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You will then be taken to the Record Observation screen shown below and are ready to 
enter any observations from a feedback interview: 

 
3. To enter a Feedback interview observation select the date with the button or enter 

the date as YYYY-MM-DD as shown below: 
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4. Enter the Building using the pull down menu or by typing in the 3 digit building 
number (with leading zeros) as shown below: 

 
 

5. Select the division from the pull down menu. 

 
 

6. Type in the room and any specific area notes (Lab, Wet-Lab, Shop, Servers, etc.) 
7. Enter in any observations you feel should be noted in the areas indicated 
8. Use the radio buttons :N/A = Not Applicable, Safe, Corrected, or Requires Action.  
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9. After enter all observations click on the Submit Report button.   

KERobinson
Callout
When you're done click on this button

KERobinson
Callout
If you want to attach a file for whatever reason click on this button

KERobinson
Callout
If you want someone to receive a copy of your observations enter e-mail here

KERobinson
Callout
Use radio buttons to help in searching
report aspects
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At this point you’re done (Select Log Out from side menu), unless you’d like to see what 
you’ve done or what others have written. 
 
If you select the side menu option My Observations you will see a list of all the 
observations you have made 
 

 
If you select the side menu option Search Reports you are taken to a report page that 
allows you to view either the last 50 observations or to search on specific rooms, dates or 
other criteria. 
 

 
Select the Log Out side menu option when you’re done. 

KERobinson
Callout
Click here to log out here when you're done.




