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Selecting  a Template

Identify & Report Professional

From the “Man Menu” 
Select “New Inspection”

In the example below we are using “Sample Report Unit 2” where “Sample Report” is the Report ID 
Number plus the unit Number. (See notes)
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In the example below we are using “Lake Front Apartments U2” where “Sample Report” is the Report 
ID Number plus the unit Number. 

Th en “Select Template Report”
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Select “Use Th is Template” you would like to use 

Congratulations you have just created a new Template with the new “Report ID:”

Fill out the “Order Form” then select “To Current Inspection” 
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Th e “Report Menu” will open select a 
category in this example “Foundation”

You can now make any minor changes 
that apply to your new Inspection.


