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Pocket ESA

Software License Agreement and Limited Warranty

This License Agreement is made and entered into by and between GAEA Technologies Ltd. having an office
at 87 Garden Street, Whitby, Ontario, Canada, LIN 9E7 (the "Distributor") and the Licensee, with reference
to the following terms and conditions:

A. The Distributor has the legal right to distribute software and documentation currently
called "Pocket ESA" (the "Licensed Product").
B. The Licensee now desires to license the use of the Licensed Products.
NOW THEREFORE, the parties agree as follows:

License

Distributor grants, and the Licensee hereby accepts, the nonexclusive license to use the Licensed Product sub-
ject to the terms and conditions contained in this agreement.

Licensee May

1. Unless otherwise agreed in writing, use the Licensed Product on any single computer system at the
licensed facility.

2. Transfer the Licensed Product from one location to another so long as it is not installed simultaneously
on more than one computer.

Licensee May Not

1. Make copies of the Licensed Product.

2. Make copies of the software documentation.

3. Unless otherwise agreed in writing, install and use the software onto more than one computer at a time.
4. Alter, decompile, disassemble, or reverse engineer the Licensed Product.

5. Remove, alter, or obscure the copyright notices.

Term

This License Agreement is effective from the date of purchase by the Licensee of the Licensed Product and
shall remain in force until terminated. The Licensee's rights to use the Licensed Product will terminate if the
Licensee fails to comply with any of the terms or conditions of this License Agreement. Upon such termina-
tion, the Licensee shall return the Licensed Product to the Distributor immediately.
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License Agreement

Limited Warranty

If the Licensee finds a Licensed Product diskette to be defective in materials or workmanship (which shall not
include problems relating to the nature or operation of the Licensed Product) under normal use, the Distributor
will replace it free of charge within one year following the date of purchase. Any request for replacement of
a defective diskette must be accompanied by the original defective diskette and a copy of the original in.

The Licensed Product is provided "as is" without warranty of any kind, either expressed or implied, includ-
ing but not limited to the implied warranties of merchantability and fitness for a particular purpose. The
Distributor does not warrant that the functions contained in the program will meet your requirements or that
the operation of the program will be uninterrupted or error free. Neither the Distributor nor anyone else who
has been involved in the creation or production of this product shall be liable for any direct, indirect, inci-
dental, special, or consequential damages, whether arising out of the use or inability to use the product, or any
breach of a warranty, and the Distributor shall have no responsibility except to replace the Licensed Product
pursuant to this limited warranty.

General

1. The laws of the Province of Ontario, Canada, shall govern the validity, interpretation and performance of
this License Agreement.

2. If any provision of this License Agreement is determined to be invalid under any applicable statute of rule
of law, it shall be deemed omitted and the remaining provisions shall continue in full force and effect.

3. The entire agreement between the Distributor and the Licensee is embodied in this Agreement.

4. Any modifications of this License Agreement shall be void unless appearing in writing signed by duly
authorized

representatives of the License and the Distributor.

5. This License Agreement shall be binding upon and shall inure to the benefit of each party hereto and its
successors and assigns except that any assignment of this License Agreement by the Licensee without the writ-
ten consent of the Distributor shall be void.

Pocket ESA User s Guide Page 6



Contents

1.0 About Pocket ESA ..ot 10
1.1 Program Benefits and Uses .........ccccoevvevvievenieeeennnnen. 10
1.2 Methodology and Data FIow .........c.ccccevvieviniienrenenne. 11
1.2.1 Create a Report Template...................cocu...... 11

1.2.2 Create a QUESHIONNAITe............ccoevveecurannnn. 11

1.2.3 Enter Phase I ESA Survey Data.................... 12

1.2.4 Merge Survey Data with Report Template ... 12

1.3 System Requirements ............ccoeveeeerreeeenneeeenieenennens 13
1.3.1 Software Requirements ..................c..c.c....... 13

1.3.2 Hardware Requirements ................c...ccoeeueen. 13

1.4 InStallation ......cceoveieieieieieceese e 13
1.5 Registering and Unlocking Pocket ESA ................... 14
1.5.1 Registering on the Desktop........................... 14

1.5.2 Registering on the Pocket PC....................... 15

1.6 Transferring the Registration............ccccevvveverreenennen. 15
2.0 Creating a Report Template .........ccccveevevieienreeienieenne. 18
2.1 Adding a Style to a Word Document......................... 18
2.2 Using Styles in a Word Document .............c.cceeuvenne. 19
3.0 Creating and Editing a Questionnaire...............ceeuvenenee. 21
3.1 Creating a New Questionnaire.............ccceeeeverveenennens 21
3.2 Opening a QUEStIONNAILE ........ccoveeveerreerrerreererreerenens 23
3.3 Editing a QUeStioNnaire ............cceeceerveeeereeeeerreenenens 24
3.3.1 Editing Sections ..........ccccecvevveeeceeevvencrannanns 25

3.3.2 Editing SubSeCtions..............ccceceveevencunennnann. 26

3.3.3 Editing QUESTIONS........cccccuveveeeeeaiienraaenanns 27

3.4 Saving a QUEStIONNAIIE.........cceevveeeerreererreeierieeeeneas 32
3.5 Copying a QUEStIONNAIIE .........coveeeerveererreererreeerenens 32
3.6 Refreshing the Keyword List .......ccccceeevevieieniennennen. 33
3.7 Checking Unused Keywords ..........ccceeevevireiennennennene 33
3.8 Opening the Report Template...........cccceveevereenennene 34
3.9 Creating a Blank Questionnaire Form....................... 34
3.10 Exporting Questionnaires to the Pocket PC ............ 34
3.11 Importing a QUEeStioNNAIIe ..........cccoveeverreeverreeerennns 35
4.0 Entering Survey Data .........cccccvevvieieriiecienieieseeieeeeiene 36
4.1 Creating a New Project.......cccccevvevinrieieneeieseenee. 36
4.2 Opening a Project .......ccceeevevveeeeveeienieeieeeeee e 37
4.3 Deleting a Project ........ccoecvevveeeeveeienieeeeeeeee e 38
4.4 Creating a New Phase I ESA........cccoovevivveiiiiene, 39
4.5 Opening a Phase TESA ..o, 40

Pocket ESA User's Guide

Contents

Page 7



Contents

4.6 Entering Phase | ESA Data........cccccoocvevevveneneeiennen. 41
4.7 Saving Phase | ESA Data ........ccoceevieviviereneeeen 43
4.8 Inserting Pictures .........cccevvevveneerienieieseeie e 43
4.9 Inserting Files ........ccccevievierieienieieseee e 43
4.10 Checking Unanswered Questions............ccceeeevennenn 43
4.11 Deleting a Phase T ESA ......cccooovvviivieiecieeceeeen 43
4.12 Deleting a Questionnaire on the Pocket PC ............ 44
5.0 Merging Survey Data ........ccceeveieniecenieeeee e 46
5.1 Creating a New Project..........ccoccvecvevvecienveneereeienenn 47
5.2 Opening @ Project ......ccvvveeeveeeieriieieii e 48
5.3 Uploading Survey Data .........cccceeeeerievieneeiereeieeenn 49
5.4 Adding a New Phase [ ESA Survey.........ccoeevvveriennnnne 50
5.5 Editing Survey Data .........cccoevevieienieieieeeeieen 51
5.6 Merging Survey Data.........ccocceevvveieniecienieieeeeen 55
5.7 Deleting Survey Data ........ccoccvevveieniecienieeeeeeeeneen 56
6.0 Using TeXt MACIOS ......ccvevereieiieeieniieeenieeeeseeeeeseeeeeseeas 58
6.1 Adding and Editing Text Macros.......c..cccceccverenennene 58
6.2 Exporting Text Macros .........cccecveeervrecveneeseeseeneennenn 60
6.3 Using Text MaCIOS........ccvevverrieriieieeeeienieeieseeeaeneens 61
7.0 Setting Program Preferences..........ccocevvevvenveneervennenen. 63
8.0 Getting Help ..ooeeveiieieeieieeeeee e 66
8.1 Displaying Help......ccooeveeeieeieiieieeeeeee e 66
8.2 Using Help....coovveeeiieieiieeceeee e 67
8.3 Getting Technical SUPPOIt......c.ccvvvereieieriieieeieeieeeen 68
8.4 Before Contacting GAEA.........ccocceviecienieeeeeeen 69
EXAMPICS .o e 70
Editing a Report Template........c.cccoveevierieneneeneseeieeenn 70
Editing a QUEeStionnaire ............ccecveveereereeriereeeneeseeseenenns 73
Creating a New Phase [ ESA.......ccoooovviivienivieeeeeen 81
Merging a Phase TESA .......cccoooviviiiieieeeeeeeen 86
GLOSSAIY vttt ettt sttt seeeeenseens 89

Pocket ESA User s Guide Page 8



About Pocket ESA

Beta 1.000

Copyright [c] 2004, &ll Rights Reserved.
GAEA Technologies Lid.

loze

Eu

J Cantirue

Pocket ESA User’s Guide Page 9



About Pocket ESA

1.0 About Pocket ESA

The Pocket ESA program is used to collect answers to pre-designed questions during the site recon-
naissance. These answers are then merged with a report template on the desktop and a standard
report is generated for the Phase I ESA. The merging process allows the user to insert different
responses and paragraphs into the report depending upon how a question is answered.

1.1 Program Benefits and Uses

The purpose of a Phase I ESA is to identify actual and potential site contamination. This involves
the evaluation and reporting of information collected through records review, site visits, and inter-
views. Phase I ESAs are conducted to identify environmental liabilities for property transactions;
identify certain baseline environmental conditions; assist in meeting regulatory requirements; and
as an initial step in site remediation.

There are four components to a Phase I ESA, these are:

1. Records Review

2. Site Visit

3. Interviews

4. Evaluation and Reporting

In North America there are two standards for conducting a Phase I ESA, these are CSA 764-94
Phase I Environmental Site Assessment and ASTM E1527 Standard Practice for Environmental
Site Assessments: Phase I Environmental Site Assessment Process. The vast majority of firms in
North America use a standardized report based upon one of these standards. To assist in generat-
ing this report, most firms have a standard Phase I ESA questionnaire that is used by the assessor
to collect the appropriate data.

The site visit portion of the Phase I ESA usually takes one or more days and can represent the most
time consuming portion of the Phase I ESA. During the site visit the assessor must visually and
physically observe the actual and potential environmental liabilities on the property and buildings
and on neighboring properties.
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Methodology and Data Flow

1.2 Methodology and Data Flow

The Pocket ESA program has been designed to minimize the amount of time required to generate
a standard report and to maximize the flexibility of the final report. To accomplish this, the process
has been divided into four steps. The first two steps only need to be performed once for each type
of questionnaire and report. The last two steps are performed for each Phase I ESA. These steps
are:

1.2.1 Create a Report Template

The first step is to create a report template using Microsoft Word. This template is later merged
with the specific responses of a Phase I ESA to create a final report.

The template is a generic form of the final report and contains keywords where the specific answers
to the questionnaire are to be merged into the report. These keywords are highlighted in the report
template using a unique style created for the Pocket ESA program.

The answers to be merged into the report are not necessarily the direct answers to the questions,
but are the text responses associated with the answer.

For example, if the answer to the question “Are there any ACMs suspected?” is “No” the text
merged into the final report is not necessarily “No” but could be a paragraph of text that has been
associated with this response; such as, “There are no asbestos containing materials suspected on
the subject property.” These associations are defined as part of the questionnaire and are entered
during the creation of the questionnaire.

1.2.2 Create a Questionnaire

The next step is to create a questionnaire that is used to collect the site reconnaissance data of a
Phase I ESA. Typically, the questionnaire will adhere to a national standard such as the CSA or
ASTM standards. However, abbreviated questionnaires may be created and used in some situa-
tions. After a questionnaire has been created it can be downloaded to the Pocket PC or used direct-
ly on the desktop.

