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Process Steps, Installation & Login
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Process Steps

.

Step 1: Create audits in

AssetPlanner™ using the

Audit Wizard and assign (:' AssetPlanner
themto a user.

Assign
Audit(s)

4
Download
Audit(s)

Step 2: Download the
audit(s) to your mobile

device using
AuditPlanner™

n-Site Step 3: Perform your
Assessment on-site assessment

using AuditPlanner™

Upload / Sync
Audit(s)

-I"

Step 4: Upload/Sync your
on-site AuditPlanner™
data with AssetPlanner™

Confidential & Proprietary

Describe the general flow of the App and how it interacts with the Web software.
Note that for Step 1 Audits are normally assigned to the Auditors by Ameresco or the
Client.

Best practice is to follow these steps:
Download

Perform assessment on mobile device
Upload completed assessment
Finalize Audit in web interface

Make a note that they don’t want to be doing too much back and forth — the App will warn
you if your data is out of sync but if they follow the best practice above they will have no
issues.




Installation & Login

While AuditPlanner is designed to work offline while performing site assessments it is important to note that a wireless
or mobile data connection is required for the initial login and download of audits.

To install AuditPlanner follow the steps below for your device of choice:
Android: Go to the Google Play Store and search for AuditPlanner then tap Install
Apple: Go to the App Store and search for AuditPlanner then tap Install

Once the App has been installed onto your device open the App and enter your email and password.
account it be the sainie email & password you use for the web initerfac

L P (Y o) P PR
1Ip. 1T you nave aril ASsSelrianner account it wii pe e

[

Login

Tap into the fields to

enter your username
& password Email

Password

Server

assetplanner.com

If you have forgotten
your password tap on

the Reset Password Forgot your password?
button Enter your Email address above then press the Reset Password button to receive further

>>Tap on “Login” to

begin our next section.
—
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Note that they will need to have their device connected to the internet for these next three
slides.

If they forgot their password they will need to reset it, remind them that it is the same
account for AssetPlanner.




Downloading Audits

Once you have successfully logged into AuditPlanner the next step is to retrieve the list of Audits assigned to
your account and download them to your device.

Menu 13 - Asset Planner Demo () < Back Download Audit(s)
Audits
: You can search for an
—gn - audit by name or ID. The d
Mop filters button will allow you . A
Change Database to narrow down the listing. Audit 113
City Hall
Settings Settings @ 45"5 S st St Laka ity
ot Assessmant
Intraduction Introduction Audepianner Test Audt
Assigred: Crvis Horle
o Audit 514
[P —— City Hall - Site

4515 State 52, St Lake City
Mucstor Assessment
Audeptanner Test Aust
Assigred: Creis Hoyle

retrieve a the list of Audits that have
been assigned to your account

Audit 85

Step 2: Select an audit for e i
download by tapping on the audit uitor Assessmant

name. A checkmark will appear

indicating your selection(s)

>>Step 3: Tap on “Download”
to begin our next section.
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Recommend that they download in small batches to ensure that the files are downloaded
correctly and their wireless signal or device doesn’t drop the connection.




Downloading Audits

Once an Audit has been downloaded you can beginworking without a wireless or mobile data connection.

The download status and progress
bar will appear below the Audit

>>Tap on an Audit to
begin our next section.

Mop

Change Database

Settings Settings

ntroduction The progress bar will disappear Avdiplanner Test Aud

Loigost AudtPronner Test Aucfit once an audit has been Audit #5

S i b downloaded. You can now begin [yt
:d&;:‘_"mu"w to work with the audits without an  [EEEEEIZLE

i =0 Avdit #7
Arena Audits Phase 2 # North Creek Arena #3
Pending Download iAuditor Assessment
it 87 Arona Audits Phase 2

¥ North Creek Arena #3
iAuditor Assessment
Arena Audits Phase 2

Pending Download

ownloading once the previous
audit has been downloaded
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Note that the audits will download one at a time with the others shown as ‘pending’




Program Overview

AuditPlanner is a mobile application that enables field assessors to perform audits of Assets (facilities,
vehicies, iinear eic.) to suppiement, review and confirm the data stored in AssetPianner. AudiiPianner
is the most efficient way to collect assessment data and seamlessly upload to AssetPlanner.

