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Chapter 1 Introduction

E-ASR is used to collect answers to pre-designed questionnaires. These answers are then merged with
a report template and a standard report is generated. The merging process allows the user to insert

different

responses and paragraphs into the report depending upon how a question is answered.

The program comes with questionnaires and report templates for the following:

e ASTM E1527-21 Phase | Environmental Site Assessment
e ASTM E1902-19 Phase Il Environmental Site Assessment

© 2023 GAEA Technologies Ltd.
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1.1 Features

Some of the features of E-ASR are:

¢ Reports can be generated to follow any standard, including ASTM and CSA.

e Reports can be used for Phase | ESAs, Phase Il ESAs, Environmental Compliance, Transaction
Screening, etc.

¢ In addition to your answers to the questionnaire, photos (ex. site, aerial, historic) and third-party
reports (ex. EDR, EPA, NPRI) can also be integrated into the final report.

e The data can be collected on a tabloids, laptops, or desktops.

¢ A blank paper form to collect the data for a questionnaire can be created with the press of a button.

e The answers to questions are tracked, and a list of unanswered questions can be displayed at any
time.

¢ Report templates are created and edited in Microsoft Word.

e There can be an unlimited number of questionnaires.

¢ Questionnaires can contain an unlimited number of questions.

e Questions can contain sub-questions and be branched based upon the answer to the question.

e The program comes with numerous predefined question types and additional custom question types
can be created.

e Text macros can be created and used to rapidly enter common text answers; such as, ashestos
materials, drainage, site descriptions, storage tank contents, etc.

e Merged report can be immediately opened in Word.

¢ Microsoft Access database management system.

e Master project database tracks projects over a network.

e Supports either stand-alone or network licensing.

e Users are assigned a username, password, and privilege level.

¢ Different privilege levels allow for control of who can edit questionnaires.

Questionnaires, macros, and projects can be imported from Pocket ESA.

© 2023 GAEA Technologies Ltd.
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1.2

Methodology and Data Flow

E-ASR 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 report.

Question
Responses

uestionnaire

Final Report

Report
Template

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 to create a final report. The template is a generic form of the final report and contains
keywords where the specific responses

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 E-ASR+ program.

The responses 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 answer; 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.

2 Create a Questionnaire

The next step is to create a questionnaire that is used to collect the response data for a report.
Typically, the questionnaire will adhere to a national standard such as the CSA or ASTM standards.
Howewer, abbreviated questionnaires may be created and used in some situations.

Questionnaires are divided into sections and subsections which can contain any number of questions.
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 and additional question types can be created. After the question type has been selected and
the question entered, the text associated with each allowable answer is entered. This is the text that will
actually be merged into the final report.

© 2023 GAEA Technologies Ltd.
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When the questionnaire is created it is associated with a report template that is used to create the
merged report. Each question is associated with a keyword from the report template. 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 generate
thousands of reports.

3 Enter Questionnaire Responses

After the questionnaire has been created, it can be used to collect the responses for a report. The
response data 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 created. 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.

4 Merge Questionnaire Responses with the Report Template

The final step is to create a report by merging the questionnaire responses with the report template.
During the merging process the keywords in the report template are replaced by the text associated 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 additional
information.

© 2023 GAEA Technologies Ltd.
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1.3

131

Installation

To get E-ASR up and running, the program first needs to be installed on your computer. The program can
be downloaded from GAEA's website. There are two types of installation, single user and network user.
The installation section below will explain how to perform both types of installations.

Single User Installation

Installation
When installing the program you must be logged in as an administrator.
The following steps occur during the installation:

e The application is installed on your computer
¢ Files for the databases and data store are copied to your computer
¢ Shortcuts are placed on your Start menu and desktop

After the application has been installed, there are a few more steps before it is ready for use. The
datastore needs to be setup, a default basemap selected, and example projects can be imported. All
these steps are accomplished by running E-ASR for the first time. The program can be started using the
icon on your desktop or the E-ASR application menu on the Start menu.

First-Run and Program Setup

The first time that the program is run you must be logged in as an administrator so that the
directories can be created.

When the program is started for the first time a setup wizard will run that guides you through the steps
below.

1. Selection of a single user or network user installation.

2. Select the industry that you will be using to register the software. The price, features, and settings in
the application will change depending on the industry selected.

3. After the above information is specified the databases and data store will be setup.

4. The next step is to specify a default basemap for the application.

5. And the last step is to import any demo projects to help learn the application faster.

After the above steps are completed, the application will start initially in demo mode. You can use the
application in demo mode for up to 20 times before you need to register[ 207 it.

Directory Permissions

The data for the application is stored in the database and data store directories. The location of these
directories will depend on the operating system and is defaulted to the common application data
directory. All of the users must have full read and write access to these directories. When
possible the installation program will try to set the permissions of these directories properly.
For administrative users this will not be a problem; howewer, limited users may need to be given
permission to read and write to these directories. The location and method of setting the permissions will
vary with the type of Windows operating system as described below.

Windows XP Home

© 2023 GAEA Technologies Ltd.
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The default directory where the database and datastore directories are located for Windows XP is "c:
\Documents and Settings\All Users\Application Data\AutoReporting2". Typically non-administrative
(limited) users may only have read access to this directory. To change the permissions on this directory
to grant limited users full control follow the steps below.

1. Log in as an administrator

2. In Windows Explorer browse to the directory "c:\Documents and Settings\All Users\Application Data"
and highlight the folder "AutoReporting2".

3. Right click on the AutoReporting2 folder and select "Sharing and Security" from the popup menu, the
form below will be displayed.

4. On the Sharing tab check the boxes for "Share this folder on the network" and "Allow network users
to change my files".

StrataExplorer Properties ed |

General Sharing I Eustnmizel

— Lacal zharing and security

ﬁ T =hare this folder with ather uzers of thiz computer
\-.!'

.............................................

To make thig folder and itz zubfalders privake 2o that
anlw vou have access, zelect the following check box.

™| Wiake this folder private

— Metwork sharing and security
;# To =hare thig folder with bath network, uzers and ather
__A_,._ uzers of thiz computer, select the first check box below
and type a zhare name.

¥ Share thiz folder on the network

Share name: IStrataE wplorer

v Allow nebwork uzers ta change my files

Learn more about sharing and zecuriby.

i) Windows Firewall i configured to allow this folder to be shared
with ather computers on the netwark.

Wiew oL Windows Firewall zethings

] I Cancel I Apply

Windows Vista and XP Professional

The default location for the database and data store files in Windows Vista is "c:
\Users\Public\Application Data\AutoReporting2". Typically non-administrative (limited) users only have
read access to this directory. To change the permissions on this directory to grant limited users full
control follow the steps below.

1. Log in as an administrator
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2.
3.

4,

x

In Windows Explorer browse to the directory "c:\Users\Public\Application Data" and highlight the
folder "AutoReporting2".

Right click on the AutoReporting?2 folder and select "Properties” from the popup menu, the form below
will be displayed.

On the Security tab make sure that the group "Everyone" has "Full Control" permissions.

