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Chapter 1: UPDATE USERS, LOGIN & SYNC DATA

Update Users, Login & Sync Data

1. Open the Tenmast Inspections mobile application.

2. If new users have been added since this device was last used, you should
update the user list. To do so, tap Synchronize Data on the Home page and
go to step 3. Otherwise, skip this step and go to step 4.

[ Log In ] [Inspections]

Exit

)
{ Synchronize Data [ p—

3. Enter your Winten2+ Username and Password, then tap Retrieve User List
From Server. When finished, the page will display User Retrieval
completed. Click Back on your device.

TENMAST
SOFTWARE

Server Address to Sync to:
http:/cbarnes-pc2.tenmast.com/m/EntitiesModelService.svc

Number of Days to Sync:

1000 days

Username:

NA A—

Password:

...... —

[ Save Sync Settings }
[ Retrieve User List From Server e }
[ Retrieve InsProtoDefs }

User Retrieval completed e
User Account Retrieval completed
User Retrieval Started...
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4, Tap LogIn.

T4l 327
' Tenmast Inspections

TENMAST
SOFTWARE

—y’ LogIn ] [Inspectionsl

5. Enter your Winten2+ User Name and Password, then tap Log In.

é Please Log In

User
Name:

Password:* +++ A

e B

6. Your name now appears at the top of the page. Tap Synchronize Data.

' Tenmast Inspections

TENMAST
SOFTWARE

=P N A

. Login ] [Inspectionsl

Exit

—b{ Synchronize Data
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Note

Synchronization is what makes the mobile app and desktop app communicate
with each other. If you assign or unassign an inspection to a user from the
desktop, the mobile app will not know it until the mobile user syncs again.
Likewise, if an inspection is done on the mobile app, the desktop will not know it
until the mobile app is synched back to the desktop. We recommend mobile
users sync at the beginning of their shift, before and after lunch, and at the end of

their shift.

7. Under the SYNCHRONIZE tab, tap Start Sync. When finished, the page will
display Synchronization completed. Click Back on your device.

4B 335

TENMAST
SOFTWARE

e T

Sync Status:

Synchronization completed <
Household Notes table downloaded - 0 records...




Chapter 2: COMPLETE AN INITIAL INSPECTION

Complete An Initial Inspection

1. Tap Inspections.

O Tenmast Inspections

TENMAST
" SOFTWARE

NI AR

[ Log In J l'lnspectionsld—

2. Your scheduled inspections are displayed on the page. Select an inspection
to view the tenant’s Name and Phone at the bottom.

371 e Apt. 2
Hiw NH
Status: SCHEDULED

Scheduled Date: 8/22/2018 15:30

Name: DANIEL] T

Phone: = <
[View Household Notes ]

Click to Inspect

[vSave All lnspectioh»s I

3. To access notes about the household, tap View Household Notes.

86 Inspections

Name: DANIEL

Phone: -

| View Household Notes Iﬂ—
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4. The Household Notes page opens, where you can navigate through any
notes that have been entered. Click Back on your device to return to the
Inspections page.

SOFTWARE

<< < > >>

5. Toinspect the unit, tap Click to Inspect.

86 Inspections

Name: DANIEL|
Phone:

| View Household Notes ’

Click to Inspect




Chapter 2: COMPLETE AN INITIAL INSPECTION

6. The UNIT tab is selected by default. Update any fields on the page as
needed. Tap Amenities to view or add amenities for the unit.

INSPECT “ STATUS

Actual Beds: 1 Amenities }4—

Number of Children under 6

0
Elevated Blood Lead Level

Census

0
Unit Type

SFD

Year Constructed

Utilities

Utility / Appliance Paid By
Qil/Electric Tenant
PH Electric Tenant

7. To add an amenity, select the desired amenity from the drop-down list at
the bottom and tap Add. The amenity will appear in the list at the top. When
finished, tap Save Amenities to save your selection(s) and return to the
UNIT tab.

o

. Amenities

Add Amenity
Automatic Door Opener Add

[ Cancel J [SaveAmenities ]4—
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8. Tap the MAIN tab to view or modify basic information about the inspection,
such as the inspection status, type, and dates. To view rental amounts and
phone numbers for the tenant and owner, tap (i) .

