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welcome to

From Design to Built. Build Efficient.

This guide provides a few simple suggestions for getting started, best practices, and making 
Inertia yours.

Build Proactive. Predict and prevent setbacks before they happen.

Build Together. Keep your entire team synced on one real-time platform.

Connected and Simple.

Inspections

Submittals

RFI’s
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Set project and notification settings that will make Inertia more efficient
Quick Guide: Personal Settings

  1

Click My Account in the top left

  2 Add personal information if 
desired then select your default 
project from the dropdown list 

of your active projects

  3 Save your selection properly before 
exiting

  4
Refresh the Dashboard and select 

My Project Settings

  5

Save and you’re done!

Select personal notification bubbles as 
desired based on type and frequency

  6
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You’re done!

For in-depth guides, video guides, and support, visit help.inertia.systems

Page 2 of 19



Sort and select the proper Inspection Request 
Types to use across your project

Quick Guide: Project IR Types
Page 1 of 1

  1
Go from the Inspection tab to the IR Setup tab to IR 

Admin and then to All IRs

  2

(Doing this right at the start with your whole team makes Inertia really easy to use)

  3

Save your project IR Types by 
selecting Save to Project

Find the common IR types that apply to your 
project and select them in the list (do this 

with your team for the best results)

Whenever you create a new IR select the Project 
bubble after Switch Common IR

The dropdown list of 
Common IR Types will only 
display the IR Types saved 
to your project, so it is easy 

to find the right one

  4

You’re done!

For in-depth guides, video guides, and support, visit help.inertia.systems
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Quick Guide: Inspection Requests
How to create an inspection request and submit it for review

Page 1 of 2

  1
Select New Inspection under the 

Inspection tab

  2

  3
Fill the lower fields and attach 

files as desired

Save it!

  4

Enter as much information as the 
inspectors will need

(Sub Contractor Guide)

Fill out ALL fields with the correct 
information

For in-depth guides, video guides, and support, visit help.inertia.systems
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Quick Guide: Inspection Requests
How to create an inspection request and submit it for review

(Sub Contractor Guide)

Page 2 of 2

  5

Be sure your request has saved

  8

Locate and open your new 
inspection request in the IR Main 

List tab

  7

Fill all required fields with 
the correct information 
and upload additional 

files as desired then Save

You’re done!

  6

Select the IR to GC/QC button on the upper right

For in-depth guides, video guides, and support, visit help.inertia.systems
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Quick Guide: Inspection Requests
How to locate an inspection request and open it to inspection

(GC/QC Guide)

  1

Be sure your request has saved

  4

  2

Locate and open the new 
inspection request in the IR Main 
List tab under the Inspection tab

Select the Open IR button on the upper right

  3

Fill all required fields with 
the correct information 
and upload additional 
files as desired, then 

select Open To Inspection 
button You’re done!

For in-depth guides, video guides, and support, visit help.inertia.systems
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  1
Select New Inspection under the 

Inspection tab

  
Scroll down to the bottom of the New 

Inspection page

2   3
Use the Navigation Tool to move and 

zoom on the Location Map

Select the location of your New 
Inspection in the expandable menu 

on the left edge of the screen

Use the Select Tool by clicking on 
the location to highlight all areas 

relevant to your inspection

  4

Quick Guide: Locating IRs
How to Identify the Location of an Inspection on the project map

For in-depth guides, video guides, and support, visit help.inertia.systems
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Save it!

  5   6 Locate and open your new 
inspection request in the IR Main 

List tab

  7
Use the Snapshot Tool to take pictures of 

your inspection are for future reference by 
other Inertia users

Save it!
You’re done!

Quick Guide: Locating IRs
How to Identify the Location of an Inspection on the project map

For in-depth guides, video guides, and support, visit help.inertia.systems
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  1
Select the Submittals tab and then the 

Submittal Register tab

  2

Click Add Register Item and a new 
draft will appear at the top of the list 
with an Inertia-assigned serial draft ID

Locate and select Add/Edit Draft
  3

  4

Fill the New Submittal form with all of the 
correct information then scroll down to check 

the optional fields before continuing

Quick Guide: Submittals
How to create a submittal and send it for review

For in-depth guides, video guides, and support, visit help.inertia.systems
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  5

Fill the optional fields as necessary and attach 
files at the bottom then click Save

 6

Once you have saved 
the proper reviewers 
will be notified of the 

new submittal

Locate and select  
Submit for Review

 7

(with LEED)

Quick Guide: Submittals
How to create a submittal and send it for review

You’re done!

For in-depth guides, video guides, and support, visit help.inertia.systems
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  1
Select the Submittals tab and then the 

Submittal List tab

  2

Find and click the submittal you want 
to open and click the blue number

  3

Quick Guide: Submittal Workflow
How to workflow a submittal in Inertia

Submittal details and history can be reviewed here. 
Use the options on the top right to edit, reassign, 
or request comment. Accounts with permission can 

update the status by clicking Status Package

Leave comments 
here and click Submit 

to save them

For in-depth guides, video guides, and support, visit help.inertia.systems
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  4
Select a Package Status that will be submitted and 
reported to the team. Inertia automatically notifies 

users of important updates and changes

 5

You’re done!