. Generall Sharing Security | Custarmnize

Dbject name:  C:AUsers'PublichDocumentz\GAEASS trataE splorer

ETDUFI ar User names:

E@, Everone
‘:3_ CREATOR OwHMHER

82, 5YSTEM

Wl RATIH
1

To change permizzionz, chck Edit. Edit

A

Permizzionz for Evemnone Al Deny

Full zontrol

b ccdify

Read & execute
List folder contents
Read

it

For zpecial permizzions or advanced zettings, P Ip——
chck Advanced.

|_ILI_IL

L earn about accesz control and permiszions

k. | Cancel I Sy |

Windows 8 and above

The default location for the database and data store files is "c:\ProgramData\GAEA\AutoReporting2".
Typically non-administrative (limited) users may only have read access to this directory. To change the
permissions on this directory to grant limited users full control follow the steps below.

5.
6.

Log in as an administrator

In Windows Explorer browse to the directory "c:\ProgramData" and highlight the folder
"AutoReporting2".

Right click on the AutoReporting2 folder and select "Properties” from the popup menu, the form below
will be displayed.

On the Security tab make sure that the group "Everyone" has "Full Control" permissions.
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1.3.2 Network Installation

The installation of the network version of the application on the server and client computers is described
in the section Network License Management| 214,
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1.4 Registration

E-ASR can be licensed on individual computers, a network, or a combination of both. When licensed on
a network the licensing is based on concurrent usage, where the number of concurrent users must be
less than or equal to the maximum number of users licensed. When the application it will run in demo
mode until it is licensed.

The method for licensing will depend upon whether it is a single user or network installation. The
registration sections below discuss how to license E-ASR and how to transfer the registration if
necessary.

141 Single User Registration

To license E-ASR, a registration code must be entered. The registration code is based on the serial
number. This serial number is unique for each computer.

The serial number can be obtained by running the program and selecting the Tools > Manage Licenses.
The License Manager form will be displayed with a table that shows the current licensing. To get detailed
information click on the program in the table. The detailed information will be displayed to the right.

&

Begister Export  [mport

Name Version | Licensed | Networked
Y D e cq
Version: 2.00
Industry: Basic
Installed On: August 15, 2019

Licensed: Mo
Dema Count Demo count exceeded (4952 of 20)
Day Count  Day count exceeded

Invaoice #: M/

Developer: GAEATechnologies Ltd.

Copyright:  Copyright © 2022 GAEA Technologies

Description

EASR

=
~3

™
=]
L
=
i
]

1.4.1.1 Manual Entry of Registration Codes

To manually obtain the serial number and enter the registration code for E-ASR, select it in the License
Manager table and then click on the Register button on the toolbar at the top of the Manage Licenses
form. The Register form will then be displayed showing the unique serial number of the module.
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Module Name: E-ASRE
Module Version: 2.00
Installed On:  August 15, 2019
To register the module and obtain a registration code, enter your invoice |
number then click the cbtain registration code button. This will display a

registraticon form on GAEA's website, Fill in the information on the form
and then submit it.

Invoice Mumber:

If you are unable to access the internet, please call us at (319) 571-8121.

Serial Mumber

AR2-1263-8672-0020-2766

Registation Code

CObtain Code

W OK ? Help |

To obtain the registration code enter the invoice number you received when purchasing the software and
contact GAEA with the unique serial number. GAEA can be contacted either by clicking on the Obtain
Registration button or be emailing us at codes@gaeatech.com. When the Obtain Registration button is
used an email form will be displayed where you can enter your contact information and email it directly to
GAEA.

After you receive the registration code from GAEA you can enter it on the Register form and then sawve it
by clicking on the Store Code button.

1.4.1.2 File Entry of Registration Codes

The serial number can be exported to a file and emailed to GAEA. After the file has been processed a
registration file will be emailed back from GAEA. This registration file can then be imported and the
registration code saved. To export the serial number file, select E-ASR on the License Manager form and
then click on the Export button on the toolbar of the form. The Export Serial Number form will be
displayed where you can enter the invoice number and your contact details. After you enter the
information you can either email the file directly to GAEA by clicking on the Email button or sawe it to
your disk and email it yourself by clicking on the Save button.
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Marme

E-ASR.

Serial Mumber

AR 2-1263-8672-0020-2760

To register the modules and obtain unlock codes, enter the information belows then
zelect either email or export. *When exporting to a file you need to email the file to

codesz(@gasatech. com.

[rwaice Mumber: I

M ame: I

Cormpany Mame: I

Address; I

City: I

ProvinceState:;

Country: I

E mail: I

File M arne: I

&

24 Emnail | Esp Export | X Cancel |

? Help

After the file has been received and processed by GAEA you will receive a registration file back by email.
When you receiwe this file sawe it to your hard drive. To import the file click on the Import button on the

License Manager form and the Import Registration Code form will be displayed. Select the file you saved
using the Open button on the form and the registration codes will be imported and saved by the program.
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If you have received a registration file from GAEA Technologies, please select it then press
‘Store Unlock Codes' to register your modules,

File: | Browse...

Modules

Module Invoice Unlock Code |

| & Close | ? Help

1.4.2 Network Registration

Prior to using the application on the client computers, the application should be registered on the sener.
The registration on the sener is handled through the Network Monitor program and is described in the

section on Using the Network License Manager[217.

1.43 Transferring the Registration

If you need to transfer the license for a single user installation from one computer to another, follow the
steps below.

On the licensed computer

¢ select the Manage Licenses menu item from the Tools menu

¢ select the module that you wish to transfer the license on the License Manager form

¢ either click on the Relock button on the toolbar at the top of the form or select Relock from the popup
menu

¢ the Relock below form will be displayed
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In order to transfer the registration of the E-ASR module to a different computer, you must
first relock it. Relocking a module reverts it to an unregistered state.,

{ This process generates a relock code that you need to send to GAEA Technelogies to
cenfirm your eligibility for a new unlock code.

| Details

Module HName: E-ASE
Maodule Version: 2,00
Licensed On:  2022-11-104:13:02 PM

Relock code; |

Invoice & |1DDD

Mame: |

Company Mame: |

Address: |

City: | Province/State:

Country: |

Email: |

File Mame; | ﬂ

Fill in the abowve information, to enable the Relock button

v Automatically ernail relock file to GAEA

o Close @ Help | .

All of the information on this form needs to be filled in, including the file name. After the information is
entered click on the Relock button to email the relock file to GAEA. After the button is clicked the
Relock code will be displayed and the module will no longer be licensed on this computer.

On the new computer

After you have sent GAEA the relock file follow the instructions for single user registration[:s described
abowe.
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1.5 Using the Application
Login

All users must login to the application. When users are setup in the application they are assigned a
username, password, and user type (privilege). Different privilege levels are used to control access to
functions of the program and data. The different user types are administrator, power user, limited user,
and guest. For more information on setting up users see User Administration|[z23).

Ilser narme; || vl

Password: I

[~ Remember credentials Hi Metwork Settings |

The Licensing Server is located at
Localhost: 3002,

f (0]8 x Derno Mode ? Help

To hawe the application remember your user name and password, check remember credentials. The next
time the application is started you will not need to enter your login credentials. If you are using the
network to login, the Network Settings button can be used to change the network properties.

