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Installing WinTOS

WinTOS suggests operating systems: Windows XP, Windows Vista, and
Windows 7. (32 or 64 bit is ok).

Installing WinTOS Software from a CD for Windows XP

1. Insert the CD and wait for the installation window to appeatr.

2. Click on WinSetup and click through the steps until finished.

3. Click on Install WinTOS and follow the steps until finished. The
shortcut will be installed on your desktop.

When it is your first time opening the WinTOS program, a window called
“WInTOS Update Wizard” will pop up. This is a simple procedure to update
the program with your information. You must fill in and complete three basic
information steps.

Step 1: Select the appropriate state and then click Next.

WinTOS Update Wizard
Step 1 0of 3

Inthe first step itis necessary to select which inspection
wouwould like to use

Select state inspection form | Calfomia =

Step 2: For the next step, fill in your company information such as your
Company Name, Company Address, City, State, Zip, etc. Note: The
License # box is for your company registration number! The last three
fields (Invoice Form Type, 2" Page Form Type[s], and Contract Type)
should remain blank unless your company has custom forms that A&K
Computer has designed. If you are having trouble, follow the example

WinTOS Update Wizard
Step 20of 3
In thi

In the second step. enter in your company information

Compary Name: A1) COMPUTERS
Company Address: 3331 Stevens Creek Blvd

City.State Zgx [San Jose CA v||®117

License & [FR9939  TaxRate i
Telephone & [4082442811
Fax® [aB2210113
Ademate 8: [208.260.3075 T EMat fwwW AKCOMP

Invoice Form Type:| 2 Page Fom Typels}

Contract Typer|

Net | Cancel |




Step 3: The last step is to setup the Findings and Recommendations for
your WinTOS program. If this is your first time installing WinTOS, make
sure the first option called Use the Finding & Recommendations codes
shipped with WinTOS is checked. If you are updating WinTOS, make sure
the second option called Keep my current Finding & Recommendations
codes is checked.

WinTOS Update Wizard
Step 3 of 3

‘WinTOS is shipped with a set of Finding and

Recommendations codes. Salect one of the following

options:

(o Use the Finding & Recommendations codes shipped with
WinT0S

" Keep my current Finding & Recommendations codes

Click the "Finish"” button to Continue

Afterwards, by clicking Finish, the Login window will pop up where you fill in
the following information:

User Name: userl
Password:; one

Click OK to access the program.

Installing WinTOS Software using Windows 7

Follow the steps above but right click and select “Run as Administrator”
when installing WinSetup and WinTOS.

Installing WinTOS Online

This requires a broadband internet connection. Contact A&K Computers
Termite Support @ 408-730-1308. We can install the WinTOS software
for you online.

Note: When installing WinTOS on a network, call A&K Computers for
assistance.
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Zip Code Rolodex

Setting up Operator

Once you are in the program, start by setting up the operator. Go to the
Code Setup tab in the main WinTOS screen and select Operators. A
window called Operators will pop up, where you want to fill in the
appropriate operator name and license number.

"5 Operators

Digital Signature

To upload a digital signature, click on Load Signature (To install your
inspector/operator signature, write it with a Black Sharpie Pen on a blank
piece of paper, scan the signature, and save as BMP image). The Open
window will pop up. Here, you want to select the down arrow in Look in and
select My Documents.

Lookyx [ ) My Documerts

5 My Flecert Documerts
3 Desktcp
a

My Recent
Docusmants

y -
u <> Removable Disk (€:)
Oeskiop ) Shared Documents

(=) My Documents
S My Network. Places
) ALK parrohiets

3 WnPTO Marusl

File pame:
. Fies of hype [BaMaps - BMP)
I~ Dpen as resd<ely




From there, double click on My Pictures and choose the appropriate
signature file. If your file is elsewhere, find it by using the down arrow in
Look in. Once your signature is selected, click Open.

P

Exit

Operator License Digital Signature

> N L1 clicking “Load Signature”
[ Signature will upload the signature.

Load 5 ignalul(

When you are done, click Exit and your operator name will save and close.

Printer Setup

You want to have your printer setup so that you can print reports, invoice
statements, etc. Go to the Code Setup tab and select Printer Setup. While
in the screen, minimize the whole WinTOS window, click Start, and select
Printers and Faxes for Windows XP operating systems, Devices and

Printers for Windows 7 operating systems. A window will then pop up
showing the available printers for your workstation:

*® Printers and Faxes

File Edit View Favorkes Tools Help

P Oseach [ Foders [FH)- K@) Folder sync

Address |y Printers and Faxes
' e
. o | RN TR S Wl .o Send To Oneliote 2007 on
Printer Tasks ® %3 PCLE on USER-2865FFOE62 R-2BBEFFIER2
i 3 o == Y
i

\ |, Send To OneNote 2007 0 Universal Laser Printer on

’Qﬁ FRINTER
—_———

When you go back to the WinTOS software into Printer Setup, you will see
that the available printers are in the list.

[2] Add Printer 24 Send To OneN
24 Auto HP LaserJet 4000 Series PCL6 on USER-28B8FFOE62 S0
Lzt Auto Send To OneNote 2007 on USER-28B8FFIEG2

o —




Zip Code Rolodex

Select Zip Code Rolodex in the Code Setup Tab. This is where you enter in
the city, zip code, and county information and save it so that you can
access it with other files. After you enter each zip code and write down the
corresponding information, click on the InsLn (+) box at the top to add and
save the information. Then, go on to the next line and repeat the steps to
write down more county information. If you want to delete county
information, click on the DelLn (-) box.

v Zip Code Rolodex

ZipCode | | state |  County Code#
ipCode

95008 CAMPBELL CA 43

96783 SAN JOSE ca 43

Edit Finding & Recommendation Codes

In the main WinTOS screen, go to Code Setup and select Edit Finding &
Recommendation Codes. From there, a window will pop up, which will let
you add or modify Finding and Recommendation Codes.

& Add/Modify Finding & Recommendation Codes
File Record Print
& © | &
Print |Delete | Undo | Save
(" AddNew Comment  * Edit Comment

Enter Comment Description: [Tl ]

FINDING - This inspector suspects that the ******* grea of the structure contains asbestos
which makes it inaccessible.




The WinTOS software comes out with more than 200 default codes for
Findings and Recommendations. These are comments you add based on
what you found in the inspection area and what you recommend to be done.
You can choose to Add New Comment or Edit New Comment by check-
marking either of the boxes.

When adding a new comment, enter in a new code next to Enter Comment
Description in the “Down Arrow” box. Then, in the big box below, type in the
“finding or recommendation” description. Click the Save tab above to save
the information.

=§ Add/Modify Finding & Recommendation Codes
File Record Print
& v 3
Print | Delete | Undo | Save
(¢ #dd Mew Comment " Edit Comment

Enter Comment Description: | 1011

FINDING - Termite infestation in dry wood

When editing a comment that is already there, you can simply type/delete
anything you wish to add/delete. Click Save to save the information.

ﬁ Add/Modify Finding & Recommendation Codes gn
File Record Print
& © | &
Print | Delete | Undo | Save
" AddMew Comment Edit Comment

Enter Comment Descnption: |1D1 j

FINDING - This inspector suspects that the area of the structure contains asbestos
which makes it i ible s Ccsdosdscscsds dosdgdd

This is the extra added information.

Edit Multiple Finding and Recommendation Codes

Go to Code Setup and click Edit Multiple Finding and Recommendation
Codes. A window will pop up where you can edit multiple comments/codes
for findings and recommendations. Click Insert a Row to add another row
for writing a new comment and code. If you need to delete a comment/code,
select a row and click Delete Selected Rows.




2§ PredefinedComments
Code Comment
Ro1 FINDING -

Note: Custom finding and recommendation codes should be alpha numeric
and cannot duplicate the existing codes. Make an effort to make the codes
short.

Note: Custom finding and recommendation codes that contain numbers
should start at a value more than 100 (Example: AK100).

Note: When inserting a “fill in blank,” use seven asterisks for the first blank
and seven pound symbols for the second blank.

Exit the window and the WinTOS software and re-login to save the
changes.

Other Setups

Setting up County Information

From the main page, go to the Chemical Report tab and then select Setup
County Information. The Setup County Information window will pop up,
where you are to enter in the county code & phone number(s) for each
county you operate in (The Tax Rate depends on which state you live in).

[z Setup County Information

County Name
|Santa Clara | 408-555-8888 | 408-833-5668

Exiting the program and restarting the WinTOS software will save the data.




Setting up Pesticide Code

From the main page, go to the Chemical Report tab and the select
Pesticide Code Setup. Here, you enter the pesticide codes. You are to
assign your own custom code for each pesticide, then enter the material in
the description box. Set the measurement to OZ (ounces), which will be the
default measurement, and the class should be 10 (Structural).

Note: The Pesticide code should be alpha numeric and preferably no more
than three characters.

ﬁ Pestcide Code Setup

Code |Description Measurement |Registi
[ [TER  [Temmidor SC |02 HHH-HHE
DRA | Dragnite SFR | :unn-unn

By exiting WinTOS and restarting the software, the data will save.

Preferences

The Preferences tab has seven different areas that organize the setup
information for your company, report writing, and customer information. Go
to the main screen and click on the Preferences tab above to access it.

General

When you access the Preferences window, start by going to the General
tab. In this tab, you can change or select your state, set the text conversion
to Normal, Upper Case, or Proper Case. You also can choose to have date
fields that are not available have the words “N/A” in them. You also have
the option to enable or disable the tips of the day. You can also set up the
cost of the State Filing Fee which is usually defaulted to $2.50 (For
California ONLY).




General | Secuily | Irvoice | ComparyInfomation | Sydem | OthesOptiors | ABK UseOniy |

Select State [ Calioenia

= Do Mot Corrvert et
™ Corrvert Text to Lpper Cate
" Corwert Text bo Proper Case

[~ M a dste i blark ther [l the date with "H/A"
¥ Show Tip of the Day on Startup

State Fing Fee [§150

Once you are done, click Apply, exit the WinTOS software and restart it.

Invoice

Go to the Invoice tab to set preferences for invoices. You may choose to
keep your Invoice Print Format Standard or Simple (Changing the settings
to Simple sets it to the user’s custom settings). If you want a customized
print format, contact A&K Computers. You may set your tax rate in the next
option. The last option is to setup your invoice number the same as your
report number. Note: This option should be check-marked for easy invoice
tracking.

B Preferences

General | Secuity | Invoice | Company Information | System |  Other Options | ALK Use Only |

Irvwoice Prink Format |$I.mdud ~| ToiEE
=

i Use the Report Number a5 the Invosce Number

Last Irvoice Number [~ 9399

When you are done, click Apply to save the changes.

Company Information

In the Company Information tab, you may edit your customer information if
it has changed. This section will appear on every report. You may choose
to upload a Company Logo by loading an image from your files. The three
type fields in the bottom are for custom forms only, so they should be left
blank unless A&K Computers has made a custom form for your company.




