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Goal of the Planned Self Inspections Database 
This manual will help with the following items: 

● Locate and Login to the Laboratory Self Inspection Database 
● Complete a Laboratory Self Inspection 
● Review and Manage Corrective Actions and Concerns 
● PI’s to Assign Delegates for their Laboratory  Self Inspection 

Contact if you Need Help 
For any questions or concerns, please email Syed Biyabani at biyabani@ualberta.ca 

  

2​ | ​Page                               Inspections Database User Guide V1.02 Written by: Nathaniel Romance 
Senneville 
 



How to Locate and Login to the Database? 

STEP 1: Locate the Engineering Intranet 

 

The database is hosted on the Engineering Intranet, which can be found on the Faculty of Engineering 
webpage in the footer. 

To log in, use the following link:  ​Faculty of Engineering Intranet 

 

 

 

  

3​ | ​Page                               Inspections Database User Guide V1.02 Written by: Nathaniel Romance 
Senneville 
 

https://www01.engineering.ualberta.ca/


 

STEP 2: Login with your CCID 

 

STEP 3. Land on Dashboard - Focus on the left side bar 
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How to Complete a Lab Inspection 

STEP 1. From the Dashboard, get to the Lab Inspection Page. 

 

STEP 2. Reach the Lab Inspection Page. 

This page will display all the lab spaces for which you are listed as the PI or for which you have been 
assigned as the delegate. All additional controls not required to submit an inspection are posted in 
APPENDIX A​, ​at the back of this document. 
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STEP 3. Focus on the Actions Column - Click on Submit an Inspection Button 
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STEP 4. Land on the Self Inspections Report Page 

 

STEP 5. Complete all Hazard Sections  

Go through the self-inspection form and complete all hazard sections. The hazard sections for your lab 
will be assigned based on the hazards identified in your lab. 
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STEP 6. Complete Corrective Actions 

The last section of the form will always be the Corrective Action section. It allows you to add corrective 
actions that may have been identified during the inspection.

 

STEP 7. Submit the Inspection 
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STEP 8. Receive Emails 

 

 

 

Once you submit a 
corrective action the ​PI, 
all their delegates ​and 
the ​person assigned ​to 
complete the ​corrective 
action will receive ​the 
following email ​with 
details.  

 

 

Along with the ​PI, ​ ​their 
delegates​ ​and ​the 
person completing the 
inspection ​will ​receive ​a 
confirmation email ​that 
the ​inspection ​has been 
completed​. This also 
includes a link to the 
PDF version of the 
inspection form. 

 

OPTIONAL​ STEP 9. Links to Inspection Form 

People who are not delegates, but who have been given the link to the inspection form for a lab will be 
able to submit inspections, when they are logged into the system, but they will not be able to view the 
lab, manage corrective actions or concerns on the interface, since they are not delegates.  

The PI, Lab Manager or Safety Delegate will need to copy the link for the page, and share it with the 
people he would like to do the inspection.  
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How to Manage & Review Corrective Actions & Concerns 
After you submit a ​Lab Inspection​, you will have to follow up with the corrective actions noted from that 
inspection. We will assume you begin on the ​Lab Inspection Page​.  

STEP 1. Focus on Action Column of a specific Lab, Click on the More Info Button 

 

STEP 2. Focus on the More Information Section. 
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STEP 3. Focus on the Unresolved Corrective Action Table. 

 

 

 

STEP 4. Follow up with the Corrective Action 

 Have the ​responsible person​ follow up with the corrective actions in the lab. 

STEP 5. Mark the Corrective Action as Complete 

 Once the Corrective Action has been resolved, return to the More Information section of the Lab page, 
and: 
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STEP 6. Use the Type Filter, Check the Concerning Responses 

The Database is designed to flag concerning responses, so the inspector can correct any unsafe work 
practices. Once an inspection is submitted, the system will flag all concerning responses under the tag 
Concerns.​ Concerns must also be resolved. 

 

 

STEP 7. Use the Status Filter to Review Resolved Actions & Concerns 
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How PIs/Lab Managers can Delegate Safety Responsibility 
The system will allow PI’s/Lab Managers to assign safety delegates for their labs. The system will allow 
the delegate to complete self-inspections, manage corrective actions and concerns. The following steps 
will show how PIs/ Supervisors can assign delegates. 

STEP 1. From the Dashboard, get to the Delegation Page. 

 

STEP 2. Land on the Delegation Page 

 

This page has two sections: The Access You Delegate to Others Section, which shows you who ​you ​have 
delegated; The Access you Have Been Delegated, which shows who has made you a delegate.  
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STEP 3. Click on the ​Add a new Delegate Role​ button. 

 

STEP 4. Fill in the Delegate’s name. 

 

STEP 5. Select “Lab Inspections” as Access Type. 
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STEP 6. Click Submit 

 

STEP 7. Review Access 
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APPENDIX A: ADDITIONAL CONTROLS FOR LAB INSPECTION PAGE 
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