and your user role will be changed to Facility
Staff (top-right corner of screen).

4. Go to Abatement Plans on the menu bar.
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5. Enter the Inspection Number into the Inspection Number field and click the Search  button 
(the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the 
instructor). 

Note: Do not enter the Inspection Number from the screenshot. 

 Record the Inspection Number: _______________________________. 

 

 

6. Click on the Inspection Number hyperlink to navigate to the abatement plan. 
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7. The Abatement Plan for the inspection is displayed. 

 

8. Select a deficiency from the Deficiency/ Updated Work Order table by clicking on the row of the 
deficiency. 

 Record the Deficiency/Work Order #: _______________________________. 

 

The Deficiency Information for the record is displayed below the Deficiency/ Updated Work Order 

table. 

9. Enter values for Deficiency Type and Planned Corrective Measure. 
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10. For Planned Completion Date, enter a date that is no more than 30 days after the Inspection 
Finalized Date. 

Note: You are able to enter a date in the past in order to complete this step. 
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11. Click the Send to Costing button. 

Note: If the deficiency is a repeat deficiency, the No Costs For Deficiency/Work Order button will 
not be displayed as in the screenshot below. 

 

12. Notice that in the Deficiency/ Updated Work Order table, the Sent to Costing field has been 
changed to Yes for the deficiency. 
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Exercise 7: Abating a Deficiency (with Interim Measure) 

1. If necessary, change your user role to Facility Staff.  

Note: If you are continuing from the previous exercise, skip to step 6) 

2. Go to Abatement Plans on the menu bar. 

 

3. Enter the Inspection Number into the Inspection Number field and click the Search  button 
(the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the 
instructor). 

Note: Do not enter the Inspection Number from the screenshot. 

 Record the Inspection Number: _______________________________. 

 

 

4. Click on the Inspection Number hyperlink to navigate to the abatement plan. 
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5. The Abatement Plan for the inspection is displayed. 

 

6. Select a deficiency from the Deficiency/ Updated Work Order table by clicking on the row of the 
deficiency. 

 Record the Deficiency/Work Order #: _______________________________. 

 

The Deficiency Information for the record is displayed below the Deficiency/ Updated Work Order 

table. 

7. Enter values for Deficiency Type and Planned Corrective Measure. 
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8. For Planned Completion Date, enter a date that is at least 30 days after the Inspection Finalized 
Date. 

Note: This will cause the interim measure fields to be displayed for this deficiency abatement. 
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9. In the Interim Measure section of the screen, enter information for Reason for Delay and Interim 
Measure Date. 

 

10. In the Interim Measure section of the screen, enter a date that is in the past compared to today’s 
date in Planned Completion Date field. 

 

 

11. The options for Planned Funding Method are O&M and No Interim Measure Cost (FO). In this 
exercise, we will add costs for our interim measure. Select O&M for the Planned Funding Method. 
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12. Select the Standing Parent Work Order to attach the interim measure costs to in the Standing 
Parent field. 

Note: If the only available option is No Standing Parent, select that option. 

 

13. Add an interim measure line item by selecting a Type, filling out the required information for the 
line item, and clicking the Add button. 

Note: The screenshot shows a Labor line item. Feel free to select Material or Tool for the Type 
instead. 

 

14. After you click the Add button, the Estimate Totals will be updated based on the information that 
was entered.  

Note: If your Estimate Total is $2500 or greater, the Planned Funding Method will be updated to 
reflect Deferred Maintenance funding options. 
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15. Click the Send to Costing button. 

 

16. Notice that in the Deficiency/ Updated Work Order table, the Sent to Costing field has been 
changed to Yes for the deficiency. 
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Exercise 8: Abating a Deficiency with No Costs 

1. If necessary, change your user role to Facility Staff.  

Note: If you are continuing from the previous exercise, skip to step 6) 

2. Go to Abatement Plans on the menu bar. 

 

3. Enter the Inspection Number into the Inspection Number field and click the Search  button 
(the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the 
instructor). 

Note: Do not enter the Inspection Number from the screenshot. 

 Record the Inspection Number: _______________________________. 

 

 

4. Click on the Inspection Number hyperlink to navigate to the abatement plan. 
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5. The Abatement Plan for the inspection is displayed. 

 

6. Select a deficiency that has not been sent to costing and is not a repeat deficiency.  

Note: A record meeting this criteria will have the Sent to Costing set to No in the 
Deficiencies/Updated Work Order list and will have Repeat Deficiency? set to NO in the Deficiency 
Information section. 

 

 Record the Deficiency/Work Order #: _______________________________. 
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7. Enter values for Deficiency Type and Planned Corrective Measure.

8. Enter a date that is in the past compared to today’s date or enter today’s date in Planned
Completion Date field.
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9. Click the No Costs For Deficiency/Work Order button.

10. Since the Planned Completion Date is today’s date or earlier, the system will prompt you to
specify whether to update the work order to APPR (Approved) or COMP (Completed) status in IA-
FMS (Maximo).

11. Click either Send As Approved or Send As Complete.
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12. Notice that the IA-FMS (Maximo) Status has been updated based on the option you selected and
that the IA-FMS (Maximo) Current Work Type has been updated to FO.

[End of Exercises for this Section]
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6 Cost Estimating 

6.1 Navigating to a Deficiency to provide a Cost Estimate 

1. Click Cost Estimating on the menu bar.

2. The Deficiencies / Work Orders to be Costed List will be displayed.

3. The column headings on the Deficiencies / Work Orders to be Costed List are:

 Funding Type

 Eligible to be Costed (defaults to Yes)

 Fiscal Year (defaults to the current fiscal year)

 Deficiency / Work Order Number

 Deficiency / Work Order Description

 Inspection Number

 Inspection Finalized Date

 IA-FMS Cost Estimate Total

 Site ID

 Site Description

 Maximo ID

 Location Description

 Category

 Rank

 Parent Work Order
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Note: It is important to be aware that work orders in a status of INPOR, APPR, or FUNDED are not 
eligible to have their cost estimates updated using S&CAP. These records will have their Eligible to 
be Costed flag set to No. 

4. Deficiencies / Work Orders to be Costed List can be used to search for a specific work
order/deficiency. After search criteria is entered into the filters, click enter on your keyboard or click

the Search button  to run the search.

5. To navigate to the Cost Estimate Detail screen for work order/deficiency, click on the hyperlink in
the Deficiency / Work Order Number field for the record for which to view or submit a cost
estimate.
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6. The Cost Estimate Detail for the deficiency will be displayed. Deficiency and Abatement information
is displayed at the upper section of the cost detail. Cost Data is displayed in the lower section.

Note: The Deficiencies / Work Orders to be Costed button can be used to navigate back to the 
Deficiencies / Work Orders to be Costed List. The Previous and Next buttons can be used to navigate to 
the Cost Estimate Detail of the previous/next record in the last search results on the Deficiencies / Work 
Orders to be Costed List. 



Safety & Other Inspection Training Manual  Page 78 

6.2 Adding a Cost Estimate to a Deficiency 

Cost Estimates are entered into S&CAP for the deficiency by adding line items, which build up the 

total cost estimate of the deficiency. 

1. To add a new line item, navigate to the Cost Estimate Detail for the deficiency and scroll down to the
Line Items section of the screen.

2. Select the Type, which will be Material, Tool, or Labor.

Note: If Labor is selected, the Description will be set to ‘Contractor’. This can be updated in IA-FMS
(Maximo) after the deficiency is sent to costing.

3. Fill out the required line item fields:

 Description (required for Material and Tool line items)

 Quantity

 Cost/Rate

 Hours (required for Labor and Tool line items)

4. The Line Cost will be calculated based on the information entered for the line item.
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5. To add the line item, click the Add button for the line item row.

6. Multiple line items can be added for a single deficiency. As line items are added, the totals will be
calculated in the header of the Line Items section of the screen.
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6.3 Editing a Cost Estimate for a Work Order that has a Cost Estimate in IA-FMS (Maximo) 

If a record has an existing cost estimate in IA-FMS (Maximo) prior to visiting the Cost Estimate Detail, 
those line items can be edited, removed, or added to in S&CAP. A record may already have a cost 
estimate in IA-FMS (Maximo) if it was a repeat deficiency or if the new deficiency record has been 
updated directly in IA-FMS (Maximo) 

To update a line item: 

1. Click into the field to be updated.

2. Enter the new values.

3. The cost estimate totals will reflect the changes.

Note: The line item will not be updated on the work order record in IA-FMS (Maximo) until the cost
estimate is sent to IA-FMS (Maximo)
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To remove a line item: 

1. Click the Remove button in the row of the line item to be removed.

2. A prompt is displayed warning the user that removing the line item is a permanent action once the
page is saved.

3. Click Yes to continue. The line item will be removed from the table.

Note: The line item will not be removed from the work order record in IA-FMS (Maximo) until the
cost estimate is sent to IA-FMS (Maximo)

4. The cost estimate totals will reflect the changes.



Safety & Other Inspection Training Manual  Page 82 

6.4 Deficiencies costed as Operations and Maintenance (O&M) 

After a cost estimate is provided for a deficiency, the Planned Funding Method needs to be determined. 
If a cost estimate total for a deficiency is less than or equal to $2500, the cost estimate can be sent to IA-
FMS (Maximo) as O&M (Operations and Maintenance). This means that the work order is intended to be 
funded using O&M funds. 

1. If the Cost Estimate Total for the deficiency is less than or equal to $2500, O&M will be an available
option in the Planned Funding Method field.

2. For deficiencies that have the Planned Funding Method set to O&M, the Standing Parent field must
also be specified for the deficiency. The typical options for each structure are:

 No Standing Parent

 PM SO (Preventive Maintenance Standing Order)

 UM SO (Unscheduled Maintenance Standing Order)

 FO SO (Facilities Operations Standing Order)

 PS SO (Protective Services Standing Order)

 GM SO (Grounds Maintenance Standing Order)

 FM SO (Facilities Maintenance Standing Order)
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3. Click the Finalize Cost button. An O&M cost estimate will be sent to the O&M work order in IA-FMS 
(Maximo) at this point. 
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4. A prompt will be displayed letting the user know that if they proceed, the Cost Estimate Detail will 
become locked and the cost estimate will be sent to IA-FMS (Maximo). 

 

5. Click OK to continue and send the cost estimate to IA-FMS (Maximo). 
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6.5 Deficiencies costed as Deferred Maintenance (DM) 

After a cost estimate is provided for a deficiency, the Planned Funding Method needs to be determined. 
If a cost estimate total for a deficiency is greater than $2500, the cost estimate can be sent to IA-FMS 
(Maximo) must be set to FI&R (Facilities Improvement and Repair) or MI&R (Minor Improvement and 
Repair). Either of these options will set the work type of the work order record in IA-FMS (Maximo) to 
DM (Deferred Maintenance). 

1. If the Cost Estimate Total for the deficiency is greater than $2500, O&M is not an available option in
the Planned Funding Method field. The available options are:

 FI&R (Facilities Improvement and Repair)

 MI&R (Minor Improvement and Repair)

2. Click the Finalize Cost button.
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3. A prompt will be displayed letting the user know that if they proceed, the Cost Estimate Detail will 
become locked and that the cost estimate can then be sent to IA-FMS (Maximo) if the cost estimate 
is over $2500. If a deficiency is set to FI&R or MI&R and has a cost estimate of $2500 or less, the 
deficiency will need to be bundled with other DM deficiencies in order to be sent to IA-FMS 
(Maximo). 

 

4. Click OK to continue. 
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5. If the cost estimate is greater than $2500, click the Send to IA-FMS button to send the cost estimate 
to IA-FMS (Maximo). The DM Work Order Approval (Gatekeeper) process is automatically initiated 
for the record in IA-FMS (Maximo). 
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6.6 Bundling DM Deficiencies 

1. Click Cost Estimating on the menu bar. Then click the Bundle DM Work Orders button near the top-
right of the screen.

2. A list of deficiencies costed with a Funding Type of DM will be displayed. In order to include
deficiencies in the bundle, click them one by one in the list. Each deficiency included in the bundle
will be highlighted.

In order for deficiencies to be included in the same bundle, the following criteria must be met:

 Same Maximo ID

 Same Category

 Same Rank

 No parent work orders

3. As deficiencies are added to the bundle, the Bundle Total field will be populated with the sum of
each deficiency’s Cost Estimate Total. Once the Bundle Total is greater than $2500, the Send Bundle
to IA-FMS button will become enabled.

4. Once each deficiency to be included in the bundle is selected and all bundle criteria are met, click
the Send Bundle to IAFMS button. The user will be prompted to enter a Bundle Description.
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5. The Bundle Description should be something clear and informative that describes what is included in
the bundle. Users down the road will need to be able to identify the bundle based on its description.
Once the Bundle Description has been entered, click the Yes button to send the bundle to IA-FMS.
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6.7 Sending Repeat Deficiencies to IA-FMS (Maximo) without updating the Cost Estimate 

If a repeat deficiency already has a valid cost estimate in IA-FMS (Maximo), the user can select the 
option to not update the cost estimate. If the cost estimate is not updated in S&CAP, the DM Work 
Order Approval (Gatekeeper) process will not be reinitiated for the record. 

If the work order already has a valid cost estimate in IA-FMS (Maximo) and it does not need to be 
updated in S&CAP: 

1. On the Cost Estimate Detail of the repeat deficiency, click the No Updates button.

Note: The Repeat Deficiency field set to Yes on the Cost Estimate Detail indicates that the record is a
repeat deficiency.

2. A prompt will be displayed confirming that the cost estimate for this record does not need to be
updated and letting the user know that the record will become locked in S&CAP.

3. Click OK to continue.
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6.8 New Deficiencies in S&CAP that have been costed in IA-FMS (Maximo) 

New deficiencies from an S&CAP inspection can also be costed directly on the work order record in IA-
FMS (Maximo). If this is the case, an S&CAP user should still log in and mark the new deficiency records 
as not needing an update in S&CAP. This will clear up the S&CAP queue. If a work order has its status 
changed to INPOR, APPR, FUNDED, COMP, CLOSE, or CAN in IA-FMS (Maximo), the record will 
automatically be set to not be eligible to be costed in S&CAP. 

To mark a new deficiency as not needing the cost estimate to be updated in S&CAP: 

1. On the Cost Estimate Detail of the new deficiency, click the No Updates button.

Note: The Repeat Deficiency field set to No on the Cost Estimate Detail indicates that the record is a
new deficiency (not a repeat deficiency).

2. A prompt will be displayed confirming that the cost estimate for this record does not need to be
updated and letting the user know that the record will become locked in S&CAP.

3. Click OK to continue.
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6.9 Exercises 

Exercise 9: Cost a Deficiency as O&M 

1. Go to Home > Change Role on the menu bar.

Note: If you are already logged in as a Facility Staff user, skip to step 4.

2. Select Facility Staff.

3. Click Yes. You will be returned to the home screen and your user role will be changed to Facility
Staff (top-right corner of screen).
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4. Go to Cost Estimating on the menu bar.

5. Enter the following search criteria:

 Funding Type: null

 Deficiency / Work Order Number: AB%

 IA-FMS (Maximo) Cost Estimate Total: =0

Note: This will ensure that you get a list of valid work orders in the system that do not yet have 

a cost estimate and are eligible to be sent to Maximo 

6. Click the Search  button. 

7. Select a Deficiency from the list.

Note: Try to be random about selecting a record. Consider going to one of the later pages of
results to select a record. If several people all chose the first record, there will be unexpected
results due to multiple people attempting to update the same record. If the records are selected
randomly, the chances of those types of issues are greatly reduced.

 Record the Deficiency/Work Order Number: _______________________________.

8. Click on the Deficiency / Work Order Number hyperlink for the record.
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9. Select Labor for the Type in the Line Items table.

10. Enter the following information for the line item:

 Quantity: 2

 Cost/Rate: 25

 Hours: 4

11. Click the Add button.
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12. For the second line item, select Material for the Type.

13. Enter the following information for the line item:

 Description: ‘Materials’ [followed by your initials]

 Quantity: 3

 Cost/Rate: 300

14. Click the Add button.

15. The following information should be displayed along the top of the Line Items table:

 Est. Total: $1100

 Est. Material Total: $900

 Est. Tool Total: $0

 Est. Labor Total: $200
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16. Since the Estimate Total is less than $2500, O&M is the default option in the Planned Funding
Method field.

17. Select an option for the Standing Parent field. This will end up being the Parent WO for the O&M
record in IA-FMS (Maximo).

Note: If the only available option is No Standing Parent, select that option. This will be the only
option if the location in IA-FMS (Maximo) does not have Standing Parent Work Orders.

18. Click the Finalize Cost button.

19. On the prompt, click the OK button to send the cost estimate to IA-FMS (Maximo).

20. A message will be displayed indicating that the costs were successfully updated in IA-FMS
(Maximo).
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Exercise 10: Cost a Deficiency as DM 

1. If necessary, change your user role to Facility Staff.

Note: If you are continuing from the last exercise, click the <<Deficiencies / Work Orders to be
Costed button in the upper-right corner of the screen and skip to step 3.

2. Go to Cost Estimating on the menu bar.

3. Enter the following search criteria:

 Funding Type: null

 Deficiency / Work Order Number: AB%

 IA-FMS (Maximo) Cost Estimate Total: =0

Note: This will ensure that you get a list of valid work orders in the system that do not yet have 

a cost estimate and are eligible to be sent to Maximo 

4. Click the Search  button. 

5. Select a Deficiency from the list.

Note: Try to be random about selecting a record. Consider going to one of the later pages of
results to select a record. If several people all chose the first record, there will be unexpected
results due to multiple people attempting to update the same record. If the records are selected
randomly, the chances of those types of issues are greatly reduced.

 Record the Deficiency/Work Order Number: _______________________________.
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6. Click on the Deficiency / Work Order Number hyperlink for the record.

7. Select Material for the Type in the Line Items table.

8. Enter the following information for the line item:

 Description: ‘Materials DM’ [followed by your initials]

 Quantity: 1

 Cost/Rate: 4000

9. Click the Add button.

10. The following information should be displayed along the top of the Line Items table:

 Est. Total: $4000

 Est. Material Total: $4000

 Est. Tool Total: $0

 Est. Labor Total: $0

The Planned Funding Method was automatically changed since O&M is no longer a valid option 

(the Estimate Total exceeds $2500) 
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11. Select MI&R in the Planned Funding Method field.

12. Click the Finalize Cost button.
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13. On the prompt, click the OK button to send the cost estimate to IA-FMS (Maximo).

14. When the screen reloads, there will be a Send to IA-FMS (Maximo) button near the top of the
screen.

15. Click the Send to IA-FMS (Maximo) button.

16. A message will be displayed indicating that the costs were successfully updated in IA-FMS
(Maximo).
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Exercise 11: Send a Deficiency to IA-FMS (Maximo) without updating the Cost Estimate 

1. If necessary, change your user role to Facility Staff.

Note: If you are continuing from the last exercise, click the <<Deficiencies / Work Orders to be
Costed button in the upper-right corner of the screen and skip to step 3.

