HQS Inspections Portal

Requirements to Log On

A user must first register at the registration link, available at the “Register here for an account!”
link.

Registered users must complete “User Name,” “Password,” and click the “I Agree to the terms
and conditions” box (all circled below) to log on. While logged in, the user will have access to all
inspection reports of his properties.
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HQS Inspections Portal Logln

New user?

User Name

Password

CGI HQS Inspection Portal
- View inspection schedules
« View inspection results
= View failed items, including pictures and digital signatures
« Receive nofifications of upcoming inspections via text, voicemail or email
« Updated as it happens- in "real-time"
* 24/7 access

View terms and conditions

" 1 agree to the terms and conditiol

forgot user name || forgot password




Navigation

After logging on, a user will first see a screen listing the units currently associated with the
account. Each unit appears in a separate box which, when clicked, permits him to view the unit’s
current and past inspections. Further, he will have additional options at the top of the screen (circled):
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3601 Sugar Creek Dr.
Tampa FL 33619

Inspected: 719/2012 @ 11:21 AM
Tenant: No tenant on file
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Inspection Reports and Pictures

After selecting a unit, the portal shows all available inspections:

516 Courtney Dr., Tampa, FL 33677

Tenant: Lisandra Gamble-Pedrosa

owner:

Inspections
Action Type Date
SN Special 08/30/2011
SALFT =24 Hr R1 (annualy 08/31/2011
EALFT Annual oes11/2011
ISALIT =Annual Reinspection 09/08/2011
AL ==AR Inconclusive 0872172011
a4 == =Annual Reinspection? 111472011
= ====Annual Reinspection2 117201

The “Action” column includes icons showing:

*== Once clicked, the “52580 Report” icon will display the inspection report

External Id:

Bedrooms:

00026116
4

== 52680 Report A\= Failed Report asl=Images = Letters

Time

1:20 Fil

12:50 P

10:40 AW

3.00 P

1:40 Fil

2:10 Pl

1100 AW

Result

Fail

Fail

Fail

Mat at Home

Fail

Mat &t Home

Tenant

Lisandra Gamble-Pedrosa

Lisandra Gamble-Pedrosa

Lisandra Gamble-Pedrosa

Lisandra Gamble-Pedrosa

Lisandra Gamble-Pedrosa

Lisandra Gamble-Pedrosa

Lisandra Gamble-Pedrosa

report opens, the user will have the opportunity to save and print.

l'f:'l If any area of the unit failed, the “Failed Report” icon will appear.

u The “Images” icon will allow a user to see pictures of anything which did not pass

the inspection.

. After the



“Calendar” Feature

The “Calendar” screen shows the days where an inspection was completed, or is scheduled:

November 2011 mPending MPass MWFal MWinconclusive  m Other Today I:l
sunday Monday Tuesday Wednesday Thursday Friday saturday

30 31 1 2 3 4 5]

6 7 8 9 10 " 12

13 14 15 18 17 18 19

[ 1}
20 21 22 23 24 25 26
ek 27 28 kL 30 1 2 3

Depending on the inspection score, a red, green, purple, blue, or yellow square will represent
each inspection from the period displayed. If the mouse hovers over a square, a black window shows
the address and result of the inspection:

November 2011 WFending MPass MFail  Winconclusive Other l:l
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
20 31 1 2 2 4 &
& {7 g 9 10 11 12

WWEEk

22 23 24 25 26

27 28 29 30 1 2 3]




Clicking the black square will show the “Inspections” screen:
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8016 Peach Dr, Tampa, FL 33637

Tenant: External Id: 00028368
Owner: Bedrooms: El
Inspections = 52580 Repot A= Failed Report Lal=Images = Letters
Action Type Date Time Result Tenant
Annual 104182011 10:00 At Fail Lynetta Stenson
=4 =Annual Reinspectiont 111472011 1:10 PM Mot at Home

Lynetta Stensan
==AR Inconclusive

Lynetta Stenson




Modify Password or E-Mail Address

The “Profile” option opens a screen requesting the user’s password:

B
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Account Management

Because you're accessing sensitive info, you need to
WErify your password

Password

Continue Cancel

forgot password

Enter the same password typed to access the HQS Inspections Portal. After clicking “Continue,”

a screen opens which permits a user to update the e-mail address or password:

CGI Tampa Housing Authority - .®
T Tt

Units Calendar Profile Natifications Comments Help : hornet LnguuiC".

Change Email

Email

none@none.com

Update

Change Password

Passwords must be at least 6 characters long and contain 1 character that is a symbol (&"%3#!).

New Password

Confirm Password

Change Password




Requesting Notifications

The HQS Inspections Portal will send a reminder e-mail before an inspection to the
owner/agent. An additional e-mail will be sent after the inspection to show the score (“Pass,” “Fail,”
etc.). The portal is also able to notify the user via text message or an automated phone call, but a user
must first submit a request to begin text or phone notifications. At the “Notifications” screen, the user
will be able to add and remove e-mail addresses and phone numbers:
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Change Email
Email

none@none.com

Update

Change Password

Passwords must be at least 6 characters long and contain 1 character that is a symbol (&"%$#!).

New Password

Confirm Password

Change Password

If a user wants to be notified after an inspection via text message, he should first click the top
“Add More”button (circled in red).
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Set Notifications
Send notifications of inspection results

Email b none@none com

e
Add More

of ing insp

Email v none@none com

Save Changes
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After clicking “Add More,” a new row will appear:
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Set Notifications

Send notifications of inspection results

Email L
v
e —
Send ificati of ing ir
Email v

Comments

Help hornet

none@none.com

none@none.com

Save Changes ‘

Click the arrow in the new box.
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A menu containing “Email,” “Voice,” and “Text” appears:

Logout G»
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Units  Calendar  Profile Notifications

Set Notifications

Send notifications of inspection results

Email L

Please select..

Email b

Comments

Help hornet

none@none.com

none@none.com

Save Changes
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If “Text” is selected, a second box will be added on the row to enter a telephone number:
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Set Notifications

Send notifications of inspection results

Email b none@none.com

Add More

w
o
=
=3
o
2

Email b none@none.com

Add More

Save Changes ‘

Enter a phone number, then click “Save Changes” at the lower-left corner:
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Set Notifications

Send notifications of inspection results

Email b none@none.com

Text L (123) 456-7890

Add More

w
o
£l
2
o
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Email he none@none.com

Add More

Save Changes ‘
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The portal will show a message reading “Your notifications have been updated” after clicking
“Save Changes.” If the user also wants text notifications before the inspection, he would need to repeat
the “Send notifications of upcoming inspections” process.
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Set Notifications

send notifications of inspection results

Email he' none@none.com
Text b (123) 456-7890

Send ificati of

Email b none@none.com

Add More

Save Changes

Your nofifications have been updated.
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