
Fire Extinguisher / AED Monthly Self-Inspections 

Most fire extinguishers and automated external defibrillators (AEDs) on-campus are inspected 

monthly by a dedicated staff of EH&S student-employees. However, some equipment is located 

where it is not practical to send EH&S staff every month. Therefore, EH&S has implemented a 

self-inspection program that allows personnel to receive training and documentation tools to 

perform their own checks. There are two options for self-inspectors: InspectNTrack or CyBox. 

Brady® InspectNTrack 

Some users have opted to purchase hand-held devices and licenses to use our third-party web-

based inspection software. Instead of keeping track of inspections on a tag or form, users scan 

equipment barcodes with a tablet or smartphone. Time-stamped reporting is available. iOS or 

Android device required, license fees apply. Contact EH&S for details if interested.  

CyBox 

This option uses CyBox, a cloud storage and collaboration software available to all students and 

staff via IT Services. 

Requirements: 

Mac or PC with an internet connection and Microsoft Office. 

Step 1: Contact EH&S 

Call EH&S at (515)294-5359 or email ehsinfo@iastate.edu and mention fire extinguisher / AED 

self-inspections. Once we have your email address we’ll send an invitation to CyBox and share 

your inspection folder. 
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Step 2: Get set-up with CyBox 

1. You should receive an email from CyBox after requesting to join the program (see Step

1 above). This email will link to your CyBox page. If you haven’t set up your CyBox

account, you may need to follow the introductory steps as directed by CyBox. Use your

Iowa State NetID and password.

2. EH&S will share a folder with maps and inspection documentation; contact us if the

folder is not appearing.

Step 3: Make sure you have Box Edit 

Box Edit will allow you to edit the inspection spreadsheets to document your inspection within 

CyBox so that it’s immediately shared with EH&S.  

1. Make sure you have the most recent version of Microsoft Office installed on your 
computer

2. Go to https://www.box.com/box-for-devices/

3. Download Box and Microsoft Office: Edit & Share for Android, Box Edit for Mac, Box 

Edit for Windows devices, whichever is applicable. You may need to follow some 

prompts to get through the installation. Note: do not confuse Box Edit with Box Sync.

Step 4: Take the online fire extinguisher monthly inspection course 

1. Log-on with NetID and password to training at learn.iastate.edu

2. In the Keyword search enter “monthly inspection”

3. Select “Launch” for Fire Extinguisher Monthly Inspection

4. Follow the slides and take the short quiz

AED inspections: We do not have a course for AED inspection. If you have an AED, we will 

provide specific instructions based on your model of AED. 

Step 5: Inspect and Document 

1. Log-in to your CyBox account and select your inspection folder

2. Your maps will be the PDF document in the folder.

3. Click on the the spreadsheet with the name of your organization or facility (it’s a .xlsx

file)
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4. Once the preview of the spreadsheet is on the screen, click on the “Open” button on the

top of the screen, choose the option that says “Microsoft Excel, Opens this file on your

desktop.”

5. Type your initials in the cells that correspond to the month and the equipment inspected.

When you hit save in Excel, the version on CyBox will be updated automatically.

6. Back in CyBox, post in the comment box whenever you update the inspection form (see

the picture below). For example say “December inspections complete, no issues.”

Please use the comment area to bring any problems with specific equipment to our

attention, we will respond as soon as possible.
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