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PDspectoftware and manual are licensed property of PDim@&,Use of
the software indicates your acceptance of thewvioiig END USER
LICENSE AGREEMENT.

END USER LICENSE AGREEMENT

CAREFULLY READ THIS AGREEMENT. BY OPENING THE PACK&E AND/OR
INSTALLING OR USING THE SOFTWARE YOU ARE CONSENTINGO BE
BOUND BY AND ARE BECOMING A PARTY TO THIS AGREEMENTIF YOU DO
NOT AGREE TO ALL OF THE TERMS OF THIS AGREEMENT, DROT INSTALL
THE SOFTWARE AND, IF APPLICBLE, RETURN THE ENVELOPENOPENED
ALONG WITH THE REST OF THE PACKAGE TO THE PLACE GFURCHASE
FOR A FULL REFUND.

LICENSE GRANT

The package or electronic file received containtage software (“Software”) and related
explanatory written materials (“Documentation”) dfSvare” includes any upgrades,
modified versions, updates, additions, and copli¢seoSoftware. “You” and “your”
means the person or company who is being licercsadd the Software or
Documentation. “We”, “us”, and “our” means PDmBg¢lIn

In consideration of your payment of the applicdldense fee, we hereby grant you a
nonexclusive license to install and use the Softveard Documentation. For each license
you purchase, you may install and use the Softearenly one device, such as a desktop
computer, a laptop computer, a personal digitabts#, other handheld device, etc. If
you wish to use the Software on more than one deymu must purchase an additional
license for each additional device on which youhvi install and use the Software.

TITLE

We remain the owner of all right, title and interiesthe Software and Documentation.
ARCHIVAL OR BACKUP COPIES You may either:

» make one copy of the Software solely for backugarohival purposes, or

« transfer the Software to a single hard disk beofixed repository, provided you keep
the original solely for backup or archival purpases



THINGS YOU MAY NOT DO

The Software and Documentation are protected byedrtates copyright laws and
international treaties. You must treat the Softwaard Documentation like any other
copyrighted material--for example a book. You may. n

* copy the Documentation,

* copy the Software except to make archival or bpatopies as provided above,

» modify or adapt the Software or merge it into theo program,

* reverse engineer, disassemble, decompile, or m@akattempt to discover the source
code of the Software,

* place the Software onto a server so that itég@s&ible via a pubic network such as the
Internet, or

* sublicense, rent, lease, or lend any portiomef3oftware or Documentation.

TRANSFERS

You may transfer all your rights to use the Sofevand Documentation to another
person or legal entity provided (a) you transfes fkgreement and deliver the Software
and Documentation, including all copies, updatesd, @ior versions to such person or
entity; (b) you retain no copies, including copsésred on a computer or other device;
and (c) the person or entity to whom you make thesfer pays the then-current standard
license transfer fee. The license transfer fee rsowe services provided by us to
implement the transfer and Software support foryas. Software support is not
transferable.

SUPPORT

Our Software support includes (a) upgrades, updateserror corrections to the
Software, and (b) telephone and e-mail technigapstt during our normal business
hours. You will receive support for the first yeamo additional charge. If you wish to
continue support after the first year, you must {peyannual support fee prior to the
anniversary of the license start date. For purpotdgtermining the anniversary date,
the license start date is the seventh day followlmgdate of shipment or download of the
Software. Since updates to the Software are cuimelat support is discontinued and
you later wish to reinstate support, in additioppéying the then-current annual support
fee, you must pay the support fees for the periothd which you received no support.

LIMITED WARRANTY

We warrant that for a period of 90 days after dalywof this copy of the Software to you:
* the physical media on which this copy of the @afe is distributed will be free from
defects in materials and workmanship under norre@) and

* the Software will perform in substantial accordamvith the Documentation.

TO THE EXTENT PERMITTED BY APPLICBLE LAW, THE FOREGING
LIMITED WARRANTY IS IN LIEU OF ALL OTHER WARRANTIESOR



CONDITIONS, EXPRESS OR IMPLIED, AND WE DISCLAIM ANYAND ALL
IMPLIED WARRANTIES OR CONDITIONS, INCLUDING ANY IMR.IED
WARRANTY OF TITLE, NONINFRINGEMENT, MERCHANTABILITY OR
FITNESS FOR A PARTICULAR PURPOSE, AND ANY IMPLIED ARRANTY
ARISING FROM A COURSE OF DEALING OR PERFORMANCE GfROM
USAGE OF TRADE, REGARDLESS OF WHETHER WE KNOW OR WA
REASON TO KNOW OF YOUR PARTICLULAR NEEDS. None ofioemployees
(except an officer), agents, dealers, or distritaii® authorized to modify this limited
warranty, or to make any additional warranties.

SOME STATES DO NOT ALLOW THE EXCLUSION OF IMPLIED WRRANTIES,
SO THE ABOVE EXCLUSION MAY NOT APPLY TO YOU. THIS WRRANTY
GIVES YOU SPECIFIC LEGAL RIGHTS, AND YOU MAY ALSO AVE OTHER
RIGHTS THAT VARY FROM STATE TO STATE.

LIMITED REMEDY

Our entire liability and your exclusive remedy $ls:

* the replacement of any diskette(s) or other madtameeting our Limited Warranty
that is returned to us or to an authorized Deal®istributor with a copy of your receipt,
or

« if we or an authorized Dealer or Distributor areble to deliver a replacement
diskette(s) or other media that is free of defetitmaterials or workmanship, you may
terminate this Agreement by returning the Softwaard Documentation and your money
will be refunded.

IN NO EVENT WILL WE BE LIABLE TO YOU FOR ANY DAMAGES,

INCLUDING ANY LOST PROFITS, LOST SAVINGS, OR OTHERICIDENTAL OR
CONSEQUENTIAL DAMAGES ARISING FROM THE USE OR THENABILITY TO
USE THE SOFTWARE (EVEN IF WE OR AN AUTHORIZED DEAIFEEOR
DISTRIBUTOR HAS BEEN ADVISED OF THE POSSIBILITY OFHESE
DAMAGES), OR FOR ANY CLAIM BY ANY OTHER PARTY.

SOME STATES DO NOT ALLOW THE LIMITATION OR EXCLUSI® OF
LIABILITY FOR INCIDENTAL OR CONSEQUENTIAL DAMAGES,SO THE
ABOVE LIMITATION MAY NOT APPLY TO YOU.

TERM AND TERMINATION

This Agreement takes effect upon your use of tHenwoe and remains effective until
terminated. You may terminate it at any time upaitten notice to us. This Agreement
will automatically terminate if you fail to pay atigense fee when due or otherwise fall
to comply with any term or condition of this Agreemt. Upon termination of this
Agreement, you must either return to us or desatbgopies of the Software and
Documentation in your possession.



CONFIDENTIALITY

The Software contains trade secrets and propri&tayw-how that belong to us and it is
being made available to you in strict confidencBlYAUSE OR DISCLOSURE OF THE
SOFTWARE, OR OF ITS ALGORITHMS, PROTOCALS, OR INTERCES, OTHER
THAN IN STRICT ACCORDANCE WITH THIS AGREEMENT, ISROHIBITED

AND MAY CONSTITUTE A VIOLATION OF OUR TRADE SECRERIGHTS.

GENERAL PROVISIONS

1. This Agreement is the exclusive agreement betweeraynd us concerning the

Software and Documentation and supersedes anyllgoriba oral or written

agreements, negotiations, or other dealings betws@&@oncerning the Software.

This Agreement may be modified only by a writingreéd by you and us.

In the event of litigation between you and us conicg) the Software or

Documentation, the prevailing party in the litigatiwill be entitled to recover

attorney fees and expenses from the other party.

4. This Agreement is governed by the laws of the Siatehio, excluding its
conflict of laws principles.

5. You agree that the Software or Documentation vatl e shipped, transferred, or
exported into any country or used in any mannehiprted by the United States
Export Administration Act or any other export lawsstrictions or regulations.

wn
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TECHNICAL SUPPORT

We will provide e-mail/telephone technical suppatrho additional cost for all registered
users using the current version of the softwarehmial support does not include any
on-site training or installation. On-site assis@igavailable for an additional fee. For
rates and information, or if you have a questidatigg to the use of this software,
contact us at:

PDmB, Inc.

9600 Colerain Avenue

Suite 110

Cincinnati, OH 45251

(513) 522-7362 - Voice

(888) PDmB Inc - Toll Free
(736-2462)

(513) 729-4683 - Fax

e-mail support@pdspect.com

http://www.pdspect.com
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Picture Album Introduction

INTRODUCTION

Picture Albun™ allows you to create a handy, detailed, and useéans of
illustrating important points in your presentatidvith the Picture Album
program, you can construct a visual exhibit witlebnotations of the issues
and problems specified in your report. Tools suchraow-drawing and
zooming capabilities allow you to call specificeaition to problem areas or
items of interest on the pictures. These featuog®nly portray you as a
professional who is comfortable with current tedbgy, they also provide
the reader with an explicit and well-constructedangeof identifying exactly
the issues you feel are crucial for informed decisnaking.

Picture Album is a tool that provides quick andygaisoto printing from
your desktop/laptop or Pocket PC. You can alsa goar photo albums
with brief explanatory notations for each pictuoe the recipient’s review.

It is important to note that when you create an allom, the picture files
themselves are saved in the album file created byd®ure Album. This
means that the inclusion of large pictures will sigificantly slow saving
and loading of the album.The steps for transferring these photos to your
desktop/laptop for storage and producing your albuenexplained in the
sections for the Pocket PC, as well as the Trohblatsng appendix.

The Picture Alboum software is a flexible tool tican be used for a variety
of applicationsAlthough this user’s guide refers to inspections he
software is equally useful for audits, surveys, oany other purpose for
which detailed, illustrated presentations are desable. Picture Album
allows you to easily produce thorough, professigmasentations that can be
clearly understood by your readers. After you haeated just a few of
these useful reports, you will consider this progen indispensable part of
your toolkit.



Picture Album Getting Started

GETTING STARTED

The Picture Album package works on a desktop/ldfbfet (which will be
referred to as desktop/laptop throughout this miroaenputer or a Pocket
PC.

This user’s guide is thus divided into two sectidhe desktop/laptop
version and the Pocket PC version. For purposéseafiser’s guide, a
desktop/laptop computer is defined as any compfixexd or portable, that
utilizes the Window%' 98, Windowsv 2000, Windows" ME, or

Windows™ XP operating system. Picture Album is also compatnith
Windows Vista (version 5.15 for best results). Akt PC is defined as any
PDA (Personal Digital Assistant) computer running Pocket PC or
Windows Mobile operating system.

Commands that are to be typed into the computébeiprinted in the
following text style:a:command . In the procedural descriptions, both mouse
actions and stylus actions will be referred tolaks.

Picture Album stores photos link and caption infation in files with an
.alb5 extension. In this user’s guide these filesraferred to as albums.

Also in this manual, the menu labels will be prehie this text styleFile.
Where multiple menu commands are required yousg# an arrow ()
joining menu commands together, asila Open. In the preceding
example, you would be expected to select firsHileemenu, then from that
menu select the Open menu option.

For the purposes of this user’s guide, externabg®for the Pocket PC will
be referred to asstorage card This does not exclude the use of media
other than compact flash (CF) memory cards. PicAlibam has been tested
with compact flash and secure digital (SD) memaoyagye. There are other
external storage methods available. Based on themation available at the
time this user’s guide was written, other storagelia should operate in the
same manner as described in this user’s galige proper installation.



Picture Album System Requirements

SYSTEM REQUIREMENTS

To use Palm-Tech Inspector Software, includinguPecAlbum, you must
have a PC running WindoW$ 98, Windows$" ME, Window™ 2000,
Windows™ XP (including tablet edition) or WindoW$ Vista (version 5.15
for best results). (Version 4.1 of ActiveSync regqaiWindows 2000 or
higher. Depending on the version of ActiveSync goel using, Windows 98
may not work.)ActiveSync should not be used with Windows Vista.

Minimum Recommended
Desktop/Laptop:
Processor: Pentium 1 GHz 1.4 or higher
RAM: 256 Megabytes 512 Megabytes
Free drive space: 200 Megabytes
A CD/DVD drive
Pocket PC:
Processor MIPS, SH3, ARM (including Intel XScale)
RAM 64 Megabytes
Screen 240 320
Free space 11 Megabytes

Operating System Pocket PC or Pocket PC 2002, or any variant of
Pocket PC including Windows Mobile

Printer Hewlett-Packard 460wf, or any other supported
printer

A Compact Flash (CF) or Secure Digital (SD) storegel is required.