Questionnaires are divided into sections and subsections which can contain any number of ques-
tions. For every question a question type is selected. The question type determines the format of
the question and allowable answers that are used to collect the data. There are numerous question
types that can be selected.

After the question type has been selected and the question entered, the text associated with each
allowable response is entered. This is the text that will actually be merged into the final report.
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Methodology and Data Flow

When the questionnaire is created it is associated with a report template that is used to create the
merged report for a Phase I ESA. Each question is associated with a keyword from the report tem-
plate. These keywords are used as placeholders in the final report for the text associated with the
question response.

Depending upon the length of the report and number of questions, these first two steps can be very
labor intensive. But after they have been completed, the resulting questionnaires can be used to col-
lect thousands of Phase I ESAs and the report templates can be used to create thousands of final
reports.

1.2.3 Enter Phase I ESA Survey Reconnaissance Data

After the questionnaire has been created, it can be used to collect the Phase I ESA reconnaissance
data in the field. The Phase I ESA surveys collected are grouped into projects. Projects typically
contain associated Phase I ESAs.

The data for a Phase I ESA is collected by answering each of the questions in the questionnaire.
The form used and allowable answers for the question are specified when the questionnaire is cre-
ated. All of the data is automatically saved as it is entered.

After the data has been collected it is merged with the report template to create a final report. Prior
to merging the data with the report template, the answers can be modified and edited on the desk-
top.

1.2.4 Merge Survey Data with the Report Template

The final step is to create a final report by merging the data collected on the Pocket PC or desktop
with the report template.

During the merging process the keywords in the report template are replaced by the text associat-
ed with each of the answers to the questions.

After the survey data has been merged a final report will be created in Microsoft Word format. This

report can then be edited in Word to include the information regarding the records reviews and
interview.
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Installation

1.3 System Requirements

Pocket ESA has been designed to run on a variety of pocket computers or directly on the desktop.
Below are the software and hardware requirements for the program.

1.3.1 Software Requirements

On the Pocket PC:
- Microsoft Windows CE 3.0 or higher (Windows Powered Pocket PC)

On the desktop:
- Microsoft Windows 98/2000/NT or XP
- Microsoft Word 97 or higher

1.3.2 Hardware Requirements

On the Pocket PC:
- minimum of 32 MB of memory

On the desktop
- minimum of 128 MB of memory
- CD-ROM drive.

1.4 Installation

To get Pocket ESA up and running, run the “setup.exe” and “pocket_setup.exe” programs on the
CD-ROM. Before installing the program on your Pocket PC make sure it is connected to your desk-
top. For example, to install from drive D:

1. Start Windows
2. Insert the CD-ROM into drive D;

3. Choose Start and then Run and type “D:\PocketESA\setup.exe”, or double-click on
“D:\PocketESA\setup.exe” in Windows Explorer, or double-click on the Add/Remove Programs
icon in the Control,

4. Enter the requested information in the installation forms, discussed in the next section.

5. Repeat steps 3 and 4 for “pocket_setup.exe”.

On some computer systems, depending on how they are configured, inserting the CD-ROM into
the drive will automatically start the GAEA menu program. In this case select Pocket ESA from
the menu screen.
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Registering and Unlocking Pocket ESA

All of the programs listed on the menu screen can be installed and will run in demo mode until an
unlock code is provided.

1.5 Registering and Unlocking Pocket ESA

Before Pocket ESA can be used it must be registered on both the desktop and Pocket PC. Prior to
the registration process the program will run in Demo mode. During the registration the program
will be unlocked.

1.5.1 Registering on the Desktop

To register the program on the desktop and obtain an unlock code, run the Pocket ESA program
and press the Register button. The Registration form shown below will be displayed. In the middle
of this form a unique serial number will be displayed. This serial number is unique for each com-
puter.

= M

4
To register the software and obtain an unlock code, click the obtain unlock
code button. A registration form on GAEA’s internet site will be displayed. Fill
in the information on the form and then submit the form.

Serial Number: IES.-’-‘«-1 4042632 IE Obtain Unlock Code

If you are unable to access the internet, please call us at (905) 885-7527 or
fax us at (905) 585-3744.

After you have received an unlock code enter it below and click the button.

Unlock, Code: I Store Unlock Code

o 0K | x Cancel | ? Help |

If your computer is connected to the Internet, you can obtain the unlock code by clicking on the
Obtain Unlock Code button. After the button is pressed a registration form on GAEA’s web site
will be displayed on your internet browser. Fill out the form and then click on the submit button.
After your registration information has been received an unlock code will be emailed to you.

If your computer is not connected to the Internet, you can call or fax us the serial number.

After GAEA has received your unique serial number, an unlock code will be generated and
emailed or faxed to you. When you receive the unlock code enter it in the space at the bottom of
the Registration form and then press the Store Unlock Code button.
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Transferring the Registration

1.5.2 Registering on the Pocket PC

To unlock Pocket ESA on the Pocket PC, run the program and then select the Register menu item
from the File menu on the Pocket PC. A unique serial number will be displayed.

On the desktop select the Unlock Pocket PC menu item from the Help menu. The Unlock Pocket
PC form below will be displayed. Enter the serial number from the Pocket PC then press the
Generate Unlock Code button. The unlock code will then be displayed on the form. Enter this code
in the Register form on the Pocket PC.

Serial Mumber of Pocket PC: I

% Generate Unlock Code

Urlock Code: I

o 0K I x Cancel | ? Help

1.6 Transferring the Registration

After the Pocket ESA program has been registered, the unlocked program can be transferred to a
different computer using the Transfer utility. This utility allows you to move the Pocket ESA pro-
gram between computers without requiring assistance from GAEA. After the registration has been
transferred the Pocket ESA program will only run on the new computer.

Step 1. The first step is to obtain the unique serial number of the new computer. Install and run
Pocket ESA on the new computer. Initially the program will start in Demo mode and the Demo
form will be displayed. Press the Register button and write down the unique serial number for the
new computer.

Step 2. In the second step the Transfer utility is used to generate an unlock code for the new com-
puter. Start Pocket ESA on the old PC and select the Transfer menu item from the Help menu. The
Transfer Registration form on the next page will be displayed. Enter the serial number of the new
computer and then press the Transfer Registration button. An unlock code for the new computer
will be displayed. Enter this unlock code in the Registration form on the new computer, and then
press the Store Unlock Code button.
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Transferring the Registration

Transfer Registration

Serial Number of Current Computer: IES-‘H 4042632

Serial Mumber of Mew Computer: I

n?,u Transfer Registration

Unlock Code: I

X Cancel | ? Help
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Report Templates
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Creating a Report Template

2.0 Creating a Report Template

Prior to creating a questionnaire for a Phase I ESA, a report template using Microsoft Word should
be created. This template is later merged with the specific responses of a Phase I ESA to create a
final report for the survey. The template is a generic form of the final report and contains keywords
where the specific answers to the questionnaire are to be merged into the report. These keywords
are highlighted in the report template using a unique style created for the program.

The answers to be merged into the report are not necessarily the direct answers to the questions,
but are the text responses associated with the answer.

For example, if the answer to the question “Are there any ACMs suspected?” is “No” the text
merged into the final report is not necessarily “No” but could be a paragraph of text that has been
associated with this response; such as, “There are no asbestos containing materials suspected on
the subject property.” This response can be further edited on the desktop prior to being merged.

These associations are defined as part of the questionnaire and are entered during the creation of
the questionnaire.

The easiest method to create a report template is to edit a copy of an existing Phase I ESA report
in Word. A style for the Phase I ESA keywords can be added to the report and used to highlight the
keywords. These keywords should replace the text in the report that will change for each Phase 1
ESA.

Proper placement of the keywords and the text to be substituted requires planning and some trial
and error experience. Before creating a report template it is recommended that the example report
template included with the program be reviewed.

2.1 Adding a Style to a Word Document

The name of the style used to highlight the keywords in the report template is typically “Phase I
ESA”. However, the name of the style can be changed in the preferences of the Pocket ESA pro-
gram. The name of the style specified in the Pocket ESA program must exactly match the name
used in the report template.

To change the name of the style select the Preferences menu item from the File menu of the pro-
gram. On the Preferences form enter the name of the style to be used.

Before entering the keywords in the report template the Phase I ESA style should be added to the

Word Document. There are two types of styles in Word, paragraph and character. The Phase I ESA
style must be a character style.
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Using Styles in a Word Document

To add the Phase I ESA character style to the report template, open the report document in Word
and then select the Style menu item from the Format menu. Click on the New button on the Style
form to display the Modify Style form. Enter the name of the style as “Phase I ESA” or whatever
name was specified in the Pocket ESA program preferences. In the Style type box select Character.
Then change any other format options desired such as font style and color. To make it easier to rec-
ognize the keywords in the report template it is recommended that the style have a different color
and font.

: Style type:
hase 1ESA ICharacter j
Based on: Style for following paragraph:
a Default Paragraph Font j I j

Preview

Description
Default Paragraph Font + Font: 10 pt, Font color: Red

[ Add to template [~ Automatically update

0K I Cancel | Format ~ | Shortcut Key... |

2.2 Using Styles in a Word Document

After the Phase I ESA style has been added to the report template, it can be used to highlight the
keywords. To change the style of a keyword select the keyword and then either select the Phase 1
ESA style from the Style box on the Formatting toolbar or select the Style menu item from the
Format menu.
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Creating and Editing a Questionnaire

3.0 Creating and Editing a Questionnaire

After the report template has been created the next step is to create a questionnaire that is used to
collect the site reconnaissance data of a Phase I ESA. This questionnaire will assign a keyword
specified in the report template to each question. The text associated with the answer to that ques-
tion will then replace the keyword when the actual Phase I ESA data is merged to create a final
report.

Typically, the questionnaire will adhere to a national standard such as the CSA or ASTM standards.
However, abbreviated questionnaires may be created and used in some situations. After a ques-
tionnaire has been created it can be downloaded to the Pocket PC or used directly on the desktop.
It can then be used for numerous Phase I ESAs.

Questionnaires are divided into sections and subsections which can contain any number of ques-
tions. For every question a question type is selected. The question type determines the format of
the question and allowable answers that are used to collect the data. There are numerous question
types that can be selected.

After the question type has been selected and the question entered, the text associated with each
allowable response is entered. This is the text that will actually be merged into the final report.

3.1 Creating a New Questionnaire

To create a new questionnaire either click on the New button on the Questionnaire toolbar or select
the New menu item from the Questionnaire submenu of the File menu. The Create New
Questionnaire form will be displayed as shown below.

M ame ||

Standard: I

Flzaze zelect a report termplate

e

o OK I X Cancel |
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Creating a New Questionnaire

The following information should be entered on this form:

Name: This is the name of the questionnaire. It will be displayed when opening questionnaires and
creating Phase I ESA surveys.

Standard: This is the standard used for the questionnaire. Typically, CSA or ASTM in North
America.

Report Template: This is the file name for the report template previously created in Word. To
select a file use the Open File button on the right.

After the above information has been entered press the Ok button to create the questionnaire. A
Questionnaire form will be displayed.

To make it easier to group and find questions each questionnaire is divided into sections and sub-
sections. Typical sections might be “Site Description” and “Site Reconnaissance”. Within the “Site
Reconnaissance” section typical sub-sections might be “Property Use”, “Hazardous Materials”,
and “Storage Tanks”.