Initial Display

The initial display will consist of a Geographical Information System (GIS) or a list of projects depending
on your settings in Preferences. The GIS shows your existing projects and any GIS data. To the left of
the GIS the sidebar usually shows a list of your projects. And to the right of the GIS the sidebar usually
shows a list of layers, scale, and an index map. At the top of the display there are also toolbars and
menus for controlling and using the program. These are described briefly below and in detail in the
chapters throughout this manual.
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Menus

The main menu appears at the top of the screen and is composed of several submenus for Files, Tools,
and Help. Depending upon what is open at the time, an Edit submenu may also be present. The File
submenu is used to create, open, and delete projects, questionnaires, and report templates; import and
export data; and set program preferences. Sewveral types of tools are included in the Tools submenu for
the geodatabase, projects, macors, question types, and managing the program licenses.

In this User's Guide menu items and paths have been abbreviated to make it easier to understand. All
menu items are shown in blue italics and start with the uppermost menu then an arrow to the next menu
or menu item. For example, the Project menu item of the Open submenu of the File menu is abbreviated
as File > Open > Project.

A popup menu can also be displayed by clicking the right mouse button, the menu items in the popup
menu will vary depending on what is being displayed and where on the screen the mouse is clicked. In
this manual menu items that can be obtained from the popup menu are shown as Popup > menu item.

Toolbars

Initially two toolbars will be displayed, a Main toolbar and a GIS toolbar.
0y Mew = [ Open = @ \iew - @& Help |-'| Exit

The Main toolbar is used to create, open, and close projects, questionnaires, and report templates. If a
project is open you can also create and open report responses and reports. In addition it can be used to
display different views, the help guide and exit the program.

3 ji'J j:_"" ﬂ"\ {2] [% (=] f:_’ iGoogle Roadmap 4 M %! Ao, &
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The GIS toolbar is used to access various features and functionality of the GIS. This toolbar is described
in the GIS sectionl 27\

Sidebars

The sidebars can be on the left, right, or both sides and contain the contents described below.

Projects

The projects region has a Find Project toolbar and a list of projects. You can locate a project in the list
using the Find toolbar by entering the project name and pressing the Find button. The project will then be
highlighted in the project list and be zoomed to in the GIS. You can also zoom to a project in the project
list by selecting the Popup > Locate after the project has been highlighted in the list.

To open a project using the Project List, highlight the project and then select Popup > Open or double-
click on it in the sidebar. If no project is selected, the Open Project form will be displayed. This form lists
the projects and lets you select one to open.

For a detailed description of how to create and use projects see the section below and Chapter 3[u7),
Layers

The layers region lists the layers in the GIS. These layers can be turned on and off by checking and
unchecking the box beside the layer. The order of the layers in the sidebar controls the order in which
they are displayed in the GIS, with the layers at the top being drawn on the layers at the bottom.

Scale Bar

The scale bar displays the current scale of the GIS or project shown in the GIS window.

North Direction

The compass on the bottom right shows the current direction for North. When the application is started
this is at the top of the screen. To change the direction slide the bar to the left or right below the

compass. Sliding to the left will rotate the GIS windows to the West, sliding to the right will rotate to the
East. Double-click on the slider to adjust the display so that North is at the top of the screen again.

15.1 Geographic Information System

The Geographical Information System (GIS) is used to organize, find, and select projects. The
application can also be used with no GIS, in this case a list of projects is displayed instead. When the
GIS is being displayed it obtains its geographical data from a Web Map Senice.

The display of the GIS and default Web Map Senice is specified in the Preferences[+.
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1.5.1.1

Web Map Services

Web map senices use a standard protocol to serve georeferenced map images over the Internet. This
protocol was developed and published by the Open Geospatial Consortium. Several web map senvices
are available within the application and more are being added with each update.

15.1.1.1 Selecting Web Map Services

The web map senvice displayed for the GIS can either be selected from the GIS toolbar or in File >
Preferences. If it is selected in Preferences it will be the default web map senice and will be shown every
time the application is started. When it is selected from the GIS toolbar it will be effective only until it is
changed again or the application is closed. New web map senices are being added all the time. If you
would like to have a web map senice added that is not in the list please contact us.

Before displaying the web map senice the application checks to see if there is an Internet connection. If
there is no connection a list of projects will be displayed.

1.5.1.1.2 Adding a Web Map Service

Additional custom web map senices (WMS) can be added to the application by selecting Tools > GIS >
Add Web Map Service. The form below will then be displayed. A custom web map senice can be used
to add user subscribed senices such as First Base Solutions ( a Canadian based senice for high
resolution orthoimagery).

Mame: ||

URL: |

Copywright: I

/ Ok, x Zancel | ? Help

The following information can be specified on this form:

Name: This is the name of the custom WMS. It will be displayed when selecting a WMS from the GIS
toolbar.

URL: This is the URL for the custom WMS. The URL is usually specified by the senice provider.

Copyright: This the copyright for the custom WMS. It will be displayed on the status bar at the bottom
of the screen.
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1.5.1.2 Using the GIS

The display of the GIS can be controlled using the GIS toolbar and compass control as described in the
sections below. The use of the GIS to create and locate projects is described in the Chapter 3.

1.5.1.2.1 GIS Toolbar

fﬂ' f.?} A *f_r:'] Ik = '4".-_, |Gn:n:|gle Roadmap j A i %! & 8 - &

The GIS toolbar can be used to adjust the basemap display; find, identify and select features.The
controls on this toolbar depend on whether the basemap is a static basemap or web map senvice.

Full Extent

The Full Extent button will display the full extent of the GIS or project

Zoom In

yo

The Zoom In button is used to zoom in to a smaller scale on the GIS.

Zoom-out

y=

The Zoom Out button is used to zoom out to a larger scale on the GIS.

Dynamic Zoom

1
W

The Dynamic Zoom button can be used to zoom in and out using the mouse.

To zoom in

1. Click on the View/Zoom mode menu item.

2. Within the Map area choose a rectangular area to which you would like to zoom in.

3. Mowve the mouse pointer to the top left corner of the area and press the left mouse button.

4. Mowve the mouse pointer to the bottom right corner of the area and release the left mouse button.

To zoom out
1. Click on the View/Zoom mode menu item.
2. Within the Map area decide how large should be the area containing the currently visible extent and wt
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3. Mowve the mouse pointer to the bottom right corner of this area and press the left mouse button.
4. Move the mouse pointer to the top left corner of this area and release the left mouse button.

Drag
]

The Drag button is used to mowve the visible area on the screen. To mowe the \isible area click on the
screen and while holding the mouse button down mowve the cursor in the desired direction to see that
area displayed.

Select Feature

s

The Select Feature button can be used to select a feature on the map. To select a feature click on the
button and then click on the feature on the map. The attributes of the selected feature will then be
displayed as shown below.

Information
UID 15 o)
FrojectlD FR.J1
FrojectMame PRI
hding -a0.599276
b= -a0.5876R5
bin 4343113
bz 43437015

Localbdins 0

Localbdax 3087.19270933357
Localbdiny 0

Localbdaxy’ 2143.918765855907 .,

0K | Cancel

Display Hints
T

The Display Hints button can be used to select the layer and field used for hints. These hints can
optionally be displayed when the mouse is over a feature on the map. For example, when the mouse if
over a project the hint could display the project name. When the button is pressed the Map Hint
Properties form below will be displayed. This form can be used to specify whether hints are shown, the
hint color, layer and field to use for the hint.
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v Show map hints

— Select dizplay hint data

LE VTP

Hint colar ;

¢ Close

Search
3|

The Search button can be used to search for features on the map that meet a specified criteria. When
this button is pressed the Search form below will be displayed. This form can be used to specify the
layer, field. and search criteria. When the Search button on this form is pressed any features that meet
this criteria will be momentarily highlighted.

