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SMART Inventory User Guide
Introduction

This User Guide will help you to get to grips with both the HD2 and P6500 PDAs (Personal Digital
Assistants) and the SMART Inventory software that runs on it. The User Guide contains images
captured of the screens of the PDAs with the SMART Inventory software running. We have used
screen sho ts from both the HD2 and P6500 PDAs. Depending on which PDA you are using, there
may be slight but insignificant variances between your PDA and the screen shot contained in this

User Guide

We have included in blue italics at points in the Guide some freque ntly asked questions with an
appropriate answer, such as How do | know when a Release is available?

Top Tip!

We have also included Top Tips which are generated from feedback that clients have given us
about the best way to use SMART Inventory on site.

Please remember that as an eTech client, you have access to our Technical Support Desk on 0844
848 1624.  Put simply, there is no question too daft to ask us about the software or hardware. We
pride ourselves on being approachable and helpful and having inv ested in your PDA hardware, we

want you to get the maximum use and enjoyment out of SMART Inventory .
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1. Getting to know your PDA

Turning the PDA On and Off - HD2
To turn your HD2 PDA on, press and hold the On/Off button for a couple of seconds, circled red
below.

The PDA will gently vibrate and after 20 seconds wil/l | 0
Today Screen performs a similar function to the Desktop screen on your PC or laptop, giving you

access to programs and applications on the PDA. The Today Screen also displays icons at the top

right of screen which indicate the status of components such as the battery and the GPRS Phone

signal . Wedl I cover these icons in more detail |l ater in thi

To turn the PDA off, hold down the On/Of f button circled red above for a full 5 seconds. The screen

in Fig. 2 wi |l appear . Tap O6Power Offé and the PDA wildl S
have recorded on SMART Inventory by shutting down the PDA. Please note that the HD2 PDA has

a capa citive touch screen which reacts to the touch of your fingers and will not respond to tapping

with a normal stylus.

."{ Quick List

(D Power Off
a Lock Device

I]D|I Set Vibrate

=

Cancel

Scr e
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Note that if you press the On/Off button for one or two seconds only, the screen of the PDA

switches off. Pressing the On/Off button again switches the screen back on again. This is the

Standby Mode. Dondét confuse Standby Mod &ff wiStamdbysthei t chi ng t
PDA is still running and using power, albeit with the screen turned off. The small orange LED on

the top of the front face of the PDA indicates you are in Standby mode.

When you are using the PDA, vy o uStantby Mone ikit istnbtaided forta s wi t ches
period of time. This helps to maintain power

I f at any time you want to return to the Today Screen, jus
shown below.
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Turning the PDA On and Off - P6500

As a Quick Start guide , the images below indicate the location of the buttons you need to turn the
P6500 PDA on and off, to start the SMART Inventory software and to activate the camera.

To turn your P6500 PDA on, press and hold the On/Off button for a couple of seconds. The PDA will

gently vibrate and after 20 seconds wil!/ l oad up the 6Tod
performs a similar function to the Desktop screen on your PC or laptop, giving y ou access to

programs and applications on the PDA. The Today Screen also has icons at the top right of screen

which display the status of components such as the batter
cover these icons in more detail later in this Guide.

To turn the PDA off, hold down the On/Off button for a full 5 seconds. The message in Fig. 2 will
appear . Tap 6Yesd6 and the PDA will shut down. You wi ||l no
SMART Inventory by shutting down the PDA.

Front View Side View

On/Off

Camera activation

Soft-reset point

%% | Start d e = %s | Warning e L E

3G vodafone UK 11/06,09

wag

¥ 0 Ef o Lo

3G vodafone UK 11/06/09

— —
(7 Power will be turned off,
r and you may lose data if

you have not saved them,
Do you want to continue?

A

ﬁ Mo upcoming appoinkments

Calendar Contacts

Fig.1 6Today Scre Fig.2

Calendar Contacts
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Note that if you press the On/Off button for one or two seconds only, the screen of the PDA
switches off. Pressing the On/Off button again switches the screen back on again. This is the
Standby mode. Dondt c on fwithsswitchibg thenPiDA @n andoGffeln Standby, the
PDA is still running and using power, albeit with the screen turned off. The small green LED, circled

in the image below, blinks every five seconds in Standby mode, to indicate that the PDA is still

turne d on and using power.

