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Public Version-DCD 2.3a Guide

Purpose
The purpose of this guide is to demonstrate how to use the hand-
held computer data collection device (DCD) to conduct a physical
inspection. In this section, you will have an opportunity to perform
a variety of inspection procedures using the DCD.
Objectives
After completing this guidebook, you will be able to:
. Add an inspection
. Enter building information
. Enter units
. Record observations in the DCD
. Confirm inspection data is complete
. Backup your database
. Retrieve the Discrepancy and/or Inspection Summary
Report
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Introduction to
Windows 95

The HUD inspection software runs on Windows 95.

Familiarity with Windows 95 file management is
essential.

Background Information:
What are windows?

Windows allows multiple applications and screens
to be open at the same time. You can have several
windows open simultaneously, but you can only
work in one window at a time.

To switch between windows, tap anywhere in the
window that you want to make active. Or, tap on the
title bar of the window you want to activate.

If you have used Windows 95, you recognize some
of the same icons, buttons, scroll bars, and other
features you have used before.

Background Information:
Features

Buttons—activate the command displayed on the
button label.
Scroll Bar—Allows movement through text too large
to fit in the field. Scroll bars are typically presented
in list and display boxes.
List Box—Displays menus or lists of options to
select.
Radio Button—Activates the selection of only one
item from a list of available choices. Selecting one
radio button automatically deselects the previously
selected button.
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Check Box—Activates/deactivates the selection of a
control or option. When an option is selected, an
‘X" appears in the check box.

Status Bar—Contains messages, descriptions, field
name explanations about the current activity,
selected control, or option. The status bar is
located at the bottom of the application window.

The Windows 95 desktop is what displays after the
computer is turned on. The desktop contains
several items such as program icons, the task bar,
the start button, and the system tray.

Desktop
M Start| T Psckage Comma. | A Fulshot 33 | BBHUD: Inspection..| B Microsot word -
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Windows Explorer is the
file management utility for
Windows 95. Basic
features of Windows
Explorer include:

Open/close
Title bar

Menu bar
Toolbar

Left pane

Right pane
Folders

Files

Select a folder
Expand a folder
Select a file
File date and size

Copy/move/delete
folders

Minimize a program
Maximize a program

Close a program

BX Exploring - (C:) HEE
File Edit “iew Tools Help
E= = a5 4|B|@ o] X[E=| 2]
|A\| Folders Contents of ' [C:]'
[55 Deskiop Hame | Gize | Type | Modified =
Elg My Computer [:IDlaIUpTest File Folder 5/23/98 8:26 AWM
= 3% Floppy [A:] (L0 Pecard File Falder 242098 253 PM
ER= | (1 Program Files File: Folder B/18/97 250 PM
~(0 DislpTest [0 windows File Folder 8/18/37 2551 PM
(0 Pocard @ Recycled Recyclz Bin B/18/97 5,32 PM
-0 ;':Dg'slz dF"es ] M sclos.- KE - File BAE/97 256 PM
- Win;ws ] System. Tst 46268 15T File B/18/97 300 PM
@1 Contral Parel [8] Hiber. bin 12KE  EIN Fie 2/25/98 4:58 PM
(@ Pinters ] File0001. chk 32KB  CHK File 5/16/99 510 &M
(28] DiaLIp Netwerking [] FileD002. chk 32KE  CHK File EE/98 510 8M
1By Network Neighborhood [#] File0003. chk 32KB  CHK File 5/4/38 4:30 PM
% Flecycle Bin ] File0004. chk 32KE  CHK File £/4/98 4:30 PM
-5 My Briefease ] File0005. chk 32KB  CHK File 5/11/99 234 PM
{22 Online Services [=] File000E. chik 32KE  CHK File B/11/98 234 PM
~[1 screens [#] File0007. chk 32KB  CHK File 5/12/99 11:52 &M
=] File0008. chik 32KE  CHK File E/12/98 11:52 AM
] Hiber. dat 25472KB  DAT File 2/25/99 450 PM
[#] Suhdlog.dat BKE  DAT File B/18/97 308 PM
@ sutoexec.dos 1KB  DOS File B/18/97 518 PM
1KE  DOS File B/16/97 5:30 PM

a Slalll @ untitled - Paint

@ Config.dos
A -

”@ Explorning - [C:]

% 45 PM'
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Accessing PASS 2.3a

Background Information:

The terms “click” and “tap” mean the same thing.
On a personal computer (PC), you can perform an
action by clicking on the mouse. On the DCD, you
can perform an action by tapping with the stylus.

Lightly tap the point of the stylus on the screen to
perform an action.

Demonstration Explanation/Illustration
Select the DCD 2.3a To start the program, touch the point of the stylus to
Public version icon and tap on the DCD 2.3a Public Version program
icon.

If the program icon is not available, tap on the Start
button, select Programs, then DCD 2.3a Public
Version.

Tap on the Begin

Inspection button Begin Inspection

HUD Physical Assessment
Subsystem (PASS)

For Windows(c) 95

Version 2.3a (Public)

Copyright 1997, 1999 Department Of Housing and
Usban Development, 11/27/2000

Compress Database

Begin Inspection
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Demonstration Explanation/Illustration
Using help features What does the Help button do?
To find information The button is a quick way to get more
EUICKW, tap on the Help information about what you see on your screen.
utton.

Tap on the What’s This
(?) button to view a short
description of a field or
command.

The button is another form of help. It is called
the “What’s This” button.

Selecting this button turns the cursor into a question
mark. When you select a field, a pop-up window
appears containing additional information.

Exiting the program

Demonstration Explanation/lllustration

Use the button to exit the DCD 2.3a Public
Tap on the Exit button Version program and return to the desktop screen.

Background Information:

Always exit all programs and power off the DCD
properly. To shut down the DCD, tap the Start
button in the bottom left corner and tap on Shut
Down at the bottom of the menu.

“Assessments Today for Better Housing Tomorrow” Page 1-6
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Property Information

Demonstration
Tap on the Property
Information tab

#j HUD Inspection

You begin to process an inspection from the
Property Information screen. From this screen, you
can navigate through all the components of the
property profile.

Explanation/lllustration

Property Building ¢ Unit Froperty Inspectable
Information Information ltems

LCheck / Prepare

* Inspection & Inspection Date
*Property ID PIH Project #

*Property Name I

Scattered Site [~

Total Buildings
Total Units

Comments I

x? Help Exit

Add Inspection |

Tap Add Inspection

Tap on the
fields appropriately.

