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General	  Information	  -‐	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  AIC	  website	  	  	  	  	  	  https://ipi.cityofchicago.org/profile	  

�  Annual	  inspections	  are	  required	  by	  the	  Chicago	  Municipal	  Code	  Section	  13-‐20-‐100	  for	  all	  
elevators,	  escalators	  and	  other	  conveying	  devices.	  

�  	  The	  Annual	  Inspection	  Certification	  (AIC)	  program	  requires	  properties	  to	  maintain	  an	  online	  
account	  and	  pass	  an	  annual	  inspection	  of	  all	  conveyance	  devices	  by	  an	  independent	  inspection	  
company	  instead	  of	  City	  of	  Chicago	  Inspectors.	  	  

�  	  The	  inspection	  company	  certifies	  compliance	  through	  the	  Department	  of	  Buildings	  (DOB)	  web	  
portal.	  

�  	  AIC	  reporting	  must	  be	  updated	  annually	  as	  long	  as	  the	  device	  exists.	  

�  Participation	  is	  required	  by	  all	  buildings	  in	  the	  Central	  Business	  District.	  Program	  participants	  
include	  sister	  agencies,	  other	  institutional	  owners	  and	  is	  expanding.	  

�  	  Account	  Holders	  can	  be	  any	  owner,	  tenant,	  or	  property	  manager	  affiliated	  with	  the	  building.	  

�  There	  can	  be	  multiple	  account	  holders	  per	  property	  to	  separate	  ownership	  and	  manage	  
individual	  devices.	  

�  	  Devices	  need	  to	  be	  in	  compliance	  by	  the	  due	  date,	  instead	  of	  simply	  inspected.	  

�  	  Inspections	  will	  no	  longer	  be	  due	  by	  the	  end	  of	  the	  calendar	  year.	  Buildings	  will	  be	  assigned	  a	  
new	  quarterly	  due	  date	  for	  compliance.	  	  	  

	  

	  

�  To	  create	  a	  new	  user	  account,	  you	  will	  need	  to	  provide	  a	  valid	  email	  address,	  phone	  number,	  
street	  address.	  You	  will	  create	  a	  unique	  username	  and	  password	  along	  with	  choosing	  a	  security	  
question.	  This	  account	  is	  specific	  to	  the	  account	  holder	  and	  their	  email	  address.	  

�  Please	  keep	  track	  of	  your	  username	  and	  password	  as	  it	  is	  what	  you	  will	  use	  logging	  into	  the	  
system.	  

	  

	  

�  To	  add	  a	  building,	  you	  will	  need	  to	  provide	  the	  building	  PIN	  and	  confirm	  your	  relationship	  to	  the	  
building	  -‐	  either	  Owner,	  Tenant,	  or	  Property	  Manager.	  	  

�  You	  may	  claim	  (i.e.	  take	  responsibility	  for)	  devices	  for	  which	  you	  are	  responsible	  in	  the	  building.	  

�  To	  add	  a	  device	  (if	  not	  already	  listed	  on	  your	  account),	  you	  will	  need	  to	  enter	  the	  name	  of	  the	  
device,	  its	  location,	  and	  the	  type	  of	  device,	  and	  its	  installation	  status.	  Devices	  may	  only	  be	  
deleted	  from	  the	  account	  by	  the	  City	  if	  they	  have	  been	  decommissioned.	  

�  If	  you	  are	  no	  longer	  affiliated	  with	  a	  property,	  you	  must	  “abandon”	  any	  claimed	  device	  before	  
you	  may	  “leave	  the	  building”	  	  

	  

	  

	  

CREATING A NEW USER ACCOUNT 

BUILDINGS AND DEVICES 

Annual Inspection Certification 
ACCOUNT HOLDER OVERVIEW 
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INSPECTION OF DEVICES 
�  You	  are	  responsible	  for	  contracting	  with	  a	  State	  Licensed	  AIC	  inspection	  company	  before	  

assigning	  them	  to	  your	  inspections.	  To	  assign	  an	  inspection,	  navigate	  to	  your	  building	  page	  and	  
click	  “Assign	  Inspection”	  next	  to	  the	  device(s)	  you	  want	  inspected.	  

�  You	  may	  un-‐assign	  the	  inspection	  company	  only	  if	  the	  inspection	  has	  not	  yet	  begun	  on	  your	  
device.	  

If	  Device	  Passes	  Inspection:	  

�  You	  will	  receive	  an	  email	  notice	  that	  the	  Inspection	  Company	  has	  completed	  inspection	  and	  that	  
device(s)	  COMPLIED.	  

�  You	  are	  then	  responsible	  for	  paying	  the	  AIC	  program	  fees	  via	  your	  account	  on	  the	  website,	  
printing	  your	  certificate(s)	  and	  posting	  the	  certificate(s)	  at	  the	  device(s).	  

