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AUTOMATED INSPECTOR FIELD – SYSTEM UPDATES 

AIF USER MANUAL – UPDATES 
1) Paperless Inspectors Sync 

All inspectors that are registered users on the paperless inspector’s application can now 
sync the automated inspector field application real-time and get the latest information. 
Here are some of the features that can now be synced using AIF home inspection 
software: 
 
 Inspection order information 
 credit card processing information 
 pre-inspection agreement status updates 
 invoice and balance the inquiries 
 inspection status updates 
 
Once the order information is downloaded, the above features will work. If the inspector 
enters the order on the application direct than the above features will not communicate 
with the paperless application. Inspector should therefore at all times download order 
information as part of their inspection process. 

To synk with the paperless application, you must have Internet access and the logged in 
to the system using the login feature as shown in figure 1 below. 
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2) Administration Information 
If you are new to the AI field application, or you have recently updated your AI field 
application, you must ensure all the information pertinent to your inspection reports 
is properly updated in the administration module. 
 
This is a one-time data update but the information updated may be presented in 
each and every report. It is therefore crucial that you QA all the administration data 
and ensure it is correct. Properly spelling your name, address, license numbers, 
signatures etc. are all crucial for the proper completion and presentation of each 
inspection report. 
 
If you are licensed under a separate WDO company, and all your WDO inspections 
are presented with their company name and logo, you must update these sections 
and fields accordingly. Failure to do so will result in inspection reports being 
delivered with the wrong information. Refer to figure below. 
 

 
 

3) Dashboard  
The dashboard has now been updated to include three separate sections for the 
various stages of inspections in progress. 
 

 Today’s Inspections: This area will list all inspections that are scheduled 
for the current day. 

 Scheduled Inspections: This area will list all future inspections that are 
currently scheduled for you. 
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 Recent Inspections:  This area will list all inspections that are not complete 
and awaiting completion. 

 
Once inspections are complete and finished, they can be found in the search feature 
on the main menu. It will no longer be available on the dashboard. 
 
To start or edit an inspection simply double-click the appropriate inspection. 
 

 

 

4) Main Inspection Screen 

The main inspection page hosts all information sink with the paperless inspectors 
application, in addition to providing access to the various areas of the inspection report 
to be complete. Here's an overview of some of the newest features. 
 
 Inspector only notes: these are notes provided by the scheduling team that are 

for the Inspector only eyes. Sometimes your laptop may be available on the 
kitchen table or counter top and possibly viewable by a third party. Please make 
sure these are in the hidden mode at all times. 

 Scheduling comments: these are notes made by the scheduling team in relation 
to special client requests or information that was discussed during the scheduling 
process. Please make sure you read this as it may pertain to additional tasks are 
requirements that you have to undertake. Please call the customer before you 
leave as an example. 
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 Pre-inspection agreement: this feature allows you to print the pre-inspection 
agreement whereby all pertinent information will auto fill as part of the print 
function. 

 Print preview: this link at the top of the main menu from this main page, will allow 
you to preview the entire report before submitting to paperless for PDF'ing. This 
way you can make sure that proper QA process takes place before submission, 
and all information is addressed correctly. Once you start each section of the 
report, the print preview feature within that section will only show the information 
relevant to that section accordingly. 

 Get current paperless status: this allows you to check current status on the 
paperless inspectors application in addition to the balance owed. This helps you 
make decisions as to whether inspection report should be released her to ask for 
payment at the time of inspection. 

 Print order: this provides real-time access to the current order form from the field. 
This gives directions, updated inspection agreement information in addition to 
balances. 

 
Inspectors should ensure that the data provided during the sinking process is correct 
and if not make the necessary corrections. Once made these corrections we sent 
back to the server and updated on the account accordingly. Please make sure 
spelling, capitalization and formatting is correct and professional because of the 
update that occurs on the servers. 
 

 
 
 

5) Visible Conditions  

The following updates are made to the visible conditions section to help inspectors to 
speed up their report writing and improve efficiencies. Here's an overview of those 
changes: 
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 VC Defaults: Inspectors can now create default visible conditions, secondary 
conditions and associated comments and ratings by using the default radios 
located on the top of the visual condition section. These default names can be 
changed by simply right clicking and entering the name accordingly. Inspectors 
will use these for standard comments in relation to specific homes. Maintenance 
recommendations on caulking for example, typical shrub clearance, grading, and 
other maintenance recommendations. While this feature helps inspectors speed 
up the process, inspectors QA is still a crucial requirement to ensure that the 
default selections are correct. 
 