Note all required fields that are required have an
asterisk (*) in front of the field.

Add Inspection

button and update the

Tap Save Inspection

Tap on the
the appropriate fields.

Once you add an inspection, the buttons at the
bottom of the screen allows you to add or change:

or conduct administrative tasks.

Save Inspection

button after updating

Address information
Inspection information
Information on certificates

“Assessments Today for Better Housing Tomorrow”
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Selecting a Property To access an inspection that has been added,
select the row containing the appropriate Inspection
Number and Property Name.

Updating Property
Information

Demonstration Explanation/Illustration

Se | ect th e property yo u i Inspection Number: 77777
. Property Building / Unit Froperty Inspectable Check /Frepare
W|Sh to update_ Information Infarmation ltems
* Inspection # I?????— Inspection Date IW
*Property ID |112233— PIH Project # |—

*Property Name IDelaplane Village

Scattered Site [

Total Buildings |D
Total Units ID

Comments I

Cumment Property | ions On File
|Inspecliun Hum. |Pm|urty Hame |
¥ [ | Delaplane Village |
r
EditInspection | | Administration |
A? Help Exit
Address Info Certificates | Add Inspection |
\

From this screen, you can access the links that
enable you to view or edit inspection information,
address information, certificate information or to
perform administrative tasks.

Tap on the Edit Tap on [_Editinspection |, nqgify the name of the
Inspection button property, to indicate a scattered site or update the
Comments field.

Make the necessary

changes NOTE: The Comments field allows the entry of
comments (up to 255 characters) for the
property.
“Assessments Today for Better Housing Tomorrow” Page 1-8

December 19, 2000 Version 2.3a



HUD Physical Inspection Public Version DCD 2.3a
Physical Assessment Subsystem

Demonstration

Explanation/Illustration

button to enter or update
the property’s address

Tap on the Save Save Inspection
Inspection button Tap on to save your changes.
Tap on the Address Info

p Tap on Address Info

Tap on the Edit Address
button

Tap on

Note: If you do not edit the address, tap on the

Close
Form

button to return to the Property
Information tab.

Enter the property’s
address information

Update the appropriate fields.

1
. Property Address Information [Address information may be edited]

I???TT

"Address Line 1 IEnter Address Line 1

Inspection #

Address Line 2 [Frier Address Line 2
*City

IE,nter City *State Alabama j

*Zip it

Phone Number I Phone Ext.

Fax Number I

Email Address I

Save Address | Cancel Add{Edit

Do not enter parentheses () or hypens (-) as part of
the phone number; simply enter the numbers and
the system automatically formats the phone
number.

Tap on the Save Address
button

Sawve Address

Tap on to save your update.

“Assessments Today for Better Housing Tomorrow”
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Recording Certificate

Information
Demonstration Explanation/Illustration
Tap on the Certificates Tap on the |___CeMficates |, ;0n on the
button Property Information tab.
Tap in the appropriate The Certificate/Inspections/PM Records screen
checkbox for each displays. The certificates to be inspected are listed.
certificate
1% Inspection Number: 77777
Property Building { Unit Propery Inspectakble Check / Prepare
Information Information lterms
. Certificate/Ingpections/PM Records HE
Certificate Description TES NO HA
¥ [Boilers O O O
Elevator O O O
Fire Llarm ] | O
Lead Pased Paint Disclosure Form O O O
Lead Based Paint Inspection Report O O O
Sprinkler Systern ] | O

-
Close
ol =
n? Ly Form “

Tap in the checkbox in the Yes column if you have
verified the existence of a valid certificate. Tap in
the checkbox in the No column if a certificate is not
available for you to verify. Tap in the checkbox in
the NA column if it is not applicable to the property
inspection. Each certificate must be verified and
checked accordingly.

“Assessments Today for Better Housing Tomorrow” Page 1-10
December 19, 2000 Version 2.3a



HUD Physical Inspection Public Version DCD 2.3a
Physical Assessment Subsystem

Background information on the two lead based paint
certificates:

* Lead Based Paint Disclosure form
» Lead-Based Paint Inspection report

Section 1018 of the Residential Lead-Based Paint
Hazard Reduction Act of 1992 requires sellers,
landlords, and agents to warn homebuyers and
tenants of lead-based paint and lead-based paint
hazards in housing built prior to 1978. The lead-
based paint disclosure regulations implementing
this statutory provision (Lead Disclosure Rule) apply
to all pre-1978 housing including all public housing
and HUD-assisted housing, as well as private
housing.

REAC's physical inspection protocol requires the
following information relevant to targeting Lead
Disclosure Rule enforcement efforts:

1. Date of construction of buildings
2. Condition of paint
3. Presence of lead certificates

With the release of DCD 2.3, REAC added the
following two lead-based paint items to the physical
inspection protocol:

1. Presence of lead-based paint disclosure forms
2. Presence of lead-based paint inspection reports

Select the Close Form -
Close

button Form
Tap on the button to return to Property

Information tab.

“Assessments Today for Better Housing Tomorrow” Page 1-11
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Deleting an Inspection

Demonstration Explanation/Illustration

Tap on the Inspection Number to delete on the

Select the inspection to Property Information tab.

delete

Administration
Tap on the Tap on the button. The
Administration button Administration Menu displays.

. Administration Menu

Delete Inspection

Compress Database

Back Up Database

™ Run Compress On Exit

Close Help

Tap on the Delete

Inspection button Tap on the LEIGLE [epeElin

button.

Tap on the Yes or No Tap L
button or tap i

inspection.

| if you want to delete the inspection
| if you do not want to delete the

Inpection Id

Are pou sure you want to delete this inspection record? All recards relating ta this inspection will alzo
be deleted. Recond deletion cannot be undone.

Tap on the Close button

Close

Tap on the button to return to the
Property Information tab.

“Assessments Today for Better Housing Tomorrow” Page 1-12
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Compressing the
Database

Demonstration

Exit and restart the DCD
2.3a Public Version
program

Compressing the database allows the capability to
recover disk space allocated to deleted records.

This can be done from three locations:

Start up screen

Property Information page

On program exit

Explanation/lllustration

Tap on the Compress
Database button on the
initial screen

HUD Physical Assessment
Subsystem (PASS)

For Windows(c) 95

Version 2.3a (Public)

Copyright 1937, 1999 Department Of Housing and
Utban Dievelopment, 11/27/2000

Compress Database

Begin Inspection
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December 19, 2000

Version 2.3a



HUD Physical Inspection Public Version DCD 2.3a
Physical Assessment Subsystem

Demonstration Explanation/lllustration

Tap on the Compress Compress Database
Database button Tap on the button.

