
1 
 

 

How to review an action 

The Actions component of the app allows you to review documentation, 
certificates and notes after an inspection has taken place, and any issues which 
have been raised by an Inspector. 
 

i. Click on the tiles below to review documentation, certificates and any 

associated notes related to an inspection. View Actions that are New, 

In Progress, require Verification. You also have the option to review 

All Actions.   
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ii. Click the New, In Progress, or Verification tile to display the below 
Actions page. You can view the status of an inspection, and any 
action taken or Action required by a registered Provider by a specific 
Target Date. 

 
 

iii. The results for each Action can be filtered by Action Type, Status and 
Building.  
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iv. Actions are searchable by the Search text box and can be filtered by 
specific From and To dates.  

 

 
 
 

v. Select the Clear buttons to reset your filtered search by From and To 
dates.  
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vi. Click on a specific property/unit address, and a View button will 
display.  

 

 
 

 
vii. Click on the View button and a View Action pop up window will 

display. Here you can review an inspection and notes submitted by an 

inspector and view any supporting documentation and certification 

submitted by a Provider. Click on a property/unit, the text will display 

highlighted, and you have access to view Supporting Documents. 
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viii. Click on the View button, access documentation or certification 

associated with the property/unit you are reviewing. 

 

 

ix. A View Action pop up window will display, showing you the related 

documentation or certificate. To exit, click on the Close Button and 

you will return to the View Action pop up window. 
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x. Click the Close button to return to the main Actions page. 

 

 

 

 

 

 

 


