Step by Step

HOW TO
Add Pictures on a
Windows PC
This How To article explains how to add
pictures on a Windows PC

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

HOW TO: ADD PICTURES ON A WINDOWS PC
You can easily add in an unlimited number of pictures to your inspection reports.
To add pictures on your PC you’ll need to have the picture files on the PC and the
folder open that has them in it, side by side with Palm-Tech so that you can drag
and drop them into your report.

1. With your inspection file open, the first step is to resize the Palm-Tech program
so that it isn’t taking up the full screen. You can do this by clicking on the
‘Restore Down’ button in the top right corner.

2. Next, open the folder that has your inspection photos in it and size it so that it is
side by side with the Palm-Tech program.
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3. Next, locate the picture you want to add in from the pictures on the left. Once
you find it, click and hold your mouse on it and then drag it to the line you want
to add it to. Release the mouse button once you are on the proper line and the
picture will be added.

4. The picture is now added into the report. You can add multiple pictures to a
single line at one time by simply highlighting multiple pictures before dragging
and dropping them in the report.
5. Now that the picture is added, you can click on it to bring up the ‘Edit Image’
screen.
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6. On the ‘Edit Image’ screen you can change the size of the picture, add
decorations (arrows, ellipses, zooms), and text to the picture.

7. Once you’ve finished making your changes, click on ‘OK’.
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