&, Administration Menu

Delete Inspection

Compress Database

Back Up Database

[~ Bun Compress On Exit

Close Help

You can also check “Run Compress on EXxit” so the
system will automatically compress your DCD'’s
database when you exit the program.

Tap on the OK or Cancel | Tap if you want to repair and compress

button our database.

& Are pou zure that pou would like to Repair and Compress your D atabase?

Cancel |

Tap the L% putton.

System Administration [ <]

‘rour Databaze was successfully Repaired and Compressed.

Close

Tap on the button to return to the
Property Information page.

“Assessments Today for Better Housing Tomorrow” Page 1-14
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Backing Up Your
Database

Demonstration Explanation/Illustration

The Back Up Database function allows the user to
make a backup copy of the database. The backup
copy is located on the C:\Program
Files\hudinsp\backup. The file serves as a
safeguard against the file becoming corrupted due
to system malfunctions.

Tap on the Back Up Back Up Database
Database button Tap on the button
located on the Administration Menu.

Tap on the Yes button Tap on the . button to backup your

database.

System Administration

Are pou sure that vou would like to backup vour Database’?

] w |

Enter name of the backup | Enter the name of the backup file and tap on the

file and tap OK button.

Backup ’
Fleaze enter the backup file name.
Cancel ;
“Assessments Today for Better Housing Tomorrow” Page 1-15
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Demonstration

Explanation/Illustration

Tap on the OK button

Tap on the button.

System Administration

Your Databaze was successfully copied to B ackup directon,.

Tap on the Close button

Close

button located on the

Tap on the

Administration Menu to return to the Property

Information page.

“Assessments Today for Better Housing Tomorrow”
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Tips on how to retrieve/refresh the
database

If due to a system malfunction and the system’s
working database “REAC_DCD.mdb becomes
unusable, you may use the copy, rename
functionality provided by the Windows 95 Operating
System to retrieve and refresh your database.

Please follow the following steps to retrieve and
refresh your database;

1. Start Windows Explorer and locate the latest
database backup in the
C:\Program Files\HUDINSP\Backup folder.

2. Select the database file by pointing to it and
making a single left click.

3. Move the mouse pointer on the selected file

and click on the right button on mouse.

Click on Rename in the window provided.

Rename the file to" Reac_Dcd.mdb".

Select the Reac_Dcd.mdb file by pointing to

it and making a single left click.

7. Place the mouse pointer on the selected file

and click on the right button on mouse.

Click on Copy in the window provided.

Locate file Reac_Dcd.mdb in c:\Program

Files\HUDINSP\Data folder.

10.  Select this file by pointing to it and making a
single left click.

11. Place the mouse pointer on the selected file
and click on the right button on mouse.

12.  Click on Delete in the window provided, and
confirm to send the deleted file to the
Recycle Bin.

13. Locate the folder C:\Program
Files\HUDINSP\Data in Windows Explorer

14.  Place the mouse pointer on the folder and
single click on the right button on mouse.

15.  Click on Paste in the window provided.

16.  Verify that the file Reac_Dcd.mdb was
copied in the folder by pointing to the folder
and double clicking on the left mouse button.

o0k

©
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17. If file does not exist repeat steps 6-8, and
13-15.
Tip:

Advanced users may use this feature to make
incremental backups and in effect partition the
database by creating smaller databases. For
instance, when inspecting a large complex that
has for example 500 plus units, users may
create database backups after every 100 units.
In case of a system malfunction they will be able
to refresh the database up to the last backup
stage.

Note: The working-system-database remains
intact and will always have all the data.
Users may make a duplicate/backup of the
working-system-database when all the
inspections are completed provided there
is enough disk space on their DCD/PC.

“Assessments Today for Better Housing Tomorrow” Page 1-18
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Building/Unit

Information
Demonstration Explanation/lllustration
Tap on the B u | I d | n g/Un |t #5 Inspection Number: 77777
. i Int i ildi i P | bl Check /P

InfO rm atIO n tab Property Information ﬁll‘lrzlfdnlrrr'r?ﬁ';ig:n ropeml/ténrﬁgeda E Check /Prepare
Building Number *Building Name |
*Construction Year I— *Building Type I j
*Units In Building I— *Reason Uninspectable I j

Comments I

-

Add Building |

n? Help Exit

Adding a Building

Demonstration Explanation/Illustration
Tap on the Add Building Add Buildin
1ding
button Tap on the button.
% Inspection Number. 77777
Broperty Information Building § Unit Property Inspectable Check [ Prepare
Information ltems
Building Number *Building Name l—

*Construction Year [ *Building Type I—LI
*Units In Building *Reason Uninspectable L2

Comments I

-

“Assessments Today for Better Housing Tomorrow” Page 1-19
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Enter the required information for the building,
including building name, construction year, building
type, number of units in building, and reason
uninspectable.

NOTE: The asterisk (*) before a field name
indicates a required field.

The DCD automatically enters the building number
in the order it was added.

Demonstration Explanation/Illustration

Tap in the Building Name | Enter the name of the building.
field and enter the name

Tap in the Construction Enter the year the building was built.
Year field

Tap on the Building Type | Select the type of building from the drop-down list.
drop-down arrow to select

the type
Tap in Units in Building Enter the number of units in the building.
o Tap on the |_2a¥e Building |, i1, to save the

Tap on the Save Building | pyilding information.
button

The following message box appears when a new

building is added:

There iz no addrezs information on file for thiz building.
“Assessments Today for Better Housing Tomorrow” Page 1-20
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Demonstration

Tap on the OK button

screen displays.

Explanation/Illustration

| The Building Address Informtion

# Inspection Number: 77777

Eroperty Infarmation Building / Unit Property Inspectable Cherk / Prepare
Information ltermns

% Building Address Information (Address information may be edited)

Inspection # I?'T'??T Building # [{

*Address Line 1 IEnter Auddress Line 1

Address Line 2 |Emer Address Line 2

*City [Enter City *State IAlabama -

*Zip ittt ul

Latitude I Dir I Deg I Min I Sec

Longitude I Dir I Deg I Min I Sec

Save Address Close
CH oL
\? = Form

Update the fields appropriately.

Latitude and Longitude fields:

Note: These new fields are for the Office of Native
American Programs (ONAP) properties.

Enter data into the appropriate fields.

