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1. Purpose of this document 
 
In this document we’ll explain how you can manage account access and managing the settings of 
our account. The basics. 
 
This guide is only intended for the account responsible(s). Within Easy to Inspect this are users with 
the role ‘System Admin’. 
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2. Sign up for a trial account 
 
When you click on “start now, 30 days for free”, you can sign up for a trial account. This trial account 
gives you access to all standard features of Easy to Inspect for 30 days. You can, with 4 other users 
try out the benefits of Easy to Inspect. Additionally, also 10 other users can be linked to your account 
who can take action if deviations are detected during inspections. 
After 30 days your account will expire automatically. 
 
Our sign-up page will open and you need to complete your details. All mandatory fields are marked. 
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 If you are already known within Easy to Inspect, you cannot create an account with the same email 

address. Our system will notify you.  

 
 
 
When all mandatory fields are filled, you can start with Easy to Inspect. 
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 Once started, the website will open in our user environment. You will start in our dashboard. 

Of course, this dashboard is still empty. 
 

 
 
 
With the same credentials: Email and password, you can logon to the inspection app on your mobile 
device. 
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3. Your (trial) subscription 
 
You can find your account details in the menu bar at the left of the ‘menu’ when you’re logged on at 
Easy to Inspect.  
 
If you don’t see that menu item in the settings menu, you’re not the administrator of the account. 
 

 
 
 
Select “My subscription” to check your current status. 
In case of a trial account, it will display such. 
In case of trial accounts, additional features are not available. When you change your account 
during the trial, and add additional features, we immediately start invoicing. 
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4. Change your subscription 
 
If you would like to change your subscription because you would like for instance to add the filter 
based reporting function, you click on ‘change your subscription’.  
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 The page will expand and display your options. scroll down to the desired option and select it.  

 

 
 
 
When you click on your option, the additional price, until the end of your current subscription period 
will be calculated.  
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 We always provide an overview with a summary of your billing information.  

Rates are displayed as annual rates. The amount invoices will be the calculated to the end of the 
current subscription period. So, if you account is only valid for another 8 months, the additional 
service will be calculated for the remaining subscription period of 8 months. 
 
After selecting you subscription changes, select continue to update your billing information. 
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5. Billing information when you change your subscription 
 
After you have changed your subscription, you return to the ‘My subscription’ screen. 
You will see a display of your settings. 
When you scroll down in this screen, you see the fields that must be filled in regarding the invoice. 
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 Once you have filled in all required fields, you can place your order. 

 
Please do include a reference number or an (internal) PO number if available. 
 

 
 
 
A confirmation pop notification will pop up 
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 You can check your subscription settings via the main menu again. Menu, My subscription. 

 

 
 
In the tab history you can see an overview of all historical changes made to your subscription. 
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6. Automatic renewal  
 
Your trial account will automatically expire.  
 
Once you choose to continue using Easy to Inspect with a paid subscription, your subscription will 
be renewed automatically. You can undo this, by deselecting your auto renewal. 
 
Select menu, my subscription, select change subscription, deselect auto renewal. 

 
 

 
 
Such change can also be made via the ‘My company’ menu (see chapter 7). 
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7. Changing / adding company information 
 
Your company details can be viewed via the main menu, selection ‘My company’. 
You can find the settings option in the left down corner of the blue bar. 
 

 
 
 
Once you selected ‘My company’, your organisation details will be displayed. 
 
Now, you can: 

 Change automatically renewal of your subscription 
 Enter alternative billing address information 
 Provide information about primary contact persons 
 Customise the logo and company name displayed in the App and the inspection reports. 
 Enable 2 Factor authentication for all users 

 
 
Please note!  
The information you include in this menu is used to make your invoices when you continue working 
with Easy to Inspect after the trial period. If the information is wrong, your invoice will be wrong. 
Since this is an automatic process, we cannot issue new invoices. 
 
If your company is based in the European Union, please provide your VAT number to apply for a VAT 
deduction. An automatic VAT number check applies, only valid numbers are accepted. 
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8. Changing company name and logo 
 
You can customise your company name and logo. The name and logo will be displayed in the App for 
phone and tablet and will also be displayed on the inspection reports.  
 

 
 
 
 

9. 2 Factor Authentication 
 
As system administrator, you can require that all users must use 2 factor authentication when working on 
Easy to Inspect. 
2-FA is not required when working in the App or uploading inspection results. 
2-FA only applies to our webbased environment. 
 
If you decide to make 2-FA not mandatory, users can always decide themselves to use 2-FA. As a 
default setting such is not mandatory. 
We recommend that you require the use of 2-FA. 
 
You can do so via the settings menu, option My Company, scroll down to Advanced settings and 
save your settings. 
 

 
 
  
  

Choose file 
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 Once this setting is done, each user must, when he/she logs in, first set up the 2-factor 

authentication with a 2-factor authentication app via a mobile device. After configuration, the user 
can login with 2-FA. 
 

 
 

Once, the user has configured the 2-FA, the user must enter the code every time when the user logs 
on at the website of Easy to Inspect. 
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10. Link users to your account 
 
When you would like to link a user to your account, you go to the main menu, select settings and then you 
select My users. 
 
Note: only the users with the role ‘system administrator’ have this option. Other users will not see the 
‘settings’ menu. There must always be one user with this role. Easy to Inspect will automatically prevent 
that the last user with this role will be de-activated. 
 

 
 
When you select My users, a screen will open that displays all users within your account. 
 
This screen provides information about: 

 The number of assigned / available normal users (users with inspection rights). 
 The number of assigned / available action only users (users who can only take actions on non-

conformities resulting from inspections. 
 
If you would like to link a member of your organisation to your account, select ‘New user’ in the left 
hand side menu bar.  
 

 
 
Then fill in the users details in the mandatory fields: 
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You must select if the user is an inspector (normal user) or an action only user. 
Furthermore, you must define the roles the users will have. (see our help guide on user rights). 
 
Note: The user can change the password himself afterwards. 
In case the company settings are such that 2-FA is required for all users (see chapter 9), the tick box 
will not influence the settings.  
 
Once finished, the user is linked to the account. 
 

 
 
You can see the number of users that are linked to your account.  
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 In case 2-FA is applicable, this is displayed with a lock. For new users, the lock is still open since the 

user must establish the final steps of the 2-factor authentication him/herself.  
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11. De-linking users from your account 
 
It is not possible to delete users that are known in your account. 
If you would delete a user, all inspection reports or action reports would be impacted. 
You can however de-activate a user.  
 
Select ‘setttings’ in the main menu, select my users, select that action button of the user. 
 

 
 
 
Click on de-activate.  
 
The users that are deactivated, can be found via the filter menu in the left hand side blue bar. 
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12. Removing users from your account 
 
It is not possible to delete users that are known in your account. 
We know examples that users were transferred from one Easy to Inspect account to another. This is not 
possible when users are known under the same email address. 
 
Since users, and their inspection reports, can not be removed, they can only be de-activated and / or 
changed. 
For instance; you can change the user settings such, that the email address is modified and no longer 
working. 
 
Example: 
User1@easytoinspect.com must not only be inactivated, but this user must be linked to another Easy to 
Inspect account. 
You must now change the user settings: 
 

- Change the email address into user1(expired)@easytoinspect.com 
- Inactive the user. 

 
Now you can link the user1@easytoinspect.comm to another account. 
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