Inspections Setup

User Guide

Inspection Example

This is an example of an
inspection sheet that has been
created and filled in on a job.
When setting up the inspection
template in Protean, refer back
to this sheet to understand
what impact it will have on the
final document.

1. Category
These are the headers of each
section.

2. Attributes

These are the items for the
engineers to check, or the
questions for them to answer.

3. Codes

These are the answers that the
engineers will give to the
questions.

4. Template
This is the overall template
name.
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ltems to Inspect | Result Comments ltems to Inspect | Result [ Comments

|Car [Safety Gear
Door Gear/Motor Serviceable Safety Gear | Pass |
Door Shoes VP, Serviceable Wiell
Enclos ure/Sling Sarviceable B uffer’Switches Semviceable
Lodks/Mech/Elec Requires Attention Lodk bamel stiff - replace within & months Cwt Shoes Serviceable
hech Stn/Switches Servicesble Guides/Brk & /Cwts ling Serviceable
Crverload Device Serviceable Hydro Fipes Seak Serviceable
5'Gear/Switch Serviceable Fam{s) Serviceable
Machine Room Safety Soreens Serviceable
Bewrings Serviceable Tension Weight'Switch Serviceable
Controller Serviceable \Well Lighting Should be Replaced Bulbrequires replacement in well
Gear Oil Level % Resding 95 General Comments
Gow'S.R.Fulleys Serviceable Generally the equipment i in good working order and is safe for operation providing the
H.W .Indicator/Took Serviceable fecommended works are camied out
Pump il Level % Reading 88
MCB/Ellison Serviceable
Fipes/Joints/Seals Serviceable Recommendations
Selector Serviceable Feplace bulb inwell lighting immediately and replace lodk bamel within & months. Recommend a
h/Sheaves/Divert Serviceable [further service in 12 months.
Safety Gear
Car Overload Pass
Gesr Pass
Governor Pass
Landing/Car Door Lodks Fass
Ropes/Chains Replaced Pass
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Inspection Codes

When creating an inspection template, you should always start by setting up the answers that an engineer might give to

the various questions or checks on the templates. In Protean, they are referred to as inspection codes. Examples of
inspection codes are Pass, Fail, Yes, No, Safe, Unsafe, N/A.

To setup inspection codes, go to System > Inspection > Codes.

1. Inthe Description box, type in the answer that | =] Inspection Codes = I3
the engineer should give. Ml Descrition | Code | Pass | NotesRequired | Notes Type |
. L. - |[F | O Text v
2. Inthe Code box, type in an abbreviation of the ot Fopicabie ] O
code. E ] O
3. Inthe Pass column, you should decide whether | |Reading |[ros__| Numeric | v
. . Requires Attenti RA Text (o]
the answer given should cause the entire | |Reauires Attention I | o = [ed  Tv]
) ) ) ) |serviceable ||s | ]
inspection to fail (see the example in the top- Should be Replaced SER O Text =
right of page 1). Place a tick in the box if the || [Worn but Servicable WBs g =
. . . . * Text
answer is considered a pass, or leave it blank if | — =

it is considered a fail.

4. Inthe Notes Required column, you can force
the engineer to add additional notes if they
use this answer.

5. If you have ticked the Notes Required box, in
the Notes Type column, decide whether the
note should be numeric or text.

You should use this screen to setup the answers that
could be used across any of your inspection templates.
Later on, you will be able to choose which answers are allowed for each question, and which questions are asked on
each inspection template.

Delete Close

Inspection Types

In order to be able to apply which answers are allowed for each question, you need to group them. For example, you
would typically see Pass and Fail grouped together, or Yes and No in another group. In Protean, these groups are called
inspection types.

To setup inspection types go to System > Inspection > Types.

1. Inthe Type box, type in the name you wish to =5l Inspection Attribute Types 52
give the group of codes. For example,
. . T 2255 | Fail
Pass/Fail or Service Items. :pe . . ad " ;
Allowed T ction C Avai I ction C
2. Select a code from the list on the right-hand D_“E i e e_ rEpECTEn
Fail F Mot Applicable NA
side, and click the left arrow to use it within Pass P Reading RDG
. 4- Requires Attention RA
that group. Repeat with any other codes that Serviceable 5

Should be Replaced
Worn but Servicable

SER.

are needed in the group you are creating. 5 WEE

3. Inthe Default Code dropdown list, choose
whichever code you would consider to be the
default response to a question.

4. If you wish to now create a new group, simply
type over the existing group name in the Type
box

Defout ose

Create Inspection Codes

Close
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Inspection Attributes

It is now time to create the questions that the engineer will be asked on the inspection sheet, the categories that they
will appear in, and the answers that the engineers are allowed to give for each question. Within Protean, we refer to the
questions as inspection attributes.

