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Tertius Introduction

Tertius is a marketplace platform in which DOB customers (project owners) connect with
and invite Third-Party Inspection Agencies (TPIA) to work on their projects. Through Tertius,
customers schedule inspections on open permits. Permits can be closed once all
inspections are completed, filed by the TPIA, and approved by DOB. Tertius also provides a
one-stop-shop for uploading reports and documentation, where they are accessible for
review by all stakeholders.

Log In and Register

Register for Tertius

DOB must invite Third-Party Agencies to use Tertius. Contact DOB via email at dob@dc.gov
for more information on how to register for Tertius. Upon registration, use the email address
where you received the invitation.

Requirements

Select a password for your account. It must comply with the following:

At least 8 character(s)

At least T number(s)

Atleast 1 symbol(s)

Atleast 1 lowercase letter(s)

At least 1 uppercase letter(s)

Does not contain part of username

Does not contain the first name used for registration
Does not contain the last name used for registration

Steps
Step 1: Login to Access DC
To register with Access DC:

Select the Register button on the Tertius homepage.

Select the Register with Access DC button.

Choose the sign-up option.

Enter the email address where you received the invitation to register for Tertius,
password, first name, last name, and mobile phone number.

5. Receive the verification email and verify your email address as directed. Remember
to check your spam folders. If you do not receive a verification email, please contact
DOB via email at dob@dc.gov .

el N

If you are a registered Access DC user: Follow the link provided in the Tertius invitation:
tertius.dcra.dc.gov. Once in Tertius select Login at the top right corner of the screen. You wiill
be navigated to the Access DC home screen. Login as usual.
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Step 2: Access Tertius

After verifying your email address in Access DC, you will be redirected to your Tertius
account.

Reset Password
If you forget or need to change your password, visit Access DC and select the “Need help

signing in2" option. Next, select Forgot Password? Then, enter your Access DC email address
as directed.

Log In To Tertius

Requirements

If you don't have one yet, follow the steps in this section:
e Reqister for Tertius

Steps
Follow these steps to log in to Tertius:

1. Visit tertius.dcra.dc.gov.

2. Selectlogin at top right.

3. Signin with your Access DC account.

4. You will be navigated to the Dashboard.

Get to Know Your Dashboard

Requirements

e LogIn to Tertius

Steps

Following login, you will be navigated to the Dashboard, where you will find the latest
information on your projects.

Navigate from the Dashboard:

e Menu: The main menu is at left. Here, access the Dashboard, projects, messages,
payments, and user profile.

e Received Requests: Requests received from clients.

e Scheduled Inspections: Here, find upcoming or scheduled inspections.
Reports: Reports of your inspections.
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Manage Projects

Find projects for which a client reached out to you by sending a request for proposal or a
request for a fixed price project. My Projects is organized by tab:

e Opportunities

Find projects requested by a client. These include requests for proposals that you
haven't answered, proposals sent but the client hasn't accepted it, and requests for
fixed price projects.

e Confirmed

Find projects confirmed by the client under the Confirmed tab. These include projects
with proposals the client accepted or you created a fixed price. Select the View and
Manage button of a project to schedule an Inspection, open the report, or create an
invoice.

e Completed

Find finished projects under the Completed tab. View more information by selecting
the Details button.

The staricon next to a project means that it is a special inspection project.

B Opportunities Confirmed
Dashboard ——
BB Projects | Search By - ‘ |
@ Messaging
B Messaging PROJEC i - seme o -
3 Payments
4806 SHERIFF
[ 0836 Best Jan 25,2022 - Jan 31 - e
D Agency Profile [@ 10836 Camaany B1903929 ] 3, RD
- : - 2022 f z
NE REP: A day ago
E‘D} User Guide
Beas o . 4806 SHERIFF
[ 10450 Company B1903929 Jan 22,2022 - Jan 26 s
Proposal Sent 2022 NE
400 North
Best .
: AI300032  Dec 20, 2021 - Dec 22, Capitol .
8244 ec 20, 2021 - Dec 22, Vi
Sompay BIODOBI® 207 o ew

NwW
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Cancel an Inspection Event

Regular Inspections

Third-party agencies may cancel a project BEFORE an inspection is scheduled. Users must have
the “Manage Projects” permission to do this.

1. Go to the Project Details page.

2. Find the inspection that you would like fo cancel under Inspections.
Click on the trashcan icon at the beginning of the row.
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Manage Requests

Requirements

o Getto Know Your Dashboard
e Send a Message

Steps

Expect to receive email noftifications for new requests. Find client requests on the Dashboard
under Received Requests. Open a client request and see the project number, permits,
customer and whether the request is for a proposal or a cost per inspection (available only
for regular inspections) project. Select the Project Details button to view the request main
page.