Lapers :

IF‘r-:-jects ;I

Search
Fields : Operation : Walue : #4 Searc |

IF‘r-:-jectID LI |= LI I e

Cloze

&+ Visible Extent " Full Extent

Layer : ||F'ru:ujeu:ts

Web Map Service

This drop down list can be used to select the current web map senice being displayed.

North Arrow
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A

The North arrow on the GIS can be turned on and off using the North Arrow button. The color of this arrow

is specified in Preferences| 4.

Find Address

4

Addresses can be located on the GIS by clicking on the Find Address button. The form below will be
displayed and can be used to find addresses by street address, latitude and longitude, or UTM

coordinated.

Address |Lat,|'L|:|ng | UTM I

Street Address: I

City: |

Stakef/Province: I

Counkry: I

Postal/ZIP Code; I

X cancel |

@ Help

Find Address at a Point

R

The address of a point on the GIS can be displayed using the find address at a point button. After this
button is clicked, click on the point on the GIS and the address will be displayed.

Find Elevation at a Point

£,

The elevation of a point on the GIS can be displayed using the find elevation at a point button. After this
button is clicked, click on the point on the GIS and the elevation will be displayed.

Measure Distance
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&

Distances can be measured on the GIS using the Measure tool on the GIS toolbar. When this tool is
selected the Ruler control below will be displayed. The distance units can be set using the drop down list
on the right. To measure a distance click on the first point and then click on the second. To hide the
Ruler control click on the Measure tool again.

Ruler

Map Length: 911,96 |Meters |

Street View

A street view for a point on the GIS can be obtained by clicking on the down arrow of the Street View
button and selected either Google or Bing. Then click on the point on the map to display the street view

in the Street View form. Additional street views can be displayed by closing the form and clicking on
other points on the map. The street view form for Google and Bing are explained in the sections below.

Save Image

ET

This is used to save the map image either to the project or to a file. When saving to the project, the
document name and version are specified. The images in a project can later be used in project views.
When saving to a file the file name is specified.

The street view form for Google is shown below. The Google street view image is 640 x 640 pixels.
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. & Google Street View — O X

[misave to Project [ Save to File
PHep v Done

] 90 180 27 360
oo bbb
N
] 90 180 27 360
Heading
W= —W
0= =20
mm L
Pitch 0o—0 =0
10— =10
2 — | =20
3= =3
1 n a1 0 120
oo b b |l
T L
1 A i1} %0 120

Google

The following can be specified on this form:

Heading: This is the heading from North of the image. When the heading is changed the image will be
refreshed.

Pitch: This is the vertical pitch on the image. Positive values are up and negative values are down.
When the pitch is changed the image will be refreshed.

Field of View: This is the field of view of the image, similar to the zoom. When the field of view is
changed the image will be refreshed.

Save to Project: This is used to save the image in the project. This option is only available when a
project is opened. When this button is clicked on the name of the Document (Image) and Version can be
specified. The images in a project can be later used in project views.

Save to File: This is used to save the image to a JPEG file. When this button is clicked the file name
can be specified.
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The street view form for Bing is shown. The Bing street view is 350 x 350 pixels.

& Bing Street View

35

— O oo
EﬂSave to Project EﬂSaue to File
P Help W Done
4] i 180 ] 36
1 1 1 I 1 1 1 I 1 1 1 I 1 1 1 I
1 1 1 I 1 1 1 I 1 1 1 I 1 1 1 I
1] o0 180 270 360
Heading
3] — g =30
20— =20
mm |-
Fitch o -|:_— j- ]
a0—f —-10
20— —20
30— E =30
4] 5 10 15 20
Iﬂ [ | I [ I | I [ I | I [} 1 I
I [ | I [ I | I [ I | I [} 1 I
4] 5 10 15 20
Fopom

The following can be specified on this form:

Heading: This is the heading from North of the image. When the heading is changed the image will be

refreshed.

Pitch: This is the ertical pitch on the image. Positive values are up and negative values are down.

When the pitch is changed the image will be refreshed.
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Zoom: This is the zoom of the image. When the zoom is changed the image will be refreshed.

Save to Project: This is used to sawe the image in the project. This option is only available when a
project is opened. When this button is clicked on the name of the Document (Image) and Version can be
specified. The images in a project can be later used in project views.

Save to File: This is used to sawe the image to a JPEG file. When this button is clicked the file name
can be specified.

1.5.1.2.2 Compass Control

1.5.1.3

q 20 180 F-r 30
IR T |
0 a0 180 27 30

The compass on the bottom right shows the current direction for North. When the application is started
this is at the top of the screen. To change the direction (heading) slide the bar to the left or right below
the compass.

Spatial Queries

Spatial queries can be used to find projects that meet specified criteria.

1.5.1.3.1 Querying Projects

Spatial queries can be used to select projects based on their location and other selection parameters. To
spatially query projects, select Tools > GIS > Spatial Queries > Projects. The Query Area form below
will be displayed.

f* Full Extent

(" Select Reqgion

L] Xowea | 7 b

This form is used to specify whether the query will be based on a Selected Region or the Full Extent of
the map.
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If the query is based on a Selected Region, the region needs to be selected after the Ok button is
pressed. To select the region, click the mouse button at one corner of the region and then mowe the
mouse to the opposite region while holding down the button. After the region has been specified or the
Full Extent selected the Query Projects form will be displayed.

Selection Parameters |

I 2% Perform Query |

Queries Select Queny:

Areal Extent

This form is used to specify the selection queries to be used to select the projects. More than one query
can be used for the query, the queries to be used are shown on the left side of the form. For a project to
be selected it must meet all of the queries.

To select additional queries use the Select Query combobox on the form. These queries can be based
on areal extent, client ID, client, project name, project ID, date created, or status. When an additional
query is selected, the parameters for the query can be specified beneath the combobox. After the
parameters of the query have been specified the query can be added to the list by pressing the Add
Query button. After a query has been added to the list it can be remowved by selecting it on the list and
pressing the Remowve Query button.

To conduct the query, press the Perform Query button at the top of the form. The results of the query
will be display on a Results tab. This tab will list the projects that meet the query.

A project from the list can be opened by selecting and then pressing the Open button. In addition, the list
can be exported to an Excel file by pressing the Export button.
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152 NoGIS

If no GIS is specified in Preferences the main window will display a list of projects as shown below. A
project can be opened by double-clicking it in the list or by highlighting it and selecting Popup > Open.

Frosect name [ eean

Filter \4 Filter

PRIL PRI

Client [ street [ ity | statesprovince | country [ Postalcode |

Filter Y| Filter Y| Filter | Filter Y| Filter 7| Filer

1231 Erbs Road Saint Agetha Ontario Caneda [ET)

Samples Samples
Test Test
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1.6 Preferences

To set the program preferences no project can be open. Select File > Preferences. The Preferences form
will be displayed. This form has a list of preference categories on the left side and the details of the
selected category are displayed on the left. Each of the categories are described in the sections below.