 Comment Box: Inspectors can now increase the size of the comment box so 
begin have a larger area to work with. Simply click the maximize button. 

 
 Ratings: The ratings on AI field have now changed. Minor defect is not something 

below $1000. The major defect is something above $1000. Please keep in mind 
that we cannot foretell the true cost of repair because of potential hidden 
damage. Please use the ? where ever subjective reporting is required. 

 
 Spell Check: spell check works off the Microsoft Office spell checking system. 

You must have a license Microsoft Office system for the work properly. 
 
 0 Comments: Zero rated comments are still available but provide extra training 

information for inspectors about the visible conditions. 
 

 Adding Photographs: we have also added additional features to the add 
photograph ability. Customize captioning is available and must be used properly 
identify each defect being presented. 
 

 Photo Editing: If you double click the uploaded photo from the photo caption box, 
the photo will open in your default photo editor. Here you can add arrows, circles 
etc. 
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6) FEES/PIA/Export Tab 

 

This tab is one of the final areas inspectors will go to finalize the inspection report. It is a 
most of many features including but not limited to the following: 
 

i) The current balance outstanding:   Once connected to the Internet this tab will 
direct you to the real-time balance the inspection at hand. 
 

ii) Payment processing:  Payment processing, if completed prior to your 
submission will update the servers and account within paperless inspectors 
and enable office staff to keep moving with their tasks. Clients looking for 
inspections with outstanding balances will be delayed if the balance is still 
showing even though payment was made in the field. Inspectors need to 
complete the payment process correctly so that the information online would 
be updated accordingly. 
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iii) Credit Card Processing: AI field payment processing is directly 
connected to the credit card merchant services account. You will receive an 
authorization and confirmation, and AI field, the invoice and the paperless 
inspectors application will be updated accordingly. This is also integrated into 
QuickBooks which in turn is also updated at the same time. By using this 
feature we do not need to store credit card numbers or create insecure 
processes. If processing a credit card, a zip code is REQUIRED. 
 

iv) PIA status and acceptance confirmation: The status of the PIA if nobody's 
present at the inspection will dictate what are you released a report or not. If 
you have an Internet connection this will give you the current status online 
and enable you to make the necessary notes while submitting your inspection 
report. 

 
v) Inspection report upload and submission:  once the inspection report is 

submitted in PDF you will then be required to upload it into the system using 
the upload feature. This will occur once you prove the report and are content 
that you have covered all aspects of the inspection at hand. 

 
vi) Additional inspection report uploads and submission: this feature is for 

uploading the additional inspections conducted at the same time as the main 
home inspection. These may be a WTO inspection, a four point inspection, a 
wind mitigation etc. Once the PDF is finalized and approved, your free to 
upload into the system accordingly. 

 
vii) Feedback comments and instructions to the office staff and schedulers: also 

many reports you must choose a selection from the drop-down and make 
necessary notes to the office if in fact tasks are still outstanding. If everything 
is okay and there is no update to the office simply state so during the 
submission process within this comment box. 
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viii)Feedback comments to the accounting department for payroll and utter 

invoicing – payment tasks: if there is any special circumstances in relation to 
your payment are dependent the field such as discounts etc. please make 
sure these are clearly identified within this payment comment box. This be 
viewed during the payroll process. 
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7) Additional Inspections 
 
We have now incorporated the following its additional inspections into the AI field 
application. These are as follows: 
 
 Wood destroying organism inspection with recommendation pages 
 Wind mitigation inspection 
 Roof inspection 
 Four point inspection with water heater information 
 
Data entry is now only once and inspectors can fly through additional inspections with 
little time. 
 
To create any of these inspections simply click the relevant button and start. 
 

 
 

1) WDO Report: 
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2) Wind Inspection Report 

 
 
 
 

3) Roof Inspection – Citizens Form 

 
Feb. 23, 19 
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4) 4 Point Inspection 

 
 
8)  