7 Programs

Quick Start Guide to Il cons on t
and P6500)
The HD2 and P6500 have similar variants of the Today Screen. We noted above that the Today

Screen displays icons at the top right of screen which show the status of components such as the
battery and the GPRS Phone signal. These icons are identified below. Tapping on an icon such as

the Battery Status icon, takes yo u to a screen with more detail on the charge status of the PDA.
Phone/GPRS
Signal Strength Battery Status
Active Sync = = = Running
Notification .||| =<n % Programs

11,/06/09

Volume and
Vibrate Control

Device maintenance

We recommend that you keep the device on charge when it is not in use. In the event that you run
the battery flat, your device will not lose any data or installed applications.

You can check the battery level from the Battery Status indicator on the Today Screen, as shown
above. Your PDA may be supplied with a car charger. Topping up the PDA in the car between jobs
will easily maintain s ufficient charge for a full day. If you need to run the PDA flat out all day and
are struggling with charge towards the end of the day, we can supply a spare battery and dual
charging cradle.

It is good practice to turn your PDA off when you finish for the day rather than leaving it on
Standby. Just like your PC, running the PDA continuously may eventually clog up the device
memory and make the device run slower.

h e
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2. Getting to Know SMART Inventory

SMART Inventory assists you to capture a full des cription of a property, its contents , fixtures and

fittings together with site photos, which  are compiled into  the SMART Inventory Report

From 6 ™ of April 2007, it became compulsory for Landlords to join a scheme that safeguards

Tenant s6 damage deposits. Where a dispute arises about allocation of a deposit that cannot be

resolved, the scheme refers the dispute to its dispute resolution service. An in dependent
adjudicator examines the facts and determines how the deposit should be allocated. An Inventory

which provides a detailed record of the condition of the fabric and content of the building at the

beginning and end of a tenancy is central to this p rocess.
eTechdés SMART I nventory software gathers the data on the
6Check I nd and 6Check OQOutédé report, recording an inventory

fabric of t he Buil ding. The -boasltcanmara tosgatlser phdiograpticD A 6 s on
evidence, supplemented with pre -formatted text options. An optional floor plan can also be created
on the PDA which orientates the rooms Odescriptions in the Inventory Report.

Once the assessment has been completed on the PDA, it is transmitted to eTech via Wi -Fi. The
SMART Inventory report generates automatically and is published on -line to eTechdés Portal
Starting SMART Inventory I HD2

To start SMART Inventory on the HD2, turn on the PDA. The Today Screen will appear, displaying
either one or two folder icons, as circled red in Fig. 1 below. The folders will be named Smart
Survey and Test Smart Survey depending on whether you have a live or a test version of the
software on the PDA, or both. Tapping on the folder icon takes you into SMART Survey and the
Main Menu screen below in Fig . 2.

A¥ Smart Survey o X
New Survey View Surveys
N =
Al
Thu, May 20 Options Exit

#® Calendar

e

Fig. 1

Database Cleanup!
‘57 Surveys which are over 10 Month Old

1

v

Fig.2

P
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Starting SMART Inventory T

To start SMART Inventory on the P6500,
6 SMART I nventoryo

from
(circled

ﬁ Calendar
FB Contacts
{Z Internet Explorer
n Messaging

» Phone
ﬂ SmartInventory
Bl Smart Survey
% Internet snaring
E8 Calculator
[®. File Explorer

KX Programs
@) Settings

Fig.3

SMART Inventory Main Menu

Once SMART Inventory

t he
r e d Mairf Meouracreterhwell agpeao (Big. 4).0 wn

6Today

P6500

Today Screen (Fi

0w =

10/06/10

ib

&

Contacts

Scre

is running, you are presented with the Main Menu shown below. From the

Main Menu you can start a new survey, view existing and submitted surveys, access features such

as software updates through the Options menu and Exit SMART |

nventory .

The diagram below identifies the menu items and their functions:

& | Smart Survey rd

A ;
)

New Survey View Surveys

o T @ o

Options Exit

\ ATTENTIO

£\ New Job Reque>t Vigw Request(s)

Main Menu

1 - Start a New Inventory
2 - View existing Inventories

3 - Options \ Software
Update

4 - Exit SMART Inventory
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We look at how to start a  n Inventory later in this User Guide. The following guidance covers the
View Survey feature (item 2 above) and the features available through the Options icon (item 3

above).
OViewing Surveyod icon
Why would | want to view an existing survey on the PDA ? You may have to break off during an

Inventory before submitting the data that has been collected on the PDA. In these instances, you
can close the survey and access it again through the View Survey icon on the Main Menu (item 2
above). This takes you to t he screen below.