Picture Album Installation

INSTALLATION

ActiveSync

If you will be using a Pocket PC, be sure that Msaft ActiveSync is
installed before you install Picture Aloum. Actiwets allows your
desktop/laptop computer to communicate with youbikeocomputer. For
instructions on installing ActiveSync, see the issguide that came with
your mobile computer.

You can download the latest version of ActiveSyhi@acharge from
http://www.microsoft.comSearch for ActiveSync and the latest version will
be available for download. Picture Aloum will workth older versions of
ActiveSync.

Picture Album

To install Picture Aloum, insert the CD containthg PDspect installation
program. If your computer does not display thealation screen after
reading the CD, sele&un from the Start menu and tyg&Autorun.exe .
Click theOK button and follow the on-screen instructions tmptete the
installation. Be sure that Picture Aloum is checkethe fourth screen of the
installation as seen next.



Picture Album Installation

42 Select Com ponents

In the options list below, zelect the checkboxes for the options that
you would ke to have installed.

|f wou zelect Front Office for updating, but have not installed the
full product vet, this program will HOT install Front Office updates.

If wou zelect Inzpection Designer but have not purchased it, the
demanstration wverzion will automatically install.

[ Palrn-Tech Inspectar Z2B9E k.
[+ Inspection Dresigner 2627 k.
[+ HH Components F393 k.
[+ Frant Office 2056 k.
[+ Picture Alburm 1240k
Dizk Space Required: 15652 |
Dizk Space Remaining: 10110180 k

¢ Back

Cancel |

The installation program will create a folder nanktaspect 5 in the
Program Files directory of your computer if it doed already exist. The
program and all associated files will be copiegidar hard drive. After the
desktop/laptop installation is completed, the n®biktallation will begin if
you checked the option to install the mobile filEsllow the on-screen
Instructions to continue.

To start the desktop/laptop version of the progrsetectPrograms

PDspect 5 Picture Alboum from the Start menu or double-click the PDspect
Picture Album shortcut directly on the computeresktop. On the Pocket

PC clickstart and then selecticture Album5 from the menu by clicking on

it. If Picture Album is not shown on the menu, sélograms and look for
the Picture Album icon.



Desktop/Laptop Program Detailed Operating Instructions

DETAILED OPERATING INSTRUCTIONS FOR THE
DESKTOP/LAPTOP PROGRAM

Picture Album allows you to easily arrange and gdiir digital photos to
produce an effective presentation. After you trangbur photos from your
camera or storage media to your desktop/laptop cgouassemble the
photos into a convenient alboum and add explanatotgs to each photo in
your album.

To start the program, click ti&tart button and sele¢trograms  PDspect
5 Picture Album.

The program screen is divided into six sectiongledailed below.

3 PictureAlbumS - Untitled M[=1E3

File Edit Tool Wiew Help 2

Do damaaa N3 S EE

4 File M ame: | 5

Caption;

Ready a

1. Title Bar—The title bar displays the name of the currenfigro
program followed by the open file name.

2. Menu Bar—The menu bar contains the menus that you wiltase
perform various actions in the program.



Desktop/Laptop Program Detailed Operating Instructions

3. Toolbar—The toolbar contains icons you can click on to quenf
various actions in the program. These actionsheesame as those
performed by some of the menu choices, but thd&was a more
convenient way of performing them.

4. Photo List—The photo list displays thumbnails of the picturegour
album.

5. Workspace—The workspace is where the bulk of the program’s
activity will occur. It displays any photo you asseand any
information entered about it. You can change thdthgi of the Picture
List or Workspace by clicking the center vertical land dragging it
left or right.

6. Status Bar—The status bar contains information pertainingdbons
as well as the status of the Caps Lock, Num LockSaroll Lock keys.
If you highlight a menu item, the status bar wiilay a brief
explanation of the action that the highlighted me&am will perform.

Managing Files

Picture Album stores all data for each album im@ue file. You can create
and save new files, open previously saved filed,rawmise files and save
them under new names.is important to note that when you create an
album, the picture files are saved in the album fé created by Picture
Album. This means that if your album contains many large gtures, it
will load and save more slowly.

CREATING A NEW FILE

When you first start the program, a new, emptyifilereated. To create a
different new, empty album file selegite New from the menu or click the
New button in the toolbar.

Dedadbbaa Y BRASEEESE 9

You can then work with this file in the same wayyas would with an
existing file.




Desktop/Laptop Program Detailed Operating Instructions

OPENING FILES

To open a file you have previously saved, set#éet Open from the menu.
A window will appear allowing you to select thesfiyou want to open.
Highlight the file that you want to open and clitie Open button. The open
file name will appear in the title bar of the winvdolhe File menu will list
the last four albums that you worked in at thedrattas seen on the
following screen.

e CErlHR
CIpen. .. Chrl+0
Save ChE+S
Save As...

Frint... Ckrl+P
Print Preview ChrHE
Print Setup...

Create PDF File ko E-mail  Cerl4mM

1 Album 5.15a 1-5.albS
Z Test Pic Folders, albs
3 Mew File, albS
4 Untitled. albS

Ezxit

To open one of these albums selget 1,2, 3 0r4. You can also open
album files by double-clicking on them in Window&xplorer or by
clicking theOpen button on the toolbar.

Dedamaa N SFES

SAVING FILES

Save your files often! As you work in your photbwain, the changes that
you make are saved in the open program only andarsaved to the file.
The program offers two ways to save files. To gaeecurrently open file,
click onFile Save or click theSavebutton in the toolbar.

Dedamaa N SFES




Desktop/Laptop Program Detailed Operating Instructions

If the file has not previously been saved, the 8aA® window will appear.

Save As E]@
Save in: | I My Inzpections ﬂ = EF-

ENEW File, albS
[f | Fiachel 010203, albS

ETESt Pic Folders, albs
5 | Untitled. albs

File narme: [ ntitled. alb5
Save as hype: |ﬁ-‘n.||:uum 5 [*.albg) ﬂ Cancel

The program will ask you to provide a file name #gitithe program where
you want to save the file. (By default, all albuted end with the extension
“.alb5”.) Remember that some standard restrictexst in terms of the
characters that can be used in file names.

You can make a copy of the currently open file uradeew file name by
selectingrile Save As from the menu. This will close the currently open
file and save the data in the program in a newurider the name you
specify. This can be useful if you need to modifyadbum. You can open
the previous file, make the needed modificationsl, save the modified file
under a new name while noting in the name thatillndas been modified.

For example, suppose you inspected George Willidnmding on 1/29/07
and saved the file as “Williams George 12907.all#8ter completing the
inspection you find that a modification is requir&eu can open the file
you previously saved, make the needed modificattmemn save the modified
file as “Williams George 12907(v2).alb5”.

Remember that when you create an album, the picturéles are saved in
the album file created by Picture Album.The pictures in the album are
saved at reduced size and resolution. Therefordéorg-term storage and
ease of future access, you might wish to storgliwdos referenced in an
album and the album file itself in the same folderyour computer.
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As noted previously, all aloum files end by defaulih the extension
“.alb5”. If you change the extension on an albule fit will not
automatically appear when you selei Open.

If you try to close the program or take any othetram that will remove the
currently open file from the program’s memory, gregram will check to
see if you have made any changes to the currepég @le. If you have
modified the currently open file, the program vaitbmpt you asking if you
want to save the changes that you have made. S hisafety precaution to
make sure that you do not lose work.

TIPS FOR BETTER FILE MANAGEMENT

Following are a few tips and suggestions to malkenianagement easier:

1. Save your work often!

2. Use the same naming convention for all files. fn@yram supports long
file names, which allow you to use names that nia&ating files easier.
For example, you could use a combination of théotnsr's name and
date for the file (i.e. 020107 Johnson W.alb5)nalude your or another
associate’s initials if there is more than one peiis your company. The
important thing to remember is to always follow g#@ne convention so
that you don’t have to guess which files are which.

You should avoid some characters in naming yoasfilThese include
the asterisk (*), brackets (< >), ([ ]), equal s{g), plus sign (+), quotes
(“ ™), and slashes (/\). These characters haverdtinctions and can
confuse computer programs.

3. Your desktop/laptop computer is a safe and weltgmted environment
for long-term storage, so you should always trareteum files from
portable devices to your desktop/laptop.

4. Create backup copies of your files! Store your allfiles in the same
directory as the pictures.

The Photo List

The photo list to the left of the work area disglayumbnail shots of the
photos in your aloum. You will have to select afohar photos to begin
your new album. As you select different photoshi list, the work area will
display that photo and any information entered aioiyou can make the

10
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thumbnails larger or smaller by moving the cursathie vertical dividing
line between the photo list and the work area. Wtherarrow becomes
double-sided, drag it left or right to make thertitunails smaller or larger.

You can use the up and down arrow keys to move pimtare to picture, or
you can clickedit Move Up or any of the other navigational commands
shown on the following list. You can also deletgicure with theDelete
key or by clickingedit Remove Picture .

Setup If you are working on the right side of the work
Print Settings area, you can still change from photo to photo by
AddPicture Chrl+ pressing the up or down arrow keys.

Remowe Pickure  Chrl4+-Delete

Mowve Up Chrl+Left

Move Down Chrl+Right

First Picture Ckrl+-Horme

Previous Pickure  Crrl4+Up

Mext Pickure Ckrl+Dion

Lask Picture Ckrl+End

ADDING PHOTOS

To add a new photo to your album, seladit Add Picture from the menu
or click theAdd a Picture button on the toolbar. Note that you can add
pictures in a variety of formats, such as jpg, .afmf, .emf, or .omp.

Dedamaa N SFES

You can also add a picture by pressttg+A .

The Open window will appear, allowing you to chotise file with the
photo that you want to add. Picture Album remembksedast folder you
added pictures from and will go to that folder updiu tell it to change.

11



Desktop/Laptop Program

Detailed Operating Instructions

If you are using Windows XP, Windows Vista, or Wavgs 2000, you can
click the Views icon in the upper right corner bistwindow, then click
Thumbnails to see your photos, as shown in the following wimdo

Look in: |[f} Demao Phatos

- 0 (@

MYC-328F.jpg MVC-329F.jpg

MYC-330F.jpg

[ >

File name: |

[ Open as read-only

Files of type: ]Enmmu:un File T_I,Ipes[".ipg;“.ipeg;“.tif;“.tiff;“.bmﬂ Cancel

Select the photo you want by clicking on it an@lkilng theOpen button.
The new photo will then be added to the photo list.

If this is the first photo in the album and there ather photos in the same
folder, you will be asked if you want to add alltbé pictures at once.
AnswerYesand all of the photos located in the specifieddolwill be

12
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added. A progress bar will appear indicating tlatust of the picture loading.
You can also select multiple photos at once.

If you want text printed beneath a picture when gaat your photo pages,
you can either enter the text in the Caption ebtry in the work area or add
notes from the inspection. When you add a capti@program will warn
you if you exceed the recommended length, whicleddp on the current
pictures per page setting and the size of the ghdtas applies whether the
caption is typed or imported. (These steps arexgllained in detail in the
Formatting Your Album section on page 34.)

You may also add notes from an inspection by selget note from the
dropdown list. See page 18 for details on how tahgées from an
inspection.

DELETING PHOTOS

To remove a photo from your album, select the phizdb you want to
remove in the list by clicking on it then selectidjt Remove Picture
from the menu or clicking thBelete Picturebutton on the toolbar.

You can also remove a photo by clicki@gl+Delete or choosing the
picture and pressing th2eletekey. In all of these instances, you will be
asked if you really want to delete the picture.sljiievents deleting a
picture by mistake.

Deleting a photo in this manner removes it from youpicture aloum
only. The photo will remain in the file in its original location.

REARRANGING PHOTOS

Photos will print in the order that they appeatiomlist. You can easily
move any photo up or down in the order.

13
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To move a picture up the list, choose the picthat you want to move and
selectedit Move Up from the menu, or click thiglove Up button on the
toolbar.

To move a picture down the list, choose the pictha¢ you want to move
and seleckdit Move Down from the menu or click th®love Down button
on the toolbar. You can also usel plus the left arrovkey to move a
picture up in the list, o€Ctrl plus the right arrow key to move a picture
down.

ROTATING PHOTOS

If you took a photo with the camera sideways toagetiler view, as shown
in the next picture, you can rotate the photo.
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Rotate a photo by selectimgol Rotate from the menu or by clicking the
Rotate Picture button on the toolbar.