FTadlon

e D e |
status SCHEDULED | Notes | Save

Insp Typelnitial —>-

Schd Date8/22/2018 Schd Time16:00
Insp Date 11/19/2018Start Time 21:05

Follow Up End Time
Inspector: NA Protocol: PH ANN
Tenant: DANIEL

Address: 373 Apt. 1

City:

Phone:

Household Members

Member Number Age Sex
1 68 Male

9. The Owner Info page opens. Tap Cancel or OK to return to the MAIN tab.

Tenant Phone #

Owner Phone #

Rent

$0.00

Housing Assistance Payment
$0.00

Tenant Portion

$0.00
-—b{ Cancel J ‘ OK ‘4—

10



Chapter 2: COMPLETE AN INITIAL INSPECTION

10. To access notes about the inspection, tap Notes.

a Fdlon
. Inspection

‘ UNIT [“‘ INSPECT ” STATUS ‘
Status SCHEDULED | Notes w
Insp Type|nitial I -

Schd Date8/22/2018 Schd Time16:00
Insp Date 11/19/2018Start Time 21:05

11. The Notes page opens, where you can navigate through any notes that
have been entered. To add a note, tap +, select a Date (if different from
today’s date), tap To Tenant and/or To Landord to indicate who the note is

for, enter a Title and the Memo, then tap Save. Click Back on your device to
return to the MAIN tab.

Date: 11/19/2018 | ==
ToTenant Tolandlord <=
Title
Tenant Not Home <=
Memo
The tenant was supposed to be present while repairs were being
made.

12. Tap Save to save any changes made to this page. Tap the INSPECT tab
when you are ready to begin your inspection.

FdGon

|

Status SCHEDULED | Notes Q}d—

Insp Type|nitial

Schd Date8/22/2018 Schd Time16:00
Insp Date 11/19/2018Start Time 21:05

11



Chapter 2: COMPLETE AN INITIAL INSPECTION

13. The page displays all areas that may be inspected. Select the first area you
want to inspect.

F4MB 1010

TENMAST
SOFTWARE

‘ UNIT | MAIN ‘ INSPECT ‘ STATUS ‘

AreaDescription Status
01 Living Room s

02 Bathroom

03 Kitchen

04 Unit Systems

05 Hallways

06 Patio/Porch/Balcony/Stairs
07 Laundry/Storage Room
08 Master Bedroom

09 Bedroom 2

10 Bedroom 3

11 Bedroom 4

12 Bedroom 5

13 Bedroom 6

14 Other Room

15 Health & Saftey

14. Categories within the selected area are displayed. Tap ¥ beside a category
you want to inspect.

F4 81030

Comment:
Location:

Approval: 11/19/2018 E
/)all For Aid

Ceiling

Doors

12
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15. Possible observations are displayed. If you do not observe any deficiencies,
you do not have to select any of the observations. They will be passed by
default.

F4H 1046

SOFTWARE

Status:

Comment:
Location:

Approval: 11/19/2018 E

Call For Aid

Ceiling
Holes/Missing Tiles/Panels**
Bulging/Buckling
Peeling/Needs Paint**

Water Stains/Damage (Mold/
Mildew)**

Miscellaneous Deficiency

16. If you do observe a deficiency, select the observation. By default, its Status
is set to NOD (for Public Housing units, which stands for No Observed
Deficiency) or Pass (for Section 8 units). Change the Status to another
code other than NOD or Pass, then enter a Comment and Location to
further describe the deficiency.

481122

Status: Minor

comment: Small water stain 5 inches in diameter
Location:  Above frant door

Approval: EAF_E'
Call For Aid
Ceiling Fail

Holes/Missing Tiles/Panels**
Bulging/Buckling

Peeling/Needs Paint**

Miscellaneous Deficiency

13



Chapter 2: COMPLETE AN INITIAL INSPECTION

17. Repeat steps 14-16 until all categories within this area have been
inspected. Then click Back on your device to return to the INSPECT tab.
Notice that any failed areas display a Status of F. Passed areas do not
display a Status but will be marked as passed by default.

TENMAST
SOFTWARE

e | e D

AreaDescription Status

01 Living Room F
02 Bathroom
03 Kitchen

18. Repeat steps 13-17 until all areas have been inspected, then tap the
STATUS tab. Tap Update to update the inspection’s Status.

TENMAST
SOFTWARE

MAIN “ INSPECT STATUS

[ Approve | Approve All | Save W

Status ~ SCHEDULED| Update ==
11/19/2018 &% By: NA

Date Areas Deficiency

Living Water Stains/
Room Damage (Mold/
Mildew)**

19. At the confirmation, tap OK.

You have selected to update the inspection record with
your default Pass or Fail status.

