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1. From the home page, click on Reports and select Open Issues Report. 
 
 

 

 

 

 

 

 

 

 

 

 

 

2. From the Open Issues Report page, you can filter the report to show the open issues you wish 
to address, then resolve through one of two ways:: 

 

 Option 1 - Place a check in the white box (left side of report) and click on the green check 
(upper right). You can check multiple boxes if you wish. This closes the issue(s) out 
immediately and marks it complete with the date and time the green box is checked. 

o Note:  This option does not provide an opportunity to update comments or 
recommendations 
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 Option 2 - Click on the ‘Edit’ button (right side of report).  
   

A pop-up window with the selected observation will appear as depicted below 
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Steps To Resolve 
1. Select “Yes” on the radio button next to 

“Corrected?”  

2. Use the drop-down menus to choose who the 
issue was “Corrected By” and what the 
“Action Taken” was.  

3. Scroll down to the “Completed Date” and use 
the calendar icon to select the date the item was 
corrected 
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*Note that you can enter your edits to an observation once, and the same edit will apply to 

multiple instances of the same observation if they are identical in the system and grouped 

together.* 

 
Recommended Additional Functionality (Discuss with your Process & Tech Lead) 

 Edit By Email – Open issues can be resolved by an email recipient.  No log in or account 
is required to utilize this feature.   To do this: 

o Click on “Edit” link from the emailed report  

o A pop-up display will appear that shows the unsafe observation details 

o The e-mail recipient can mark the item completed, the date the item was closed, who 
corrected the issue, and details of their corrective action although no photo can be 
added 

 Resolution Alert – When a 3rd party closes the issue, an alert can be triggered which 
notifies the original observer by email of such action    

 Corrected By Name -  When a third party resolves an open issue, the system can mandate 
that they add their name  

 Track Comment History – Since multiple people might have commented on a single 
observation, this function identifies who the people are as well as the time and date of the 
comment  

 
 

**Applies to the open issues, single and advanced inspection reports** 

Comments & Photos 
4. Add a corrected photo by selecting “Upload 

New Photo”, then activate the photo by 
clicking on it.  

*Failure to perform the “activation” step will 
prevent the photo from showing * 

5. Scroll down and enter text in the 
“Comments/Observations” or 
“Recommendation/Comments”  fields 

6. Be sure to click on “Save and Close” when 
completed 

 