This will rotate the picture 90 degrees clockwissdx on its current display.
To make a photo appear upside down, rotate it twice

The next screen shows the same picture rotatdubte gs correct
orientation. Note that the thumbnail picture rotedéso.

EDITING PHOTOS

Picture Album will not allow you to edit photos Wi the program but will
allow you to seamlessly open photoediting softvadready installed on
your desktop/laptop computer. To open or edit that file that you have
added to your list, highlight the photo on the tistthe left and select
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Tool Open/Edit from the menu or click thEdit Picture button on the
toolbar.

After you take this action, the program will looky@ur computer’s settings
to determine what photoediting program you havtllesl. Picture Album
will then instruct that program to open the filauyindicated for editing.
After you have edited the photo (be sure to sagekltanges), you will need
to tell Picture Album to reload the photo (seeftiilwing paragraph on
Refresh/Reload) from the file to see the chandgsu do not have other
photoediting software installed, or the photoeditsoftware you have is not
installed properly, Explorer will open the file]J@king you to see it full
size, but you will not be able to edit it.

After saving the changes to your photo, sefeot Refresh from the menu
or click theReload Picture button on the toolbar. When you tell Picture
Album to reload a photo, it will reload that phdtom the file. (Remember
that a photo that you previously rotated will remaitated.) If you edit a
photo using other software via the Open/Edit tgoly will need to refresh
the picture in order for those changes to be refteon the screen.

The following two screens show two versions ofghene photo. The second
photo shows the picture cropped with photoeditioigvgre.
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NOTE: Once you have edited a picture with the photosgliirogram,
the edited picture is stored in the file. If younw#o keep a copy of the
photo with the original appearance, you must rendraealtered photo.

Getting Notes from an Inspection

To import a list of notes from an inspection sefeeti Get Data from
Inspection from the menu or click th&et Inspection Notesbutton on the
toolbar.

The Open window will appear so that you can selezinspection that you
want to import notes from. Picture Album remembbeslast file you
imported inspections from and will return to thiée Lintil you tell it to
change.

Select the inspection you want and click @@en button. A Notes entry box
will appear in the workspace that allows you t@sehotes from the
inspection. You can then use or edit these notegtsons under your
photos.
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To select a note, click the dropdown and a lighefnotes from the imported
inspection will be shown. The category name anel\wil precede the note
for easier selection.

Click the note you want and that note will appesaa&aption beneath that
picture in the album.

Following is an example of an album page with atplod a problem area.

An arrow was drawn to point out the area, and #pion was taken from
the inspection notes.
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Adding Highlighting Symbols to Your Pictures

You can add an arrow or ellipse or zoom in on ymature to emphasize
areas of interest. You may choose to point outean with an arrow, circle
the item with an ellipse, or enlarge it with themsin function. To do this,
go to the Image Options box, click the dropdowhdisdecoration types,
choose the graphic you want (arrow, ellipse, omzp@hoose the color you
want (black, blue, red, brown, green, magenta,,grawhite) from the Set
Decoration dropdown, and click and drag the mongke picture where
you want the graphic or enlargement to appear.rio @n arrow, for
example, choosArrow from the Decoration Type dropdown, choose a
color, click on the photo, and drag the mouse ¢oditea you wish to point
out. An arrow will be drawn from where you startedvhere you finished
dragging. The longer the drag, the thicker thesliwél be.

A photo with a white arrow indicating a problenstsown on the following
page. If you wish to change the color of a higHhlifgin better contrast, delete
the symbol by clicking th€lear Last button. Select a different color from
the Decoration Color dropdown, and redraw the symbo
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NOTE: TheClear Last button will delete the last symbol you drew. The
Clear All button will clear all the symbols on the picture.

You may wish to call your customer’s attention tpaaticular area of the
picture. You can do this by circling the area witk ellipse. You add an
ellipse the same way you do an arrow. Place thesmaear the item you
want emphasized, then drag it over the item. Tka aill be circled in the
color you chose, as shown next.

Another way to draw attention to a particular itehinterest is to enlarge it
with the zoom tool. Enlarging with zoom also brirayg details and fine
points that might not be as apparent on the pidtsedf. As with the arrow,
the larger the area you have indicated for highiligj the thicker the
borders will be.
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You can use all of these tools if there are sevarals of interest on one
picture. You can also make each decoration a éiftecolor (black, blue,
green, red, brown, magenta, gray, or white) forealdeinphasis.

You can place an arrow, ellipse, or another zoaitaa zoom for greater
identification of an area of concern. When you liis,thowever, the zoom
must be drawn first, or it will cover the other deation. Following is a
screen with arrows inside a zoom.
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Creating and E-Mailing a PDF File

You can create and send your picture albums ta ¢dlations as PDF files.
The program allows you to create PDF files, themesthem, e-mail them, or
open them in Adobe Reader for review. You can ergatr PDF files as
secure or non-secure files. If your file is nontgec¢ you will also be able to
append or modify it. If you choose to make a féewwe, you will no longer
be able to modify or append it. This will ensuratttine file will remain as
you created it, but you will not be able to chatiggecreated PDF once it is
saved. You will also not be able to print it.

To create a copy of your report in PDF format, Siefée  Create PDF File
to E-mail or click thePDF icon in the toolbar.

A message will appear asking if you want to makeryive secure. Click to
check theSecure the PDFbox if you want to make the file secure, or click
OK to continue. Remember that if you check 8szure the PDFoox, your
file will be more secure, but you will no longer &@lele to print it or change
it in any way.
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If a file with the same name exists, you will bempted to Append,
Overwrite, or Cancel the PDF.

If you chooseéAppend, the program will add the contents of the opermrep
to the existing PDF report with the same nameotlf ghooséverwrite,

the contents of the open PDF will replace the qustef the existing PDF. If
you choose&Cancel the process will stop entirely.

NOTE: The program cannot append to a secured file.uftyypto
append to a secured file, the program will not e & read it, and will
leave blank pages at the beginning of the new RDiére the secured

material would have been placed.

If you have previously elected to print a coveretheith your album (see
page 27 for cover sheet information), the CovereSbata window will
appear. If you do not complete this information ngau will have the
opportunity to do so the next time you create a BDptint your report. The
Skip Cover option will also be available when yainpthe report.
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If you want a cover page, complete the informabowres, and click the
Locate button if you want a picture of the property tgagr on the cover
sheet. (Click th&et data from Palm-Tech Inspector filebutton if you
want to bring this information in from the inspectirather than enter it.)
Then clickContinue . If you do not wish to include a cover page, clisip
Cover.

Depending on the speed of your computer, it mag ssdveral seconds to
process the PDF, after which a message will apgsang what you want to
do with your PDF file. You can choose to open iles &€-mail it, or do
nothing with it.

Click Open to view your report in Adobe Reader. (If you dd have a
program installed that will read a PDF file, youn@ownload a free version
from www.adobe.con) If you click theEmail button, you can open your e-
mail program and attach the file to an e-mail mgsséPicture Aloum can
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open some e-mail programs and attach the filef.fdel/ou choose to do
nothing, the PDF file will be available for latesauin the same folder the
photo report is in.

Printing Your Album

To print your album, sele€ile Print from the menu or click therint
button on the toolbar. (You can preview what thatpd report will look
like by selectingrile Print Preview from the menu. See page 42 for more
information on Print Preview.)

When you are ready to print your album, you wiV@é&o decide how you
want your album to look and whether or not you wanbver page. If you

do want a cover sheet, you will also have to dewidat that cover sheet

will look like. When you clickrile Print, the Cover Sheet Data window
will appear. This option is turned on by defaulthie Page Options section
of Print Settings. If you have created a PDF awtuoted a cover page,
information will already be included in the box#s/ou do not want to
include a cover page, un-check this option in F3eittings, discussed on the
following page and later in this section.
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If you do not want to include a cover sheet witis tlbum, clickSkip Cover
and the program will proceed to the Print window.

FORMATTING YOUR COVER PAGE

If you do want to include a cover with your albwou will have to choose a
cover format. Clickedit Print Settings then choose the Page Options tab.
Note that much of this page is grayed out becawssetoptions pertain to
PDspect Inspector. THerint a cover pageoption is checked by default.
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Click theCover Page Settingdutton and the Cover Page Setup window
will appear. Picture Album provides four options floe appearance of your
cover sheet. A thumbnail of each of the optiorghiswn on the right side of
the window, and an example of each option is digalaon pages 45—46.

The top part of this window lets choose your conydago and the text and
font for the cover page (The logo feature is fotiQpl only. It disappears
for the remaining options.) Option 1 also lets yaold text in the Additional
Text box to go with the logo; for example, your gaany address.

Options 1, 2, and 4 place a title on the cover p@ges is referred to as the
Main Text. Enter the text you want in the Main Tertry box. Select a
cover style by clicking one of the option buttons.

Displaying Your Logo
To display your logo for Option 1 click theocate button to the right of the
Logo File entry box and the Select Image window aplpear. (Click the

Removebutton beside theocate button if you wish to delete or change the
logo you have chosen.)
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This window allows you to choose the file with thi®oto you want to use
for your logo. Thdmage Filter dropdown box lists the various picture file
formats so that you can choose the one you want.

Choose the file with your logo and picture will &ap on the right of the
window.
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Click ok and the Edit Image window with the logo will appea

Note that you can change the height and widthisfithage and lock in the
aspect ratio with the features at the top rights Theans that the dimensions
will stay the same for this image regardless ofn@hieappears. You can
also click theMake Sizes Defaultutton to set this size for all future
pictures until you change it again.

The Image Resolution dropdown lets you set theluéea of the pictures at

low (150 dots per inch), medium (300 dpi), or h{gb0 dpi). If you set the
resolution at high your pictures will be clearet the program will take
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longer to perform such processes as loading andgsa¥ou can also add
decorations as discussed previously.

You can rotate the image with the rotate arronwth@bottom of the window
or choose another image with tGoose Imagebutton. When you click
this button, the Select Image window will appeaaiagallowing you to
choose another logo picture.

Choose the new image from the files on the lefteWthe picture you want
appears cliclOK and the image will appear in the Edit Image windmwv
that you can make whatever changes you want forappear as the logo, or
choose another new image for the logo.

When you are satisfied with the picture in the Eaidge window click OK
and the logo address will appear in togo File dropdown box in the
Cover Page Setup window.

Each of the option choices in the Cover Page Seingow explains what it
displays on the cover page. Note that after yow lsaected an option, a
thumbnail of the cover sheet layout is shown indb#om right corner of
the window.
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After you have chosen your cover sheet option aadenthe changes you
want, click theOK button to close the window and save your changes.
These cover sheet settings apply to all cover shgetted on this computer
and remain consistent among albums. You will havehiange the settings if
you want any cover sheet to look different.

After you have indicated to print a cover shees,ghogram will ask you for
information to include on the cover sheet. Thid ha@ppen on the Cover
Sheet Data screen, which appears after you Eliek Print, File Print
Preview, or when you are creating a PDF.
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Depending on which cover sheet style you have chasene of these
entries may not appear. Also, if you have alreadlyarted data from an
inspection, or completed a cover for a PDF, theenand address will
already be completed. You can also choose to g@thmation from an
inspection. Click th&et data from Palm-Tech Inspector filebutton and
the Open window will appear, allowing you to chotise inspection from
which to take the information you need.
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If you have chosen a cover sheet type that incladasture of the property
and you want a picture to appear on the cover thiek ocate button to
select the picture. After you click th@cate button, the program will allow
you to open your files to search for the picture y@ant.

Click on the picture file name, and the chosenupecivill appear on the
right side of the window as shown, making it easyaerify that you have
chosen the correct picture. Click and your picture and information will
appear on the Cover Sheet Data window.

If you imported inspection data, the name/propertyrmation is saved with
the album. The list of inspection comments, howgigenot saved (except
for notes attached to specific photos).

FORMATTING YOUR ALBUM

Before you print your aloum, you can choose howynaotures per page
will be printed. By default, each new album on ydasktop/laptop starts at
Six pictures per page. To change this number, SBitc Album Setup

from the menu and the Setup window will appear. ¥an also click the
Program Settingsicon on the toolbar.
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The program will allow you to print up to 12 pickgrper page. Select the
number of pictures per page you want to print loigkodg on the circle to the
left of your choice. The number of pictures pergagsaved with each
album so that you can change the setting basedeondividual aloums. To
change the default, select the setting you woldkel liew albums to start at
and click theMake Default button. This will allow new albums to print
pictures at the setting of your choice. Remembatrtthe fewer pictures you
have per page, the greater the room for commenitgaptions.

This window includes two boxes at the bottom. Tin&t bne lets you display
your pictures at maximum resolution. Your pictunel be sharper, but, as
indicated, the files will be larger and the prograrth run more slowly.