Once the questionnaire has been created the sections, sub-sections, and questions can be created
and edited as described in the editing section below.
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Opening a Questionnaire

3.2 Opening a Questionnaire

To open a previously created questionnaire select the Open menu item from the Questionnaire sub-
menu on the File menu or click the Open button on the Questionnaire toolbar. The Open
Questionnaire form shown below will be displayed. Select the desired questionnaire and press the

Ok button.
il
“ & Open ‘
MName # Questions |Report Template
C:'Products'\Phase [\Reports\Sample Report Templat
Clayton CSCEtest a3 C:'Projects\Pocket ESA\Design\Pocket PC Phase [ ES
Consulting Company CSA 96 C:'Products'\Pocket ESA\Reports'Test Report Templz
Example 1 ASCE 0 C:'Products'\Pocket ESA\Reports'Sample Report Tem
General CSCE 188 C:'Projects\Pocket ESA\Design\Generic Template. dot
Lakefield Research Ltd, CECS 46 C:'Products'Phase ['Design'Generic Template. doc
Site Inspection CECS 58 C:'Products'Phase ['Design'Generic Template. doc
Test Questionnaire CSCA 19 C:'Projects\Pocket ESA\Databases Test. doc
Test Questionnaire 2 CSCA & C:'Projects\Pocket ESA\Databases Test. doc
N y
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Editing a Questionnaire

3.3 Editing a Questionnaire

After a questionnaire has been opened or created the Questionnaire form shown below will be dis-
played. At the top of the form the name of the questionnaire is displayed above the form’s toolbar.
The questionnaire is divided into sections and subsections, only subsections can contain questions.
Sections and subsections can be expanded and collapsed using the plus and minus buttons to the
left of the section or subsection name.

=
DBE|[X|+ ¥
L B Corsulting
=] General
=-£3 Client

Pobe Ey what iz the client's name?

P Ey What is the address of the Client?
=34 Project
----- Zy Date of the Inspection?
----- Zy What iz the Project Mame?
----- Zy What i the name of the assessor?
=1+ Site Description
=1-35 Description
----- Zy What is the address of the property?
----- Zy What iz the legal description of the property?
----- Zy What iz the size of the property?
----- Zy Desciibe the property?
----- Zy Where is the property located?
----- Zy What is the zoning in the area?
----- Ey What iz lacated on the north side of the property?
----- Zy What iz lacated on the south side of the property?
----- Zy What is lacated on the east side of the praperty?
----- Ey What iz located on the west side of the praperty? vl
3

1 |
I Y

If it is a new questionnaire it will not have any sections or subsections yet, these can be added as
described below.
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Editing Sections

3.3.1 Editing Sections

The sections of a questionnaire contain all of the subsections and are indented once from the left.
A questionnaire can have any number of sections. The sections can be edited as described below.
3.3.1.0 Adding a Section
To add a new section either click on the Add Section button on the toolbar at the top of the
form or select the Add Section menu item from the Edit menu. The Edit menu is displayed at
the top of the program or can be displayed by clicking the right mouse button.
A new section will be created at the bottom of the questionnaire with the name New Section. The
name of the section can be changed by entering it in the input box. The maximum length of a sec-
tion name is 255 characters.
3.3.1.1 Renaming a Section
The name of a section can be changed by clicking on the section and then selecting the Rename
menu item from the Edit menu. The new name of the section can then be entered in the input box.

3.3.1.2 Moving a Section

Sections can be moved up or down by selecting the section and then clicking on the up
* v or down arrows on the toolbar.

3.3.1.3 Deleting a Section
To delete a section, select the section and then click on the Delete button on the toolbar or

tal select the Delete menu item from the Edit menu. When a section is deleted all of the sub-
sections and questions within the section will also be deleted.
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Editing Subsections

3.3.2 Editing Subsections

Subsections of a questionnaire contain all of the questions and are members of a section. A section
can have any number of subsections. The subsections can be edited as described below.

3.3.2.0 Adding a Subsection

25 To add a new subsection either click on the Add Subsection button on the toolbar at the top
of the form or select the Add Subsection menu item from the Edit menu.

A new subsection will be created at the bottom of the current section with the name New
Subsection. The name of the subsection can be changed by entering it in the input box. The maxi-
mum length of a subsection name is 255 characters.

3.3.2.1 Renaming a Subsection
The name of a subsection can be changed by clicking on the subsection and

then selecting the Rename menu item from the Edit menu. The new name
of the subsection can then be entered in the input box.

3.3.2.2 Moving a Subsection
* V Subsections can be moved up or down by selecting the subsection and then clicking on
the up or down arrows on the toolbar.
3.3.2.3 Deleting a Subsection
To delete a subsection, select the subsection and then click on the Delete button on the tool-

bar or select the Delete menu item from the Edit menu. When a subsection is deleted all of
the questions within the subsection will also be deleted.
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Editing Questions

3.3.3 Editing Questions

The questions of a questionnaire are grouped into subsections. A subsection can have any number
of questions. The questions can be edited as described below.

3.3.3.0 Adding a Question

To add a new question either click on the Add Question button on the toolbar at the top of the
form or select the Add Question menu item from the Edit menu.

A new question will be created at the bottom of the subsection with the name New Question. The
name of the question is the text from the question itself and can be changed by editing the ques-
tion. The maximum length of a question is 160 characters.

3.3.3.1 Editing a Question

To edit a question double click on the question on the Questionnaire form. The question can then
be edited in the Question form shown below. This form has two tabs, one for the question and one
for the report.

ﬂ.i —I-—I- 0 il
Question Mumber: 73
Name: Conzulting Company
Standard: C5A ¥ Section Replacement
Report Sectinn:IDate j
Duestion Fepart | %

IChnnseaHespnnse: m| Ingert+ ‘
B ru|sazs=s=lvaien a0
“'E‘TimesNewFlorj“m j“Dj“.j

«Descriptions

— i—
— I
— I—

kL

4 4 » # |+ X| Preview | o Ok I X Cancel |/
4
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Editing Questions

The question tab is used to specify the question and question type and the report tab is used to spec-
ify the text that will be inserted into the report during the merging of the Phase I ESA results.

Report Section

At the top of the form, shown on the previous page, there is a combo box where you can select the
keyword in the Report Section. When the arrow on the right is selected a list of keywords that have
been entered in the report template will be displayed.

A keyword from the list must be selected for the question. This keyword will determine where the
text results of the question will be placed in the report when it is merged. If no keyword is select-
ed the results of the question will not appear in the report.

Section Replacement

Also at the top of the form is a checkbox for Section Replacement. If the box is checked, during
the merging of the report any instance of the section heading (keyword) will be replaced with the
answer text. If the box is not checked, during the merging of the report the answer text will only
be inserted below the first instance of the keyword and the section heading (keyword) will be left
in place.

L _ioix

Question Humber: 79

Hame: Conzulting Compary
Standard: LS4 [¥ Section Replacement

Report Sectiun:IDate ﬂ

Question | Feport |

Date of the Inzpection? -

=] =

Cluestion Type; B Multiple Chaice [4 Responizes)

M4 b ¥+ X | Previen ‘ V0| % concel |

Pocket ESA User's Guide

Page 28



Editing Questions

Question Tab

The question tab, shown on the previous page, is used to specify the text of the question and the
type of question.

Question text is entered in the input box and can be a maximum of 160 characters. This is the text
that is displayed on the Questionnaire form and on the Question form on the Pocket PC.

The question type determines the format of the question and the types of answers that are allowed.
To select the question type click on the arrow to the right of the input box. The question type can
then be selected from the list of question types, as shown below. Currently there are 19 types of
questions.

) Yes/MNo Suspected. If yes explain -
) Yes/Mo. If pes describe

£ Yes/MNo/Unknown for Subject Property/ddjoining Property

E 1 Subject Prope urrounding Propertyadioining Property
Ej Multiple Choice [3 Responses)

Ej Multiple Choice [4 Responses)

E) Multiple Choice [5 Responses)

) Mumerical Spin Control

E) Description

) Property Use

£ Property Use and Adjoining Property Use

£ Size of Property

£ Buildings

£ Storage Tanks

£ wells

£ Transformers A

As the selection in the list is moved the question type will
MNewy Question

be previewed on a form beside the Question form.
Check one or more of the following:

[ Residential [ Commercial
If the question type is multiple choice, input boxes will be | [] Light Industiial [ | Warehouse

added to the bottom of the tab for the possible choices. [ Strip Center [ Marufacturing
Enter the text for each of the choices in these input boxes. [ Office [ Retai

D Heawy Industrial D Shopping Center
General Site Description
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Report Tab

Editing Questions

The report tab contains an input box where you select a response for the question, a rich edit text
field where you enter the text associated with the response, and an Insert button for inserting ques-

tion text into the associated text.

IL

=10l x|

Question Mumber: 73
Mame:
Standard:

Conzulting Company
C5A

¥ Section Replacement

Report Section: I Date

-

Date of the Inzpection’?

|

[uestion Type: |=§°| Description

[

M4 > ¥+ X

Preview

X
| o Ok I x Cancel |£

To select a response click on the arrow to the right of the input box, a list of available responses
will be displayed. The available responses will depend on the type of question. For example, for a
Yes/No question there would be two available responses or for a Multiple Choice 3 Response ques-

tion type there would be 3 responses.

The Insert button allows for the insertion of text that was entered when the question was answered
on the Pocket PC. For example, this text could be entered as the “Description” or as “Additional
Information” for the question. The text entered on the Pocket PC can be used for the associated text
of the response or could be inserted into other text entered in the input box for the associated text.

When the Insert button is pressed a list will be displayed showing
the types of text that could be entered with the question on the
Pocket PC. To include the text that entered on the Pocket PC in the
associated text of the question, position the cursor in the text input
box where you want the inserted text to appear and then click on the
Insert button and select it from the list.

Pocket ESA User's Guide

| Inzert = H

Additional |nfarmation

Page 30



Editing Questions

Below the response selection is a Rich Text toolbar and input box, these are used to enter the text
associated with the selected response. The text associated with the response can be as simple or as
complicated as desired. There is no practical limit to the length of the text.

JBIH‘ASAsng §|n%c}$@=tﬂ“|£m[]
[ae—F|[MTE[O=] W5 = & = =

Thd

3.3.3.2 Copying a Question
To copy a question to the clipboard, select the question then click the right mouse button and select
Copy from the popup menu.
3.3.3.3 Pasting a Question
To paste a question from the clipboard, select the question below which the new question will be
pasted and then select Paste from the popup menu.
3.3.3.4 Renaming a Question
The name of the question is the text from the question itself and can be changed by editing the
question as discussed above. The maximum length of a question is 160 characters.
3.3.3.5 Moving a Question
Questions can be moved up or down by selecting the question and then clicking on the

*, v up or down arrows on the toolbar or by selecting the question and dragging it to the
new location on the questionnaire form.

3.3.3.6 Deleting a Question

To delete a question, select the question and then click on the Delete button on the toolbar or
- select the Delete menu item from the Edit menu.
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Saving a Questionnaire

E 3.4 Saving a Questionnaire

After the editing of the questionnaire is completed it can be saved by clicking on the Save button
on the Questionnaire toolbar or by selecting the Save menu item from the Questionnaire submenu
on the File menu.

3.5 Copying a Questionnaire

To copy the questionnaire save it as a new questionnaire with a different name. Either click on the
SaveAs button on the Questionnaire toolbar or select the SaveAs menu item from the
Questionnaire submenu of the File menu. The Save As Questionnaire form below will be displayed,
where you can enter the name of the new questionnaire to use for the copy.

M arme I

Standard: I

Pleaze zelect a report tenplate

C:\ProductshPocket ESa\Reports'Test Reoort Temolate, doc

T

X Cancel |

3.7 Refreshing the List of Keywords

When changes are made to the keywords in the Word report template, these changes can be updat-
ed for the questionnaire using the Refresh button at the top of the form. The changes in the Word
report template need to be saved in Word before pressing the Refresh button.