B Appearance
{2| Automatic Reporting User Interface

@ Backups [ Display new cbject prompts [ Open last project
@Cnmpan}r

B& Datacources v Activate undo [v Status bar

El] Default P

GISEU : [ Maximize form ¥ Show toolbar button text
@ Internet Projects

&MEiﬂtEHEHCE W Show Project Boundary

EE Metwork

Margin (%): |0 = %, Line Style ||——

[v Look up new project addresses

o OK X Cancel | ? Help

© 2023 GAEA Technologies Ltd.



40 Environmental - ASR

1.6.1 Appearances

& Appearance
i8] Automatic Reporting User Interface

& Backups [ Display new object prompts [~ Open last project
@Cnmpan}r

B Datasources [v Activate undo W Status bar

EL| Default __

GIS.ELI : B Ly = [v Show toolbar button text
@ Internet Projects

&Maintenance [+ Show Project Boundary

Ta Metwork

Margin (32): |0 = % Line Style l—

[+ Look up new project addresses

=]

W 0K X Cancel | ? Hel

The following can be edited in the Appearances category:

User Interface

Display new object prompts: Check this box to display prompts for new objects.

Open last project: Check this box to open the last opened project when the program is started.
Activate undo: Check this box to activate the undo feature so that some operations can be undone.
Status bar: Check this box to display a status bar on the main form.

Maximize form: Check this box to maximize some forms when they are displayed.

Show toolbar button text: Check this to show the text on buttons.

Projects
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Show Project Boundary: Check this box to show the project boundary when a project is opened.
Margin: This is used to specify the margin between the project display and the project boundary as a
percentage of the display width. The larger the margin the larger the area outside of the project boundary
will be displayed.

Line Style: Click this button to change the line style, width, and color of the boundary line.

Look up new project addresses: Check this box to look up the project address when a new project is
created using the GIS.

16.2 Automated Reporting

EL Appearance El
B Automatic Reporting Merge Information
I & Backups
& Company Style Mame: |ﬁ'x5|:l Merge Style Speed: |Fast -
B& Datasources
] Defaults Table Defaults
@ cis Font: Calibri *  Size: [0 -
B Internet =
ﬁl"ﬂaintenance Font Color: [N |~ Bold Fixed
75 Network
Exceedence Colon [ Bold Exceedence

Appendix Defaults

Appendix Name: |ASF{ Appendix
Font: Calibri -
Size: lﬁ Coler: | | NG
Default Question Form Size

Width (pixels): | 760 Height (pixels): |460

Question Response Form

(" Tabbed f« Mot Tabbed

W OK

X Cancel | k> Apply ? Help

The following can be edited in the Automated Reporting category:
Merge Information

Style Name: This is the name of the style in Word to use for the merging process.
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Speed: This is used to select the speed of the merge from fast to slow. Merging uses the Windows
clipboard and if done too fast may miss some substitutions. If a fast merge misses some substitutions
try setting it to average or slow.

Table Defaults

Font: This is the font name to use for text in tables.

Font Size: This the font size to use for text in tables.

Font Color: This the font color to use for text in tables.

Bold Fixed: Check this to use bold fonts in fixed rows and columns in the tables.

Exceedence Color: This the color to use for the background of cells with exceedences. The
exceedence is determined by setting a criteria column or row in the table definition[ss" of the question
form.

Bold Exceedence: Check this to use bold fonts for exceedences.

Appendix Defaults

Appendix Name: This is the keyword name for the questionnaire appendix in the report template. If this
keyword is found in the report template the questionnaire results (without merging) will be inserted.

Font: This is the font name to use for text in the questionnaire output.
Font Size: This the font size to use for text in the questionnaire output.
Font Color: This the font color to use for text in the questionnaire output.
Default Question Form Size

Width: This is the default width for the question forms.

Height: This is the default height for the question forms.

Question Response Form

Tabbed: Check this to show the Question Response form/[1ss] with two tabs, one for the response and
one for the report preview.

Not Tabbed: Check this to show the Question Response form with the response on the left and the
report preview on the right.
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1.6.3 Backups

EL Appearance &
Elﬁ'xutcumatic Reporting Main database

[+ Backup main database

Company
Be Datasources Interval: |'ID minutes j
gia;aults Mumber to maintain: |3 ﬂ
@ Internet Project databases
&Maintenance [+ Backup project databases
Ta Metwork

Interval: |1D minutes j

Mumber to maintain: |3 ﬂ

[v Backup on Project Close

\/ oK x Cancel | ? Help

The following can be edited in the Backups category:
Main Database

Back Up: If this checkbox is checked then the main databases will be backed up at regular intervals. If
this checkbox is not selected then the main databases will not be backed up.

Interval: This is used to select the interval to use when backing up the main databases.
Number to maintain: This is the number of backups to maintain, older backups will be deleted.
Project Databases

Back Up: If this checkbox is checked then the currently open project will be backed up at regular
intervals. If this checkbox is not selected then the currently open project will not be backed up.

Interval: This is used to select the interval to use when backing up the project database.

Number to maintain: This is the number of backups to maintain, older backups will be deleted.
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Backup on Project Close: Check this to create a backup of the project when it is clsed.

164 Company

Appearance @
E,ﬂxutumatic Reporting
Backups
@ B Company Mame: |
Datasources Contact Name: |
Defaults
@ cis Phone Number: |
@ Internet
ﬁl"ﬂaintenance Fax Mumber: |
"5 Metwork
Email; |
Street 1: |
Street 2: |
City: |
State: |
Country: |
Postal Code: |
v OK X Cancel | ? Help

Company information is used in different parts of the application for addressing emails, etc. The following
can be edited in the Company category:

Company Name: This is your company name.

Contact Name: This is the contact name to use in correspondence from the application.
Phone Number: This is the phone number for the company.

Fax Number: This is the fax number for the company.

Email: This is the main email address for the company.
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Street 1: This is the first line of the street address.
Street 2: This is the second line of the street address.
City: The is the city for the company.

State: This is the state or province for the company.
Country: This is the country for the company.

Postal Code: This is the postal or zip code for the company.

1.6.5 Datasources

EL Appearance Be

E,ﬂxutumatic Reporting

&) Backups Database Provider: |I"-.|'1icrn:|5n:-1"t HAccess j
@Cumpan}r

5 & Datasources

User name: |ﬁ'u:|rr1ir1

Password: |
@Internet
&7 Maintenance Path: |C:KPrngramData\GAEA"-.AutDF{EpDrtingE\Datab@
a"!
5 Metwork

i

Show Folder

Datastore folder: |C:\F‘ru:ugramD ata" GAEA\AutoReporting2\ Datas @

Show Folder

W OK X Cancel | s Apply ? Help

The following can be edited in the Datasources category (these features should not be changed without
consulting your database administrator):

User name: This is the user name for the main database. Normally, it should be Admin.
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Password: This is the password for the main database. Normally, it is blank.
Path: This is the path to the main database.
Test Connection: Click this button to test if the main database exists.
Datastore folder: This is the folder containing the datastore.
Show Folder: Click this button to show the datastore folder.
16.6 Defaults

EL Appearance
i E,ﬂxutumatic Reporting Precision

& Backups i -

Location Precision: |0

@ Company

‘ B& Datasources Decimal Degree Predsion: |©

B Defaults
als Default Local Units

@ Internet Units: [Feet ~|

ﬁ Maintenance
Tei Network Most Recent

Mumber to Show: |10 =

[ v OK X Cancel | ? Help

The following can be edited in the Defaults category:

Location Precision: This is the precision (hnumber of decimal places) to use when displaying location
information.
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Decimal Degree Precision: This is the precision (number of decimal places) to use when displaying
decimal degrees.