You also have the option to control here how mummment text to include.
Remember that the program will warn you if you &atol much text to the
page. With this option, you can choose to add rextand make the
images smaller, or show the images larger withtiess In this way you can
choose to place the emphasis on the explanation tive picture.

Choose which options you want and cl@k to continue.
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PRINT SETTINGS

You can set your print settings by clickigagit Print Settings or thePrint
Settingsicon on the toolbar.

When you choose this option the Print Options wimditscussed previously
will appear. This window has four tabs to help pet up what your album
will look like. The first tab is for margins.

NOTE: PDmB uses the same structures for Print Settmg4 of its
programs. Thus, some features will appear in toeufa Aloum windows
such as the Print Settings windows that are afdgkda other programs
and not to Picture Album. In these cases the nqliegble features will
be inactive and their functions will be grayed out.

Margins

The margin settings of course determine how mucditevdpace will appear
around the edges of the page. You can change faeldeargins shown to
accommodate how you want your pages to look andtude letterhead or
binding margins. Click in the number box to chatigesizes, or click the
directional arrows to increase or decrease yotingst If you make the
changes then decide you want to return to theralgettings click the
Restore Default Print Settingsbutton at the bottom of the window.
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Page Options
The Page Options tab was discussed previouslypifilery purpose of this
tab is to set up cover page options.

The other options on this page are inactive fotupecAlbum purposes.
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Page Layout

The Page Layout tab provides great flexibility laqing various pieces of
information on the page.

The Page Layout box lets you click the dropdownshimose where to place
your company name, as well as the date and tinggs pamber, and file
name. You can also choose not to show the datéraedpage number, or
file name. Thd~ont buttons to the right of these boxes allow youhoase
font style and sizes for these entries.

The Custom Fields box contains three dropdown hokes can click the
down arrow to choose a merge field, such as Prppeltiress, Company
Name, etc. and customize the font and color andevihevill appear. This
will set this important information apart from othext and allow you to set
up a unique look for your report.
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NOTE: Merge fields are features set up in Inspectiond»es that allow
you to enter text that the program will replacehwvdata from the Front
Office order or general information category of thgpection. For
example, if you wanted the property address to @apipea disclaimer,
you could add the merge fiejfiProperty Address}} and setitas a
default. The program would replace the merge fielxd with the property
address entered in the general information sediidhe report before a
report with this disclaimer is printed.

You can place merge fields in prompts, answerslalisers, or final
comments, or put them into lists for easy select¥ou must enter merge
fields exactly as they are set up or the datanatlbe placed. Some of
the merge fields contain data that will be avagatuly if the inspection
was created based on a Front Office order

You can also include your company logo in your repeth the Company
Logo Image File option.

If you want to show your logo, click the small karttto the right of the
Image File box. The Select Image window shown previously afipear,
allowing you to choose the logo file. Select thgdgyou want to appear on
your report, clickok, and the Edit Image window will appear, allowirmuy
to make modifications to the image. When you chdbseoption, the Image
Placement box becomes active. You can then chowsefahe resident
locations to place your logo, or chodSestomto place the logo in a
different location. When you choose a custom lacaéind click the Custom
button, the Custom Location window appears, allgwjau to specify in
inches the vertical and horizontal placement ofitige. You can also
specify a height and width for the logo in the Heignd Width boxes, or
reserve specified header heights to accommodatedbe

Fonts

The fonts that appear on your printout can be chdng display differently
for various parts of your inspection.
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The sections that can use different fonts are l&sAfs:
Template Text: This refers to any text that is not data or congpan
name text, such as the date and file name. Chaegeirnplate font by
clicking the button next to the Template Text pronijhe font you
choose will then be displayed.
Data Text: This refers to any information that you enter iato
inspection, either from the keyboard or by selectrom a list. Click
the button next to the Data Text prompt to chahgefont.
Company Name:Company name refers to the name of your
company. The company name is unique to your so&wad cannot
be changed. However, the font used to displaytihénheader of the
report can be changed. Change this font by clickiegoutton next to
the Company Name prompt. Alsscussed previouslypu can also
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change the location of the company name in the Bettings layout
window.

When you click the button for one of these sectiomntheFont button
elsewhere in the program the Select Font windovearsp

You can choose from a variety of fonts and attelwguch as bold, italic, or
underline for these items of text. To see the ab#el fonts click the
dropdown and the list of available fonts will appe&ahoose the font you
want and the attributes and color you want your texappear in, then click
Close.

The template text, data text, and company namectexbe any size from 8
to 64 points. Remember, though, that the largetdkiesize, the more room
it will use on the page. This could be significdijiou import extensive
notes from an inspection.

PDF Options

Picture Album allows you to create a PDF of yoyrore. You can make the
resolution of the PDF file low, medium, or high witis dropdown. Higher
resolutions will look better in print, but low rdaton speeds up processing
time and the time it will take to send the e-m#bu can also choose to
include True Type fonts in the PDF. Setting Trug@dyonts will ensure that
the appearance of printed PDF reports remains stemsi (If you use printer
fonts, the appearance of the printed reports might among printers.) True
Type fonts in the PDF will, however, increase tize ®f your file.
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As with the other tab windows in Print Settings fonts tab window
includes aRestore Default Print Settingsbutton so that you can
experiment then return to the original settinggoii choose.

PRINT PREVIEW

After your album is complete, you should take &labit to see that is set
up the way you want it before you print it. To peav your album, click

File Print Preview . The Cover Sheet Data page will appear again.céou
make any necessary changes to the cover sheatlitlietontinue .
Following is an example of the Print Preview scredh the cover page for
Option 1 selected.

You can click theNext Pagebutton to proceed on through the album, look
at two pages at the same time with Theo Pagebutton, or click th&Zoom
In button to see a page in more detail. When yowsatisfied with your
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album, clickpPrint to proceed on to the Print window, or clickse to return
to the Picture Album screen.

PRINTING

When you are ready to print your report, clitke Print. The Cover Sheet
Data window will appear. Make any necessary coiwastthen click

Continue . The Print window will appear. This screen alloyesi to choose a
printer, change the orientation of the pages, aakienother changes that will
affect the appearance of your album.

Click OK to continue the printing process. Your pictureuatbwill then be
complete and ready for display.

Reporting Problems to PDmB

Occasionally you may have questions and concermsgt alve operation of
your program. You can send screens and informatiomving any problem
you might be having directly to tech support sd theeviewer can see
exactly what's going on. This is discussed in AgpeiC on page 121.
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#

Following are illustrations of each of the fourletyof cover pages, followed
by helpful lists of the menu and toolbar choiceteAthat, you will have a
chance to create your first picture album. You f@awve everything you
need to create a useful and descriptive tool foir yaspection reports. Good
luck!
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COVER PAGE OPTIONS

Option 1

Option 2
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Option 3

Option 4
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File

Edit

Tool

DESKTOP/LAPTOP MENU REFERENCE

New—Start a new album

Open—Open a previously saved album

Save—Save the currently open album

Save As—Save the data in the currently open album in a new
name/location

Print —Print the album

Print Preview —See what the printed album will look like

Print Setup —Change printer options

Create PDF File to E-mail —Create/send a file in PDF format

1,2,3,4—O0Open one of the last four files you used

Exit—Close the open file and end the program

Album Setup —Set/change the pictures per page setting, therpictu
resolution, and the amount of text per page

Print Settings —Sefchange the cover page settings, page layout,
margins, and fonts

Add Picture —Add a new photo to the album

Remove Picture —Remove the selected photo from the album

Move Up —Move the selected photo up in the printing order

Move Down —Move the selected photo down in the printing order

First Picture— Move to the first picture in the list

Previous Picture— Move to the previous picture in the list

Next Picture— Move to the next picture in the list

Last Picture— Move to the last picture in the list

Rotate —Rotate the selected photo 90 degrees clockwise

Open/Edit —Open/Edit the photo in another program

Refresh —Reload the photo from file

Get Data from Inspection —Load notes and company and property
information from an inspection file
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View
Toolbar —Make toolbar visible/hidden
Status bar —Make status bar visible/hidden

Help
About Picture Alboum —Display program information, version, and
copyright
Tutorials —Access a Picture Album tutorial
Report Issue to Tech Support —Send information about a
problem to tech support for review
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DESKTOP/LAPTOP TOOLBAR REFERENCE

1 2 3 4 5 6 7 89 10 11 12 13 14 15 16

Start an album file

Open a previously saved album file

Save the currently open album

Insert a photo in the album

Remove the selected photo from the album
Move the selected photo up in the printing orde
Move the selected photo down in the printingeor
Rotate the photo 90 degrees clockwise
Open/Edit the photo in another program

10. Reload the photo from its file (Refresh)

11. Import data from an inspection

12. Print the album

13. Create/send a file in PDF format

14. Format the album pages

15. Choose the print settings

16. Display version number and copyright informatio

CoNOOhwWNE
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Y OUR FIRST DESKTOP/LAPTOP ALBUM
USING PICTURE ALBUM

We recommend that you use the software to completbum or two in
your office before taking the program out into fiedd. This will give you
time to get used to the program and allow you teehaur user’s guide and
desktop/laptop version of the program availabléeAyou have installed the
program, take a few minutes to review the useridggand the resources it
offers.

1. Open the program from the Start menu. Setegjrams thenchoose
PDspect 5 Picture Aloum . You can also double-click the Picture
Album shortcut directly on the computer’s desktdpe program then
starts a new, empty alboum by default.

2. Add a new photo to your album. Sel€cit Add Picture from the
menu, click theAdd a Picture button on the toolbar, or preGsrl+A .

The Open window will appear, allowing you to chotise file with the
photo that you want to add.
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If you are using Windows XP, Windows Vista, or Waves 2000, click
theViewsicon in the upper right corner of this window, thaick
Thumbnails to see your photos, as shown in the followingestre

Select the photo you want by clicking on it theiclahg Open. You
will be asked if you want to add all of the photos.

AnswerYes and all of the photos in the file will be addedprgress
bar will appear showing you the status of the peetaading. A new
photo(s) will be added to the list of thumbnailghe photo list. Your
screen will look like the following one.
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3. Add a caption (note or information) about aymet The text that you
add will appear beneath the picture when you ganir photo pages.
You can either select an item from the dropdownaiés available
from the inspection or enter the text in the Capgatry box in the
right side of the work area. To add a note fronnapection choose the
picture you want then selettol Get Data From Inspection from the
menu or click themport Data buttonon the toolbar.

An Open window will appear, prompting you to selé inspection
that you want to import notes from.
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If your window does not say “My Inspections” in theok in: location,
click the dropdown for theook in box, select Drive C, then select the
My Inspections folder or other location where yavé saved
inspections.

Select an inspection and click t@@en button.

A new box titled “Notes” appears in the workspachck the
dropdown arrow and choose a note from the inspedidit this note if
you wish.

You can type a caption instead of importing a nii@ matter how you
add a caption, the program will warn you if you ead the
recommended length for captions, as shown nextallbeable
caption length depends on the current picturepage and Quantity of
Comment text settings in the album Setup window.
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4. Add an arrow, ellipse, or zoom-in to your pi€for any combination
of these tools). Go to the Image Options areak thie dropdown list in
the Decoration Typesbox on the left, and choose the graphic (arrow,
ellipse, or zoom) you want. Choose a color fromQeeoration Color
dropdown. Click and drag the mouse in the pictwer the area you
want highlighted. (Remember that the longer theg dttze thicker the
arrow, ellipse, or zoom border will be).

5. Save your work now by selectifile Save from the menu or by
clicking theSavebutton on the toolbar.

If you have not saved this file before, the Savemsslow will appear.
Enter the file name that you want and click 8aebutton.
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HINT: Use the same naming convention for all files. ¥aun create
long file names that allow you to make locatingdikeasier. For
example, you could use a combination of the custemame and date
for the file (i.e., 010107 Johnson W.alb5) or imguthe inspector’s
initials if you have more than one inspector. Tim@artant thing to
remember is to always follow the same conventiothabyou don't
have to guess which files are which.

You should avoid some characters in naming yoasfilhese include
the asterisk (*), brackets (< >), ([ ]), equal s{g, plus sign (+), quotes
(™), and slashes (/\). These characters haverdtinctions and can
confuse computer programs.

Save your file often! As you work between differphibtos, the
changes that you make are saved in the open pragmhnand are not
saved to the file.