Below is a summary of the main pages within AuditPlanner:

Audits
= Audits are the starting point for all field assessments

= The main audit page is where you will find basic information about the Facility (year constructed, size,
number of floors, etc.) and links to all related audit items (elements, actions & pictures)

Elements
= Elements are inventory items that make up an Asset (windows, doors, flooring, etc.)

= On the Element page you will find a listing of all inventory items including their basic details, condition
and linked pictures

Actions

= Actions are work that needs to be performed on an element (Replacement, Repair, Install and Study)

= Actions are the most important piece of Capital Planning as they indicate the year and cost of
replacement for each inventory item

Confidential & Proprietary

Briefly go over the main pages & concepts — not necessary to read through each when
presenting this is more for the PDF handout purposes.




Audit Details:

Viewing & Updating General Audit
information

AMERESCO @ ASSET SUSTAINABILITY
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Audit Details

The Audit page is your key to navigating to the different pages of the software. It contains the cover photo and
buttons that will allow you to view Audit Details, Elements, Actions and Photos. The Audit page is also where
you will upload or sync your data with AssetPlanner. Back buttons at the top of each page will take you back
to the previous section.

Menu < Back Audit 113

wdit #13 AuditPlanner Test Audit

>> To begin our next sectiontap Back
and then tap on the Elements button

1 { RS - Downloaded to AuditPlanner
The picture on the main 3 Change Database
page of the Audit will = Settings
serve as the cover page Wtroduction napasts
for all reports. Tap on the Chris Hoyle
picture box to add or Proveer
replace the cover photo

Aoregred Goono

T Asset Photos

{ Asset Attachments (onine)

Tap on Audit Details to view additional

information about the audit >>
A summary of all rss
related audit items are 4515 State St
displayed below. You

Commtrucon Ve

information about the Asset. Scroll P—
ACITPLANE TEST AVOIT down to view additional fields and 64418
Type: iuditor Assessmant tap into a cell to begin editing
Changes are saved as soon as

you tap out of a cell.

& Glements

W Element Photos

e0e

= Actions

ove Orade
a
0

1 —

¥ Ganerate BCA Report oot —
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Describe this page as the “report cover page” and summary for their assessment.

Explain that this is the central location for viewing your audit information, buttons will take
you to the different parts that make up your audit.

Note that using the Back button they can go back to switch to another audit they have
downloaded or to download more audits.




Section Details

The Audit page will also contain a link to display any available Sections (additions, wings, etc.) within the building. Review the
Section details and Add/Modify/Delete before performing your assessment. This will allow you to select the appropriate Section
when updatiing the Eiement inveniory.

achd 92800, To add a missing Section tap on the soctons i
Men Shea Rudtws Add button
Audits 0 Suas
Manage Facilibes Manage Facilties
P adon m
= e 31500000 Sa 5t Dalate
Change Database Asigrea To Change Database pom—
e Sottngs 2010-12-31 1000000 Sa Ft.
Introduction ot Introduction Original
1973.12.31 500000 Sa
Logout W Facilty Photos Logout
—— 0 Facility Attachments (onfine) ——
To Delete a Section slide the
o Tap on the Section name to view or
modify the information (date, size,
name, etc.)
The number of sections .
will be displayed below
he Fa Deta ap
on the field to view the
full details

Confidential & Proprietary

Describe this page as the “report cover page” and summary for their assessment.

Explain that this is the central location for viewing your audit information, buttons will take
you to the different parts that make up your audit.

Note that using the Back button they can go back to switch to another audit they have
downloaded or to download more audits.




Elements & Actions:

Updating the element inventory and
scheduiing actions.

AMERESCO @ ASSET SUSTAINABILITY
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When you tap on the Elements button it will take you to the list of inventory items organized by their uniformat
category.

The Element Page will display a list of elements to the

The Element Listing can be organized based on the Category left (tablet view only) and details about the element to

(overall discipline), Location (utilizes the location field), Photos or the right

by All which will show the full listing

Audits Hide Vaidated ©3020 Floor Finishes (1]

Next Action in 2021

Manage Assets. A Substructure o A0 Foundations (1)
B Shell o

und - The top bar contains the back

Cangs Datase Cutuion o button, camera & edit commands.