Default Local Units: This is used to select whether to use feet or meters for the default local units.

Most Recent: This is used to set the number of most recent objects to show.

16.7 GIS
EL Appearance &
@Autumatic Reporting Basemap
& Backups :
@ Company Type: 0 Web Map Service  {~ Mone
Ba Datasources Default Basemap: |Google Roadmap j

[Et Defaults

Initial Display

Internet

. ¢ Geolocation " Projects Extent (" Basemap Extent
ﬁl"ﬂamtenance
B
oy Network GIS Display
[+ Show GIS Sidebar [+ Show Compass

Display Units: ' Degrees i Decimal Degrees

Mumber of Dividers: |3 [
Divider Color 1 | - Divider Color 2 |

Morth Arrow

Map Scale

W OK X Cancel | > Apply ? Help

The following can be edited in the GIS category:

Basemap
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Type: Select the type of basemap to use for the default. The type of basemap can be a web map senice
or none.

Default Basemap: This is the basemap to use for a web map senice.

Initial Display

This is used to select the initial display when the application is started. It can either show an area around
where you are located, an area showing the extent of all of your projects, or a previously set basemap
extent.

GIS Display

Show GIS Sidebar: Check to show the GIS sidebar.

Show Compass: Check to show the GIS compass.

Display Units: This is used to select the units for the current cursor location shown in the status bar at
the bottom of the display.

Map Scale

Number of Dividers: This is the number of dividers in the scale bar.

Divider Color 1: Click this button to change the color of the first divider in the scale bar.
Divider Color 2: Click this button to change the color of the second divider in the scale bar.
North Arrow

Color: Click this button to change the color of the North arrow on the map.
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1.6.8 Internet

Appearance 58]

® Automatic Reporting Outgoing Email Settings

@ EED:'::EZ}r Host: | Fort: IEE—

g::thL;rces Username: | [ UseTLS fSSL
Password: | __? Test Settings

Maintenance
PE Metwork

' OK X Cancel | s Apply

? Help

The following can be specified for the Internet category:

Outgoing Email Settings

Outgoing email settings are used to send emails for technical support.
Host: This is the name of the host for outgoing emails.

Port: This is the port to use for outgoing emails.

Username: This is the username to use for outgoing emails.
Password: This is the password to use for outgoing emails.

Use TLS/SSL: Check this to use TLS or SSL for outgoing emails.

Test Settings: Click this button to test the outgoing email settings.
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169 Maintenance

EL Appearance Vi

i8] Automatic Reporting Application Updates

@Backups Check f d

@Cnmpan}r v Check for updates

Datasu:uurces Schedule:  |Manthly j

Application Maintenance

Perform maintenance tasks:
f* Yes " Mo

Tasks

[+ Delete cache objects ne longer in use

lv Check for unassociated projects

Schedule: |Weekl:,r j

Custom
-
=1
Bun now

Maintenance last run: 2022-02-08 12:18:55 PM

W OK X Cancel | s Apply ? Help

The following can be edited in the Maintenance category:

Application Updates

Check for updates: Check this box to automatically check for program updates on the Internet.
Schedule: Select the schedule to check for program updates.

Application Maintenance

Perform maintenance tasks: This is used to select whether to perform maintenance tasks.

Delete expired cache objects: Check this box to delete cache images of objects when maintenance is
performed.
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Check for unassociated projects: Check this box to find and delete projects that are in the project
database but not in the project list.

Schedule Tasks: Select the schedule to perform maintenance.

Perform every: If the schedule is custom, this is used to specify the number of days between

maintenance tasks.

Run now: Click this button to run maintenance tasks now.

1.6.10 Network License

EL Appearance
E,ﬂxutumatic Reporting
& Backups
@Cumpan}r

B& Datasources

[Et Defaults

@ Gis

@Internet

ﬁl"ﬂaintenance

T

Metworked:

" Yes f* Mo

Metwork Settings

Mame or IP Address: ||-'I'C3|h'35t

Port Mumber: |3001 ﬂ

Request network licenses for:

v E-ASR

' OK

X Cancel | = Apply ? Hel

=]

The following can be edited in the Network License category (these features should not be changed
without consulting your database administrator):

Networked: This is used to indicate whether the program and licensing is running from a central

database and senver.

Network Settings
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Name or IP Address: This is the name or IP address of the sener. If the program is not networked it will

be "localhost".

Port Number: This is the port number for the sener. If the program is not networked it will be disabled. It

should be set to 3001.

Request network licenses for: This is the program and modules to request licenses from the senver.

Clear auto-login: Click this button to clear the auto-login file. The next time you login you will be

required to enter a username and password.
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1.7 Macros

During the data collection process for report responses some of the text being entered will be repetitive
or best selected from a list of text. In order to reduce the time required to enter repetitive text, text
macros can be used. Text macros are composed of lines of text (up to 255 characters) that can be
selected and inserted for responses. To make it easier to select the text, the macros are divided into

sections.

1.7.1 Editing Macros

To add or edit a text macro select Tools > Macros > Edit and the Edit Macros form will be displayed

A™ Edit Macros - B
+ % -+
td acro Section Open Macro Section: Countries
AlCMsz Algeria ~
Adioining Property Use American Samoa
Air Emizzions Andora
Area Units Angola
Azzessors Anguilla
Building Construchion AntiguasBarbuda
Building Interior Argentina
Buildings Armenia
Business Services Aruba
Cities Australia
Container Types Austria
Azerbaijan
Dunnz and Containers Bahamaz
Environmental Concemns Bahrain
Flood Zones Bangladezh
Heating and Coaling Barbados
Hiztorical Use Information Belarus
Information Sources Belgium
Limitations Belize
Odors Benin
PCEz Bermuda
Phase Il Activities Bhutan
Phasze Il Groundwater Bolivia
Phasze Il Recomendations Bonaire
Fhaze Il Results Botzwana
Phasze 11 Stratioranku Rrazil ~
< < >
\/ K x Cancel | ? Help

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.

Sections

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

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

e To open an existing section click on the section. The text macros for that section will then be
displayed on the right part of the form.

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

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

e 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.

¢ To change the text for a text macro select the text and then double click on the text.

1.7.2  Exporting Macros

Test macros can be exported to an XML exchange file that can be imported on to other computers
running E-ASR by selecting Tools > Macros > Export.The Export Macro form will be displayed and can
be used to specify the export file.