Answer a Request for Proposal

1. Select See Request.

2. Find detailed information from the client in the request for proposal. The star icon next

to the project number means it is a special inspection project. Find 3 buttons on the
top of the page:

Opportunities » Project number 5949

PROJECT NUMBER 5949

WE HAVE A POTENTIAL CUSTOMER FOR YOU

Check the details of this opportunity below

| E Message the Customer Create a Proposal Reject Project
Ifyou need further details i like the proje f you are unable to meet the customer's needs

© ADDRESS & CUSTOMER
736 John Doe
ST
SW

a. Message the Customer: Send a message to the customer if interested in the
project, but need more information or clarification. Tertius will send the
customer an email, notifying them of the message.

b. Create a Proposal: Create a proposal if you have all the necessary information
and would like to bid on the project.

c. Reject Project: Reject the request if unable to meet the client’s needs.
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Answer a Cost Per Inspection Project Request

1. Select See Request.
2. Review the detailed information from the client. See 2 buttons at the top of the page:

Schedule and Accept: Accept the project and schedule the necessary inspection(s)
if intferested in the project. Tertius requires agencies to respond to a request within 72
hours of receiving the request.

Opportunities 3 Praject number G075

PROJECT NUMBER 6075

WE HAVE A POTENTIAL FIXED PRICE PROJECT FOR YOU

Time left to accept and schedule an inspection: 55:59

© ADDRESS & CUSTOMER
122G ohn Doe
sT
SW

Opportunities > Projsct number 5980 3 Fixed Proposal

PROJECT NUMBER 5980

SCHEDULE INSPECTION

Choose the permit and inspection types, then enter the date and time when the inspection is to occur. If needed, the

name of the individual inspector can be ck 2r on the inspection report page.

MECHANICAL M1902702

[ HECHANIEAL ENERGV FIVAL X | [ MECAANICAL INDERSGROUND & 58 X | [ HECHANIGAL RBUGH ¥ ]

Select an Inspection Type

Mechanical Energy Final, Mechanical Undersground & Slab, Mechanical Rough-In

Date Time From Time To

|'\Oﬂ',“707' X | iF<CO<m’\- l'\OOQam- I

Inspector

| Baob The Builder

TOTAL INSPECTIONS

MECHANICAL Permit 3 $12.00 $39.00

Total $39.00

Cancel ‘ Schedule and accept

Reject Request: Select Reject if you are not interested in the project. The client will be
notified.
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Create a Proposal

Regular Inspections

To create a proposal:

1. Find pending requests:

Answer

RES: 7 days g

a. Under Projects, select M,m,d ROJECTS
the Opportunities tab, 1 it -
select the project, p—— S e R
and select Answer. € Payments
D Agency Profile i P N WHERE \ ACTION

. .
b. Or, in the Received

Requests section on RECEIVED REQUESTS
the dashboard,

Project Number

select the project e

and select Answer. Permits
M1902702
Customer
John Doe

TIME LEFT: 58:45

See all project opportunities

8
=
a
]
2
i

Hi Jan Agency,

c. Or, open the notification
email for the proposal and

select Project Details.

Tertius Team

@ &

® ia

Project Number
2853

Permits
E1905242

Customer
John Doe

Indigo Harmon sent you a request for proposal. Increase your chance of
getting booked by responding promptly.

If you have any problems or questions please email us at: tertius.dcra@dc.gov

Tertius | Washington

Proposal

Tertius User Guide | For Third-Party Agencies
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2. Once you have found proposals, select the Create a Proposal button.

3. Add your terms and conditions.

TERMS AND CONDITIONS

Add your agency specific terms and conditions

0/10000

PROPOSED SERVICE

Describe how you are planning to carry out the project as much in detail as possible.

0/1000

4. Describe how you will carry out the project in as much detail as possible.

a. Provide the anticipated visits necessary for each permit in the project.
b. Choose which payment arrangement you would like to offer for the project.

i.  Multiple Inspections Payment: The client pays for inspections in groups
or by phase as agreed upon with the third-party agency. This is
recommended for long-range projects requiring several inspections. It
provides the flexibility to offer special, long-term payment terms. The
agency creates a payment request and attach their own invoice to it.

i. Single Inspections Payment: The third-party agency requests payment
after each inspection event. This is recommended for projects requiring
fewer inspections.

ANTICIPATED NUMBER OF VISITS

How many visits do you anticipate per permit based on the project description

B2101808 4~

PAYMENT ARRANGEMENT

Which payment arrangement do you prefer for this project?

® Mu\t\ple Jnspectlons Payment Q Single \nspect\on Payment
ice and pa ient is requested on a regular basis Payment equested aftes ch inspe n event.

ESTIMATED BUDGET

Add your esti price for the whole project.

$230

Add details about your pricing policy

blandit mi, nec cursus ni
stas tortor. Donec sapi:

gue porta rfma‘ id
vitae, mollis dapibus justo.
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c. Add an estimated budget for the whole project. This estimated budget will
appear on the project detail page and both you and the client can track how
much has been invoiced and how much of the budget remains.

Describe the specific pricing policy that you can offer for this project.

e. You can also upload any documents you think would be useful for the client.

o

ATTACHMENTS

@ Upload your terms and conditions, proposed services, the whole proposal document or any other document you think might

be useful for the client.

Drop files here or browse
Pdf or Image files. Max size SMB.

Please contact us if you have any questions or need more information. Otherwise, you may accept our proposal
and finalize booking your inspection.
Thank you for your business.