2. Go to Cost Estimating on the menu bar.

3. Enter the following search criteria:

 Funding Type: null

 Deficiency / Work Order Number: AB%

 IA-FMS (Maximo) Cost Estimate Total: >0

Note: Notice that in this exercise, the IA-FMS (Maximo) Cost Estimate Total is filtered to show 

work orders that DO have a cost estimate.  

This will ensure that you get a list of valid work orders in the system that have a cost estimate 

and are eligible to be sent to Maximo 

4. Click the Search  button. 

5. Select a Deficiency from the list.

Note: Try to be random about selecting a record. Consider going to one of the later pages of
results to select a record. If several people all chose the first record, there will be unexpected
results due to multiple people attempting to update the same record. If the records are selected
randomly, the chances of those types of issues are greatly reduced.

 Record the Deficiency/Work Order Number: _______________________________.
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6. Click on the Deficiency / Work Order Number hyperlink for the record.

7. Review the Line Items table. There should be one or more line items already in the system. There
line items are from the work order record in IA-FMS (Maximo).
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8. If the Planned Funding Method is set to O&M, select a value for the Standing Parent field.

9. Click the No Updates button.

10. On the prompt, click the OK button to send the inspection updates for the work order record to
IA-FMS (Maximo) without updating the cost estimate information.

11. A message will be displayed indicating that the record was updated as not having a cost estimate
update.

[End of Exercises for this Section]
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7 Reports 

7.1 Reports Menu 

Several reports can be run from S&CAP for Safety & Other Inspections. These reports can be found 
under the Reports dropdown on the menu bar. User roles that have responsibilities outside of Safety & 
Other Inspections may see additional reports. 

The following Report options are available for Safety & Other Inspections (Note: Some user roles may 
see additional reports): 

 Safety and Other Inspections Status Report

 Structure Summary Report

 Abatement Plan Submissions Chart

 Health and Safety Inspections Chart

 Inspection Abatement Correction Plan

 List of Health and Safety Deficiencies

 Safety and Health Inspection Report

 Safety and Health Inspection Inspector Report
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7.2 Safety and Other Inspections Status Report 

1. Select Reports > Safety and Other Inspections Status Report from the Reports dropdown on the
menu bar.

2. There are two main sections of the Report Search Criteria screen: Search Criteria and Display
Options. Click Advanced Search in the top-right corner to show additional search fields. Use the
Display Options section to select how the report will be sorted and the fields that will be included in
the report.

3. Fields can be removed from the report by selecting them in the Selected Fields to be Displayed in
Results and clicking the left arrow button to move them into the Available Fields. The order the
fields will be displayed in the report can be changed by using the Position buttons.

4. Click Search to run the report.
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5. The report can be exported to an Excel file using the  button or to a pdf using the  button. 
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7.3 Structure Summary Report 

1. Select Reports > Structure Summary Report from the Reports dropdown on the menu bar.

2. There are two main sections of the Report Search Criteria screen: Search Criteria and Display
Options. Use the Display Options section to select how the report will be sorted and the fields that
will be included in the report.

3. Fields from the report can be removed by selecting them in the Selected Fields to be Displayed in
Results and clicking the left arrow button to move them into the Available Fields. The order the
fields will be displayed in the report can be changed by using the Position buttons.

4. Click Search to run the report.
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5. The report can be exported to an Excel file using the  button or to a pdf using the  button. 
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7.4 Abatement Plan Submissions Chart 

1. Select Reports > Abatement Plan Submissions Chart from the Reports dropdown on the menu bar.

2. Enter the Fiscal Year of the Abatement Plan submissions.

3. Select PDF or Excel for the Report Format.

4. Click the Search button. The report will be downloaded.
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7.5 Health and Safety Inspections Chart 

1. Select Reports > Health and Safety Inspections Chart from the Reports dropdown on the menu bar.

2. Enter the Fiscal Year to run the chart. The chart includes both S and J inspections by default. To filter
it to only show one Inspection Type, select it in the Safety Inspection Type field.

3. Select PDF or Excel for the Report Format.

4. Click the Search button. The report will be downloaded.
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7.6 Inspection Abatement Correction Plan 

1. Select Reports > Inspection Abatement Correction Plan from the Reports dropdown on the menu
bar.

2. Select the Inspection Number to see the Inspection Abatement Correction Plan from the Inspection
List field. The user can type the Inspection Number into the field to narrow the list.

3. Select PDF or Excel for the Report Format.

4. Click the Search button. The report will be downloaded.
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7.7 List of Health and Safety Deficiencies 

1. Select Reports > List of Health and Safety Deficiencies from the Reports dropdown on the menu bar.

2. Select the Inspection Number to see the List of Health and Safety Deficiencies from the Inspection
List field. The user can type the Inspection Number into the field to narrow the list.

3. Select PDF or Excel for the Report Format.

4. Click the Search button. The report will be downloaded.
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7.8 Safety and Health Inspection Report 

1. Select Reports > Safety and Health Inspection Report from the Reports dropdown on the menu bar.

2. Select the Inspection Number to run the Safety and Health Inspection Report from the Inspection
List field. The user can type the Inspection Number into the field to narrow the list.

3. Select PDF or Excel for the Report Format.

4. Click the Search button. The report will be downloaded.
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7.9 Safety and Health Inspection Inspector Report 

The Safety and Health Inspection Inspector Report was created to give S&CAP users the ability to run a 
report similar to the Safety and Health Inspection Report when the inspection is still in progress. This 
enables users to quickly see the latest deficiency data entered by the inspector prior to the submission 
or finalization of the inspection. 

1. Select Reports > Safety and Health Inspection Inspector Report from the Reports dropdown on the
menu bar.

2. Select the Inspection Number to run the Safety and Health Inspection Report from the Inspection
List field. The user can type the Inspection Number into the field to narrow the list.

3. The Inspector can also be specified for this report (in the event there are multiple inspectors for the
inspection).

4. Select PDF or Excel for the Report Format.

5. Click the Search button. The report will be downloaded. (The sample report is on the next page of
this training manual)
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	Note: an asterisk (*) indicates that the field is required. 
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	5. The New Inspection Request screen Page 2 is used for selecting the locations to include in the inspection. By default, all locations at the site are included. 
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	8. To add locations back to the inspection, select them from the list and then click the Include Selected Locations button. The added locations will be moved to the Locations Included in Inspection tab. 
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	9. You can filter the list at any time by using the Search field. The search will be applied to all fields in the Location table. For example, type ‘Tower’ to see locations with Tower in the Description or the Classification field or type in ‘Demolished’ to see all locations with an IA Status of Demolished. 
	9. You can filter the list at any time by using the Search field. The search will be applied to all fields in the Location table. For example, type ‘Tower’ to see locations with Tower in the Description or the Classification field or type in ‘Demolished’ to see all locations with an IA Status of Demolished. 


	 
	Figure
	10. Once the correct locations are specified to be included in the inspection, click the Save Inspection button to create the inspection. A unique Inspection Number will be generated at this point. 
	10. Once the correct locations are specified to be included in the inspection, click the Save Inspection button to create the inspection. A unique Inspection Number will be generated at this point. 
	10. Once the correct locations are specified to be included in the inspection, click the Save Inspection button to create the inspection. A unique Inspection Number will be generated at this point. 
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	Exercises
	 

	Exercise 1: Setting up a General Inspection 
	1. Go to Home > Change Role on the menu bar. 
	1. Go to Home > Change Role on the menu bar. 
	1. Go to Home > Change Role on the menu bar. 

	2. Select General Inspector. 
	2. Select General Inspector. 


	 
	Figure
	3. Click Yes. You will be returned to the home screen and your user role will be changed to General Inspector (top-right corner of screen). 
	3. Click Yes. You will be returned to the home screen and your user role will be changed to General Inspector (top-right corner of screen). 
	3. Click Yes. You will be returned to the home screen and your user role will be changed to General Inspector (top-right corner of screen). 


	 
	Figure
	 
	 
	 
	 
	 
	 
	4. Go to Inspection Request > Safety & Other Inspection Request on the menu bar. 
	4. Go to Inspection Request > Safety & Other Inspection Request on the menu bar. 
	4. Go to Inspection Request > Safety & Other Inspection Request on the menu bar. 


	 
	Figure
	5. Notice that the Inspection Type is set to G (General Facilities). 
	5. Notice that the Inspection Type is set to G (General Facilities). 
	5. Notice that the Inspection Type is set to G (General Facilities). 

	6. Click into the Inspector(s) field. 
	6. Click into the Inspector(s) field. 

	7. Select an Inspector (select your training user). 
	7. Select an Inspector (select your training user). 

	8. Select a FMIS Location #: _______________________________________. (Note: You can type into the FMIS Location #(s)  field in order to filter to a specific inspection site) 
	8. Select a FMIS Location #: _______________________________________. (Note: You can type into the FMIS Location #(s)  field in order to filter to a specific inspection site) 


	 
	Figure
	9. Click the Next – Select Inspection Locations button. 
	9. Click the Next – Select Inspection Locations button. 
	9. Click the Next – Select Inspection Locations button. 

	10. Select several Locations to remove from the inspection. 
	10. Select several Locations to remove from the inspection. 


	 
	Figure
	11. Click the Remove Selected Items button. The selected locations should no longer be in the list. 
	11. Click the Remove Selected Items button. The selected locations should no longer be in the list. 
	11. Click the Remove Selected Items button. The selected locations should no longer be in the list. 

	12. Click the Locations excluded from Inspection tab. 
	12. Click the Locations excluded from Inspection tab. 


	 
	Figure
	13. The locations you removed are in the list. 
	13. The locations you removed are in the list. 
	13. The locations you removed are in the list. 

	14. Select one of the locations and then click the Include Selected Locations button to move it back into the inspection. 
	14. Select one of the locations and then click the Include Selected Locations button to move it back into the inspection. 

	15. Click the Save Inspection button. 
	15. Click the Save Inspection button. 


	 
	Figure
	 
	 
	 
	16. Write down your Inspection Number: _________________________________________. 
	16. Write down your Inspection Number: _________________________________________. 
	16. Write down your Inspection Number: _________________________________________. 


	 
	Figure
	  
	Exercise 2: Setting up a Boiler Inspection 
	1. Go to Home > Change Role on the menu bar. 
	1. Go to Home > Change Role on the menu bar. 
	1. Go to Home > Change Role on the menu bar. 

	2. Select Boiler Inspector. 
	2. Select Boiler Inspector. 


	 
	Figure
	3. Click Yes. You will be returned to the home screen and your user role will be changed to Boiler Inspector (top-right corner of screen). 
	3. Click Yes. You will be returned to the home screen and your user role will be changed to Boiler Inspector (top-right corner of screen). 
	3. Click Yes. You will be returned to the home screen and your user role will be changed to Boiler Inspector (top-right corner of screen). 


	 
	Figure
	4. Go to Inspection Request > Safety & Other Inspection Request on the menu bar. 
	4. Go to Inspection Request > Safety & Other Inspection Request on the menu bar. 
	4. Go to Inspection Request > Safety & Other Inspection Request on the menu bar. 


	 
	Figure
	5. Notice that the Inspection Type is set to B (Boiler, Pressure Vessels). 
	5. Notice that the Inspection Type is set to B (Boiler, Pressure Vessels). 
	5. Notice that the Inspection Type is set to B (Boiler, Pressure Vessels). 

	6. Click into the Inspector(s) field. 
	6. Click into the Inspector(s) field. 

	7. Select an Inspector (select your training user). 
	7. Select an Inspector (select your training user). 

	8. Select a FMIS Location #: _______________________________________. (Note: You can type into the FMIS Location #(s)  field in order to filter to a specific inspection site) 
	8. Select a FMIS Location #: _______________________________________. (Note: You can type into the FMIS Location #(s)  field in order to filter to a specific inspection site) 


	 
	Figure
	9. Click the Next – Select Inspection Locations button. 
	9. Click the Next – Select Inspection Locations button. 
	9. Click the Next – Select Inspection Locations button. 

	10. Select several Locations to remove from the inspection. 
	10. Select several Locations to remove from the inspection. 

	11. Click the Remove Selected Items button. The selected locations should no longer be in the list. 
	11. Click the Remove Selected Items button. The selected locations should no longer be in the list. 


	 
	Figure
	12. Click the Save Inspection button. 
	12. Click the Save Inspection button. 
	12. Click the Save Inspection button. 

	13. Write down your Inspection Number: _________________________________________. 
	13. Write down your Inspection Number: _________________________________________. 


	 
	[End of Exercises for this Section] 
	3 Entering Inspection Data 
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	Navigating to an Inspection in S&CAP
	 

	To enter inspection data in S&CAP, you first need to navigate to the inspection. The Inspection List provides a list of inspections for which the user has access. By default, the Inspection List shows In Progress and Submitted inspections. The Inspection List can be filtered to show inspections in different statuses. 
	1. Select Inspection Data Entry from the menu bar. The Inspection List will be displayed. 
	1. Select Inspection Data Entry from the menu bar. The Inspection List will be displayed. 
	1. Select Inspection Data Entry from the menu bar. The Inspection List will be displayed. 


	 
	Figure
	2. The following fields can be filtered in order to search for the inspection: 
	2. The following fields can be filtered in order to search for the inspection: 
	2. The following fields can be filtered in order to search for the inspection: 

	 Region 
	 Region 

	 Agency 
	 Agency 

	 Inspection Number 
	 Inspection Number 

	 Inspection Type 
	 Inspection Type 

	 Maximo ID 
	 Maximo ID 

	 Site Number 
	 Site Number 

	 Site Description 
	 Site Description 

	 Fiscal Year 
	 Fiscal Year 

	 Inspection Status 
	 Inspection Status 

	 Inspection Created Date 
	 Inspection Created Date 

	 Inspection Submitted Date 
	 Inspection Submitted Date 

	 Last Download Date. 
	 Last Download Date. 


	 
	 
	Figure
	3. Click the column heading of any field (ex. Click the Region column heading) for sort and search functionality. After clicking a column heading, the following pop-up will be displayed. 
	3. Click the column heading of any field (ex. Click the Region column heading) for sort and search functionality. After clicking a column heading, the following pop-up will be displayed. 
	3. Click the column heading of any field (ex. Click the Region column heading) for sort and search functionality. After clicking a column heading, the following pop-up will be displayed. 


	 
	Figure
	The following actions can be performed: 
	 Sort by any field (ascending or descending) 
	 Sort by any field (ascending or descending) 
	 Sort by any field (ascending or descending) 

	 Select the columns that are displayed 
	 Select the columns that are displayed 

	 Select the order the columns are displayed 
	 Select the order the columns are displayed 

	 Adjust the column widths 
	 Adjust the column widths 

	 Apply search filters 
	 Apply search filters 


	Apply the search parameters by clicking the Search button. 
	4. Select the Inspection to view or enter inspection data to by clicking on its Inspection Number hyperlink. This will display the Inspection Detail screen. 
	4. Select the Inspection to view or enter inspection data to by clicking on its Inspection Number hyperlink. This will display the Inspection Detail screen. 
	4. Select the Inspection to view or enter inspection data to by clicking on its Inspection Number hyperlink. This will display the Inspection Detail screen. 


	 
	Figure
	5. The Inspection Detail screen shows general information about the inspection. The table at the top of the screen shows information about the inspection site(s).  
	5. The Inspection Detail screen shows general information about the inspection. The table at the top of the screen shows information about the inspection site(s).  
	5. The Inspection Detail screen shows general information about the inspection. The table at the top of the screen shows information about the inspection site(s).  
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	Location List and Location Detail
	 

	The Location List is located on the lower section of the Inspection Detail. It provides a list of the Locations included in the inspection. It also provides the means to navigate to the Location Detail where location remarks can be provided and deficiency data can be reviewed and added. 
	1. The Location List is on the lower section of the Inspection Detail. 
	1. The Location List is on the lower section of the Inspection Detail. 
	1. The Location List is on the lower section of the Inspection Detail. 

	2. Click on the hyperlink in the Maximo ID field of the location you are entering deficiencies or inspection data for. This will display the Location Detail. 
	2. Click on the hyperlink in the Maximo ID field of the location you are entering deficiencies or inspection data for. This will display the Location Detail. 


	 
	Figure
	3. The fields on the Location Detail are: 
	3. The fields on the Location Detail are: 
	3. The fields on the Location Detail are: 

	 Validation Status 
	 Validation Status 

	 Location Description 
	 Location Description 

	 Location Type 
	 Location Type 

	 Room # 
	 Room # 

	 Maximo ID 
	 Maximo ID 

	 Use 
	 Use 

	 Structure # 
	 Structure # 

	 Location Long Description 
	 Location Long Description 

	 Inspection Remarks 
	 Inspection Remarks 

	 Inspection Date* 
	 Inspection Date* 

	 No New Deficiencies Found? 
	 No New Deficiencies Found? 

	4. If there are any attachments for the location in IA-FMS (Maximo), they can be viewed from the Location Detail in the Attachments section. 
	4. If there are any attachments for the location in IA-FMS (Maximo), they can be viewed from the Location Detail in the Attachments section. 


	  
	5. Click Save to save Inspection Remarks, the Inspection Date, or attachments added to the Location Detail. 
	5. Click Save to save Inspection Remarks, the Inspection Date, or attachments added to the Location Detail. 
	5. Click Save to save Inspection Remarks, the Inspection Date, or attachments added to the Location Detail. 
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	Existing Deficiency List
	 

	The Existing Deficiency List is located on the lower section of the Location Detail, where there are tabs for Existing Deficiencies and New Deficiencies (Boiler Inspectors will also see Assets). It provides a list of Existing deficiencies in IA-FMS for the Location. 
	1. Navigate to the Location Detail of the location where Existing Deficiencies need to be reviewed.  
	1. Navigate to the Location Detail of the location where Existing Deficiencies need to be reviewed.  
	1. Navigate to the Location Detail of the location where Existing Deficiencies need to be reviewed.  


	Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the location in the Location List. 
	2. The column headings on the Existing Deficiencies List are: 
	2. The column headings on the Existing Deficiencies List are: 
	2. The column headings on the Existing Deficiencies List are: 


	 Validation Status Type 
	 Validation Status Type 
	 Validation Status Type 
	 Validation Status Type 
	 Validation Status Type 
	 Validation Status Type 



	 Deficiency Number 
	 Deficiency Number 
	 Deficiency Number 
	 Deficiency Number 




	 Original Reported Date 
	 Original Reported Date 
	 Original Reported Date 
	 Original Reported Date 
	 Original Reported Date 



	 Repeat Count 
	 Repeat Count 
	 Repeat Count 
	 Repeat Count 




	 Site ID 
	 Site ID 
	 Site ID 
	 Site ID 
	 Site ID 



	 Description 
	 Description 
	 Description 
	 Description 




	 FMIS Backlog or Work Ticket Number 
	 FMIS Backlog or Work Ticket Number 
	 FMIS Backlog or Work Ticket Number 
	 FMIS Backlog or Work Ticket Number 
	 FMIS Backlog or Work Ticket Number 



	 Work Type 
	 Work Type 
	 Work Type 
	 Work Type 




	 Category 
	 Category 
	 Category 
	 Category 
	 Category 



	 Rank 
	 Rank 
	 Rank 
	 Rank 




	 Severity 
	 Severity 
	 Severity 
	 Severity 
	 Severity 



	 Probability 
	 Probability 
	 Probability 
	 Probability 




	 RAC 
	 RAC 
	 RAC 
	 RAC 
	 RAC 



	 Work Order Status 
	 Work Order Status 
	 Work Order Status 
	 Work Order Status 




	 Is Finalized 
	 Is Finalized 
	 Is Finalized 
	 Is Finalized 
	 Is Finalized 
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	Repeating an Existing Deficiency
	 

	1. Click the Repeat Deficiency button next to its Deficiency Number in the Existing Deficiencies List. 
	1. Click the Repeat Deficiency button next to its Deficiency Number in the Existing Deficiencies List. 
	1. Click the Repeat Deficiency button next to its Deficiency Number in the Existing Deficiencies List. 