- Export Macros “

:(—\‘ - 4 S v This PC » Data (D » |Temp v & Search Ternp -]

-/

Organize v Mew folder g @
4 Music ~
@ My Documents h
@ MetHood I
i OneDrive

I e

= Pictures
7 PrintHood DhernlData sur
[ Recent
# Saved Garnes
& Searches
[ SendTo
[ Starthdenu
@ Terplates
& Videos
1M This PC
il Libraries o

File name: v

Save as type: | Export Files(*.xml} W

= Hide Folders Cancel

1.7.3 Importing Macros

Text macros previously exported to an XML exchange file can be imported by selecting Tools > Macros
> Import. The Import Macros form will be displayed and can be used to select the XML exchange file.
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- Impaort Macros “

(_—) - 4t ;v This PC » Data (D » Temp v O Search Termp -l

Organize v MNew folder =~ O @

# Links 2
[ Local Settings i

S Music
7 My Docurment: ‘

7 MetHood
sim OneDrive Dl Data sur

=| Pictures

@ PrintHood
Select afile

(21! Recent to preview.

M Saved Garnes
L Searches
@ SendTo
[# Startbenu
@ Templates
& Videos
& This PC
4 Libraries v

File narme: w | Macros transfer files (*xml) v

1.7.4  Importing Pocket ESA Macros

Macros that have been exported from Pocket ESA can be imported by selecting File > Import > Pocket
ESA Macros. The Import Pocket ESA Macros form will be displayed and the macro file with the
extension ".mchb" can be selected.
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1.8

181

1.8.2

1.8.3

Help and Support

GAEA Technologies strives to make this application easy to use and learn. Several tools and features
are provided to assist the user to learn the program and when necessary get technical support. These
features can be found in the Help menu of the main menu and are described below.

Help System

In addition to the User's Guide in PDF format, context sensitive help can be found within the application.
The help system can be displayed by either selecting Help > Contents or clicking on the Help button on
a form. When the Help button on a form is used, the help displayed will be specific to that specific form.

Tutorials

Numerous online tutorial videos are available to assist you in learning the program. These tutorials can
be accessed by selecting Help > Online Tutorials or going to the web page:

https://www.gaea.cal/tutorial_videos.php

Technical Support

Customers with a current technical maintenance agreement can receive technical support by selecting
Help > Email Technical Support. This is the preferred method of obtaining technical support since it
provides us wit the maximum amount of information and data concerning your problem. Before emailing
technical support you will need to provide the outgoing email settings in preferencesm for the email to
be sent by the application.
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Sender's Information Data

Company: |G.-‘3.E.-’-‘« Technologies .
[V Main Databaze

Marne: |Michael Frazer

Email: |mfraser@gaea.ca Phione: Error Description
Computer/Application Information Errar:
Operating Spstem; | ﬂ Detailed Description of the Error [ie.. Steps to reproduce it)
M arne | e | Lic: | Het |
E-A5R 200 O

/ Send | x Cancel ‘ ? Help

The following is displayed and/or edited on this form:

Company: This is your company or organization name that has the license for the program.
Name: This is your hame.

Email: This is your email address.

Phone: This is your phone number.

Operating System: This is Windows operating system of the computer. It is automatically filled in by
the application and can not be changed.

Modules: This is a list of the modules, versions, licenses, and networking for the application. It is filled in
automatically by the application and can not be changed.

Main Database: Check this to attach the main database for the application. It include project
boundaries, templates and project documents. It is highly recommended that this database is included in
your email.

Project Database: If a project is opened, this will be displayed. Check this to include the project
database with your email. If your problem involves project specific data (boreholes, cross-sections,
samples, etc.) please include this database.

Error: This is brief description of the error that will be shown in the subject of the email.

Description: This is a detailed description of the error or problem. Please provide as much information
as possible.
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184 Updates

Updates to the program are periodically published online and can be installed by selecting Help > Check
for Updates. If an update is available from the Internet, you will be asked whether to install it or not. We
strongly recommend you install all updates.
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Chapter 2 Report Templates

Prior to creating a questionnaire a report template using Microsoft Word should be created. This report
template is later merged with the specific responses of a questionnaire to create a final report. 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 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 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 report in Word. This
edited report template can then be imported[ss1as described below. In addition, a new blank report
template can be created[ e as described below.
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2.1 Creating a Report Template

To create a new blank report template select File > New > Report Template when no project is open. The
New Report Template form will be displayed showing the current report templates.

£ Existing Report Templates

ASTM Phase 1E1527-21 Report Template
ASTM Phase IT E1903-19 Repart Template
Phase I Proposal Report Template

Description:

¢' QK x Cancel | ? Help

Enter the new report template name (description) then press the Ok button. The new report template will
be displayed in Word.
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2.2 Opening a Report Template

A report template can be opened when no project is open by selecting File > Open > Report Template.
The Open Report Template form will be displayed.

E Open Report Template — O X

£ Description

ASTM Phase 1E1527-21 Report Template
ASTM Phase IT E1903-19 Report Template

Phase I Proposal Report Template

q’ Open x Cancel | ? Help

Select the report template to open and then press Ok to open it in Microsoft Word.
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2.3

231

Editing a Report Template

A style for the E-ASR keywords can be added to the report template and used to highlight the keywords.
These keywords should replace the text in the report that will change for each questionnaire response.
Proper placement of the keywords and the text to be substituted requires planning and some trial and
error experience. Before editing a report template it is recommended that the example report templates
included with the program be reviewed.

Adding a Style to a Word Document

The name of the style used to highlight the keywords in the report template is specified in
Preferences| 4. The name of the style specified in E-ASR must exactly match the name used in the
report template. Before entering the keywords in the report template the style should be added to the
Word Document if it does not already exist. There are two types of styles in Word, paragraph and
character. The E-ASR style must be a character style.

To add the E-ASR character style to the report template, open the report template in Word and then
select the Create a Style from the Style bar. Enter the name of the style as “E-ASR” or whatever name
was specified in the 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 recognize the keywords in the report
template it is recommended that the style have a different color and font.
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Properties
Mame: Stylel
Style type: Character e
Style based on: d ASR Merge Style e
Style for following paragraph: e
Formatting

=
4

Times Mew Romar - |[11 -« B I

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Sample Text Sample Text Sample Text Sample Text Sample Text

Font: Times Mew Roman, 11 pt, Mot l[talic, Font color: Red, English {United Kingdom], Style: Show
in the Styles gallery
Based on: ASE. Merge Style

B 2dd to the Styles gallery
ﬂ Only in this document O Mew documents based on this template

2.3.2  Using Styles in a Word Document

After the E-ASR 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 E-ASR style from the
Style bar.
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2.4 Deleting a Report Template

To delete a report template select File > Delete > Report Template when no project is open. The Delete
Report Template form will be displayed showing the current report templates. Select the report template

to delete and press the Delete button.

E Delete Report Template — O X

£ Description

ASTM Phase 1E1527-21 Report Template
ASTM Phase IT E1903-19 Report Template

Phase I Proposal Report Template

V’ Delete x Cancel | ? Help
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2.5

Importing a Report Template

To import a new report template select File > Import > Report Template when no project is open. The
Import Report Template form will be displayed showing the current report templates.