:z Preferences

General | Secuity | Inwoice | Company Information I Spstem | Other Options | ARK Use Only |

(oL K COMPUTERS Company Logo
Address: [3381 Stevens Creek Blvd. Contact A&K Computers for
City State Zip: [San Jose ca  |9B117 . .
Telephone #: [4082442811 more information on the POP3.
Fax#: [408241-0113
Alternate #: |408-260-3075
E-Mal: [whwiw AKCOMP / Load Image

Compary Scans:|PR 5359 POP3 E-Mail Server Info

Invoice Form Type: POP3 Server |
2ndPage Typelsk [ Login [

ContractType: Password [

0K | Concel | popy |

System

The system tab can be used to set up various options in the program that
control the system settings. You may change the report number sequence
or change the last report number. The Auto Generate Inspection Report
File Number box is usually checked, which indicates that Report #’s will
automatically be generated to the next available number (The user may
enter their own report # by un-checking Auto Generate Inspection Report
File Number). You can select A&K Drawings or Microsoft Paint. You may
also set the Default Drawing Size to be Small, Medium, Large, or you may
set a custom setting. Make sure that the Data and Report paths are
appropriate. If not, select Browse to find the right pathway.

=& Preferences @

General | Secuity | lnvoice | Company Information || System

[~ Check hete i pou are running WinTOS on a Netwark
¥ &uto Generate Inspection Report File Number Last Report Mumber Used 10000
[~ Bypass Company mformation when adding a new record

Drawing Program: Default Diawing Size  [Smal -
Large s

[~ Spel check in Findings and Recommendations
[~ Use Mew Company Logo [Enhanced Resolution]  Add or Edit New Logo

Data Path: |C.\WinIDS Blome.....l

Report Path: [CAwinT0S Browse....

0K | Cancel | mooy |

When finished, click Apply to save the information.




Other Options

Use this tab to set up the section headers in the Findings and
Recommendations section. For most companies, the first checkbox should
be checked and the number of lines per page should be set at 55. You may

also enter in % Financial Charge and check Prompt Customer Type, Use
Same Bill To for Combined Statement, Use Two Signature Lines.

Generl | Securty | lnvoice | CompanyInfommation | System | Other Qpions | 4

o System automaticaly put phrases "Section 1, Section 2, Further Inspaction,
Othee Optons: ¥ S04 Others™ to Batch Frndings and Recarmendsion

Enter rumber of ines per page in Findngs and Recommendations:  [55
Enter % Fnancisl Charge [0

¥ Promgt Customer Type

I~ Use Same B To for Combined Statement

¥ Use Two Signature Lines

oK J Cancel \ Aol \

When you are done, click Apply and then click OK to finish all.




Write Reports

After doing the beginning setups, you are then ready to start writing reports.
Start by clicking on the Write Reports button in the main screen and a big
window called “WOOD DESTROYING PESTS AND ORGANISMS
INFESTATION INSPECTION REPORT for A&K COMPUTERS” will pop up.

Toolbars

Main Tool Bar
The Main Tool Bar has many options to choose from:

FREEEEEE
Exit | Mew | Edit | Save | Print |Delete| Find |Cancel| Insert

Exit: This will exit the writing screen back to the main screen.
New: This will start a new report.

Edit: This will let you edit a report.

Save: This will save a report.

Print: This will print a report.

Delete: This will delete a report.

Find: This will let you search or find a report.

Cancel: This will cancel the current selection.

Insert: This will let you add a missing record (Report #).

Shortcut Tool Bar
The Shortcut Tool Bar is located on the left side of the report screen. This
toolbar can save you time and allow easy access to different areas of the

report.

The Record category displays the number of records that are saved in
the program.

Use the “up” or “down” arrow to go to the next or previous record.

The five check boxes below Record show whether the certain
sections of the report have already been filled out. -
Use the five shortcut buttons to access different areas of the report 4||9”"
(FR = Finding & Recommendations, NOC = Notice of Completion). =
The blank area of the toolbar is a history bar which shows all records

NOC
related to the current record.
The Memo button keeps track of notes. It also provides a date and

user stamp

Memo
Occupants




Writing the Inspection Report

First, start by clicking the New button on the main report window. From
there, you will notice that the company name, address, city, state, etc. is
automatically filled in from step two of the installation process. Fill in the
Building #, Street, City, Zip Code, County Code, and Escrow # of the area
of inspection.

When entering in the address and pressing the Enter key, the cursor jumps
to the zip code box. This feature allows you to enter the zip code and auto
fill the county and city information.

Exit Defaults Record Print OtherForms Archivelmage

¢|D | B|H|& x| M

Exit | Mew | Edit | Save | Print | Delete| Find |Cancel| Insert

Record | Report  [10011 Number of Pages: |

Euilding # Street ZipCode  County Code

IHepolt #: |99 MNumber of Pages:

Buiding # Streat City ZipCode  County Code
242 |Pu\econe Dr. San Jose 98110 z22

Cormnpary Narne: |A&K COMPUTERS

Compary Addiess: (3381 Stevens Creek Blvd.
City, State, Z9: [san Jose ca [ss117

Phone # [108-244-2811

Date of Inspection  Registration #  Escrow #

[osrzoszorr [pm ssss [s1sz

When you scroll down below, you are to fill in the Ordered By, Property
Owner, Report Sent To, and Party in Interest information. Select the
address/people/companies that are billed and checkmark them. If you want
to quickly fill in the billing and reporting information, you can access the F7
key and F9 key which will go to the Rolodex and Search windows.

E7: This key will access the Find window, where you can find the
information you are looking for through the Company Name, Agent
Name, City, or Address. Select one of them and type in a keyword
(Ex: for City, type in San Jose to find cities with that keyword).




~ Search For

Click Okay and you should see the following information with the city
(Ex: San Jose) pop up. Select a Company to bill/report and it will be
displayed in whichever category you choose (Ordered By section,
Property Owner section, etc.).

4 Matching Records found
|Agent Name |[City [Address
. |PaulJones  |SanJose | 1455 Blossom K
Remax Realty  |Carol Smith  |SanJose 1129 Leigh Ave.
Vision System Inb|Joe Geizler  |SanJose |641 River Oakq
Mojo Burger | Kimmy Parkinso | San Jose {1403 Bird Ave.

»

Okay I Cancel INew Sealch]

E9: If you don’t have any customer information saved yet, this button
will access the Rolodex—an index used to record names, addresses,
and telephone numbers. Fill in the appropriate information such as
Company Name, Name, Address, etc. Closing the box will
automatically save the information.

“H Rolodex

Address City

129 Lesgh Ave. |SanJose | | |408-999-9999

E41 River Daks Phw| SanJose 408-232.5300

1403 Bird Ave. |SanJose | | |408-324-05595
|Paud Jones 1455 Blossom Hil | ey ca | |408-777-7777
|Sue Sanders | 298 Campbel Ave. | Campbed | | |408-000-0000

Once the information is saved, you may go back to the F7 key and
you will see that all of the information that you saved can be found in
the categories.

Note: Any area with a “Down Arrow” can use the Search and Rolodex
function (F7 & F9).




Afterwards, click a Bill To box in any of the four fields, which will send the
billing information to the invoice.

Ordered By BlTo Fleport Sent Too BlTe

Jew Geizler |carel Smich

Vision Systes Internaticmal [Remaz Realey

[125 Lesgh v

[san Jore ca 35120
Tet 4082325300 Fase Emat Tet 4059999599 Fax Emal

Piopety Owner.  BliTo [ Paty In Intesest BdTo [

[70e Geizler | [sue sanders

|Fision Syscem Intermaticmal |6o1d Star Realcy
[641 River oaks Phway [z98 Canpball Ave
[gan Jose ca w5027 [canppeis ca ssoos
Tet 408-2325300 Fae Emad Tek 4080000000 Fac Emad

Note: When printing the Inspection Report, a form called the Second Page
Disclaimer will automatically print with it. This file is NOT shown in the
preview screen, but it contains most of the general disclaimers suggested
by the Structural Pest Control Board.

When scrolling down more, you will need to write the Original Report # if it
IS a re-inspection and type in the date of the inspection. When going to the
General Description area, by typing in the appropriate code from Findings
and Recommendations, a description will be provided below. Use the drop
down menu to select the area the inspection tag was posted. Select the
appropriate boxes for “Visible Problems”. When you fill in Inspected By, the
License # will automatically generate when you press enter. You may or
may not choose to Print Digital Signature.

Complete Report v Limited Report [~ Supplemental Report [~ Rednspection Repart [~ Corected Repart [

If this i a re-inspection enter the Onginal Report # Drate of Inspection
General Description:

Cne Single Family Dwelling of Stucco and
Frame Construction

Inspection Tag Posted: Other Inzpection Tags:

| J None Noted

ATTIC
Wigible Problems zp 00 ez

SUBRREZ

Drywond Termites
v Fungus / Dryrat
[ Other Findings
[ Further Inzpection

Inspected by:  |Steve Leaman x| License # [ra 12345 [~ Print Digitial Sigrature

Press Save at the tool bar when finished to save the report.




Findings and Recommendations
Now, you are ready to enter finding and recommendations into the report.

Look at the Shortcut Tool Bar and click on ER to start writing the Findings
and Recommendations (A small window may pop up asking you to save
the record. Click Yes to save and continue.). A window called “Findings &
Recommendations for Inspection Report” will pop up.

Note: There are three ways to write and fill in Findings and
Recommendations. You can choose to write it manually, use the
Look-Up List, or use the Batch Input Feature.

To write manually, start typing in which findings and recommendations are
needed in the big box.

To use the Look-Up list, you can use the Comment Description Code # and
fill it in appropriately. Press enter and the comment will appear below. Once
you are done, click Insert Comment and your message will be displayed for
the report.

r
! 8 Findings & Recommendations for Inspection Report 9999

Exit  Batch Input

@ [Couetiew ][5 =] B[z |u|m[E=| SpelCheck | Break

FINDING - This inspector suspects that the ***7*** area of the structure contains asbestos
| which makes it inaccessible

! PECOMMENDATION - PRepair the beetle damaged wood siding. (Note: painting is n
estimate, if given by this company. FPrime coat only).

FINDING - Portions of the subares are concealed by *eewess
RECOMMENDATION =~ Repair the beetle damaged wood memberi{s) in the eaves. Since this repair ma

involve the roof itself, we reccmmend the OWner/agent sngage the services of a
contractor to make these repairs

Comment Desciption  [Ex19 =] Previos Hewt
RECOMMENDATION - Repair the beetle dasaged wood member(z) in the eaves. Since this repair
it rvia L1

may involve the root we recommend the cwner/agent sngage the services of a licens
[Jrocting contractor to make these repairs

Inzert Comment

If you want to write Findings and Recommendations very quickly by using
the Batch Input Feature, click on Batch Input and another window will pop
up. The Batch Input procedure is highly recommended because of its
convenience (however, the procedure has many steps compared to writing
manually or using the Look Up list).




Batch Input

Prefix, Finding, Recommendation, Price, Section, and Replacements

Prefix |Find_|Rec. | Price|Sec. |Replacement for **===== [Replacement for #it#itHitH

When accessing the Batch Input window, you need to enter in information
such as Prefix, Find, Rec., Price, Sec., Replacement for ****** "and
Replacement for #######.

Prefix

In the Prefix box, you must fill in codes based on Inputting Notes (Notes
and comments before findings and recommendations), Inputting Items
(Findings and recommendations: Sections 1-5 & Sections 1-11), and the
Tail (The last part after the findings and recommendations), which will all be
explained.

Inputting Notes: Inputting Notes are notes or comments that you would
write before the finding and recommendation headings. To write Inputting
Notes, put in the Prefix: 001, 002, 003, and so forth. This will insure that the
notes appear before the findings and recommendations in the report. You
can make them a “Header” or insert any other code in the Find or Rec.
code to make the message pop up.