If	  Device	  Does	  Not	  Pass	  Inspection:	  

�  You	  will	  be	  informed	  that	  device	  failed	  inspection	  and	  that	  repairs	  are	  necessary	  to	  be	  
completed	  prior	  to	  your	  deadline	  date.	  

�  Your	  elevator	  maintenance	  company	  acquires	  any	  necessary	  permits	  and	  makes	  repairs.	  

�  City	  inspects	  any	  permitted	  repairs.	  

�  When	  repairs	  are	  complete,	  the	  inspection	  company	  is	  contacted	  to	  verify	  all	  necessary	  repairs	  
are	  complete	  and	  updates	  designation	  to	  COMPLIED	  on	  the	  AIC	  website.	  

�  AIC	  program	  fees	  are	  paid	  for	  via	  the	  AIC	  account	  website,	  then	  you	  may	  print	  your	  certificate(s)	  
and	  posting	  the	  certificate(s)	  at	  the	  device(s).	  

�  A	  60-‐day	  inspection	  extension	  may	  be	  requested	  (additional	  fees	  apply)	  for	  devices	  that	  do	  not	  
pass	  inspection	  before	  the	  deadline	  date.	  

	  

	  

Payment:	  

�  AIC	  program	  fees	  are	  paid	  via	  the	  website.	  	  NO	  in	  person	  payments	  or	  mailed	  checks	  accepted.	  

�  Fees	  can	  be	  added	  to	  the	  Cart	  at	  the	  top-‐right	  side	  of	  the	  website	  and	  can	  be	  viewed	  before	  
checkout.	  

Print	  Certificate:	  

�  	  	  Once	  payment	  has	  been	  completed,	  certificates	  can	  be	  printed	  from	  the	  AIC	  account.	  

�  Certificates	  must	  be	  posted	  at	  all	  devices.	  

	  

PAYMENTS AND CERTIFICATES 
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City	  of	  Chicago	  Enterprise	  Website	  
https://ipi.cityofchicago.org/profile	  

For	  existing	  City	  user	  accounts	  

Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	   	  

View	  your	  dashboard	  of	  all	  
properties	  associated	  with	  
your	  user	  account	  –	  this	  may	  
include	  properties	  with	  
accounts	  associated	  with	  AIC	  
as	  well	  as	  Dept	  of	  Health	  and	  
Dept	  of	  Transportation.	  
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To	  get	  to	  AIC	  Homepage	  
Click	  the	  AIC	  icon	  to	  go	  to	  AIC	  
Homepage	  

	  

	  

	  

	  

	  

	   	  

View	  the	  AIC	  Homepage	  
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Create	  Account	  
Select	  “Create	  New	  Account”	  
on	  AIC	  Login	  Page	  

	  

	  

	  

	  

	  

	   	  

Type	  in	  your	  email	  address	  
and	  click	  submit.	  	  Go	  to	  your	  
email	  for	  confirmation	  email.	  
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Click	  on	  URL	  in	  confirmation	  
email.	  	  Fill	  in	  information	  on	  
create	  new	  account	  page.	  	  
Click	  Register.	  	  

	  

	  

Create	  or	  join	  company	  or	  
click	  skip	  this	  step.	  
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Account	  Login	  
Logon	  with	  your	  username	  
and	  password	  
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Account	  –	  Forget	  your	  Password?	  
If	  you	  have	  already	  created	  an	  AIC	  username	  and	  password	  but	  have	  forgotten	  it	  

Click	  Forgot	  Login	  Info	  

	  

	  

	  

	  

	  

	   	  

\Type	  in	  the	  email	  address	  
associated	  with	  your	  account	  

	  

Answer	  your	  security	  
question	  
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Retrieve	  temporary	  password	  
from	  your	  email	  –	  if	  it	  doesn’t	  
appear	  within	  30	  minutes	  to	  
your	  mailbox,	  please	  check	  
your	  spam	  folder.	  	  

	  

Logon	  with	  your	  username	  
and	  temporary	  password	  

	  

	  

	  

	  

	  

	  

Type	  in	  temporary	  password	  
and	  new	  password	  and	  click	  
change	  password.	  
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Request	  Company	  Creation	  
If	  you	  will	  have	  multiple	  users	  who	  all	  work	  for	  the	  same	  company	  needing	  access	  to	  your	  accounts,	  

you	  can	  create	  a	  company	  account	  so	  that	  everyone	  can	  have	  access	  

Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	   	  

On	  the	  dropdown	  of	  your	  user	  
name	  select	  my	  company.	  

	  

Enter	  in	  the	  name	  of	  your	  
company	  and	  click	  Find	  
Company.	  
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Click	  Request	  New	  Company.	  