& 3.8 Checking Unused Keywords

When designing a questionnaire it can be helpful to know what keywords in the report template
have not been used. To display a list of unused keywords click on the Check Keywords button at
the top of the form.
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Exporting a Questionnaire to the Pocket PC

@ 3.9 Opening the Report Template

The report template associated with the questionnaire can be opened in Word by pressing the Open
Report Template button at the top of the form.

% 3.10 Creating a Blank Questionnaire Form

The questionnaire can be used to create a blank form that can be used to collect the data in the field
by clicking the Create Blank Questionnaire Form button at the top of the form.

3.11 Exporting Questionnaires to the Pocket PC

To export questionnaires to your Pocket PC click on the Export button on the Questionnaire tool-
bar or select the Export to Pocket menu item from the Questionnaire submenu of the File menu.
The Export Questionnaires form below will then be displayed. This form can be used to export both
questionnaires and text macros.

i
”|_ Update Macro List | Expart | & Cloze |
MHame | Standard | Questions |
O C5CE Test CSCE 81 Y
O Clayton CSCEtest 53
O Consulting Compary CSa 95
O Example 1 A5CE o
O General CSCE 1aa
[ Lakefield Research Lid. CECS 46
O site Inzpection CECS a3
[ Test Questionnaire C5C4 19
O Test Questionnaire 2 C5CA g
|F-!ead5-I
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Importing a Questionnaire

Select the questionnaires to be exported by checking the boxes next to the questionnaire name. To
export the text macros to the Pocket PC check the Update Macro List.

Before clicking on the Export to Pocket button on the form make sure that your Pocket PC is con-
nected to the computer.

3.12 Importing a Questionnaire

Questionnaires from other computers or that you receive from email can be imported into the pro-
gram by selecting the Import menu item on the Questionnaire submenu of the File menu. The
Import Questionnaire form below will be displayed. Select the name of the file containing the ques-
tionnaire and then press the Import button.

Import Questionnaire BEE
Lock ir Iﬁ Questionnaires j = £% -

Huestionnairel. gtn Questionnaire?. gtn
Huestionnaire2. gtn test.gtn
Huestionnaire3. gtn

Huestionnaired. gtn

HuestionnaireB. gtn

[uestionnaireb. gtn

File name: || Open

Files of type: ISurve_l,l [uestionnaire j Cancel |

v
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Survey Data

Survey Data

Edit Phase [ ESA: ESA 4

[C] Site Description
[C] Site Reconnaizsance

----- Froperty L ze

----- Storage Tanks
----- Odours
----- Pools of Liquid
..... FCEs:
----- ACM s

----- General Description of Structures
----- Paotable ‘water Supply
----- Special Attention lkems

----- Unidentified Substances ;l

Cloze
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Entering Survey Data

4.0 Entering Survey Data

After a questionnaire has been created and exported to the Pocket PC you are ready to start col-
lecting Phase I ESA data. Alternatively, the Phase I ESA can be collected directly on the desktop.
All Phase I ESA data is organized into Projects. You can have an unlimited number of projects and
each project can contain an unlimited number of Phase I ESAs.

Before the data for a Phase I ESA can be entered, either a new project must be created or an exist-
ing project opened. The created or opened project is then referred to as the current project.

After the project has been opened, the new Phase I ESA can be created. Existing Phase I ESAs can
be edited by first opening the project and then the Phase [ ESA.

When the program is first started a list of available projects on the Pocket PC will be displayed.

4.1 Creating a New Project

To create a project select the New Project menu item from the File menu. A New Project form will
be displayed where you can enter the name of the project (up to 100 characters). The project name
must be unique. To assist the entry of a unique name a list of all of the existing projects is displayed.

Praoject 1
Praject 2

Urigue Mame: |Pl0i8'3l 3 |

After the name has been specified click on the Ok button to create the project.
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4.2 Opening a Project

Opening a Project

To open an existing project select the project on the Open Project form displayed when the pro-
gram is started or when the current project is closed. The project can be selected by touching it with

the stylus.

Cipen Project

0 Praject 1
& Project 2

When the project is opened a list of existing Phase I ESAs in the project will be displayed. After a
project has been opened it can be closed by selecting the Close Project menu item from the File

menu.
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Deleting a Project

4.3 Deleting a Project

To delete a project, first make sure that there is no project currently opened and then select the
Delete Project menu item from the File menu. The Delete Project form will be displayed showing
a list of existing projects. Select the project to be deleted from the list. If the Delete Project menu
item is not available make sure that there is no project currently open.

Celete Project

Q Froject 1
& Praoject 2
& Praoject 3
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4.4 Creating a New Phase I ESA

Creating a New Phase | ESA

To create a new Phase I ESA make sure that a project has been opened and then select the New
Phase I menu item from the File menu. A New Phase I ESA form below will be displayed where
you can enter a unique name for the Phase I ESA (up to 100 characters). A list of existing Phase I
ESAs in the project is also displayed.

ESAT
ESA 2
ES& 3

Unigue Hame: |E5-‘:"- 4

After the unique name has been specified click the Ok button and the Select Questionnaire form
below will be displayed. Select the questionnaire to use for the Phase I ESA by clicking on it with
the stylus and then pressing the Ok button.

Pocket ESA User's Guide

Select Questionnaire

Marme Standard
AGRA CSCE
Congulting Compang CSa,
General C5CE
Clagtan CSCEtest
Lakefield Research Ltd, CECS
Site Inspection CECS

Conzulting Cormpary
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Opening a Phase | ESA

The questionnaire will determine the questions that can be answered for the Phase I ESA. The
questionnaires are created on the desktop version of the program and exported to the Pocket PC.
For more information on the creation and exporting of questionnaires see Chapter 3.

After the Phase I ESA has been created a menu tree will be displayed showing the sections, sub-
sections, and questions of the questionnaire. The Phase I ESA data can then be entered by select-

ing a question from the menu tree.

If the New Phase I menu item is not available make sure that a project is currently opened and that
no Phase I ESA is opened.

4.5 Opening a Phase I ESA

To open an existing Phase I ESA, first open the project containing the Phase I ESA and then select
it from the Open Phase I ESA form as shown below.

Project 1; Cpen Phase 1 ESas

B ESe 1
EfESA 2
EfESA 3
EfESA 4

When the Phase I ESA is opened a menu tree will be displayed showing the sections, subsections,
and questions specified in the questionnaire used for the Phase I ESA. The Phase I ESA data can
be entered by selecting a question from the menu tree.

After a Phase I ESA has been opened it can be closed by clicking on the Close button.
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4.6 Entering Phase I ESA Data

Entering Phase | ESA Data

After a Phase I ESA has been created or opened, a menu tree will be displayed showing the sec-
tions, subsections, and questions specified in the questionnaire used for the Phase I ESA. The Phase

I ESA data can be entered by selecting a question from the menu tree.

Edit Phase [ ESA: ESA 4

] Site Description -
T Site Reconnaissance

----- Property Use

----- General Description of Stuctures

----- Potable YW ater Supply

----- Special Attention [benms

----- Storage Tanks

----- Odowrs

..... Pools of Liquid

..... PCBs

..... ACM s

----- |dnidentified Substances LI

Cloze

Sections in the menu tree can be expanded and collapsed by double clicking on the section name.
When the section is collapsed only the section is displayed and the subsections are hidden. When
the section is expanded all of the subsections are displayed below the section.

Subsections can contain one or more questions and can be expanded or collapsed by double click-
ing on the subsection name. When the subsection is collapsed only the subsection is displayed and
the questions are hidden. When the subsection is expanded all of the questions are displayed below

the subsection.

The data for a question can be entered by clicking on the question on the menu tree. A form will
be displayed, similar to the one on the next page, showing the question and providing input areas
for the answers to the question. The format of the form and allowable answers will depend on the
question type that was specified when the questionnaire was created. Currently there are 19 types

of questions.
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Saving Phase | ESA Data

Buildings
Buidng [0 3]
[ ] YEAIS
Age o

Mo. of Stories

Building zage

General Building Construction

At the bottom of the question form there is a toolbar with the following buttons:
The Macro button is used to insert previously created text macros into the answer. A form
Macro . . . .
will then be displayed showing all of the available text macros. Select a macro from the

form by clicking on it. These text macros are created on the desktop version of the program and
then exported to the Pocket PC. By using previously created text macros you can significantly

reduce the amount of text entry required.

w* Click on the Ok button to save the question and go back to the menu tree.
#% To not save the answer to the question click on the Cancel button.

4 The Previous question in the subsection can be displayed by clicking on the Previous button.

P The Next button will display the next question in the subsection.

' After a question has been answered its icon on the question menu will have a checkmark in it.

4.7 Saving Phase I ESA Data

All Phase I ESA data is saved as it is entered, so there is no need to explicitly save the data. When
entering the answers on the question forms they are saved whenever the Ok button is pressed.
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Checking Unanswered Questions

'l Fictrz 4,8 Inserting Pictures

Pictures or photographs can be inserted in the response for a question by clicking on the Insert
Picture button at the top of the form. After the button is pressed a File Dialog box will be displayed
where you can specify the file name for the picture

Fie 4.9 Inserting Files

Other text files (Word, ASCII, HTML) can be inserted in the response for a question by clicking
on the Insert File button at the top of the form. After the button is pressed a File Dialog box will
be displayed where you can specify the file name for the file. These files can be used to insert data-
base search results, historical information, etc.

Check  4.10 Checking Un-answered Questions

The questions that have been answered are tracked and a list of un-answered questions can be dis-
played at any time by clicking on the Check Unanswered Questions button at the top of the form.
A list of the questions that have not been answered will be displayed.

4.7 Saving Phase I ESA Data

All Phase I ESA data is saved as it is entered, so there is no need to explicitly save the data. When
entering the answers on the question forms they are saved whenever the Ok button is pressed.

4.8 Deleting a Phase I ESA

To delete a Phase I ESA select the Delete Phase I menu item from the File menu. The Delete Phase
I ESA form on the next page will be displayed showing a list of existing Phase I ESAs in the proj-
ect. Select the Phase I ESA to be deleted by clicking on it in the list.

If the Delete Phase I menu item is not available make sure that there is a project open and no Phase
I ESA is currently open.
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Project 1; Delete Phase I ESAsS

B ESa
ERN
B Ece 2
EEce 4
B ECe s

4.9 Deleting a Questionnaire

Deleting a Questionnaire

To delete a questionnaire on the Pocket PC select the Delete Questionnaire menu item from the File
menu. The Delete Questionnaire form will be displayed showing a list of questionnaires on the
Pocket PC. Select the questionnaire to be deleted from the list and then press the Ok button.

Delete Duestionnaire

M ame Standard
AGRA N CSCE
Canzuling Cormpay CSA
General CSCE
Lakefield Research Lid CECS
Site [nzpection CECS
Conzulting Company CSCE

If the Delete Questionnaire menu item is not available make sure that there is no project currently

open.
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Merging Survey Data

Merge Document

ESA 3esa =]

£ ESA J.doc [=
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Merging Survey Data

5.0 Merging Survey Data

After the Phase I ESA data has been collected on the Pocket PC, it can be uploaded to the desktop
and merged with the report template to create the final report. During the merging process the key-
words in the report template are replaced by the text associated with each of the answers to the
Phase I ESA questions.

This last step in the process is performed on the desktop version of the program. All Phase I ESA
data on the Pocket PC and desktop version of the program is organized into Projects. You can have
an unlimited number of projects and each project can contain an unlimited number of Phase I
ESAs.

Before the Phase I ESA data from the Pocket PC can be uploaded and merged, either a new proj-
ect must be created or an existing project opened on the desktop version of the program. This cre-
ated or opened project is then referred to as the current project.

After the project has been created or opened, the Phase I ESA data can be uploaded from the Pocket
PC. Once the data has been uploaded into a project it can be further edited if desired, prior to merg-
ing it with the report template.