Replacement for !llllll 001 with the

“header”

information is
provided
below in the

Finding & Recommendations Posting for 10013 Complete white text

[SECTION | CONTAINS ITEMS WHERE THERE IS EVIDENCE OF ACTIVE INFESTATION, INFECTION OR bOX.
|CONDITIONS THAT HAVE RESULTED IN OR FROM INFESTATION OR INFECTION
|

[ ion "™ NOT Found

Pr——
|Couner New |85 «|

SECTION I CONTAINS ITEMS WHERE THERE IS EVIDENCE OF ACTIVE INFPESTATIO), INFECTION OR
CONDITIONS THAT HAVE RESULTED IN OR FROM INFESTATION OR INFECTION.

SECTION II ITEMS ARE CONDITIONS DEEMED LIKELY TO LEAD TO INFE#FATION OR INFECTION BUT
VHERE NO VISIBLE EVIDENCE OF SUCH WAS FOUND.

FURTHER INSPECTION ITEMS ARE DEFINED AS RECOMMENDATIONS INSPECT AREA(s) WHICH DURING THE
ORICINAL INSPECTION DID NOT ALLOVW THE INSPECTOR ACCES COMPLETE HIS INSPECTION AND
CANNOT BE DEFINED AS SECTION I OR II.




Inputting Items: Sections 1-5: The five section method is the most used
method for entering in finding and recommendation headings/information.
To write Inputting Items for Sections 1-5, put in prefixes such as: 1A, 2A,
3B, 4C, 5D, etc.

1A corresponds to Subterranean

7\ Termites, 2A corresponds to
7/ Drywood Termites, and so forth.

1. SUBTERRANEAN TERMITES:

2. DRYWOOD TERMITES:

3. FUNGUS / DRYROT:

4. OTHER FINDINGS: 5. FURTHER INSPECTION:

Section 1: Subterranean Termites
(If writing Findings and Recommendations for Subterranean Termites put 1
before a specific letter: 1A, 1B, 1C, 1D, etc.)

Section 2: Drywood Termites
(If writing Findings and Recommendations for Drywood Termites put 2
before a specific letter: 2A, 2B, 2C, 2D, etc.)

Section 3: Fungus/Dryrot
(If writing Findings and Recommendations for Fungus/Dryrot put 3 before a
specific letter: 3A, 3B, 3C, 3D, etc.)

Section 4: Other Findings
(If writing Findings and Recommendations for Other Findings put 4 before a
specific letter: 4A, 4B, 4C, 4D, etc.)

Section 5: Further Inspection
(If writing Findings and Recommendations for Further Inspection put 5
before a specific letter: 5A, 5B, 5C, 5D, etc.)




Inputting Items: Section 1-11: The eleven section method is the older
method for entering in finding and recommendation headings/information.
To write Inputting Items for Sections 1-11, put in prefixes such as: 01A, 02A,
03B, 04C, 05D, 06E, 07A, 08B, 09C, etc.

Prefix [Find _|Rec. Price |Sec. IRe@neneﬂl fpg == |H§glaczment
< a5

01a < $-50+
3 N 1 j ; / 01A corresponds to

032 000

Ma | [ | s000 | Substructure Area, 02A

05— —r ! ]

s | [ | soo0 | . / corresponds to Stall
07a $0.00;

08a | I | $0.00

0 | | | s -' / Shower, and so forth.

L]

Finding & Recommendaﬁonsﬁosling 1070/011 Cyr{plete
| Filiing - v

LL S

. SUBSTRUCTURE AREA:

. STALL SHOWER:

. VENTILATION:

. ABUTMENTS:

. ATTIC SPACES:

. GARAGES:

. DECKS - PATIOS:

10. OTHER - INTERIOR:

11. OTHER - EXTERIOR:




Section 01: Substructure Area
(If writing Findings and Recommendations for Substructure Area put 01 before a
specific letter: 01A, 01B, 01C, 01D, etc.)

Section 02: Stall Shower
(If writing Findings and Recommendations for Stall Shower put 02 before a specific
letter: 02A, 02B, 02C, 02D, etc.)

Section 03: Foundations
(If writing Findings and Recommendations for Foundations put 03 before a specific
letter: 03A, 03B, 03C, 03D, etc.)

Section 04: Porches — Steps
(If writing Findings and Recommendations for Porches — Steps put 04 before a
specific letter: 04A, 04B, 04C, 04D, etc.)

Section 05: Ventilation
(If writing Findings and Recommendations for Ventilation put 05 before a specific
letter: 05A, 05B, 05C, 05D, etc.)

Section 06: Abutments
(If writing Findings and Recommendations for Abutments put 06 before a specific
letter: 06A, 06B, 06C, 06D, etc.)

Section 07: Attic Spaces
(If writing Findings and Recommendations for Attic Spaces put 07 before a specific
letter: 07A, 07B, 07C, 07D, etc.)

Section 08: Garages
(If writing Findings and Recommendations for Garages put 08 before a specific
letter: 08A, 08B, 08C, 08D, etc.)

Section 09: Decks — Patios
(If writing Findings and Recommendations for Decks — Patios put 09 before a
specific letter: 09A, 09B, 09C, 09D, etc.)

Section 10: Other Interior
(If writing Findings and Recommendations for Other Interior put 10 before a specific
letter: 10A, 10B, 10C, 10D, etc.)

Section 11: Other Exterior
(If writing Findings and Recommendations for Other Exteriors put 11 before a
specific letter: 11A, 11B, 11C, 11D, etc.)




Tail: The tail is the last comment that would come after the findings and
recommendations. To input a tail in batch input use the following prefixes:
99A, 99B, or 99C. These prefixes will insure that the tail will appear after
the findings and recommendations on the report.

CRITE == :ﬁ ' In a Tail prefix (99A,
3 —— — — | 99B, or 99C), when
writing the word
“tail” in either the
Find box or Rec. box,
all the text in the

white text box will

Recommendation
/ appear after posting
[Coiertiow ~][85 +] ¥ the finding and

or selecting our company to perfors a structural pest control inspaction on .

. Our inspecters have der d that yeur property will henefit frem th recommendation.
safe application of a chemical commonly used for structural pest comtrol. In accor d
with the laws and regulations of the State of California, we are required to provide L=1tY

Finding & Recommendations Posting for 10013 Complete

Finding

and your occupants with the following information prior to any application of chemifals to
such propercy. Please take a few moments to read and become familiar with the conjffent.

Stace Lav regquires that you be given the following informacion:

"*CAUTION - PESTICIDES ARE TOXIC CHEMICALS. Structural Pest Control Operatory are
licensed and regulated by the Structural Pest comtrol Eoard, and apply pestijgfides which
are registered and approved for use by the California Department of Food an® Agriculture
and the United States Environmental Protection Agency. Registration is granted when the
state finds that based on scientific evidence, there are no appreciable risks weighted by
the benefics. The degree of risk depends on the degree of exposure, o exposure should be
mininize a. -

Finding
In the Eind box, put in finding codes from 101 — 939 and AO1 — B80.

Replacement for HEHEEH

Click Here to Post the Baich Input

T Finding "113"
FINDING - Possible hidden damgwood termite damage at area indicated.

When you put in a finding in the Eind box, the information for the following
code (Example: Finding “113") will show below. When you click Click Here
to Post the Batch Input, the information will be posted and show below in
the white box.




Prefix |Find _|Rec. Price|Sec. |Replacement for |Replacement for !ﬂiﬂﬂﬂﬂtl
3 $0.00

Ta__ |11 |
$0.00
$0.00

Finding & Recommendations Posting tWem

| — S Example: For
‘ \ Prefix 1A
|

Hecommendation (Subterranean
Termites),

Corellow 5 finding 113 is

4/‘/ written below.
1. SUBTERRANEAN TERMITES:

li - FINDING - Possible hidden dampwood termite damage at area indicated.

.

-

2. DRYWOOD TERMITES:

1112~~~ 11112

Recommendation

In the Rec. box, put in recommendation codes from BX01 — CDO02, and
ECO01 — ZX23.

Prefix [Find |Bec. Price[Sec. [Replacement for Replacement for BRERHERE
| J 1 M3 & | $0.00 N

2a $0.00] [ o
3| [ . $0.00]
42| | | $0.00]
5a $0.00

Click Here to Post the Baich Input

| Finding "113"
FINDING - Possible hidden dampwood termite damage at area indicated.

I Recommendation 'BX01"

RECOMMEMNDATION - Fumigate the structure for the control of wood destroping beetles. Owner or agent to prepare

the structure for fumigation az per list of instructions to be fumished by this company. The structure must be vacated
lzased for re-entry by the licensed fumigator.

Courier New -

When you put in a Recommendation in the Rec. box, the information for the
following (Example: Recommendation “BX01”) will show below the Finding

information box. Click Click Here to Post the Batch Input when finished and
to preview the information in the white box bellow.




H;a:emnl for #UBHRANR

Example: For Prefix
1A (Subterranean
Termites),
recommendation
BX01 is written
Finding below Finding 113.

Finding & Recommendations Posting for 10012 Complete

Courier New |85 'vl

1. SUBTERRANEAN TERMITES: A/

1k - FINDING - TPossible hidden dampwood termite damage at area indicated.

RECOMMENDATION - Fumigate the structure for the control of wood destroying beetles.
Oumer or agent to prepare the structure for fumigation as per list of instructions to be
furnished by this company. The structure must be vacated until released for re-emtry by
the licensed fumigator.

Price

In the Price box, fill in the price for the item based on the findings and
recommendations, which you can later transfer into the Contract
information.

Prefiz [Find [Rec. | _Price/Sec.
a

1 M3 [BXOT | \$220.00
2a | 0

32| [ | s0.00]
4| . [ s000]
5a | [ | 3000

Section
In the Sec. box, you must put in a section number based on numbers 1 — 4.

Section Numbers1-4

1 =SECTION I: Active infestations and infections and the resulting damage

2 = SECTION I1: Conditions present which could lead to an
infestation/infection

3 =SECTION III: Further Inspection

4 = SECTION IV: Other Time and Material




Prefoc[Find_|Rec. Price Aepl Replacement for ANBAHY
Ta 113 6401 | $220.001 I
$0.00

o T ! The section
56 1 i i | i i
[ —————— number appears

in the white text
[

Finding & Recommendations Posting for 10012 Complete box AFTER the
—— Recommendation.

Couries Hew -] [e5 -]

1. SUBTERRANEAN TERMITES:

14 - FINDING - Possible hidden dampvood termite age ar area indicated.

RECOMMENDATION - Fumigate the structure fgethe control of wood destroying bestles.
Oumer or Agent To prepare the sTructure fusigacion as per list of instructions to be
furnished by this company. The gtrycpefe must be vacated uncil released for re-encry by
the licensed fumigator.( SECTION 1

—

Replacement for *******

In some findings/recommendations (Example: Finding “101"), there are 7
asterisks, which indicate that a word needs to replace those asterisks.

I } - H H “" ”
Finding “101” has
FINDING - This inspector suspects that the G****@Sgrew vt ThE TUTWTCNLE CONGAIn: asbestos &
vhich nakes it inaccessible. asterisks, which

needs to be
replaced by an
actual word.

To replace the ******* yjth a different word, go to the Replacement for
*ekxk* box and type in the word (Example: Garage).