	  

Enter	  in	  the	  company	  
information	  on	  the	  request	  
new	  company	  page.	  	  Click	  
request	  new	  company.	  	  
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Request	  Addition	  to	  Existing	  Company	  
If	  you	  want	  to	  add	  yourself	  to	  an	  existing	  company	  in	  the	  AIC	  program	  as	  an	  employee	  

Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	   	  

On	  the	  dropdown	  of	  your	  user	  
name	  select	  my	  company	  

	  

Enter	  in	  the	  name	  of	  your	  
company	  and	  click	  Find	  
Company.	  
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Next	  to	  your	  company,	  Click	  
Request	  Enrollment	  in	  
Company.	  	  

	  

Confirm	  your	  enrollment	  
request.	  The	  company	  will	  
receive	  your	  request	  and	  
confirm	  if	  you	  are	  accepted.	  
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View	  Company	  Details	  
Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	  

On	  the	  dropdown	  of	  your	  user	  
name	  select	  my	  company	  

	  

View	  your	  company’s	  
information.	  
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Edit	  Company	  Details	  
This	  can	  only	  be	  done	  by	  the	  designated	  inspection	  company	  administrator.	  

Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	  

On	  the	  dropdown	  of	  your	  user	  
name	  select	  my	  company	  

	  

Click	  change	  under	  your	  
company’s	  information.	  	  
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Edit	  your	  company’s	  
information	  and	  click	  Update.	  
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Send	  Invitation	  to	  Join	  Company	  
If	  you	  want	  to	  have	  new	  employees	  join	  your	  AIC	  online	  company	  account	  

Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	   	  

On	  the	  dropdown	  of	  your	  user	  
name	  select	  my	  company	  

	  

	   	  

	  

	  



	  

	  5/25/17	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  Page	  20	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  

Enter	  in	  email	  of	  user	  you	  
would	  like	  to	  invite	  on	  the	  
company	  information	  page.	  	  
Click	  Invite	  User.	  
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Accept	  /	  Reject	  Request	  to	  Join	  Company	  
Click	  on	  URL	  in	  company	  
invitation	  email.	  	  Accept	  or	  
decline	  invitation	  and	  click	  
Respond	  to	  Invitation.	  
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Accept	  /	  Reject	  Request	  to	  Add	  User	  to	  Company	  
This	  can	  only	  be	  done	  by	  the	  designated	  inspection	  company	  administrator.	  

Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	  

On	  the	  dropdown	  of	  your	  user	  
name	  select	  my	  company	  
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Accept	  or	  reject	  users	  
requesting	  enrollment	  on	  the	  
company	  information	  page.	  
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Manage	  My	  Company’s	  Qualifications	  
This	  can	  only	  be	  done	  by	  the	  designated	  inspection	  company	  administrator.	  

Logon	  with	  your	  username	  
and	  password	  	  	  	  	  

	  

	  

	  

	  

	  

In	  the	  dropdown	  of	  your	  user	  
name	  select	  my	  company	  
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View	  your	  company’s	  
qualifications.	  
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Manage	  Company	  Licenses	  
This	  can	  only	  be	  done	  by	  the	  designated	  inspection	  company	  administrator	  to	  update	  license	  

information	  -‐	  i.e.	  expiry	  dates.	  

Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	  

On	  the	  dropdown	  of	  your	  user	  
name	  select	  my	  company	  
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View	  your	  company’s	  
licenses.	  
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Enter	  Inspection	  Results	  
Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	  

Click	  the	  building	  name	  on	  
your	  AIC	  Dashboard	  

	  

	  

	  

	  

	  

	  

Click	  on	  Enter	  Inspection	  
Results	  on	  the	  device	  you	  
inspected.	  	  
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Enter	  the	  inspection	  results	  
and	  click	  I’m	  Done	  

	  

*Means	  information	  is	  
mandatory	  

	  

If	  device	  fails	  because	  you	  
have	  no	  City	  Code	  Reference,	  
use	  placeholder	  12/31/1999	  
until	  you	  get	  good	  information	  

	  

Check	  the	  checkbox	  to	  agree	  
to	  the	  terms	  and	  conditions	  
and	  click	  submit.	  	  	  

	  

To	  result	  inspections	  for	  
multiple	  devices,	  click	  the	  
select	  all	  box	  at	  the	  top	  of	  the	  
device	  grid.	  	  
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In	  the	  dropdown,	  select	  Enter	  
Inspection	  Results	  and	  click	  
Go.	  	  

	  

Enter	  inspection	  results	  and	  
click	  Next	  Device.	  

