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Inspect
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How to build checklist templates, schedule recurring inspections, manage location
presets, and set report defaults - everything needed to configure Inspect for your
team.
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Administrators configure ShieldSphere's Inspect module before a team runs inspections: build
and publish checklist templates, set recurring inspection schedules so they generate
automatically, save location presets, and set report defaults. A checklist must exist and be

published before anyone can run it. Running inspections is covered in the Inspect User Guide.

START HERE

This Administrator Guide covers only what you set up to make Inspect work for your team -
checklist templates, recurring schedules, location presets, and report defaults. For running
inspections, reviewing findings, and working corrective actions to closure, see the companion

ShieldSphere Inspect User Guide.

Build checklist templates

A checklist has to exist and be published before anyone can run it. This is where that

happens.

Inspect » Checklists (top right)
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Demo Company
Untitled checklist Dt | Org-wide
Undated 7/29/2026
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Untitled checklist Draft | Org-wide
Updated 7/13/2028

Untitled checklist  Draft | Org-wide
Updated 7/11/2026

Y8 /06

Untitled checklist Drafi | Org-wide P
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Undated 7110/2026

Portable Fire Extinguisher Inspection - Construction Site  Draft | Org-wide =
Updated 6/18/2026

Portable Fire Extinguisher Inspection - Construction Sites  Draft | Org-wide

Updated 6/18/2026

Fire Extinguisher inspection (copy) = Pubiished | Org-wide
Undated 6/18/202€

Fira Extinguisher inspaction ~ Publishe Org-wide

Template library. Each template carries a status badge (Draft or Published) and an availability badge (Org-wide or
site-only).

The row icons

Send Assign the checklist out to be run.
Archive Retire a template without deleting its history. Tick Show archived to see them again.
Pencil Edit - drafts only. Published templates show an eye (view) instead.

Duplicate  Clone it. This is how you change a published template: clone, edit the copy, publish, archive
the old one.

Trash Delete permanently.

Option A - Generate with Al

Click Generate with Al and describe what you want to inspect in plain language.



x

< Generate checklist with Al

Describe what you want to inspect. The Al drafts a checklist
you can review and edit before publishing

Topic

L e.g. Fire extinguisher inspections

Generating for: Demo Company, Manufacturing, Georgia

Cancel

Note the line underneath: Generating for: Demo Company, Manufacturing, Georgia. The draft is written for your
industry and jurisdiction, not from a generic template.

Click Generate draft. In a few seconds you land in the builder with a complete, sectioned checklist.

% Al-generated draft — review and edit before publishing. Check each item, mark which are required, and add anything that's missing.

[Z Fabrication Floor Machine Guarding Inspection

a
« Templates & Import questions <7 Publish ‘

avaiabiity (EETER) This site only | Runnable st every profil in the organization

Answers  Pass | Fail [ N/A (built-in) ¥ = Manag
General Guarding on the Floor Answers: inherit v
All moving parts that could catch hands, hair, or clothing (belts, pulleys, gears, chains, rotating shafts) are covered by secure guards. o]

Look for expasad pinch points of rotaling parts within easy reach whers someona Stands, walks, of reaches 1o maapumauﬁ:

[ Required  Answers: inherit W

Guards are solid, not bent, broken, or missing pieces, and have no sharp edges or gaps big enough for fingers to reach moving parts. o]
As a fule of thumb, If you can easily push a finger through an opening and touch a meving part, the cpening fs to large.

[0 Required  Answers: inherit s

Guards are firmly attached and do not rattle, shift, or fall off when lightly pulled or bumped. o]
Lightly tug or bump & few guards by hand; they should not move out of piace o feel loose. SHA reference (optional

[ Requied  Anzwers: inhri v

Fixed quards that are not meant to be removed for normal operation require tools 1o take off (na hand knabs or loose clips). o} 4

The builder. The orange banner is a reminder, not a warning - the draft is a starting point. Every item has plain-
language guidance underneath telling the inspector how to check it.

Option B - Build it yourself

Click New template for an empty builder, or Import questions to bring items in from elsewhere.