The word

replaces the
asterisks in

Finding & Recommendations Posting for 10012 Complete Fmdmg 101
for 2A.

Cousiee Hew =|j85 =

2. DRYWOOD TERMITES:

2k - FINDING - This inspector suspects that the(Garige area
asbestos which makes it inaccessible. -

Replacement for #######

For a few Findings/Recommendations (Example: Finding “738”), there 2 or
more areas with 7 asterisks.

738 FINDING - (*******)damage to the in the attic area.

For the second set of asterisks after the first set of asterisks, you can

replace that with a word by writing a word in the Replacement for #######
box (Example: area).

Replacement for HERBHEE

aea

Finding & Recommendations Posting for 10012 Complete

Finding

Courier Mew | |85 =

3. FUNGUS / DRYROT:

34 - FINDING - Q(:itc'hcn damage to the Kitchen in the .ccic@




Full Complete Batch Input

Once you fill in the Prefix, price, Finding and Recommendation #s,
replacement information, etc. for the areas affected, click Click here to Post
the Batch Input and the information will be posted:

Note: It is always a good practice to insert notes, findings and
recommendations, and tail in the order that they are intended to appear on
the report.

eplacement for "=*"=" |Re|!|acemem for mﬂmunl

| header | | $0.00|
113 [BX01 | $220.00[1
m ] | s22000)2
[738 |Bx03 | $190.00]3
M5 | $1.000.00/1
1513 | | $240002

Finding & Recommendalions Posting for 10012 Complete

[ Finding "513"
FINDING - In the inspectors opinion, the number/size of the foundation vents is less than that recommended by this
industiy and no other form of moisture control is present to compensate for this lack of ventilation.

| R dation ** NOT Found

Courier Mew ~||85 -

SECTION I CONTAINS ITEMS WHERE THERE IS EVIDENCE OF ACTIVE INFESTATION, INFECTION OR
CONDITIONS THAT HAVE RESULTED IN OR FROM INFESTATION OR INFECTION.

SECTION II ITEMS ARE CONDITIONS DEEMED LIKELY TO LEAD TO INFESTATION OR INFECTION EUT
WHERE NO VISIBLE EVIDENCE OF SUCH WAS FOUND.

FURTHER INSPECTION ITEMS ARE DEFINED AS RECOMMENDATIONS TO INSPECT AREA(s) WHICH DURING
THE ORIGINAL INSPECTION DID NOT ALLOW THE INSPECTOR ACCESS TO COMPLETE HIS INSPECTION
AND CANNOT BEE DEFINED AS SECTION I OR II.

1. SUBTERRANEAN TERMITES:

14 - FINDING - Possible hidden dampwood termite damage at area indicated.
RECOMMENDATION - Fumigate the structure for the control of wood destroying beetles.
Owmer or agent to prepare the structure for fumigation as per list of instructions to be

furnished by this company. The structure must be vacated until released for re-entry by
the licensed fumigator. SECTION 1

2. DRYWOOD TERMITES:

ZA - FINDING - This inspector suspects that the CGarage area of the structure contains

3. FUNGUS / DRYROT:
3A - FINDING - FKitchen damage to the Hitchen in the attic area.
RECOMMENDATION - Locally treat for the control of wood boring beetles in the accessible

work members. FURTHER INSPECTION IF REQUIRED

4. OTHER FINDINGS:

44 - FINDING - Ewvidence of wood boring beetles noted at the wood porch.




5. FURTHER INSPECTIOMN:

SA - FINDING - In the inspector's opinion, the number/size of the foundation vents is
less than that recommended by this industry and no other form of moisture control is
present to compensate for this lack of ventilation.

Once you overwrite the file, you will notice in the Findings and
Recommendations window that the information is posted.

'_'3 Findings & Recommendations for Inspection Report 10012
Exit  Babch Input

q Counes New ][5 ~] Bz um|E =] Spell Check | Break

Delete | Save

SECTION I CONTAINS ITEMS WHERE THERE IS EVIDENCE OF ACTIVE INFESTATION, INFECTION OR CONDITIONS A
THAT HAVE RESULTED IN OR FROM INFESTATION OR INFECTION.

SECTION II ITEMS ARE CONDITIONS DEEMED LIMELY TO LEAD TO INFESTATION OR INFECTION EUT WHERE
NO VISIBLE EVIDENCE OF SUCH WAS FOUND.

FURTHER INSPECTION ITEMS ARE DEFINED AS RECOMMENDATIONS TO INSPECT AREA(s) WHICH DURING THE
ORIGINAL INSPECTION DID NOT ALLOW THE INSPECTOR ACCESE TO COMPLETE HIS INSPECTION AND CANNOT
BE DEFINED AS SECTION I OR II.

1. SUBTERRANEAN TERMITES:

14 = FINDING = Possible hidden dampwood termite damage at area indicated.

PECOMMENDATION - Fumigate the structure for the comtrol of wood destroying beetles. Ouner or

Comment Descrption | 101 w|  Previows Nest

FINDING - This inspactor suspects that the ****** argea of the structure contains asbestos
essible.

Inzert Comment

Click the Save key above to save, then click Exit to finish.

Back to Writing the Inspection Report

Diagram

When finished with findings and recommendations, click on Diagram in the
Shortcut Tool Bar. The default office for making the diagram, Microsoft
Paint, will pop up. Make a diagram of the areas inspected and indicate
areas with findings and recommendations (Example 1A for area one, 1B for
area two).




00/ =% S
Dh~pr=03P

(e (a1 Ipinini (o]

For ek, chck ek Topacs on e ek Merss
Complet Fiepost [~ LimbedFlepodt [~

Click the X button on the top right, and click Yes to save the diagram.
When it is closed, you will then notice in the Shortcut Tool Bar that the
Diagram section is checked, which indicates that it is completed.

Invoice
(A more detailed explanation of this process is in the Payments page of the manual)

Go on to the Shortcut Tool Bar and click on Invoice. The Invoice window
will then pop up. Here you may post payments and add additional charges.
To add a charge, simply add any charges in the charges column and click
Enter. To post a payment, write the information required in the
Paid/Adjustment box and post when finished. When you are done, click the
Save key and then click Exit. Note: For the currency field, do NOT type in
the dollar symbol ($)!

* 1§ Involce 3]
W FE & A v |

Ext | Save |Delete| Print | Find Addtoral .

|wnwﬂww ) Date  [gar sz =

Intpected [Pest Coriral BTa [Bay
[242 Prnecone D 242 Prvecons i

=
San Jose, CA 38110 F=——T5anJoze, CA 3110

Charged Paid/Adjustment

Chaiged
Date  Check# Debit Credit

Inspection [ 12000
Cortract

— %
LoboMaterisls [ 00

*To delete 3 payment, double cick on the ne above.
Description of Work Btance Paymert dpstment Poiting
Tesmbe, Cockroach, stc Chaged [ $120.00 Date

f - Checkit
Poymert | .00 Pl [
Bace | $120.00 AdiDebd] [0
Flemark.s

Do Mot Charge FIC [

o

Note: You may access the Invoice screen in another way by going to the
main WinTOS screen and clicking on the Payments tab.




You will then notice at the Shortcut Tool Bar that the Invoice section is
checked, which indicates that it is completed.

If you want to print the report, make sure that the date range, the charges,
and the information are all entered in.

INVOICE /| STATEMENT Dt [LTELTEE
A&K COMPUTERS Report Number 10000
Irvoice Number. 10000
3381 Stevens Creek Bivd. Estrow Number.
San Jose CA 95117
Tel 408.244.2811 Fax 408-241.0113 Alt 408-260.3075

- Inspection Amount
Property Contract
Inspected: 1298 Kifer Rd LaborM atarkals

Sunnyvale, CR 34086 ailoca RnROUE:
Interest

Invaice Total:

Payments:
Addiional Charge:

Total Due:

THANK YOU FOR YOUR BUSINESS

If the following print screen looks correct to you (the date, total amount due,
report number, etc.), then you can exit the preview screen and print the
page.

Contract

This screen, which you can access by clicking on Contract in the Shortcut
Tool Bar. You can fill out the information manually, or do it quicker by
accessing the Batch Input tab. To do it even quicker, click Copy from FR in
the Contract Batch Input window. You will notice that the information you
put on the Batch Input for Findings and Recommendation is copied into the
Batch Input for the Contract.

*H Contract Batch Input

[Profes [Fnd_Tins. | Price[Ses, [Hopiscomont for TReplocoment ive WHRRRET -
B e 107 (ba) | ES00 _

[ |® 1% |19 | o000

Click Here to Post the Batch Input
Firding 101"

Aocommendation hel 7
THoee:

REC - Repas
iprven by thes compary. Prime cost cnird

[Couner Hew ][ ~]




From there, click Click here to Post the Batch Input and overwrite the
information. Exit the Batch Input screen and you will see that the
information is in the information box.

%2 Coniract for Inspection Reperi 9999

When finished, click Save then Yes and click Exit. You will then notice at the Shortcut
Tool Bar that the Contract section is checked, which indicates that is it finished.

Notice of Completion

To start the Notice of Completion, click NOC on the Shortcut Tool Bar.
When the screen pops up, you will notice that the property information is
automatically filled in. Make sure to input the date of completion. This is a
standard notice of completion form. Simply fill in the items completed and
the items not completed and associated costs in the appropriate boxes.
The bottom box is for comments or certification.




Notics of Comgletion #  [3535 Repot B [33s5
BuldngNo.  Sheet Ciy ZpCode  Counly Code
|Pinecons br. [san Jose [ ETHN
Compary Mame: [A&X COMPUTERS
Company Addess: 3381 Stevens Craek Blvd.
City, State, Zi: [san Jose [ex [ss117

Diate of Completion istiation 8 Esciow #
[oss1zr1 [pm 9939 |

Report Sert Ta:
=] [pase concror company
[
[
[

Paty of Inteest

=l

[
I
[
I

Thiz s bo coatifiy that the ol

ons on the above d d & outfined

in'Wood Destioying Pests and Inspection Repor Mo, |9395 cdated |ogsizs11

-
Recommendalions compleled by this fem that are in accoedance wih the Stuchual Pest Conrol Board's ndes
and Regulafion:

Code:[b217
the bestle damaged wo a;anv (Hota:
paincing is mot include 4 in the astiss te, if given by this company.
Prime coar only).

RECOMMERDATION - Repa

Recomendations completed by this fem that uemmeﬂs&cmymdlm tardard meatuses under
Section 1352 of the Stuchasl Peat C:
smcordlay meahse.

DECOMMENDATION - Repaie ®
e Zince this repa
ovmer/agent engage the services
these rapairs,

Recommendation: not completed by this s

x| Licenst B lagsgas [ Priew Digtal Signature

To input the chemical used, select the Chemical Used button at the top of
the top of the NOC page:

+%& Notice of Completion of Work for AGK COMPUTERS

Exit Record(_Chemical Used >Batch Input Archivelmage

Exit | Edit | Save | Print

Notice of Completion#  |10013
Buildng No.  Street Ci

The chemical usage window then appears. Enter the chemicals used by
entering in the chemical code in Code (From the Pesticide Code




information) and press enter. The chemical name will then pop up in
Description. Enter the amount used (the number only represents ounces of
active concentrate used).This data will be available when you create your

Use Report.

To add additional NOCs, go to the Other Forms tab and select 2" NOC or
3 NOC. You can have a maximum of three NOCs.