To setup inspection attributes, go to System > Inspection > Attributes.

Note that you should fill this list with every question that is needed for all inspection templates that need to be created.
You will learn how to then create the templates and choose which questions are asked in the next section.

1. Inthe Category column, type in the name of the category each question should appear in on the inspection
sheet. Check page 1 to remind yourself how this appears on the inspection sheet. Once a category has been
created in this screen, you can simply choose it from the dropdown list each time you wish to use it.

2. Inthe Attribute column, type in the question that the engineer needs to answer, or the check that the engineer
needs to make.

3. Inthe Type column, choose the group of answers that an engineer is allowed to use when answering this
guestion. These are the inspection types that you setup in the previous section.

Esl Inspection Attributes = 2
[ Cetesoy | Amhbute | e =
] |Mad1ir|e Room El |Pipes,|’Joints,|’SeaIs ||Ser\rice EI
|| Machine Room w | [Pump Oil Level % Mumeric Reading w
|| Machine Room w | [Selector Service w
I |[Machine Room w ||V Sheaves Divert Service w
T Ropes w | [Comp Rope/Chain/Anchor Service w
T Ropes “ |Gov!SaFety Rope/anchor Service w
T Ropes w | |Sus Rope /Chain/Anchor Service w
T Safety Gear w | [Car Overload Pass | Fail w
T Safety Gear W | Gear Pass / Fail w
T safety Gear w | [Governor Fass | Fail W
T Safety Gear w | |Landing/Car Door Locks Pass [ Fail w
T Safety Gear + | [Ropes/Chains Replaced Fass | Fail W
T Safety Gear w | |Safety Gear Pass [ Fail w
| [wel w | [Buffer [Switches Service W
| [wel w | [Cwt Shoes Service w
| [wel w | [Dir'Switches Limits Service w
I |[wel w | [Guides/Brkts /Cwisling Service w
| [wel w | Hydro Pipes/Seals Service w
| [wel w | [OTravel Limits Maint' Service w
| [wel v | [Pit Stop Switch Service =
| [wel w | [Ram(s) Service M=
| [wel w | |Safety Screens Service w
| [wel w | [Tension Weight,/Switch Service W
| [wel w | [Well Lighting Service w
E ™ W
:
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Inspection Templates

Creating the template
Now that you have setup all of the categories, questions and answers that will appear on your inspection sheets, it is
time to pull together all of this information to create your inspection templates.

To setup inspection templates, go to System > Inspection > Templates.

1. Inthe large white space on the right-hand side of the screen, right click and choose New.

2. Right click on the New Template and choose Rename. Tap the enter key on your keyboard.

3. Left click on the new template name, and you should see the list of inspection categories that were created in
the previous step. Click on the first category that you would like to appear on your inspection template.

4. Inthe order that you wish for them to appear on the inspection sheet, click on the questions that should be
asked. You will see that this places a tick next to each question, and on the left-hand side of the screen you will
see the inspection template taking shape.

5. Once you have applied all relevant questions from this category, click on the name of the inspection template at
the left-hand side. This should show you again all of the categories so that you can click on the next category to
be used in this inspection sheet.

6. Repeat steps 4 and 5 until you have applied all of the relevant attributes to the inspection template. On the left-
hand side, you can click the yellow Templates folder icon to go back to the beginning. If you have any more
templates to create, start again from step 1.

=2l Inspection Templates o E
Mame Type Auto-Complete | Allow Multiple | Sub-Report | Override Report Name
El!é Annual inspection & Annual inspection In Visit Yes
L:_I,_,a Access to Machine Room 261 In Visit Yes
""" O Access I—!atch =ﬁl’*‘linor Service In Visit Yes
-0 Hand Rails
-0 Ladder
i@ Machine Room Door
‘w0 Machine Room Locks

[-{ad Car

[#-{s8 Machine Foom

[-[«fl Ropes

[H-{<d Safety Gear

-8 wel

- g LG1
[~ Minor Service
Create Attributes + & Close

Throughout the process, it is possible to move items up and down if they have been selected in the wrong order. You
can move categories or attributes up and down, by selecting them in the list in the pane on the left-hand side, and by
using the up and down arrows at the bottom of the screen.
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Customising the Template

Once you have created your templates, there are a few ways to customise them further. These options can be accessed

by right-clicking on any of the inspection templates in the right-hand pane.

1. — It is possible to decide at which point an engineer is prompted to fill out each inspection sheet
a. Pre Visit will appear when the engineer arrives on site. They cannot continue with the rest of the job
until the inspection has been completed. This is useful for risk assessment inspections.
b. In Visit will appear when the engineer chooses to do that inspection sheet. This is the most common
type of inspection, and is generally used for equipment servicing inspections.
c. Post Visit will appear when the engineer has completed work on the visit, and is useful to prompt the

engineer to complete some checks at the end of a job.

d. Feedback will appear when the customer signs off the job, and is useful to get the customer to

complete a satisfaction survey.