In addition, new Phase I ESA surveys can be created and entered directly on the desktop. This fea-
ture could be used to collect the information with a laptop if a Pocket PC is not available.

When the merging is complete a final report will be created in Microsoft Word format. This report
can then be edited in Word to include the information regarding the records reviews and interviews.
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5.1 Creating a New Project

G

Creating a New Project

To create a new project either click on the New Project button on the Project toolbar or select
the New Project menu item from the Projects submenu of the File menu. A New Project form

will be displayed as shown below, where you can enter the name of the project (up to 100 charac-

ters) and the directory to store the project.

b,

Praject Mame: I

Drirectarny: IE:'\F‘roducts\F’ocket ESAM\Projects

X Cancel |

7 tep |

To change the directory where the project is located, click on the directory button on the right of
the input field. This directory is used to store the project file and all uploaded Phase I ESA surveys

for the project.

After the project information has been entered click
the Ok button to create the project. A Project form,
shown on the right, will be displayed showing all of
the Phase I ESA surveys in the project. Initially, this
form will be empty until Phase I ESA surveys have
been uploaded or added to the project.
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Opening a Project
5.2 Opening a Project

rg To open an existing project either click on the Open Project button on the Project toolbar or
select the Open Project menu item from the Projects submenu of the File menu. The pro-
ject’s file name can then be selected using the Open form shown below.

_ioix
“ Iﬁ Open
Project / |Direcbory |
C:'\Products\Pocket ESA\Projects
Samples C:'Products'\Pocket ESA\Projects
4
After the project has been selected a Project + % | |

form, shown on the right, will be displayed
showing all of the Phase I ESA surveys in the
project. The list of surveys can be expanded
and collapsed by clicking on the top line in the

list.

- ESA Zeza
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Uploading Survey Data

At the top of the Project form there is a toolbar that can be used for the following:
Uploading Phase I ESA surveys from the Pocket PC

Merging the survey data with the report template

+ Creating new Phase I ESA survey

. Deleting a Phase I ESA survey

5.3 Uploading Survey Data

To upload the survey data from the Pocket PC into a project click on the Upload button on

the Project toolbar. The Import Pocket PC data form below will be displayed. Before click-

ing on the Upload button make sure that the Pocket PC is connected to the desktop. If there is no
Pocket PC connected, the program will display a time-out message after a minute.

Import K E3

Status: Querying project...

-4 Project Project |
] ¥ - Phaze |
Eic Mame | Questionnaire |
Genernc Error

Impaort az Project | Import into Proiectl

[~ Open Imported Project

Close |
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Adding a New Phase | ESA Survey

When this form is displayed the program will automatically connect to the Pocket PC and search
for Phase I ESA projects and surveys. The projects and surveys will be listed on the form as shown
below. The surveys for a project can be displayed and hidden by clicking on the project name in
the list.

Either an entire project or an individual survey can be uploaded to the desktop. The selected proj-
ect or survey can imported into the current project or into a new project by clicking on the Import
as Project or Import into Project buttons. If the data is imported as a new project you can open the

project after the uploading is finished by checking the Open Imported Project box.

5.4 Adding a New Phase I ESA Survey

In addition to uploading the Phase I ESA survey data from the Pocket PC, a new Phase I ESA sur-
vey can be entered directly into the desktop version of the software. This feature is useful for col-
lecting the data on a laptop if no Pocket PC is available.

+ To add a new Phase I ESA survey to a project click on the Add button on the Project toolbar.

The Select Questionnaire form will be displayed as shown below. Select the desired ques-
tionnaire and then click on the Ok button

Select Questionnaire x|

Mame I Standard Iﬂuestinns I Report Template I
AGRA CSCE T C:AProductshPhaze \Design'Gener
test questions test 4 C:AProductshPhaze NReportshT est
General CSCE 187 C:AProductshPhaze \Design'Gener
Lakefield Regearch Lid, CECS 46 C:AProductshPhaze \Design'Gener

Site Inzpection CECS s} C:AProductshPhaze \Design'Gener

‘Conzulting Cornpany Gene

Conzulting Comparny CS5A 32 C:AProductshPhaze NReportshT est

Clayton CSCEtest 93 C:AProductshPhaze \Design'Pocke
o Ok x Cancel |
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Editing Survey Data

After the questionnaire has been selected the New Survey form will then be displayed. Specify the
name of the new Phase I ESA survey and then press the Ok button. The new Phase I ESA will then
be displayed and can be edited as described in the next section.

Mame: I

5.5 Editing Survey Data

After the Phase I ESA survey data has been uploaded or a new survey created, it can be edited by
double clicking on it in the Project list. The survey data will then be displayed on the Phase I ESA
form shown on the next page. The Phase I ESA data form has three tabs; one for the Question, one
for the Report, and one for the Index.

It may not always be necessary to edit the Phase I ESA data after it has been uploaded from the
Pocket PC, in which case this step can be skipped.
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I”_Evt-:msultim_] Company - [Sample 1] 10| =l

J [ 5ave & Clos= | Inzert Macro |

|T Quesztionnaire: Conzulting Company
Standard: CS54 2768-34
Humber of Questions: 110

Index 1 Question 1 | Heportl

Dezcribe;
wéhat iz the client's name?

4B C Holdings Ltd|

KIS

Question Tab

The Question tab displays the question and answers to the question. If the data was uploaded from
the Pocket PC the answers are those that were entered on the Pocket PC, and if it is a new Phase I
ESA being entered the answers are the default answers for the question.

This tab can be used to modify the answers to any of the questions of the Phase I ESA. Caution

should be exercised when modifying the answers that are uploaded from the Pocket PC, since they
represent the data that was collected in the field.
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||.; Consulting Company - [Sample 1] B ]

“ nSave&Close | Inzert Macro |

|: Questionnaire: Congulting Comparny
Standard: C54 Z7E8-94
Humber of Questions: 110

Inder:l £ Question 55 Repart |

Question Humber: 56
Report Section:  LIFFI I

Based on the age of the building on the subject property it is
unlikely that UFFI is present; ; however, intrusive inspection of wall
cavities for UFFI was not performed.

M4 <>

Report Tab

The Report tab displays the text that has been associated with the answers to the question. This is
the text that will be merged into the final report.

At the bottom of the tab there are two buttons for moving to the previous and next para-
€ 2 graph sections for the question. These buttons are only active if the question is a multi-
part question.
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I”_Evt-:msultim_] Company - [Sample 1] > 10| =l
J [ 5ave & Clos= Inzert Macro |

|T Quesztionnaire: Conzulting Company
Standard: CS54 2768-34
Humber of Questions: 110

Index | Z| Duestion 1 I Heportl

Conzulting Compary
B+ General

=-Eg Client
&y What iz the client's name?

£y What is the address of the Client?
-5 Project

#-[17] Site Description

-7 Histarical Review

-7 Site Visit

F-17 Conclusions

KIS

Index Tab

The Index tab shows a list of all of the questions divided into sections and subsections. To expand
or collapse a section or subsection click on its name. To move directly to a question, double click
on it in the index.

When the editing has been completed the form can be closed by clicking on the Save & Close but-
ton.
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5.6 Merging Survey Data

@y 1o mergea Phase I ESA to create a final report select the survey on the Project form and then
click the Merge button. The Merge Document form will be displayed.

This form will let you change the survey being merged and to specify the name of the merged
report. There is also the option to merge only the selected survey using the Merge button or all the
Phase I ESA surveys in the project using the Merge All button.

Merge Document

Status:

Response:  [E54 3esa =

[~ Dutput Duestionnaire and Answers Only

Save Merged Document A

| 2 ES4 3.dos =
Huestionnaire:  Consuling Compaty
Input Document:  C:hProductsi\Phaze 1\DesignhGenernc Template. doc
[
ferge il Carcel

After either the Merge or Merge All buttons has been clicked, the progress of the merge operation
will be shown on the form.

There is also a box that can be checked to “Output the Questionnaires and Answers Only”. When
this box is checked, the answers to the Phase I ESA will only be merged with the questions and not
with the report template. This will produce a Word document that shows the questionnaire used and
its answers. The resulting document can then be included as an appendix in the report or saved as
a record of the Phase I ESA field data collection.
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5.7 Deleting Survey Data

> To delete a Phase I ESA survey in the project, select the survey and then click on the Delete
* button on the toolbar.
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ﬂ.; Macro Editor
+ X | =

Text Macros

+ =

=10] x|

bdacro Sechon

Open Macro Section: Section 1

3 Text macro 1
[d Teuxt macmo 2

Ok

Cancel
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Using Text Macros

6.0 Using Text Macros

During the data collection process for Phase I ESAs some of the text being entered will be repeti-
tive or best selected from a list of text for different Phase I’s; such as site descriptions, staining,
storage tank descriptions, asbestos materials, etc. In order to reduce the time required to enter repet-
itive text, text macros can be used.

Text macros are composed of lines of text (up to 255 characters) that can be selected and inserted
whenever there is a description or information part of a question. To make it easier to select the
text, the macros are divided into sections.

All of the text macros are entered and edited in the desktop version of the program. These macros
are then exported to the Pocket PC when exporting questionnaires.

6.1 Adding and Editing Text Macros

To add a text macro click on the Macro button on the Project toolbar to display the Macro

Editor form. The text macros are divided into sections to make it easier to organize and select
the text. Sections are displayed on the left side of the form and the text for the selected section is
displayed on the right side.

Jli; Macro Editor - [O] x|
+ X | = + %
b acra Section Open Macra Section: Section 1

ian 1 3 Text macra 1
G Section 3 Text macro 2

Ok Canicel
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Sections

To add a new section click on the Add button above the sections and then enter the name of

+ the section.

¥ To delete a section select the section and then click on the Delete button above the section.

2« To open an existing section click on the Open button above the section. The text macros for
that section will then be displayed on the right part of the form.

To rename a section select the section and then double click on the name.

Text Macros

+ To add a new text macro to a section, make sure that the section is open and then click on the
Add button above the text macros. Then enter the text for the macro.

To delete a text macro from a section, make sure that the section is open . Then select the text
" to be deleted and then click on the Delete button above the text macros.

EB[Text macro 1 | To change the text for a text macro select the text and then double click on the

text.

After the text macros have been added or edited press the Ok button to save them.
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6.2 Exporting Text Macros

The exporting of text macros to the Pocket PC can be done at the same time as the ques-
tionnaires are exported or separately. To export text macros to your Pocket PC click on the
Export button on the Questionnaire toolbar. The Export Questionnaires form will be displayed.
Make sure that the Update Macro List box is checked and any questionnaires that you also want to
export.

Export Questionnaires I
Status: Ready
MHame | Standard | [uestions |
OacrRal C5CE 7
O Clayton CSCEtbest 93
O Consulting Company CSCE TE
O Consulting Company CS54 92
O General CSCE 187
[ Lakefield Research Ltd. CECS 45
O site Inspection CECS Lats)
O test questions test 4
Export to Pocket Cloze

Before clicking the Export to Pocket button on the form make sure that your Pocket PC is con-
nected to the desktop.
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6.3 Using Text Macros

Text macros can be used when collecting Phase I ESA data on the Pocket PC whenever
a question has a description or information box. To insert the text from a text macro into
the question’s answer click on the Macro button at the bottom of the form. A form will then be dis-
played showing all of the available macro sections and text macros. Select a text macro from the

Macro

form by clicking on it.
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Preferences

M ain D atabase Directaory: | CAPROGRA™TNGAEANPOCKET~1ADATABA™T 'E'g'};
Questionnaire Directony: I CAPROGRATINGAEANPOCKET ~1\DATABA™ Fg'};
Drefault Project Directony: | CAPROGRA™TMGAEANPOCKET ~1\Projects Fg'};

Style Mame: IF'haSE'I ESA

—Starage T ank Caontent

Add | Femove

¢ k. x Cancel | ? Help |
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Setting Program Preferences

7.0 Setting Program Preferences

The locations of the databases, styles name, and storage tank contents can be specified using the
program preferences. To change the program preferences select the Preferences menu item from
the File menu. The Preferences form below will be displayed.