ﬁ WOOD DESTROYING PESTS AND ORGANISMS INFESTATION INSPECTION REPORT for ABK COMPUTERS
Exit Defaults Record Print Nely=d2 0N Archivelmage

& 0O = =] Soil Treatment Guarantee

Exit | New | Edit | Save Motice of Work Completed

Record _ | Report #: oo IIECTE - |

’? t 3rd NOC
‘8

Building # Street City ZipCode  County Cod
|24z |Pinecone Dx. |gsan Jose |ss110 |22z

Company Name: (45K COMPUTERS

Company Address: {3381 Stevens Creek Blvd.

City. State, Zip: [san Jose [ca [os117

Fhone #: [40s-244-2211
Date of Inspection  Registration #  Escrow #
| PR 3995 |

Ordered By: Bill To [ Report Sent To: Bill To [

| = |

Memo

The memo button can be used to write down extra notes needed for
anything such as things to remember. To access the memo, go to the
Shortcut Tool Bar on the left and click Memo below. Write down any
information needed or to remember and simply click Close and Yes in the
saving window to save and exit the memo.




Occupants

The Occupants button will let you record and save information based on
the occupant and owner. To access the button, go to the Shortcut Tool
Bar and click on Occupants below Memo. Fill in the information and close
and click Yes to save and exit.

£ Occupants Information

Fepott 9999

Dccupant's Name  [BILLY SMITH

Cross Streot [STEVENS CREEK BLVD
Access

Building Type [SINGLE FAMILY

Home Phone 406.608-6608
Work Phone A5G- AEE
Map Releence  [p2407
Description STUCCO

Closing Date o8/31/11

Squais Fest 2000 SQUARE FT
Gaage Mool WES
Loan Type [BANE AMERICA

Inspection Report Options
In the top part of the main screen of the inspection report, this toolbar is

seen.
& WOOD DESTROYING PESTS AND ORGANISMS INF
Exit Defaults Record Print Other Forms Archivelmage

Each tab will be explained:

Exit
This button will exit you from the program. Before you exit, you are given
the opportunity to save.

Defaults
With this button, you can choose to set or clear defaults that you make.

Record
When accessing the Record tab, these options are available:




it Defaults Print  Other Forms  Archivelmage

Add Chrl+A
Edit Chrl+E
Make Re-Inspection or Supplemental Report  Chrl+Yy
Delete Ctrl+D

D awings Chrl+w
Findings and Recommendations Ctrl+R
Contract Ctrl+0

Save Ctri45

Find Ctrl+F
Find Mext F3

Find Previous Shift+F3
Goto Record Ctri+G

Lock Report Chrl+L
Unlock Report Chrl+U
L} T

You can choose to Add or Edit your report. If you want to start a Re-
inspection or Supplemental Report, scroll down the Record tab and click on
make Re-inspection or Supplemental Report. Select between creating a
Re-inspection or Supplemental report and choose which sections of the
original report to copy over. Select Pick Next Report# to automatically
assign the next available report number. The property information will
automatically fill in.

5&” Report FZI
! Erder the Report # to Copy o [10000
Erter the Repat #to Copy To:  [10000
" Chok hese i thiz is a Redrapection Report
" Chek hete f this is 2 Supplemertal Repord
Check Sections to be Copied
¥ Inspection Report

™ Drawing
I~ Findng & Recommendations

Dkay | Cancel




Ect Defouls Record Frint Othes forms An

:.;|n5|3£-'|zlnx

Mew | Eda | Save | Print | Delete| Find |Cancel| bsen

Mumbes of Pager [3

Dstn of Ieapecton, Regibsion 3 Esciown B
[Pr2zze [

Ovdernd By BaTe T

Property Dwree. BllTo [

JSER-ZBEBFFIERIHF Lazeuot 4000 5 [T1 D8/23/11  BI6AM _ CAPS | HUM

Note that the two records are tied together in the record window. When you
view either report, you can easily see that the two records are linked
together:

(O) for Original Report
L(R) for Re-Inspection Report

(S) for Supplemental Report

When you are done, click Okay so that the section may be copied over.
The other options on Record are just other ways to access the ER,
Diagram, and Contract. You may also choose to save the report, clear the
report, go to the next/previous report, and lock/unlock the report.

Print
When you access the Print option, these are the options that you will see:




kord m Other Forms  Archivelmage

Print Inspection Report :
E ¢ Print FieldSheet 1 el
Print FieldSheet 2 ]
lort #  Print CrewSheet of P4
Edit and Print Labels
Print Label on Blank Paper
ding { Printer Setup
MNew CrewSheet
¢ Print New CrewSheet

If you want to print an Inspection Form, click on Print Inspection Report and
this screen will appear:

ﬂj’ Print Dialog @

Print Range Print Where Select Pages to Print

— ~. + A Oka
StatngRepot #: [T5035 e
> = Page
reen Page 2 Cancel
ECEURas | il Finding & Recommendations
Contract Printer

Notice of Completion
| Irvoice:

Feport will be sent to Send To OneNote 2007

Select and check the options given. Click OK when you want to start the
print job. Select All Pages in the Pages to Print option if you want to print all
documents pertaining to the specified Inspection Report.

Back at the Print menu, you may choose to print FieldSheet 1, FieldSheet 2,
or CrewSheet by selecting either to print for the screen or the printer for the
location and by selecting Print afterwards.

If you want to edit the “Ordered By, Report Sent To, Property Owner, and
Party In Interest” labels to print them, go to Edit and Print Labels in the
Print option. When the window pops up, write down the following
information or click Reload Data to receive the data that you wrote down for
the report and click Print Labels Now when you are ready to print.




«. Edit and Print Labels 8[=1E3

Structure Inspected Address Report Sent To

Repoti |IUUUU Stamplt | Date I Joe Geizler

Vizion System Intemational 641 River Oaks Phway
Address |Kifer Rd San Joze C4 9502

Sunnyrvale, T4 94088

Structural Board Address

Paul Jones
Naaﬂ;; 41 Realy 1455 Blossom Hill San Jose CA 9512

Order By

Mame |Paul Jones Carol Smith )
and A1 Reaky 1455 Blossom Hill San Jose C4 9512 Remax Realty 129 Leigh Ave, San Jose 04 9512
Address

If you want to print the labels on separate blank sheets of paper, go to Print
and click on Print Label on Blank Paper. Check the boxes based on what
you which labels you want to print.

. =8 Print Label on Blank Papers

| Stiucture Address
Oidered By
| Repoit Sent To

[l Fropeity Dwner

Party In Interest

Then, click OK and select Print to print your label(s). If you want to preview
what you are printing, select Preview Screen.

Select Printer

Send To OneNote 2007 |
Auto Send To OneNote 2007 on USE
Ao HP Lasss)at 4000 Senes PCLE

Preview Screen

Fririk Now

Cancel




If you need to setup your printer, select Printer Setup in the Print option.
You may also choose to create a new crew sheet and print it in the Print
option.

Other Forms

In the Other Forms option, you may edit the Soil Treatment Guarantee.
Simply fill in the required information, click Save, and then Print. You may
also edit the NOC and choose to add a 2" or 3™ NOC report.

Archive Image
To access this feature, contact A&K Computers.

Schedule

Payments Report|

View Weekly Schedule
Scheduled Jobs

Write Reports

Most companies have their own way of scheduling (such as Google
Documents, Microsoft Excel, etc.). However, you may use the appointment
scheduling feature in the WinTOS software if needed/wanted.

View Weekly Schedule

To schedule an appointment, go to the main WinTOS screen and select
Schedule. From there, click on View Weekly Schedule. The On-Screen
Scheduling Weekly window will pop up, where you can double click on any
of the time fields to start writing an appointment.

ﬁ 0On-Screen Scheduling Weekly Elll_“ E

&gl Route - ALL Previous Week 41| Previous Route €| [Bl|NewtRoute  [b| NestWeek

Double click an
&f MON (08/15/11) & TUE (08/16/11) if WED (08/17/11) y
-_:'m TRY | Address Address = ¥ Time RT Address of the tabs in
= r
1% 1% | H H
B . | Time to write an
311 3

i g [ : appointment for

5 :\ the certain time

&[2-
HES

Qe ﬁ and date (Ex: This

8l 4
1 alany x

ST example is 11:00

* Time RT Address -
11 ; AM @ 08/16/11).
= |

THU (08/18/11)
* Time RT
e

FRI (08/19/11)
* Time RT Address
8

1]e-
2[w-
311
412
5| -
BE
7|3
8+

e
2[10-

[TT T T T T~ [TT T IAIN ]

[T T T T T e [TTTTTTTT I
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Once you double click on a time field, the Scheduled Jobs window will pop
up, where you may fill in the appropriate information including assigned
route.

¢|n|a 2 .
£ L@sm Delte | Resete For these categories,

Seidt  [goooooT you may use the F7
Date 08716711
TmeSkt [ 11-12 PM Routs [ o and F9 keys to search

Buldng # Street
[ [Stevens Cresk Bva - or access the Rolodex

Conplete Repot ¥ LinkedRepot [~ Supplemental F index. You can also use
OtderedBy  [PauiJones o e BAPSSENTO [Sue Sanders —  «——1 | the “Down Arrow” to

[A1 Reaty « [Gold Star Reaty
[1455 Blossom HAl [238 Campbel Ave.
[SanJose CA 95121 |Campbel CA 95008

Property Owner  [Paul Jones ~] Pat Toe Geizles y
[AT Reaty [Vision System Intemational

{1455 Blossom Hil |641 River Oaks Pkway
[SanJose CA 35121 [SanJose CA 35027

I Create Report [10007 [ Print FieldSheet T |
— T Print FieldSheet 2

locate the information.

Selecting Save and exiting will bring up the scheduled inspection into the
On-Screen Scheduling Weekly window:

DU DU U UL TR W EERLY

=] “l Route : ALL Previous Week L' Previous Rloute

¢ MON (08/15/11) UE (08/16/11)
* Time RT Address ¥ Time RT Address
[ o
= | | 15
- [ ] 2|1
fu- [ 3= | (3381 Stevens Cresk Bhvd., ¢

&

[]

]

H

]

[ 1 | ]
412 4|12 [ ]
[ | |

|

|

|

|

[]

O

O B
GEE ] 6|2
JEEE | ] E
s+ | | 8+

E
|

slage || alany

2§ THU (08/18/11) FRI (08/19/11)
* Time RT Address .| * Time RT Address
= | —

To reschedule an inspection, double click the appointment and change the
date or time slot in the Scheduled Jobs screen. Then, Save and exit. The
time slot is represented by the time slot number. When you need to change
the time slot, simply select the time slot number desired (Example: 9-10 AM
is time slot 1 and 10-11 AM is time slot 2).