Cancel Send Proposal

5. Select Send Proposal when complete.

Special Inspections

To create a proposal:
1. Find pending requests:

a. Under Projects, select the Opportunities tab, select the project, and select
Answer. Special Inspection projects have a staricon on the left of the project

Jan Agency @ TERTIUS E? -
4%
Dashboard ROJ ECTS
8 Projects
Opportunities  Confirmed  Completad
(8 Messaging
& Payments I
I Agency Profil
R T PROJECT CUSTOMER WHEN WHERE \ ACTION
_ Answer
2853 John Doe Sep 3, 2021 - Sep 5, 2021 ST
SE 7 days age
" 0001 DUPONT
2053 [J,:F:;m: Aug 6, 2021 - Aug 20,2021 CIR
NW

b. Or, in the Received Requests section on the dashboard, select the project and
select Answer...
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& You have completed your profile.

RECEIVED REQUESTS

Project Number

5980

Permits
M1902702

Customer
John Doe

TIME LEFT: 58:45

Project Number
2853

Permits
E1905242

Proposal

8
=
i
®
=
'™

Customer
John Doe

See all project opportunities

c. Or, open the notification email for the proposal and select Project Details.

Hi Jan Agency,

Indigo Harmon sent you a request for proposal. Increase your chance of
getting booked by responding promptly.

Project Details

Tertius Team
o
@ B ® ia
Ul
If you have any problems or questions please email us at: tertius.dcra@dc.gov

Tertius | Washington

2. Select the Create a Proposal button.

3. Provide details about Budget and Payment.

a. Add your estimated price for the whole project. This estimated budget will
appear on the project detail page and both you and the client can tfrack how
much has been invoiced and how much of the budget remains.

b. Describe your pricing policy for this project.

i. Special Inspection projects are available with a Multiple Inspections
Payment arrangement. In this arrangement the client pays for
inspections in groups or by phase as agreed upon with the agency. The
agency creates a payment request and attach their own invoice to it.
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_-Jan Agency ﬁ TERTIUS dn o

k 4\

Dashboard

@ Projects

BUDGET AND PAYMENT

Add your estimated price for the whole project.

2 Messaging

ﬁ Payments Add details about your pricing policy

D Agency Profile

B‘; User Guide

01000
Payment arrangement

Multiple Inspections Payment

Inspection events are added to an invoice and payment is requested on a regular basis agreed upon between client and agency

4. Aftach your detailed proposal and any other supporting documentation you might

Jan Agency i3 TERTIUS C'? o

JU INSPecuon events are a00ea 1o an INVOICe ana payment IS requestea on a reguiar basis agreed UPon DETWEeen CIIENT and agency
;| Dashboard
ATTACHMENTS
A Projects

@ Upload your proposal and supporting documentation. (Optional)
2 Messaging
ﬁ Payments
@D Agency Profile ﬁ Drop files here or browse

Pdf or Image files. Max size SMB.

I_—P‘; User Guide

Please contact us if you have any questions or need more information. Otherwise, you may
accept our proposal and finalize booking your inspection.
Thank you for your business.

Cancel Send Proposal

Settings

Accept a Cost Per Inspection Project Request

1. Find pending requests:

a. Inthe Projects
section, PROJECTS
select the ERRER s S G
Opportunities
tab and

Selec‘l’ AnSWer PROJECT CUSTOMER WHEN WHERE ACTION

next to the 41514th

SeIeCTed 2853 John Doe Sep 32,2021 - Sep 5,2021 ST
SE RF P13 days 290

project or
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b. Go to your Received Requests section from the dashboard, select Answer next
to the selected project or

[ Dashboard @ You have completed your profile.

RECEIVED REQUESTS

] .
i AgencyProfi Project Number ~g Project Number g
6075 % 2853 a
=
Permits X Permits a
B1207315 e E1905242
Customer Customer
John Doe John Doe

TIME LEFT: 5712
See all project opportunities

c. Open the notification email about the project request and select Project
Deftails.

Jan Agency,

Indigo Harmon has requested a Fixed price project from you at 122 G ST,
SW for permit(s) B1907315. Click the button below to see project details.
You have one hour to accept the offer and schedule the first inspection
event.

Project Details

Tertius Team
If you have any problems or questions please email us at: tertius.dcra@dc.gov

Tertius | Washington

2. Review details and select Accept and Schedule to accept this project.
a. Next, you will be able to schedule an inspection.
b. Reject request if you cannot take the project: complete this step as a courtesy
to the client, so that they can look for another third-party agency immediately.

3. You will be directed to the scheduling page after selecting Accept and Schedule:
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a. Select the permit. Select one or more permits.

Opportunities > Project number 5980 > Fixed Proposal

PROJECT NUMBER 5980

SCHEDULE INSPECTION

Choase the permit and inspection types, then enter the date and time when the inspection is to accur
name of the individual inspector can be changed later on the inspection report page

MECHANICAL M1902702

(Fecrancal eerRey FvAL X ) [(FECTANICAL URBERSGROUND & 5L X | [HEChANTCA RouGn X

Selact an Inspaction Type

f needed, the

l Mechanical Energy Final, Mechanical Undersground & Slab, Mechanical Rough-in

Date Time From Time To

|‘0fﬂ/}071 x ] [SCO.-H'\- ‘ IWQ 00am~

Inspector

| Bob The Builder

TOTAL INSPECTIONS

MECHANICAL Permit 3 $12.00

$39.00

Total

$39.00

cancel ‘ Schedule and accept

b. Select inspection types. Check the inspection types. Verify the status of each
inspection type. Select inspection types with an Open stafus.