“Assessments Today for Better Housing Tomorrow”
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Background Information:

Latitude and longitude coordinates apply only to
ONAP properties. The requirements associated
with the use of this feature are still in the pilot
phase.

Using a Global Positioning System reader,
inspectors can determine the latitude and longitude
coordinates of each building in the inspection
sample.

There is one GPS reading for each building. The
reading is taken from the main outdoor entrance of
each building.

The latitude and longitude coordinates are recorded
using the degrees, minutes, and seconds (DMS)
format. (Example: Latitude: N 038° 53’ 01.9” and
Longitude: W 077° 01’ 46.8")

“Assessments Today for Better Housing Tomorrow” Page 1-22
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General Information:

Latitude
Direction: N (North), S (South).

Degree: This field has three characters. The first
position is always 0. The values for this field are 0
to 90.

Minutes: The values for minutes are greater than or
equal to 0 and less than 60.

Seconds: The Seconds field has four characters.
The first two characters are whole numbers, the
third character is a decimal point and the fourth
character is one decimal place. (Example 24.4)
The values for seconds are greater than or equal to
0 and less than 60.

Longitude
Direction: W (West) and E (East).

Degree: This field has three characters. The first
position is always 0 if the value is less than 100.
The values for this field are 0 to 180.

Minutes: The values for minutes are greater than or
equal to 0 and less than 60.

Seconds: The Seconds field has four characters.
The first two characters are whole numbers, the
third character is a decimal point and the fourth
character is one decimal place. (Example 24.4)
The values for seconds are greater than or equal to
0 and less than 60.

“Assessments Today for Better Housing Tomorrow” Page 1-23
December 19, 2000 Version 2.3a



HUD Physical Inspection Public Version DCD 2.3a
Physical Assessment Subsystem

Demonstration

Explanation/lllustration

Tap in Latitude Dir

Enter the direction.

Tap in Latitude Deg

Enter the degrees.

Tap in Latitude Min

Enter the minutes.

Tap in Latitude Sec

Enter the seconds.

Tap in Longitude Dir

Enter the direction.

Tap in Longitude Deg

Enter the degrees.

Tap in Longitude Min

Enter the minutes.

Tap in Longitude Sec

Enter the seconds.

Tap on the Save Address
button

Sawve Address

Tap on to save the coordinates
and address information. The Building/Unit
Information tab displays.

‘“‘ Inspection Number: 77777

Broperty Information Building { Unit Froperty Inspectable Check f Prepare
Information ltems

Building Number 1 *Building Name i

*Construction Year (1000

*Building Type ;

*Units In Building |- *Reason Uninspectable i one Fntered

Comments l

Buildings On File For This | i
‘Building Humber ‘Building Hame Building Type Reason Uninspectable
» ! |Langview Village L |Low Rise/Garden & |None Entered

4 Ny
Add Building Edit Building | Delete Building |

LY Help Exit

T hddress e Units i
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Editing Building
Information

Demonstration

Tap on the Edit Building
button

Tap on

displayed.

Explanation/lllustration

Edit Building

to edit the record currently

& Inspection Mumber: 77777

Property Information

Building { Unit

Property Inspectakle
Information |

ltems

Check [ Prepare

Building Number 1

*Construction Year (000

*Units In Building |-

Comments I

*Building Name i

*Building Type i T

*Reason Uninspectable ;

‘Building Humber

Buildings On File For This Inspection
‘Building Hame Building Type Reason Uninspectable

b [t

| Langiew Village |L |Low RisefCiarden & Hone Entersd

-

Add Building

Edit Building | Delete Building |

T Rddrees T

Help Exit

k2
|

Units

Tap on the Save Building

Save Building

Building/Unit
Information tab

button Tap on the button to save your
edits.

Tap on the Address Info Address Info _

button on the Tap on the button to edit the

address information if applicable.

“Assessments Today for Better Housing Tomorrow”

December 19, 2000

Page 1-25

Version 2.3a



HUD Physical Inspection Public Version DCD 2.3a
Physical Assessment Subsystem

Demonstration Explanation/Illustration

Tap on the Edit Address
button

Tap on the | button and make the

address changes.

Make any necessary edits

Tap on the Save Address
buﬁon Tap on the Save Address | ), 1o to save the

coordinates and address information. The
Building/Unit Information tab displays.

& Inspection Mumber: 77777

Property Information Building / Unit | Propetylnspectable 1 Check [ Prepare
Information i ltems

Building Number 1 *Building Name !Lnngvmwvﬂlagg

*Construction Year [(o00 *Building Type [Low Rise/Garden spartment 7]
*Units In Building |- *Reason Uninspectable iNDne Fntered j

Comments

Buildings On File For This Inspection
‘Building Humber ‘Building Hame Building Type Reason Uninspectable |

R 1 |Longview Village  |L |Low Rise/Crarden & [None Entered |

r Ny
Add Building Edit Building | Delete Building |
N2

Help Exit
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Deleting a Building

Demonstration

Explanation/Illustration

Select the correct property
from the Property
Information tab

Tap on the Inspection Number of the building to

delete.
Current Property Inspections On File
Inspection Hum. |Property Hame
101010 Sandels Creek
p 77777 Delaplane Village
111 Lakeside Park

Select the correct building
from the Building/Unit
Information screen

Tap on the Building Number to delete.

Buildings On File For This Inspection
|Building Humber |Building Hame Building Type Reason Uninspectable |

b

| Longview Village

L |Law RisefCrarden & |ane Entered |

Tap on the Delete
Building button

Tap on the

Delete Building

button.

Broperty Information

&5 Inspection Mumber: 77777

Building f Unit Check f Prepare

| Property nspectable |
Information |

ltems

Building Number

*Construction Year (1000

1 *Building Name i]_,mgwew Village

*Building Type [Low Rice/Garden Apartmen 7]

*Units In Building |2 *Reason Uninspectable iNnne Frtered j
Comments I
Buildings On File For This | i
‘Building Humber ‘Building Hame Building Type Reason Uninspectable |
» ! |Langview Village L |Low Rise/Garden & |None Entered
' N
Add Building Edit Building | Delete Building |
e L) Help |  Exit
[ hddress Info | Units |
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Demonstration Explanation/Illustration

A confirmation message displays to ensure you
want to delete this building.