Settings D Services D e "

Introduction € Equipment And Fumishings [<] 82020 Exterior Windows (1)

Locsmoname

82020 Exterior Windows
2)

amart Descreeson

82030 Exterior Doors 1) Predominantly carpet tile flooring

82030 Exterior Doors (2)

Select a Category and then tap on an Element to modify>>

830 Roofing (1)
1010 Partitions [1)

C1010 Partit 2 -
o Tap into any field to enter or

ko . update the information. Changes
€1020 Fittings (2) are saved automatically.

1030 interior Doors [1)

C1080 Kitchen Fittings & Meirtoranes Tyoo

Finishes (1) Reactive

Lot Mo Action Yo

2006

Tap on the tabs along the
bottom bar to display related
items: Actions, Map or Pictures

Confidential & Proprietary

Explain the category structure is based on the uniformat category codes and if they need
more information they can click on the ‘i’ icon next to the element name in blue for a
definition (if available).

Explain that at the inventory level they will be performing two basic steps:
1. Confirming & Reviewing inventory details (quantity, size, make, model)
2. Validating the Condition of each item (good, fair, poor, critical)

13



Elements Add & Delete

A key aspect of performing your on-site assessmentis to review the Elementlist and Add or Delete items
based on the Asset's observedinventory.

Tap on the icon ‘=" next to the camera button

to view the available edit commands

& Camera =
Hide Valdated ©3020 Floor Finishes (1)

A10 Foundations (1)

810 Superstructure (1) pe—

810 Superstructure (2)

82010 Exterior Walls (1)

82020 Exterior Windows (1) A10 Foundations.

890 Swpersruchre Perform a keyword search or

scroll through the list to find the

Add: Create a new category for selected
s element
identifier in square brackets DR Expetox Wnsows
This indicates the number of Duplicate: Create a new category by 82030 Exterior Doors
categories for a given Element duplicating the information 82040 industral Doors

82010 Extorior Walls

CON Eepes 2] Delete: Remove the category from the listing 820 hecke

€1020 Fittings (1) €010 Partitions.

€1020 Fittings (2) €1020 Fatings

€030 Interior Doors [1) €030 interior Doors
EETERENN (- i on he Acd Element buton o 564 S
porvresmmpemm—py  available element category to the listing. >>

Finishes (1)

€20 Stairs (1)

€3010 Wall Finishes (1]
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Notes:

The element listing and available categories are generated based on the template assigned
to each Asset

Elements should be added to reflect: Differing Condition, Type, or Age

Delete all elements that do not exist in the facility
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Elements & Actio

In addition to the basic inventory information most Element categories will have a related Action for
replacement of the inventory item at the end of its projected useful life.

The most current scheduled Action will be
displayed below the Element name. Tap on the

The Action type specifies the type of work that
is required (replacement, repair, install, study)

green line to view the Action Details >> _ e Action 1in 2021
- €3020 Floor Finishes [1) Hide Vaidated Troe
2 Replacement
A10 Foundations (1] x A0 Foundations (1) .
—— Aa Sy Click on the
810 Superstructure (1) - 810 Superstructure (1) Replace carpet flooring

810 Superstructure (2)

n 810 Superstructure (2) delete an action

B2010 Exterior Walls [1) 82010 Exterior Walls (1)
82020 Exterior Windows (1) . 82020 Exterior Windows (1) e
82020 Exterior Windows 82020 Exterior Windows.
SRR St oy Procomisanily cespet the flooring Repeat Interval (lifecycle or frequency of replacement). These
82030 Exterior Doors [2) ieids tell the soft oW muchand when to forecast replacemn
830 Roofing (1) 830 Roofing (1) o m
C1010 Partitions [1) S— €1010 Partitions (1) $200008
€1010 Partitions (2] 1010 Partitions (2) - ,
€1020 Fittings (1) €1020 Fittings (1) i"_ -
1020 Fittings (2) Each action 15
1030 Interior Doors [1] Priefity-Questio RRSW S,
Not Specified

Plivbiollil  The full list of Actions for a selected ,(::::erzgzg mf;e;ﬁ:r?tsllgfasfatcomn e St o et
JIR— c|cment can be viewed by tapping on based on the observed conditions. [l
Finishes (1) the Actions tab in the bottom menu bar. Adverta Efect on Scurty?
€20 Staies (1) Overst Condition €20 Staick (1) e
©3010 Wall Finishes [1) e :.,M T

: & -
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Notes:
Emphasize the importance of actions for capital planning YEAR & COST are mandatory!
Prioritization is also VERY important.
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Elements & Sections

Part of building the Element inventory is to identify the appropriate Section that an Element belongs to and to Add additional
Elements to reflect the unique differences within each section (type, materials, condition, age, etc.)