£ TERTIUS

SC

Che
the

|

<]

0O 0O 0O 0 o0 o o0 oo o

Energy Footing & Foundation Insulation

rergy Primary Air Barrier

re Rated Assembly

Water Resistive Barrier

Footing

Foundation

c. Enter the date and time for the inspection.

Tertius User Guide | For Third-Party Agencies
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d. Select the inspector. Change the inspector name as needed on the
inspection report page.
Select Schedule and Accept to finalize project acceptance.

ACCESSIBILITY X

Select an Inspection Type

l Accessibility

Date Time From Time To

|10/12/2021 X \ | 8:00am~ | 2:00am- I

Inspector

[ Bob The Builder

TOTAL INSPECTIONS

BUILDING Permit 1 $14.00 $14.00

Total $14.00

Cancel Schedule and accept

Send a Message

Chat with any client with whom you have a relationship. Find previous conversations under
Messaging. Locate prior conversations using the Search Messages field.

Inbox

Find contacts for any project under Inbox. To start a conversation, select the contact card
and type in the chat box. Check Include an Admin to copy DOB on the conversation. To
move a conversation from the Inbox to Archived, select Archive This Conversation.

Archived

Find your archived conversations under Archived. Select a contact card to view the
conversation and the Restore This Conversation link to move it back to the Inbox.
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Manage Inspections

Requirements

o Getto Know Your Dashboard
e Manage Requests
e Send a Message

Add Supplemental Documents for Regulatory Code Inspection

Projects
With the “Manage Projects” permission, users can upload and submit documents for DOB on the
project details page.

1. Select the permit of the project that the document is needed for.

2. Select the document type (Notice of Intent, Abatement Letter, Conditional
Recommendation Letter, Certificate of Occupancy Certification, Other).

3. Upload the document, then click “Save and Request DOB Approval.”

Upload the Special Inspections Meeting Minutes

1. Go to Projects, select the Confirmed tab, find the selected project and select the
View and Manage button. Tertius displays the project detail page. Special
Inspections Projects have a star icon next to the project number.

Jan Agency . TERTIUS (P oo
Dashboard pROJ ECTS
B Projects
Confirmed
2 Messaging
@ Payments
€D Agency Profile \
OMEF \CTION
637G
5980 John Doe Oct 1, 2021 - Oct 3, 2021 ST View and Manage
SW
73G
5949 John Doe Oct 1, 2021 - Oct 3, 2021 ST View and Manage

SwW

2. Go to Upload SI Document.
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Jan Agency TERTIUS ®

S| DOCUMENTS

Dashboard

Choose one or more permits from the project and upload the special inspections meeting minutes or other documents

Projects : ] _
3 posas that belong to them. Save and Request DCRA approval. Once DCRA has approved the meeting minutes, the project can
2 Messaging only be cancelled by DCRA.
£ Payments
0D Agency Profile

Permit:
[ User Guide i
- Select- .

Drop files here or browse
Pdf or Image files
Save and Request DCRA Approval

3. Select the permit or permits that the document you'd like to upload apply for.
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4. Upload your document. Please combine all the documentation into one pdf if

possible.

Click Save and Request DOB Approval when you're done.

You'll get an email notification about DOB's decision.

7. After the meeting minutes have been accepted by DOB and the permit has been
issued you can schedule the first inspection.

o o

Accept/Reject New Permits on an Existing Project

Clients can request new inspections to be added to an already existing project. The new
permits have to be at the same address as the project.

1. Find the client’'s request:

a. You get an email noftification with the client’s request. Click on the Project
Details button in the email OR

i TERTIUS

Jan Agency,

Best Company requested to add B104126 to Project 11001. Click the
button below to approve or decline the request.

Project Details

Tertius Team

@ & ®

If you have any problems or questions please email us at: tertius.dcra@dc.gov

Tertius | Washington

Tertius User Guide | For Third-Party Agencies Page 20



b. Open Project Details on the project page.

“ TERTIUS

Confirmed Projects > Project number 11001

PROJECT NUMBER 11001
s o

PROJECT DETAILS

TOTAL INSPECTIONS

3
$0.00
$1,000.00

Remaining

$1,000.00

SITE CONTACT PROJECT TIMELINE

PAYMENT ARRANGEMENT

Multiple Inspections Payment

PROPOSAL

PAYMENT METHOD
Credit Card

2. Click on Accept or Reject button.

_Jan Agency i TERTIUS
&) Dashboard

B1007125
(3 Projects
2 Messaging

Inspection types (26
5 Payments B Vpes (26)
€D Agency Profile

B104126

Inspection types (22)

PENDING
[ UserGuide

PROJECT DESCRIPTION
Test

fa 0

This permit includes:

INTERIOR RENOVATION TO 5TH FLOOR "GREEN ROOM" MEP AND
LIFE SAFETY. "FOX NEWS CHANNEL".

This permit includes

Renovation to office space on the 2nd floor per plans

TERMS AND CONDITIONS OF THE PROPOSED PROJECT

Test

PROPOSED SERVICE
Test

Settings

Tertius User Guide | For Third-Party Agencies
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3. The status you have chosen appears under the permit number and the client gets an
email noftification about your decision.

TERTIUS

Hi John,

Jan Agency accepted your request for permit B106345 to be added to
project 11001.