Type comments or notes 
here

Associated files appear here

 6

Click Submit on the 
bottom right to save the 

status change

The status change will be displayed 
in the Submittal Details under 

Status:. Other users will be notified 
automatically of the change.

Quick Guide: Submittal Workflow
How to workflow a submittal in Inertia

For in-depth guides, video guides, and support, visit help.inertia.systems

Page 12 of 19



  1
Select the RFI tab and RFI List tab, then 
then click Add on the top left of the list

  2

(Sub Contractor Guide)

Quick Guide: RFI’s and Inquiries
How to create an RFI or Inquiry and submit it for review

Enter any necessary info and 
questions - some fields may be 
automatically filled or locked

Upload files

Fill the required fields on the Add New Item tab 
with the correct information. Attach any desired 
files and indicate the location of the RFI on the map

Use the map to 
highlight any 
areas relevant 
to your Inquiry

  3

Save it!
You’re done!

For in-depth guides, video guides, and support, visit help.inertia.systems
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  1
Select the RFI tab and RFI List tab, then 
then click Add on the top left of the list

  2

(Universal Guide)

Fill the required fields on the Add New Item tab 
with the correct information. Attach any desired 
files and indicate the location of the RFI on the map

Quick Guide: RFI’s and Inquiries
How to create an RFI or Inquiry and submit it for review

Enter any necessary info and 
questions - some fields may be 
automatically filled or locked

Upload files

Use the map to 
highlight any 
areas relevant 
to your Inquiry

For in-depth guides, video guides, and support, visit help.inertia.systems
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You can post or request comments, make 
edits, take snapshots, or void the inquiry. All 
changes are recorded on the Inquiry and can 

be reviewed if needed 

  5

(Universal Guide)

Quick Guide: RFI’s and Inquiries
How to create an RFI or Inquiry and submit it for review

  3   4
Save it!

Your RFI is saved as an Inquiry and the assigned 
users are notified. Anyone with access can find 

your inquiry on the Inquiry List tab

Make public or company 
comments here

History tracks all document 
activity by users

Take Snapshots

For in-depth guides, video guides, and support, visit help.inertia.systems
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 6  7

(Universal Guide)

Quick Guide: RFI’s and Inquiries
How to create an RFI or Inquiry and submit it for review

  6

Users with permission can open Inquiries to RFI 
by clicking the Open to RFI button

  7

Fill the Inquiry with the necessary 
information and click Save to 

open it as an RFI

  8

Once an Inquiry is opened as an 
RFI it moves to the RFI list. The 
assigned users will be notified

  9

Users with permission to submit 
final responses on RFI’s can click the 

Official Response button.

  10   11
The Final Response 
can be seen by all 
users with access

Fill the Official 
Response and click 

Save
You’re done!

For in-depth guides, video guides, and support, visit help.inertia.systems
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You’re done!



Quick Guide: WAN
How to create a WAN and attach documents

  1

For in-depth guides, video guides, and support, visit help.inertia.systems

Click the WAN tab and navigate 
to WAN List

  2

Select the Add button 
on the top left of the 

WAN List

  3

Fill out the required information, add a deescription, work start and end 
dates, and attach any relevant files inccluding submittals and RFI’s. Click 

Save in the top right corner

Description Here
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Quick Guide: WAN
How to create a WAN and attach documents

  3

For in-depth guides, video guides, and support, visit help.inertia.systems

Navigate back to the WAN List and locate your new 
WAN. Open it by clicking the blue number on the left 

or double clicking

  4

View details and full history of the WAN. 
The options in the upper right can be 

used to Edit, Dupliccate, Share, or Print 
the WAN. Click Open IR to create an 

Inspection Request attached to the WAN

  5

Click the calendar to see WANs and other project files with 
scheduled dates. Files can be opened by clicking them 

directly in the calendar
You’re done!
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Quick Guide Key Terms

BIM

CC List

CxM

DFM

Inquiry

Inquiry List

IR

IR ID Code

IR Main List

LEED

OH

OSHPD

PL

Register 
Item

RFI

RFI List

Submittal

WAN

Building Information Modeling. A 3D layout of a project, usually 
produced by an architect, that outlines a project

A list of people that will be notified of something.

Commissioning - Commissioning ensures that the new building 
operates initially as intended

Document and File Management

An unofficial RFI that can be addressed directly or published as 
an RFI and then addressed

The list of Inquiries found in the RFI tab

Inspection Request

An identification code for an inspection request that lives inside 
the Inertia platform and can be used to organize and identify 
IRs

The master list of all IRs

Leadership in Energy and Environmental Design - organization 
responsible for providing green building certifications

Overhead

The Office of Statewide Planning and Development - the 
organization that oversees government mandated inspections in 
California

Punchlist

A file on the submittal list that has not been filled out or 
published as an official submittal

Request for Information

The list of all RFIs in the Inertia project

A document providing necessary information to a General 
Contractor, Design professional, or Owner

Work activity notice - provides advanced notice of upcoming 
work
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