Builder controls

CONTROL

Title & description

Availability

Answers

Sections

Item text

Guidance line

OSHA reference

Required

Add item / Add section

WHAT IT DOES

Click the title to rename. Description is optional but helps whoever picks the
checklist off the list.

All sites makes it runnable at every profile in the organization; This site only
keeps it local.

The answer set for the whole template - Pass / Fail / N/A is built in. Manage

answer sets creates custom ones.

Groups of items, reorderable by the drag handle. Each section can override

the template's answer set.

Click to edit. Write it as something checkable, not a topic heading.

The grey text under each item. This is where you put the "how do | actually

check this" knowledge.

Optional citation per item. Worth filling for anything you'd be cited on.

Tick to force an answer before the run can be completed.

At the bottom of each section and the template.



IWD-Nana controls, IT USea, fequire DOtN Nanas to De on (e DUTIONS [0 STar INe CYCIe ana cannol be easily deTealed WItN tape, CIamps, of oDjects. 1

FTYa TSG Safety

owHER

Check spacing of buttons; they shauld be far enough apart that one hand cannat press both, Look for taped or tied-down butt

[ Required  Answers: inhes v

Foot pedals and treadles are guarded or shrouded so they cannot be pressed by falling objects or accidental contact.

Organization Overvie

Look for a cover ¢ und the pedal

requires a defiberate fool movement Ic

Demo Company ) Required

Start, stop, and emergency stop controls are clearly marked, easy to reach, and not blocked by guards or material
ite Overvi Btane " " . b y e , it mathin ’ =
Stand where an operator stands; you should be able to hit stop or emergency stop quickly without reaching over moving parts

omplianc: [ Required

Answers: inharit v

Access, Maintenance, and Bypass Risks

wers: inherit v o

Removable guards used for setup or maintenance are put back in place after work is done; no guards are left off or set aside on of near machines.

Look for guards leaning against mact

es, lying on the floar, or stored nearby, which may indicate they were removed and not

[ Required

No guards or safety devices are taped, wired, wedged, or otherwise defeated to keep machines running. R

Check for taped-over switches, tied-back interiock arms, magnets, or tools holding interlock swilches in

Required

Areas behind, under, and beside machines are free of makeshift platforms, buckets, or stacked items that could be used to reach over or around guards &

Look for pall

step stools, or scrap plles that let someane climb up and reach into guarded areas

[+ Logout Warning labels or signs on guards (for pinch points, hot surfaces, or moving parts) are present and readable where originally applied 5]
long checklists navigable in the field. Drag handles on the left reorder both sections and items.
o TSG Safety
[} OWNER Lockout points and main disconnects are accessible without removing permanent guards or reaching into hazardous areas. of
Housekeeping and Operator Practices Around Guards v |

No tools, parts, or scrap are stored on top of guards or in a way that could fall inta moving parts when the machine runs.

ps of belt guards, covers, and res for magnets, wrenches, or smal

Analysis

c Evalua
Operatars are using the machine with guards in place and are not ifting or sliding guards during narmal cycles.

Observe at

ne full cycle; watch for hands reaching around guards or guards being moved to speed up work.

[ Required

Operatars know how to stop the machine quickly and who to call if a guard is damaged or not working.

Ask one o

0 operators 1o paint out th

[ Required  Ansiwers: inhes v S

gency stop and explain what they would do if a guard broke or

Lighting around guarded areas is bright enough for operators to see the work clearly without needing to move or remove guards. (5]
IF you see por nis being used, ask whether visibility is forcing people to move guards lo see better

[ Required o v

Add larr

+ Add section

The end of the builder. Add section creates a new group; Add item appends to the section above it.

Publish it

Click Publish at the top right. The badge flips to Published and a blue banner replaces the draft

banner.



FTYa TSG Safety

owNER « Templates

This template is published. Clone it to make changes, or archive then restore to a draft.

&o

Demo Company

Fabrication Floor Machine Guarding Inspection

@ Inspect

General Guarding on the Floor

All maving parts that could catch hands, hair, or clothing [belts, puleys, gears, chains, rotating shafts) are covered by secure guards.

reach whers someone stands, walks, ar reaches to loadfunioad ms

Guards are solid, not bent, broken, or missing pieces, and have no sharp edges or gaps hig enough for fingers to reach maving parts.
s 8 ruls of thumb, if you can easily push a finger through an opaning and touch a moving part, ths opaning fs 100 farge.