Delete Building

deletion cannot be undone.

e Are you sure you want to delete this Building record? Al records relating to this Building will also be deleted. Record

Tap on the Yes button to

Tap on the

delete the building record
or the No button to cancel | record or on the L.

button to delete the building
A button to cancel.
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Unit Information

Adding Unit
Information

Demonstration Explanation/Illustration

Select the correct property | Tap on the Inspection Number where the unit
from the Property informtion will be added.
Information tab

Current Property Inspections On File

Inspection Hum. |Property Hame
101010 Sandels Creek

p 77777 Delaplane Village
111 Lakeside Park

On the Building/Unit : :
Information tab, and tap | L2 o] button to add unit information.
on the Units button

5 Inspection Number: 77777

Propetty Infarmation Building / Unit Praperty Inspectahle Check / Prepare
Information Items

Building Number 1 *Building Name ILDngvjewvi]lagg
*Construction Year [1220 *Building Type [Low Rise/Garden Apariment 2]
*Units In Building Iz *Reason Uninspectable INnne Friered j

Comments I

Buildings On File For This Inspection
[Building Number _[Building Name | [Building Type  [Reason Uninspectable |
M |Longview Village  |L |Low Rise/Grrden A Nons Enfered |

-

.
Add Building Edit Building | Delete Building |
— 7 Help | = Exit
i Address Info | Units |
\ J

Tap on the Add Unit Add Unit .
button Tap on to add all units.
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Demonstration Explanation/Illustration

Enter the unit information Enter information for all units.
in the appropriate fields

Save Unit

Tap on the Save Unit Tap on the button to save the unit

button information.

% Inspection Number: 27777 _ o] x

Property Information Building / Unit Propetty Inspectakle Check [ Prepare

Information ltems

i&. Unit Information for Building: [1-Longview Yillage]

* Unit Number * Unit Type I j

Occupied rd * Reason Uninspectable INnne Fntered j

Comments |

Sawe Unit Cancel AddfEdit
n? Help

Background Information:

The Edit Unit and Delete Unit buttons function the
same as the edit and delete buttons for the building
information.

A Comments field is available on the Unit
Information for Building screen. By tapping on
the Edit Unit button, the Comments field can be
updated. The field allows the entry of up to 255
characters.
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Recording You can record inspectable item deficiencies
Deficiencies directly into PASS 2.3a while conducting the
inspection.

Background Information:

Classify deficiencies as level 1(L1), level 2 (L2), or
level 3 (L3) according to the protocol. Deficiency
definitions are available electronically in PASS 2.3a.
For a level 3 deficiency, you must enter comments
and the location of the deficiency.

In addition, identify and record both life-threatening
and nonlife-threatening health and safety hazards.

Demonstration Explanation/Illustration
spection Mumber: 77777
Property Information Building / Unit Property Check /Prepare
Tap on the Property Informatian Inspectable ltems
Inspectable Items tab s | [site
Bullding Inspectable Item NOD| OD | NA
p |Fencing and Gates** r r r
1 Crounds r O r I
Mailhoxes/Project Signs r r r I
Market Appeal r r r I
-
Parlang Lots/Dnveways/Roads r r r I
Play Areas and Equipment C C - i=
Site: Health and Safety
Inspectable Item oD =
P | Air Coality |miy ==
Electrical Hazards [
Flammahble Materals [N
=
Item Definition
h? Help Exit
Tools

Background Information:

You must address every inspectable item to
successfully complete your inspection.
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Site Inspectable Items

Demonstration Explanation/lllustration

Tap on the Site button Tap on Site to record site deficiencies,
including observed health and safety deficiencies.
Use the scroll bar on the right to go through the

lists.

Background: Proportionality:

Proportionality is used to determine the percentage
of the defected area. The level of the rating is
based on the percentage of the defect. The
percentage is calculated by dividing the total area
by the measurement of the defect.

Example: If the Total Area of the parking lot is
5,000 square feet and the defect is 500
square feet, then the defect represents
10% of the total area.

The three inspectable defects where proportionality
applies are:

* Ponding (parking lots/driveways/roads)
» Cracks (parking lots/driveways/roads)
» Cracks/settlement/heaving (walkways/steps)

The property representative provides the total area
owned for the parking lots/driveway/roads (in
square feet) and the walkways/steps (in square
feet).

If the measurements for the total area are not
known, estimate the measurement of the area.
Use the predetermined measures to estimate the
size of the parking lot.
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The predetermined measurement for full-sized cars
is 9 ft. by 20 ft. or 180 square feet. For subcompact
cars the predetermined measurement is 8 ft. by 15
ft. or 120 square feet.

Note: The measurement for the driveway within the
parking lot is the length of the driveway x 20 ft.

Source for the predetermined measurements: A Policy on
Geometric Design of Highways and Streets published by
AASHTO.

If an observable defect level (L1, L2, or L3) on the
Inspectable Defect screen for Ponding (Parking
Lots/Driveways/Roads), Cracks (Parking Lots/
Driveways/Roads) or Cracks/Settlement/ Heaving
(Walkways/Steps) is selected; one of the following
three screens automatically displays:

. Ponding [Parking Lotz/Dnveways/Hoads] HI:I E

Defective Area Sg. Ft

Total Area ’7 Sq. Ft.
Percent Defective ’_ %
Compute 26 I Save |
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Demonstration

Tap on the Inspectable

w. Cracks [Parking Lots/Dnveways/Roads] EEE

Defective Area

Sq. Ft.
Sq. Ft.

%

Compute 26 | Save |

Total Area

Percent Defective

im. Cracks/Settlement/Heaving™ [Walkways/Steps] E3 |

Defective Area IU 5q. Ft.
Total Area ID 5q. Ft.
Percent Defective IU %

Compute 25 Sawve | Cancel

Explanation/Illustration

Tap on Parking Lots/Driveways/Roads.

Item: Parking
Lots/Driveways/Roads Inspectable Item TNOD] OD | NA
k| Fazionp Lota'DinvesraysiRoads r - r
Tap on OD checkbox Tap on the checkbox under OD.
Inspectable Item [NoD| oD | NA
k| Fazionp Lota'DinvesraysiRoads r - r
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Demonstration Explanation/Illustration

Tap on the level deficiency | The Inspectable Defects screen displays.
checkbox
I|:a=i-|r: Parking Lots/Driveways/Roads
' inspectable Defect [un]izlel]
Bl Cracks™ r | r
_-'-lrll-_|" = - r
L | Fomokesd_oose Watenal™ o BEN
artttamerdiHesrarg ™ r » r
Tap on L2 for Cracks.
Proportionality applies to Cracks and Ponding.
The appropriate proportionality screen displays.
. Cracks™ [Parking Lots/Drniveways/Hoads)
Defective Area 1'3 Sq. Rt
Total Area ID Sq. Ft.
Percent Defective IU %
Compute 26 Save | Cancel I
Enter the square footage Enter the square footage of the total area.
of the total area in the
Total Area field.
Enter the square footage Enter the square footage of the defective area.
of the defective area in the
Defective Area field.
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Demonstration Explanation/Illustration

Tap on the Compute %
button

NOTE:The system computes the percentage of the
area that is defective and inserts the
percentage value in the Percent Defective
field.