Exit Reset#

A=

Serialtt 0000001
Date 08/18,

Time Shot

Buiding # Street
{3381 [Stevens Creek Bivd

"




There are two types of field sheets available:

Ordered: Faul Jenes
AL Realty
1455 Blossem Mill
San Jose Ch 95121

Faul Jones
Al Realey
1455 Blossem Hill
Ban Jore Ch 95121

Field sheet 1

Escrow ¥ Closing Drate

ORGINAL REPORT E LIMTED REPORT |:| SUPPLEMENTAL REPORT D FEMSPECTION REFORT D

GEMERAL DESCRIPTION:

INSPECTION TAG POSTED:

OTHER INSPECTION TAGS :

PROPERTY ADDRESS CITY ZIP CODE
3381 Stevens Creek Blvd. San Jose 55117
“App oiem ent with, For |haspecmm Pee

FIELD WORK SHEET

FPROPERTY ADDRESS Appointment Date & Time
3381 Stevens Creek Blvd., San Jose CA, 95117 snsit

Inspaction Date & Time

REPORT # 10007 DATE OF INSPECTION 0=M8/M1

Oecupants Hama Homa Phone Work Phore

Cross Straet Map Rt

Accass Square Feat Garage/Root

Insp Inspeation Fee CashiCheck

Bulkding Type Loan Type Closing Date

Ordered By: Paul Jones

A1 Raslty Field Sheet #2
1455 Blossom Hill 4/—
SanJoge CAS5121

Paul Jones

A1 Raaly

1955 Blozzom Hill
San Jose CA 95121

Escrow

Esorow #

oRGmMaL REPORT ] wmires rero Rt [ SURFLEUENTAL REFORT [] FEMSPECTION REPORT []
GENERAL DESCRIPTION:

INSPECTION TAG POSTED

OTHER INSPECTION TAGS:

Sibmarean Temms [] Oywood Temms [] FragueiDiymt [ oterFudngs ] Farvehapectia [

If you select the Create Report button before the print field sheet, the
property information will be filled in on the field sheet. The report number
will default to the next available report number unless you wish to enter
your own.




¥ Scheduled Jobs

-

[£2[218]2)

| Exit | Add | Save | Delete| Reset=

l Senal#  [000000T

Date [orsm

TeSkt [IT 9-10 AM Roue [01
Buiding # Street V&‘ Create Report

d44 Cash Street

|
[
|
|
|
|

Schedule Senaltt
| Coplels Fepot i/ g LiNech Enter the Report # to Create | W
Ordeted By [Campdames |
[444CashStrest || |
[Sandose,CA 124 |
[

Property Owner [Laiy James <] Paylnterest |
[444 Cash Street |
{SanJose, CA 95124 |

' 1
| [ Create Report | Print FieldSheet 1
Print FieldSheet 2

Record Saved

Click Okay and print out a field sheet. Note: If an inspector returns with a
cancelled inspection, you can search for the report number that was
assigned in the schedule from the report writer page and delete that report.
When you delete it, the report number will be available and can be re-
assigned.

Scheduled Jobs

To view scheduled jobsfor a particular day, select the Schedule button in
the main WinTOS screen and click Scheduled Jobs. You may scroll
through the jobs using the arrows at the top.

Sensit  [po0000T

Date 08/25/11

Time Slat |1 9-10 AM Route (01 @y
Street City ZipCode  Code
[Cash Street [sandose [s5124 I3

Complete Report [ Limited Repot [~ I Repot [~ Aed ion Report [

Oidered By Larry James | ReportSeritTo
444 Cach Sheet
San Joze, CA 5124

|
|
[
[ [
|
|
|
|

Property Owner  |Lairp James _=| Patyinterest
[484 Cash Streat
[SanJose, Ca 95124

Print FieldSheet 2




Note: To print a crew sheet, go to the report writer page and pull up the
report for that property. Select the print button at the very top. Then, select
“Print Crew Sheet” to print it.

When you go back to the On-Screen Scheduling Weekly window, by
clicking the Printer icon at the top of each date, you can print out the route
sheet for the specific date. The schedule view will be default on all routes
but can be changed to view individual routes.

 UN-DUTEEN JCNEULNNE WEEKLy
bl“l Route : ALL Previous Week ﬂ Previous Foute
MON (08/15/11) @LE (08/16/17) i

* Time RT Address * Time RT Address
& &

ES
2|10-
311 | 3361 Stevens Creek Bivd., ¢|
a1z | | |
s 1
A
HES
3| &
alany
= THU (08/18/11) = FRI(08/19/11)
* Time RT Address * Time RT Address
& [

1
2[10-
3[11-
412
5|1

I~
ST [T T

Payments

The Payment button on the main WinTOS is meant to be a shortcut to
access and view/modify or print an invoice. The original invoice is normally
created on the Write Reports tab when writing a report or issuing a notice
of completion. To start posting payments, from the main WinTOS screen,
select the Payments tab. The invoice screen will then appear:

ClRH | E S| Additionsl Invoice ‘

Exit | Save |Delete| Prit | Find | _

Inwoicedt | Fleports Date  [pa/21.11

Inzpected: | BllTo: |

Charged Paid/Adjustment
| | Date | Check# Debit | | Remarks

Inspection
Contract
Labot/Matedials |
Mise.

Interest

*Todelete a papment, double click on the line above.
Description of Work Payment/Adustment Fosting
Date |08/25/11
Check#t [ ]
Paid(Credt]  [p

AdiDebit o
Remarks
DoMNot Charge F/C [ Post




First, you may manually type in an invoice number and click the Enter
button or you may select the Find tab above to search for an invoice by
Invoice #, Inspected Name, or Report #. To complete bill for properties,
the inspected Bill To field needs to be checked.

—
¢ H ‘ ‘ S | A Addiional Invoice |
Delete | Print

Exit | Save Find

Jrivoicet [10000 Report  [10000 Date  [oar811

nspected: | Bill To: | ﬂ
1296 Kiter Ad |
Sunnyvale, CA 34086

1 - SearchBy Search For

SITERE Charged Irspected Name ! =
Inspection 20000 Reporti Remarks

Contract 10.00
Labos/Matenals 0o
Mise. oo

Irterest 00 Okay | Cancel New Search
To Gelele & papiment. ek on above.

Description of Work Balance Pagpment/Adjustment Posting
Ehaged $30.00 Date 08/25/11

,7. Eh.ecklt
Fapmerd 00 PadCiedt) [0
Balance | $30.00 AdilDebd) o

i

If the inspected information is the same as the billing address, click on the
hand symbols to copy the address across to the next field.

Invaice#t  |9g33 Reporth 9995 Date  [og/14/11

Inspected: | Bill To: |

[222 Drive Lane II::@-: 1P22 Diive Lane

[San Jose, Ca 98776

[ <l

l5an Jose, CA 98776

To create a charge related to an inspection fee or work completed, go to
the Charged box and simply fill in the charges.

Charged Charged

Inspection | 20.00
Contract | 10.00
Labor/Material | .00

Misc.

Interest

To post a payment, go to the Payment/Adjustment Posting box and, fill in
the information, and click Post.




Payment/Adjustment Posting

Date 08725711

Check# 3135

Paid(Credit) [120.00
AdjDebit) [50.00

Remarks |Overdue Fee

Post

When clicking Post, the transaction will jump into the Paid/Adjustment box:

Paid/Adjustment

| | Date  Check# Debit
.7|08/25/11 1315 .00

Credit
120.00

Remarks

For the Remarks
box, enter in

memo or check #.

*Todelete a payment, double click on the line above.

Note that if you want to delete a payment, all you have to do is double click
on a line above in the Paid/Adjustment box. To create an additional invoice,
select the Additional Invoice button at the top. Select Print to print an
invoice or statement.

Example of a Posted Transaction

T
5 Invoice

¢ B X aa

Exit | Save |Delste| Print | Find

Irvoicel  |g9990

Inspected: |

Additional Irvoice ‘

Repoith

3930 Date

BillTe: |

03141

[222 Drive Lane

|San Joze, CA 98776

[
Charged

Inspection
Contract

Misc.

Interest

Description of Work

@, 222 Drive Lane
SanJose, CA SB77E
Szl

Paid/Adjustment

08,/25/11 3135 120.00 |

Date Check# Debit Credit

| Remarks
120.00 | Overdue Fee

Balance

Overdue Fes|

Editing Record

Charged $120.00

Payment .00
$120.00

Balance

Do Mot Charge F/C [~

* To delete a payment, double click on the line above,

Payment/Adjustment Posting
Date IW
Checktt EE
PaidCredt] [120.00
AdiDebdl [0
Remaks [Overdue Fee

Post




Finance Charge

A finance charge can be set up to generate automatically for past due
accounts. To set up the finance charge %, go to Preferences in the main
WinTOS screen. When the window pops up, go to the Other Options tab
and then enter in the finance charge % value in the box and then click
Apply. Log out of the WinTOS software and log back in to save the
changes.

+ T Preferences ﬁ|

Genetal | Secuity | Inwoice | ComparyInfoemation | System | OtherQptions | ABKUseOnb |

. o System automabically put phisses "Section 1, Section 2, Fuither Inspection,
W e s e e s

Ertes number of ines pes page in Findings and Recommendations: |55
Entes % Financial Chaige.
™ Prompt Customer Type

™ Use Same Bill To for Combined Statement
I Use Two Signature Lines

Reports

Print Finding and Recommendation Codes

If you need to print Finding and Recommendation Codes for in-house use,
go to the main WinTOS screen, select the Report tab, and click Print
Finding and Recommendation Codes. The Print Dialog window pops up:

ﬁprinl Dialog @

Print Location

(¥ Screen " Prinker

Select Range to be Printed
Al

Start Printing With: [402 -
End Printing At | 108 ~

Pririt I Cancel | Select Printer |

You may choose your printing location and the range to be printed. If you
want to print all Findings and Recommendations, click All. If you want to
print a certain range of Findings and Recommendations, click Range and
select the range below using the “Down Arrows.” When ready, select print.




(Example: Findings 102 — 108)

AsK COMPUTERS

b-House Use OHLY - DB/ZSAT

FINDING =~ Subarea is inacceszsible due to abszence of a crawl
=pace access opening.

FINDING =~ A portion of the subarea is inaccessible due to a
crozs foundation. Indicated by ******* apn diagram

FINDING = The subarea or portions of the subarea are
inaccessible due to inadegquate clearance {(less= than 12")
between the bottom of the floor joists and the =oil.

PINDING - High dirt level in subarea resulting in less than
12" clearance betwsen the bottom of the floor joist and the
20il. This area is limited in =ize and did not interfere
with the inspection of the subarea.

FINDING - Portions of the =zubarea are concealed by *******
FINDING =~ The subarea contains stored goods that conceal a
portion of the sub-structure.

FINDING = The subarea contains goods stored in direct
contact with the =oil and these goods conceal a portion of
the substructure.

Addresses Inspected

This report is used to list all of the addresses inspected for a certain date
range. To access the Addresses Inspected report, go to the Reports tab in
the main WinTOS screen and select Addresses Inspected. This window
will then pop up:

& Print Inspection Address 8

Print Location

" Scieen & Printer

Select Range to be Printed
Al & Range

Select Field: [ LI

Report Number
Start Printing With: [Date

County Code

C

End Printing At:

Print I Cancel I Select Printer I

Select whether you want to print the information in the Screen or the Printer.
Then, select the range to be printed. Select the field by clicking the “Down
arrow” in the Select Field and choosing the appropriate field. You may fill in
the Start Printing With and End Printing At if needed/wanted. When you are
ready, select Print and the Addresses Inspected for the field will pop up:

ADDRESS INSPECTED

08f18/11

Report ¥ InspectionAddress Inspection Date Inspected by County Code

10000 1298 Kifer Rd BSunnyvale 94086 42
FIFe 222 Drive Lane Zan Jose 98776 08/ 13/ 11 43
2999 z4z Pinecone Dr. San Jose 28110 zzz

TOTAL HUMEER OF INSFECTIONS 3




Commission Report

This report is meant to list all payments received, organized by the
inspector to calculate commission rates by percentage. When you go to the
Reports tab in the main WinTOS screen, you will see that you can open the
commission report ranged by the invoice date or payment date.