Main Database Directony: |I::'\F'F|DI3FU3«”1 WEAEANPOCKET ~1NDATABA™ Fg“:
Questionnaire Directon: IE:'\F'F!DGF!.&"W WGAEAMPOCKET~1MDATABA™ Fg":
Default Project Directony: IE:'\F'F!DGF!ﬁﬂ WEAEANPOCKET ~14%Projects Fg";;

Style Marne: IF'hase1 ESA,

Storage Tank Content:

Add | Remowe

" OK I X Cancel | ? Help |

Using this form you can specify the following:

Main Database Directory: This is the directory where the Access database containing the list of
projects and other information is stored.

Questionnaire Directory: This is the directory where the Access database containing the ques-
tionnaires is stored.

Default Project Directory: This is the default directory where projects are stored.

Style Name: This is the name of the style in Word to use for the merging process.
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Storage Tank Contents: This is a list where you can specify the contents for storage tanks that can
be selected on the Storage Tank form for a questionnaire.
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Program Benefits and Uses
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Installation

@ Registering and Unlocking Pocloet
Transfeming the Registration
Setting Program Preferences
- Methodology and Data Flow

E]--@ Creating a Report Template

E]--@ Creating and Editing a Guestionnaire
E]--@ Entering Survey Data

E]--@ Merging Survey Data

@ Using Text Macros

E]--@ Getting Technical Support

----- (7] Glossary

----- (7] Glossany of Tems

----- @ Copyright Motice

Introduction

The Phase | Environmental Site
Assessment (ESA) program is used to
collect answers to pre-designed questions
during the site reconnaissance. These
answers are then merged with a report
template on the desktop and a standard
report is generated for the Phase | ESA.
The merging process allows the user to
insert different responses and paragraphs
inta the report depending upon how a
question is answered.

In This Section

Program Benefits and Uses

System Requirements

Installation
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Getting Help

8.0 Getting Help

Pocket ESA uses the latest type of help system for Microsoft Windows called HTML Help. This
help system uses a similar style of display as Internet Explorer.

The Help System can be used to find information on-line rather than by using this manual. Both
sources will provide the same information, but are organized somewhat differently. Help will
appear in a separate window with its own menu bar and controls as shown below.

This chapter describes how to:
1. Display help
2. Use help
3. Get technical support
4. Upgrade

These tasks can be performed using menu commands on the Help menu shown on the previous
page. The Transfer Registration menu item is explained in Chapter 1 Getting Started.

8.1 Displaying Help
There are several ways to access the Help System, these are:

* Press the Help button. To display the help contents at any time press the help button on the
Toolbar.

* Click a Help button in a form. For more information on using a particular form click the Help
button.

* Choose a command from the Help menu. The Help menu offers several options:

- Contents displays the same Help Contents that appear when you press F1 with no com-
mands highlighted.

- Search displays the Search dialog box and a list of keywords you can use to find topics.

- About WinFence gives information about the program, including the 3-digit version
number required by technical support.
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Using Help

515
o = & O o

Hide Brack Print  Options

Contents | Index I Search | —
ion

[~ |
E Program Benefits and Uses .
- @ Systemn Requirements Intrﬂductlﬂn

- 2] Instalation _ The Phase | Environmental Site
e Registering and Unlocking Pocket Assessment (ESA) program is used to
+ [2] Transfeming the Registration collect answers to pre-designed questions

- [2] Setting Program Prefersnces during the site reconnaissance. These

R 2 Methodology and Data Fow answers are then merged with a report
@ Creating a Report Template template on the desktop and a standard
@ Creating and Editing a Questionnairs report is generated for the Phase | ESA.
R 4 Enitering Survey Data The merging process allows the user to
- ME_"Q""Q Survey Data insert different responses and paragraphs
i+l Using Text Macros into the report depending upon how a
Fe-@ Getting Technical Support question is answered.

----- Glossary

----- 7 Gl of T

_____ Coﬂpi?grl‘{rt N Dt?;r:s In This Section —
Program Benefits and Uses

System Requirements

1| | B Installation =l

8.2 Using Help

You can move back and forth between topics or search through the entire help system for the topic
you want. Topics that are underlined can be displayed by clicking on them, and topics that have
dotted underlines can have their definition displayed by clicking on them.

The tabs on the Help form are used for the following:

» Contents displays the complete Table of Contents of the Help System.
* Index is used to look for help topics listed by keyword.

-*Search can be used to search for a specific help topic by one or more keywords.
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8.3 Getting Technical Support

GAEA offers a variety of services to help you with your questions and problems. You will be auto-
matically registered when you obtain an unlock code for the program. Free technical support to reg-
istered users for the first three months includes assistance in the use of the software and in getting
any bugs you may find in the software fixed.

To expedite support services, we prefer electronic communications, through email or the Internet.
These communications minimize the possibility for any mistakes, and allow us to better track your
request. You can email technical support by selecting the Email Technical Support menu item from
the Help menu. This menu item will create an email message using your default email program.

To connect to GAEA’s Internet site, select the GAEA's Web Site menu item from the Help menu.

Below are the various methods to contact technical support:

Service Contact Method

Web Site http:\\www.gaea.ca
E-mail support@gaca.ca

Phone (905) 666-7527

FAX (905) 666-3744

Mail GAEA Technologies Ltd.

87 Garden Street
Whitby, Ontario
Canada

LIN 9E7

After receiving your communication, GAEA will respond promptly with either the solution to the
problem or a schedule for solving the problem.
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Before Contacting GAEA

8.4 Before Contacting GAEA

Before contacting technical support, we suggest you try the following to help us resolve your prob-
lem.

* Determine if the problem is specific to the cross-section you are creating. Does it occur with
other templates or other cross-section?

* Does the problem occur every time or intermittently?

« If you have another PC, does the problem occur on it?
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Example

The Pocket ESA program has been designed to minimize the amount of time required to generate
a standard report and to maximize the flexibility of the final report. To accomplish this the process
has been divided into four steps. The first two steps only need to be performed once for each type
of questionnaire and report. The last two steps are performed for each Phase I ESA. These steps are
illustrated in the following example.

This example shows briefly how to edit a report template, edit a questionnaire, create a new Phase
I ESA, and how to merge the ESA with the report template to create a final report. The example is
provided as a quick tutorial and is not meant to represent a complete Phase I ESA.

Step 1 Edit Report Template

The first step is to create a report template using Microsoft Word. This template is later merged
with the specific responses of a Phase I ESA to create a final report for the survey. The easiest
method to create a report template is to edit a copy of an existing Phase I ESA report in Word.

=
JEiIe Edit View Insert Format Tools Table Window Help il
D@ SRy i2ad - - @a@EO® 3u-2
JﬂSnagItWindow ng|l7lm_|6‘EEE§,—_'j|§A 22
[]

FHASEI
ENVIRONMENTAL SITE ASSESSMENT

Address

SUBMITTED TO:

SHEEER |»

[Page 1 sec1 121 [at23 Ine6 col 1 | [REC|[TRE [EAT [oVR FM
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Example: Edit Report Template

For this example, an existing report template will be edited. The file name for the report template
is “Sample Report Template.doc”. This file is provided with the Pocket ESA program. When the
file is opened in Word it will be displayed as shown above.

Paragraph preview

Styles:

T Block
1l Body Text
1l Body Text 2
1 Body Text 3
1] Body Text Indent

¥ @ Default Paragraph Font
1§ Document Map
1l Footer

R e S S P
= ez e e Tmden Tedete Tedee Tedeie
Tmdeoa Tedece Tedee Tedeia Tedecs Tedere

a Footnote Reference Character preview

1| Header

1 Heading 1 Times New Roman

1] Heading 2

1] Heading 3

1| Heading 4 Description

1l Heading 5 ¥ | mNormal + Font: 11 pt, Indent: Hanging 0.25 Right
List: 0.19" Justified, Widowforphan contral, Tabs: -0.87,
= 5%, 07, 0.25%, 0.75", 1.5"
ISters in use ﬂ %

Qrganizer... | MNew... | Modify... | Delete |
Apply I Cancel |

If a keyword style for the Pocket ESA program has not been created, it should be created first
before the report template is edited. To create the keyword style, select the Style menu item from
the Format menu in Word. A Style form similar to the one above, will be displayed.

To create a new style, click on the New but-

ton on the Style form. On the New Style 2l
form, enter the name of the style, type of iiah::'eIEsnl Iszﬂzri: =
style, and modify the font as desired. It is S
recommended that the style name be “Phase |_ a DefaultParagiamn Fort =] | -
I ESA” and that the style type be -

“Character”. You may also want to make the
style font be bold italic and the color red, so
that it stands out in the document.

Descripti
After the Styl.e has been created, the_ Style Ei?’;il:;aragraph Font + Font: 11 pt, Italic, Font color: Red, English
should be assigned to the keywords in the UK)

report that will be used in the merging %

process. [~ add to template ™ automatically update

CK I Cancel | Format ~ Shartcut Key...

Pocket ESA User'’s Guide Page 71



Example: Edit Report Template

To assign the “Phase I ESA” style to a keyword or keywords, select the keyword and then select
the style from the Style combo on the toolbar in Word.

i Sample Report Template.doc - Microsoft Word - |D|L|

File Edit View Insert Format Tools Table Window Help
Neada SRy sad - - a@ED|n 2= 2
aSnagIt|Windnw - JM|I7IE_| & EHER 2 2 g

] q.....--l---.---;- | o ne 4 I
e

Heading *

Headis

; 10 INTRODUCTION Heading

BB enzored GAEA Techoologiss Ltd (GAEA) to ronducta Dhase | Environments] Sits Assessment EX )
i ubsequently refrr=d to in this raport s "the subject property” (Enclosw Hyperlink

':“ Normal

The purpess of this investigstion was ko complels @ curscry asssssment of the site in crder to debermine

N conditions exist. that indiczte the possibility ofenviron ment lizbility.
- | Phare 1 54 [

2.0 ASSESSMENT PROCESS Style

21  Objectives TOC1

The purpess of the Phase [ESA was to identify sy schusl or patentl sonsess ef nvironmentel sisker lil £y
on the subject property that mey have rasulted Fom past or present fznd usss, construction sctivitiss, =i
Zanagement or opraticns

TOC3

[Page 5 Sec 4 521 | [aAt17° In3 coi  |ReC [TRE [Exm [ovR /J

The keyword can contain one or more words (such as “Client”) that will be substituted during the
merging process or they can be used to represent entire paragraphs that will be substituted (such as
(“ACMs”).

mple Report Template.doc - Microsoft Word —|O ﬂ

JEiIe Edit View Insert Format Tools Table Window Help ﬂ
IDasEdalgly|i2ad|o-c - adom@@ 2o -2
| @ snagit 5 | window - e al|Fm o e B 22 AR

o =

54 Asbestos Containing Materials (ACM:)

The common uss of potentizl Sisble zsbestos-contzining materisls (ACMs) (pipstoilsr insulztion znd
Sreproofing) in construction generlly cezsed voluntarily in the mid-1870=

ACMs

85 Urea Formaldehyde Foam Inzulation (UFFI)

Tha szlz znd instzllation of UFFI 25 thermal insulztion begen in spproximately 1970, 2nd continued uatil
Decamber 1980 when it was benned under the federz| Hazardous Products det UFFIwas instzlled in both
new and existing buildings during this period. Urs foem insulation was not commonly wead in
industrizl or commercial buildings.

