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HOW TO:

Work with Summaries

This step by step How To article explains how to edit
the way summaries show up in your reports

For a complete list of available How To documents, visit the
Support section of our website: www.palm-tech.com/support/




HOW TO: Work with Summaries

You can setup your inspection reports to automatically create summaries. These summaries are
created based on the ratings you assign each line item. By default, the program will create a
summary for every line item marked “Marginal” as well as a summary for every line item marked
‘Defective’. This document walks through the various settings available to you in ‘Report Settings’

related to summaries.

1. The first step is to click on the Program Settings icon from the Toolbar.
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2. This will bring up the Report Options window. Click on the ‘Page Options' tab.

Report Options
Margins | Page Options |Header Cover Page Fonts
Margins
Top: |NEIN < Bottom: (0.34" <
Left: |0.34" |4p Right: [0.34" 4»
Category Headers
Style: | Left Justified Reverse Block v
Color: 'Accent Dar v Size: |Large v

Default Report Style

Checklist

Namative
Combination

Classic

Restore Default Settings

Colors

Cancel

X
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HOW TO: Work with Summaries

3. Inthe ‘Page Options' tab, we have several options related to summaries. Let's take a look at each
one.

Report Options X

Margins Page Options Header CoverPage Fonts Colors

Options
Create Summaries [] Show Entered Lines Only
Number Summary ltems Show Line Numbers

[[] Use Std Fonts in Summaries |[_] Secure PDFs

[[]Combine Rating Summaries Edit Common Disclaimer
[] Show Cost Estimates in Body of Report
Use text separator | - <Desc> - <Note>

v/| Include Table of Contents

View photos: | |n Summary and Body v

Order

Move Up = | Report Body
CTC Summary

Move Down | |Rating Summary

a. Create Summaries - This option goes hand-in-hand with your rating settings. When ‘Create
Summaries’ is checked, the program will create a summary for each rating that has the option
‘Create Summary of items marked with this rating’ checked in Edit Rating Sets. To edit your
rating sets, see the final page of this guide.

b. Number Summary Items - Check this option if you want the items in your summary to be
numbered.

c. Use Standard Fonts in Summaries - Check this option if you want the font, color, etc.
formatting to be consistent for every item in your summaries. If the option is not checked, then
the font, color, etc. will look the same way for each item as it does in the body of the report.

d. Combine Rating Summaries - If you have multiple ratings set to create a summary (for
example, Marginal and Defective are defaulted to create summaries), then by checking this
option the program will create one combined summary for these ratings rather than separate
summaries for each.

e. View Photos - Here you have the option to have photos show up in the summary or have them
not show up in the summary.
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HOW TO: Work with Summaries

f. Print Order - This allows you to change whether the summary shows up before the body of
the report or after it.
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HOW TO: Work with Summaries

How to Have a Rating Create a Summary

1. To edit which of your ratings create summaries, first click ‘Edit’ in the top left, then ‘Ratings’ in the
list below it.
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Cost Estimate Disclaimer

Default Descriptions

Ratings

Default Note Colors
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KX X X X X
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2. Your rating set will pop up. Click the set you want to edit (in most cases, this will be ‘Default’), then
click ‘Edit’ on the right.

Edit Rating Sets X

Default | Close

Add New

Edit

Delete
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3. You can now see each individual rating on the left, and whether it has the option checked to
create a summary on the right. It is important to note that If the ‘Create Summaries’ option in
Report Options is unchecked, no summaries will be created regardless of whether or not a rating
is set to create a summary.

Edit Rating Set X ‘

Name: Defaut Disclaimer: [NOTE: Al definttions listed below refer to the ~ ~

property or item listed as inspected on this
Rating Set ID: 1 rennrt at the time nf inenectinn v

Add Rating Delete Rating Name: |Acceptable l

Acceptable

Not Present
Not Inspected
Marginal
Defective

Not Applicable
Picture

Abbreviation: | A Rating Color: Green v

Explanation: |Functional with no obvious signs of defect.

[JIndicates item is not present (appears in report)

[ Indicates item is not applicable and should not appear in report
[JIndicates item was not inspected (appears in report)

[JUse value for scoring

Include as being inspected for "Required" edits

[JRequires Note

Create Summary of items marked with this rating

Summary
Disclaimer
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