3§ WinTOS AGK COMPUTERS
LS Activity Report  Chenmical Report  Code Setup  Options
Print Finding & Recommendation Codes
( Addr
& Commission Report - Range by Invoice Date =,

Performance By Inspactor - Hange by Invoice Date

#gng Report

Rolodex Report

Trwoice Total by Date

Payment Report

Print Qutstanding Irvolces by Dabe
Addresses Inspected with Invoice Amourt
Inspection Type Report

Trwvoice Total with Address by Date

Batch Combined Statement

Batch Combined Statement Group By Bl To
Contract Follow-Up Report

Choose either one that you need to. When the window pops up, enter the
date range and click Okay like you did for the Aging Report. Another
window called Enter Parameter Values will pop up, where you are to fill in
the commission percent using the “Down arrow” or fill it in manually.

Enter Parameter Values @
Parameter Fields:

COomMmission percentag

please enter commission percent

Disciete Value

ok | Cancel |

Once you set the value, click OK and you will see the information then pop
up. Note: If no payments are posted, the Commission Report will be empty.

This report is

COMMISSION REPORT 4/1’3“’— .
empty, which

[EIE
byeddly St Alires : BviceNe  ReqeriType  BeiteDde  Bwicebduee pymeireyel cnossio mond means that no
payments are

posted.




Performance by Inspector - Range by Invoice Date

Go to the main WinTOS screen, select Reports, and go to Performance by
Inspector — Range by Invoice Date. Once you enter the date range and
print location, select Print.

Performance Report By Inspector

Grand Total:

Aging Report

This Aging Report will bring up a list of what invoices are outstanding for a
certain date range. Go to the main WinTOS screen and go to the Reports
tab. select Aging Report and this window will pop up:

'_'3 Select Range @

Starting Date  [par18/11
EndingDate  |pg/18/11

Murber of Copies |1

Location to Print

" Prirter (" Screen

Set the date range and click Okay. From there, you are able to see the
Aging Report and the number of days for billing on a 30 day basis (0-30
days, 31-60 days, 61-90 days).

Aging Report

08/18/2011

Report No Invoice No Date EBill to Hame 30 Days 31 to 60 Days 61 to 30 Days Over 90 Days Total
w000 loooe 8818710

129% Kifer Rd f Sunnyvale, C& 94036 [Property: 1333 Kifer R4 / 3Junnyvale, CA 340§6)
¥ 30,00 $0.00 30,00 30.00
$20.00 $0.00 $0.00 $0.00

$30.00 £0.00 $0.00 $0.00

If you want to print the report, click on the small printer image tab on the top
part, select your printer, then click Print.




Rolodex Report

To print and see a list of all the Rolodex items, click on Reports in the main
WinTOS screen and select Rolodex Report. This window will then pop up:

L‘z Print Rolodex @

Print Destination

(+ Screen ¢ Printer

Sort By |Company Name j

Select Printer

You can choose to print the information to the screen or the printer. You
can select the Sort By information and choose where you want the
information to be sorted by selecting the “Down arrow” and selecting
Company Name, Agent Name, etc. Whichever category you choose, the

rolodex items will be pulled out from the Rolodexes found on the front page
of the report:

A&K COMPUTERS
Rolodex

08f18f11

AL Realty
W 1455 Blosses Hill San Jese CA 95121
408-777-7777 Fax
E-mail

Gold Star Realty
Address 93 Campbell Ave. Campbell CA 95008
Fhone 403-000-0000 Fax

Pager E-mail

Remark

Company Name  Mojo Burger Name Kimny Parkinson
Address 1409 Bird Ave.

Fhone  405-924-0595 Cellular

Pager

Remark

Company Name femax Realty

Address 129 Leigh Ave. San Jose CA 55128

Fhone _aaa_ Fax
ﬂ __

Invoice Total by Date

In the main WinTOS screen, select Reports and click Invoice Total by Date.

When the window pops up, select the date range and print location, then
click Print when ready.




Invoice Total By Date
Date Printed: 082511

Dats Report Number I it Contract LaborMaterials Total Invoiced
03/18/11 10009 $120.00 50.00 50.00 §120.00
08/24/11 10000 $120.00 $0.00 $0.00 §120.00

TOTALS: $240.00 $0.00 $0.00 $240.00

Payment Report

To print/access the payment report, go to the Reports tab in the main
WinTOS screen and select Payment Report. When the Select Range
window pops up, select the Starting Date, Ending Date, Number of Copies,
and click either Screen or Printer.

» Select Range @

Starting Date  [g/25/11
EndingDate  [0g/25M11

MNumber of Copies |1

Location to Print

" Printer

When ready, hit Okay and your information will be printed.

List of Posted Payments

Date Irwoice # Eilled Party Inspector Check # Fayment Receaived

08/25/11 loooo 31353 $120.00
08/25/11 loo0a 3135 $120.00
08/25/11 2998 222 Drive Lane, San Jose, C& 98776 3138 $#120.00
08/25/11 10013 1318 §#1z0.00

Grand Total: $480.00

Print Outstanding Invoices by Date

This is where you can print out all of your outstanding invoice/statements at
one time and send them out. Go to the main WinTOS screen, select
Reports and click on Print Outstanding Invoices by Date. From there, select
the date range and print location, and click Print when ready.




INVOICE / STATEMENT

A&K Computers Dale: | oesafu
e e o
Santa Clara CA 94086 Encrow Numbar
Tel 408-730-1308 Alt 408-244.4811

Property
Inspected 123 Kifer Road
Santa Clara, CA 94086

Inspection Amount
Contract

Invoice Total:

Payments
Agdmional Charge:

Total Due:

THANK YOU FOR YOUR BUSINESS

Addresses Inspected with Invoice Amount

To look at the addresses inspected with the invoice amount, go to the main

WinTQOS screen, select Reports, and select Addresses Inspected with
Invoice Amount. Select the range and the printing location.

f—EPrint Inspection Address With Invoice... g

Print Location

" Screen

Select Range to be Printed
Al & Range

Select Fiekd: [ETINE  ~
Report Number
Start Printing With: [Date
County Code
o Cit
End Printing At:

Pit |  Concel | SelectPrinter |

When ready, select Print to print the information.

ADDRESS INSPECTED WITH INVOICE AMOUNT
08/25/1

InspectionAdd ress Inspection Date  Irepected by Imvoice Ane

1292 Kifer Rd Sunnyvale 94088

3381 Sctevens Creek Blvd. San Jose 95117 08/16/11
444

233 disde fd  fd

2ZZ Drive Lane San Jose 98776 08/13/11
242 Pinecone Dr. San Jose 98110 08/20/11

Inspection Type Report
Contact A&K Computers if needed.




Invoice Total with Address by Date

In the main WinTOS screen, select Reports and click Invoice Total with
Address by Date. From there, select the date range and printing location.
When ready, click Print to print the report.

Invoice Total with Address By Date

Date Printed 082511

Inspection
Date Iavoices Address Date Inspector Amount

0371511
10009 123 Kiefer Road santaclara 95124 03/1511 Steve Leaman $120.00

031511 $120.00

08/24/11
10000 123 Kifer Road Santa Clara 94086 3/02/11 Steve Leaman §120.00
08/24/11 $120.00

TOTALS: $240.00

Batch Combined Statement

To access the batch combined statement, go to the Reports tab in the main
WinTOS screen and select Batch Combined Statement. The Batch
Combined Statement window will then pop up. You may choose to print all
the information or select to print the balance only. Check the Exclude
printed statements for the date range if needed/wanted. Then, enter in the
date range.

=, Batch Print Combined Statement @

(¢ Balance Only
" Print All [Including 0 Balance)

v Exclude printed statements for the date range

From Date (08710711 To [08725/11

When ready, select Print to print the information. Before printing, select
Preview Screen to make sure the information is valid.




STATEMENT / INVOICE
A&K COMPUTERS
381 Stevens Creek Bivd.
San Jowe CABSNT
Tel 408-244 2811 F x 408.241.0113 Alt 408-260 3675

Statem ent Date: 082511

sty Inecied

:’.'l:::‘.:: :::; Insperion Fee: s
Escrme Number: Other Fees: S8
Iwvalee Dater LU Imvaiee Tatak e

Payments: 120
Addidens] Charge: Rl ]

Total Dus: §120.00

TOTAL BALANCE: -S120.00

Batch Combined Statement Group by Bill To
Contact A&K Computers if needed.

Contract Follow-Up Report

The Contract Follow-Up Report may be accessed through the main
WinTOS screen. Select Reports and click Contract Follow-Up Report.
When the print window pops up, select the printing location and range.

EEl’Print Contract Follow-Up E

Print Location

@ Screen
Select Range to be Printed
& Al € Range
Select Field  [Report Number |
Stat PrintingWith: [~
EndPiningat |

Cancel | Select Piinter |

When ready to print, click Print.

Frivk Date :  0a/25/21 CONTRACT FOLLOW-UP REFORT

Fepadt ¥ B eelen Adrens
| IO 222 Drive Lans fan Joss 98776
o0 /a3/21

3339
o8/20/11

450,00 Gramd 450,00




Activity Report

Read and Prep. Activity Report
To run the activity report, go to the Activity Report tab at the main WinTOS
screen and select Read and Prep. Activity Report. When the window pops
up, set a date range and check one of the three boxes based on what is
needed.

- Choosing Unposted Only brings up only the activities that do not

show up as being posted within the specified date range.
- Choosing ALL Transactions brings up all activities.
- Choosing Posted Transaction Only brings up only posted activities.

& Select Range X

% Unposted Only
" ALL Transactions
" Posted Tranzaction Only

08/18/11
081811

Okay

Starting D ate

Ending Date

Edit Activity Report

When you are ready, click Okay and the Activity Report Form will pop up,
where you may transfer the data to floppy disks or save the WDO file to
your computer. You may edit the activity report also by going to the main
WinTOS screen, selecting Activity Report, and clicking Edit Activity Report.

= WDD Inspection & Completion Activity Repart Foim
WDO Inspection & Completion Activity Report Form

Company Information

Company Name |4 & K. Computers Inc

Fapost Date [2/15/01

Addess: [3381 Stevens Crack Bhvd

Fisgistiation No. [FR3353
Branch Dffice Ma:

Repon Peiod [1/1/01 —|zn5a

Cily State Zip: [SanJose A [sn7

Inepections: |2 ¥1.75= a8
Completions: [0 H175= i)

[ZeCode [T,

Date]Bulding A T
171701 1144 |Huntngdan D
1A | 2222 |E &zt Brariham Lane

129 1 JEES]
5111 1 | e

ivit|Inspectailicho |[ExportedDate [FRepoitt |

Fi
10001
(10002

Electronic Filing

[ Print Activity on Pre-Printed Form

Print

[ Exit




You may print out a statement or create a file to upload or send to the
Structural Pest Control Board. To create a report and file electronically,
select Electronic Filing and this window will pop up:

2§ Viow Activity Ropont for Ebsctranic File Ravw Data File

0011144 Imringden Dr.

/20012221 East Brashiam Lane

Select Save to Computer and the Data Path window will appear:

- [
Path [C\winT0S Oka
y
Diive (¢ ~|
Cancel

Directories [ —yC:\

3 Select Path

Select the WDO folder and click Okay. To open the WDO folder, go to Start,
select My Computer, select the C: Drive, and open the WinTOS folder. The
WDO folder is up at the top of the directory. Right click and copy the WDO
folder to your desktop.