Project Details

Tertius Team

@& ® ia

If you have any problems or questions please email us at: tertius.dcra@dc.gov

Tertius | Washington

Schedule Inspections
Scheduling inspections requires the “Schedule Inspections” permission and is
only possible on permits that have been issued. Contact your customers about

their needs first, then:
1. Go to Projects, select the Confirmed tab, find the selected project, and select the

View and Manage button. Tertius displays the project detail page. Special
Inspections projects have a star icon next to the project number.

DashboarV pROJ ECTS
EH Projects
Opportunities  Confirmed Completed
@ Messaging
[@ Payments ’
D Agency Profile \
PROJECT CUSTOMER WHEN WHERE ACTION
637G
5980 John Doe Oct 1, 2021 - Oct 3, 2021 ST View and Manage
SW
73G
SW
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2. Go to Schedule Inspection.

BUILDING B2101808

[ACCESSIB\LIT\(X J [ BACKFILL X ] [ ENERGY FINAL X ]

Select an Inspection Type

I Accessibility, Backfill, Energy Final v

Date Time From Time To

|1om/2021 X J [8;00amv ] [9:00am- ]

Inspector

[Sally Inspects v

Add Inspection

a. Select one or more permits.

b. Select inspection types. Check the selected inspection. Verify the status of
each inspection type next to it.

c. Enter the date and time for the inspection.

d. Select the inspector. Change the inspector name as needed on the
inspection report page.

e. Select the PIC/MCP. You can change the inspector name as
needed on the report page until the PIC/MCP submits the report for
issuance to the client and DOB.

3. Select Add Inspection to save the scheduled inspection.

Adjust the Inspection Schedule

Modifying an inspection event requires the “See Any Reports”, “Assign a New PIC/MCP”, “Modify
Date and Time"”, and “Assign a New Inspector” permissions. To change the time and assigned
inspector or PIC/MCP:
1. Go to Projects, select the Confirmed tab, select the View and Manage button for the
relevant project.
2. Select the Open Report Button. Adjust any of the following:
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INSPECTIONS

Oct 1, 2021 - Oct 3, 2021
DATE TIME PAY STATUS REPORT PAYMENT

@ Oct 11, 2021 8:00am - 9:00am $0.00 Scheduled Open Report
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a. Date and time: select Edit, make adjustments and select Save.

b. Inspector: select Edit, select the field containing the inspector's name.
Choose a new inspector from the dropdown list and select Save.

c. PIC/MCP: select Edit, select the field containing the PIC/MCP’s name.
Choose a new PIC/MCP from the dropdown list and select Save.

Please note: Up until the assigned inspector checks in, the date and time of the event can be
changed by the assigned inspector/MCP/PIC/agency user with the permission level of “See
Any Reports” and “Modify Date and Time". Additionally, the assigned inspector and MCP/PIC
can also be changed by users with the appropriate permissions. Inspector changes can take
place until the assigned inspector checks in, while PIC/MCP changes can take place until the
PIC/MCP submits the report for issuance (single-inspection payment) or submits to the client
and DOB (multiple-inspections payment).

Perform an Inspection and Fill Out Report as Inspector

This requires an inspector/PIC/MCP profile and being assigned as the inspector for a given
inspection event.

1.
2.

Go to Inspections and select the Scheduled Inspections tab.

Find the event you need to inspect. You may search by address, permit number,

inspector, PIC/MCP, client, and event number. Select the date or period, and

select the agency (available for users who belong to multiple agencies).

Click on the event number at the beginning or the view icon at the end of the row

Accept the disclaimer and check in to the event. Only the assigned inspector may check

into the event. Once you've checked in, the status of the event changes from

“Scheduled” to “In Progress.”

Optional: Take notes at the inspection field notes. This field can be edited later by the

inspector and the PIC/MCP during quality assurance.

Check if all the on site documents are available at the site.

a) Select "yes" if they are and continue the inspection.

b) Select “no” if any of the documents are missing. The result of all the inspection types in
the event will automatically set to “Third-Party Failed”, and the relevant code section
and reasoning is added. You cannot continue the inspection at this point, so click on
“Submit for PIC Review.”

If all on site documents are available, open the permit you'd like to start your

inspection with by clicking on the permit number.

Select the inspection type you would like to start your inspection with. The DC Code

section and required actions listed can help you while performing the inspection.

Select the result of the inspection type:

o Third-Party Approved: inspector may leave note if necessary.

o Third-Party Partial Approval: inspector may leave note if necessary.

o Third-Party Partial Failed: in this case, you must select the relevant DC Code section
pertaining to the violation. Once it is selected, a predefined reasoning appears in
the Note section; the inspector may edit this note or provide additional comments.

o Cancelled: inspector may leave note if necessary.

10. Save the result and notes at each inspection type. You may edit them until you

submit the report for PIC/MCP review.
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11. Check out when you've finished your inspection. Please report to DOB if you witnhess
any unsafe conditions at the site.

12. After you have added all the necessary information to the report, please click on
“Submit for PIC Review.” Agencies must submit the inspection reports to the client
and DOB within the timeframe specified in the Third-Party Program Procedure
Manual.