Tap on the Save button Tap on the button to save the computed

value and return to the current Inspectable Defect
screen.

NOTE: The Location/Comments pop-up window

displays after the button is

tapped whenever Level 3 is selected for a
defect.

Based on the definition for the defect, you may
need to select another defect level.

Select the Close Form -
button =105¢E
Form
Tap on to return to the Inspectable Item
page.
Tap on the Inspectable Site
Item: Walkways/Steps Inspectable tem NOD| 0D | NA
Flay Areas and Equmment 0 r r
| Fefme Cnsposal - - I
] Foetamung Walls*™* - - I
Stormn Dramage r ml I
H EH =
Tap on Walkways/Steps.
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Demonstration Explanation/Illustration

Tap on the OD checkbox | Tap on the checkbox under OD. The Inspectable
Defect screen displays. Proportionality applies to
Cracks/Settlement/Heaving.

I|=Eﬁ1'lw|-: Walkways/Steps

Irspactable Detact | b [ 2| 13

BrokeniMiesng Hand Faing r r

Tap on the level of Tap on the appropriate level of deficiency.
deficiency of the defect

The Cracks/Settlement/Heaving
*\Walkways/Steps) screen displays.

i, Cracks/Settlement/Heaving™ [Walkwayz/Stepsz]
Defective Area IU Sq. Ft.
Total Area ID Sq. Ft.
Percent Defective IU %
Compute % Sawve | Cancel

Enter the square footage Enter the square footage of the total area.
of the total area in the
Total Area field.

Enter the square footage Enter the square footage of the defective area.
of the defective area in the
Defective Area field.
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Demonstration

Tap on the Save button

Tap on the button to save the computed

value and return to the current inspectable defect

screen.

NOTE: The Location/Comments pop-up window

displays after the button is

tapped whenever Level 3 is selected for a
defect.

Explanation/Illustration

Based on the definition for the defect, you may
have to select another defect level.

Select the Close Form
button S
Form
Tap on to return to the Inspectable Item
screen.
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Building Inspectable
ltems

Demonstration Explanation/Illustration

Select a building Building

After inspecting and recording the site

items/deficiencies, tap on the drop-down menu (E|)
to select the building.

When the building is selected, the exterior
inspectable items display.

Record your observations | Use the scroll bars on the right to move through the
for each exterior lists.
inspectable item

NOTE: Two of the inspectable items pertain to Fair
Housing and Equal Opportunity. They are:

« FHEO - 32" Wide Main Entrance
 FHEO - Accessibility to Main Floor Entrance

Note: Fair Housing Equal Opportunity (FHEO)
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Building 1 Exterior

Inspactable lem [EREEE
E| Do T I
[ FHELU - 1 Wode Men Exfrmace®® I r r
I FHETL - Accarmbidy o Mo Fleor EeEaece™® I r r
1 Fire Exapes I r r
|| Fouvb: - | 0|
L L [ C - A=l
Building 1. Exierior. Heamh and Safety
inapactabie 1o | o =
B | Beitied Hetad r
| | EmvrpencviFer Extr T
| Flenerhle Wstends r |«
[ L | Hela Exi
Tealn

For the inspectable item FHEO — 32” Wide Main
Entrance, there is only one inspectable defect: Main
entrance less than 32” wide. Verify that the main
entrance for each building inspected is at least 32"
wide. If the width of the main entrance is 32” wide or
wider, tap No Observable Defect (NOD).

If the width of the main entrance is less than 32"
wide, tap Observable Defect (OD). Tap Level 3 and
update the Defect Location and Comments
screen.

For the inspectable item FHEO — Accessibility to
Main Floor Entrance, there is only one inspectable
defect: Obstructed or Missing Accessibility Route.
Verify that there is an accessible route to and from
the main ground floor entrance for each inspected
building. Accessible routes include a level,
unobstructed surface to the door, ramps, etc. that
can be accessed by a wheelchair.

If the main ground floor entrance for a building is
accessible, tap No Observable Defect (NOD).

If the main ground floor entrance for a building is
inaccessible, tap Observable Defect (OD). Tap
Level 3 and update the Defect Location and
Comments screen.

Demonstration

Explanation/lllustration
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Tap on the Systems
button

S to record deficiencies.

Tap on

Record your observations | Use the scroll bars on the right to move through the
for each inspectable item | lists.

Tap on the Common
Areas button

Common Areas

button to record

Tap on the
deficiencies.

Record your observations | Use the scroll bars on the right to move through the
for each inspectable item | lists.

Two inspectable items pertain to Fair Housing and
Equal Opportunity. They are:

 FHEO - 36" Wide Interior Hallways
e FHEO - Accessible Outside Common Areas

5 Inspection Number: 77777

Property Information Building / Unit Property Check { Prepare
Information Inspectable ltems
Building 1: Common Areas
Building Inspectable Item NOD| OD | NA
Closet/Utility/Mechanical r r r
- . Comtmunity Room r r r
T | (R clrir
FHEC - 36" Wide Interior Hallways** r r [l
#|FHED - Accessihle Outside Common Areas** r r [l
| |Halls/Corridors/Stairs |l |l Il x
Building 1: Common Areas: Health and Safety
Inspectable Item (o]
p | Lir Quality [m =
Electrical Hazards -
Emergency/Fire Exits [ S
Item Definition |
n? Help Exit
Tools |

For the inspectable item FHEO — 36" Wide Interior
Hallways, there is only one inspectable defect;

“Assessments Today for Better Housing Tomorrow” Page 1-41
December 19, 2000 Version 2.3a



HUD Physical Inspection Public Version DCD 2.3a
Physical Assessment Subsystem

Multi-story Building Hallways/Common Areas Less
Than 36” Wide. Verify that the interior hallways to
the inspected units and common areas in the
inspected multi-story buildings are at least 36” wide.

» If the width of the hallways is 36" wide or wider,
tap No Observable Defect (NOD).

» If the width of the hallways is less then 36” wide,
tap Observable Defect (OD). Tap Level 3 and
update the Defect Location and Comments
screen.

