» How To:
a m- Ec Email your reports to

INSPECTION SOFTWARE your customers.

Palm-Tech makes it quick and easy to send the information you need to your
customers. In today’s digital world, more and more inspectors are emailing their
reports to their customers instead of (or in addition to) printing them out on paper.

Palm-Tech makes emailing your inspections as simple as can be, and this step-by-
step guide shows you how to do it.

Emailing your inspection reports

1. From your main inspection screen, click on the “"PDF” button. It is the icon

near the top of the inspection with a picture of an envelope that says “PDF”
under it.
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2. A message will appear that asks if you want to secure your PDF. Decide if
you want the extra security or not, then click on “"Ok” to continue.
a. While securing your PDF can be good practice in a number of
situations, be mindful that if you secure your PDF file you cannot

print it. Keep this in mind if you feel you may need to make a hard
copy of this.

-,

PDF Security

You can add addiional security to your O
electronic file by encrypting the data contained

within it While no form of electronic security has Cancel
proven to be 100% secure, this wil make it

more difficult to alter your file,

MNOTE: If yvou secure your file, vou will not be able to append it
£ secure PDF can be read on screen but not printed.
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How To: Restore your library files

3. A window will appear briefly that reads “Printing...” and after that you will see
a window that says your PDF has been created, and asks if you want to open

it, email it or do nothing. Click “Email”.
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What would yvou like to do with vour created PDF?
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4. This will open your default email program and have a basic email filled out
already for you, complete with the PDF file attached.

a. This will only open if you use a program to retrieve your emails, such
as Windows Mail, Outlook, Incredimail, etc.

b. If you use a web service, such as AOL, Gmail, Yahoo, etc. then you will
need to log in to your email like you normally would and compose a
new message. Attach the PDF and type out your email, your PDF files
will be located in the Palm-Tech6 folder in My Documents.

This message has not been sent.
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Subject: Your Inspection Report from PDmE, Inc.

Attached: | Evample.pdf L ME
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Dear Bob Smith,
Your inspection report for 1234 School House Road
contact me at for assistance.

Will Singer
PDmB, Inc.

- Yourtown, US 12345 is attached as a
PDF file. If you did not receive the file or have questions about how to wiew it, please
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5. Once the email is tailored to your liking, click on "Send”. You have

successfully emailed your report.
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