	This will bring up the Repeat Deficiency modal and display the existing data in IA-FMS. The deficiency with updated data can then be repeated. 
	2. The fields on the Repeat Deficiency Modal are: 
	2. The fields on the Repeat Deficiency Modal are: 
	2. The fields on the Repeat Deficiency Modal are: 


	 Title* 
	 Title* 
	 Title* 
	 Title* 
	 Title* 
	 Title* 



	 Category* 
	 Category* 
	 Category* 
	 Category* 




	 Rank* 
	 Rank* 
	 Rank* 
	 Rank* 
	 Rank* 



	 Severity* 
	 Severity* 
	 Severity* 
	 Severity* 




	 Probability* 
	 Probability* 
	 Probability* 
	 Probability* 
	 Probability* 



	 RAC 
	 RAC 
	 RAC 
	 RAC 




	 Citation Paragraph Number* 
	 Citation Paragraph Number* 
	 Citation Paragraph Number* 
	 Citation Paragraph Number* 
	 Citation Paragraph Number* 



	 Abatement Period* 
	 Abatement Period* 
	 Abatement Period* 
	 Abatement Period* 




	 Recommended Correction* 
	 Recommended Correction* 
	 Recommended Correction* 
	 Recommended Correction* 
	 Recommended Correction* 



	 Remark 
	 Remark 
	 Remark 
	 Remark 





	 
	Figure
	3. Once values for all of the required fields have been selected, click the Save button. This will cause the Repeat Deficiency to no longer appear in the Existing Deficiencies List and instead appear in the New Deficiencies List for the location. 
	3. Once values for all of the required fields have been selected, click the Save button. This will cause the Repeat Deficiency to no longer appear in the Existing Deficiencies List and instead appear in the New Deficiencies List for the location. 
	3. Once values for all of the required fields have been selected, click the Save button. This will cause the Repeat Deficiency to no longer appear in the Existing Deficiencies List and instead appear in the New Deficiencies List for the location. 
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	New Deficiency List
	 

	The New Deficiency List is located on the lower section of the Location Detail, where there are tabs for Existing Deficiencies and New Deficiencies (Boiler Inspectors will also see Assets). It provides a list of all new or repeated deficiencies for the location resulting from the inspection. 
	1. Navigate to the Location Detail of the location where New Deficiencies need to be reviewed.  
	1. Navigate to the Location Detail of the location where New Deficiencies need to be reviewed.  
	1. Navigate to the Location Detail of the location where New Deficiencies need to be reviewed.  


	Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the location in the Location List. 
	 
	Figure
	2. The column headings on the New Deficiencies List are: 
	2. The column headings on the New Deficiencies List are: 
	2. The column headings on the New Deficiencies List are: 

	 Validation Status Type 
	 Validation Status Type 

	 Deficiency Number 
	 Deficiency Number 

	 Original Reported Date 
	 Original Reported Date 

	 Repeat Count 
	 Repeat Count 

	 Site ID 
	 Site ID 

	 Description 
	 Description 

	 FMIS Backlog or Work Ticket Number 
	 FMIS Backlog or Work Ticket Number 

	 Work Type 
	 Work Type 

	 Category 
	 Category 

	 Rank 
	 Rank 

	 Severity 
	 Severity 

	 Probability 
	 Probability 

	 RAC 
	 RAC 

	 Work Order Status 
	 Work Order Status 

	 Is Finalized 
	 Is Finalized 

	3. New Deficiencies can be identified in the list by their Validation Status Type of New. They will also have a temporary S&CAP generated Deficiency Number that begins with the Inspection Number. A Repeat Deficiency will have an IA-FMS (Maximo) generated Deficiency Number that begins with AB. 
	3. New Deficiencies can be identified in the list by their Validation Status Type of New. They will also have a temporary S&CAP generated Deficiency Number that begins with the Inspection Number. A Repeat Deficiency will have an IA-FMS (Maximo) generated Deficiency Number that begins with AB. 

	4. Click on the hyperlink in the Deficiency Number field to go to the Deficiency Detail. This screen shows details about the deficiency, allows updates to be saved, and allows deletion of a new or repeat deficiency from the inspection. 
	4. Click on the hyperlink in the Deficiency Number field to go to the Deficiency Detail. This screen shows details about the deficiency, allows updates to be saved, and allows deletion of a new or repeat deficiency from the inspection. 


	 
	Figure
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	Adding a New Deficiency
	 

	1. Navigate to the Location Detail of the location to add a new deficiency.  
	1. Navigate to the Location Detail of the location to add a new deficiency.  
	1. Navigate to the Location Detail of the location to add a new deficiency.  


	Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the location in the Location List. 
	2. Click the Add New Deficiency button. This will display the New Deficiency screen. 
	2. Click the Add New Deficiency button. This will display the New Deficiency screen. 
	2. Click the Add New Deficiency button. This will display the New Deficiency screen. 


	 
	Figure
	3. Enter data for all of the required fields and any of the other relevant fields. Use the Room Number and/or Asset fields to associate the deficiency with a particular room or asset. The fields on the New Deficiency screen are: 
	3. Enter data for all of the required fields and any of the other relevant fields. Use the Room Number and/or Asset fields to associate the deficiency with a particular room or asset. The fields on the New Deficiency screen are: 
	3. Enter data for all of the required fields and any of the other relevant fields. Use the Room Number and/or Asset fields to associate the deficiency with a particular room or asset. The fields on the New Deficiency screen are: 

	 Location* 
	 Location* 

	 Room Number 
	 Room Number 

	 Asset 
	 Asset 

	 Validation Status* 
	 Validation Status* 

	 Deficiency Number 
	 Deficiency Number 

	 Citation Paragraph Number* 
	 Citation Paragraph Number* 

	 Title* 
	 Title* 

	 Additional Information 
	 Additional Information 

	 Deficiency status 
	 Deficiency status 

	 Work type 
	 Work type 

	 Work subtype 
	 Work subtype 

	 Category* 
	 Category* 

	 Rank* 
	 Rank* 

	 Health Life Safety Indicator 
	 Health Life Safety Indicator 

	 Severity* 
	 Severity* 

	 Probability* 
	 Probability* 

	 RAC 
	 RAC 

	 Abatement Period 
	 Abatement Period 

	 Remarks 
	 Remarks 

	 Recommended Correction* 
	 Recommended Correction* 


	 
	4. If you select a Citation Paragraph Number option from the list, the Description and Long Description fields will be pre-populated with default text based on the selection. If the value you would like to enter is not in the list or if you need to enter a value such as ‘Not Applicable’, type the value in and then hit the Enter or tab key on your keyboard. 
	4. If you select a Citation Paragraph Number option from the list, the Description and Long Description fields will be pre-populated with default text based on the selection. If the value you would like to enter is not in the list or if you need to enter a value such as ‘Not Applicable’, type the value in and then hit the Enter or tab key on your keyboard. 
	4. If you select a Citation Paragraph Number option from the list, the Description and Long Description fields will be pre-populated with default text based on the selection. If the value you would like to enter is not in the list or if you need to enter a value such as ‘Not Applicable’, type the value in and then hit the Enter or tab key on your keyboard. 


	 
	 
	Figure
	  
	5. The Category options for a new deficiency are: 
	5. The Category options for a new deficiency are: 
	5. The Category options for a new deficiency are: 

	 Safety (S, J, A, and H) Inspection: 
	 Safety (S, J, A, and H) Inspection: 

	o S (Safety/Health) 
	o S (Safety/Health) 
	o S (Safety/Health) 

	o H (Handicap) 
	o H (Handicap) 


	 Boiler and Pressure Vessels (B) Inspection: 
	 Boiler and Pressure Vessels (B) Inspection: 

	o E (Energy) 
	o E (Energy) 
	o E (Energy) 

	o M (Physical Plant) 
	o M (Physical Plant) 

	o S (Safety/Health) 
	o S (Safety/Health) 


	 General Facilities (G) Inspection: 
	 General Facilities (G) Inspection: 

	o M (Physical Plant) 
	o M (Physical Plant) 
	o M (Physical Plant) 


	 Fire Department (F) Inspection: 
	 Fire Department (F) Inspection: 

	o F (Fire) 
	o F (Fire) 
	o F (Fire) 


	6. The RAC is auto-calculated based on Severity and Probability for a Category S (Safety/Health) or H (Handicap) deficiency. This table shows how the RAC is determined: 
	6. The RAC is auto-calculated based on Severity and Probability for a Category S (Safety/Health) or H (Handicap) deficiency. This table shows how the RAC is determined: 


	Table
	TR
	TH
	Span
	Category 

	TH
	Span
	Severity 

	TH
	Span
	Probability  

	TH
	Span
	RAC 

	Span

	S (Safety/Health) 
	S (Safety/Health) 
	S (Safety/Health) 
	H (Handicap)  

	I (Catastrophic)  
	I (Catastrophic)  

	A (Frequent) 
	A (Frequent) 

	1 
	1 

	Span

	TR
	B (Likely) 
	B (Likely) 

	1 
	1 

	Span

	TR
	C (Occasional) 
	C (Occasional) 

	2 
	2 

	Span

	TR
	D (Rarely) 
	D (Rarely) 

	3 
	3 

	Span

	TR
	II (Critical) 
	II (Critical) 

	A (Frequent) 
	A (Frequent) 

	1 
	1 

	Span

	TR
	B (Likely) 
	B (Likely) 

	2 
	2 

	Span

	TR
	C (Occasional) 
	C (Occasional) 

	3 
	3 

	Span

	TR
	D (Rarely) 
	D (Rarely) 

	4 
	4 

	Span

	TR
	III (Significant) 
	III (Significant) 

	A (Frequent) 
	A (Frequent) 

	2 
	2 

	Span

	TR
	B (Likely) 
	B (Likely) 

	3 
	3 

	Span

	TR
	C (Occasional) 
	C (Occasional) 

	4 
	4 

	Span

	TR
	D (Rarely) 
	D (Rarely) 

	5 
	5 

	Span

	TR
	IV (Minor) 
	IV (Minor) 

	A (Frequent) 
	A (Frequent) 

	3 
	3 

	Span

	TR
	B (Likely) 
	B (Likely) 

	4 
	4 

	Span

	TR
	C (Occasional) 
	C (Occasional) 

	5 
	5 

	Span

	TR
	D (Rarely) 
	D (Rarely) 

	5 
	5 

	Span


	 
	The RAC is auto-calculated based on Rank for a Category E (Energy), M (Physical Plant), or F (Fire) deficiency. This table shows how the RAC is determined: 
	 
	Table
	TR
	TH
	Span
	Category 

	TH
	Span
	Rank 

	TH
	Span
	RAC 

	Span

	E (Energy) 
	E (Energy) 
	E (Energy) 

	2 
	2 

	4 
	4 

	Span

	TR
	3 
	3 

	5 
	5 

	Span

	M (Physical Plant) 
	M (Physical Plant) 
	M (Physical Plant) 

	1 
	1 

	4 
	4 

	Span

	TR
	2 
	2 

	5 
	5 

	Span

	TR
	3 
	3 

	5 
	5 

	Span

	F (Fire) 
	F (Fire) 
	F (Fire) 

	2 
	2 

	4 
	4 

	Span


	7. Attachments can be added to a new deficiency in S&CAP. Click the Upload Attachment button to add a new attachment line. Select the file to be uploaded. Then, provide a description of the attachment. The attachment will be uploaded when the record is saved. 
	7. Attachments can be added to a new deficiency in S&CAP. Click the Upload Attachment button to add a new attachment line. Select the file to be uploaded. Then, provide a description of the attachment. The attachment will be uploaded when the record is saved. 
	7. Attachments can be added to a new deficiency in S&CAP. Click the Upload Attachment button to add a new attachment line. Select the file to be uploaded. Then, provide a description of the attachment. The attachment will be uploaded when the record is saved. 

	8. Once the data for a new deficiency record has been entered, save these changes by clicking one of the following buttons: 
	8. Once the data for a new deficiency record has been entered, save these changes by clicking one of the following buttons: 

	 Save 
	 Save 

	 Save & New (saves the new deficiency record and displays a blank New Deficiency screen) 
	 Save & New (saves the new deficiency record and displays a blank New Deficiency screen) 

	9. After the new deficiency record is saved, a message will appear that indicates the S&CAP generated unique Work Order Number. This can be used to identify the new deficiency record in S&CAP before it is sent to IA-FMS. Once the new deficiency record is sent to IA-FMS, this value will be replaced with its actual IA-FMS Work Order Number. 
	9. After the new deficiency record is saved, a message will appear that indicates the S&CAP generated unique Work Order Number. This can be used to identify the new deficiency record in S&CAP before it is sent to IA-FMS. Once the new deficiency record is sent to IA-FMS, this value will be replaced with its actual IA-FMS Work Order Number. 

	10. To delete a new deficiency, locate it in the New Deficiencies List and click on its Deficiency Number hyperlink. This will display the Deficiency Detail. From here, click the Delete Deficiency button to delete the new deficiency. 
	10. To delete a new deficiency, locate it in the New Deficiencies List and click on its Deficiency Number hyperlink. This will display the Deficiency Detail. From here, click the Delete Deficiency button to delete the new deficiency. 


	  
	 Deficiency Categories and Ranks 
	The table below provides descriptions and examples of some of the Category and Ranks combinations available in S&CAP. 
	Table
	TR
	TD
	Span
	Cat/Rank 

	TD
	Span
	Severity 

	TD
	Span
	Description/Example 

	Span

	S-1 
	S-1 
	S-1 

	Safety-Serious Deficiency 
	Safety-Serious Deficiency 

	A Safety-Serious Deficiency poses a threat to safety and health, including violations of Occupational Safety and Health Standards, Life Safety Code, Uniform Building Code, among other codes and laws, as applicable. 
	A Safety-Serious Deficiency poses a threat to safety and health, including violations of Occupational Safety and Health Standards, Life Safety Code, Uniform Building Code, among other codes and laws, as applicable. 
	 
	Examples: Required means of egress such as protected corridor and terminating after exit discharge. Fire enclosing hazardous areas. Fire rated doors, exit and emergency lighting. Means to alert occupants of danger-fire alarms, visual alarms, etc., required sprinkler systems (i.e., janitor closets in schools). 

	Span

	S-2 
	S-2 
	S-2 

	Safety-Moderate Deficiency 
	Safety-Moderate Deficiency 

	Safety-Moderate Deficiencies affecting Safety and Health. 
	Safety-Moderate Deficiencies affecting Safety and Health. 
	 
	Examples: Trip and fall hazards when not on stairways or ramps, exterior lighting when not involving exit discharges, steps, ramps. Lack of ventilation. Sprinkler systems desired to be added which are in excess of life safety code requirements and Bureau policy. Fume hoods in science laboratories. 

	Span

	H-1 
	H-1 
	H-1 

	Serious handicap code violations 
	Serious handicap code violations 

	Examples: Provide handicapped accessibility to building. Provide handicap accessible restrooms. 
	Examples: Provide handicapped accessibility to building. Provide handicap accessible restrooms. 

	Span

	H-2 
	H-2 
	H-2 

	Violation of Federal Handicap Codes and Standards 
	Violation of Federal Handicap Codes and Standards 

	Examples: Install code compliant handrails for handicapped restrooms or portions of restrooms that need to be modified for handicapped compliance. 
	Examples: Install code compliant handrails for handicapped restrooms or portions of restrooms that need to be modified for handicapped compliance. 

	Span

	M-1 
	M-1 
	M-1 

	Physical Plant, Non-Programmatic, Deficiency Condition 
	Physical Plant, Non-Programmatic, Deficiency Condition 

	A Physical Plant, Non-Programmatic, Deficiency Condition (that renders a facility, facility system, or facility component inoperable). This is related to structural, mechanical, electrical, roofs, walls, floors, foundations, utilities, paving, etc. 
	A Physical Plant, Non-Programmatic, Deficiency Condition (that renders a facility, facility system, or facility component inoperable). This is related to structural, mechanical, electrical, roofs, walls, floors, foundations, utilities, paving, etc. 
	 
	Examples: Roof deterioration causing interior building damage. Serious overload of electrical system due to modernization of equipment. Removal and replacement of refrigerant compressor on chiller. Replacement of defective sections on boiler, sewer, water or gas line deterioration. 

	Span

	M-2 
	M-2 
	M-2 

	Physical Plant, Non-Programmatic, Deficiency Condition 
	Physical Plant, Non-Programmatic, Deficiency Condition 

	A Physical Plant, Non-Programmatic, Deficiency Condition (that if not attended to will render a facility, facility system, or facility component inoperable). This is related to structural, mechanical, electrical, roofs, walls, floors, foundations, utilities, paving, etc. 
	A Physical Plant, Non-Programmatic, Deficiency Condition (that if not attended to will render a facility, facility system, or facility component inoperable). This is related to structural, mechanical, electrical, roofs, walls, floors, foundations, utilities, paving, etc. 
	 
	Examples: Replace door locks that have worn to a point where they do not operate. Replace cracked sidewalks causing tripping hazard. 

	Span

	M-3 
	M-3 
	M-3 

	Functional facility equipment exceeds 
	Functional facility equipment exceeds 

	Functional facility equipment exceeds its normal life expectancy. 
	Functional facility equipment exceeds its normal life expectancy. 
	 

	Span


	Table
	TR
	its normal life expectancy 
	its normal life expectancy 

	Example: Replace boiler. Replace steam kitchen equipment. Replace carpeting. 
	Example: Replace boiler. Replace steam kitchen equipment. Replace carpeting. 

	Span

	E-2 
	E-2 
	E-2 

	Violation of energy codes and standards 
	Violation of energy codes and standards 

	Examples: Installation of new energy efficient lighting fixtures. Replacement of single-glazed windows with double- or triple-glazed windows for energy efficiency. Upgrading or replacement of heating systems. 
	Examples: Installation of new energy efficient lighting fixtures. Replacement of single-glazed windows with double- or triple-glazed windows for energy efficiency. Upgrading or replacement of heating systems. 

	Span

	E-3 
	E-3 
	E-3 

	Deficiencies which when corrected will reduce energy consumption 
	Deficiencies which when corrected will reduce energy consumption 

	Examples: Installation or replacement of automated night setback switches for heating systems. Replacement of weather seals on exterior doors throughout the building. 
	Examples: Installation or replacement of automated night setback switches for heating systems. Replacement of weather seals on exterior doors throughout the building. 