6. Remove a photo from your album. Click on thetphbat you want to

remove and sele&ldit Remove Picture from the menu or click the
Remove a Picturebutton on the toolbar, or preS#l+R .
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Remember that deleting a photo in this manner resavrom your
album only. The photo file will remain in its ongal location, and you
can bring it back to the photo list if you like.

7. Move any photo up or down in the thumbnail disder. Click on the
picture that you want to move and seledt Move Up from the menu
or click theMove Picture Up button on the toolbar.

Move a picture down the list the same way, by ahigkon the picture
that you want to move and selectitgjt Move Down from the menu
or clicking theMove Picture Downbutton on the toolbar.

8. Rotate a picture. Clickool Rotate, or click theRotate Picture button
on the toolbar.

Rotate the picture back to its original orientatibyou don’t want to
show the changed picture.

9. Edit one of your pictures. Seleiol Open/Edit or click theOpen or
Edit Picture button on the toolbar
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10.

Remember that you will be using your photoeditinggoam to edit the
picture, so it will be changed permanently once gawe it. If you want
a copy of the original picture, save it or the ediversion with a
different name. You can then show either or botjaar photo list.

Choose how many pictures per page you warntggkin your album.
Selectedit Album Setup from the menu and the Setup window will
appear.

Select the number of pictures per page you waitibling on the
circle to the left of your choice then clickimk. The number of
pictures per page setting is saved with each akmthat you can
change the setting based on the individual aloums.

If you want to change the default six pictures jpage setting, choose
the setting you would like new albums to have diak ¢he Make
Default button. This will allow new albums to start at sedting of
your choice. Leave the resolution as it is, angidagaae Quantity of
Comment Text at Normal Text. After you have selgt¢hee number of
pictures to include on a page and decided whetheotato make that
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setting the default setting, click tk¥ button to return to the main
window.

11. Create and format a cover page to print with tthsm. To set up your

cover page options, selemit  Print Settings  from the menu and the
Print Options window will appear. Select the Pagdi@ns tab.

Click theCover Page Setting®utton and the Cover Page Setup
window will appear.

58



Desktop/Laptop Program Your First Album

NOTE: Cover Page Setup data is saved on each computeatsp.

You will need to repeat any changes made here dm@&mputer that
will be used with Picture Album.

11.1 Select a cover sheet style by clicking orcthae to the left of
the option style you want. As you click on eaclcleir an
example of the cover sheet is shown on the riglg sf the
screen. Select Option 1 and click K button.

Option 1 allows you to add a logo to your covergdfa logo
location is not already indicated in thego File box, click the
Locate button to select the file containing your comp&go,
and the Select Image window appears. Select theppate file
by clicking on it. Then click th©K button to go to the Edit
Image window. Make any changes you want, or cligkto leave
this image as it is and return to the Cover PadgepSeindow.
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11.2 Enter any changes you want for your infornmatrotheMain
Text andAdditional Text entry boxes. After you have made
your changes, click th@K button to close the window and save
your changes. The cover sheet settings apply woa#r sheets
printed on this computer and will remain consistagtiveen
albums until you change them.

12. Save your work by selectirge Save.

13. Preview what the printed report will look likeelectrile Print
Preview . The Cover Sheet Data window will appear. Addatdress to
the Property Identification box. (If you have impeat data from an
inspection, this box will already contain data.)

Because the Option 1 cover includes a picture@ptioperty, click the
Locate button to locate the picture file. Select the ymetyou want
from the Select Image window. Clicdontinue when your Cover Sheet

Data window is complete.

The Option 1 cover page, which includes a logointiire, should
look like the one on the following Print Previewesen.
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14.

15.

Click theNext Pagebutton to proceed on through your album.

Add any information you want to other pictures ouy album and save
it.

Print your first picture alboum by selectirigz  Print from the menu, or
clicking thePrint button on the Print Preview screen.

Because you have chosen to print a cover sheetymithalbum the
Cover Sheet Data window will appear. (You entergdrimation during
Print Preview, so the name and property addressainglady be
completed. This will also happen if you have impdrtata from an
inspection. You can also enter the information nadigy)

Because you added the picture of the property du?rmt Preview, the
photo now appears on this screen. If you had nd¢ddthe picture
earlier, you would have to click thecate button to select the picture
at this time. This would display the Select Imagedew, and you
would have to choose the correct picture file, tbkerk Open on the
picture file name.
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The picture you selected will now appear on thitrgyde of the Cover
Sheet Data window, making it easy to verify that y)5ave chosen the
correct picture.

15.1 If you had chosen a different cover style, safithe entries
shown earlier would not have appeared. For exartiptepared
For” appears only on Options 2 and 4.

15.2 If you normally use a cover sheet (you clickédnt a cover
sheet at the beginning of each print job” underé&d?age
Setup), but choose not to for some albums, you avolidk the
Skip Cover button for those albums. Any information you then
entered in this window would not be saved and thecsheet
would not be included when printing begins.

15.3 Click theContinue button to continue the printing process. The
following Print window appears.
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16.

This window allows you to further change the wawryeport
will appear. For example, you can select Lands€xpentation
under Properties, but this is not encouraged apittares will
print smaller than they would in a comparable @otrtieport.

15.4 SelecOK once you have all settings the way you want them.

Create and e-mail a copy of your report in R@mat. Click thePDF
icon in the toolbar. A message will appear askingu want to make
your file secure. Click to check tl8ecure the PDFoox if you want to
make the file secure, or cliek to continue. Remember that if you
click the box, your file will be more secure, batuywill no longer be
able to change it in any way or print it.
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17.

18.

19.

After you continue, the Cover Sheet Data window aplpear. Because
you have already entered the information, click@eatinue button.
When the decision window appears asking what yout teado with
your file, click Open to view your file in Adobe Reader. If you wish to
e-mail your album cliclemail and, with some programs, the Picture
Album will open your e-mail program and attach éleum to the
e-mail message. With other programs you will havattach the album
to the e-mail message.

Print a cover page only (no photo pages toWgll Start a new (empty)
Picture Album file. Do not add any photos. Formatirycover page by
clicking Edit Print Settings  Page Options and choosing the cover
page option you wanSelectrile Print from the menu and enter the
appropriate information for the property in tAeperty Identification
box. Click theLocate button to select the file containing the property
photo. When this information is correct, click @entinue button.
Preview this cover page if you wish in Print Previden print the

page.

Make a backup copy of your album and picturea separate storage
medium. Copy your pictures into a folder, then ctpgalbum and any
PDFs to the same folder. It is a good idea to dtwese folders on a CD
using the appropriate CD burning software.

Your album is complete!
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DETAILED OPERATING INSTRUCTIONS FOR THE
POCKET PC PROGRAM

The Picture Album program for the Pocket PC isglesi for easy printing
of your photos and creation of your photo albunsib@. You can transfer
the album file to your desktop/laptop computer frponr Pocket PC for
easy, secure storageis important to note that when you create an
album, the picture files are saved in your album. Te size of your photos
will determine the how long it takes for the program to load and save. If
you have several large photos, the program may talksme time to load
or save.

To start the program, click ti&tart button and sele¢ticture Alboum5 from
the menu. A copyright and licensing window will &gap. Click that window
to make it disappear or wait a few seconds. Thgnara will then start with
the first screen, as shown below.

This screen includes akdd Pictures button, arOpen Existing button, and
a menu bar/toolbar. From this screen you can ataew album or open an
existing album. Each of these functions will belaxped fully in the
following pages.
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If you are just opening the program you will sesceeen providing
information about the picture loading process, Wlatso appears when you
save a file. This is discussed on pages 67—68.

The Picture Album screen is divided into threeisaest

1. Title Bar—The title bar displays th8tart button, the program name, a
connectivity settings icon, a sound level icon,tihee, and the
Minimize button. TheMinimize button takes you back to the previous
screen.

2. Workspace—The workspace is where the bulk of the program’s
activity will occur. The work area is divided infiour sections. On the
left side is a numbered list of the photos in yalloum. When you
select a photo, that photo is displayed to thet mdlhe list. Below that
Is theCaption box. TheCaption box allows you to enter text about any
of the pictures. Picture Album allows you to ad@taans to your
photos. See page 74 for instructions on the wagsltiocaptions. Below
the Caption box are thdecoration dropdown boxes. On the left is the
Decoration Typedropdown. This dropdown allows you to add
highlighting symbols to your pictures to emphasizeas of concern
(page 80). Th®ecoration Color dropdown allows you to choose the
color you want for your highlighting symboils.

3. Menu Bar/Toolbar—The menu bar contains the three menus that you
will use to perform various actions in the progrdihe toolbar section
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contains icons that you click on to perform variagsons. Except for
the Keyboard icon and arrow in the lower right @rthat concern text
input functions, the actions shown by the toollcans are the same as
some of those performed by some of the menu choldestoolbar
icons, however, are a more convenient way of perfoy them. The
input icons will change depending on the options gboose. See pages
75 and following for information about these icaml what they can
do.

Managing Files

Picture Album stores all data for each album im&ue file. You can create
and save new files, open previously saved filed,ramise files and save
them under new namdsis important to note that when you create an
album, the pictures are contained in the album. The means that if you
have many photos or they are very large the prograrmwill run more
slowly. See pages 91 and following for more informatiommving picture
and album files to your desktop/laptop.

CREATING A NEW FILE

When you first start the program, a new, emptyifilereated. To create a
new, empty album file seleette New from the menu. When you first open
or begin a file you will see a window concerningtpre size and speed. If
you do not wish to see this picture again whenstau or save a program,
check theDon't tell me this from now on box. Then clickOK.
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If you already have an album working on the scrgen,will be asked if
you want to save the current aloum, cancel thealbum, or close the
current aloum without saving.

You could save your file with a different

name by clickingrile Save As. Saving with

a different name can be useful if you feel that

you may need to make some modifications

later. This way you will have the original file,

as well as the file with any modifications.
Save As is discussed further on page 70.
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Choose what you want to do with the existing fled the beginning screen
will appear again. Click thAdd Pictures button, and you will see a list of
pictures to choose from.

Choose the picture you want then click
OK. You will get a message asking if you
want to add the other pictures in the folder.
AnswerYes and the photos in that folder
will be added to your album.

OPENING FILES

To open a file you have previously saved,
selectrile Open from the menu. A
window will appear allowing you to select
a file. Click the file that you want and click
OK. That file will open on your screen.

SAVING FILES

Save your files often! As you work in your
photo album, the changes that you make are savéeé iopen program only
and are not saved to the file. The program off@essways to save files. To
save the currently open file, click @itle Save or click theSavebutton in
the toolbar.
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If the file has not previously been saved, a windi&e the following will
appear. The program will ask you to provide arfidene. (By default, all
album files end with the extension “.alb5”.) Nobat this window also

advises that the number of images will influencegpeed of operation.

You can make a copy of the currently open
file under a new file name by selecting
File Save As from the menu. This will
close the currently open file and save the
data in the program in a new file under the
name you specify. This can be useful if
you need to modify an album. You can
open the previous file, make the needed
modifications, and save the modified file
under a new name while noting in the
name that the file has been modified. For
example, suppose you inspected George
Williams’ building on 1/29/07 and saved
the file as “Williams George 12907.alb5".
After completing the inspection you find

that you need to make a modification. You can dperfile you previously

saved, make the needed modification, then saventiuified file as

“Williams George 12907 (v2).alb5”

For long-term storage and ease of future accessmay wish to store the
photos referenced in an alboum and the album 8Hdfiin the same folder on
your desktop/laptop computer.

As noted previously all aloum files end by defaulih the extension
“.alb5”. If you change the extension on an albule, fit will not
automatically appear when you selei Open.

If you try to close the program or take any othetram that will remove the
currently open file from the program’s memory, gregram will check to
see if you have made any changes to the currepég @le. If you have
modified the currently open file, the program vaitbmpt you asking if you
want to save the changes that you have made. hisafety precaution to
make sure that you do not lose work. Chvels to go on.
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TIPS FOR BETTER FILE MANAGEMENT

Following are a few tips and suggestions to malkenianagement easier:

1. Save your work often!

2. Use the same naming convention for all files. n@gram supports
long file names, which allow you to use names thake locating files
easier. For example, you could use a combinatidgheo€ustomer’s
name and date for the file (i.e. 020107 Johnsorib&)aor include
your or another associate’s initials if there isrentthhan one person in
your company. The important thing to remember iglteays follow the
same convention so that you don’t have to guesshwiiles are which.

You should avoid some characters in naming yoasfilhese include
the asterisk (*), brackets (< >), ([ ]), equal s{g), plus sign (+), quotes
(* ™), and slashes (/\). These characters haverdtinctions and can
confuse computer programs.