LFFI

&6 Freon and Halon

In 1994, the faders! govemment Gled the Ozonsdepleting Substances Regulstions to 2zend controls on
production and consuaption of (cilorofuorocsrbans (CFC)) halons, tatrechiorids snd methyl chicrofrn

Fras

E[4]
[Page 3 Sec 4 521 |[At0.5 Ini Col i ||rec|[RE| E:T [BVR
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Example: Edit Questionnaire
Step 2 Edit Questionnaire

After the report template has been edited the next step is to create a questionnaire that is used to
collect the site reconnaissance data of a Phase I ESA. This questionnaire will assign a keyword
specified in the report template to each question. The text associated with the answer to that ques-

tion will then replace the keyword when the actual Phase I ESA data is merged to create a final
report.

- In this example we will edit the questionnaire “Consulting Company” that is provided

with the Pocket ESA program. To open the questionnaire, click on the Open

Questionnaire button on the Questionnaire toolbar. The Open Questionnaire form below will be
displayed. Select the “Consulting Company” questionnaire and press the Open button.

IEOpen Questionnaire P -0 x|
" & Open @ Help | .
Mame Standard # Questions |Report Template

Consulting Company S C:'Products\Podket ESA\Reports\Sample Report Tem

When the questionnaire is opened, a copy of the report template will be scanned in Word to locate
all of the keywords. These keywords will then be available within the questionnaire. If changes to
the keywords are made in the report template using Word while the questionnaire is opened, the
questionnaire will need to be closed and re-opened to be updated with these changes.

After the questionnaire is opened it will be displayed as shown on the next page. Questionnaires

are divided into sections and subsections which can contain any number of questions. Questions
can be edited by double-clicking on them.
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Example: Edit Questionnaire

—ioix

DBE[X| 4+

b

EIE:] General
-8 Client
&) What is the client's name?

‘What is the address of the Client?

Project

----- &y what iz the name of the reviewer?

D ate of the Inspection?

&y what iz the Praject Mame?

----- &y 'what iz the name of the assessar?

EID Site Description

-85 Description

----- &y Describe the property?

&y what iz the address of the property?

What iz the size of the property?

----- &y 'where is the property located?

What iz the zoning in the area?

What iz the legal description of the property?

-85 Cunent Use

&y what are the current uses of the subject property?

----- &y Ave there any buidings or structures located on the subject prope
----- /&y List any buildings or structures located on the property?

[1-38 Adjoining Properties

----- &y what iz the curent use of the praperty on the narth side”

Were any potential sources of contamination observed on the pre
----- &y what iz the current use of the praperty on the south side?

----- &y 'Were any patential sources of contamination cbserved an th

& pro
..... 2y Lflsk e Hos ook e of Bre mennarhs e Bhe ek sida? bl
< | »

| 4

In this example we will edit the first question, “What is the client’s name?”. To edit this question

double-click on it in the list. The question will be displayed as shown below.

L —lojx]
Question Number: 45
Mame: Corsulting Company
Standard: CSa ¥ Section Replacement
Report Section: I Client j

i Fiepart |
'what iz the client's name? =]

Question Type: |=_5°| Dregcription

Lefle

q 4 P ’|| ‘ W Ok I xCancell ? Help |

4
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Example: Edit Questionnaire

At the top of the form, shown on the previous
page,, there is a combo box where you can
select the Report Section. When the arrow on

Fraoject
Conclusions
the right is selected a list of keywords that Assessors Mame
. . Legal Description
have been entered in the report template will Property Sizs 2

be displayed.

A keyword from the list must be selected for the question. This keyword will determine where the
text results of the question will be placed in the report when it is merged. If no keyword is select-
ed the results of the question will not appear in the report. In this example the “Client” keyword is
selected.

Also at the top of the form is a checkbox for Section Replacement. If the box is checked, during
the merging of the report any instance of the keyword (“Client”) will be replaced with the answer
text. If the box is not checked, during the merging of the report the answer text will only be insert-
ed below the first instance of the keyword and the keyword will be left in place. In this example
we will use section replacement so that all of the keywords “Client” are replaced by the answer

text.
S VasAo Suspected I yes spian 21 On the Question tab, the question text and
&y esiMo. If yes describe question type are specified. The question

£ resMo/Unknown for Subject Property.Audjoining Property

£ ressMo for Subject Property/Sunounding Property/Sdjoining Property type determines the format of the questlon
E) Multiple Chaice (3 Responses) and allowable answers that are used to collect
£) Multiple Choice (4 Fesponses) the data on the Pocket PC. There are numer-
£ Multiple Choice [5 Responzes)

£} Numerical Spin Contral ous question types that can be selected.

As the selection in the list is moved the ques-

£ Property Use and Adjoining Property Uze
£ Siee of Propery tion type will be previewed on a form beside

) Buildingz

£ Storage Tanks
ERER

=) FCBs

the Question form.

l

For this example the question type is
“Description”.

After the question text and type have been specified, the text associated with each allowable
response is entered on the report tab, shown on the next page. This is the text that will actually be
merged into the final report.

The allowable responses for a question depend upon the question type. For the “Description” ques-
tion type there is only one allowable response, that is called “General”. Whereas, for a “Yes/No”
question type there would be two available responses or for a “Multiple Choice 3 Response” ques-
tion type there would be 3 responses.

To select a response click on the arrow to the right of the input box, a list of available responses
will be displayed. The available responses will depend on the type of question.
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Section Name
Example: Edit Questionnaire

[ =i
Question Number: 45
Mame: Congzulting Compary
Standard: CSA ¥ Section Replacemsnt
Report Seclion:ltlient j
[z Question Hk*mt |
Choose a Responze: IGeneraI j | Inzert = |

B I g|ASAS|ng|r}{,E-=E

-

q/ Ok I x Cancel | ? Help |/

M4 > ¥

The Insert button allows for the insertion of text that was entered when the ques-
tion was answered on the Pocket PC. For example, this text could be entered as
the “Description” for the question.

| Inzert =

Description

When the Insert button is pressed a list will be displayed showing the types of text that could be
entered with the question on the Pocket PC. To include the text that was entered on the Pocket PC
in the associated text of the question, position the cursor in the text input box where you want the
inserted text to appear and then click on the Insert button and select it from the list.

m =IES
Question Number: 45
Hame: Conzulting Compary
Standard: CS54 [V Section Replacement

Report Section: I Cliert

[ Duestion Heportl

=

General

J Choose a Respanse: | Insert = |

o H b BB

JB I H|ASAS

«Description»

R

‘ ¢ Ok I x Cancel | '? Help
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Below the response selection is a Rich Text toolbar and input box, these are used to enter the text
associated with the selected response. The text associated with the response can be as simple or as
complicated as desired. There is no practical limit to the length of the text. In this question, we will
only use the answer provided by the user for the client’s name.

The question for the client’s name is a very simple type of question to create. A more complicated
question would be for Asbestos Containing Materials (ACMs). To edit this question, expand the
section on the Site Visit in the questionnaire and then double click on the question under ACMs,

“Were any materials suspected or known to contain friable asbestos observed on the property?”.

SE=IE

DBEE X4+

|4 Cansulting Compary

L—‘_Im General
B35 Client

What is the client's name?

What is the address of the Client?
E| j‘j Froject

What is the name of the reviewer?
Date of the Ingpection?

- &) what iz the Project Name?

What is the name of the assessor?

[]---E;] Site Description

[]---E;] Histarical Review

-] Site Visit

3‘51 Site Appearance and Dccupancy
Zj Air Emissions

9% Muoise and Vibrations

=]

g ACMs

> any material

+ LIFFI
4% Freon and Halan
2y Radon
) Lead
| PCBs
) Hazardous Materials
) aboveground and Underground Storage Tanks

Zj Hazardous Waste
) Site Runoff and Liquid Effluents

3 Spill and Stain Areaz
3‘51 Other
[]---E;] Concluzions

After the question is double-clicked on the questionnaire form, it will be displayed as shown on the

next page.
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=101 x|
Question Number: 73
Hame: Conzulting Company
Standard: CSa, ¥ Section Replacement
Report Section: IACMS j
[3) Question | Heporll
“wiere any material: suspected or known ko contain friable azbestos obzerved on the property? ;I
Question Type: |=§°| ezMo/Unkown/ A j
4 4 p ¥ | + X | B Preview “? Help P
4
The question type this time is more com- A
plicated than the client question and is Mew Questian
“Yes/No/Unknown/NA”. To see how this
question will look, click on the Preview
button at the bottom of the question form. O Yes O Mo
O Unknown O (NP

This question has four possible responses
(Yes, No, Unknown, and Not Applicable)
and also can contain Additional
Information. The text to be merged into
the final report can be different for each of
these responses.

Additional Information

To enter the text for each of the four possible responses, click on the Report tab on the Question
form, as shown on the page. Then select the response by clicking on the arrow next to the “Choose
a Response” box. In the example below we will enter the text for the Yes and No responses. The
text for the Unknown and NA responses would be entered the same way. To include the Additional
Information from the question, use the Insert button.
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[

ol x|
Question Number: 79

Hame: Conzulting Company

Standard: CS54

¥ Section Replacement
Report Section: IAEMS j

[ Question Heportl

Inzert =

M|
{4 p ¥ |+ X| EE] Preview ‘ " Ok I X Cancell ? Help |/

L =101 x|
Question Number: 73
Hame: Consulting Compary
Standard: CE4

¥ Section Replacement
Report Section: IAEMS j

[z Question Heportl

Choose a Response:
B I Q|ASAS|n%|g{,E-= E‘

Based on the age of the building (prior to 1975) asbestos containing
materials may be present within some building materials. Materials
that may contain asbestos include drywall joint compound,

mechanical insulation, roofing materials, floor and ceiling tiles, and
fire doors.

The following materials were observed on the subject property and
may contain asbestos:

«Additional Information»

4 4 b ¥ |+ = | S Preview | o Ok I X Cancell ? Help
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After the text for the Yes response has been entered, the text for the No response can be entered by
selecting it using the “Choose a Response” box. Notice that the text is completely different than
the text for a Yes response.

[ il
Question Number: 79
MHame: Conzulting Company
Standard: CS54 ¥ Section Replacement
Report Section: IAEMS ﬂ

@ Question Heportl

J Choose a Respanse: Mo j | Ingert = |
Nz

JB I H|ASA

Urknawn

N =
Based on the age of the building (after 1975) asbestos containing
materials are not likely present.
«Additional Information»

4 4 » # |+ X| ES] Preview o Ok I x Eancell ? Help |/
4

The text for the responses in the ACM question is much different than for the client question. In
the client question, the client’s name that is entered is used to replace the Client keyword in the
report. This replacement is for the name only and can occur in the middle of sentences in the report.

The text for the ACM question is used to replace the ACMs keyword in the report and is designed
to be an entire paragraph or more. By simply having the user select Yes or No, entirely different
paragraphs are added to the report. This technique can be very powerful and can substantially
reduce the amount of information that has to be input by the data collector, as well as be used to
standardize the information in reports.

After the text for all of the responses has been entered, the changes to the question should be saved
by clicking on the Ok button.

When you are finished editing the questions in the questionnaire, the changes should be
= saved by clicking on the Save button on the Questionnaire toolbar.
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Step 3 Creating a Phase I ESA

After the questionnaire has been downloaded to the Pocket PC, it can be used to collect the Phase
I ESA reconnaissance data in the field. Alternatively, the Phase I ESA can be created directly on
the desktop, avoiding the necessity of downloading the questionnaire and uploading the Phase I
data. In this example, we will enter the Phase I data directly on the desktop. This method can also
be used to edit the information that was collected on the Pocket PC.

The Phase I ESA surveys are grouped into projects. Projects typically contain associated Phase I
ESAs, and may contain one or more surveys. In this example, we will store the new Phase I ESA
in the “Samples” project that is supplied with the program.

ﬁ To open the “Samples” project click on the Open Project button on the Project toolbar. The
Open Project form below will be displayed. Select the “Samples” project and press the Open
button.