Cancel/Reset

14



Chapter 2: COMPLETE AN INITIAL INSPECTION

20. Notice that the inspection’s Status has changed. Tap Save, then click Back
on your device to return to the Inspections page.

Tl 1143

TENMAST
SOFTWARE

|

{ Approve 1 Approve All [ Save W

Status OD | Update T

11/19/2018 55 | By: NA

Date Areas Deficiency

Living Water Stains/
Room Damage (Mold/
Mildew)**

21. If you did not save the inspection in the previous step, you will see buttons
beside the unit in the list that allow you to save or delete the changes.

373 Apt. 1
NH

Status: OD

Scheduled Date: 8/22/2018 16:00

86 Inspections

Name: DANIEL >

Phone: T

22. To save all inspections in the list that have not yet been saved, tap Save All
Inspections.

86 Inspections

Name: DANIEL
Phone:

[View Household Notes ]

Click to Inspect
—b{ Save All Inspections 1

15



Chapter 3: COMPLETE A RE-INSPECTION

Complete A Re-Inspection

1. Tap Inspections.

‘ Tenmast Inspection

SOFTWARE

NE A

{ Log In ] [lnspections}d—

2. Your scheduled inspections are displayed on the page. Select the desired
re-inspection to view the tenant's Name and Phone at the bottom. To
inspect the unit, tap Click to Inspect.

86 Inspections
Name: LOUIS A
f—

Phone:

[View Household Notes ]

Click to Inspect

3. The UNIT tab is selected by default. Tap the MAIN tab to verify this is a re-
inspection. The Insp Type should display Re-Inspection.

FT4d012:38

O Inspection

status  SCHEDULED Notes | Save

Insp TypeRe-Inspection e -

Schd Date11/19/2018Schd Time12:30
Insp Date 11/20/2018Start Time 00:37

16



Chapter 3: COMPLETE A RE-INSPECTION

4. Tap the STATUS tab. All deficiencies are displayed at the bottom.

. Inspection

UNIT

‘ Approve T Approve All I Save

Status SCHEDULED| Update

11/20/2018 55 By: NA
Date Aréas ‘ Deficiency
Health & Tripping -«

Saftey

5. To approve deficiencies one at a time, select a deficiency and tap Approve.
Or, you can approve all deficiencies at once by tapping Approve All.

. Inspection

‘ UNIT | MAIN “ INSPECT

‘ Approve‘ T Approve All ¥ l Save ‘

Status SCHEDULED| Update
11/20/2018] &5

By: NA

Date Areas Deficiency

11/20/2018 Health & Tripping <«
Saftey

17
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6. Tap Update to update the inspection’s Status.

T4 125

‘ Inspection

TENMAST
SOFTWARE
IR

( Approve I Approve All l Save l

Status SCH EDULEDW

7. At the confirmation, tap OK.

You have selected to update the inspection record with
your default Pass or Fail status.

Cancel/Reset

8. Notice that the inspection’s Status has changed. Tap Save, then click Back
on your device to return to the Inspections page.

FT4dB 125

' Inspection

TENMAST
SOFTWARE

‘ UNIT | MAIN “ INSPECT

{ Approve T Approve All I

Status NOD | Update
11/20/2018 &5 | By: NA

Date Areas Deficiency
11/20/2018 Health & Tripping
Saftey

18
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Sync Data & Logoff

1. When you are finished working and ready to turn off the mobile device,
click Back on the device until you return to the Home page. Then tap
Synchronize Data.

‘ Tenmast Inspections

TENMAST
SOFTWARE

N A

{ Log In l ‘Inspections]

Exit
—-}{ Synchronize Data

2. Under the SYNCHRONIZE tab, tap Start Sync. When finished, the page will
display Synchronization completed. Click Back on your device.

T4l 335

. Sync Data

SETUP SYNC ‘

Close W

Sync Status:
Synchronization completed

Household Notes table downloaded - 0 records...

19



Chapter 4: SYNC DATA & LOGOFF

3. Tap Exit.

. Tenmast Inspections

{ LogIn ] ‘Inspections}

Exit

Note

In Winten2+, passed inspections will update the 5.i (certification date of last
inspection) and 5.h (certification date of last passed inspection) fields. Failed
inspections will only update the 5.i field and will appear on the scheduler under
Failed Inspections to be rescheduled for re-inspection.

20