Change view of
survey status

Status: [New Survey
T

sgl “LEVEY
0 Thw Complete
ISite Notes Uploaded (Not L
103835
@) Rose Bam, GUR24 84S

8898312468 Tod
O Flat 18 Wetherby House, SWS 0P
Elrdwret Test a

103834
@) Cid Church Farm House, CT1S 7)Q
Fig.5
Surveys that you have started on the PDA will fall into one of three statuses T 6New Surveyo,
6Survey Completed and 6Site Notes Uploadedd. You can chang

down arrow as  shown above and tapping on the required status.

The 6 New Surveyd status | ists all bd#mot canplstedorhtzettPrDh ave been st
The 6Survey Completed status | ists adnd completed enythe PRAhat have
The O6Site Notes Upl oa ctasdis rothappticable toSHART )ndentat

OOptionsao I con

Tapping the Options icon (circled red in Fig. 6) reveal s f
Setupd and O6System -Raepsbdgafeabhousese for use by eTechébés Tec
Youd | | need to use the o6Updated icon when a new Release of

which are covered in the section headed dbpdatDBngCl 8MARDPOI
button circled red in Fig.7 on the next page  assists you to remove old and redundant surveys from

the PDA. This is a feature that is not commonly used by those undertaking Inventories on the PDA

as the existing In  -going Inventories on the PDA may be used for Out -going Inventories at the end

of a tena ncy. The distinction between In -going and Out -going Inventories is explained in detail

later .
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'": Smart Survey

-
-

Options

Wiew Request(s)

A\ Vo requests

& ez

Fig. 6

Updating SMART Inventory

i X

How often does eTech update SMART Inventory?

requested by users

, when they are

Ay smartSurveySettir & Y, [X & @

Update Device Setup

—]
System Paths ' DB Cleanup

e

Back &8 Next

Fig.7

This depends on when new

software. Typically, Releases are issued every 12 to 16 weeks.

How do | know when a Release is available?

48 hours before the Release of a new software

@(G\

features are

issued or when we need to incorporate amendments to the

update

is issued, we will email you. The email will contain Release Notes to explain what changes or new
features will be incorporated into the software. The Release Notes will also be posted on the eTech
Portal

Somet i

mes i f |

Webdve incl

rando

uded

mil

det ai

y

eTech tell me about all Releases that are issued?
provide and not all Releases may be relevant to the software you are using. Accordingly, we only

email you about a Release for software you are using.

check

Il s of the

for an

There are a number of app

You can update SMART Inventory when a Release is issued in two ways:

1) Via GPRS phone

2)

fro

m your

st

reliant on you having GRPS signal strength.

Via Active Sync connection

upd

ate SMART |

Where you have poor GPRS si

Connection from the device
PDA whi |

on

nventory

DEA Port al

Updat e,
lications that we

a

the P

- You can update SMART Inventory direct

the move. Thi

usi

ng your

S

uses t

gnal strength, you can
desktop

PCos

to your desktop via software called Active Sync. If you choose to update SMART Inventory

via Active Sync with your desktop PC, ensure your device

is correctly synchronised with

your desktop PC before you start the steps below. See the following section of this Guide
for details on how to install Active Sync software on your desktop PC.

Performing a software update

1)

2)

From the SMART Inventory main me

Tap

6Check Nowbd

as

C

n

u

rcl

sel ect

ed red in

60ptionsd

(Fig.

t hen

13) .

t ot

DA

he

sel

he en
tell s
devi c
nterne
ect 6
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%y | Smart Survey ! & W Lk 15:22 [ok

Q) ©

Update Device Setup

% B

System Paths DB Cleanup

- [Update Checke ¢¥ Y Q1451

— eTech Mohile Update

Figl2Sel ect O6Updat e Fig.13 Tap 6Check

3) SMART Inventory will check to see if any Release updates are required on your device.
4) If an update is available, you will be prompted as in Fig.14. If you are on the current

version of the software, a green O6tickd will display i
is available 60K®6 (circl ed emnendReleaseFigsle)art downl oadi ng t|

7% |Mobile Update vi.1 o X3 ¢

o .Update Checke ¢ Y, Q) 14:52

—eTech Mobile Update ——————— — Please wait updating software
SmartSurveyrdSAP

An update is availabl
the update server,

Update Complete.

