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How To:  

Add Lines to your Report 

 

 
 

You can add a line to any category or component in the inspection by 
selecting Tools�Add Line from the menu or clicking the Add Line button 

on the toolbar. The Add Line window appears where you can choose what 
Type of you line you want to add, as well as where you want the line to 

appear in the category. The types include: 

• 1 Question/Answer 

• 2 Question/Answer 

• 3 Question/Answer 
• Text 

• Yes/No 

• Checkboxes 

• Option List 
• Standalone Note 

• Signature Line 

• Page Break 

 

In the following pages we will show you examples of each of these types, 

how to add them, and how they would look on the input screen as well as 

the printed report. 

 

You can mix and match the different line types too create a uniquely 
customized report that reflects your methodology and style.  

 

When you add lines to your inspection, the change is made for that 

inspection. To make changes permanent, select Tools -> Save as 
Template from the menu and the program will create a new template with 

the changes you made that you can use to start new inspections with in the 

future. 
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How To: Add Lines to your Report 

1 Question/Answer 

 
This is the most commonly used type of line in the default Palm-Tech 

templates. The 1 Question/Answer line provides you with the option for a 
rating, a prompt to identify the inspection point, an entry for a description 

and the option for a note.  

 

A rating and note can also be added to the line by checking the options for 
“Show Rating” and “Show Note” checkboxes in the lower left corner.  

 

 

Add Line Window: 

 

 

Input Screen View: 

 
 

 

Printout View: 

 



 

 

   Toll Free 888-736-2462 

Page 3 of 14                www.palm-tech.com 

  

How To: Add Lines to your Report 

2 Questions/Answers 

2 Questions/Answers line places 2 question/answer pieces on the same line.  

A rating and note can also be added to the line by checking the options for 

“Show Rating” and “Show Note” checkboxes in the lower left corner.  
 

Add Line Window: 

 

 

Input Screen View: 

 

 

Printout View: 
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How To: Add Lines to your Report 

3 Questions/Answers 

3 Questions/Answers line places 3 question/answer pieces on the same line.  

Add Line Window: 

 

 

Input Screen View: 

 

 

Printout View: 
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How To: Add Lines to your Report 

Text 

The text option allows you to add a block of text to your report.  You can 

copy and paste text from other documents. When you add text, it will 

appear on your input screen just as you added it.   
 

Note the “Show On Screen” and “Show in Print” options in the lower left 

corner of the Add Line Window. By default the “Show on Screen” option is 

not checked. This helps to eliminate clutter in the input screen. If you want 
to edit the text after it is in the report, you will need to check the “Show on 

Screen” box  

 

Add Line Window: 

 

 

Input Screen View: 

 
 

 

Printout View:  
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How To: Add Lines to your Report 

Yes/No 

The Yes/No line allows you to add a prompt followed by the options of Yes 

and No.  

 
A rating and note can also be added to the line by checking the options for 

“Show Rating” and “Show Note” checkboxes in the lower left corner. 

 

Add Line Window: 

 

 

Input Screen View: 

 

 

Printout View:  
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How To: Add Lines to your Report 

Checkboxes 

Checkboxes are used if you want the ability to select items from a list with a 

single click.  

 
Checkboxes are confused at times with options lists (next page). The 

difference between checkboxes and options lists is that checkboxes allow 

you to make multiple selections from the list while options lists only allow 

you to choose one item from the list.  
 

A rating and note can also be added to the line by checking the options for 

“Show Rating” and “Show Note” checkboxes in the lower left corner. 

 
Add Line Window: 

 

Input Screen View:  

 

Printout View: 
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How To: Add Lines to your Report 

Option List 

The option list allows you to choose a single item from a list of possible 

choices.  This works similarly to the checkbox (previous page) except that 

the option list allows you to choose only one of the options shown. 
 

The option list line type allows a rating and note to be added by checking the 

box(es) in the lower left. 

 
Add Line Window: 

 

Input Screen View: 

 

Printout View: 
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How To: Add Lines to your Report 

Signature Line 

The electronic signature line allows you or your client to electronically sign a 

report on a tablet, Pocket PC, or any other computer with a touch screen.  

 
You can add a date to the signature line by checking the box for signature in 

the lower left.  

 

Add Line Window: 

 

Input Screen View: 

 
 

 
Click the Signature button and a window appears: 
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How To: Add Lines to your Report 

The program records the signature and informs you on the screen that it has 

been received: 

 
 

 

Printout View: 

 
 

NOTE: In this example, we also added a Text line (see page 5) to the report 

to indicate what the signature was indicating. 
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How To: Add Lines to your Report 

Standalone Note 

A standalone note lets you display additional information about an item. The 

main differences between a standalone note and a Question/Answer are: 
 

1. Notes can be up to 32,000 characters long. 

2. Notes use a separate window for text entry. 

3. Notes allow you the option to specify a different font and color. 
 

You can add the option for a rating to a Note line by checking the box in the 

lower left corner.  

 
Add Line Window: 

 

Input Screen View: 
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How To: Add Lines to your Report 

Click the Note button and a window appears: 

 

NOTE: In the Note window, there is an option in the upper left to add the 

text from the note to a summary if the line does not have a rating on it.  

 

Printout View: 
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How To: Add Lines to your Report 

Page Break 

The page break option allows you to force a new page to start in the printed 

report. Add the page break line where you want a new page to begin. 

 
Page breaks are not shown on the input screen. 

 

Add Line Window: 

 

NOTE: The default templates in the program already contain conditional 

page breaks at the end of each category. The conditional page break will 

start a new page only if the page break line is encountered when printing is 
more than 60% of the way down a page. 
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How To: Add Lines to your Report 

The add line option is included so that you can customize your templates 

and reports to the way that you prefer to inspect. 

If you would like more control over the way the report prints than the add 

line option offers or if you would like to mix and match different elements 

together (for example you might want to add check boxes to a 

question/answer line), Inspection Designer gives even more control over the 
elements and printed report. 

 

 

  

If you have any other questions or would like additional help you can call us 

at 1-888-736-2462 or send an e-mail to: support@pdmb.com. 
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