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2. Introduction
This document is intended to guide an Administrator through the intro site process in order for them to maintain & update information on the site as well as administer and monitor the site. 
This document is to be provided to an Administrator in conjunction with the Contractor quick start guide and the Inspection Provider Quick Start Guide as the specifics of this quick start guide relate only to the functionality provided as an Administrator. 
The contents of this document are based on the latest information available at the time of publicatio. Eckhold Technologies reserves the right to make changes at any time without notice.


3. Requirements
The list bellow contains the recommended requirements that the application has been designed to. While effort has been made to test the application on a variety of hardware & software configurations, satisfactory operation outside of these requirements is not guaranteed.
· Laptop or Desktop with a display resolution of at least 1920x1080
· Internet connection with a speed of 10Mbps or greater (nbn speeds preferred) 
· Supported Internet Browsers: Google chrome version 86, Mozilla Firefox version 82, Microsoft Edge version 87, Opera Browser version 72 or Apple Safari version 14
· Microsoft Windows 10 or Apple MacOS 10.14.0

4.  Administration Site Operation

4.1. Overview Page
· As an administrator a new card is added to the dashboard, this card is a quick link to view active inspection providers.
· The ‘Add’ card is changed as an administrator, with quick links to add a new Inspector, equipment type or inspection form
4.2. Add Equipment Types
· To add a new Type of equipment, either lick the quick link on the overview page or the ‘add equipment type’ button under the equipment label in the sidebar.
· Enter the name of the equipment and click add
· You will be taken to the add form page to add a new inspection form for this equipment
4.3. Add Inspection Provider
· If a user has requested to become an inspection provider, you will receive an email, in this email you will be able to approve or deny their request. The user will be notified of the outcome.
· Alternatively selecting the ‘new inspector’ from the overview page or under the inspector’s label will allow you to make a use an inspector & select which equipment they will be able to inspect.
4.4. Add Inspection Form
· To add a new inspection form, select either the ‘new form’ button on the overview page or expand the forms label in the sidebar and select the new form option
· Enter the form name, select which equipment this form will be fore and select the file to be uploaded then select add
4.5. View all equipment
· As an administrator, all equipment is available to be viewed. Equipment is sorted into ‘Compliant’, ‘Pending’ & ‘non-compliant’ and can be searched & exported using the search bar & the export button.
4.6. View inspection providers
· To view inspection providers, either click the see all button in the inspection provider card on the overview screen or expand the inspectors label in the sidebar and select view all.
· As an administrator you can remove inspection providers from the see all list
4.7. View inspection forms
· To view all inspection forms, expand the forms label in the sidebar & select ‘All Inspection Forms.
· Forms are ordered by equipment type for convenience
· As an administrator you can replace or delete forms from the list
· Forms that are deleted will be removed from future inspections but will not affect currently compliant equipment that has previously been inspected with the older form
· It is recommended to replace a form with an update rather than delete & add the update separately.
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