: 139 bytesoutaf. 139 _
— —

7 ﬁrler(ﬁs):out of 7

Check Now Close

Details

Fig.14 Update available prompt Fig. 15 Software update in progress
5) When al | files have downl oaded and the bottom progress be

software update is now complete and you can restart SMART Inventory.
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3. Using SMART Inventory

We have provided a review below of how to start an Inventory with SMART Inventory in the
context of the various stages involved in letting a property.

Prior to a tenant taking occupation of a property, the Inventory Clerk is instructed by the Landlord

or Letting Agent to -umdémtvekd oayéChdhks is also often refeé
industry as the 6l ngoing InWMekedrydnoSMARE O6hneebboyy we
6l-pqoing I nventorybo.

At the end of the tenancy when the tenant has vacated the property, the Inventory Clerk will be

instructed by the Landlord or Lettduwtg IAmgweinit droydnofiedfelr it 2 kies ac
referred to in the Lettings industry as the &é6Outgoing | nve
t he éguitng I nventorybo.

One of the key features of SMART Inventory is the ability for the Inventory Clerk to undertake an
In -going Inventory o n the PDA at the start of a tenancy and then to be able to access that content

on the PDA to conduct the Out  -going Inventory. During the Out -going Inventory, any changes,
defects or missing item can be recorded on the PDA. SMART Inventory then flags in the Out -going
Inventory report any changes or damage that has been noted in the property by the Inventory

Clerk.

When the same property is re  -let, the Landlord or Letting Agent will instruct the Inventory Clerk

to conduct another Check  -in Inventory. Asyou s tartanew In -going Inventory on the PDA, you will

be prompted with the option to either Create a new In -going Inventory 6 or Create In -going

Inventory from an existing Out -going Inventory 6 If this is the first Inventory you are undertaking

on this particular property usiCregea®AIRT-gdinvgnt ovegint sey@ct
you have previously undertaken an In -going Inventory and Out  -going Inventory for  a property, tap

(Create In -going Inventory from an existing Out -going | n v e n taod SMART Inventory will enable

you to complete the In  -going Inventory using the content gathered in the previous Out -going

Inventory.

The steps in undertaking In -going and Out -going inventories on the same property are set out
diagrammaticall y on the following page.



SMART Inventory User Guide

&Y Wew Survey - odxi1ea 8

Select Account

Inventory Clerk or
Letting Agent ‘checks- -
i’ the Tenant using ¥ Duvaion”dTmcy
the In-going Inventory out e
Report you have

& newwalcowt 2V dx1zu @
Ay Wew Survey oV xR

Select Account
SMART In-going Inventory

SMART Ingowng lewentory -~ eTech ofice

RT Out-00ing Invents
W

Download survey from server |

Inventory Clerk gets
an instruction to
prepare an ‘Outgoing
Inventory' or ‘Check
out Inventory’ on 2
Short Street

&Y Mew Survey - Lodxum X

Inventory Clerk gets Select Account

P vt

A Create a Wok In from
a6 fRuerete

”
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Top Tip!

The Check -in process s typically undertaken by the Letting Agent with the Tenant in the property

using a printed copy of your Inventory Report. Accordingly, ¢ hanges and additions may be made to
the physical document and agreed by the Letting Agent and Tenant if the Inventory Clerk has
missed a defect etc.

It is always advisable to get a copy of the In -going Inventory and to review any change s that have
been noted during the Check  -in process. You can go back onto the PDA and ensure that th ese
changes are also noted. This ensures that when you come to do the Out -going Inventory, your
starting point  on the PDA includes all t he defects that were noted and agreed at the start of the
tenancy .

If you are asked to do the Out-going Inventory, the Letting Agent may hand back toyou a copy of
your SMART In -going Inventory  with the manual amendments agreed at the Check -in. You can
locate or download the original In -going Inventory to the PDA and make the changes to reflect the

manual amendments before starting the Out -going Inventory.

When undertaking the  inspection of the Out-going Inventory, you may find it easier to work from a
printed copy of the Inventory , noting any additional defects or items of missing content , fixtures
and fittings on the PDA.