	Span

	F-2 
	F-2 
	F-2 

	Deficiencies for Fire Support 
	Deficiencies for Fire Support 

	Examples: Fire Stations, Fire training classes, etc. 
	Examples: Fire Stations, Fire training classes, etc. 

	Span


	 
	  
	H2
	Span
	 
	Submitting an inspection
	 

	1. Navigate to the Inspection Detail of the inspection to be submitted. 
	1. Navigate to the Inspection Detail of the inspection to be submitted. 
	1. Navigate to the Inspection Detail of the inspection to be submitted. 


	Note: To get to the Inspection Detail, click Inspection Data Entry on the menu bar. Then, click on the Inspection Number hyperlink for the inspection. 
	2. Click the Submit Inspection button. A prompt is displayed for submittal approval. Click the Yes button. 
	2. Click the Submit Inspection button. A prompt is displayed for submittal approval. Click the Yes button. 
	2. Click the Submit Inspection button. A prompt is displayed for submittal approval. Click the Yes button. 


	 
	Figure
	3. If there are locations that have not been validated, the inspection will not be submitted. A message will be returned indicating the locations that caused the submission to fail. 
	3. If there are locations that have not been validated, the inspection will not be submitted. A message will be returned indicating the locations that caused the submission to fail. 
	3. If there are locations that have not been validated, the inspection will not be submitted. A message will be returned indicating the locations that caused the submission to fail. 


	 
	Figure
	4. All locations must be validated before the inspection can be submitted. Validating serves as a way to verify that the location has been inspected. This is especially useful if a location has no deficiencies. This way, it is verified that the location was not accidentally skipped when entering inspection data. 
	4. All locations must be validated before the inspection can be submitted. Validating serves as a way to verify that the location has been inspected. This is especially useful if a location has no deficiencies. This way, it is verified that the location was not accidentally skipped when entering inspection data. 
	4. All locations must be validated before the inspection can be submitted. Validating serves as a way to verify that the location has been inspected. This is especially useful if a location has no deficiencies. This way, it is verified that the location was not accidentally skipped when entering inspection data. 


	  
	5. Navigate to the Location Detail of the location to be validated. 
	5. Navigate to the Location Detail of the location to be validated. 
	5. Navigate to the Location Detail of the location to be validated. 

	6. Select the inspection date and then click the Validate button. 
	6. Select the inspection date and then click the Validate button. 


	 
	Figure
	7. Once all of the locations have been validated, the inspection can be submitted successfully. For a safety inspection, once the inspection is submitted, the Inspections Manager will be notified and the Inspection Status will be set to Submitted. The Other inspection types (Boiler, Fire Department, and General Facilities) will be set to Finalized status. 
	7. Once all of the locations have been validated, the inspection can be submitted successfully. For a safety inspection, once the inspection is submitted, the Inspections Manager will be notified and the Inspection Status will be set to Submitted. The Other inspection types (Boiler, Fire Department, and General Facilities) will be set to Finalized status. 
	7. Once all of the locations have been validated, the inspection can be submitted successfully. For a safety inspection, once the inspection is submitted, the Inspections Manager will be notified and the Inspection Status will be set to Submitted. The Other inspection types (Boiler, Fire Department, and General Facilities) will be set to Finalized status. 
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	Exercises
	 

	Exercise 3: Repeating a Deficiency 
	1. Go to Home > Change Role on the menu bar. 
	1. Go to Home > Change Role on the menu bar. 
	1. Go to Home > Change Role on the menu bar. 

	2. Select General Inspector. 
	2. Select General Inspector. 


	 
	Figure
	3. Click Yes. You will be returned to the home screen and your user role will be changed to General Inspector (top-right corner of screen). 
	3. Click Yes. You will be returned to the home screen and your user role will be changed to General Inspector (top-right corner of screen). 
	3. Click Yes. You will be returned to the home screen and your user role will be changed to General Inspector (top-right corner of screen). 

	4. Go to Inspection Data Entry on the menu bar. 
	4. Go to Inspection Data Entry on the menu bar. 


	 
	Figure
	  
	5. Click on the hyperlink in the Inspection Number field for the inspection (the Inspection Number will be provided by the instructor). 
	5. Click on the hyperlink in the Inspection Number field for the inspection (the Inspection Number will be provided by the instructor). 
	5. Click on the hyperlink in the Inspection Number field for the inspection (the Inspection Number will be provided by the instructor). 

	 Record the Inspection Number: ___________________________________. 
	 Record the Inspection Number: ___________________________________. 


	 
	 
	Figure
	6. Scroll down to the Location List. 
	6. Scroll down to the Location List. 
	6. Scroll down to the Location List. 

	7. Click on the hyperlink in the Maximo ID field for a location which has a number greater than 0 in the Existing Deficiencies field. 
	7. Click on the hyperlink in the Maximo ID field for a location which has a number greater than 0 in the Existing Deficiencies field. 

	 Record the Maximo ID: ___________________________________. 
	 Record the Maximo ID: ___________________________________. 


	 
	 
	Figure
	8. Scroll Down to the Existing Deficiencies List. (Note: If there are new deficiencies, the New Deficiency list will be selected by default. If this is the case, select the Existing Deficiencies tab) 
	8. Scroll Down to the Existing Deficiencies List. (Note: If there are new deficiencies, the New Deficiency list will be selected by default. If this is the case, select the Existing Deficiencies tab) 
	8. Scroll Down to the Existing Deficiencies List. (Note: If there are new deficiencies, the New Deficiency list will be selected by default. If this is the case, select the Existing Deficiencies tab) 


	  
	9. Click the Repeat Deficiency button for an Existing Deficiency. 
	9. Click the Repeat Deficiency button for an Existing Deficiency. 
	9. Click the Repeat Deficiency button for an Existing Deficiency. 

	 Record the Deficiency Number: ___________________________________. 
	 Record the Deficiency Number: ___________________________________. 


	 
	 
	Figure
	10. Enter values for all of the required fields and record the following values (only record the values that have a line next to the field name): 
	10. Enter values for all of the required fields and record the following values (only record the values that have a line next to the field name): 
	10. Enter values for all of the required fields and record the following values (only record the values that have a line next to the field name): 

	 Category: _______________________________________. 
	 Category: _______________________________________. 

	 Rank: _______________________________________. 
	 Rank: _______________________________________. 

	 RAC (field is auto-calculated): _______________________________________. 
	 RAC (field is auto-calculated): _______________________________________. 

	 Citation Paragraph Number 
	 Citation Paragraph Number 

	 Abatement Period: _______________________________________. 
	 Abatement Period: _______________________________________. 

	 Recommended Repair 
	 Recommended Repair 

	11. Click the Save button. 
	11. Click the Save button. 


	 
	Figure
	12. Notice that the deficiency no longer appears in the Existing Deficiencies List. 
	12. Notice that the deficiency no longer appears in the Existing Deficiencies List. 
	12. Notice that the deficiency no longer appears in the Existing Deficiencies List. 

	13. Click the New Deficiencies tab to view the New Deficiencies List. 
	13. Click the New Deficiencies tab to view the New Deficiencies List. 

	14. Notice that the Repeat Deficiency now appears in the New Deficiencies List. 
	14. Notice that the Repeat Deficiency now appears in the New Deficiencies List. 


	 
	Figure
	  
	Exercise 4: Adding a New Deficiency 
	1. If necessary, change your user role to General Inspector. (Note: If you are continuing from the previous exercise, skip to step 6) 
	1. If necessary, change your user role to General Inspector. (Note: If you are continuing from the previous exercise, skip to step 6) 
	1. If necessary, change your user role to General Inspector. (Note: If you are continuing from the previous exercise, skip to step 6) 

	2. Go to Inspection Data Entry on the menu bar. 
	2. Go to Inspection Data Entry on the menu bar. 

	3. Click on the hyperlink in the Inspection Number field for the inspection (the Inspection Number will be provided by the instructor). 
	3. Click on the hyperlink in the Inspection Number field for the inspection (the Inspection Number will be provided by the instructor). 

	 Record the Inspection Number: ___________________________________. 
	 Record the Inspection Number: ___________________________________. 

	4. Scroll down to the Location List. 
	4. Scroll down to the Location List. 

	5. Click on the hyperlink in the Maximo ID field for a location. 
	5. Click on the hyperlink in the Maximo ID field for a location. 

	 Record the Maximo ID: ___________________________________. 
	 Record the Maximo ID: ___________________________________. 

	6. Click the Add New Deficiency button. 
	6. Click the Add New Deficiency button. 


	 
	Figure
	7. Enter values for all of the required fields (and any of the optional fields): 
	7. Enter values for all of the required fields (and any of the optional fields): 
	7. Enter values for all of the required fields (and any of the optional fields): 

	 Citation Paragraph Number 
	 Citation Paragraph Number 

	 Title 
	 Title 

	 Category 
	 Category 

	 Rank 
	 Rank 

	 Recommended Correction 
	 Recommended Correction 


	  
	8. Click the Upload Attachment button. 
	8. Click the Upload Attachment button. 
	8. Click the Upload Attachment button. 


	 
	Figure
	9. Click the Choose File/Browse button. 
	9. Click the Choose File/Browse button. 
	9. Click the Choose File/Browse button. 


	 
	Figure
	10. Select a file and click Open. Most Windows computers have sample images available that can be used to complete this step. (Note: When adding attachments, the attachment is not uploaded until the Save button is clicked) 
	10. Select a file and click Open. Most Windows computers have sample images available that can be used to complete this step. (Note: When adding attachments, the attachment is not uploaded until the Save button is clicked) 
	10. Select a file and click Open. Most Windows computers have sample images available that can be used to complete this step. (Note: When adding attachments, the attachment is not uploaded until the Save button is clicked) 

	11. Enter the text ‘Picture of deficiency’ followed by your initials and the date in the Description field. 
	11. Enter the text ‘Picture of deficiency’ followed by your initials and the date in the Description field. 

	12. Click the Save button. 
	12. Click the Save button. 

	13. Notice that the New Deficiency now appears in the New Deficiencies List. 
	13. Notice that the New Deficiency now appears in the New Deficiencies List. 


	  
	Exercise 5: Adding another New Deficiency 
	1. If necessary, change your user role to General Inspector. (Note: If you are continuing from the previous exercise, skip to step 6) 
	1. If necessary, change your user role to General Inspector. (Note: If you are continuing from the previous exercise, skip to step 6) 
	1. If necessary, change your user role to General Inspector. (Note: If you are continuing from the previous exercise, skip to step 6) 

	2. Go to Inspection Data Entry on the menu bar. 
	2. Go to Inspection Data Entry on the menu bar. 

	3. Click on the hyperlink in the Inspection Number field for the inspection (the Inspection Number will be provided by the instructor). 
	3. Click on the hyperlink in the Inspection Number field for the inspection (the Inspection Number will be provided by the instructor). 

	 Record the Inspection Number: ___________________________________. 
	 Record the Inspection Number: ___________________________________. 

	4. Scroll down to the Location List. 
	4. Scroll down to the Location List. 

	5. Click on the hyperlink in the Maximo ID field for a location. 
	5. Click on the hyperlink in the Maximo ID field for a location. 

	 Record the Maximo ID: ___________________________________. 
	 Record the Maximo ID: ___________________________________. 

	6. Click the Add New Deficiency button. 
	6. Click the Add New Deficiency button. 

	7. Enter values for all of the required fields (and any of the optional fields): 
	7. Enter values for all of the required fields (and any of the optional fields): 

	 Citation Paragraph Number 
	 Citation Paragraph Number 

	 Title 
	 Title 

	 Category 
	 Category 

	 Rank 
	 Rank 

	 Recommended Correction 
	 Recommended Correction 

	8. Click the Save button. 
	8. Click the Save button. 

	9. Notice that the New Deficiency now appears in the New Deficiencies List. 
	9. Notice that the New Deficiency now appears in the New Deficiencies List. 


	 
	 
	 
	[End of Exercises for this Section] 
	 
	  
	4 Finalizing Inspection Data 
	H2
	Span
	 
	Finalizing Deficiencies
	 

	1. Navigate to the Location Detail of the location where deficiencies need to be reviewed and finalized.  
	1. Navigate to the Location Detail of the location where deficiencies need to be reviewed and finalized.  
	1. Navigate to the Location Detail of the location where deficiencies need to be reviewed and finalized.  


	Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the location in the Location List. 
	2. Review the New Deficiencies List at the lower section of the Location Detail screen. 
	2. Review the New Deficiencies List at the lower section of the Location Detail screen. 
	2. Review the New Deficiencies List at the lower section of the Location Detail screen. 


	 
	Figure
	3. Click on the Deficiency Number hyperlink to view the Deficiency Detail. 
	3. Click on the Deficiency Number hyperlink to view the Deficiency Detail. 
	3. Click on the Deficiency Number hyperlink to view the Deficiency Detail. 


	 
	Figure
	4. The Deficiency Detail has a column for the inspector data and a Pending Data column where the deficiency data can be updated by the Inspection Manager. Notice that the Rank has been updated in the figure above. Once the data is correct, click the Finalize button to finalize the deficiency. 
	4. The Deficiency Detail has a column for the inspector data and a Pending Data column where the deficiency data can be updated by the Inspection Manager. Notice that the Rank has been updated in the figure above. Once the data is correct, click the Finalize button to finalize the deficiency. 
	4. The Deficiency Detail has a column for the inspector data and a Pending Data column where the deficiency data can be updated by the Inspection Manager. Notice that the Rank has been updated in the figure above. Once the data is correct, click the Finalize button to finalize the deficiency. 
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	Finalizing Locations
	 

	1. Navigate to the Location Detail of the location to be finalized. 
	1. Navigate to the Location Detail of the location to be finalized. 
	1. Navigate to the Location Detail of the location to be finalized. 


	Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the location in the Location List. 
	 
	Figure
	2. Remarks can be added and the Inspection Date can be updated, if necessary. Any changes can be saved prior to finalizing the location with the Save or Save & Next button.  
	2. Remarks can be added and the Inspection Date can be updated, if necessary. Any changes can be saved prior to finalizing the location with the Save or Save & Next button.  
	2. Remarks can be added and the Inspection Date can be updated, if necessary. Any changes can be saved prior to finalizing the location with the Save or Save & Next button.  

	3. Click the Finalize button to finalize the location record. 
	3. Click the Finalize button to finalize the location record. 
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	Finalizing Assets (Boiler Inspections Only)
	 

	1. Navigate to the Location Detail of the location to review asset data. 
	1. Navigate to the Location Detail of the location to review asset data. 
	1. Navigate to the Location Detail of the location to review asset data. 


	Note: To get to the Location Detail, click Inspection Data Entry on the menu bar. Click on the Inspection Number hyperlink for the inspection. Then, click on the Maximo ID hyperlink for the location in the Location List. 
	2. Click the Assets tab to display the Asset List. 
	2. Click the Assets tab to display the Asset List. 
	2. Click the Assets tab to display the Asset List. 


	 
	Figure
	3. Click the hyperlink in the IAFMS Asset ID column to navigate to the Asset Detail of a given asset. 
	3. Click the hyperlink in the IAFMS Asset ID column to navigate to the Asset Detail of a given asset. 
	3. Click the hyperlink in the IAFMS Asset ID column to navigate to the Asset Detail of a given asset. 


	 
	Figure
	4. The Asset Detail consists of an IAFMS Data column, one or more Inspector Data columns, and a Pending Data column. The IAFMS column data fields are read-only and populated with the data 
	4. The Asset Detail consists of an IAFMS Data column, one or more Inspector Data columns, and a Pending Data column. The IAFMS column data fields are read-only and populated with the data 
	4. The Asset Detail consists of an IAFMS Data column, one or more Inspector Data columns, and a Pending Data column. The IAFMS column data fields are read-only and populated with the data 


	currently in IA-FMS. The Inspector Data column(s) is populated with the suggested data from the inspection. The Pending Data column has both read-only and editable fields. 
	currently in IA-FMS. The Inspector Data column(s) is populated with the suggested data from the inspection. The Pending Data column has both read-only and editable fields. 
	currently in IA-FMS. The Inspector Data column(s) is populated with the suggested data from the inspection. The Pending Data column has both read-only and editable fields. 

	5. Populate the Pending data column with final inspection data by either manually changing the data in the Pending Data column or by using the arrows () next to the fields. Copying over all of the fields from a particular column can be done by clicking the Copy All button () to the right of the column heading. 
	5. Populate the Pending data column with final inspection data by either manually changing the data in the Pending Data column or by using the arrows () next to the fields. Copying over all of the fields from a particular column can be done by clicking the Copy All button () to the right of the column heading. 

	6. Attachments can be added to an Asset Detail in S&CAP. Click the Upload Attachment button to add a new attachment line. Select the file to upload; then, provide a description of the attachment. The attachment will be uploaded when the record is saved or finalized. 
	6. Attachments can be added to an Asset Detail in S&CAP. Click the Upload Attachment button to add a new attachment line. Select the file to upload; then, provide a description of the attachment. The attachment will be uploaded when the record is saved or finalized. 

	7. Once changes to an asset record are reviewed, click the Finalize button. All data fields will become read-only at this point. 
	7. Once changes to an asset record are reviewed, click the Finalize button. All data fields will become read-only at this point. 


	Figure
	Figure
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	Finalizing an Inspection
	 

	1. Navigate to the Inspection Detail of the inspection.  
	1. Navigate to the Inspection Detail of the inspection.  
	1. Navigate to the Inspection Detail of the inspection.  


	Note: To get to the Inspection Detail, click Inspection Data Entry on the menu bar. Then, click on the Inspection Number hyperlink for the inspection. 
	2. Click the Finalize Inspection button on the Inspection Detail, then click the Yes button. If all locations and deficiencies (and assets for Boiler inspections) have been finalized, the Finalization Notification Prompt will be displayed. 
	2. Click the Finalize Inspection button on the Inspection Detail, then click the Yes button. If all locations and deficiencies (and assets for Boiler inspections) have been finalized, the Finalization Notification Prompt will be displayed. 
	2. Click the Finalize Inspection button on the Inspection Detail, then click the Yes button. If all locations and deficiencies (and assets for Boiler inspections) have been finalized, the Finalization Notification Prompt will be displayed. 


