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HA user journey



Click on "Sample inspections, 
while logged in as an admin.



To start, add a 
promoter. In the ‘select 
promoter’ window, use 
the drop-down menu to 
find a promoter org. 
Then select ‘continue’



You will now be asked if you 
have a history of the 
promoter’s last 2 financial 
years inspection units. If it is a 
new org, you can select ‘No’ 
and enter the baseline 
inspection units.  

Presentation Title (edit this in Insert > Header and Footer, then click 'Apply to All')



In most cases you will be 
able to enter the 
inspection units for the 
previous 2 years. Then 
press continue.



You will now be able to enter 
the inspection start rate 
provided by the DfT.

You will only be able to 
enter either 30% or 50% 
as the starting band. An 
error will appear if you try 
to enter another value.



On the next screen you will see the 
number of sample inspections you can 
schedule for this quarter. Under the new 
regulations you no longer need to carry 
out a rigid 10% each across categories A 
B and C. You must have a minimum of 
5%. (5% of the total number of 
inspection units for the year.)



You cannot enter more than the number 
of sample inspections indicated on the 
screen. If you attempt to enter a higher 
total, or if any of the values for a 
category fall below the minimum 5% 
you will receive an error. Ensure that 
you correct the figures before selecting 
‘continue’



On the next screen you will have a 
chance to review the details you just 
entered. If the details look correct press 
‘Confirm details’.



On the next screen you can see a 
summary of all the promoter samples 
you have added. Please note that once 
you have started to generate samples, 
the ‘Update details option will 
disappear’.



To generate samples select the 
‘generate samples’ button in the top 
right corner. On the next screen you will 
have the option to select what 
percentage of samples you would like 
to generate.



To see the inspections you 
have generated, select the 
inspections tile on the home 
page, then select the ‘Sample 
inspections due’ tab on the 
inspections list page.



You will now see the 
inspections you have 
generated .



To end the quarter, select ‘end quarter’ 
in the top right hand corner of the 
samples summary page, then select 
‘Yes end quarter’ to confirm. You will 
then see a confirmation notice at the 
top of the screen to confirm that the 
quarter has been ended.



To start the next 
quarter select ‘Start 
quarter’ and enter the 
start date on the next 
screen.



You will then see a confirmation message 
confirming that the quarter has started.

Please note that Street 
Manager will not accept 
dates that are not day 1 of 
the quarter.



In the performance 
reporting tile, you will 
also find a new report 
‘sample inspections 
pass/fail rate’ to allow 
you to measure 
progress.