3. Your desktop/laptop computer is a safe and weltqmted environment
for long-term storage, so you should transfer allfiltes from portable
devices to your desktop/laptop.

4. Create backup copies of your files! Store your alldiles in the same
directory as the pictures.

The Photo List

The upper left side of the work area displays teoligshe photos in your
album. As you select different photos in the lisg upper right side of the
work area will display that photo.

ADDING PHOTOS

To add a new photo to your alboum when you initigligrt the program, click
the Add Pictures button on the opening screen. If you are stadimgw file
and already have the Picture Album screen up, tSeditc Add Picture

from the menwor click theAdd Photo button on the toolbar.

A list of photos will appear allowing you
to choose the photo that you want to add.
Click the picture you want then cliek.
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If this is the first photo in the album and there ather photos in the same
folder, you will be asked if you want to add alltbé pictures at once (right).
AnswerYes and all of the photos located in the folder wél &dded.

NOTE: When you choose to add a picture, all the piststered on the
Pocket PC are displayed. However, when you chapnadd the other
pictures in the foldegnly the pictures in that folder are added.

The screen discussing adding and saving pictufesereced on page 68 will
appear unless you indicated that you did not wantappear again.
ROTATING PHOTOS

If you took a photo with the camera sideways toagketoader view, as
shown in the screen on the left, you can rotatelizo by selecting
Tool Rotate from the menu.

72



Pocket PC Program Detailed Operating Instructions

This will rotate the picture 90 degrees clockwissda on its current display.
To make a photo appear upside down, rotate it tWwihe picture on the

right shows the picture rotated to show a diffeeentation. Once a picture
Is rotated and the file saved, the picture remainibe rotated orientation in
the file and will appear rotated when it is reloddé you want the picture to
remain as you originally took it, you will have ratate it again.

DELETING PHOTOS

To remove a photo from your album, select the phiwdib you want to
remove from the list by clicking on it, then selagtEdit Remove Picture
from thetoolbar

Deleting a photo in this manner removes it from youpicture album
only. The photo will remain in storage in its orighal location.
REARRANGING PHOTOS

Photos will print in the order that they appeatiomlist. You can easily
move any photo up or down in the order.

To move a picture up the list, choose the picthat you want to move and

selectedit Move Up from the menu, or click thglove Picture Up button
on the toolbar (left).
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To move a picture down the list, choose the pictha¢ you want to move
and seleckedit Move Down from the menu or click th®love Picture
Down button on the toolbar (right).

Adding Captions to Your Pictures

If you want information printed beneath the picgivghen you print your
photo pages, you can type the text in@agption entry box, handwrite your
notes in the entry box, or add notes from an inspecFollowing are
explanations for entering text in each of thesedlways. One thing to keep
in mind is that caption length is affected by thenber of pictures per page
and the size of the pictures. Both of these optayesexplained in the
section on Album Setup on page 87. The generalofuleumb is the more
pictures you print per page, or the larger theupes are, the less room there
Is for text. If your caption length is too longetprogram will overprint it on
the picture below or run it off the bottom of thage. Be sure to check your
captions when you are reviewing your picture allpages.

TYPING
To enter text by typing, you will first have toadithe Keyboard icon.

When the keyboard appears, click in @egption box and type your text by
clicking on each letter. As you type, you will retithat the program often
provides a list of frequently used words basedhenspelling of the word
you began to type. If one of the words suggestéaeisvord you want, click
that word, and the program will place that worgaur text.
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Note also that the keyboard provides for capitiste and several special
symbols, as well as accented letters and symbotexXoin languages other
than English. You can access these special lettetrsymbols by clicking
various control keys (or combinations of these keysthe left side of the

keyboard.

HANDWRITING

Pocket PCs have handwriting recognition capalslitieat allow you to enter
information by writing on the screen with the s/ o write information in
this way click the Up Arrow icon beside the Keylmaron on the toolbar. A
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list of options for adding text will appear. Twotbiese functions, Block
Recognizer and Letter Recognizer, allow you toauste your Pocket PC
to recognize your handwriting or custom letter lsti®

Block Recognizerlets you input character
strokes using Graffiti from Palm, Inc.
These stylized versions of letters are quick
to enter to save input time.

Letter Recognizerallows you to write

letters with a stylus just as you would with
a pen on paper. You can use Letter Recognizer Wheag out notes or in a
dialog box.

Both of these functions include demo programs afarination to help you
learn how to use them. Access the demo programséosranation by
clicking on theHelp (question mark) icon that appears just above the
Keyboard or Stylus icon, which shows when Block &tgtzer and Letter
Recognizer are active.

When you click on Transcriber, the Transcriberdittindow (left) appears
on the screen. This window provides informationwbiaranscriber and a
Help button. Click theHelp button and the window on the right appears,
providing you with information about using Tranden.
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When you click on Transcriber, a new toolbar app@ove the existing
Picture Album toolbar. This toolbar contains ictimat allow you to tailor
the handwriting recognition functions of PicturdoAim even more finely to
suit your style, as well as perform some activitsd in the Edit menu of
a standard desktop/laptop window. These functienPicture Aloum adapt
to such style issues as orientation (the slanbaf writing), and letter
shapes. Transcriber also allows you to perform swtions as selecting and
moving items and text. Transcriber lets you chacage, select alternate
words, undo, and perform other functions founchm Edit menu of a
standard desktop/laptop window. Transcriber alsdains a simple
calculator feature. When Transcriber is activeaadawith-a-pen icon
appears in the menu bar.
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You can work with all of the data input optionsdiscover the most
convenient and effective way to write notes to dgour pictures for
inclusion in your picture album.

GETTING NOTES FROM AN INSPECTION

A third way to add information to your album isiteport notes from an
existing inspection. To import a list of notes fram inspection, select

Tool Get Data From Inspection from the menu or click themport Data
button on the toolbar.

A window with a list of inspections will appear ftle Select the inspection
you want and click th®K button. An Inspection Notes box will appear in
the workspace that allows you to select a note fitmerinspection. You can
then use or edit this note as a caption under gbatos.
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To select a note, click the dropdown and a lighefnotes from the imported
inspection will be shown. The category name anel\will precede the note
for easier selection.

Click on the note that you want, and it will appaathe caption box on your
screen, as shown on the right. Be aware of how tbegomments are,
however, as comments that are too long will ovetghe picture below.
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Adding Highlighting Symbols to Your Pictures

You can add an arrow or ellipse, or zoom in on ymature to emphasize an
area of interest. You may choose to point outem ivith an arrow, circle
the item with an ellipse, or enlarge a section whi zoom-in function. To
do this, click the down arrow in th&ecoration Typebox. Choose the
graphic you want from the list then choose a cbilmm theDecoration

Color box (blue, green, red, brown, magenta, gray, oteyHPlace the
stylus on the photo and drag it to the item youtvwaremphasize. To draw
an arrow, for example, chooserow from the list, choose a color (blue,
green, red, brown, magenta, gray, or white), thek oK. Draw the symbol
on your picture. The longer you draw, the thickes line will be.

A photo with a white arrow indicating a problemars shown in the next
picture. If you want to change the color of a hight for better contrast,
delete the symbol by clicking tli&ear Last button. Select a different color
from the dropdown list, and redraw the symbol wité new color. To clear
all decorations on a picture click tdear All button.

You may wish to call your customer’s attention tpaaticular area of the
picture. You can do this by circling the area witik ellipse. You add an

ellipse the same way you do an arrow. Chdglipse from theDecoration
Type box, choose your color, then place the stylus tleaitem you want
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emphasized and move it over the item. The areawittircled in the color

you chose, as shown below.

Another way to draw attention to a
particular item of interest is to enlarge it
with the zoom tool. Enlarging with zoom
also brings out details and fine points that
might not be as apparent on the picture
itself. Choose zoom in the same way you
chose the arrow and ellipsis. Click and
drag the cursor over the area you want to
emphasize. As with the arrow, the larger
the area you have indicated for
highlighting, the thicker the borders will
be.

You can use all of these tools if there are
several items of interest on one picture.

You can also make each figure a different colorafdded emphasis.
A photo with the zoom tool is shown next on thé, lahd a photo with all of
the tools illustrated appears on the right.
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Editing Your Pictures

You cannot edit your pictures on the Pocket PCPacture Aloum does
allow you to edit them once you have placed thermgaanr desktop/laptop.
See page 91 for information on how to copy to yaesktop/laptop, and
page 15 in the Desktop/Laptop section for instarngion how to edit your
photos.

Cover Pages

Picture Album will allow you to create a cover pdgethe presentation of
your inspection. To format your cover page sefeiat Print
Settings  Options from the menu and the following window will appear

NOTE: PDmB uses the same structures for Print Settmg4 of its
programs. Thus, some features will appear in toeufa Aloum windows
such as the Print Settings windows that are afdgkda other programs
and not to Picture Album. In these cases the nqliegble features will
be inactive and their functions will be grayed out.

The option to print a cover page is checked bywefH it is not check it
then click theCover Settingsbutton beside it and the following window
(left) will appear.
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NOTE: The Options tab page in print settings also hasnaige Quality
dropdown box. This lets you choose the resolutigality of the picture
on your cover. You can choose low (150 dots pdn)inmedium (300
dpi), or high (600 dpi). The higher resolutionslwmiake the picture look
sharper, but they will also slow some program fiomst such as loading
and saving.

When you choose an option a thumbnail of that optvdl appear in the
upper right corner of the window (right). All opiis place a title on the
cover page. This is referred to as the main texteriter your title click the
keyboard icon and enter the text in Main Text entry box. Depending on
the option you have chosen, you will also haveaidgzm some other steps.
Options 1, 2, and 4, for example, display additidest that you will have to
key in if you want it to print. The cover for Optid prints your company
logo, so you will have to click thieocate button to access the file with your
logo.

You will choose the picture for the cover page friitia Cover Page Data
window. This window appears when you selgigt Print if you checked
thePrint a cover pagebox as discussed previously.
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If you want to include a cover page, complete ttiermation. (If you do not
want to include the cover page for this aloum cle@p Cover .) If you
selected an option that included a picture, yolirvgéed to click thé.ocate
button to find the picture file and include thetpre of the property on the
cover. The screen will display the picture you helkesen so that you can
verify that it is the correct one. The Cover PaggaDwindow will then
appear with the picture file included.

With Option 1 you can also include your logo on yoaver page. Click the
Locate button beside theogo File box to search for the logo file. Click the
Removebutton if you wish to delete or change the logo.

84



Pocket PC Program Detailed Operating Instructions

The Select Image window will then appear. Choosddfgo from the Select
Image window and the Edit Image window appears.

In theCompany Logobox in the Fonts and Logo tab you can choose to
remove this image by clicking t€or replace or change the image by
clicking the small button to the left of the
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When you do this the Edit Image window will appagain, allowing you to
change the image or choose a new one.

The logo will always appear in the upper left coroithe cover page. If you
want to place your logo on a page other than thrercpage you can go to
the Image Placement box in the Fonts and Logodislbyssed on page 89)
to choose a location for your logo on pages othan the cover page. You
can also choose where on the page you want thedogopear. Click the
dropdown on thémage Placementbox to see a list of locations where the
logo can be placed. You can also choose not to shewngo at all.

Examples of the various cover page options are slmwpages 92-93.
After you have made the changes you want, cliclCKebutton to close the
window and save your changes.

NOTE: The Other tab contains functions applicable t@ofalm-Tech

programs and is not applicable to Picture AlbounmtF3ettings are
discussed further on pages 87-89.
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Album Setup

Before you print your aloum, you can choose howynaotures per page
will be printed. To set or change this number, &dddit Album Setup
from the menu and a window like the following ondl appear.

The program will allow you to print up to
12 pictures per page. Select the number of
pictures per page you want to print by
clicking on the circle to the left of your
choice. The number of pictures per page is
saved with each album so that you can
change the setting based on the individual
albums. By default, each new album starts
at six pictures per page. To change the
default, select the setting you would like
new albums to start at and click thkake
Default button. This will allow new

albums to print pictures at the setting of
your choice.

This window also includes @uantity of
Comment dropdown box. This box lets you change the sizh@images to
accommodate the amount of text you want to incluille the pictures.
Remember that the larger the pictures, the lesg/texkcan include on the
page. Also, if a caption is too long, it may ruminel another picture or off
the bottom of the page.

Remember also that the number of pictures
on each page affects how much text you
can include in your captions. If you want

to include a great deal of information per
picture, you may wish to print fewer
pictures per page.