Remember to use the Add button to insert

Elements that are unique to each Section

Hide Validated B2010 Exterior Walls (1)
A0 Foundations (1)
810 Superstructure (1] s

B2010 Exterior Walls [1)

82010 Exterior Walls (2)

Tap on the Section field toview the available

82010 Exterior Walls (3]
options in the drop down menu

82020 Exterior Windows (1)

C1030 Interior Doors (1)
G3010 Well Finishes (1) Tap on the Section and then tap
©3020 Floor Finishes (1) )K to submit your changes
3030 Ceiling Finishes (1) Siietmvipe
Preventive
D2010 Plumbing Fixtures
o —
1973
D2020 Domestic Water
Distribution (1) Overat Conston
D2030 Sanitary Waste (1)
== < - Y S S |

Confidential & Proprietary

Notes:

The element listing and available categories are generated based on the template assigned
to each Asset

Elements should be added to reflect: Differing Condition, Type, or Age

Delete all elements that do not exist in the facility
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Viewing Elements by Section

Once you have assigned Elements to their appropriate Section you can view the Element listing by Section. Go to the main
Elements page (back if on the Element list or tap on Elements if on the Audit Details) and select Location and by Section Names.

ke 71 tn Coarging €3

s A 7T ot Chargg 8
Menu < Back Elements

Audits Audits

Manage Facilities Unassigned (1] Manage Faciities 1 (]

frss frss 201 adsion e

Change Database Change Database Original ()
First change the Element view to

Settings. By Location Settings. Unassigned [3s]

Introduction

Tap on a Section toview all
e v ———— associated Elements

Then change the Location view to
the Section Names tab located
at the bottom of the page

Note that the Section Names tab
appears in blue to indicate it has
been selected

Confidential & Proprietary

Notes:

The element listing and available categories are generated based on the template assigned
to each Asset

Elements should be added to reflect: Differing Condition, Type, or Age
Delete all elements that do not exist in the facility




Pictures

AMERESCO @ ASSET SUSTAINABILITY
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king Pictures

AuditPlanner allows you to take pictures of each inventory item by first selecting the item and then tapping on the Camera button.
Pictures can also be taken at the Audit level (cover photos) by following the same process described within the next two slides.

Select the element you would like to
photograph and then tap on the cameraicon to ]

take a picture >>

Hide Valdated €3020 Floor Finishes (1)

/A0 Foundations (1)
810 Superstructure (1)
The

810 Superstructure (2)

82010 Exterior Walls [1)

82020 Exterior Windows (1)
82020 Exterior Windows
@ Each element will display a preview
82030 Exterior Doors (1) of the default picture or the first
picture taken

82030 Exterior Doors [2)
830 Roofing (1)

1010 Partitions [1)
C1010 Partitions (2]
€1020 Fittings (1)
€1020 Fittings (2)

LN > -

1030 Interior Doors [1)

Once you have taken a picture you will be asked if you

C1080 Kitchen Fittings & Waltorente oo
Finishes (1) Reactive - would like to Retake or Use the photo. Once you tap on
1090 Bathvoom Fitings & Lo M Ao Vour Use Photo it will be added to the picture library for the
Finkhes (1) 2008 element you have selected
€20 Stairs (1) Overst Concition

Good

€3010 Wall Finishes (1)

Element L4

Confidential & Proprietary

Notes:
By Default AuditPlanner does not save copies of the photos to your device library, if you
would like this feature you can enable it under the app settings.




Viewing Pictures

Pictures can viewed and managed by tapping on the thumbnail or by selecting the photo button on the bottom menu
bar. You can also view all Audit pictures by clicking on the element picture link on the main Audit page.