-l0x]
" ﬂ Open @ Help |
Project |Direcbt>r5-I |

C:'PROGRA~1\GAEAYPOCKET ~1\Projects

After the project is selected, the Phase I ESA’s in it will be displayed on the project form as shown
on the next page.
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+ To create a new Phase 1 ESA, click on the Add button on the project form. The Select
Questionnaire form below will then be displayed. Select the “Consulting Company” ques-
tionnaire and then press the Open button.

ﬂjSelect Questionnaire i [m] B3]
“ \/ Open @ Help |
Mame Standard # Questions |Report Template

Consulting Company CS C:\Products\Pocket ESA\Reports\Sample Report Tem

After the questionnaire has been selected the New Survey form below will be displayed. Enter the
name for the new Phase I survey and press the Ok button.

x

M amne: IEHamDM I

/ ak. I x Cancel | ? Help |

The new Phase I survey will then be displayed on the Survey form on the next page. A menu tree
on the form displays the sections, subsections, and questions specified in the questionnaire used for
the Phase I ESA. Sections in the menu tree can be expanded and collapsed by double clicking on
the section name. When the section is collapsed only the section is displayed and the subsections
are hidden. When the section is expanded all of the subsections are displayed below the section.
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ﬂ‘_ Consulting Company - [Example]
‘ n Save & Close | Insert Macro @ Help |
|T Questionnaire: Conzulting Compary

Standard: CS4

Mumber of Questions: 108

Example: Creating a Phase | ESA

=10l ]

Index | £} Guestion 1 I Heportl

Conzulting Company
B[] General

£y What is the address of the Client? k
Project

[0 Site Description

Ee-{] Historical Review

E-[L0 Site Visit

-] Conclusions

KIS

4

The Phase I ESA data for each question can be entered by selecting the question from the menu
tree. The question will be displayed on the Question tab as shown below. Enter the answer to the

question on this tab. In this example, enter the Client’s name.

ﬂ‘_Con sulting Company - [Example]
‘ [E save & Close | Inzert b acro @ Help |
|T Questionnaire: Conzulting Comparny

Standard: CSa
Number of Questions: 108

=10l

Index | Question 1 I Heportl

‘what is the client's name?

ACME Manufacturing

KK E)
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The Report tab shows how the answer to the question will be merged into the report template. In

this example the “<Description>" for the question was replaced by the text “ACME
Manufacturing”, as shown below.

ﬂ_i-Con sulting Company - [Example] B [ 4
” E Save & Cloze | Ingert tacro @ Help |
|T Questionnaire: Consulting Compary

Standard: C54

Mumber of Questions: 1028

Indexl E] Guestion 1 Heportl

Question Number: 1
Report Section:  Client

WCME Manufacturing

MC» [

4

The question on ACMs can be answered the same way. First, double-click on it from the list of

questions on the index tab shown below. The question will then be displayed on the Question tab
shown on the next page.

ﬂjCon sulting Company - [Example] i =] 5]
‘ n Save & Close | Insert Macro @ Help |
|T Questionnaire: Consulting Compary

Standard: CE4

Mumber of Questions: 108

Index I =] Question‘ll Heportl
Conszulting Company

L0 General

L0 Site Description

(L0 Historical Review

-] Site Visit

+-33 Site Appearance and Decupancy
2| Air Emissions

| v

| Moise and Yibrations

2| Freon and Halon
g Radon

g Lead

2 PCBs

71321 Hazardous Materials x
a | »

KK E)
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The answer to the question can be entered by clicking on Yes, No, Unknown, or N/A and then
entering any additional information. In this example, the answer will be Yes (there are ACMs sus-
pected) and the additional information will be materials suspected to contain asbestos.

IECunsult'mg Company - [Bample] ] 4

‘ nSave&Close | Insert Macro @Help |

|T Questionnaire: Consulting Compary
Standard: CE4
Mumber of Questions: 108

Index Sl Question 55 I Heportl

Were any matenials suspected or known to contain
friable azbestoz obzerved on the property?

 Unknown = MAA

Additional Information?
- floor tiles
- shingles
- furmace inzulation

> <>

The text that will be merged into the report for the Yes answer is displayed on the Report tab shown
on the next page. This response will contain the text entered in the questionnaire for a Yes answer
plus the additional information entered by the user (in this case the suspected materials).

The response shown on the report tab can be accepted as shown or the text can be edited prior to
being merged into the final report. This editing could include highlighting the materials, adding
additional information, or adjusting the format.

After all of the questions have been answered, click on the Save and Close but-

bl Save t: Close ton at the top of the form to save the Phase I ESA data.
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IEConsu Iting Company - [Example] -0 x|
“ & Save & Close | Inzert b acro @ Help |
|T Questionnaire: Conzulting Company

Standard: CSa

Number of Questions: 108

|I"|E|E!HI ] Question 55 Report I

Question Number: 55
Report Section:  ACM:z

Based on the age of the building (prior to 1975) asbestos containing
materials may be present within some building materials. Materials
that may contain asbestos include drywall joint compound,

mechanical insulation, roofing materials, floor and ceiling tiles, and fire
doors.

The following materials were observed on the subject property and
may contain asbestos: i

- floor tiles
- shingles
- furnace insulation

KRS

Step 4 Merging the Phase I ESA

After the Phase I ESA data has been collected on the Pocket PC or desktop it can be merged with
the report template to create the final report. During the merging process the keywords in the report
template are replaced by the text associated with each of the answers to the Phase I ESA questions.

When the merging is complete a final report will be created in Microsoft Word format. This report
can then be edited in Word to include the information regarding the records reviews and interviews.

To merge the Phase I ESA to create a final report select the “Example” survey on the Project

T form and then click the Merge button. The Merge Document form on the next page will be
displayed.

This form will let you change the survey being merged and to specify the name of the merged
report. In this example the output report will be saved as “Example.doc”.
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Merge Document

‘E Merge document
Merge a completed survey questionnaire with a survey template

Survey: IEHampIe j

[~ Output Questionnaire and Answers Only

Save Merged Document As:

I 5 CAPROGRA™TNGAEANPOCKET ~1%ProjectshE xample.doc =
Questionnaire:  Consulting Company
Input Document:  C:h. \FeportshS ample Report Template. doc
[
Merge Ierge &l | x Cancel | ? Help |

After the Merge button is pressed, the report document will be created in Word and a message box
will ask whether to open the report in Word.

The resulting report will have the responses provided merged with the report template as shown
below.

| Example.doc - Microsoft Word 100 x|

JEiIe Edit View Insert Format Tools Table Window Help x|

NEdde|SR_RY 2B v-o- B0 @ 2
80 Snagit (5 B &M o s EE 22 AR

N =

1.0 INTRODUCTION

Window -

ACME Manufachuring engaged GAEA Technologie: Lid (GAEA) to conduct 2 Phass [ Environmental 3ite
Azzeszment (E3A) ofthe property located 2t | subsaquently r=frred to in this seport 25 "the subjact property™
(Enclosue 1),

Thz purposs of this investizztion was to complete 2 cursory 2ssessment of the site in order to determine if
conditions exist, that indicate the possibility of environment lizbility.

2.0 ASSESSMENT PROCESS

21 Ohjectives

Tha purposs ofthe Phase IESA was to identifi znv zctuzl or potentiz] sousces of environmental risk or lishiline
on the subject proparty that may hawve resulted Fom past or present land uses, construction zctivitizs, zite
manzgement of operations.

22 Scope and Limitations

Lelo]» [«

=|=fa] =] 4

[Page 5 Sec 4 19/29 ([at 17 In27 col 2  [ReC [TRE [T [ove [ B

»
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| Example.doc - Microsoft Word i ] 5]

JEIE Edit Wiew Insert Format Tools Table Window Help LI
Dzeddae gRY B d -« eBEOR| @ 2 E
| 80 Snaglt |Window = B2 |I7|m_|GEE,='i|jA »

(o] NN L w2356 NN
-
+
5
:
:

>

J Marmal -

§4  Asbestos Containing Materials {ACAz)

The common usz of potentizl Fizble zshestos-contzining meterizls (ACME) (pipe'boiler inzulztion znd
fireproofing) in construction generally ceazsed voluntarily in the mid-1970s

Bazzd on the g2 of the building {prior to 1575) zzbestos contzining materizls may be present within soms
building materizlz Mzterizls that may contzin asbestos includs drywall joint compound, machanica] insulstion
soofing materizls, floor and ceiling tiles, znd fire doors.

The Bllowing meterizls were obsarved on the subject property 2nd may contain 2shestos:
- floor - - furnace insulation

&8 Urea Formaldehyde Feam Insulation (UFFI)

The s=ls and instzllstion of UFFI 2 thermal insulation began in spproximstely 1970, 2nd continued wntil
December 1080 whan it wes benned undar the federz] Hazardous Products det UFF1was instzllad in both
new znd existing buildings during this period. Uz formaldshyde foem insulztion was not commonly usad in
industrizl or commercizl buildings.

Bassd on the 222 ofthe building on the subject property it is unliksly that UFFI is present; ; howsver, introsive
inspection of wall cavities for UFFL was niot parformed .

[«]o]n]4

5/z9 |[at57 [n21 co1 | [REC] [TRK [E4T [ouR [ CK

N
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Glossary

Merging: The process where the results of a Phase I ESA is merged with a report template to cre-
ate a final report. During the merging process the keywords in the report template are replaced by
the text associated with each of the answers to the Phase I ESA questions.

Phase I ESA: The purpose of a Phase I Environmental Site Assessment (ESA) is to identify actu-
al and potential site contamination. This involves the evaluation and reporting of information col-
lected through records review, site visits, and interviews. Phase I ESAs are conducted to identify
environmental liabilities for property transactions; identify certain baseline environmental condi-
tions; assist in meeting regulatory requirements; and as an initial step in site remediation. In this
manual the word “Survey” is also used to designate a Phase I ESA.

Pocket PC: A small portable computer with a 320x240 resolution screen running the Windows CE
3.0 operating system. Typical models are Compaq iPAQ, HP Jornada, Dell Axim, and Casio
Cassiopia.

Project: A group of Phase I ESAs collected on the same property or for the same client. All Phase
I ESAs are organized into projects.

Questionnaire: A questionnaire is a group of questions that are used to collect the site reconnais-
sance data of a Phase I ESA. Typically, the questionnaire will adhere to a national standard such as
the CSA or ASTM standards. However, abbreviated questionnaires may be created and used in
some situations. After a questionnaire has been created it can be downloaded to the Pocket PC and
used for numerous Phase I ESAs.

Question Type: The question type determines the format of the question and the types of answers
that are allowed. Currently there are 19 types of questions.

Report Template: The report template is a generic form of the final report and contains keywords
where the specific answers to the questionnaire are to be merged into the report. These keywords
are highlighted in the report template using a unique style created for the Phase I ESA program.

Section Replacement: If a question has section replacement, during the merging of the report any
instance of the section heading (keyword) will be replaced with the answer text. If the question
does not have section replacement, during the merging of the report the answer text will only be
inserted below the first instance of the keyword and the section heading (keyword) will be left in
place.

Standard: In North America there are two standards for conducting a Phase I ESA, these are CSA
764-94 Phase I Environmental Site Assessment and ASTM E1527 Standard Practice for
Environmental Site Assessments: Phase I Environmental Site Assessment Process. The vast major-
ity of firms in North America use a standardized report based upon one of these standards.
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Text Macro: Text macros are composed of lines of text (up to 255 characters) that can be selected
and inserted whenever there is a description or information part of a question.

Pocket ESA User s Guide Page 90



Pocket ESA User's Guide

Printed in Canada

GAEA Technologies Ltd.

87 Garden Street
Whitby, Ontario
LIN 9E7

Page 91



Pocket ESA User'’s Guide Page 92