	 
	Figure
	3. Use the Type dropdown to select a boilerplate Finalization message for the inspection and enter text in the Send Text Field. By default, the message is sent to the Facility Staff and Region Staff. The message can also be copied to other email addresses. Click the Yes button to send the notification and finish finalizing the inspection. The user will receive a confirmation message that the inspection was finalized. 
	3. Use the Type dropdown to select a boilerplate Finalization message for the inspection and enter text in the Send Text Field. By default, the message is sent to the Facility Staff and Region Staff. The message can also be copied to other email addresses. Click the Yes button to send the notification and finish finalizing the inspection. The user will receive a confirmation message that the inspection was finalized. 
	3. Use the Type dropdown to select a boilerplate Finalization message for the inspection and enter text in the Send Text Field. By default, the message is sent to the Facility Staff and Region Staff. The message can also be copied to other email addresses. Click the Yes button to send the notification and finish finalizing the inspection. The user will receive a confirmation message that the inspection was finalized. 
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	Bulk Finalization of all Un
	-
	finalized Records
	 

	1. Click the Finalize Inspection button on the Inspection Detail. Then, click the Yes button. A prompt will be displayed listing all of the errors due to un-finalized deficiencies and locations. 
	1. Click the Finalize Inspection button on the Inspection Detail. Then, click the Yes button. A prompt will be displayed listing all of the errors due to un-finalized deficiencies and locations. 
	1. Click the Finalize Inspection button on the Inspection Detail. Then, click the Yes button. A prompt will be displayed listing all of the errors due to un-finalized deficiencies and locations. 


	 
	Figure
	2. Click Continue to have the system bulk finalize all deficiencies and locations (and assets for Boiler inspections). 
	2. Click Continue to have the system bulk finalize all deficiencies and locations (and assets for Boiler inspections). 
	2. Click Continue to have the system bulk finalize all deficiencies and locations (and assets for Boiler inspections). 
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	Rejecting an Inspection
	 

	1. Navigate to the Inspection Detail of the inspection.  
	1. Navigate to the Inspection Detail of the inspection.  
	1. Navigate to the Inspection Detail of the inspection.  


	Note: To get to the Inspection Detail, click Inspection Data Entry on the menu bar. Then, click on the Inspection Number hyperlink for the inspection. 
	 
	Figure
	2. Click the Reject Inspection button. A prompt is displayed to provide a comment detailing why the inspection is being rejected. Enter this information and then click the Reject button. 
	2. Click the Reject Inspection button. A prompt is displayed to provide a comment detailing why the inspection is being rejected. Enter this information and then click the Reject button. 
	2. Click the Reject Inspection button. A prompt is displayed to provide a comment detailing why the inspection is being rejected. Enter this information and then click the Reject button. 


	 
	Figure
	3. The inspector is notified that the inspection was rejected and the Inspection Status of the inspection is set to IN PROGRESS. 
	3. The inspector is notified that the inspection was rejected and the Inspection Status of the inspection is set to IN PROGRESS. 
	3. The inspector is notified that the inspection was rejected and the Inspection Status of the inspection is set to IN PROGRESS. 


	 
	5 Abatement Plans 
	Every safety inspection in S&CAP requires an Abatement Plan to be completed by either a Facility Staff or Region Staff user. Once a safety inspection has been finalized, the system will send out a series of emails reminding users to complete Abatement Plans. Deficiencies from a safety inspection must be abated before they are eligible to be costed in the S&CAP cost estimating module. This section covers how to create an Abatement Plan, enter the abatement data for each deficiency, and finalize the Abatement
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	Creating an Abatement Plan for a finalized Safety Inspection
	 

	1. Click Abatement Plans on the menu bar. The Abatement Plans List will be displayed. 
	1. Click Abatement Plans on the menu bar. The Abatement Plans List will be displayed. 
	1. Click Abatement Plans on the menu bar. The Abatement Plans List will be displayed. 


	 
	Figure
	2. Click the New Abatement Plan button. 
	2. Click the New Abatement Plan button. 
	2. Click the New Abatement Plan button. 


	 
	Figure
	3. On the New Abatement Plan screen, the Inspection Number dropdown is populated with Finalized Safety Inspections that do not have an Abatement Plan created. The Inspection Type and Fiscal Year filters can be used to filter which inspections show up in the Inspection Number dropdown. 
	3. On the New Abatement Plan screen, the Inspection Number dropdown is populated with Finalized Safety Inspections that do not have an Abatement Plan created. The Inspection Type and Fiscal Year filters can be used to filter which inspections show up in the Inspection Number dropdown. 
	3. On the New Abatement Plan screen, the Inspection Number dropdown is populated with Finalized Safety Inspections that do not have an Abatement Plan created. The Inspection Type and Fiscal Year filters can be used to filter which inspections show up in the Inspection Number dropdown. 

	4. Select the Inspection Number to create an Abatement Plan and then click the Create Abatement Plan button. Notice that the Created Date and Created By fields are autopopulated with the current date and the username. 
	4. Select the Inspection Number to create an Abatement Plan and then click the Create Abatement Plan button. Notice that the Created Date and Created By fields are autopopulated with the current date and the username. 


	 
	Figure
	5. The Abatement Plan will be displayed. It includes all deficiencies identified during the safety inspection. 
	5. The Abatement Plan will be displayed. It includes all deficiencies identified during the safety inspection. 
	5. The Abatement Plan will be displayed. It includes all deficiencies identified during the safety inspection. 
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	Navigating to an Abatement Plan that has already been created
	 

	To navigate to an Abatement Plan that has already been created: 
	1. Click Abatement Plans on the menu bar. The Abatement Plans List will be displayed. 
	1. Click Abatement Plans on the menu bar. The Abatement Plans List will be displayed. 
	1. Click Abatement Plans on the menu bar. The Abatement Plans List will be displayed. 


	 
	Figure
	2. The column headings on the Abatement Plans List are: 
	2. The column headings on the Abatement Plans List are: 
	2. The column headings on the Abatement Plans List are: 

	 Inspection Number 
	 Inspection Number 

	 FMIS Locations 
	 FMIS Locations 

	 Fiscal Year (defaulted to the current fiscal year) 
	 Fiscal Year (defaulted to the current fiscal year) 

	 Created Date 
	 Created Date 

	 Created By 
	 Created By 

	 Finalized Date 
	 Finalized Date 

	 Finalized By 
	 Finalized By 

	3. The filters on the Abatement Plan list can be used to search for a specific Abatement Plan. For example, the fiscal year filter can be updated or the inspection number can be typed into the Inspection Number field. After search criteria is entered into the filters, click enter on your keyboard or click the Search button  to run the search. 
	3. The filters on the Abatement Plan list can be used to search for a specific Abatement Plan. For example, the fiscal year filter can be updated or the inspection number can be typed into the Inspection Number field. After search criteria is entered into the filters, click enter on your keyboard or click the Search button  to run the search. 


	Figure
	 
	Figure
	4. Click on the hyperlink in the Inspection Number column to open the Abatement Plan for the inspection. 
	4. Click on the hyperlink in the Inspection Number column to open the Abatement Plan for the inspection. 
	4. Click on the hyperlink in the Inspection Number column to open the Abatement Plan for the inspection. 


	 
	Figure
	5. Click the Abatement Plans button to navigate from the Abatement Plan back to the list of Abatement Plans. 
	5. Click the Abatement Plans button to navigate from the Abatement Plan back to the list of Abatement Plans. 
	5. Click the Abatement Plans button to navigate from the Abatement Plan back to the list of Abatement Plans. 
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	Adding Abatement Data to Deficiencies and Sending Deficiencies to Costing
	 

	1. Navigate to the inspection’s Abatement Plan.  
	1. Navigate to the inspection’s Abatement Plan.  
	1. Navigate to the inspection’s Abatement Plan.  


	 
	Figure
	2. The Deficiencies from the inspection will be listed in the Deficiency/Updated Work Order table. Select one of the deficiencies to add Abatement data to it. 
	2. The Deficiencies from the inspection will be listed in the Deficiency/Updated Work Order table. Select one of the deficiencies to add Abatement data to it. 
	2. The Deficiencies from the inspection will be listed in the Deficiency/Updated Work Order table. Select one of the deficiencies to add Abatement data to it. 


	 
	Figure
	3. The Abatement fields are: 
	3. The Abatement fields are: 
	3. The Abatement fields are: 

	 Deficiency Type* 
	 Deficiency Type* 

	 Planned Corrective Measure* 
	 Planned Corrective Measure* 

	 Planned Completion Date* 
	 Planned Completion Date* 

	 Revised Completion Date 
	 Revised Completion Date 

	 Estimated Completion Date 
	 Estimated Completion Date 

	 Abated Date (read-only; automatically populates when record is saved) 
	 Abated Date (read-only; automatically populates when record is saved) 

	 Abated By (read-only; automatically populates when record is saved) 
	 Abated By (read-only; automatically populates when record is saved) 

	4. After all of the required Abatement fields are entered, the record can be saved by clicking the Save button. This allows the user to come back and update the Abatement Data before sending the deficiency to costing.  
	4. After all of the required Abatement fields are entered, the record can be saved by clicking the Save button. This allows the user to come back and update the Abatement Data before sending the deficiency to costing.  


	Note: Additional fields will need to be specified if the record requires an interim measure. 
	 
	Figure
	5. The deficiency is sent to the cost estimating module by clicking the Send to Costing button.  
	5. The deficiency is sent to the cost estimating module by clicking the Send to Costing button.  
	5. The deficiency is sent to the cost estimating module by clicking the Send to Costing button.  


	Note: An individual deficiency can be sent to costing, costed, and have its cost estimate sent to IA-FMS (Maximo) before the Abatement Plan is finalized. 
	  
	6. Once a deficiency is sent to costing (or it is specified as having no costs), the abatement fields become read-only. 
	6. Once a deficiency is sent to costing (or it is specified as having no costs), the abatement fields become read-only. 
	6. Once a deficiency is sent to costing (or it is specified as having no costs), the abatement fields become read-only. 


	 
	Figure
	7. The Previous and Next navigation buttons can be used to quickly and easily cycle through the deficiencies in the Abatement Plan. 
	7. The Previous and Next navigation buttons can be used to quickly and easily cycle through the deficiencies in the Abatement Plan. 
	7. The Previous and Next navigation buttons can be used to quickly and easily cycle through the deficiencies in the Abatement Plan. 
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	Abating New Deficiencies with No Costs
	 

	If the abatement of a new deficiency does not have a cost associated with it, the process can be streamlined by clicking the No Costs For Deficiency/Work Order button. 
	1. After all of the required Abatement fields are entered, click the No Costs For Deficiency/Work Order button. 
	1. After all of the required Abatement fields are entered, click the No Costs For Deficiency/Work Order button. 
	1. After all of the required Abatement fields are entered, click the No Costs For Deficiency/Work Order button. 


	Note: This button is only available for new deficiencies. Repeat deficiencies do not have this option. 
	 
	Figure
	2. If the Planned Completion Date is a date in the past or the current date, the system will prompt the user to specify whether the work order in IA-FMS (Maximo) should be in APPR (Approved) or COMP (Completed) status. Send as Complete should be selected if the abatement has already been physically completed. 
	2. If the Planned Completion Date is a date in the past or the current date, the system will prompt the user to specify whether the work order in IA-FMS (Maximo) should be in APPR (Approved) or COMP (Completed) status. Send as Complete should be selected if the abatement has already been physically completed. 
	2. If the Planned Completion Date is a date in the past or the current date, the system will prompt the user to specify whether the work order in IA-FMS (Maximo) should be in APPR (Approved) or COMP (Completed) status. Send as Complete should be selected if the abatement has already been physically completed. 


	 
	Figure
	3. If the Planned Completion Date is a date in the future, a prompt will be displayed indicating that the work order in IA-FMS (Maximo) will have a Work Order Status of APPR (Approved) and a Work Type of FO (Facility Operations). Click Yes to continue. 
	3. If the Planned Completion Date is a date in the future, a prompt will be displayed indicating that the work order in IA-FMS (Maximo) will have a Work Order Status of APPR (Approved) and a Work Type of FO (Facility Operations). Click Yes to continue. 
	3. If the Planned Completion Date is a date in the future, a prompt will be displayed indicating that the work order in IA-FMS (Maximo) will have a Work Order Status of APPR (Approved) and a Work Type of FO (Facility Operations). Click Yes to continue. 
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	Interim Measures
	 

	Certain deficiencies require an interim measure to be completed in addition to providing the abatement information for the deficiency. An interim measure is required for a deficiency if the Planned Completion Date is 30 days or more after the Inspection Finalized Date. An interim measure is intended to capture work associated with the planned action to handle a category S (Safety/Health) or H (Handicap) deficiency in the meantime until the full abatement of the deficiency can be completed.  
	If an interim measure is required for the deficiency, the Interim Measure fields will be displayed for the deficiency. 
	1. Fill out the following required interim measure fields: 
	1. Fill out the following required interim measure fields: 
	1. Fill out the following required interim measure fields: 

	 Reason For Delay* 
	 Reason For Delay* 

	 Interim Measure Description* 
	 Interim Measure Description* 

	 Planned Completion Date* 
	 Planned Completion Date* 


	Note: The Planned Funding Method and Standing Parent fields should be filled out after the interim measure cost estimate is completed unless the interim measure has no costs. 
	 
	Figure
	2. If the interim measure has no costs associated with it, select No Interim Measure Cost (FO) in the Planned Funding Method field. This will cause the interim measure to enter a work order with an FO (Facilities Operations) work type in IA-FMS (Maximo) when the deficiency is sent to costing. 
	2. If the interim measure has no costs associated with it, select No Interim Measure Cost (FO) in the Planned Funding Method field. This will cause the interim measure to enter a work order with an FO (Facilities Operations) work type in IA-FMS (Maximo) when the deficiency is sent to costing. 
	2. If the interim measure has no costs associated with it, select No Interim Measure Cost (FO) in the Planned Funding Method field. This will cause the interim measure to enter a work order with an FO (Facilities Operations) work type in IA-FMS (Maximo) when the deficiency is sent to costing. 


	 
	Figure
	3. If the interim measure has a Planned Completion Date that is in the past or the current date, the system will prompt the user to specify whether the work order in IA-FMS (Maximo) should be in APPR (Approved) or COMP (Completed) status. Send as Complete should be selected if the interim measure has already been physically completed. 
	3. If the interim measure has a Planned Completion Date that is in the past or the current date, the system will prompt the user to specify whether the work order in IA-FMS (Maximo) should be in APPR (Approved) or COMP (Completed) status. Send as Complete should be selected if the interim measure has already been physically completed. 
	3. If the interim measure has a Planned Completion Date that is in the past or the current date, the system will prompt the user to specify whether the work order in IA-FMS (Maximo) should be in APPR (Approved) or COMP (Completed) status. Send as Complete should be selected if the interim measure has already been physically completed. 


	 
	Figure
	4. If the interim measure has costs associated with it, a cost estimate can be completed by adding line items in the Line Items section of the interim measure. 
	4. If the interim measure has costs associated with it, a cost estimate can be completed by adding line items in the Line Items section of the interim measure. 
	4. If the interim measure has costs associated with it, a cost estimate can be completed by adding line items in the Line Items section of the interim measure. 


	Note: It is important to remember that the cost estimate is for the interim measure. The cost estimate for the abatement of the deficiency will be completed in the S&CAP Cost Estimating module. 
	5. To add a new interim measure line item, first select the Type, which will be Material, Tool, or Labor.  
	5. To add a new interim measure line item, first select the Type, which will be Material, Tool, or Labor.  
	5. To add a new interim measure line item, first select the Type, which will be Material, Tool, or Labor.  


	Note: If Labor is selected, the Description will be set to ‘Contractor’. This can be updated in IA-FMS (Maximo) after the deficiency is sent to costing. 
	  
	6. Fill out the required line item fields:  
	6. Fill out the required line item fields:  
	6. Fill out the required line item fields:  

	 Description (required for Material and Tool line items)  
	 Description (required for Material and Tool line items)  

	 Quantity 
	 Quantity 

	 Cost/Rate 
	 Cost/Rate 

	 Hours (required for Labor and Tool line items) 
	 Hours (required for Labor and Tool line items) 


	 
	Figure
	7. The Line Cost will be calculated based on the information entered for the line item. 
	7. The Line Cost will be calculated based on the information entered for the line item. 
	7. The Line Cost will be calculated based on the information entered for the line item. 

	8. To add the line item, click the Add button for the line item row. 
	8. To add the line item, click the Add button for the line item row. 


	 
	Figure
	  
	9. Multiple line items can be added for a single interim measure. As line items are added, the totals will be calculated in the header of the Line Items section of the screen.  
	9. Multiple line items can be added for a single interim measure. As line items are added, the totals will be calculated in the header of the Line Items section of the screen.  
	9. Multiple line items can be added for a single interim measure. As line items are added, the totals will be calculated in the header of the Line Items section of the screen.  

	10. To remove a line item, click the Remove button for the line item row you want to delete.  
	10. To remove a line item, click the Remove button for the line item row you want to delete.  

	11. Once the interim measure line items have been added, the Planned Funding Method needs to be selected (if O&M was not previously selected). The options for Planned Funding Method depend on the Estimate Total for the interim measure: 
	11. Once the interim measure line items have been added, the Planned Funding Method needs to be selected (if O&M was not previously selected). The options for Planned Funding Method depend on the Estimate Total for the interim measure: 

	 O&M (Operations and Maintenance; only available if the Estimate Total is less than or equal to $2500) 
	 O&M (Operations and Maintenance; only available if the Estimate Total is less than or equal to $2500) 

	 FI&R (Facilities Improvement and Repair) 
	 FI&R (Facilities Improvement and Repair) 

	 MI&R (Minor Improvement and Repair) 
	 MI&R (Minor Improvement and Repair) 


	Figure
	Figure
	 
	 
	Figure
	12. If the Planned Funding Method is set to O&M, the Standing Parent field must also be specified for the interim measure. The typical options for each structure are: 
	12. If the Planned Funding Method is set to O&M, the Standing Parent field must also be specified for the interim measure. The typical options for each structure are: 
	12. If the Planned Funding Method is set to O&M, the Standing Parent field must also be specified for the interim measure. The typical options for each structure are: 

	 No Standing Parent 
	 No Standing Parent 

	 PM SO (Preventive Maintenance Standing Order) 
	 PM SO (Preventive Maintenance Standing Order) 

	 UM SO (Unscheduled Maintenance Standing Order) 
	 UM SO (Unscheduled Maintenance Standing Order) 

	 FO SO (Facilities Operations Standing Order) 
	 FO SO (Facilities Operations Standing Order) 

	 PS SO (Protective Services Standing Order) 
	 PS SO (Protective Services Standing Order) 

	 GM SO (Grounds Maintenance Standing Order) 
	 GM SO (Grounds Maintenance Standing Order) 

	 FM SO (Facilities Maintenance Standing Order) 
	 FM SO (Facilities Maintenance Standing Order) 


	 
	 
	Figure
	 
	13. The interim measure work order will be created in IA-FMS (Maximo) when the deficiency is sent to costing. 
	13. The interim measure work order will be created in IA-FMS (Maximo) when the deficiency is sent to costing. 
	13. The interim measure work order will be created in IA-FMS (Maximo) when the deficiency is sent to costing. 
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	Finalizing an Abatement Plan
	 

	After all deficiencies in an Abatement Plan have been abated, it is important to finalize the Abatement Plan. This action is what lets S&CAP know that the inspection has a fully completed Abatement Plan. 
	To finalize an Abatement Plan: 
	1. Navigate to the inspection’s Abatement Plan. 
	1. Navigate to the inspection’s Abatement Plan. 
	1. Navigate to the inspection’s Abatement Plan. 


