
USER GUIDE

SITE REVIEW



THIS DOCUMENT WILL SHOW HOW TO ACCESS AND USE THE SITE REVIEW



• Click on this link to open the app: Site Review

• This is an application that was designed to be used on mobile devices such as smart phones but it also 
can be open on other devices such as computers for example.

• In order to be able to open and use this application on a mobile device, you will need to have Intune
previously installed on your device. 

• What is Intune? Intune is a cloud-based service that focuses on mobile device management (MDM) and 
mobile application management (MAM). You control how your organization’s devices are used, including 
mobile phones, tablets, and laptops. You can also configure specific policies to control applications.
On personal devices, Intune helps make sure your organization data stays protected, and can isolate 
organization data from personal data.

• How to get Intune? You may download it from the App Store or Google play store, depending on your 
device.

HOW TO ACCESS THE APP?

https://apps.powerapps.com/play/8e892289-78b7-4657-af68-ecaa8d9744df?tenantId=594e7026-5983-4253-9dd8-3da6391f79ca


THE FIRST TIME YOU OPEN THE APP YOU WILL GET THE MAIN SCREEN, THIS SCREEN CONTAINS TWO OPTIONS: 
SURVEY LIST AND POWER BI REPORTING, ADDITIONALLY IT WILL DISPLAY THE USER NAME AND EMAIL AT THE

BOTTOM OF THE SCREEN



SURVEY LIST



ONCE YOU CLICK ON “SURVEY LIST” YOU WILL GET THE SITE REVIEW MAIN SCREEN



YOU WILL FIND DIFFERENT OPTIONS IN THIS SCREEN

This button          will allow you to go back to the 
main screen.
This button          will refresh the data in the data 
section of this screen 

Filter section

Data section, in here you will find all the surveys 
that have been created 

This button will allow you to create a new survey

Search bar, you can search by different criteria such 
as names, employee id, dates



FILTER SECTION

You can filter on five different levels:
President
RD
ED
Location
State

If you need to remove a filter level, you may 
just click on the “X” mark that appears at the 
end of the level.
Note: If the “X” doesn’t appear at the end it 
means that the character line is too big for the 
screen so please scroll to the right and then you 
will find the “X” mark

Once you select the filters 
needed, you will have to click on
the “Filters Reviews” button to 

apply the filter selection, otherwise 
the filters won’t work



FILTER SECTION

This checkbox, if checked, will allow you to see 
all the surveys that are completed

Once the option is checked, only the completed 
surveys will appear and they will show a 
percentage of completion, also if the 
percentage is below 85%, the survey cell will 
show a red background color

You can use all the filters at the same time or 
combine them as well, just remember to click 
on the “Filter Reviews” button to apply the 
upper filters



▪ There are 4 different views with respect to the reviews:

REVIEWS LIST VIEW

Blank review

Incomplete/In Progress review

Complete review



DATA SECTION

This section will show you all the surveys that 
have been created

There are two actions that can be performed 
in this section

If you click in this icon, you will be able to view 
all the survey information or finish an 
incomplete survey

If you click on the gear image, you will be 
able to view a summary of the survey



DATA SECTION

This button will allow you to 
go back to the previous 
screen

This button will allow you to 
stop editing an existing 
survey.
This option will only be 
available for surveys that 
have been started, it won’t 
appear in blank surveys

This button will allow you to 
go to the next section of the 
survey

This button will allow you to 
go back to the previous 
section of the survey, if this 
is the first section then it 
will get you to the Survey 
Main screen

Once you are done editing, 
regardless of the section 
you just edited, you will 
need to go to the last 
section and click on the 
“Save and Submit” button

If you click in this icon, you will be able to view 
all the survey information and continue it in 
case it’s incomplete



DATA SECTION

If you click on the gear image, you will be able 
to view a summary of the survey

This button will allow you to 
go back to the previous 
screen

Here you will have the 
option to delete the current 
survey

This section will display the 
score of the review, it will 
display information only on 
completed reviews

This button will allow you to 
see any pictures attached to 
the review, it may have from 
none up to 10 pictures

In this section you will be 
able to send a PDF file 
containing all the review 
information through email.
Just select a user from the 
drop down list and click on 
“Send .PDF by Email” button

In case you could not find a 
specific person on the list or 
you need to send it to a 
specific mailbox you can 
type in the information 
directly in this box
NOTE: This will only validate 
the email format, not if the 
email address does exist



CREATE NEW SURVEY

After clicking on the “Create New Survey” 
button, you will get a form with several 
sections that you will need to fill out 

All fields are required, they all 
consist in drop down lists, you 
need to fill them all to be able 
to move to the next section 

For the “Date of Review” field, 
it will only take from the 
present date to past dates, if 
you select a future date it will 
default the controller to 
“12/31/2001” so you will need 
to enter a correct date in 
order to go to the next section

Once you are done with this 
initial section and all the fields 
are selected, you may click on 
the “Next Section” button

In the second section you will 
need to manually fill out the 
“Staff” and “Supported” fields

After that you will have the 
questions drop down lists

IMPORTANT NOTE: There are 
30 questions and all of them 
must be selected between 
“YES”, “NO” and for very few 
you will have an “NA” option 
as well



CREATE NEW SURVEY

Please remember that you 
need to select an option for 
each question of the current 
section, otherwise you won’t 
be able to move to the next 
section

If you select “No” in any 
question, a text box will 
appear where you will be 
asked to enter the reason for 
it, this is a required field as 
well

In addition to the textbox 
another dropdown field 
named “Resolved?” will 
appear as well and it will be 
set as “No” by default

Once you are done with the 30 questions, 
you will get the final section

In this section you can add notes in the 
“Additional Notes” textbox field and also
you can upload up to 10 pictures in the 
picture attachments section

Once you are done you can click on “Save 
and Submit” and then your survey will be 
completed

IMPORTANT NOTE: If you are not able to 
complete the survey you may close it or 
return to the main screen, then search for 
it and when it opens, you will see that all 
the responses up to the previous section 
you were working before interrupting the 
survey will be saved, however, the site 
review will not be considered complete 
until all sections are completed

At the bottom of the form there is a final 
section where you can upload different 
kinds of file attachments such as .doc, txt, 
PDF, etc.



• At the first of each month, there will be an automated process that will create a blank survey for all 
locations.

• In order to get them you may just use the filtering feature and check the surveys form that location.

• It will be the latest one in the location.

• Remember that to easily spot a blank survey it will be white and won’t have any number, yellow/red 
color or “score”.

BLANK SURVEY PROCESS


