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List all Devices at a Building 

Logon with your username 

and password 

 

 

 

 

 

 

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

 

View all devices at a building. 

 

 

 

 

 

  

 

 



 AIC USER GUIDE-WEB-DEV&INSP&PAYMENTS&CERTS 7.25.16.DOCX                                             7/26/2016                                                        Page 4                                                                                                   

 

Adding Devices To A Building 

Logon with your username 

and password 

 

 

 

 

 

  

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

 

Click add device. 
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Enter in device information 

and click Save. 
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View Device Details 

Logon with your username 

and password 

 

 

 

 

 

 

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

  

Click details next to the 

device you would like to view. 
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View device details. 
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Edit Device Details 

Logon with your username 

and password 

 

 

 

 

 

 

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

 

Click edit device details next 

to the device you would like 

to edit. 
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Edit the correct details and 

click Save. 
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Claim Devices 

Logon with your username 

and password 

 

 

 

 

 

 

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

  

Click claim device next to the 

device you would like to 

claim. 
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Click Yes, Claim Device. 

 

To claim multiple devices, 

click the select all box at the 

top of the device grid.  

 

Select Claim Device from the 

dropdown and click Go. 

 

 

 



 AIC USER GUIDE-WEB-DEV&INSP&PAYMENTS&CERTS 7.25.16.DOCX                                             7/26/2016                                                        Page 12                                                                                                   

Click Yes, Claim Device. 
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Abandon Device 

Logon with your username 

and password 

 

 

 

 

 

 

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

 

Click abandon device next to 

the device you would like to 

abandon. 
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Click Yes, Disown Device. 

 

To abandon multiple devices, 

click the select all box at the 

top of the device grid. 

 

Select Abandon Device from 

the dropdown and click Go. 
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Click Yes, Disown Device. 

 

 

  



 AIC USER GUIDE-WEB-DEV&INSP&PAYMENTS&CERTS 7.25.16.DOCX                                             7/26/2016                                                        Page 16                                                                                                   

Expire / Remove Devices 

Logon with your username 

and password 

 

 

 

 

 

  

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

 

Click delete device next to the 

device you would like to 

claim. 
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Click Yes, Delete Device. 

 

To delete multiple devices, 

click the select all box at the 

top of the device grid. 

 

Select Delete Device from the 

dropdown and click Go. 
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Click Yes, Delete Device. 
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View Device Inspection History 

Logon with your username 

and password 

 

 

 

 

 

  

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

 

Click on the History tab. 
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View the history of all devices 

at a building. 
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View List of Inspection Companies 

Logon with your username 

and password 

 

 

 

 

 

 

Click AIC on your AIC 

Dashboard 

 

 

 

 

 

  

Click on List of Certified 

Inspection Companies. 
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View the list of certified 

inspection companies. 
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Assigning Devices to Inspection Company for 

Inspection 

Logon with your username 

and password 

 

 

 

 

 

 

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

 

Click assign inspection next to 

the device you would like to 

assign. 
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Click Assign Inspection next to 

the company you want to 

assign the inspection to. 

 

Click Yes, Assign Inspection. 

 

To assign multiple devices to 

one inspection company click 

the select all box at the top of 

the device grid. 
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In the dropdown, select 

assign inspection and click 

Go.  

 

Click Assign Inspection next to 

the company you want to 

assign the inspections to. 

 

Click Yes,  Assign Inspection. 
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Un-Assign Devices to an Inspection Company 

Logon with your username 

and password 

 

 

 

 

 

  

Click the building name on 

your AIC Dashboard 

 

 

 

 

 

  

Click Un-Assign Inspections 

next to the device you would 

like to assign. 

 

 

 

 

 

 

  

 

 



 AIC USER GUIDE-WEB-DEV&INSP&PAYMENTS&CERTS 7.25.16.DOCX                                             7/26/2016                                                        Page 27                                                                                                   

Click Yes, Un-Assign 

Inspections. 

 

To Un-Assign inspections for 

multiple devices click the 

select all box at the top of the 

device grid.  

 

In the dropdown, select Un-

Assign inspections and click 

Go.  
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Click Yes, Un-Assign 

Inspections 
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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 

 

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 

 

 

  



 AIC USER GUIDE-WEB-DEV&INSP&PAYMENTS&CERTS 7.25.16.DOCX                                             7/26/2016                                                        Page 36                                                                                                   

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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View Payment History 

Logon with your username 

and password 

 

 

 

 

 

 

 

  

  

 

  

  

 

Commented [RH1]: NEED TO DO 
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Generate Pro-Forma Invoice 

Logon with your username 

and password 

 

 

 

 

 

 

 

  

  

 

 

 

 

  

 

Commented [RH2]: NEED TO DO 
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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). 
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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. 

 

 