	 
	Figure
	2. Click the Finalize Plan button. If Abatement Data has been added to each of the deficiencies in the Abatement Plan, then the Abatement Plan will be finalized. The Inspection Status of the inspection will be set to ABATED. 
	2. Click the Finalize Plan button. If Abatement Data has been added to each of the deficiencies in the Abatement Plan, then the Abatement Plan will be finalized. The Inspection Status of the inspection will be set to ABATED. 
	2. Click the Finalize Plan button. If Abatement Data has been added to each of the deficiencies in the Abatement Plan, then the Abatement Plan will be finalized. The Inspection Status of the inspection will be set to ABATED. 
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	Exercises
	 

	Exercise 6: Abating a Deficiency 
	1. Go to Home > Change Role on the menu bar. 
	1. Go to Home > Change Role on the menu bar. 
	1. Go to Home > Change Role on the menu bar. 

	2. Select Facility Staff. 
	2. Select Facility Staff. 


	 
	Figure
	3. Click Yes. You will be returned to the home screen and your user role will be changed to Facility Staff (top-right corner of screen). 
	3. Click Yes. You will be returned to the home screen and your user role will be changed to Facility Staff (top-right corner of screen). 
	3. Click Yes. You will be returned to the home screen and your user role will be changed to Facility Staff (top-right corner of screen). 


	 
	Figure
	4. Go to Abatement Plans on the menu bar. 
	4. Go to Abatement Plans on the menu bar. 
	4. Go to Abatement Plans on the menu bar. 


	 
	Figure
	5. Enter the Inspection Number into the Inspection Number field and click the Search  button (the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the instructor). 
	5. Enter the Inspection Number into the Inspection Number field and click the Search  button (the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the instructor). 
	5. Enter the Inspection Number into the Inspection Number field and click the Search  button (the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the instructor). 


	Figure
	Note: Do not enter the Inspection Number from the screenshot. 
	 Record the Inspection Number: _______________________________. 
	 Record the Inspection Number: _______________________________. 
	 Record the Inspection Number: _______________________________. 


	 
	 
	Figure
	6. Click on the Inspection Number hyperlink to navigate to the abatement plan. 
	6. Click on the Inspection Number hyperlink to navigate to the abatement plan. 
	6. Click on the Inspection Number hyperlink to navigate to the abatement plan. 


	 
	Figure
	  
	7. The Abatement Plan for the inspection is displayed. 
	7. The Abatement Plan for the inspection is displayed. 
	7. The Abatement Plan for the inspection is displayed. 


	 
	Figure
	8. Select a deficiency from the Deficiency/ Updated Work Order table by clicking on the row of the deficiency. 
	8. Select a deficiency from the Deficiency/ Updated Work Order table by clicking on the row of the deficiency. 
	8. Select a deficiency from the Deficiency/ Updated Work Order table by clicking on the row of the deficiency. 

	 Record the Deficiency/Work Order #: _______________________________. 
	 Record the Deficiency/Work Order #: _______________________________. 


	 
	The Deficiency Information for the record is displayed below the Deficiency/ Updated Work Order table. 
	9. Enter values for Deficiency Type and Planned Corrective Measure. 
	9. Enter values for Deficiency Type and Planned Corrective Measure. 
	9. Enter values for Deficiency Type and Planned Corrective Measure. 


	 
	Figure
	10. For Planned Completion Date, enter a date that is no more than 30 days after the Inspection Finalized Date. 
	10. For Planned Completion Date, enter a date that is no more than 30 days after the Inspection Finalized Date. 
	10. For Planned Completion Date, enter a date that is no more than 30 days after the Inspection Finalized Date. 


	Note: You are able to enter a date in the past in order to complete this step. 
	 
	Figure
	11. Click the Send to Costing button. 
	11. Click the Send to Costing button. 
	11. Click the Send to Costing button. 


	Note: If the deficiency is a repeat deficiency, the No Costs For Deficiency/Work Order button will not be displayed as in the screenshot below. 
	 
	Figure
	12. Notice that in the Deficiency/ Updated Work Order table, the Sent to Costing field has been changed to Yes for the deficiency. 
	12. Notice that in the Deficiency/ Updated Work Order table, the Sent to Costing field has been changed to Yes for the deficiency. 
	12. Notice that in the Deficiency/ Updated Work Order table, the Sent to Costing field has been changed to Yes for the deficiency. 


	 
	Figure
	  
	Exercise 7: Abating a Deficiency (with Interim Measure) 
	1. If necessary, change your user role to Facility Staff.  
	1. If necessary, change your user role to Facility Staff.  
	1. If necessary, change your user role to Facility Staff.  


	Note: If you are continuing from the previous exercise, skip to step 6) 
	2. Go to Abatement Plans on the menu bar. 
	2. Go to Abatement Plans on the menu bar. 
	2. Go to Abatement Plans on the menu bar. 


	 
	Figure
	3. Enter the Inspection Number into the Inspection Number field and click the Search  button (the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the instructor). 
	3. Enter the Inspection Number into the Inspection Number field and click the Search  button (the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the instructor). 
	3. Enter the Inspection Number into the Inspection Number field and click the Search  button (the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the instructor). 


	Figure
	Note: Do not enter the Inspection Number from the screenshot. 
	 Record the Inspection Number: _______________________________. 
	 Record the Inspection Number: _______________________________. 
	 Record the Inspection Number: _______________________________. 


	 
	 
	Figure
	4. Click on the Inspection Number hyperlink to navigate to the abatement plan. 
	4. Click on the Inspection Number hyperlink to navigate to the abatement plan. 
	4. Click on the Inspection Number hyperlink to navigate to the abatement plan. 


	  
	Figure
	5. The Abatement Plan for the inspection is displayed. 
	5. The Abatement Plan for the inspection is displayed. 
	5. The Abatement Plan for the inspection is displayed. 


	 
	Figure
	6. Select a deficiency from the Deficiency/ Updated Work Order table by clicking on the row of the deficiency. 
	6. Select a deficiency from the Deficiency/ Updated Work Order table by clicking on the row of the deficiency. 
	6. Select a deficiency from the Deficiency/ Updated Work Order table by clicking on the row of the deficiency. 

	 Record the Deficiency/Work Order #: _______________________________. 
	 Record the Deficiency/Work Order #: _______________________________. 


	 
	The Deficiency Information for the record is displayed below the Deficiency/ Updated Work Order table. 
	7. Enter values for Deficiency Type and Planned Corrective Measure. 
	7. Enter values for Deficiency Type and Planned Corrective Measure. 
	7. Enter values for Deficiency Type and Planned Corrective Measure. 


	 
	Figure
	8. For Planned Completion Date, enter a date that is at least 30 days after the Inspection Finalized Date. 
	8. For Planned Completion Date, enter a date that is at least 30 days after the Inspection Finalized Date. 
	8. For Planned Completion Date, enter a date that is at least 30 days after the Inspection Finalized Date. 


	Note: This will cause the interim measure fields to be displayed for this deficiency abatement. 
	 
	Figure
	  
	9. In the Interim Measure section of the screen, enter information for Reason for Delay and Interim Measure Date. 
	9. In the Interim Measure section of the screen, enter information for Reason for Delay and Interim Measure Date. 
	9. In the Interim Measure section of the screen, enter information for Reason for Delay and Interim Measure Date. 


	 
	Figure
	10. In the Interim Measure section of the screen, enter a date that is in the past compared to today’s date in Planned Completion Date field. 
	10. In the Interim Measure section of the screen, enter a date that is in the past compared to today’s date in Planned Completion Date field. 
	10. In the Interim Measure section of the screen, enter a date that is in the past compared to today’s date in Planned Completion Date field. 


	 
	Figure
	 
	11. The options for Planned Funding Method are O&M and No Interim Measure Cost (FO). In this exercise, we will add costs for our interim measure. Select O&M for the Planned Funding Method. 
	11. The options for Planned Funding Method are O&M and No Interim Measure Cost (FO). In this exercise, we will add costs for our interim measure. Select O&M for the Planned Funding Method. 
	11. The options for Planned Funding Method are O&M and No Interim Measure Cost (FO). In this exercise, we will add costs for our interim measure. Select O&M for the Planned Funding Method. 


	 
	Figure
	  
	12. Select the Standing Parent Work Order to attach the interim measure costs to in the Standing Parent field. 
	12. Select the Standing Parent Work Order to attach the interim measure costs to in the Standing Parent field. 
	12. Select the Standing Parent Work Order to attach the interim measure costs to in the Standing Parent field. 


	Note: If the only available option is No Standing Parent, select that option. 
	 
	Figure
	13. Add an interim measure line item by selecting a Type, filling out the required information for the line item, and clicking the Add button. 
	13. Add an interim measure line item by selecting a Type, filling out the required information for the line item, and clicking the Add button. 
	13. Add an interim measure line item by selecting a Type, filling out the required information for the line item, and clicking the Add button. 


	Note: The screenshot shows a Labor line item. Feel free to select Material or Tool for the Type instead. 
	 
	Figure
	14. After you click the Add button, the Estimate Totals will be updated based on the information that was entered.  
	14. After you click the Add button, the Estimate Totals will be updated based on the information that was entered.  
	14. After you click the Add button, the Estimate Totals will be updated based on the information that was entered.  


	Note: If your Estimate Total is $2500 or greater, the Planned Funding Method will be updated to reflect Deferred Maintenance funding options. 
	 
	Figure
	  
	15. Click the Send to Costing button. 
	15. Click the Send to Costing button. 
	15. Click the Send to Costing button. 


	 
	Figure
	16. Notice that in the Deficiency/ Updated Work Order table, the Sent to Costing field has been changed to Yes for the deficiency. 
	16. Notice that in the Deficiency/ Updated Work Order table, the Sent to Costing field has been changed to Yes for the deficiency. 
	16. Notice that in the Deficiency/ Updated Work Order table, the Sent to Costing field has been changed to Yes for the deficiency. 


	 
	  
	Exercise 8: Abating a Deficiency with No Costs 
	1. If necessary, change your user role to Facility Staff.  
	1. If necessary, change your user role to Facility Staff.  
	1. If necessary, change your user role to Facility Staff.  


	Note: If you are continuing from the previous exercise, skip to step 6) 
	2. Go to Abatement Plans on the menu bar. 
	2. Go to Abatement Plans on the menu bar. 
	2. Go to Abatement Plans on the menu bar. 


	 
	Figure
	3. Enter the Inspection Number into the Inspection Number field and click the Search  button (the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the instructor). 
	3. Enter the Inspection Number into the Inspection Number field and click the Search  button (the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the instructor). 
	3. Enter the Inspection Number into the Inspection Number field and click the Search  button (the Inspection Number(s) for an abatement plan to use for the exercise will be provided by the instructor). 


	Figure
	Note: Do not enter the Inspection Number from the screenshot. 
	 Record the Inspection Number: _______________________________. 
	 Record the Inspection Number: _______________________________. 
	 Record the Inspection Number: _______________________________. 


	 
	 
	Figure
	4. Click on the Inspection Number hyperlink to navigate to the abatement plan. 
	4. Click on the Inspection Number hyperlink to navigate to the abatement plan. 
	4. Click on the Inspection Number hyperlink to navigate to the abatement plan. 


	  
	Figure
	5. The Abatement Plan for the inspection is displayed. 
	5. The Abatement Plan for the inspection is displayed. 
	5. The Abatement Plan for the inspection is displayed. 


	 
	Figure
	6. Select a deficiency that has not been sent to costing and is not a repeat deficiency.  
	6. Select a deficiency that has not been sent to costing and is not a repeat deficiency.  
	6. Select a deficiency that has not been sent to costing and is not a repeat deficiency.  


	Note: A record meeting this criteria will have the Sent to Costing set to No in the Deficiencies/Updated Work Order list and will have Repeat Deficiency? set to NO in the Deficiency Information section. 
	 
	 Record the Deficiency/Work Order #: _______________________________. 
	 Record the Deficiency/Work Order #: _______________________________. 
	 Record the Deficiency/Work Order #: _______________________________. 


	  
	7. Enter values for Deficiency Type and Planned Corrective Measure. 
	7. Enter values for Deficiency Type and Planned Corrective Measure. 
	7. Enter values for Deficiency Type and Planned Corrective Measure. 


	 
	Figure
	8. Enter a date that is in the past compared to today’s date or enter today’s date in Planned Completion Date field. 
	8. Enter a date that is in the past compared to today’s date or enter today’s date in Planned Completion Date field. 
	8. Enter a date that is in the past compared to today’s date or enter today’s date in Planned Completion Date field. 


	 
	Figure
	  
	9. Click the No Costs For Deficiency/Work Order button. 
	9. Click the No Costs For Deficiency/Work Order button. 
	9. Click the No Costs For Deficiency/Work Order button. 


	 
	Figure
	10. Since the Planned Completion Date is today’s date or earlier, the system will prompt you to specify whether to update the work order to APPR (Approved) or COMP (Completed) status in IA-FMS (Maximo). 
	10. Since the Planned Completion Date is today’s date or earlier, the system will prompt you to specify whether to update the work order to APPR (Approved) or COMP (Completed) status in IA-FMS (Maximo). 
	10. Since the Planned Completion Date is today’s date or earlier, the system will prompt you to specify whether to update the work order to APPR (Approved) or COMP (Completed) status in IA-FMS (Maximo). 


	 
	Figure
	11. Click either Send As Approved or Send As Complete. 
	11. Click either Send As Approved or Send As Complete. 
	11. Click either Send As Approved or Send As Complete. 


	  
	12. Notice that the IA-FMS (Maximo) Status has been updated based on the option you selected and that the IA-FMS (Maximo) Current Work Type has been updated to FO. 
	12. Notice that the IA-FMS (Maximo) Status has been updated based on the option you selected and that the IA-FMS (Maximo) Current Work Type has been updated to FO. 
	12. Notice that the IA-FMS (Maximo) Status has been updated based on the option you selected and that the IA-FMS (Maximo) Current Work Type has been updated to FO. 


	 
	Figure
	 
	 
	 
	  [End of Exercises for this Section] 
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	Navigating to a Deficiency to provide a Cost Estimate
	 

	1. Click Cost Estimating on the menu bar. 
	1. Click Cost Estimating on the menu bar. 
	1. Click Cost Estimating on the menu bar. 


	 
	Figure
	2. The Deficiencies / Work Orders to be Costed List will be displayed. 
	2. The Deficiencies / Work Orders to be Costed List will be displayed. 
	2. The Deficiencies / Work Orders to be Costed List will be displayed. 


	 
	Figure
	3. The column headings on the Deficiencies / Work Orders to be Costed List are: 
	3. The column headings on the Deficiencies / Work Orders to be Costed List are: 
	3. The column headings on the Deficiencies / Work Orders to be Costed List are: 

	 Funding Type 
	 Funding Type 

	 Eligible to be Costed (defaults to Yes) 
	 Eligible to be Costed (defaults to Yes) 

	 Fiscal Year (defaults to the current fiscal year) 
	 Fiscal Year (defaults to the current fiscal year) 

	 Deficiency / Work Order Number 
	 Deficiency / Work Order Number 

	 Deficiency / Work Order Description 
	 Deficiency / Work Order Description 

	 Inspection Number 
	 Inspection Number 

	 Inspection Finalized Date 
	 Inspection Finalized Date 

	 IA-FMS Cost Estimate Total 
	 IA-FMS Cost Estimate Total 

	 Site ID 
	 Site ID 

	 Site Description 
	 Site Description 

	 Maximo ID 
	 Maximo ID 

	 Location Description 
	 Location Description 

	 Category 
	 Category 

	 Rank 
	 Rank 

	 Parent Work Order 
	 Parent Work Order 


	Note: It is important to be aware that work orders in a status of INPOR, APPR, or FUNDED are not eligible to have their cost estimates updated using S&CAP. These records will have their Eligible to be Costed flag set to No. 
	4. Deficiencies / Work Orders to be Costed List can be used to search for a specific work order/deficiency. After search criteria is entered into the filters, click enter on your keyboard or click the Search button  to run the search. 
	4. Deficiencies / Work Orders to be Costed List can be used to search for a specific work order/deficiency. After search criteria is entered into the filters, click enter on your keyboard or click the Search button  to run the search. 
	4. Deficiencies / Work Orders to be Costed List can be used to search for a specific work order/deficiency. After search criteria is entered into the filters, click enter on your keyboard or click the Search button  to run the search. 

	5. To navigate to the Cost Estimate Detail screen for work order/deficiency, click on the hyperlink in the Deficiency / Work Order Number field for the record for which to view or submit a cost estimate. 
	5. To navigate to the Cost Estimate Detail screen for work order/deficiency, click on the hyperlink in the Deficiency / Work Order Number field for the record for which to view or submit a cost estimate. 


	Figure
	 
	Figure
	  
	6. The Cost Estimate Detail for the deficiency will be displayed. Deficiency and Abatement information is displayed at the upper section of the cost detail. Cost Data is displayed in the lower section. 
	6. The Cost Estimate Detail for the deficiency will be displayed. Deficiency and Abatement information is displayed at the upper section of the cost detail. Cost Data is displayed in the lower section. 
	6. The Cost Estimate Detail for the deficiency will be displayed. Deficiency and Abatement information is displayed at the upper section of the cost detail. Cost Data is displayed in the lower section. 


	 
	Figure
	Note: The Deficiencies / Work Orders to be Costed button can be used to navigate back to the Deficiencies / Work Orders to be Costed List. The Previous and Next buttons can be used to navigate to the Cost Estimate Detail of the previous/next record in the last search results on the Deficiencies / Work Orders to be Costed List. 
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	Adding a Cost Estimate to a Deficiency
	 

	Cost Estimates are entered into S&CAP for the deficiency by adding line items, which build up the total cost estimate of the deficiency. 
	1. To add a new line item, navigate to the Cost Estimate Detail for the deficiency and scroll down to the Line Items section of the screen. 
	1. To add a new line item, navigate to the Cost Estimate Detail for the deficiency and scroll down to the Line Items section of the screen. 
	1. To add a new line item, navigate to the Cost Estimate Detail for the deficiency and scroll down to the Line Items section of the screen. 


	 
	Figure
	2. Select the Type, which will be Material, Tool, or Labor.  
	2. Select the Type, which will be Material, Tool, or Labor.  
	2. Select the Type, which will be Material, Tool, or Labor.  


	Note: If Labor is selected, the Description will be set to ‘Contractor’. This can be updated in IA-FMS (Maximo) after the deficiency is sent to costing. 
	3. Fill out the required line item fields:  
	3. Fill out the required line item fields:  
	3. Fill out the required line item fields:  

	 Description (required for Material and Tool line items)  
	 Description (required for Material and Tool line items)  

	 Quantity 
	 Quantity 

	 Cost/Rate 
	 Cost/Rate 

	 Hours (required for Labor and Tool line items) 
	 Hours (required for Labor and Tool line items) 


	 
	Figure
	4. The Line Cost will be calculated based on the information entered for the line item. 
	4. The Line Cost will be calculated based on the information entered for the line item. 
	4. The Line Cost will be calculated based on the information entered for the line item. 


	 
	5. To add the line item, click the Add button for the line item row. 
	5. To add the line item, click the Add button for the line item row. 
	5. To add the line item, click the Add button for the line item row. 