Print Settings

Before you print your aloum use the print settifeggure to set up how it
will look. Click Edit Print Settings and the Margins window will appear.
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This window lets you set and change
margin sizes for all four sides of the page.
These settings will determine how much
white space will appear around the edges of
the page. You can also change these
settings to accommodate letterhead or
binding margins. At the bottom of this
window are other tabs and arrows that you
can click to move to other options for
setting up your album’s appearance.

The Options tab window was discussed in
the section on cover pages.

The Layout tab window (below left) lets

you place various kinds of information on the pagfrmats that you
choose. In th€ustom Fieldsbox you can add information specific to this
property, such as the property address and camaace, using merge field
information from the Text dropdowns. This mergédimformation will
come from the inspection. (See the discussion agenields on page 39.)
You can place this information specifically whemuywant it in the
Placement dropdown boxes or choose not to showalt.&’ou can also
click theFont buttons to the right of these boxes to set thermétion in
different fonts. Remember that the number of f@avgilable on the Pocket
PC is much smaller than on the desktop/laptop @Brsi
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The Fonts and Logo tab window (right) lets you cdedifferent fonts for
the template and data text and your company name.

The template text is any data that you did
not add or which is not the company name,
such as the date and file name. Data text is
any data you add, whether you entered it
yourself or imported it from an inspection.
Although you cannot change your
company name, you can change its font
style with theCompany Namebutton.

The Company Logo section at the bottom
of the window lets you choose your logo
and work with it, as discussed on pages
84-86.

The Defaults tab window just includes the
Restore Default Print Settingsbutton.

This feature allows you to return to the
default settings for all print settings items.
When you click this button you will be
asked if you are sure you want to return to
the default settings. This will allow you to
experiment then return to the original
settings if you want.
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Printing

To print your album, sele€ile Print from the menu. The Cover Page Data
window will appear.

The boxes shown on this screen vary by option s=le©ptions 2 and 4, for
example, include thBrepared for box, and Options 1, 2, and 3 include the
Picture box. TheProperty Address box will be filled in automatically if

you imported information from an inspection. Youn@dso get data from the
inspection file now by clicking th&et data from Palm-Tech Inspector

file button.

When you are satisfied with the information on @wrer Page Data
window click Continue. If you do not want to include a cover with this
album clickskip Cover . When you choose either of these options the
program will show you your printer options. Thisndow contains
dropdown lists of printers, paper sizes, etc. Chdbs options you need
based on the printer you are using.

If you want to change the settings or make
some other change to your album, click the
More Settingsbutton or theCancel

Printing button. TheMore Settings

button allows you to change the margins of
your pages as well as make other changes
that will affect the appearance of your final
report.CancelPrinting stops the printing
process.

When you have finished changing settings

and are ready to go ahead and print your

album click theStart Printing button. A
message will appear telling you that printing igpmgress. (If you are using
infrared printing be sure to line up the infrarextp on the Pocket PC and
the printer first.)
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When the program has finished preparing
the report, you will briefly see a window
informing you that the program is closing
the printer connection. Your printed
report should now be ready for your
review.

Copying Files from the Pocket PC
to the Desktop/Laptop

After you have completed an album

using your Pocket PC, you will need to

copy the files to your desktop/laptop

computer in order to store them

permanently. To copy the files you will

first need to connect your Pocket PC to
your desktop/laptop. After the computers have cotatk you will need to
open Microsoft ActiveSync. See the documentati@t dame with your
Pocket PC for information about Microsoft Active8yn

ActiveSync allows you to transfer your photo fikesd your picture album.
You should create a folder to contain all the fii@sone inspection,
including the photo files and the picture albura.filnstructions for copying
your Pocket PC files to your desktop can be founithé Troubleshooting
section on page 115.

Once the file has been copied, you can accessnit fine desktop/laptop
program by double-clicking the file directly in Wiows ™ Explorer or by
selectingrile Open and choosing the file from the location that yopied

it to.

Following are illustrations of each of the fourletyof cover pages, followed
by helpful lists of the menu and toolbar choiceteAthat, you will have a
chance to create your first picture album. You awve everything you
need to create a useful and descriptive tool for yaspection reports. Good
luck!
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COVER PAGE OPTIONS
Option 1

Option 2
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Option 3

Option 4
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POCKET PC MENU REFERENCE

File
New—Start a new album
Open—Open a previously saved album
Save—Save the currently open album
Save As—Save the data in the currently open album undema n
name
Print —Print the album
About Picture Album —Display program information, version
number, and copyright year
Exit—Close the open file and end the program
Edit
Add Picture —Add a new photo to the album
Remove Picture —Remove the selected photo from the album
Move Up —Move the selected photo up in the printing order
Move Down —Move the selected photo down in the printing order
Album Setup —Change the pictures per page setting and picture
size/text amount
Print Settings — Change the cover page settings, change the page
layout, margins, and fonts
Tool

Rotate —Rotate the selected photo 90 degrees clockwise
Get Data From Inspection —Load notes and company and
property information from an inspection file
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POCKET PC TOOLBAR REFERENCE

1234567

Save the currently open album

Insert a photo in the album

Move the selected photo up in the printing orde
Move the selected photo down in the printingdeor
Import data from an inspection

Access the keyboard

Access handwriting recognition tools

NoO,RWNE
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Y OUR FIRST POCKET PC ALBUM
USING PICTURE ALBUM

We recommend that you use the software to completbum or two in
your office before taking the program out into fiedd. This will give you
time to get used to the program and allow you teehgaur user’s guide,
mobile, and desktop/laptop versions of the progaaailable. After you
have installed the program, take a few minutegveew the user’s guide
and the resources it offers.

1. Open the program from the Start menu. CBekt Picture Albums5 .

Click the copyright and licensing information sardkat appears and
the opening window will appear.

2. Add a new photo to your album. Click tAed Pictures button, or
click theAdd Photoicon on the toolbar.

A window like the following one will appear, allomg you to choose
the photo that you want to add.
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Select the photo you want by clicking on it theislcthe OK button.
You will be asked if you want to add all of the ptmx Answelyes and
all of the photos in the folder will be added.

NOTE: When you choose to add a picture, all the piststered on the
Pocket PC are displayed. However, when you addtther pictures in
the folder,only the pictures in that folder are added.

When you see the informational screen about aduictgres clickok.
Check theDon't tell me this from now on. box first if you do not want

to be reminded of this again. Your screen will Id&k the following
one.
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Click on one of the pictures, and that photo walpaar at the top right
of your screen.

Add a caption (note or information) about a pictdriee text that you
add will appear beneath the picture when you ganir photo pages.
You can select an item from the dropdown of noteslable from your
inspection, enter the text in the Caption entry,lmmwrite your notes
on the screen. To add a note from an inspectionsghthe picture you
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want, selectool Get Data From Inspection from the menu or click
thelmport Data button on the toolbar. (See pages 75 and follovieng
information on how to write and type your note®itite caption
boxes.) Keep in mind that the pictures per pagengetnd the picture
size affect how long the captions should be. laption is too long, it
may print with another picture. Be sure to checurymaptions when
you print your pages.

The following window will appear, prompting you $elect the
inspection that you want to import notes from.

Select an inspection and click @& button. A newnspection Notes
box will appear in the workspace.
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Click the dropdown arrow in this box and choos®tefirom the
inspection. When it appears in t@aption box, edit it if you choose.

You can type a caption instead of importing oneyote a caption with
the handwriting recognition feature. Keep in mihdttho matter how
you enter a caption, you must consider the numbpictures per page
you have selected, as well as their size when ohecltbw long the
caption should be.
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4. Add an arrow, ellipse, or zoom-in to your pi€for any combination
of these tools). In thBecoration Typedropdown box choose the
graphic you want. In thBecoration Color dropdown choose the color.
Touch the picture with the stylus at the spot yantithe symbol to
appear or you want highlighted, draw toward theeobjand the symbol
will appear. The following screen shows a picturéna red arrow

indicating an area of concern.

You can add more than one feature (arrow, ellipsgpom) and use
any of the color choices (blue, green, red, brawagenta, gray, or
white) on the same picture.
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5. Save your work by selectimgje Save from the menu or by clicking
the Savebutton on the toolbar.

The first time you save a new file, the followingndow will appear.
Enter the file name that you want to use and ahigk
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HINT: Use the same naming convention for all files. ¥auo create
long file names that allow you to make locatingdikasier. For
example, you could use a combination of the custemame and date
for the file (i.e., 010107 Johnson W.alb5) or imguhe inspector’'s
initials if you have more than one inspector. Tim@artant thing to
remember is to always follow the same conventiothabyou don't
have to guess which files are which.

Save your file often! As you work between differghbtos, the
changes that you make are saved in the open pragmhnand are not
saved to the file.

6. Remove a photo from your album. Click on thetphbat you want to
remove and sele&ldit Remove Picture from the menu.

Remember that deleting a photo in this manner resafrom your
album only. The photo file will remain in its orgl location.

7. Move any photo up or down in the list orderc&€lon the picture that

you want to move and seleadit Move Up from the menu or click the
Move Up button on the toolbar.
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Move a picture down the list by clicking on thetpre that you want to
move and selectingdit Move Down from the menu or clicking the
Move Down button on the toolbar.

8. Set up the way you want your photo pages toap@hoose
Edit Album Setup from the menu and the following window will
appear.

Select the number of pictures per page you waitibing on the
circle to the left of your choice then clickimk. The number of
pictures per page setting is saved with each akuthat you can
change the setting based on the individual alboums.

Change the default six pictures per page settingibying beside the

number you want the new albums to start at an& thieMake
Default button. This will allow new albums to start at gedting of
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your choice. If you decide you do not want the meunber to be the
default number after all, choose a new number &okl Rlake Default
again. Click theOK button to return to the main window.

Leave theQuantity of Comment option at Normal Text.
9. Create a cover page to print for this alboums&bup your cover page

options, seledtdit Print Settings  Options from the menu and a
window like the one below will appear.

9.1 Make sure th&rint a cover page boxs checked then click the
Cover Settingsbutton. When the Cover Page options window
appears choose Option 1.
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9.2 When you select Option 1, thego File box is added to the
screen. Click th&ocate button to the right of this box to select the
file containing your company logo. When the Selewge
window appears select the appropriate file fromligteClick the
OK button to return to the Edit Image window.

Make any changes you wish to and return to the CBage
options window by clickingdK.
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9.3 Enter any changes you want fdain Text andAdditional Text
entry boxes. After you have made your changesk tieOK
button to close the window and save your changes.cbver sheet
settings apply to all cover sheets printed on Rausket PC and
remain consistent among albums until you changathe

10. Save your work by selectimge Save or clicking theSaveicon on
the toolbar.

11. Print your first picture album. Selagde Print from the menu.

Because you have chosen to print a cover sheetymithalbum the
Cover Page Data window will appear. (If you impdrtiata from an
inspection the name and property address will dirde completed.
You can also enter the information manually, as ga with captions

and notes.)

11.1 Option 1, which you chose earlier, includgscture of the
property on the cover. If you want to include tpisture on the
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cover, click the_ocate button to select the picture. After you
click theLocate button, you will be given a list of picture filés
choose from. Choose the picture you want and dickThe
picture you selected will now appear, making ityetasverify
that you have chosen the correct picture.

If you had chosen a different cover page setupopsome of
the entries shown earlier would not have appea®the entries
vary according to the option chosen.

11.2 Although you may normally use a cover shemt,gan choose to
skip a cover sheet this time by clicking tBkip Cover button.
Any information you entered in this window wouldth® saved
and the cover sheet would not be included whenipgrbegan.

11.3 Click theContinue button to continue the printing process.

The program will show you your printer options. Bl¢hat you

can select a Landscape orientation rather thanteaRo
orientation, and also change printers and othgreggt®s such as
paper size and dimensions and margin width if yak the

More Settingsbutton. Choose any options you want changed. If
you want to go back and change anything about gtiwm,

click Cancel Printing and the printing process will stop.
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11.4 (If you are using infrared printing line ugtimfrared ports on the
Pocket PC and the printer.) Clickart Printing once you have all
your settings the way you want them. A messageapiiear
telling you that printing is in progress.

12. Now that you have completed an album, copy ths fibkeyour
desktop/laptop to store them permanently. Firsineat your Pocket
PC to your desktop/laptop. After the computerscareected, open
Microsoft ActiveSync. See the documentation thateavith your
Pocket PC for information about Microsoft ActiveSyiYour
inspection program is set up so that your inspastare automatically
transferred to the “Inspection Files Location” (akky C:\My
Inspections) on your desktop/laptop when you cohAetiveSync.
Your album and picture files, however, are not egtically
transferred, so you must copy or send them oven frour Pocket PC
and storage card. The best way to keep all thenrdbon and pictures
for one inspection together is to store them atine folder on your
desktop/laptop. This will allow you to open/edituydiles without data
or picture file complications.