Hide Validated

A10 Foundations (1)

810 Superstructure (1)

810 Superstructure (2)
82010 Exterior Walls (1)
82020 Exterior Windows (1)

82020 Exterior Windows
2)

Elamant Doscroton
82030 Exterior Doors [1) Predominantly carpet tie flooring
82030 Exterior Doors [2)

830 Roofing (1)

1010 Partitions [1)

1010 Partitions (2]

€1020 Fittings (1)

€1020 Fittings (2)

1030 Interior Doors [1]

C1080 Kitchen Fittings & Mactonance Tye

To view and manage your pictures in a full screen list

view tap on the “Photos” icon in the bottom bar >>

€20 Staws (1) vt Contton
©3010 Wall Finishes (1) e
&, r

To view a pop-up picture
viewer tap on the thumbnail

Tap on the Library button to add a picture from your device
photo library or tap on the camera to take a new picture

Tap on a thumbnail in the list to view
a pop-up preview & p

Add comments or
annotations to your pictures

Picture management tools

Set as Default: This will set the picture as the default that will
appear on main audit or element page

Move: This will move the picture to another elem:

Confidential & Proprietary

Notes:

Auditors should take a minimum of 2 photos:

Picture of Overall Element

Close Up Picture of Deficiency (or equipment tag)
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Upload/Sync & Audit Status:

Synchronizing your Audit with AssetPlanner

AMERESCO @ ASSET SUSTAINABILITY

Confidential & Proprietary
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Upload & Synchronizing Data

Upload & Synchronizing Data requires a wireless or mobile data connection.

Once an audit has been completed in AuditPlanner it is time to upload the data to AssetPlanner.

Menu < Back Audit #13

on Upload/Sync to
submit your Audit data
to AssetPlanner >>

AUDITPLANNER TEST AUDIT
Type: ikuditor Assessment
& Eements

W Element Photos

= Actions

«  Ganorata ACA Raport

Click “Yes” if this is a final upload. A final
upload indicates that you are finished
working on the audit within the mobile tool

If the upload is not final and you simply
want to synchronize your mobile data
with the web interface click “No

Confidential & Proprietary

Notes:

Skip to the next slide to talk more about the “Final” upload question & audit status fields.

22



There are a number of status fields to help Assessors and Managers review the audit listing and
keep track of many audits. The below fields will update automatically as AuditPlanner and

daud Delo eldas Jdidate aulod

AssetPlanner interact:

Scheduled: the audit has been assigned in AssetPlanner and is ready for download.

Downloaded to AuditPlanner: the audit has been downloaded to AuditPlanner.
Note: this status also applies to synced data that was not identified as a ‘Final’ upload.

Updated from AuditPlanner: the audit has been uploaded to AssetPlanner and was marked
as a final upload from AuditPlanner.

Confidential & Proprietary

Notes:

If you identify your upload as ‘final’ you can make further modifications in the web
interface (AssetPlanner) but will need to re-download/sync the data if you want to
make further changes on AuditPlanner.

The “Final Upload” function is a way of indicating that their job is complete on the
mobile tool. It can either mean they are completely finished with the audit OR they
are finished on the app and are now going to finalize in the web audit tool within
AssetPlanner.

Selecting “No” indicates that they just want to sync with the web tool (this can serve
as a backup while they continue to work on the mobile device).
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Tips & Tricks

AMERESCO @ ASSET SUSTAINABILITY

Confidential & Proprietary
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Using the Validated Button

The validated button on the Element page is a useful feature to help keep track of Elements that you have
reviewed or validated while performing an on-site assessment.

You can then hide validated

Exterior Windows. @ Camera Elements to make the list smaller.