	 
	Figure
	6. Multiple line items can be added for a single deficiency. As line items are added, the totals will be calculated in the header of the Line Items section of the screen. 
	6. Multiple line items can be added for a single deficiency. As line items are added, the totals will be calculated in the header of the Line Items section of the screen. 
	6. Multiple line items can be added for a single deficiency. As line items are added, the totals will be calculated in the header of the Line Items section of the screen. 


	 
	Figure
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	Editing a Cost Estimate for a Work Order that has a Cost Estimate in IA
	-
	FMS (Maximo)
	 

	If a record has an existing cost estimate in IA-FMS (Maximo) prior to visiting the Cost Estimate Detail, those line items can be edited, removed, or added to in S&CAP. A record may already have a cost estimate in IA-FMS (Maximo) if it was a repeat deficiency or if the new deficiency record has been updated directly in IA-FMS (Maximo) 
	To update a line item: 
	1. Click into the field to be updated. 
	1. Click into the field to be updated. 
	1. Click into the field to be updated. 


	 
	Figure
	2. Enter the new values. 
	2. Enter the new values. 
	2. Enter the new values. 

	3. The cost estimate totals will reflect the changes. 
	3. The cost estimate totals will reflect the changes. 


	Note: The line item will not be updated on the work order record in IA-FMS (Maximo) until the cost estimate is sent to IA-FMS (Maximo) 
	  
	To remove a line item: 
	1. Click the Remove button in the row of the line item to be removed. 
	1. Click the Remove button in the row of the line item to be removed. 
	1. Click the Remove button in the row of the line item to be removed. 


	 
	Figure
	2. A prompt is displayed warning the user that removing the line item is a permanent action once the page is saved. 
	2. A prompt is displayed warning the user that removing the line item is a permanent action once the page is saved. 
	2. A prompt is displayed warning the user that removing the line item is a permanent action once the page is saved. 

	3. Click Yes to continue. The line item will be removed from the table. 
	3. Click Yes to continue. The line item will be removed from the table. 


	Note: The line item will not be removed from the work order record in IA-FMS (Maximo) until the cost estimate is sent to IA-FMS (Maximo) 
	 
	Figure
	4. The cost estimate totals will reflect the changes. 
	4. The cost estimate totals will reflect the changes. 
	4. The cost estimate totals will reflect the changes. 
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	Deficiencies costed as Operations and Maintenance (O&M)
	 

	After a cost estimate is provided for a deficiency, the Planned Funding Method needs to be determined. If a cost estimate total for a deficiency is less than or equal to $2500, the cost estimate can be sent to IA-FMS (Maximo) as O&M (Operations and Maintenance). This means that the work order is intended to be funded using O&M funds. 
	1. If the Cost Estimate Total for the deficiency is less than or equal to $2500, O&M will be an available option in the Planned Funding Method field. 
	1. If the Cost Estimate Total for the deficiency is less than or equal to $2500, O&M will be an available option in the Planned Funding Method field. 
	1. If the Cost Estimate Total for the deficiency is less than or equal to $2500, O&M will be an available option in the Planned Funding Method field. 


	 
	Figure
	2. For deficiencies that have the Planned Funding Method set to O&M, the Standing Parent field must also be specified for the deficiency. The typical options for each structure are: 
	2. For deficiencies that have the Planned Funding Method set to O&M, the Standing Parent field must also be specified for the deficiency. The typical options for each structure are: 
	2. For deficiencies that have the Planned Funding Method set to O&M, the Standing Parent field must also be specified for the deficiency. The typical options for each structure are: 

	 No Standing Parent 
	 No Standing Parent 

	 PM SO (Preventive Maintenance Standing Order) 
	 PM SO (Preventive Maintenance Standing Order) 

	 UM SO (Unscheduled Maintenance Standing Order) 
	 UM SO (Unscheduled Maintenance Standing Order) 

	 FO SO (Facilities Operations Standing Order) 
	 FO SO (Facilities Operations Standing Order) 

	 PS SO (Protective Services Standing Order) 
	 PS SO (Protective Services Standing Order) 

	 GM SO (Grounds Maintenance Standing Order) 
	 GM SO (Grounds Maintenance Standing Order) 

	 FM SO (Facilities Maintenance Standing Order) 
	 FM SO (Facilities Maintenance Standing Order) 


	 
	 
	Figure
	3. Click the Finalize Cost button. An O&M cost estimate will be sent to the O&M work order in IA-FMS (Maximo) at this point. 
	3. Click the Finalize Cost button. An O&M cost estimate will be sent to the O&M work order in IA-FMS (Maximo) at this point. 
	3. Click the Finalize Cost button. An O&M cost estimate will be sent to the O&M work order in IA-FMS (Maximo) at this point. 


	 
	Figure
	  
	4. A prompt will be displayed letting the user know that if they proceed, the Cost Estimate Detail will become locked and the cost estimate will be sent to IA-FMS (Maximo). 
	4. A prompt will be displayed letting the user know that if they proceed, the Cost Estimate Detail will become locked and the cost estimate will be sent to IA-FMS (Maximo). 
	4. A prompt will be displayed letting the user know that if they proceed, the Cost Estimate Detail will become locked and the cost estimate will be sent to IA-FMS (Maximo). 


	 
	 

	Figure
	5. Click OK to continue and send the cost estimate to IA-FMS (Maximo).
	5. Click OK to continue and send the cost estimate to IA-FMS (Maximo).
	5. Click OK to continue and send the cost estimate to IA-FMS (Maximo).
	5. Click OK to continue and send the cost estimate to IA-FMS (Maximo).
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	Deficiencies costed as Deferred Maintenance (DM)
	 

	After a cost estimate is provided for a deficiency, the Planned Funding Method needs to be determined. If a cost estimate total for a deficiency is greater than $2500, the cost estimate can be sent to IA-FMS (Maximo) must be set to FI&R (Facilities Improvement and Repair) or MI&R (Minor Improvement and Repair). Either of these options will set the work type of the work order record in IA-FMS (Maximo) to DM (Deferred Maintenance). 
	1. If the Cost Estimate Total for the deficiency is greater than $2500, O&M is not an available option in the Planned Funding Method field. The available options are: 
	1. If the Cost Estimate Total for the deficiency is greater than $2500, O&M is not an available option in the Planned Funding Method field. The available options are: 
	1. If the Cost Estimate Total for the deficiency is greater than $2500, O&M is not an available option in the Planned Funding Method field. The available options are: 

	 FI&R (Facilities Improvement and Repair) 
	 FI&R (Facilities Improvement and Repair) 

	 MI&R (Minor Improvement and Repair) 
	 MI&R (Minor Improvement and Repair) 


	 
	 
	Figure
	2. Click the Finalize Cost button. 
	2. Click the Finalize Cost button. 
	2. Click the Finalize Cost button. 


	 
	Figure
	3. A prompt will be displayed letting the user know that if they proceed, the Cost Estimate Detail will become locked and that the cost estimate can then be sent to IA-FMS (Maximo) if the cost estimate is over $2500. If a deficiency is set to FI&R or MI&R and has a cost estimate of $2500 or less, the deficiency will need to be bundled with other DM deficiencies in order to be sent to IA-FMS (Maximo). 
	3. A prompt will be displayed letting the user know that if they proceed, the Cost Estimate Detail will become locked and that the cost estimate can then be sent to IA-FMS (Maximo) if the cost estimate is over $2500. If a deficiency is set to FI&R or MI&R and has a cost estimate of $2500 or less, the deficiency will need to be bundled with other DM deficiencies in order to be sent to IA-FMS (Maximo). 
	3. A prompt will be displayed letting the user know that if they proceed, the Cost Estimate Detail will become locked and that the cost estimate can then be sent to IA-FMS (Maximo) if the cost estimate is over $2500. If a deficiency is set to FI&R or MI&R and has a cost estimate of $2500 or less, the deficiency will need to be bundled with other DM deficiencies in order to be sent to IA-FMS (Maximo). 


	 
	 

	Figure
	4. Click OK to continue.
	4. Click OK to continue.
	4. Click OK to continue.
	4. Click OK to continue.
	 



	 
	 

	Figure
	5. If the cost estimate is greater than $2500, click the Send to IA-FMS button to send the cost estimate to IA-FMS (Maximo). The DM Work Order Approval (Gatekeeper) process is automatically initiated for the record in IA-FMS (Maximo).
	5. If the cost estimate is greater than $2500, click the Send to IA-FMS button to send the cost estimate to IA-FMS (Maximo). The DM Work Order Approval (Gatekeeper) process is automatically initiated for the record in IA-FMS (Maximo).
	5. If the cost estimate is greater than $2500, click the Send to IA-FMS button to send the cost estimate to IA-FMS (Maximo). The DM Work Order Approval (Gatekeeper) process is automatically initiated for the record in IA-FMS (Maximo).
	5. If the cost estimate is greater than $2500, click the Send to IA-FMS button to send the cost estimate to IA-FMS (Maximo). The DM Work Order Approval (Gatekeeper) process is automatically initiated for the record in IA-FMS (Maximo).
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	Bundling DM Deficiencies
	 

	1. Click Cost Estimating on the menu bar. Then click the Bundle DM Work Orders button near the top-right of the screen. 
	1. Click Cost Estimating on the menu bar. Then click the Bundle DM Work Orders button near the top-right of the screen. 
	1. Click Cost Estimating on the menu bar. Then click the Bundle DM Work Orders button near the top-right of the screen. 


	 
	Figure
	2. A list of deficiencies costed with a Funding Type of DM will be displayed. In order to include deficiencies in the bundle, click them one by one in the list. Each deficiency included in the bundle will be highlighted.  
	2. A list of deficiencies costed with a Funding Type of DM will be displayed. In order to include deficiencies in the bundle, click them one by one in the list. Each deficiency included in the bundle will be highlighted.  
	2. A list of deficiencies costed with a Funding Type of DM will be displayed. In order to include deficiencies in the bundle, click them one by one in the list. Each deficiency included in the bundle will be highlighted.  


	In order for deficiencies to be included in the same bundle, the following criteria must be met: 
	 Same Maximo ID 
	 Same Maximo ID 
	 Same Maximo ID 

	 Same Category 
	 Same Category 

	 Same Rank 
	 Same Rank 

	 No parent work orders 
	 No parent work orders 

	3. As deficiencies are added to the bundle, the Bundle Total field will be populated with the sum of each deficiency’s Cost Estimate Total. Once the Bundle Total is greater than $2500, the Send Bundle to IA-FMS button will become enabled. 
	3. As deficiencies are added to the bundle, the Bundle Total field will be populated with the sum of each deficiency’s Cost Estimate Total. Once the Bundle Total is greater than $2500, the Send Bundle to IA-FMS button will become enabled. 


	 
	Figure
	4. Once each deficiency to be included in the bundle is selected and all bundle criteria are met, click the Send Bundle to IAFMS button. The user will be prompted to enter a Bundle Description. 
	4. Once each deficiency to be included in the bundle is selected and all bundle criteria are met, click the Send Bundle to IAFMS button. The user will be prompted to enter a Bundle Description. 
	4. Once each deficiency to be included in the bundle is selected and all bundle criteria are met, click the Send Bundle to IAFMS button. The user will be prompted to enter a Bundle Description. 


	 
	Figure
	5. The Bundle Description should be something clear and informative that describes what is included in the bundle. Users down the road will need to be able to identify the bundle based on its description. Once the Bundle Description has been entered, click the Yes button to send the bundle to IA-FMS. 
	5. The Bundle Description should be something clear and informative that describes what is included in the bundle. Users down the road will need to be able to identify the bundle based on its description. Once the Bundle Description has been entered, click the Yes button to send the bundle to IA-FMS. 
	5. The Bundle Description should be something clear and informative that describes what is included in the bundle. Users down the road will need to be able to identify the bundle based on its description. Once the Bundle Description has been entered, click the Yes button to send the bundle to IA-FMS. 
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	Sending Repeat Def
	iciencies to IA
	-
	FMS
	 
	(Maximo)
	 
	without updating the Cost Estimate
	 

	If a repeat deficiency already has a valid cost estimate in IA-FMS (Maximo), the user can select the option to not update the cost estimate. If the cost estimate is not updated in S&CAP, the DM Work Order Approval (Gatekeeper) process will not be reinitiated for the record. 
	If the work order already has a valid cost estimate in IA-FMS (Maximo) and it does not need to be updated in S&CAP: 
	1. On the Cost Estimate Detail of the repeat deficiency, click the No Updates button. 
	1. On the Cost Estimate Detail of the repeat deficiency, click the No Updates button. 
	1. On the Cost Estimate Detail of the repeat deficiency, click the No Updates button. 


	Note: The Repeat Deficiency field set to Yes on the Cost Estimate Detail indicates that the record is a repeat deficiency.  
	 
	Figure
	2. A prompt will be displayed confirming that the cost estimate for this record does not need to be updated and letting the user know that the record will become locked in S&CAP. 
	2. A prompt will be displayed confirming that the cost estimate for this record does not need to be updated and letting the user know that the record will become locked in S&CAP. 
	2. A prompt will be displayed confirming that the cost estimate for this record does not need to be updated and letting the user know that the record will become locked in S&CAP. 


	 
	Figure
	3. Click OK to continue. 
	3. Click OK to continue. 
	3. Click OK to continue. 
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	New Deficiencies in S&CAP that have been costed in IA
	-
	FMS (Maximo)
	 

	New deficiencies from an S&CAP inspection can also be costed directly on the work order record in IA-FMS (Maximo). If this is the case, an S&CAP user should still log in and mark the new deficiency records as not needing an update in S&CAP. This will clear up the S&CAP queue. If a work order has its status changed to INPOR, APPR, FUNDED, COMP, CLOSE, or CAN in IA-FMS (Maximo), the record will automatically be set to not be eligible to be costed in S&CAP. 
	To mark a new deficiency as not needing the cost estimate to be updated in S&CAP: 
	1. On the Cost Estimate Detail of the new deficiency, click the No Updates button. 
	1. On the Cost Estimate Detail of the new deficiency, click the No Updates button. 
	1. On the Cost Estimate Detail of the new deficiency, click the No Updates button. 


	Note: The Repeat Deficiency field set to No on the Cost Estimate Detail indicates that the record is a new deficiency (not a repeat deficiency).  
	 
	Figure
	2. A prompt will be displayed confirming that the cost estimate for this record does not need to be updated and letting the user know that the record will become locked in S&CAP. 
	2. A prompt will be displayed confirming that the cost estimate for this record does not need to be updated and letting the user know that the record will become locked in S&CAP. 
	2. A prompt will be displayed confirming that the cost estimate for this record does not need to be updated and letting the user know that the record will become locked in S&CAP. 


	 
	Figure
	3. Click OK to continue. 
	3. Click OK to continue. 
	3. Click OK to continue. 
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	Exercises
	 

	Exercise 9: Cost a Deficiency as O&M 
	1. Go to Home > Change Role on the menu bar. 
	1. Go to Home > Change Role on the menu bar. 
	1. Go to Home > Change Role on the menu bar. 


	Note: If you are already logged in as a Facility Staff user, skip to step 4. 
	2. Select Facility Staff. 
	2. Select Facility Staff. 
	2. Select Facility Staff. 


	 
	Figure
	3. Click Yes. You will be returned to the home screen and your user role will be changed to Facility Staff (top-right corner of screen). 
	3. Click Yes. You will be returned to the home screen and your user role will be changed to Facility Staff (top-right corner of screen). 
	3. Click Yes. You will be returned to the home screen and your user role will be changed to Facility Staff (top-right corner of screen). 


	 
	Figure
	  
	4. Go to Cost Estimating on the menu bar. 
	4. Go to Cost Estimating on the menu bar. 
	4. Go to Cost Estimating on the menu bar. 


	 
	Figure
	 
	5. Enter the following search criteria: 
	5. Enter the following search criteria: 
	5. Enter the following search criteria: 

	 Funding Type: null 
	 Funding Type: null 

	 Deficiency / Work Order Number: AB% 
	 Deficiency / Work Order Number: AB% 

	 IA-FMS (Maximo) Cost Estimate Total: =0 
	 IA-FMS (Maximo) Cost Estimate Total: =0 


	 
	Note: This will ensure that you get a list of valid work orders in the system that do not yet have a cost estimate and are eligible to be sent to Maximo 
	 
	 
	Figure
	6. Click the Search  button. 
	6. Click the Search  button. 
	6. Click the Search  button. 

	7. Select a Deficiency from the list. 
	7. Select a Deficiency from the list. 


	Figure
	Note: Try to be random about selecting a record. Consider going to one of the later pages of results to select a record. If several people all chose the first record, there will be unexpected results due to multiple people attempting to update the same record. If the records are selected randomly, the chances of those types of issues are greatly reduced. 
	 
	 Record the Deficiency/Work Order Number: _______________________________. 
	 Record the Deficiency/Work Order Number: _______________________________. 
	 Record the Deficiency/Work Order Number: _______________________________. 


	 
	8. Click on the Deficiency / Work Order Number hyperlink for the record. 
	8. Click on the Deficiency / Work Order Number hyperlink for the record. 
	8. Click on the Deficiency / Work Order Number hyperlink for the record. 


	 
	Figure
	9. Select Labor for the Type in the Line Items table. 
	9. Select Labor for the Type in the Line Items table. 
	9. Select Labor for the Type in the Line Items table. 


	 
	Figure
	10. Enter the following information for the line item: 
	10. Enter the following information for the line item: 
	10. Enter the following information for the line item: 

	 Quantity: 2 
	 Quantity: 2 

	 Cost/Rate: 25 
	 Cost/Rate: 25 

	 Hours: 4 
	 Hours: 4 


	 
	 
	Figure
	11. Click the Add button. 
	11. Click the Add button. 
	11. Click the Add button. 


	  
	12. For the second line item, select Material for the Type. 
	12. For the second line item, select Material for the Type. 
	12. For the second line item, select Material for the Type. 


	 
	Figure
	13. Enter the following information for the line item: 
	13. Enter the following information for the line item: 
	13. Enter the following information for the line item: 

	 Description: ‘Materials’ [followed by your initials] 
	 Description: ‘Materials’ [followed by your initials] 

	 Quantity: 3 
	 Quantity: 3 

	 Cost/Rate: 300 
	 Cost/Rate: 300 


	 
	 
	Figure
	14. Click the Add button. 
	14. Click the Add button. 
	14. Click the Add button. 

	15. The following information should be displayed along the top of the Line Items table: 
	15. The following information should be displayed along the top of the Line Items table: 

	 Est. Total: $1100 
	 Est. Total: $1100 

	 Est. Material Total: $900  
	 Est. Material Total: $900  

	 Est. Tool Total: $0  
	 Est. Tool Total: $0  

	 Est. Labor Total: $200 
	 Est. Labor Total: $200 


	 
	 
	Figure
	16. Since the Estimate Total is less than $2500, O&M is the default option in the Planned Funding Method field. 
	16. Since the Estimate Total is less than $2500, O&M is the default option in the Planned Funding Method field. 
	16. Since the Estimate Total is less than $2500, O&M is the default option in the Planned Funding Method field. 