Review an Event Report as a PIC/MCP

Assigned PICs and MCPs are responsible for the quality assurance process of reviewing
inspection reports submitted by inspectors; PICs and MCPs receive email nofification when there
is a report ready for their review.

1. Click on the link of the report in the email nofification, or go to the Inspections
section and select the Event in QA tab. There, you may find the event you need
to review using address, permit number, inspector, PIC/MCP, client name, and
event number.

2. Once you open the permit, select the inspection type that you would like to start

your review with.

Edit the notes and/or change the inspection results when you feel necessary.
Click on Submit for Issuance (single-inspection payment method) or Submit to
Client and DOB (multiple inspection payment method) when you have finished
your review. Agencies must submit the inspection reports to the client and DOB
within the timeframe established in the Third-Party Program Procedure Manual.

>

Create Payment Request - Single Inspection Payment

1. Users who have the “Manage Payment Inspection Requests for Single Inspection
Payments” permission must Go to Inspection and select the Ready for Issuance
tab.

2. Find the event and go to the Payment section of the report.

3. Add the price of the inspection (proposal-based projects) or check the
calculated price and adjust as necessary (cost per inspection projects).

5. Click on “Submit to Client and DOB.” Agencies must submit the inspection reports
to the client and DOB within the timeframe established in the Third-Party Program
Procedure Manual.

Create Payment Request — Multiple Inspections Payment

1. Go to Projects and select the Confirmed tab. Find the project and select the View and
Manage button.

2. From the project detail page, go to Inspections and click on Create Payment Request.
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PAYMENT REQUESTS

The table shows the requests belonging to this project.

INSPECTIONS

Jan 12, 2022 - Jan 29, 2022

3. Add your Invoice Details. All fields are required.

o The amount you request in your invoice

o Invoice Date: the date when your invoice is created

o Payment Due Date: the latest a payment can be made on an invoice or debt
before it's considered overdue.

o Invoice number: the number of the invoice generated in your own invoicing
system. This number will appear in your Payments menu.
Upload your invoice generated in your own invoicing system.

o Scope of Payment Request: add any information that can help you identify
the invoice.

Dashboard

S|

Invoice Details

B\ Projects
= Amount Requested
(D Messaging
[ $100
& Payments
Invoice Date Payment Due Date
@D Agency Profile -
‘ 01/26/2022 X 02/26/2022 X
[m User Guide

Invoice Number

‘ Agency-1234

op files he r browse
Pt or Image files, Max size SMB.

Scope of Payment Request
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4. Inspection events in the Payment Request: all inspection events that are marked as

complete are selected by default.
o Select the period in which the inspection events happened for which you
would like to request the payment.

i TERTIUS e

T

Scope of Payment Request

Select the period to invoice

-y

January 2022 February 2022
2:00pm Open Report
il B Oprr Open Report
2 5 7l 8 [: 3| Wl
9 10 N © 4 s B4 B 7o' B
iel fm) e e 20| (21 (2 20 ‘¢ 2o o3| (24 28| 26
3| 24 95 28 27 28 TOTAL
30 3
Client Pays $100.00
Service Fee $10.00
Inspections 2/2

o Uncheck the inspection events that you would like to exclude from the
payment request.

| TERTIUS P ...

Scope of Payment Request

Select the period to invoice

Jan 23, 2022 —» Jan 29, 2022

Jan 26, 2022 Open Report

Jan 26, 2022 Open Report

TOTAL
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5. Click on Request Payment. Confirm your request.

You are about to send

PAYMENT REQUEST 11001

to

BEST COMPANY

Cancel Send Request

Request Permit Complete

When you have performed all of the inspections necessary for a permit you can request
DOB mark that permit as complete. Once all permits in a project are completed, and alll
payment requests have been cleared the project is automatically closed.

1. Open Project Details on the project page.

i TERTIUS

Confirmed Projects > Project number 11001

PROJECT NUMBER 11001
ADDRESS CUSTOMER
fo North Capitol Best Company
NwW

PROJECT DETAILS

TOTAL INSPECTIONS

Number of scheduled inspections 3
Budget used $0.00
Estimated budget $1,000.00
Remaining $1 ,000.00

P o

SITE CONTACT PROJECT TIMELINE

Test Long-term
12346787654 2022 - Feb 5, 2022
test@email.com

PAYMENT ARRANGEMENT

P P ions Pay it
Inspection events are added to an invoice and payment is requested on a
regular basis agreed upon between client and agency

PROPOSAL

PAYMENT METHOD
Credit Card
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2. Select Permit Complete button under your chosen permit.

1, . o N N I

NW a |"‘:1.~u)r‘",\r com

Dashboard

8 Projects PROJECT DETAILS ~
B Messaging
N SELECTED PERMITS
5 Payments
@ Agency Profile B1003018 This permit includes:
[ User Guide " - REVISE BUILDING PERMIT BI000819 TO SHOW CHANGE MADE TO
= PLUMBING/ELECTRICAL DUE TO SITE CONDITION WHERE GRAVITY €
More
Inspection types (26) v
B1005265 This permit includes:
n REMOVE TWO (20 EXISTING ANTENNAS ON ROOF AND INSTALL TWO
ermi Eomplate (2) REPLACEMENT ANTENNAS ON ROOF TOP AS SHOWN ON THE ATT
More
Inspection types (26) v

3. If DOB approves your request and marks the permit as complete you will get an
email notification and the permit will be marked as complete.