82020 Exterior Windows [1] Hide Validated

Hide Vaidated

A0 Foundations (1) P A0 Foundations (1)

g
810 Superstructure (1) 810 Superstructure (1) Validated

0 Supensuchre 12 After you have finished SO S
82010 Exterior Walls (1) reviewing an Element 82010 Exterior Wails (1)
82020 Exterior Windows (1] ) tap the validated button x

The button will turn blue and on

82020 Exterior Windows
2 82020 Exterior Windows the list a checkmark will show

fo @ beside the Element name in blue
1B2030 Exterior Doors [1] Double glazed aluminum framed windows
82030 Exterior Doors (1)
B2030 Exterior Doors (2]
82030 Exterior Doors (2)
830 Roofing [1)
Commen 830 Roofing [ Commentary
€1010 Partitions (1) o
C1010 Partitions (1)
C1010 Partitions (2]
C1010 Partitions (2)
C1020 Fittings (1)
€1020 Fittings (1]
1020 Fittings (2)
€1020 Fittings (2)
C1030 mterior Doors (1)
€1030 Interior Doors (1)

it Vastanance Type Vartenace Troe
it : COmn s e
1090 Bathroom Fittings & Lot M Acton Yoar Lot Major Action Your
Finishes (1) 2006 glm():la:?lwﬂ Fittings & 2006
C20Stars (1] Ovess Conston Overst Conditien
€3010 Wall Finishes (1) Good S Good

P OSSP »

Confidential & Proprietary

Notes:
This is a non-mandatory but very useful feature for auditors to keep track of where they
have been and elements they have fully reviewed.

Once an element has been fully reviewed or validated they could then hide it from the list
view to simplify their audit review process.




Using the Location/Name Field

The Location/Name field is useful for organizing your on-site review into named sections based on locations
within the Asset.

Select the “By Location” option

= nerer boors R and it will organize the Elements : i“"‘“’"‘
Hide Vaidated based on the Location or Names
1010 Partitions (1] you have populated Basement o
€1010 Partitions (2] Vellieted Mop Common Area o
1020 Fitings (1) | Change Database Mechanical Room o
1020 Fittings (2) i‘ Settings Unassigned 80
1030 Interior Doors 1) Introduction

1080 Kitchen Fittings &
Finishes (1)

€1090 Bathroom Fittings &
Finishes (1] olate o

Nan 0 aled n n a
y g
©20Sues 1) [h;” tatp or;]the b?ﬁk ?u:ton each section. Elements that do not
€3010 Wal Fnishes (1) above to change the kst view have a Location/Name populated will

Start by adding a Location or

appear under Unassigned

©3020 Floor Finishes [2]

©3020 Floor Finishes (3)

3030 Ceiling Finishes (2] Wlstomanee Type
Reactive

Lt M Action Your

2006

Overan Canstion

“~

Confidential & Proprietary

Notes:
This field will display what has been entered in the location/name against each element, if
nothing is populated it will display as “unassigned”




Element Definitions

Element definitions are available to help identify what belongs in each uniformat category.

A0 Foundations (1)
B10 Superstructure (1)
B10 Superstructure (2]
82010 Exterior Walls [1)

v 82020 Exterior
Windows (1)

82020 Exterior Windows
2

82030 Exterior Doors (1]
82030 Exterior Doors (2)
830 Roofing (1)

1010 Partitions [1)
1010 Partitions (2]
€1020Fittings (1)
€1020 Fitings (2]
€1030 interior Doors [1)
1080 Kitchen Fittings &
Finishes (1)

1090 Bathvoom Fitings &
Finishes (1)

€20 Staies (1)

Tap on the ‘" icon in the white
circle next to the element name
to view the definition

& - s )

A pop-up box will display the
definition where available

Confidential & Proprietary

Notes:

The definition depends on the Category configuration within each database.
Most elements will have a standard definition but some may not be available (lower

level uniformat for example)
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Configuration
& Settings

AMERESCO @ ASSET SUSTAINABILITY
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Configuration & Settings

Summary of commonly used configuration and settings within AuditPlanner:

Menu
rots Displays a list of Audits
downloaded or available.
Manage Assets

Map

Change Database

to another client database
Settings

Introduction N
. This will log your account out
_— if you need to switch users

Change Password

Troubleshooting issues

 cesrcn
Impersonate anather user [lnvorsonse

If you would like AuditPlanner to copy
all pictures to your device library turn
this setting on

This will download lower resolution
pictures to speed up download time. It
will not impact pictures on the server.

Live sync will automatically
synchronize your audit data whenever
a connection is available.

Use this link to change your password

Use this function if you have been
instructed by Ameresco staff to send
troubleshooting data

< Back Settings.