	  

Enter	  in	  results	  for	  all	  
following	  devices	  and	  either	  
click	  next	  device	  or	  I’m	  done.	  
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Check	  the	  checkbox	  to	  agree	  
to	  the	  terms	  and	  conditions	  
and	  click	  submit.	  
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Decline	  Inspections	  
Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	   	  

Click	  the	  building	  name	  on	  
your	  AIC	  Dashboard	  

	  

	  

	  

	  

	  

	   	  

Click	  on	  Decline	  Inspection	  on	  
the	  device	  you	  want	  to	  
decline.	  	  
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Click	  Yes,	  Decline	  Inspections	  

	  

	  

	  

	  

	  

To	  decline	  inspections	  for	  
multiple	  devices,	  click	  the	  
select	  all	  box	  at	  the	  top	  of	  the	  
device	  grid.	  

	  

In	  the	  dropdown,	  select	  
Decline	  Inspection	  and	  click	  
Go.	  	  
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Click	  Yes,	  Decline	  Inspections	  
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Make	  Payment	  (Add	  Fees	  to	  Cart)	  
Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	  

Click	  the	  building	  name	  on	  
your	  AIC	  Dashboard	  

	  

	  

	  

	  

	  

	   	  

Click	  Add	  Fees	  to	  Cart	  
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Click	  Proceed	  to	  Checkout	  

	  

Click	  on	  Begin	  Checkout.	  	  
Proceed	  to	  checkout	  to	  pay	  
for	  fees.	  

	  

To	  pay	  fees	  for	  multiple	  
devices,	  click	  the	  select	  all	  box	  
at	  the	  top	  of	  the	  device	  grid.	  
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Select	  Add	  Fees	  to	  Cart	  from	  
dropdown.	  	  

	  

Click	  Proceed	  to	  Checkout	  

	  

Click	  on	  Begin	  Checkout.	  	  
Proceed	  to	  checkout	  to	  pay	  
for	  fees.	  
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Generate	  Invoice	  
Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	  

	  

	   	  

	  

After	  adding	  fees	  to	  cart,	  go	  to	  
the	  cart.	  

	  

	  

	  

To	  print	  the	  Invoice,	  click	  Print	  
Cart.	  
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View	  Payment	  History	  
Logon	  with	  your	  username	  
and	  password	  
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View/Print	  Certificates	  for	  One	  or	  More	  Devices	  
Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	   	  

Click	  the	  building	  name	  on	  
your	  AIC	  Dashboard	  

	  

	  

	  

	  

	  

	   	  

Click	  on	  Print	  Recent	  
Certificate	  
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Certificate	  will	  open.	  	  Click	  
print	  button.	  	  

	   	  

To	  print	  certificates	  for	  
multiple	  devices,	  click	  the	  
select	  all	  box	  at	  the	  top	  of	  the	  
device	  grid.	  

	  

Select	  Print	  Recent	  Certificate	  
from	  the	  dropdown	  and	  click	  
Go	  
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Certificate	  will	  open.	  	  Click	  
print	  button.	  
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Request	  Conditional	  (Extension)	  Certificate	  
Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	  

Click	  the	  building	  name	  on	  
your	  AIC	  Dashboard.	  

	  

	  

	  

	  

	  

	  

Click	  on	  Request	  60-‐Day	  
Inspection	  Extension	  (Fees	  
apply).	  	  
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Click	  Yes,	  Purchase	  Inspection	  
Extension	  (60	  Days).	  

	  

To	  request	  extensions	  for	  
multiple	  devices,	  click	  the	  
select	  all	  box	  at	  the	  top	  of	  the	  
device	  grid.	  	  

	  

Select	  Request	  60-‐Day	  
Inspection	  Extension	  from	  the	  
dropdown	  and	  click	  Go.	  
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Click	  Yes,	  Purchase	  Inspection	  
Extension	  (60	  Days).	  

	  

Note:	  Extension	  is	  not	  valid	  
until	  paid	  for	  	  
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Cancel	  Inspection	  Extension	  Request	  
Logon	  with	  your	  username	  
and	  password	  

	  

	  

	  

	  

	  

	  

Click	  the	  building	  name	  on	  
your	  AIC	  Dashboard.	  

	  

	  

	  

	  

	  

	  

Click	  Cancel	  Inspection	  
Extension	  Request.	  	  
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Click	  Yes,	  Cancel	  Inspection	  
Extension	  Request.	  

	  

To	  request	  cancelling	  
extensions	  for	  multiple	  
devices,	  click	  the	  select	  all	  box	  
at	  the	  top	  of	  the	  device	  grid.	  

	  

Select	  Cancel	  Inspection	  
Extension	  Request	  from	  the	  
dropdown	  and	  click	  Go.	  
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Click	  Yes,	  Cancel	  Inspection	  
Extension	  Request.	  
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