NOTE: The steps listed apply to those users who havep&ids
Inspector. However, a similar process also apphésout the inspection
file.

12.1 On your desktop/laptop create a new folder withrtame you
want this inspection saved as. (For informatiorhow to use
Windows Explorer to create a new folder, go to the
Troubleshooting appendix.)

12.2 On the ActiveSync window, clicExplore , thenMobile Device |,
thenMy Pocket PC . Click the folder where your pictures are
stored (i.e.\Storage Card\).

12.3 Size and move both the ActiveSync Explore window an
Desktop Windows Explorer window so that you canlsaé
windows at the same time. An easy way to do this rgght-
click (click the right mouse button) on the Task Bae bar at
the bottom of the Windows screen) and setéetwindows
Horizontally .
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12.4 Drag (click on the file with the left mousettom and while
holding the mouse button down move the mouse to¢he
location before letting go) your pictures and yallmum from the
ActiveSync Explore window to the Desktop Windowsplexer
window. See the following example. The proceshésstame
with .jpg, .bmp, etc (picture) and .alb5 (Picturkudm) files.
Make sure to store the pictures and the albumarséme folder.

Once you have moved the Picture Aloum and relaiednes to
your desktop/laptop you can open, view, and phatrt in the
same way you do on the Pocket PC. To open a &l¢ Bicture
Album by clicking theStart button and selecting

Programs PDspect 5 Picture Album . At the main menu select
File Open to open the album. You can also open album files by
double-clicking the album file in Windows Exploren your
desktop/laptop. Once your album is complete angoom
desktop/laptop, you can edit it, preview it befgog print it, or
e-mail it as a PDF. (If you do create a PDF, yau also store the
PDF in the same folder as the rest of the inspediies for good
organization.) Explore the operating instructiomsthe
desktop/laptop version to see the various featiréss version.
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13. Be sure to make a backup copy of your albumpactdres on a
separate storage medium. Make sure the album/esstand any other
related files are all copied into one folder. laigood idea to then store
that folder on a CD using the appropriate CD bugrsoftware.

14. Your album is complete!
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Appendix A—How Do I....?

Add a photo to my album
Desktop/Laptop
Pocket PC

Add a caption to my photo
Desktop
Pocket PC

Add a cover page to my PDF
Desktop

Add a cover page to my album
Desktop
Pocket PC

Add an arrow, ellipse, or zoom-in to my picture
Desktop
Pocket PC

Add my logo to the cover page
Desktop
Pocket PC

Copy files from my mobile computer
Pocket PC

Change my company logo
Desktop
Pocket PC

Change printer settings
Desktop
Pocket PC

Change printers
Desktop
Pocket PC

Change the number of photos per page
Desktop
Pocket PC

Change the order of the photos
Desktop
Pocket PC

Change the type of cover page
Desktop
Pocket PC

Clear or delete an arrow, ellipse, or zoom from aipture

Desktop
Pocket PC
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Create a new file

Desktop 7

Pocket PC 67
Create and send a PDF

Desktop 23
Delete a photo

Desktop 13

Pocket PC 73
Determine if my hardware will run the program

Desktop 3

Pocket PC 3
Edit photos

Desktop 15

Pocket PC 82
E-mail PDmB, Inc.

Desktop i, vi

Pocket PC i, Vi
Find a file | recently used

Desktop 8

Pocket PC 69
Format a cover page

Desktop 27

Pocket PC 82
Format my album

Desktop 34

Pocket PC 87
Get notes from an inspection

Desktop 18

Pocket PC 78
Get technical support

Desktop Vi

Pocket PC Vi
Import data from an inspection

Desktop 18

Pocket PC 78
Install the program

Desktop 4
Make a copy of a file

Desktop 9

Pocket PC 68
Move a photo up or down the list

Desktop 13

Pocket PC 73
Open a file

Desktop 8

Pocket PC 69
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Preview my album before it is printed
Desktop
Print a cover page
Desktop
Pocket PC
Print a cover page only
Desktop
Print my album
Desktop
Pocket PC
Refresh a photo
Desktop
Reload a photo from its original file
Desktop
Remove a photo
Desktop
Pocket PC
Rotate a photo
Desktop
Pocket PC
Save a file
Desktop
Pocket PC
Save a file under a new name
Desktop
Pocket PC
See thumbnails of pictures
Desktop
Skip the cover page for a print job
Desktop
Pocket PC
Start a new album file
Desktop
Pocket PC
Start the program
Desktop
Pocket PC
Store album files
Pocket PC
Turn the cover page option on or off
Desktop
Pocket PC
Use my letterhead for the cover sheet
Desktop
Pocket PC
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Appendix B—Troubleshooting

| am getting a message saying that no file convertés available.

No file converter is needed for PDspect files. @ieektop and Pocket PC
versions of the program use the same files. Youypcavent this message
from appearing by checking the “Do not display thisssage in the future”
box in the warning window. If you do this, you wilbt be warned about the
lack of file converters for other file types.

| can’t find my album file.

When you save your files, you need to be awarewhilder you are saving
them in, and that you are saving them with the siyype of file name and
the same extensions. Files on your desktop by defsristored in the
Program directory (Program Files\PDspect\Pictuteual) or My
Documents, based on your system’s settings. Ats@/indows XP if you

do not change the location, the file will be sairethe same folder as the
last thing (file or image) that you opened or savkgou did not save your
file in the default location, you can open the perg and select the file you
can’t find in the recent files list on the desktaptop.

| want to print only a cover sheet. Do | have to aate an album file?
No. Follow the instructions for printing a coverggsaonly (see page 64).
You will be prompted for the data for the individigaver sheet before
printing.

My photo names do not appear when | print.
The name is intended only to identify the photthia list and is not
supposed to print.

My company name is too long and won't fit on the oger page.
If your company name is longer than 45 charactgrghanging the size of
the company name font. See page 38 for instructartsow to do this.

ActiveSync tries to connect but disconnects immedialy upon
connection.

Turn off or disable any firewall or spyware soft&dhat may be blocking
the connection.
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How do | create a new folder on my desktop and movay files from my
mobile computer?

First, open the My Documents folder on your desldomputer by clicking
Start thenMy Documents . OnFile and Folder Tasks click Make a new
folder . A new folder with the default name New Foldeciisated. Type a
new name, for example, the customer’s name anthsipection date, then
pressEnter.

A new folder with the name “Smith070107” is showaidw.

On the ActiveSync window, clickxplore , thenMobile Device , or My
Pocket PC . Click the folder where your pictures are storieel\Storage
Card\ on the handheld).
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Size and move both the ActiveSync Explore window Besktop Windows
Explorer window so that you can see both windowbaisame time. An
easy way to do this is to right-click (click thgit mouse button) on the
Task Bar (the bar at the bottom of the Windowseaty@and selectile
Windows Horizontally .

Drag (click on the file with the left mouse buttand while holding the
mouse button down move the mouse to the new lataedore letting go)
your pictures from the ActiveSync Explore windowthe Desktop

Windows Explorer window. You will see a window slatito the following
one indicating that the files are being copieddarydesktop. The process is
the same with .jpg, .bmp, etc (picture) and .aPBt(re Album) files.
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The contents of the mobile file are now contairmmethe new folder in your
My Documents folder on your desktop/laptop.

Move your new folder to your My Inspections fold€tick Move this
folder , and a window will open allowing you to choose véhgou want to
put this folder.
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After you have moved your folder, click on it anolycan see the saved file.

Click on the file and Picture Album will open toetlalbum you brought over
from your Pocket PC.
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You can now work with your mobile files on your @&sp/laptop just as you
would any files originally stored there.

My PDF file is too large to e-mail, even with just few pictures.

Check your camera settings and set them to 64180, or the lowest
possible resolution.
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APPENDIX C—SENDING AN | SSUE TOTECH SUPPORT

If you're having a problem you can'’t resolve andwdolike to have tech
support review it, clickdelp Report Problem to Tech Support on the menu
bar. The PDmB Error Reporting window will appear.

This window lets you describe the problem and lisesinformation that will
be sent to tech support. After you have entered game, phone number,
and description of the problem click tBendbutton.

A new prompt will appear telling you that you catdanore information to
the e-mail message. Click.
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Depending on which e-mail program you are using ptogram will either
open up the program and attach the file, or craatattachment in your
e-mail program for you to attach manually.
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APPENDIX D—CHANGE OF ADDRESSFORM

The Company Name and Address are pre-set whenegaeive your softwarelhe Company

Name and Address are pre-set when you receivesgftware. PDspect Picture Album is licensed
to an inspector working for a single company angle location. If you need to change this
information, complete the form below and either itato us at 513-729-4683 or call us at 888-736-
2462. We will provide one address change at nogehakdditional address changes will be
charged a fee of $25.00 to cover the costs ofiagéte new license for you.

Complete the following information as you want it t 0 appear on the report.

Company Name

Complete Address

City

State Zip

Phone Number

Fax Number

Previous Company Name

(if different from above)

Please indicate if you wish to receive your updated license by e-mail, CD, or both.

® e-mail my license to this address:

® send meaCD
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CHANGE OF ADDRESSFORM

The Company Name and Address are pre-set whenegaeive your softwarelhe Company

Name and Address are pre-set when you receivesgftware. PDspect Picture Album is licensed
to an inspector working for a single company angle location. If you need to change this
information, complete the form below and either itato us at 513-729-4683 or call us at 888-736-
2462. We will provide one address change at nogehakdditional address changes will be
charged a fee of $25.00 to cover the costs ofiagéte new license for you.

Complete the following information as you want it t 0 appear on the report.

Company Name

Complete Address

City

State Zip

Phone Number

Fax Number

Previous Company Name

(if different from above)

Please indicate if you wish to receive your updated license by e-mail, CD, or both.

® e-mail my license to this address:

® send meaCD
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Appendix E—Supported Printers for Pocket PCs

APPENDIX E—SUPPORTED PRINTERS FOR POCKET PCs

Brother MW-100
Canon BJ (300 DPI)
Canon BJ (360 DPI)
Citizen 203 dpi

Epson ESC/P 2

Epson STYLUS

HP PCL (includes HP 450cbi, HP 460wf)
PocketJet200
PocketJett I

Seiko DPU-3445

SiPix Pocket Printer A6
* Generic 24pin 180dpi
* Generic 24pin 360dpi
* Generic 24pin 203dpi
ExTech - 2 inch
ExTech - 3 inch
ExTech - 4 inch

O'Neil MicroFlash
Zebra QL-320 Cameo, Encore
Citizen PD-22

Citizen PD-04

Citizen PNG60OI

Dymo LW 300 Series
Seiko LabelWriter
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INDEX

ActiveSync,3, 4
Adding captions to pictured3, 18, 74
Adding highlighting symbols to pictures,
20, 80
Adding photos11, 71
Album,
formatting,34, 87
printing, 43, 90

Captions, adding to picturek3, 18, 74

Copying files from Pocket PC to
desktop91

Cover page optiong5, 92

Cover page, formattin@7, 82

Creating a new file7, 67

Creating and e-mailing a PDE3

Deleting photos13, 73
Desktop/Laptop menu referendd,
Desktop/Laptop toolbar referenck

Editing photos15, 82

Files,
copying from Pocket PC to desktop,
91
creating new7, 67
managing,/
opening 8, 69
saving,8, 69

Fonts, 39
Formatting a cover pag2y, 82
Formatting an albung4, 87

Getting notes from an inspectid8, 78

Handwriting,75

Highlighting symbols, adding to
pictures,20, 80

Installation 4
Inspection, getting notes frorh8, 78

126

Index

Margins,36, 87
Menu barg, 66

Notes, getting from an inspection,
18, 78

Opening a filed, 69

Page layout38, 88
Page option27, 37
PDF, creating and e-mailing3
Photo list,10, 71
Photos,
adding,11, 71
deleting,13, 73
editing, 15, 82
rearrangingl3, 73
rotating,14, 72
Picture Album screer, 66
Pocket PC menu referen@zl
Pocket PC toolbar referen&h
Print preview 26, 42
Print settings36, 87
Printing an album43, 90
Problems, reporting to PDmB&21

Rearranging photo4.3, 73
Reporting problems to PDmB21
Rotating photosl4, 72

Saving a file8, 69
Status bar7

Storage card?, 3
System requirement8,

Title bar,6, 66
Toolbar,7, 66
Typing, 74

Workspacey, 66