Having started SMART Inventory, you will be presented with the Main Menu (Fig.1) with each
section indicated by a re  d, amber and green traffic light. The status key for each colour is listed
below:

. - Section not started
- Section started but not complete

- Section completed

When you have worked through a section, you will return to the Main Menu with a green traffic
light for the se ction you have completed.

The Main Menu contains traffic lights for the Introduction, Health and Safety, Cleanliness, Keys and
Photos Required sections.

£y surveyovervi @ &Y [L1s3s @
»
® Introduction

Not Started

® Health and Safety (0)

Not Started

@ state of Cleanliness
Not Started

® Keys (0)

Options

Fig.1
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Ol ntroductiond Section

The Introduction  sections must be answered in f ull for all Inventories. The Introduction section
takes you through a brief description of the Property in addition to enabling you to record the

meter readings for Gas, Electricity, Water, O land LPG (wher e r lenoteestianybujcan Yo u 6
record readings in a free text box. This gives you the flexibility to record more than one reading.
For exampl e, youodl Il find some electricity meters display

You can use the scroll bar circled r ed to move up and down the free text box
circled in orange to switch the keyboard between letters and numbers. There are prompts for
photos of all the meters and you should aim to get a clear photo of the readings if possible (Fig.5)

Questio K| A¥ Questions T, Fasse @
S v &0 Photos Required oo
Clear Answer Introduction - Photo gas meter:
Record electricity meter reading: Top Tlp'
Meter readings are a
High 1234567 i
bolliend o constant source of dispute
between Landlords and
1]2]34]s]6]7[8|9]0 Tenants. Spend the time and
'[@[#|$]%|&|"|?]/ effort to record them
o P S A A accurately and take a photo
Alial of the meter reading if
Add Photo Take Later  Not Required pOSSIbIe )
Back :=3)
Fig.4 Fig.5

e S o i
[ —

T — T Top Tip!

The Introduction section ends with
photo prompts the for Front, Rear and
Side elevation. Note that the First
photo you take in response to the
photo prompt for the Front and Rear
elevations will appear on the front
cover of the SMART Inventory Report

(as circled red). If these photos are
poor, the Report looks poor, so take
your time and get decent shots.

Top Tip!
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Some SMART Inventory clients use the photo prompts for the Front, Rear and Side elevation at the
end of the Introduction section to gather a bundle of external photos. The software groups all

these photos together at the beginning of the report which provides a useful summary
contents

external condition and

of the garden, as

record more about the external parts of the Property later, but this technique is quick, effective

and more than adequate for some instructing clients.

of the

Front garden

Rear Garcen

SMART Inventory Condition Report 4/36

Building Photos

|

Garage Door lnsnde Garage

Rear Garden

Monday, 01 June 2009 18:15 (J__.

0State of Cleanl i

The State of Cleanliness section enables you to record
soft furnishings, bathroom and bedroom fittings and
professionally cleaned and the current state of cleanliness.

A% Questions Y, [Bes @
State of Cleanline... @o
Clear Answer .
tcr;ntcﬁ:rnp::\se: state of cleanliness of Top T|p|
[] Describe... You can

[ not cleaned

[ not cleaned, showing signs of
normal domestic use

list of options.
recorded

nessao

Secti on

a summary of  whether carpets, curtains,
kitchen appliances and fittings have been

highlight more

a s by éecaht,gmargeod standard, with the

cleaned by tenant exceptions identified in the body of the Inventory o}

[] professionally cleaned

[[] to a poor standard X R , i

1 to a good standard You <can al soDeusscer ithleed ®pti on

with the exceptions identified in
the body of the inventory

Fig.1

screen to enter an additional state of cleanliness which will
be saved on the PDA for use in future s

urveys.

tshed e caroe
In the example in Fig.1 the carpets are

at

per

t

he
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OKeysd Section

Use the drop down arrow circled red below to access and select a list of key types or use the
keyboard to describe the keys and photograph them when prompted.

Top Tip!

Keys are another contentious issue between Landlords and Tenants so make sure you get a photo

of all that are availabl e, including window | ocks. Dondt s
photo of a bunch of keys should be adequate to confirm what ke ys were available, but confirm

with your instructing client.