Save Pictures to Library

Live sync to server

Change Password

Troubleshooting issues

Impersonate another user

Confidential & Proprietary

Notes:
Lower Resolution pictures are useful for downloading re-fresh audits.

Live Sync will synchronize your changes to the server without having to use the upload/sync
— however you should still perform a final upload once you are completed.
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General Audit Guidelines

Data Management Recommendations

AMERESCO @ ASSET SUSTAINABILITY
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30



Audit Guidelines

This section outlines some general data management best practices for Elements & Actions. Please
refer to the Assessment document for a comprehensive best practices guide

Element Modification & Review
= Verify that Element Last Replacement Years are correct.
= Element Brief Description should be filled in i.e. “Asphalt Shingles.”

= Component Commentary should be included where necessary based on condition or details i.e.
“Shingles are original, have passed their useful life.”

= Verify Overall Condition of all Components based on observed condition.

Action Modification & Review

= Verify that Actions exist in appropriate Action Years based on observed conditions.
= Verify that Action Costs are appropriate based on recommended action.

= Do not include maintenance/operations items i.e. “replace door handle on unit 121”
= Ensure that an Action Brief Description has been entered i.e. “Replace Boiler”.

= Where applicable include a justification or further detail about the action in the Action Commentary
i.e. “we recommend replacing the boiler with an energy efficient model.”

= Ensure that Priority Answers, where applicable, have been selected.

Confidential & Proprietary

What does it mean to not include maintenance/operations items? Are we not creating
‘repair’ actions?
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Adding Elements & Actions

When do | add a new Element?
Create multiple Elements whenever you are dealing with one or more of the following:

Differing Age = Boiler Installed in 1985 vs Boiler Installed in 2012
Differing Condition = Flooring in Poor Condition vs Flooring in Good Condition

Diffaring Tune = Asnhalt Shingle Roofing \/s Flat Roofing
Diftering 'ype wsphalt shingle Xooring Vs Fiat keoring

Generally speaking if the Cost or Lifecycle of any items are different then they must be represented as
their own Elements.

When do | add a new Action?
Create multiple Actions whenever you are dealing with one or more of the following:

Differing Action Type:

Replacement = Full Replacement of the Element

Repair = Partial replacement or major repair of the Element

Install = New install (something that was not previously in the facility)
Study = Cost to perform a study of the selected Element

Remember if you are creating a repair or study action you must add another action to represent the full

replacement value and forecasted year.
Confidential & Proprietary
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Element & Action Consistency

Itis important that your audit report is consistent and accurately reflects the observed conditions. Make
sure that the information entered on the Element is consistent with the action recommendations.

= Ensure that Element’'s Overall Condition matches the recommended action/action year:
+ Good = Element is performing adequately and no work is foreseen in the next 5 years.
« Fair = Element is operational but replacement is required in 3-5 years.
* Poor = Element requires replacement in next 1-2 years
+ Critical = Element is beyond lifecycle or is not functional and should be replaced within 1 year.

= Ensure that Element Replacement Value matches the Replacement Action cost.

= |fa Repair or Study Action is suggested ensure that an end of life Replacement action is also
included.

= Ensure that the Urgency of Action is appropriate based on the Action Year and the selected Element:
+ Low = This Action is not urgent and can be deferred.
+  Medium = This Action is not urgent but should be done within the next 2-5 years
+ High = This Action is of High Urgency and should be done within the next 1-2 years
+ Urgent = This Action should not be deferred and must be done as soon as possible.

Remember to consider the Element when selecting urgency as some items can always be

deferred over others. For example repainting walls should always be a Low priority unless there is
some health & safety concern.

Confidential & Proprietary
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To Contact Ameresco Support for help with AuditPlanner™ during this assessment
phase:

Please call 1-855-5-Team-AP 1-(855) 583-2627

For KDE Audit support hit “5” at any time (you are not told that 5 is an option)
If all of our agents are busy, please leave a message including:

Your Name

Your email address

Telephone Number

School Name

Your question or a description of your issue

Ameresco support hours are from 08:00 EST to 18:00 EST (7:00 CST to 17:00 CST)
Please feel free to leave a message after hours and we will reach out to you as soon
as we are available

Confidential & Proprietary
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