
Closing Out Tickets One Pager 

In order to close out Tickets you will need to demonstrate that you have resolved the 

observation in the ticket by showing it complies with the Building Regulations or other 

recognised guidance. You may need to upload pictures and/or documents to 

substantiate this.  To upload ensure Images is highlighted in the top left hand corner.  

Just below click on ‘Add photos’  or ’Drag files here’.  Find the photos and documents 

you want to upload, select them and click open. PlanRadar will identify whether the 

file is a picture or document so these can be selected and uploaded at the same time 

using the ‘Images’ tab. You can hold down the left mouse button to draw a box over 

all the files you want to select or you can hold Ctrl and left click to select multiple 

individual files within the same folder.   

 

Training videos are available on the CSI~QA website https://www.csiqa.com/

planradar-training select video 3 for a demonstration of this process. 

 

You now need to provide some narrative to explain the photo or documents that you have uploaded 

and how these address the item raised.  To do this use the New message box in the bottom right 

hand corner of a ticket. Left click the mouse in the box and type your message.  When complete left 

click the right facing arrow to the right of the box.  This adds the narrative into the ticket. 

Once all of the above steps have been followed you would normally need to change the status of the 

ticket. The status button is in the centre of the ticket about 50mm from the bottom.  You can select  

In Progress—when you acknowledge the issue but further work, information or photos are required 

before the item is complete 

Resolved—when you have fully addressed the item.  This will then be flagged to the surveyor for 

them to comment on.  If the evidence provided to the surveyor is sufficient it will be closed out.  If 

the information is insufficient status will be changed to rejected.  

Finally at the bottom left click Save and close. 

 

A full status key is available on the CSI~QA website https://www.csiqa.com/planradar-training  
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What web browsers support PlanRadar? 

PlanRadar is fully supported by Google Chrome and Microsoft Edge web browsers. Microsoft removed support for Internet Explorer in January 2016, as a result this web browser is 

not supported buy PlanRadar, is you use this web browser you will notice that some features of PlanRadar do not work like uploading pictures. .  

Frequently Asked Questions 

I am not the assignee of the ticket does this effect my permissions? 

No this does not effect your permissions. If you are able to see the project and the tickets then you have the ability to view tickets, upload photos, upload documents, make comments 

and change the status of tickets. 

• If you would like to learn more about all the functions PlanRadar has to offer visit: https://www.planradar.com/knowledge-base/overview/  

• I have also made some videos available on our website specifically aimed at site teams available on at CSI~QA website at: https://www.csiqa.com/planradar-training  

• Or for more support with PlanRadar contact Grant Tuesday to Friday 09:00-17:00 at grant@csiqa.com, or 07966101540 

Why can I see a plan and no tickets? 

The default view of PlanRadar is Plan View (this allows you to see each ticket grouped by what plan the ticket is associated with). To change this view to list view please follow points 

1, 2, and 3 in order from the picture below. 
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