Required

Guards are firmly attached and da not rattle, shift, or fall off when lightly pulled or bumped.

Lightly 1wg or bump a few guards by hand; they should not move out of place or feel loose.

Required

Fixed quards that are not meant to be removed for normal operation reauire tools to take off (no hand knabs or loose clips)

Published templates are locked. "Clone it to make changes, or archive then restore to a draft." This is deliberate - it
stops the questions changing under a run that's already in progress.

PUBLISHING IS WHAT MAKES IT RUNNABLE

Drafts never appear in the Start a Checklist Inspection list. If someone says a checklist is missing,
check its status badge first - that's the answer nine times out of ten.

Recurring inspection schedules

Inspect » Schedules tab

Schedules generate reminder emails so recurring inspections don't quietly stop happening.



FTYa TSG Safety

Ml > Demo Company

REPORT DEFAULTS

GLIENT CONTACT

& Matt Thompson

%, 770-289-9077

& mati@shieldspheresafety.com

B Inspections [ Corrective Actions ~» Trends k ® Locations @

Recurring Inspection Schedules

Create Schedule

FIRST INSPECTION DATE

07/30/2026

REPEAT EVERY

1 Manths

Existing schedules list at the top; Create Schedule below.

jon schadules yel. Create one below 1o start receiving reminders.

INSPECTOR DEFAULT

SCHEDULED TIME

REMINDER LEAD TIME

7 days before

Checklists + New inspection

Schedule name What the reminder will say - e.g. "Monthly warehouse safety inspection”.
First inspection date When the cycle starts.

Scheduled time Time of day for the inspection.

Repeat every A number plus a unit (days / weeks / months).

Reminder lead time How far ahead the email goes out. Default is 7 days before.

WHO ACTUALLY GETS THE EMAIL

or the reminder goes nowhere.

Location presets

Reminders go to organization users who have inspection reminders enabled on their own account.
Creating the schedule is only half the job - check that the right people have the setting turned on,




Inspect » Locations tab

E TSG Safety

owner 5 NE Demo COmpany [CRCL T+ New Inspection

REPORT DEFAULTS

GLIENT CONTACT INSPECTOR DEFAULT
& Matt Thompson
%, 770-289-9077
& mati@shieldspheresafety.com =

Demo Company

B Inspections [ Corrective Actions ~* Trends B Schedules

Location Presats

@ Chemical Storage Room, Shelf B2

® Chemical Storage Room, Shelf C1

@ Maintenance Shop, Cabinet A

@ Maintenance Shop, Flammable Cabinet

@ Maintenance Shop, Lubrication Station

Type a label, click Add. The x on each row removes it. The badge on the tab shows how many exist.

These labels populate the Select saved location dropdown when photos are tagged, and they're
what the Hazards by Location chart groups on. Ten minutes here is the difference between a chart
that says "Warehouse 2 has a problem" and one that says nothing.

NAMING THAT HOLDS UP

Go specific and consistent: Maintenance Shop, Flammable Cabinet beats Shop . Use the same

"Area, Sub-area" shape across every preset so the chart groups cleanly and sorts predictably.

Report defaults

The panel at the top of the Inspect home holds two blocks, edited with the Edit link on the right:

¢ Client contact - name, phone and email printed on every exported report for this site.

¢ Inspector default - pre-fills the inspector fields on every new inspection. Set this and your team

stops typing it 40 times a year.



PER SITE, NOT PER ORGANIZATION

your other sites.

5 Troubleshooting

SYMPTOM

A checklist isn't in the run list

I need to change a published checklist

The location dropdown is empty for the team

Nobody's getting schedule reminders

ShieldSphere Inspect - Admin Guide.

Report defaults belong to the site you're currently in. Setting them once does not carry them to

CAUSE AND FIX

It's still a draft. Publish it (section 1), or check its

availability isn't set to a different site.

Duplicate it, edit the copy, publish that, then archive the

original (section 1).

No presets exist for this site yet. Add them in the

Locations tab (section 3).

Reminders go only to organization users who have
inspection reminders enabled on their own account

(section 2).