	17. Select an option for the Standing Parent field. This will end up being the Parent WO for the O&M record in IA-FMS (Maximo). 
	17. Select an option for the Standing Parent field. This will end up being the Parent WO for the O&M record in IA-FMS (Maximo). 


	Note: If the only available option is No Standing Parent, select that option. This will be the only option if the location in IA-FMS (Maximo) does not have Standing Parent Work Orders. 
	 
	Figure
	18. Click the Finalize Cost button. 
	18. Click the Finalize Cost button. 
	18. Click the Finalize Cost button. 


	 
	Figure
	19. On the prompt, click the OK button to send the cost estimate to IA-FMS (Maximo). 
	19. On the prompt, click the OK button to send the cost estimate to IA-FMS (Maximo). 
	19. On the prompt, click the OK button to send the cost estimate to IA-FMS (Maximo). 


	 
	Figure
	20. A message will be displayed indicating that the costs were successfully updated in IA-FMS (Maximo). 
	20. A message will be displayed indicating that the costs were successfully updated in IA-FMS (Maximo). 
	20. A message will be displayed indicating that the costs were successfully updated in IA-FMS (Maximo). 


	Exercise 10: Cost a Deficiency as DM 
	1. If necessary, change your user role to Facility Staff.  
	1. If necessary, change your user role to Facility Staff.  
	1. If necessary, change your user role to Facility Staff.  


	Note: If you are continuing from the last exercise, click the <<Deficiencies / Work Orders to be Costed button in the upper-right corner of the screen and skip to step 3. 
	2. Go to Cost Estimating on the menu bar. 
	2. Go to Cost Estimating on the menu bar. 
	2. Go to Cost Estimating on the menu bar. 


	 
	Figure
	 
	3. Enter the following search criteria: 
	3. Enter the following search criteria: 
	3. Enter the following search criteria: 

	 Funding Type: null 
	 Funding Type: null 

	 Deficiency / Work Order Number: AB% 
	 Deficiency / Work Order Number: AB% 

	 IA-FMS (Maximo) Cost Estimate Total: =0 
	 IA-FMS (Maximo) Cost Estimate Total: =0 


	 
	Note: This will ensure that you get a list of valid work orders in the system that do not yet have a cost estimate and are eligible to be sent to Maximo 
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	4. Click the Search  button. 
	4. Click the Search  button. 
	4. Click the Search  button. 

	5. Select a Deficiency from the list. 
	5. Select a Deficiency from the list. 


	Figure
	Note: Try to be random about selecting a record. Consider going to one of the later pages of results to select a record. If several people all chose the first record, there will be unexpected results due to multiple people attempting to update the same record. If the records are selected randomly, the chances of those types of issues are greatly reduced. 
	 
	 Record the Deficiency/Work Order Number: _______________________________. 
	 Record the Deficiency/Work Order Number: _______________________________. 
	 Record the Deficiency/Work Order Number: _______________________________. 


	  
	6. Click on the Deficiency / Work Order Number hyperlink for the record. 
	6. Click on the Deficiency / Work Order Number hyperlink for the record. 
	6. Click on the Deficiency / Work Order Number hyperlink for the record. 
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	7. Select Material for the Type in the Line Items table. 
	7. Select Material for the Type in the Line Items table. 
	7. Select Material for the Type in the Line Items table. 
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	8. Enter the following information for the line item: 
	8. Enter the following information for the line item: 
	8. Enter the following information for the line item: 

	 Description: ‘Materials DM’ [followed by your initials] 
	 Description: ‘Materials DM’ [followed by your initials] 

	 Quantity: 1 
	 Quantity: 1 

	 Cost/Rate: 4000 
	 Cost/Rate: 4000 
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	9. Click the Add button. 
	9. Click the Add button. 
	9. Click the Add button. 

	10. The following information should be displayed along the top of the Line Items table: 
	10. The following information should be displayed along the top of the Line Items table: 

	 Est. Total: $4000 
	 Est. Total: $4000 

	 Est. Material Total: $4000  
	 Est. Material Total: $4000  

	 Est. Tool Total: $0  
	 Est. Tool Total: $0  

	 Est. Labor Total: $0 
	 Est. Labor Total: $0 


	 
	The Planned Funding Method was automatically changed since O&M is no longer a valid option (the Estimate Total exceeds $2500) 
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	11. Select MI&R in the Planned Funding Method field. 
	11. Select MI&R in the Planned Funding Method field. 
	11. Select MI&R in the Planned Funding Method field. 
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	12. Click the Finalize Cost button. 
	12. Click the Finalize Cost button. 
	12. Click the Finalize Cost button. 
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	13. On the prompt, click the OK button to send the cost estimate to IA-FMS (Maximo). 
	13. On the prompt, click the OK button to send the cost estimate to IA-FMS (Maximo). 
	13. On the prompt, click the OK button to send the cost estimate to IA-FMS (Maximo). 
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	14. When the screen reloads, there will be a Send to IA-FMS (Maximo) button near the top of the screen. 
	14. When the screen reloads, there will be a Send to IA-FMS (Maximo) button near the top of the screen. 
	14. When the screen reloads, there will be a Send to IA-FMS (Maximo) button near the top of the screen. 

	15. Click the Send to IA-FMS (Maximo) button. 
	15. Click the Send to IA-FMS (Maximo) button. 
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	16. A message will be displayed indicating that the costs were successfully updated in IA-FMS (Maximo). 
	16. A message will be displayed indicating that the costs were successfully updated in IA-FMS (Maximo). 
	16. A message will be displayed indicating that the costs were successfully updated in IA-FMS (Maximo). 


	  
	Exercise 11: Send a Deficiency to IA-FMS (Maximo) without updating the Cost Estimate 
	1. If necessary, change your user role to Facility Staff.  
	1. If necessary, change your user role to Facility Staff.  
	1. If necessary, change your user role to Facility Staff.  


	Note: If you are continuing from the last exercise, click the <<Deficiencies / Work Orders to be Costed button in the upper-right corner of the screen and skip to step 3. 
	2. Go to Cost Estimating on the menu bar. 
	2. Go to Cost Estimating on the menu bar. 
	2. Go to Cost Estimating on the menu bar. 


	 
	Figure
	 
	3. Enter the following search criteria: 
	3. Enter the following search criteria: 
	3. Enter the following search criteria: 

	 Funding Type: null 
	 Funding Type: null 

	 Deficiency / Work Order Number: AB% 
	 Deficiency / Work Order Number: AB% 

	 IA-FMS (Maximo) Cost Estimate Total: >0  
	 IA-FMS (Maximo) Cost Estimate Total: >0  


	 
	Note: Notice that in this exercise, the IA-FMS (Maximo) Cost Estimate Total is filtered to show work orders that DO have a cost estimate.  
	This will ensure that you get a list of valid work orders in the system that have a cost estimate and are eligible to be sent to Maximo 
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	4. Click the Search  button. 
	4. Click the Search  button. 
	4. Click the Search  button. 

	5. Select a Deficiency from the list. 
	5. Select a Deficiency from the list. 


	Figure
	Note: Try to be random about selecting a record. Consider going to one of the later pages of results to select a record. If several people all chose the first record, there will be unexpected results due to multiple people attempting to update the same record. If the records are selected randomly, the chances of those types of issues are greatly reduced. 
	 
	 Record the Deficiency/Work Order Number: _______________________________. 
	 Record the Deficiency/Work Order Number: _______________________________. 
	 Record the Deficiency/Work Order Number: _______________________________. 


	  
	6. Click on the Deficiency / Work Order Number hyperlink for the record. 
	6. Click on the Deficiency / Work Order Number hyperlink for the record. 
	6. Click on the Deficiency / Work Order Number hyperlink for the record. 


	 
	Figure
	7. Review the Line Items table. There should be one or more line items already in the system. There line items are from the work order record in IA-FMS (Maximo). 
	7. Review the Line Items table. There should be one or more line items already in the system. There line items are from the work order record in IA-FMS (Maximo). 
	7. Review the Line Items table. There should be one or more line items already in the system. There line items are from the work order record in IA-FMS (Maximo). 


	 
	Figure
	  
	8. If the Planned Funding Method is set to O&M, select a value for the Standing Parent field. 
	8. If the Planned Funding Method is set to O&M, select a value for the Standing Parent field. 
	8. If the Planned Funding Method is set to O&M, select a value for the Standing Parent field. 

	9. Click the No Updates button. 
	9. Click the No Updates button. 


	 
	Figure
	10. On the prompt, click the OK button to send the inspection updates for the work order record to IA-FMS (Maximo) without updating the cost estimate information. 
	10. On the prompt, click the OK button to send the inspection updates for the work order record to IA-FMS (Maximo) without updating the cost estimate information. 
	10. On the prompt, click the OK button to send the inspection updates for the work order record to IA-FMS (Maximo) without updating the cost estimate information. 


	 
	Figure
	11. A message will be displayed indicating that the record was updated as not having a cost estimate update. 
	11. A message will be displayed indicating that the record was updated as not having a cost estimate update. 
	11. A message will be displayed indicating that the record was updated as not having a cost estimate update. 


	 
	 
	[End of Exercises for this Section] 
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	Reports Menu
	 

	Several reports can be run from S&CAP for Safety & Other Inspections. These reports can be found under the Reports dropdown on the menu bar. User roles that have responsibilities outside of Safety & Other Inspections may see additional reports. 
	 
	Figure
	The following Report options are available for Safety & Other Inspections (Note: Some user roles may see additional reports): 
	 Safety and Other Inspections Status Report 
	 Safety and Other Inspections Status Report 
	 Safety and Other Inspections Status Report 

	 Structure Summary Report 
	 Structure Summary Report 

	 Abatement Plan Submissions Chart 
	 Abatement Plan Submissions Chart 

	 Health and Safety Inspections Chart 
	 Health and Safety Inspections Chart 

	 Inspection Abatement Correction Plan 
	 Inspection Abatement Correction Plan 

	 List of Health and Safety Deficiencies 
	 List of Health and Safety Deficiencies 

	 Safety and Health Inspection Report 
	 Safety and Health Inspection Report 

	 Safety and Health Inspection Inspector Report 
	 Safety and Health Inspection Inspector Report 
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	Safety 
	and Other Inspections Status Report
	 

	1. Select Reports > Safety and Other Inspections Status Report from the Reports dropdown on the menu bar. 
	1. Select Reports > Safety and Other Inspections Status Report from the Reports dropdown on the menu bar. 
	1. Select Reports > Safety and Other Inspections Status Report from the Reports dropdown on the menu bar. 


	 
	Figure
	2. There are two main sections of the Report Search Criteria screen: Search Criteria and Display Options. Click Advanced Search in the top-right corner to show additional search fields. Use the Display Options section to select how the report will be sorted and the fields that will be included in the report. 
	2. There are two main sections of the Report Search Criteria screen: Search Criteria and Display Options. Click Advanced Search in the top-right corner to show additional search fields. Use the Display Options section to select how the report will be sorted and the fields that will be included in the report. 
	2. There are two main sections of the Report Search Criteria screen: Search Criteria and Display Options. Click Advanced Search in the top-right corner to show additional search fields. Use the Display Options section to select how the report will be sorted and the fields that will be included in the report. 

	3. Fields can be removed from the report by selecting them in the Selected Fields to be Displayed in Results and clicking the left arrow button to move them into the Available Fields. The order the fields will be displayed in the report can be changed by using the Position buttons. 
	3. Fields can be removed from the report by selecting them in the Selected Fields to be Displayed in Results and clicking the left arrow button to move them into the Available Fields. The order the fields will be displayed in the report can be changed by using the Position buttons. 

	4. Click Search to run the report. 
	4. Click Search to run the report. 


	 
	Figure
	5. The report can be exported to an Excel file using the  button or to a pdf using the  button. 
	5. The report can be exported to an Excel file using the  button or to a pdf using the  button. 
	5. The report can be exported to an Excel file using the  button or to a pdf using the  button. 
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	Structure Summary Report
	 

	1. Select Reports > Structure Summary Report from the Reports dropdown on the menu bar. 
	1. Select Reports > Structure Summary Report from the Reports dropdown on the menu bar. 
	1. Select Reports > Structure Summary Report from the Reports dropdown on the menu bar. 


	 
	Figure
	2. There are two main sections of the Report Search Criteria screen: Search Criteria and Display Options. Use the Display Options section to select how the report will be sorted and the fields that will be included in the report. 
	2. There are two main sections of the Report Search Criteria screen: Search Criteria and Display Options. Use the Display Options section to select how the report will be sorted and the fields that will be included in the report. 
	2. There are two main sections of the Report Search Criteria screen: Search Criteria and Display Options. Use the Display Options section to select how the report will be sorted and the fields that will be included in the report. 

	3. Fields from the report can be removed by selecting them in the Selected Fields to be Displayed in Results and clicking the left arrow button to move them into the Available Fields. The order the fields will be displayed in the report can be changed by using the Position buttons. 
	3. Fields from the report can be removed by selecting them in the Selected Fields to be Displayed in Results and clicking the left arrow button to move them into the Available Fields. The order the fields will be displayed in the report can be changed by using the Position buttons. 

	4. Click Search to run the report. 
	4. Click Search to run the report. 


	 
	Figure
	5. The report can be exported to an Excel file using the  button or to a pdf using the  button. 
	5. The report can be exported to an Excel file using the  button or to a pdf using the  button. 
	5. The report can be exported to an Excel file using the  button or to a pdf using the  button. 
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	Abatement Plan Submissions Chart
	 

	1. Select Reports > Abatement Plan Submissions Chart from the Reports dropdown on the menu bar. 
	1. Select Reports > Abatement Plan Submissions Chart from the Reports dropdown on the menu bar. 
	1. Select Reports > Abatement Plan Submissions Chart from the Reports dropdown on the menu bar. 


	 
	Figure
	2. Enter the Fiscal Year of the Abatement Plan submissions. 
	2. Enter the Fiscal Year of the Abatement Plan submissions. 
	2. Enter the Fiscal Year of the Abatement Plan submissions. 

	3. Select PDF or Excel for the Report Format. 
	3. Select PDF or Excel for the Report Format. 

	4. Click the Search button. The report will be downloaded. 
	4. Click the Search button. The report will be downloaded. 
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	Health and Safety Inspections Chart
	 

	1. Select Reports > Health and Safety Inspections Chart from the Reports dropdown on the menu bar. 
	1. Select Reports > Health and Safety Inspections Chart from the Reports dropdown on the menu bar. 
	1. Select Reports > Health and Safety Inspections Chart from the Reports dropdown on the menu bar. 


	 
	Figure
	2. Enter the Fiscal Year to run the chart. The chart includes both S and J inspections by default. To filter it to only show one Inspection Type, select it in the Safety Inspection Type field.  
	2. Enter the Fiscal Year to run the chart. The chart includes both S and J inspections by default. To filter it to only show one Inspection Type, select it in the Safety Inspection Type field.  
	2. Enter the Fiscal Year to run the chart. The chart includes both S and J inspections by default. To filter it to only show one Inspection Type, select it in the Safety Inspection Type field.  

	3. Select PDF or Excel for the Report Format. 
	3. Select PDF or Excel for the Report Format. 

	4. Click the Search button. The report will be downloaded. 
	4. Click the Search button. The report will be downloaded. 
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	Inspection Abatement Correction Plan
	 

	1. Select Reports > Inspection Abatement Correction Plan from the Reports dropdown on the menu bar. 
	1. Select Reports > Inspection Abatement Correction Plan from the Reports dropdown on the menu bar. 
	1. Select Reports > Inspection Abatement Correction Plan from the Reports dropdown on the menu bar. 


	 
	Figure
	2. Select the Inspection Number to see the Inspection Abatement Correction Plan from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 
	2. Select the Inspection Number to see the Inspection Abatement Correction Plan from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 
	2. Select the Inspection Number to see the Inspection Abatement Correction Plan from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 

	3. Select PDF or Excel for the Report Format. 
	3. Select PDF or Excel for the Report Format. 

	4. Click the Search button. The report will be downloaded. 
	4. Click the Search button. The report will be downloaded. 
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	List 
	of Health and Safety Deficiencies
	 

	1. Select Reports > List of Health and Safety Deficiencies from the Reports dropdown on the menu bar. 
	1. Select Reports > List of Health and Safety Deficiencies from the Reports dropdown on the menu bar. 
	1. Select Reports > List of Health and Safety Deficiencies from the Reports dropdown on the menu bar. 


	 
	Figure
	2. Select the Inspection Number to see the List of Health and Safety Deficiencies from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 
	2. Select the Inspection Number to see the List of Health and Safety Deficiencies from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 
	2. Select the Inspection Number to see the List of Health and Safety Deficiencies from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 

	3. Select PDF or Excel for the Report Format. 
	3. Select PDF or Excel for the Report Format. 

	4. Click the Search button. The report will be downloaded. 
	4. Click the Search button. The report will be downloaded. 
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	Safety and Health Inspection Report
	 

	1. Select Reports > Safety and Health Inspection Report from the Reports dropdown on the menu bar. 
	1. Select Reports > Safety and Health Inspection Report from the Reports dropdown on the menu bar. 
	1. Select Reports > Safety and Health Inspection Report from the Reports dropdown on the menu bar. 


	 
	Figure
	2. Select the Inspection Number to run the Safety and Health Inspection Report from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 
	2. Select the Inspection Number to run the Safety and Health Inspection Report from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 
	2. Select the Inspection Number to run the Safety and Health Inspection Report from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 

	3. Select PDF or Excel for the Report Format. 
	3. Select PDF or Excel for the Report Format. 

	4. Click the Search button. The report will be downloaded. 
	4. Click the Search button. The report will be downloaded. 
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	Safety and Health Inspection Inspector Report
	 

	The Safety and Health Inspection Inspector Report was created to give S&CAP users the ability to run a report similar to the Safety and Health Inspection Report when the inspection is still in progress. This enables users to quickly see the latest deficiency data entered by the inspector prior to the submission or finalization of the inspection. 
	1. Select Reports > Safety and Health Inspection Inspector Report from the Reports dropdown on the menu bar. 
	1. Select Reports > Safety and Health Inspection Inspector Report from the Reports dropdown on the menu bar. 
	1. Select Reports > Safety and Health Inspection Inspector Report from the Reports dropdown on the menu bar. 
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	2. Select the Inspection Number to run the Safety and Health Inspection Report from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 
	2. Select the Inspection Number to run the Safety and Health Inspection Report from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 
	2. Select the Inspection Number to run the Safety and Health Inspection Report from the Inspection List field. The user can type the Inspection Number into the field to narrow the list. 

	3. The Inspector can also be specified for this report (in the event there are multiple inspectors for the inspection). 
	3. The Inspector can also be specified for this report (in the event there are multiple inspectors for the inspection). 

	4. Select PDF or Excel for the Report Format. 
	4. Select PDF or Excel for the Report Format. 

	5. Click the Search button. The report will be downloaded. (The sample report is on the next page of this training manual) 
	5. Click the Search button. The report will be downloaded. (The sample report is on the next page of this training manual) 
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