
BUILDING CODE SERVICES DIVISION

Elevator 

Web Inspections 
Third-Party CEI User’s Guide 



BUILDING CODE SERVICES DIVISION
ELEVATOR WEB INSPECTIONS THIRD-PARTY CEI USER’S GUIDE 

Table of Contents 

Launching the System 3 

General Options 4 

Inspection Entry 8 

Sealing an Elevator 11 

Unsealing an Elevator 12 



BUILDING CODE SERVICES DIVISION
ELEVATOR WEB INSPECTIONS THIRD-PARTY CEI USER’S GUIDE 3

Launching the System

Objective
Access elevator information and enter inspection results from the field. 

 Review
Your password is very important! If your password is not in compliance with Broward County policy 

standards, log on to POSSE and change your password. 

1. Establish a WiFi connection.

2. Open the URL in your web browser.

Test System (Practice) 

http://posse.bctrain.cty/BCSElevators 

User: TESTELEV 

Password: abc123 

Production (Live) 

https://dpep.broward.org/BCSElevators 

Use your POSSE username 

and secure password. 

Tip 

Add the “Elevator Search” 

page as a favorite to quickly 

access to the system. 

http://posse.bctrain.cty/BCSElevators
https://dpep.broward.org/BCSElevators
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General Options

Menu Options Overview

Menu Options in Depth: Elevator Search

1. Enter search criteria in one or more of

the search fields.

Wildcards (%) are permitted.

Tip 

Add % in the field to create a wildcard search. Records with any part of your search criteria will 

display in the search results. 

In the example above, elevator records with BCID numbers starting with “591” and the word “citrix” 

in the building name will appear in the search results. 

Sign out after using the system. 

Change your POSSE password – be sure to follow Broward County policy! 

Browse code violations. 

Browse records or start an inspection. 
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General Options

2. POSSE will return a grid of results matching your search criteria.

Select the pencil icon to view a record. 

3. When an elevator is

selected, the first tab shows

general license or permit

details.

Some fields can modified

on this page. For example,

you can add the elevator

owner’s email address or

update the maintenance

company.

Save all changes made!
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General Options

4. The second tab displays the elevator’s inspection history.

To add a new inspection, select the pencil icon below the tabs.  

To resume an incomplete inspection select the pencil icon next to the date. 

To delete an incomplete inspection, select the “X” icon.  

After deleting the inspection, save your changes to the record. 

Select “View Report” to see a completed inspection report. 
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General Options

Menu Options in Depth: Violation Code List

1. You can find violations by searching

either a code number of description.

Use a wildcard search if you are unsure 

of a code number or to find all 

violations matching your description. 

2. POSSE will return a

grid of all matching

results.
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Inspection Entry

 Insert a New Inspection

1. Search for the elevator inspected.

Select the pencil icon to insert a new inspection 

2. Note the tabs and instructions

3. Select the inspection type, check any applicable boxes and, if applicable, enter an accident

date. Save the record.

4. If none, skip. If there are violations, select “Add Violation(s) and search by either code or

description. Enter a code number or description (use wildcard search if necessary) and select

“Search.” Disable any pop-up blocker if necessary.
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Inspection Entry

5. Select all applicable violations and then choose “Select.” Enter a comment for each violation.

Save the record.

6. Enter all corresponding values. Except

for “Compliance,” all fields are optional.

Save the record.

7. Enter all applicable fields. The inspection report

will be emailed to the maintenance company

automatically. Save the record.
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Inspection Entry

8. Enter any applicable general comments.

Check and adjust the date as needed to

indicate when the inspection was

performed. Save the record.

9. Review the draft report for accuracy.

Ensure everything is correct prior to

selecting an inspection result.

10. Select an inspection result. Save the

record.
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Sealing an Elevator

1. Search for the elevator. After locating, review the elevator details to ensure you have the

correct record.

2. 
Select “Seal Elevator.” 

3. Follow step-by-step instructions listed. Be sure to select “Sealed” from the “Alert Type”

menu.
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Unsealing an Elevator

1. Search for the elevator. After locating, review the elevator details to ensure you have the

correct record.

2. 
Select “Unseal Elevator.” 

3. Follow step-by-step instructions listed. Be sure to select “Sealed” from the “Alert to Cancel”

menu.
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