/

A% Repeating Sec @ o ?. [ 17:58

ﬁ Keys
Add Key

Name: |Door Keys
[ ok
suggestons: Doorkeye L M|

Door Keys
Front Door Keys
Back Door Keys
Garage Keys
Window Keys
Meter Keys
Shed Keys

Based On:

",

Front Door Keys N ack r Keys

Fig.1

Adding a Room

The room function within SMART Inventory has some powerful features designed to help reduce
time in undertaking the Inventory. SMART Inventory enables you to add a room, and to describe
the Doors, Walls, Floors & Ceilings, Windows, Contents , Fixtures & Fittings in that room, together
wi th their condition.

In some properties, the description of the Doors, Walls, Floors & Ceilings in one room will be very

similar if not identical for other rooms i think of a new three bedroom flat with all rooms with

magnolia painted walls and ceilings, cream carpets and uniform double glazed UPVC windows.

Once you have added and described one room, SMART Inventory provides you with a 6Bas
feature that enables you to copy the description of Doors, Walls, Floors & Ceilings from that room

to another room, saving you the task of re-inputting similar data.

To add a room, tap 6Optionsd Fig.1l and select 6Add Roomb
name (Fig 3). Scrol |l or fApushodo the Suggestions | it to Vvi
your chosen room name. If the room name isndét in that 1|ist
Fig.3 which will bring up the keyboard and type in the room name. Once you have highlighted or

entered a room name, tap 60OKO6 <circled green in Fig. 3.
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’ ’
Ay surveyovervi @ &Y, [318:10 @ By AddRoom @ 2T, [} 1857 @

Name( |Bedroom 1

Sug

A surveyovernvi @ &Y, [ 18:00 [
, Raf

»

Introduction

(Add Room

Add External Space

Health and s-fety‘(o)

Add Stairs, Hallway and Landing

Smart Floorplan

Edit Survey Details

Delete Survey

Close

Options Submit Cancel

Fig.1 Fig.2 Fig.3
Once you have added a room, it will appear with its own traffic light on the main menu (Fig.4).
You can remove a room by tapping red &édminusd icon circled
tapping the 6note pad6é icon circled blue if Fig. 5.

’
Survey Overvi § & ¥, [} 10:22 (@3

2% surveyovervi § & Y [J 19:22 [

e
Bedroom 1

Not Started

Bedroom 2
Not Started

Health and Safety (0)
of Cleanliness Bedroom 1
kil e Not Started

Keys (0)
B Bedroom 2

- s Repie Not Started

Options Submit Health
28 i n Lo

WP TR Y XY | I [ SRR

Fig.4 Fig.5
Once you have completed adding data in one room (covered
feature when you add the next room. To use the @ased on Ofeature, select the appropriate existing

room name in the O6éBased.1iothédexdmplebeldw). SRART ineeotary will copy
data from that room into the new room (Bedroom 2 in the example). Tap OK, circled green, to
add Bedroom 2 to the Invent ory.

( Bedroom 1

Cancel
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Recording Elements in a Room

SMART Inventory follows a common approach to recording the Doors, Walls, Floors & Ceilings,

Windows, Contents , Fixtures & Fi tti ngs, al |l of which are referred to i
el ement so. For each room el ement, you record its descrip
before capturing photos to support the description of the element and its defects.

More than one Door, Wall and Window can be recorded per room, enabling different door, wall or

window types in a room to be accommodated. To access the room elements, tap on a room from

the Main Menu (Bedroom 1 in Fig . 1). Tap the element you want to record (Doors in Fig. 2).
Confirm if you want to record doors in this room (Fig . 3).

J ;

s

&y surveyovervi § Y, [F19:22 @ & surveyoveri § I Y, k1310 [

L

* walls (0)

ot Started

£y SectionQuest § 2V, ix 13:22 @

Do you need to record any doors in
this room?

Bedroom 2
Not Started

Health and Safety (0)

* Floors & Ceilings
ot Started

* Windows (0)

jot Started

® Contents, Fixtures & Fittings (0)|

at Started

State of Cleanliness

Keys (0)

Photographs Required

Options Submit Options Submit

Fig.1 Fig.2 Fig.3

Now choose the description of the door . The software defaults to O6AII Door
change this by tapping on the down arrow circled red in Fig.4 and selecting from the list of door
names as circled red in Fig.5. You can also type in your own door description by tapping into the

6Nameb6 field circled orange in Fig.4 which brings up the k¢
Top Tip!