I B1007125 This permit includes:
[ Dashboard e INTERIOR RENOVATION TO STH FLOOR "GREEN ROOM® MEP AND
Rermiit Complese LIFE SAFETY. "FOX NEWS CHANNEL'
Fd Projects
Inspection types (26) v
[ Messaging
B1003018 This permit includes
) Agency Profile PERMIT COMPLETED REVISE BUILDING PERMIT BI000&1S TO SHOW CHANGE MADE TO
PLUMBING/ELECTRICAL DUE TO SITE CONDITION WHERE GRAVITY C
[ User Guide Inspection types (26) v Mare.

B104126 [[EEaEE This permit includes;

Renovation to office space on the 2nd fioor per plans

Inspection types (22) v
B106345 [EEEaE] This permit includes:

RENOVATION TO OFFICE SPACE/ RADIO STUDIOS ON THE 5TH
Inspection types (22) o FLOOR

Inspector Check-Ins and Check-Outs

Inspectors are required to check in to Tertius at the start of their inspection event and check
out at the end. Every inspector is required to allow geolocation on the device they are using
for check-in/out.

Requirements:

e Inspectors must have their correct cell phone numbers and email addresses saved.

e Inspectors must enable location services.
Enabling location services in browsers helps websites serve more relevant results using
general geographical positions. Inspectors need to enable location services to submit
their geographical location along with their check-in.
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Follow these tutorials to enable location services in different browsers:

Computers:
o Google Chrome
e Safari
e Morzilla Firefox
e Microsoft Edge

Phones and tablets:

e Google Chrome on Android Phone or Tablet
e Google Chrome on iPhone oriPad
e [Phone oriPad (any app. including Safari)

Agency Steps:

e Go to your Agency profile.
e Select the staff tab.
Add the current phone number and email address for each of your inspectors.

Edit Your Agency Profile
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https://www.lifewire.com/denying-access-to-your-location-4027789#google-chrome
https://www.lifewire.com/denying-access-to-your-location-4027789#safari-for-macs
https://www.lifewire.com/denying-access-to-your-location-4027789#mozilla-firefox
https://www.lifewire.com/denying-access-to-your-location-4027789#microsoft-edge
https://support.google.com/chrome/answer/142065?hl=en&co=GENIE.Platform%3DAndroid&oco=0
https://support.google.com/chrome/answer/142065?hl=en&co=GENIE.Platform%3DiOS&oco=0
https://support.apple.com/en-us/HT207092

Requirements

Only users with the permission “Manage Agency and Users” may edit the general agency
profile. If a user belongs to multiple agencies, they can only have this permission at one of these
agencies.

Steps

To edit your profile, complete the fields on each tab under Agency and Users. This menu
item is only visible for users who have the “Manage Agency and Users” permission.

Profile

Profile picture: Upload your agency logo or a picture that will appear on your profile. Images
should be square in size, and a maximum of 2048 pixels in height and width to prevent your
picture from being resized or distorted.

Services: List the services you offer.

Pricing policy: Provide a short description of your general pricing policy. Please do not
specify rates here, as rates will be determined for each project in their individual proposals.

Availability

General availability: Add your working hours by selecting days and fimes.

Unavailable periods: Set days or periods when you are unavailable, such as planned closures
that may occur. This information will appear on your profile one week prior to and during
your unavailable period.

Agency Details
Public details: Details available for clients and potential clients to see.

Office contact: Only necessary for DOB approval; this information does not appear publicly
on your profile.

Quality assurance plan: Upload your quality assurance plan in PDF format.

Conflict of interest affidavit: Upload your notarized and sworn Conflict of Interest Affidavit in
PDF format.

Insurance policy: Please upload a copy of your insurance policy in PDF formart.

Qualifications

Agency qualifications: Please add the disciplines your third-party agency can provide inspection
services on based on staff qualifications.

Users: All agency users are listed under this tab. Users with the permission level of “Manage
Agency and Users” can invite new users and have access to edit the roles and permissions of alll
agency users. Only user account owners may edit their own personal details: name, email
address, and phone number.
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Basic Concepts

There are no predefined roles; permissions can be freely customized for each user. There
are recommendations for the roles which have been identified during interviews with third-
party agencies (Administrator, Accounting, Inspector, PIC/MCP), but the permissions of
these roles are fully customizable.

Inspectors

Agency staff members with the position of “Inspector”. They perform inspections at the
construction site, check in at the site, check the presence of onsite documents, and fill out
the inspection report.

Professional in Charge/Master Code Professional (PIC/MCP)

All PICs/MCPs are supervisors responsible for quality assurance who automatically have the
same permissions that inspectors do, in addition to being able to review results and notes
created by the inspector, edit inspection type results and notes as necessary, and
ultimately submit the report to DOB.

Manage Agency and Users

Administrators can access the “"Agency and Users” section to invite new users to the
agency, assign roles to and change permissions of existing users, and change anything in
the overall agency profile. They also can see and manage agency reviews. Please note:
users who belong to multiple agencies can only have Administrator permissions at one of
their agencies on Tertius.