From the Structural Pest Control Board WDO site, you can browse to your
desktop, open the WDO folder, and upload the report. Note: To create and
send an activity report, ALL FIELDS must be filled in.

Chemical Reports

Note: Before you write a Chemical Report, you need to make sure that the
Operator Information, Pesticide Code Information, and County Information
are completed. If not, go to the Code Setups part of the manual to learn
how to setup the information.

To write a chemical report for the chemicals used, go to the Chemical Used
tab in the NOC screen.

Read and Prepare Chemical Usage

To create a chemical use report, select the Chemical Report button from
the main WinTOS page and click Read and Prepare Chemical Usage. This
window will appear:

[3 Prepare Chemical Usage

Select Which Report and Range to Print
Month Year

For the Month/Year: IB ‘11

| Cancel |

Select the month and year and click OK.

Edit Chemical Used by Counties

On the main WinTOS menu, go to the Chemical Report tab and select Edit
Chemical Used by Counties. When the window opens, you can choose the
county by using the “Left” or “Right” arrows or by simply typing in the
County Code. Manually type in the Codes of the chemicals and the amount
used/site treated in the highlighted boxes below.




% Chemical Usage for # 9999-1 X

Exit

Code |Description Amount Used
| Tesmidor SC | 12
DRA  |Dragnit SFR | 20|

> |
E3

To Search Press F7

When you exit the window, the chemicals used will automatically save.

::i Edit Chemical Used By Counties @

Exit  Print

County Code: [s: | 14| 4|Mext Counties » [ M|

Chemical Used by Counties
Code |Description pp
DR& | Dragrite SFR
J |TER  |Temidor SC

Total Apps :

When ready, go to the top-left corner and select Print. When you do, this
screen will pop up:

'_’z Select Print Destination @

Print Location

Frint

Cancel

Select Printer

Select your printing location (Screen or Printer). If you need to, go to the
Select Printer button and select your printer. When ready, click Print to print
the Chemical Report.
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Note: If you do NOT see all materials actually used that month, then go
back and review your completions. Check that the County Number box and
the date of completion are filled in. Also, check Chemical Used and make
sure it is entered

Troubleshooting WinTOS

When using the WinTOS software, a few errors may occur. For most errors,
you may need to contact A&K Computers for additional help. Otherwise,
there are a few errors that can be fixed manually;

Common Errors

Error with Date
When writing the date, the year may come out as 20 instead of 00. The

year setting is set differently.

To change the year setting to normal, click Start, go to the Control Panel,
and double-click on Regional and Language Options.




#E | Microsoft Office Word 2007
v D’ Control Panel
’ et Program Acce

B WinPCO
Defaults
e Connect To
—

\ Q Printers and Faxe

s Adobe Reader X

| = Microsoft Office Excel 2007
@) Help and Support

,;) Search

7~ Run...

| Microsoft Office PowerPoint
'.E 2007

il Calculator

All Programs D

LDgOff Tgrno

| WinTOS £ Control P,

J start

B Control Panel

File Edit WVeew Favorites Tools Help

& &) !? /.. ) Search H

Address |3+ Control Panel

Accessibiity
Cipkions

Flash Player

| u’. Control Panel A

B Switch to Category View

See Also #

& vindows Update
(7] Help and Support

Regional and Language Options

Languages | Advanced|

Standards and formats

This option affects how some programs format numbers, currencies,
dates, and time.

Select an item to match its preferences, or click Customizeto-ehease

your own formats:

| English (United States)
Samples
Number: 123 456,783.00
$123,456,789.00
25250 PM
08/22/11

\Monday, August 22,2011

Currency:
Time:
Short date:
Long date:

Location

To help services provide you with local information, such as news and
weather, select your present location:

United States v

Folders -

=

Add Hardware

Folder Options

Network.
Connections

=

Scheduled

Make sure you are on the Regional Options tab and click on Customize.

Windows XP: In the next window, go to the Date tab and click on the
“‘Down Arrow” in Short date format, and select the correct setting

(MM/dd/yy) for the short date format.
Windows Vista/7: Follow the same procedure, but when selecting the
Short Date Field, select MM/DDlyy.




Customize Regional Options
Numbers - Currency  Time | Date

Calendar
When a two-digt year is enteted, interpret # 35 8 pear between:
and | 2029

Short date
Short date sample: |08/22/11

Short date foemat: | ITEREERR
M/d,

Date separator.

Long date
Long date sample:

Long date format: | dddd. MMMM &4, yyy

Concel

Once you are done, the Apply button will be available. Click on Apply then
click OK to save the changes.

Error in Rolodexes

In the Rolodexes, you may get an error stating: “The field is too small to
accept the amount of data, try pasting less data.” The Rolodex entry(s) is
probably too long. Simply shorten the one(s) that is too long, which is
usually obvious, and the error will go away.

Other Errors

Report Writer defaults to a Previous Report when selecting New

When selecting New (when writing reports), the information from the
previous report may remain. This happens when a record is saved as
default. To fix this, click the Write Reports box at the main screen. At the
top of the page, select Defaults. Next, select Clear Defaults.

% WOOD DESTROYING PESTS AND ORGANI

(| Set Defaults
394 Clear Defaults

Exit |
& T

of ]
N [
Buildng#  Street

[" FR [a3s1 |stevens creex
[™ Diagram

[” Invoice Company Name: [xck COMPUTE
[T Contract

E NOC Company Address: (3381 Steven

Re

Exit and log out of the WinTOS software, then log back in, which should fix
the problem.




Bottom Line on the Findings and Recommendations Page is cut off at the Bottom
The bottom line on the page in Findings and Recommendations may be cut
off at the bottom because the font size is too big.

To fix this, try a smaller font and use the font: Courier New.

This setting is a good default.

[Couie: New ~|[e5

Print to screen and review the page before printing. Note: This may occur
occasionally but is usually not a constant problem.

[{

‘Report Number Already Exists” Error

When trying to start a new report and assigning your own report number, a
window may pop up saying “Report Number already exists.” This may
happen because you are using the same report numbers that have
previously been used.

There are two ways to fixing this problem:

Option 1: Go to Preferences in the main WinTOS screen and select
System. Then, change the last report number used to a number higher than
your highest number ever used.

Use a number higher than

General | Secuwity | lnvoice | Companylnfcemation | System | Other Options | ALK Use Orly |

your highest number ever

[ Check hete ¥ pou ate urning WinTOS on a Netwark.
R futn Gererate Inspection Repoet File Number LaﬂRcMNu@/ used! Examp|62 Here, the Iast
[~ Bypass C ion when sddng & d

Draving Progea Detaut Drawing Sze MA number was 10007, but we
Latge

I pel check in Findings and Reconmendaions made the number really high
I™ Use New Company Logo [Enhenced Resohsion]  Add or Edit New Logo | (10099)

Data Palh  [CwinT0S " Browsa._. |

Report Path: [C\winT0S Browss....

oK Cancel toct |

Option 2: Follow the instructions above in Option 1 and then check the
“Auto generate inspection report file number” box. Selecting this option will
help prevent this problem from reoccurring in the future.




ﬁ Preferences

General | Secuwily | Invoice | Company Information | Syster)

[ Check hete i pou-are-ninning-winT0S on a Network
k[ Auto Generate Inspection Report File Number Last Report
[ Bypass Company information when adding a new record

Drawing Program: Default Drawi

[~ Spell check in Findings and Recommendations

[~ Use New Compary Logo [(Enhanced Resolution]  Add or Edit NI

“You have exceeded the number of users allowed” Error

When logging in, you may receive an error stating: “You have exceeded the
number of users allowed.” This happens when they have surpassed the
number of users allowed in the program all at one time.

To fix this, you must add a user. Contact A&K Computers.

Utidities  Preferences
About

Change Admin Password

Print Error Log
User Guide
Print Registration Form

This requires a clearance code. To add additional users, you must pay the
charge. Contact A&K Computers if needed, or you may see the Price list
for the cost.

“Too many users logged on” Error
Sometimes when you are on a network, you may not be able to login to
WinTOS. The error may read: “Too many users logged on.”

To fix this, try rebooting the system. If that does not work, contact A&K
Computers.

Error when filing an Activity Report

When filing an activity report, you note that the first screen activities that
you created a record in do not show up. The record may not show up
because you may not have entered the report date or completion date
(NOC), or the date was entered incorrectly.

To fix this, look up the records and enter and/or correct the date:




Exit Defauks Record Print  Other Forms  Archivelmage

Correct the date and

Exit | Mew | Edit

e Lk L i)
Record Report 8: 10007 Numbes of Pages: |o
ol

save the changes after.

Buiding#  Sheet Ciy
|2381 |stevens Creek Bivd. sapfo
Company Name: [asK COMPUTERS
Company Address: (3381 Stevens Creek B.lvd/
City. State, Zip: [zan Jose ca [9s117

| |1000710]

1455 Blossom Hill  [zse
- )

Make sure to save the record after making the changes.

Activity Type/Operator’s License does not show on some Records

When filing an activity report, the activity type or reporter’s license may not
show on some of the records. This may happen because you have not
selected an activity type (or entered operator information) and saved it
when you typed the report.

To fix this, look up the incorrect records, make the corrections, and click
Save.

WinTOS Icon disappears from Desktop
To some users, the WinTOS Icon has disappeared from their desktop.

To fix this, check the Start menu for WinTOS. When found, right click the
icon and select Send or Pin to desktop. If the Icon still does not show,
contact A&K Computers.

Report does not Print
For some, their reports or one part of the report may not print.

To fix this, select Print to Screen in the printer location window to preview
and make sure that all pages of the report appears. If they do, try rebooting
your computer and printer. Note: If you have a new printer and are
experiencing problems printing reports, you may need to contact the
manufacturer to install the latest drivers for the printer. Otherwise, contact
A&K Computers if needed.




Support

Important: Always back up your database regularly!

To do so, select Back Up — Main Database in the Utilities tab in the main
WinTOS screen. Then, browse to the folder or drive you wish to back up to
and click Okay.

pd

Code Setup Options | Utilities | Preferenc

Back Up - Main Database
Back Up - Diagrams

Export database by date
Import/Merge database

Select OK to create WinTOS D|l| choose Directory To Store Zip Fie

[CAwinTOS €l Network

="
5 =
e ‘, File To Be Created : w9 Libraries

& £ Recyde Bin
CAWINTOS\WTRW201109021125.2ip A Steve
&3 control Panel

«J Homegroup
4 M Computer

&, Local Disk (C2)
¢ Lenovo (D:)

t‘; DVD RW Drive (E:)
Backup

(o J[ come

A&K Computers recommends that you sign up for Support. We have an
excellent support staff. Support for WinTOS is billed out annually and is
affordable. With support, you get product upgrades, training, and most
importantly, product support. After initial training, our customers may go for
months without ever needing us. Eventually, as in life, something happens
with your computer systems. We are there for you to reinstall our software
and insert your database backup to get you up and running as quickly as
possible. Also included with Support, we provide assistance with setting up
the product on a network. We will work with your IT people to help get you
up and running with our program.




