FP2 - TIP ‘O THE WEEK #108
ADDING CHECKLIST ITEMS AFTER CHECKLISTS

HAVE BEEN SET UP

@ Adding Checklist Items After Checklists Have Been Set Up

There may be times when you wish to add a checklist item to your checklists after
they have been set up and in use. Rather than go into each property using a
particular checklist and making the change there (well, you could do it that way, but
it could be very time consuming depending on how many you wish to change!), you
can change multiple checklists at once.

Note: If you have properties checked out to a remote, those properties will not be
updated with your changes. We recommend that you have all properties checked in
to the main computer before making any changes in order that your changes will
take effect.

The first step is to add the item to the “Master Checklist Items”.
Go to: Maintenance - Edit Pop Up Lists - Inspection Checklists > Master Checklist
items

Click the “Add” button. Select the “Section”, add your text and any other details, and
click “OK”.

M Checklist Master

Section/Item

Fire Satety Planning

Exterior

Fire Separations & Closures

Fire Alarm & Detection System

Standpipe & Hose System

Sprinkler System

Portable Fire Extinguishers
Fully Charged and Operable
Extinguishers Accessible
Inspection Tag Attached
Date Serviced
Hydrostatic Test Date
Class

Commercial Cooking Equipment

Means of Egress

Hazards

Decorative Materials Flame Resistant

Occupant Load

Building Services

additional Comments
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Section: ‘Purtahle Fire Extinguishers +«| Order in Section:

Text: IDccupunts Troined on use I

Other Info Requested
(%) None {JNumber

() Date i Tent

There are to ways to add the item to your checklists, depending on the result you are
after. You can either add the item to all existing and future property checklists, or
just on ones using the categories of your choosing.



Adding to all

To add that item to all Category Checklists and to all existing individual Property
Checklists, select the item from the list, then go to:

Action - Add Current Item to All Category Checklists

and

Action - Add Current Item to All Individual Property Checklists
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M Checklist Master

Section/Iltem

Fire Safety Planning
Extoerior Add Current item ta tegory Checklists k
Fire Separations & Closures Add Current ikem to all individual Property CheckLists
Fire Alarm & Detection System
Standpipe & Hose System
Sprinkler System
Portable Fire Extinguishers
Fully Charged and Operable
Extinguishers Accessible
Inspection Tag Attached
Date Serviced
Hydrostatic Test Date
Class
Commercial Cooking Equipment
HMeans of Egress
Hazards
Decorative Materials Flame Resistant
Occupant Load
Building Services
Additional Comments

Add Chrl+a
Edit Chrl+E
Delete Chrl+D
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Section: Portable Fire Extinguishers v‘ Order in Section: .|;|

Text: |Occupants Trained on use

Other Info Requested
(*) None () Number

() Date (1 Texnt

You will get a pop up box to confirm your action. Click “Yes”.

Checklist Templates

Do you want ko add "Occupanks Trained on use” to all Individual Property Checklists?
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Adding only to some Category Templates

If you only want to add the item to certain Category Templates, you can do that as
well.

Go to:
Maintenance - Edit Pop Up Lists = Inspection Checklists - Checklists by Category




M Checklist Template of items by Category

Haster Checklist

Building Code Classification:/pestaurants 3

=13

Batteries A
Date Tested
Connection to Outside Agency
Pull Stations
Automatic Detection
STANDF|PE & HOSE SYSTEM
Hoge Cabinet Eguipment
Protected From Freezing
water Cantrol Malves
SPRINKLER SYSTEM
water Control Malyes
Dry Pipe Sysiem
Connection to Outside Agency
Sprinkler Heads
water Distributioh Unobstructed
Sprinkler Piping used as Intended
Spare Heads on Site
PORT ABLE FIRE EXTINGUISHERS
Occupants Trained on use
Fully Charged and Operable
Extinguishers Accessible
Inspectioh Tag Attached
Date Serviced
Hudrostatic Test Date
Elass
COMMERC AL CODKING EQUIFMENT
Cleanliness of Cooking Appliances
Exhaust Hood, Filters, Duct
Auto Extinguishing System
Manual &ctivating Handle

Date Tested
MEKNKC AEERPpECE

Firefighter's Telephone
Control Panel
Batteries
Date Tested
Connection to ODutside Agency
Pull Stations
Automatic Detection
STANDF|PE & HOSE S¥STEM
Hose Cabinet Equipment
Frotected From Freezing
water Control Malves
SPRINKLER SYSTEM
Dry Fipe System
Sprinkler Heads
water Distributioh Unobstructed
Sprinkler Piping used as Intended
Spare Heads on Site
PORTABLE FIRE EXTINGU|SHERS
Occupants Trained on use
Fully Charged and Operable
Extinguishers Accessible
Inzpectioh Tag Attached
Date Serviced
Hydrostatic Test Date
Class
COMMERC AL CODKING EQUIPHENT
Cleanliness of Cooking Appliances
Exhaust Hood, Filters, Duct
Auto Extinguishing System
Manual &ctivating Handle
MEANS OF EGRESS

Intorine Etaira:oll

Eal

Add to list

Double click on the item you wish to add, or click on it and then click the “Add to list”
button. You will get a pop up box asking you to confirm that you wish to add this

item to all Property Checklists. Click “Yes”.

Checklist Templates
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Lo wou want bo add "and even more” to all Individual Property Checklists?

This will add the item to all properties using the checklist template for the building

classification code you have selected.

@Quote of the week:

“l love blackjack. But I'm not addicted to gambling. I'm addicted to sitting in a semi

circle.”
Mitch Hedberg