2. — It is possible for inspection sheets to be sent to the engineer already filled in, so they only
have to change answers that differ from the default response. This is designed to save the engineer time when
filling in the inspection, but can mean that the engineer doesn’t have to read through every question asked.

a. Do not auto-complete is the default, and means that an engineer is prompted to answer every question

on this inspection sheet.

b. Use Inspection Code Defaults means that the default entry within the inspection types screen will be

automatically applied.

c. From Previous Inspection causes the answers to pull through from the previous time that the
inspection was completed for the same piece of equipment. This allows the engineer to monitor any

changes in the condition of the equipment since the last service.

3. — If this is ticked, then it is possible for more than one of the same sheet to be applied for a piece

of equipment during a service visit.

You should not change the or
if bespoke inspection sheets are created for you.

options in this screen — this is used by Protean Software

Reasons Not Done

If an engineer cannot complete an inspection sheet whilst on site, they have
to choose a reason why it could not be done. These reasons that can be used
by the engineer need to be defined by you.

To setup reasons not done, go to

1. Usethe button to create a new reason.
2. Typeinthe reason and choose

Note that it is possible to also edit or delete reasons if they have not been
setup correctly.

25| ReasonsNotDone - ©

Customer not present
Equipment inaccessible
Equipment no longer exists
Mo access to site

Edit Celets

Close
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Automatically Applying Templates to Jobs

Now that your inspection templates have been created, it is possible to have them automatically applied to jobs. Unless
you complete one of these steps, either the office staff or engineers would need to manually add them onto jobs as

required.

Add to Jobs

For certain types of job, you may wish to add an
inspection sheet to the job itself. This typically isn’t
suitable for equipment-level inspections such as
services, as you may want to apply more than one of
these sheets to a job (if you have multiple equipment
records to look at), so instead should be reserved for
site-level risk assessments or customer satisfaction
surveys.

To apply inspections automatically to certain types of
job, go to System > Job Types.

1. Inthe General tab, choose the relevant job type
from the Name dropdown list.

2. Inthe Inspection tab, tick the inspection
templates that should be completed for this job
type, and click Apply.

3. If you wish to apply inspection templates to
other job types, go back to step 1. Otherwise
click OK.

Add to Service Types

For equipment service or inspection style templates, you may wish to
apply these automatically to every piece of equipment that is serviced

using a certain service type.

To apply equipment templates to service types, go to System >

Maintenance > Service Types.

1. Choose the relevant service type from the Name dropdown

list.

2. Inthe Inspection Template dropdown list, apply the inspection
template that applies to that service type and click Apply.

2] Job Type - Call out 25
General | Charges = Accounts | Misc Items  Inspections
Inspections to automatically add to new jobs for this job type
Annual inspection
v| Cuztomer Satisfaction Survey
LG1
tinor Service
oK Cancel Apply
2 Service Type - Major Service £3

General  Qverrides

MName [Major Service v | | Modify

Description Major Service

Inspection Template

Servicing Interval

|Annual inspection

v

3. If you wish to apply inspection templates to other service Targeted Hours

types, go back to step 1. Otherwise click OK.

Author: Simon Bridgwater
Last Edited By: Simon Bridgwater

Due Date Calculation  [Time Based v
Service Every [ 12 || Months [
oK Cancel
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Add to Make/Model Service Types
To take the previous section one step further, you may wish for certain makes and models of equipment to be given
their own service templates. This can be achieved within Protean by adding the templates at make/model level.

To add inspection templates to make/model service types, go to System > View Makes & Models and choose the
relevant make/model from the list.

1. Inthe Servicing tab, against the relevant Service Type, choose the required inspection template using the
Inspection dropdown list.

2. Click the Close button to return to the list of makes and models. If you wish to apply templates to another
make/model, choose it from the list and return to step 1.

3] Make & Model - Aquarius / TH 6000 =
General | Attributes | Servicing | Accounts | Other
S L ) T M
|M|norSerwce v|| 3 ||Monﬂ15 || 1.5 || £0.00 ||M|nor5er\t|ce v|
|Ma_]or Service v” 12 ||Mor1ﬂ15 || || 0 || £0.00 ||Annual inspection vl
» |L0|erInspecﬁon v” 12 ||Mor1ﬂ15 || || 2 || £0.00 ||| |
[Build w|| 0 ||[Months Il Il 16 || £0.00 | v
*|| Wl I I 0 |[_£0.00 || v]
Partz
4[4 € E| | _]| Ccreatecopy Close

You have now completed all of the setup required to use makes/models within Protean. Make sure your engineers do a
Sync All'in their Protean mobile app so that these inspection templates can be used.
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