A Door, having two sides, effectively 6ébelongsdé to two rooc
are going to describe a door in. Try including a door in one room only, being the room you go into

through that door. This reduces time on site by av oiding you describing the same door twice, from

different sides in different rooms! It also helps you not to forget to include a door. If a door is a
different finish or condition on one side, you might want to ignore this Top Tip and add the door to
both the rooms that it serves, so you can differentiate which side is which.

When you have selected the name of the door, tap O60kd circ
the I nventory (Fig.6). You can add another irdedgreeninn t hi s rc
Fig.6. To record detail of the door, tap on the door hame as circled red Fig. 6 which takes you to

the description screens, examples of which are shown in Figs . 7,8 and 9 for Doors.

Note that you can select more than one description per s creenasinFig . 9.
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'

Y RepeatingSec § & Y i(x 13:25

-
| Add Doot

MName:’ |AH Doors in Room |

Ok Cancel |
el Al Doors in Room o

Fig.4

7

&% Questions § 27 wx1334 @

Doors

(]
Bedroom 1 - Front Door a2

Clear Answer

Describe the door type:

[] Describe...

[] Double Doors

[] Double Leaf

[] Folding

[[] Panelled

[ Patio

Single Leaf

[ sliding

[] Stable

[[] white painted, x 4

Fig.7

/

A% RepeatingSec & Y, 1(x 13:26

Add Door
Name: [All Doors-in-Room
(

Suggestions:

Based On:

Front Door

Back Door
Bedroom 1 Door
Door to Bedroom 1
Cupboard Door
Wardrobe Door

Fig.5

’

£¥ Questions g o2 ¥, x13:35 @

Doors

Bedroom 1 - Front Door mo

Clear Answer
Describe the door finish:

Cancel

Fig.10

[] Describe...

[] wooden

[] Wooden (Laminate)
Wooden (Painted)
[] Wooden (Stained)
[] Wooden (Untreated)
[] Wooden (Varnished)
[ Aluminium

[Jupvc

[] vaneer

Fig.8

Top Tip!

s

A% RepeatingSec § & 7 afx 13:20

Fig.6

/

£y questions P T afx 14:16 [

Doors

Bedroom 1 - Front Door .

Clear Answes

Choose any additional door features:

]

Handle

Cat Flap

[] Coat Hook
[] Coat Hooks
Cylinder Lock
[[] Dead Lock

Fig.9

You can add your own descriptions to every screen in

the software, providing you

with full customisation of

the content for your Inventories. To add your own

description

any DeesceéehgeoOt a

circled red in Fig. 9 which brings up the screen shown in
Fig. 10. You can now add to and store bespoke items.
By tappi ng into the field circled red, you will activate the
keyboard to enable you to type in your description. To

add it to the
and use any
circled in orange. You can delete

items using

previously

st

red O6mi nusbod

Remember that all items you add are saved for use in

your future Inventories.

, tap 6Addo
added
any previously added
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Adding Defects

When you come to the end of the screens for description of an element, you will be presented with
a Defect Screen (Fig . 11). The Defect Screen enables you to record one or more defects against

the various components that you have recorded for an element. In the examples for Doors below,

one or more defects can be recorded aga inst the door finish, frame, glass, handle, cylinder lock, or

cat flap. As an example we will assume that the door handle is broken.

Start by tapping on 06Han dl. 8efect franithe tst of defeatsgFdg i n. 1F orgadd
your own Duessicrg bé 6. Record t he e x.tl8)nor agairfaddtybueowrdusiige ct ( Fi g

6Described option. You can also 6Skipd the extent of the d
6broken (from misuse)d for the handl erdforithe hantiecrepeati s anot her
the exercise of selecting the defect and extent. I f &ébroke
6Backod as circl e¥woich eeturgseyouitanthe Pefaerts Screen Fig . 15, now displaying

616 defect for the Handl e.

;

¥ Questions P & T, ux14:46 {1 #% Questions @ & Tyux1aa7 @

Doors =7 Doors @o
Bedroom 1 - Front Door Bedroom 1 - Front Door

Clear Answer

Clear Answer

Are there any defects to the door? Are there any defects to the Handle?

) Describe...
Jnone
) bent

broken

jcracked
jdented
ydirty

L discoloured
€ dust covered

Fig. 11 Fig.12 Fig.13
Fig.14 Fig.15
Once you have recorded al | the defect s, t ap 6 Na&bwhioh,takes you tolthed r ed i n |

first of two camera prompts (Fig . 16).



