
Log In 

Website:  https://ocgov.my.salesforce.com/ 

Username: firstname.lastname@oc.prod 

Password: Your password 

 

START OF DAY – CREATING RUNSHEET 

1. Click on Inspections tab 

 

2. Click on Inspection drop down menu and choose “My requested Inspections” 
 

 
 
 
 
 

3. Select all Inspections and add to “Todays Runsheet” (DO NOT CLICK TOMORROWS!!!!) 
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4. Click on Submit and go to Run Sheet 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SEQUENCING YOUR RUNSHEET 
 

1. Use Run Sheet Route to route your inspections on the Map (Hint: you can use google maps or Bing Maps if you 
prefer) 

 

 

2. Duplicate window and show side by side 

 



3. Click View All

 
4. Select all Runs and click Mass Edit 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Input your Sequence number in the order you will go to Inspections 
 

 

 

6. Runsheet is now sequenced and you are ready to go do inspections. 

 

 

 
 



COMPLETING INSPECTIONS 
 

1. To update the inspection record and your results click on the Inspection Record Number 

 

2. Under Inspection Details update the Status, Completed Date, and make you are the assigned Inspector. Leave 
any comments in the Inspector Comments section for all to view.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Make sure to click Save on the bottom 

 
4. NOW LOG IN YOUR TIME 
5. Double check that the following fields are correct: 

a. Name 
b. Date 
c. Hours  - Make sure you choose 00 for nothing 
d. Minutes 
e. Charge Type – Regular 
f. Activity Type – Inspection 
g. Job Code – 
h. Action Type – Field Inspection

 
6. Click Submit at the bottom and Confirm time entry submittal 
7. Go back to your Runsheet and go to the next inspection until all inspections are complete. 

 



INSPECTIONS COMPLETED 

 

Once all inspections on your Runsheet are complete, the Status should have all changed and none should show 
“Scheduled” anymore.  

1. Make sure all Inspection status has a result 
2. Click (your name + date) at the top to go back to the front page of your runsheet and check time entries 

 

3. Click on Admin/Travel Time to view your INSPECTION TIME TOTAL 
4. Subtract the inspection time from your 9 hour day and input the rest into Admin and Travel time.  
5. Click Submit and Confirm 
6. ONLY DO THIS ONCE 
7. PLEASE NOTE THE INSPECTION TIME DOES NOT CHANGE. IT IS FOR THE INSPECTION TIME ONLY.  
8. TO CHECK FURTHER INSPECTION TIME VS ADMIN/TRAVEL TIME PLEASE RUN YOUR TIME REPORT 
9. MAKE SURE IT ADDS UP TO YOUR TOTAL TIME WORKED FOR THE DAY (USUALLY 9 HOURS) AND YOU ARE 

FINISHED. 

 

 

 

 

 

 

 



 

 

CHECKING EXPIRED PERMITS, INSPECTION HISTORY, AND CLEARANCES: 

SITUS: 

1. Click on the Permit Number  

 
2. At the permit page click on the Parcel address 

 
3. Click on Permits as property  



 
 
 

4. Permits issued on the property will be displayed here  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

INSPECTION HISTORY 

 
1. Click on Permit Number  or go back to the Permit you were working on by hitting the back button or arrow 

 
2. Click on Inspections in the Related List Quick Links area 

 
 

3. View the Inspection History 
a. Type of Inspection 
b. The results for that inspection (Status) 
c. The Completed Date of Inspection 
d. The Assigned inspector that did the inspection 



 
 
Click the back arrow again as needed to return to your last page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CLEARANCES 

1. At the permit, click on Clearances under the Related Quick Links Area 

 
2. Any required or not required clearances will be displayed under the status column 

 

 

 