For the inspectable item FHEO — Accessible
Outside Common Areas, there is only one
inspectable defect: Routes Obstructed or
Inaccessible to Wheelchair. Verify that routes to all
outside common areas are accessible to
wheelchairs. Accessible routes include curb cuts,
ramps, and, unobstructed sidewalks with sufficient
36" width.

» If the routes to all outside common areas are
accessible to wheelchairs, tap No Observable
Defect (NOD).

» If the routes to all outside common areas are
inaccessible to wheelchairs, tap Observable
Defect (OD). Tap Level 3 and update the
Defect Location and Comments screen.
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Unit Inspectable Items

Demonstration Explanation/Illustration
Select a unit Tap on the Unit drop-down menu (&) to select the
building
Record your observations | Use the scroll bars on the right to move through the
for each unit inspectable lists.
item
Definitions
Demonstration Explanation/Illustration
.‘[ap on an inspectable The item you selected is indicated by [2].
item

For example, you want a definition for

[ ] Fencing and Gates** Flre|lr|

Note: Double asterisks (**) appearing after an
Inspectable Item or Inspectable Defect indicates the
definition has been revised.

Tap on the Item Tap on [_tem Befinition |, hain a definition for an
Definition button inspectable item. If the definition has been revised
double asterisks (**) appear in front of the Item
Definition on the Item and Definition screens.

For this example, the system help provides you with
a definition for fencing and gates as well as the
possible deficiencies.
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Demonstration Explanation/Illustration

o Liusrle Ea |Beang Baa HLIE PALL

Tap on a deficiency link Fla Edi Bockgek Qe e

s | el Logaca] | Opors | o |

“*Fancing and Gates [Site)

Ferce & sincture fusclioning 3= 3 boundary or bamer. An upnight streciune senmg fo
erchise, dwide or probect an anea

Galee A slneclured oganing in @ Rnca KIir animance of @l

B Yane: This daed nel incleds rearniing pial fesces, Swinmisg Fao
Fances am cowered undes Common &ees - Pools and Relaled Siuciunes
This inspeciable diem can haee the folicwing delinencies

For example, tap on the Holes link for more
information on the deficiency, including the severity
definitions.

““Haken [Fenzing and Grisx)

Dafchocy Thers i@ B8 CREnng O pEaTuEon i onp Bocs 5 gats deaipnad i b sep indusens ol o
[ K a1 i el 1 S0 o4 ¢ aghd PR (b By of Chebjs
B mpig: B i e o gee 3 B i e - -
ferce-ia nat wobusis i B i

Linul of UnSciamcy

Luwul 1: gy bl reg e e bonchan by B e
Lewnl i WA

Lownl X The balm in lwager iwni B oS by b

Use the scroll bar on the right to view the definitions
for level 1, level 2, and level 3 deficiencies.

Tap on the Close control Tap on %l in the top right corner to close the
icon deficiency definition window.
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Tools
Demonstration Explanation/Illustration
Tap on the Tools button Tools | provides a calculator and a
notepad.
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Checking/Preparing
the Inspection

Demonstration

The check/prepare process ensures that the
inspection has been completed.

This should be done before leaving the site to
prevent having to return to the property to verify any
missing information.

Tap on the
Check/Prepare tab

Explanation/Illustration

The verification process checks to ensure that all
the buildings and unit entered in the property
information profile are inspected.

Review the page to
identify whether the
inspection is completed.

If the inspection is not complete, the reason and
area are identified. Complete the inspection and
check again.

Incomplete Inspeclions]

Information Required For A Complete Inspection
Certificates j

The Check/Prepare page indicates when the
inspection is completed.

5 Inspection Mumber. 77777

Eroperty Information Building / Unit Property [nspectable Check { Prepare
Infarmation ltems

INSPECTION IS COMPLETE

Inspection # FErEs Inspector PUBLIC

Property ID 112233

Property Name  Delaplane Yillage

~
k2 Help Exit
Discrepancy Report |
y,
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Life Threatening
Hazards Report

Demonstration Explanation/Illustration

Tap on the Life
Threatening Hazards
Report button

If there are any life-threatening hazards, tap on the
Life Threatening Hazards Report

button to view the
report. This can be used to complete the
Notification of Exigent and Fire Safety Hazards
Observed form.

NOTE: This button is only available if there are life-
threatening hazards for the property.

Discrepancy Report

Tap on the Discrepancy If there are any observed defects, tap on
Report button -

| to view the
report This can be used to complete the
Notification of Exigent and Fire Safety Hazards
Observed form.

NOTE: This button is always available. There must
be at least one building or building and unit,
or one Observed Defect (OD) in Site,
Exterior, Systems, Common Areas, Units or
in the respective Health and Safety areas
for a Discrepancy Report to be generated.

If not, a message is displayed indicating
that the report is not generated.
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Importing the
Discrepancy Report
into Another

Application (Excel
Demonstration

Tap on the Discrepancy
Report button

Explanation/lllustration

Tap on the
button.

The following message window displays:

REAC_DCD

Dizcrepancy Report Completel See HudingphBepart bt

Tap on the button.

The Discrepancy Report displays:

Bl report txt - Notepad [_[O]x]

Fie Edt Seach Help

biscrepancy Report
Inspection Ho:;3642252
Inspection Date:;12/18/2000 1:58:51 PH

Property:;3733 HopSkip Lane
;Enter Address Line 2
;Honderful City; CA;11111
Phone: ;1231456789

Fax:;1235551313
Scattered site?;N
E-Hail Address:;

Buildings/Units

Building Humber ;Name/Type/Reason UnInspectable;Year Built;# Units;Address

1;Tower [5;19985;2;3735 Hopskip Lane Enter Address Line 2

sLow Rise/Garden Apartment ; ; ;Wonderful City CA 11111 -5555

;108;3 Bedroom;0ccupied;

;200;>3 Bedrooms;0ccupied;

Area;Building Mo.;Unit Mo.;Inspected Item;NOD/OD;Observation;Severity;Location;Comments
Site; B;8;Storm Drainage;0D;Damaged/0bstructed**;L2; ;

Site; B;8;Fencing and Gatesxx;0D;Damaged/Falling/Leaningx*;L2; ;

CA; 1;8;Community Room;0D;Doors - Missing Door;L3;main side door;The hinges are there but 1
DU; 1;1608;Floors;0D;Hissing Flooring/Tiles=s=;L2; ;
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Demonstration Explanation/Illustration

Select data Select data by tapping from the Menu Bar, Edit and

Select All.

|2 |W Scarch  Help
e [t

it Ctrl+4
Copy Chrl+C
Easte [EEr{Hs
Delete Drel

Time/Date F5

Wwhord Wrap

Copy the data Tap on the Ctrl and C keys or from the Menu Bar
select, Edit and then Copy.