Joining A Company As A User With Existing Projects

If a useris invited to a company and they accept the invitation, they may join the company
on the following conditions:
e The payment methods defined before joining the company WILL NOT be shared with
the company.
e Usersin the company who have “See All Projects” permissions will see their projects.
e Usersin the company with both “See All Projects” and “Manage Projects” permissions
will be able to manage their projects.
e The user’'srole and permissions will be defined by the company user who has “Invite
Users And Assign Roles™ permission.
o If the user leaves the company, their projects will remain the property of the
company and their Tertius account will be empty.

Roles And Permissions

Agencies

Invite Users And Assign Roles
The user can invite new users to the agency, assign roles, and change the permissions of
existing users.

Assign Owner To Projects
The user can assign owners to new projects or change the ownership of old projects.
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Set Up Payment Information

The user can set up all the merchant accounts for the agency. Users who belong to multiple
agencies can only have this permission at one of the companies. Once they have this permission
at an agency and they are invited to a new agency the permission can’t be selected for them.

View Transactions
The user has permission to see and download information about all the payment
transactions for any project of the agency.

Manage Payment Requests
The user can create a payment request for any of the projects of the agency.

Manage Payment Requests for Multiple Inspections Payments
The user can create a payment request for any of the multiple inspection payment projects of
the agency.

Manage Payment Requests for Single Inspection Payments

The user can add the price of the inspection after PIC/MCP review, submit a report to the client
and DOB and request payment in any of the events of a single inspection payment project of
the agency.

Update Agency Profile
The user can change anything in the overall agency profile.

Manage Projects

The user has the following permissions:

Create proposals

Accept a cost-per-inspection project
Accept new permit addition

Request permit complete

Cancel projects

Request project cancellation from DOB
Upload supplemental documents

Manage Own Reports
The user can manage the reports where they are assigned as inspectors or PIC/MCPs. This
permission is automatically added to every PIC/MCP and inspector. Users can:

Modify date and time

Assign new inspector (until inspector checks in)

Assign new PIC/MCP (until PIC/MCP submits report to client and DOB)
Complete inspections in Tertius and add notes

Submit for PIC/MCP review and issuance to the client and DOB

See Any Reports

The user can see any of the agency’s reports, assign a new PIC/MCP, modify date and time of
an inspection event, and can assign a new inspector.
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Upload Special Inspection or Miscellaneous Documents
The user can upload documents to projects.

Schedule Inspections
The user can schedule inspections on any of the projects of the agency.

Setting Roles And Permissions For Invited Users

Invite a New Agency User/Set Roles and Permissions
1. Goto “Agency & Users”.

2. Click on "Add New User".
USERS

Edit the NISSIONS O Your company uUsers or add a ne

w membe

+ Add New User

NAME EMAIL ROLE STATUS ACTIONS

test_aglo@niepodam.p Company Creator 3 ptec Permissions

3. Add the email address of the person you'd like to invite.

4. Choose the role you want to give the person. If you choose one of the two
predefined roles - Administrator or Accounting — you will see the permissions selected.
You may also customize any of these roles to meet your needs. If you choose the
custom option, add a name for this custom role, and choose the permissions you
would like to add.

5. If you add an inspector or PIC/MCP profile, fill out their inspector or PIC/MCP, fill out
their profile after they’'ve accepted the invitation. Only users who have an
inspector/PIC/MCP profile filled out will show up in the list to be assigned to an
inspection event.

Remove Users From Agency/Client Company

Any user with “Manage Agency and Users” permission can delete users. A user cannot be
deleted if they are a project owner on any projects

Project Owner

Once a company is set up in Tertius, all projects must have a project owner. Projects may also be
created before a company is setup.

Client
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The owner of the projects created before a company is setup is the user who originally
created the project.

Agency
The owner of the projects is the user who originally created the project.

Projects Created After A Company Is Setup

Client

Once a company is created, users with “Manage Projects” permission can create projects.
The project creator can choose the project owner at the “Additional Information” step of
project creation. By default, the user creating the project is the owner. Anyone with the
“Manage Projects” permission can be selected from the dropdown list.

Agency

Any user at the agency with “Manage Projects” permission can answer a request for
proposal. By default, the user who creates the proposal is the owner. During proposal
creation, the user can select any member of the agency with *“Manage Projects” permission
to be the owner of the project.

Change Project Owner

Client

Any user in the client company who has “Assign Owner To Projects” and “Access To Al
Projects” permissions can change the project owner on any project.
1. Go to “My Projects” and choose "Confirmed” Or "Completed Projects”.
2. Select the project where you'd like to change the owner, and click on View And
Manage.
3. Click on “Change Owner”.
4. Select the user you want to be the new project owner.

Agency
Any user in the agency who has “Assign Owner To Projects” permission may change the
project owner on any project of the agency.

1. Goto “My Projects” and choose “Confirmed” Or “Completed Projects”.

2. Select the project where you would like to change the owner, and click on “View

And Manage”.
3. Click on “Change Owner”.
4. Select the user you want to be the new project owner
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DEPARTMENT OF BUILDINGS
1100 4th Street SW, Washington, DC 20024
dob.dc.gov | dob@dc.gov | 202.671.3500

/ ,/" :|' -J W

i ae

FOLLOW US

MGOVERNMENT OF THE
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) edc_dob [ /deptoouildings [ /departmentotbuildings DCMURIEL BOWSER, MAYOR
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