B s e |

Cud Ciike

oot Dol

Cidet A1
ToeDas S
‘foed 'Wrap
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Demonstration Explanation/Illustration

Open an Excel spreadsheet.

B[ b me pmei bgew [ sk ke aldiml
|IDFE#LT IR - - - BF s @RS 5
. r LR N L R R T L S

13 L L L] H T F ~

I

A A TR L ECE LR

v
i ailm

|
!
i

Paste data into Tap on the Ctrl and V keys or select from the Excel
spreadsheet Menu Bar, Edit and Paste.

Bl Yew frsod Fomad Tg
0 Ul Paste ChZ
L) popest Paste Ol

& ik abes

rit. Copse Clebei
= T

Pasti eacial...

=
Clag b
it Sl

Howe o Cogry Sheet ...

| B b
Rgplack...  CirieH
Go Tew.. CIri#G
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Demonstration

Explanation/lllustration
Highlight Column A, and from the Menu bar, tap on

Data.

HTB File Edit Wew Insert Format Tools Data  ‘Window uelp|

Tap on Text to Columns.

Data ‘Wwindow Help
%l Satk..,
Filker 3
Farrmn. ..
Subtatals, ..
Walidation. .,

Table...

Text to Columns. ..
Consolidate. .. H

Group and Cutline r

¥ PivotTable Report. ..

et External Data r
! Refresh Daka

1 of 3 displays

The Convert Text to
Columns Wizard — Step

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that vour data is Fixed Width.
If this is correct, choose Mext, or choose the Data Tvpe that best describes vour data.

[Original data type
' Cho ile bype that best describes wour data:
@ - Characters such as commas or kabs separate each Field.

£ Fixed width - Fields are aligned in calumns with spaces between each figld.

Preview of selected data:

|1 Di=crepancy Report ﬂ
éInSpectiDn Ho: ;342252

iInSpectiDn Date: :12-18-2000 1:58:51 FPH |
i pi

Cancel i < Back 1 Mexk = i Finish i

Tai on the Delimited radio button and tap on the
button.
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Demonstration

The Convert Text to

Explanation/lllustration

Columns Wizard — Step
2 of 3 displays

Delimiters

Convert Text to Columng Wizard - Step 2 of 3

This screen lets wou seft the delimiters your data contains, You can see
haw your kext is affected in the preview below,

. v Tab

' I space [ other:

| T Treat consecutive delimiters as one

Text Qualifier: 1 '1

v r Cornrma

~Data preview

Discrepancy Report
In=pection Ho:

Inspection Date:

3642252

12-18-2000 1:58:51 PM

m

[ 2

Cancel ; i

< Back i Mexk = 1

Finish

Tap on the Semicolon radio button and tap on the

button.

The Convert Text to

Columns Wizard — Step
3 of 3 displays

~Data preview

2=
This screen lets you select each column and set Colunn data Format
the Data Format, o el
‘"General' converts numeric values to numbers, date O Text
walues to dates, and all remaining walues to text, '\ Date: |MDY =
" Da not import calumn (Skip)
Destination: {4051 =3

DiE:répan:y Report
Inspection Ho::3

Inspection Date:

2000 1:58:51 PH

Cancel ;

< Back

“Assessments Today for Better Housing Tomorrow”

December 19, 2000

Page 1-52

Version 2.3a



HUD Physical Inspection Public Version DCD 2.3a
Physical Assessment Subsystem

Demonstration Explanation/Illustration
The Discrepancy Report displays.
5 Fle Edt Yiew Insert Format Tools Data Window Help =&
DEHERY LB oo a® = 48 il|o® e v -@ [ | pramet
Avial - =B 7 o] B %, B S BCA
D14 =l =]

A | B | o D | E R
|1_|Discrepancy Report Il
2
i\nspe:non Mo 3642252
4
[E_|inspection Date 12A8£2000 13:58
6
mepeny' 3733 HopSkip Lane
& | Enter Address Line 2
EN Wonderful City CA T
10 |Phone: 1231456789

1
12 |Fax 1235551313
13| Scattered site? il

14 [E-Mail Address: I _l

5

EEUi\dings!Umls
[17 | Building Mumber Marne/Type/Reason Uninspectable Year Built # Units Address
N& | 1 Tower | 1990 23735 HopSkip Lane Enter Address Li
=R Low Rise/Garden Apartment Wonderful City CA 11111 -5555
k0| 100 3 Bedroom  Occupied
1 200 =3 Bedraoms Occupied
P2 | Area Building Mo Unit Mo Inspected ltem MNOD/OD
3 |Site ] 0 Storm Drainage QD
4 |Site 1} 0 Fencing and Gates™ 0D -
5 |CA 1 0 Community Room  |0D

BE L 1 4001 Elaare A hd
L4 /n it Gheet1 /SRaats 7 ohasrs Ll 1 v 1]
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Generating an
Inspection Summary
Report Using ACCESS

i) Start

Tap on the

button located on your desktop.

% Frograms

Tap on

Tap on €Y, Microsoft Access

Click on the file desired.

Microzoft Access

—Create a Mew Database Using

" Blank Database

"~ Database Wizard

é}’ fe 2pen an Existing Database

Mare Files. ..

CAPROGR A~ HUDINSPYBACKUP 11118
{CAPROGR A~ HUDINSP\BACKUPY 101010
CAPROGR A~ HUDIMSPADATANREAC PWE
CPROGR A~ HUDING~ S\ DATAREAC_PWE

Click on the button.
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Click on the button.

| Ele Edt Yew Insert Tools Window Help

DSH Ry |t mr |- - = ST N

g2 1111a : Database [_ O] x]

[ Tables eries | Forms B Reports | T mazos | <8 wodules |

Breview
Design
ew

Enter the Inspection ID number.

&, Microsoft Access

| Fle Edt view mnsert Tooks window Help

I E AR A A - E A =R

A Tebles | BPQueries | B Foms B Reparts | 2 Macros | &3 Modules |

B Inspection_Summary_Report Ereview

Enter Parameter Yalue [=] 5

Click on the button.

The Inspection Summary Report displays.
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To print the Inspection Click on the File Menu.
Summary Report

Click Print and then the button.

To close ACCESS Click File and then Exit.
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