£ Existing Report Templates

ASTM Phase 1E1527-21 Report Template
ASTM Phase IT E1903-19 Repart Template

Phase I Proposal Report Template

Description: I

File Mame: I

&

" COK

x Cancel |

2 b |

Specify a name (description) and select the file containing the report template, then press Ok to import

the report template.
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Chapter 3 Questionnaires

After the report template has been created the next step is to create a questionnaire that is used to
collect the responses for a report. This questionnaire will assign a keyword specified in the report
template to each question. The text associated with the answer to that question will then replace the
keyword when the questionnaire and report template are merged to create a final report.

Questionnaires are divided into sections and subsections which can contain any number of questions.
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 response data. There are numerous question types
that can be selected and additional question types can be created. After the question type has been
selected and the question entered, the text associated with each allowable answer is entered. This is the
text that will actually be merged into the final report.
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3.1

3.1.1

Creating and Editing Question Types

Every question in a questionnaire has a question type that determines the format of the question and
allowable answers that are used to collect the response data. The application comes with numerous
predefined question types and additional ones can be created. Each question type consists of a form
with several controls used for collecting data for the question.

Question types can be either template or non-template. Template question types can be used to create
other question types and questionnaires. Whereas, non-template question types can only be used to
create questionnaires. The question type can be set as a template or non-template when editing the
guestion type.

Creating a Question Type

To create a new question type select Tools > Question Types > New. The New Question Type form will
be displayed.

Mew Question Type

Marne: |
Mew l Existing ] Presigt
r— A i
Cormoare:
Elank Buildings nfa e
Ak
C— Ca—
—1— == == == a
Description Full Contact Mulkiple Chaice Multiple Chaice s
Info {3 Responses) (4 Responses) oy ]
IPFmlad Code
Multiple Choice Mumerical Spin PCEs Property Use
(5 Responses) Control
C— Ca—
Property Use Size of Storage Tanks ‘iells
and Adjoini Property
r— —
o hlA o A Waclhla iF uac Yac e S =
\/ O, x Zancel | ? Help

This form is used to specify the unique name for the question type and a template to be used for the
question type. A list of existing question types is displayed on the Existing tab. If no template is
selected a blank form is used. When a template is highlighted a preview of the template is shown on the
right. After the Ok button is pressed the question type will be created and can be edited as described
below] 701,
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3.1.2

3.1.3

Opening a Question Type

To open an existing question type for editing select Tools > Question Types > Open. The Open Question
Type form will be displayed.

Marne Template o || [Freview

Buildings

Carmpany Info

Contact Info

Description

Full Contack Info

List

Multiple Chaice (3 Responses)
Multiple Chaice (4 Responses)
Multiple Chaice (5 Responses) Preview not availble
Murnerical Spin Conkral

PCEs

Property Use

Property Use and Adjoining Property Lse
Size of Property

Storage Tanks

Wells

Yes/MNo

¥es/Mo Subject/Adjoining/Surrounding Property
Yes/Mao if ves describe

e
-
-
-
-
-
ca
ca
ca
ca
ca
ca
ca
ca
ca
ca
ca
ca
ca
ca

Yes/MojSuspected

X cancel |

This form displays a list of template and non-template question types. Only question types that can be
opened and edited will be displayed. Some question types are required to import Pocket ESA data and
can not be edited.

When a question type is highlighted a preview of the form will be displayed on the right. After the
question type has been selected it will be opened for editing as described below[70".

Editing a Question Type

After a gquestion type has been created or edited the Question Type Editor from will be displayed. This
form has a sidebar on the left showing information on the currently selected control. If it is a new
question type there will only be a question label on the preview. Every question type should have a
guestion label that will be replaced by the question when creating a questionnaire. This question label
must have the Name "Question".
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ds
[GA= S 2EF e sEdEaE||R S &0 @@ o £||@x|[Ed
Cu:untrol:l ﬂ

Propetties |

Mame
Width
Height

Template

x Cancel |

At the top of the form there are toolbars for the adding, aligning, copying, and deleting controls, adjusting
the view, setting the tab order, and saving the question type as described in the sections below.

IhArdDEdEr e § F0a kgl &mbdosd||ax B2

If no control is selected the following form properties can be entered on the sidebar:
Width: This is the width of the form.
Height: This is the height of the form.

Template: If this is set to true, the question type can also be used as a template.
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3.1.3.1

Adding and Editing Labels

A

Labels are used to show text information for the question and do not collect any data. To add a label,
click on the Add Label button and then click on the preview where you want the label to be placed. Or to
edit an existing control click on it.

- Question Type Editor [Blank] - O
h Ar 4 2ErF ¢ & B ™ME B x B2

Contrnl:lQuestinn ﬂ Ll

popres | R e e TR AT
e [Qusstr

Caption Question? Ll
wanw S T T EE TR I

HEIght 17 ............................................

Left 16 SRR LSS LR L EE LS SRS LR SRR E
Top 24 il

Justification | Left

x Cancel | ? Help

After a label has been added or selected for editing, the control properties will be shown on the left
sidebar. The following properties can be edited:

Name: This the unigue name of the control. The name cannot contain any spaces. If it is the question
label, the name must be "Question”.

Caption: This is the text to display for the label. If it is the question label, the question entered in the
questionnaire will be substituted for the text.
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Width: This is the width of the label in pixels.

Height: This is the height of the label in pixels.

Left: This is the left position of the label in pixels from the left edge.

Top: The is the top position of the label in pixels from the top edge.

Justification: This is used to select the justification for the label.

3.1.3.2 Adding and Editing Edit Boxes

This is used to add an edit box. Edit boxes are used to enter one line of text for the question type.
To add an edit box, click on the Add Edit Box button and then click on the preview where you want the
edit box to be placed. Or to to edit an existing control click it.

-

Contral: |Editt |

Propetties ]

Mame Edit1
Caption Enter Texk:
Width 312

Height 24
Left ]
Taop &4
Label Position |Left

ot Type | TR ~ |

A= 3 2EF ¢ B &3 = B X EarE

Question Type Editor [Test] - =
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After an edit box has been added or selected for editing, the control properties will be shown on the left
sidebar. The following properties can be edited:

Name: This the unique name of the control. The name cannot contain any spaces.
Caption: This is the text to display for the caption of the edit box.

Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.

Label Position: This is used to select position of the caption relative to the edit box.

Edit Type: This is used to select the type of data that can be entered. It can either be a string, a
floating point number, or an integer.

3.1.3.3 Adding and Editing Up-Down Edit Boxes

E’ This is used to add an edit box with an up-down arrows. These edit boxes are used to enter
numeric data and the up and down arrows are used to increment and decrement the numeric data. To
add an up-down edit box, click on the Add Up-Down Edit Box button and then click on the preview where
you want the control to be placed. Or to to edit an existing control click it.
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4% Question Type Editor [Test] - =
h A= 4 2EBF ¢ 2 E #HE S B x BE-=r

Cn:untrol:|U|:an:uwn1 ﬂ il

Propetties ]

Caption Enter number: [N ool

Mame UpDownl ........... Brfer AmE lu ...............

Width 168 Ll
oo ST R TR R TR T
ot i B R T T R TR T
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Label Pasition [Left N

After an up-down edit box has been added or selected for editing, the control properties will be shown on
the left sidebar. The following properties can be edited:

Name: This the unique name of the control. The name cannot contain any spaces.
Caption: This is the text to display for the caption of the up-down edit box.

Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.

Label Position: This is used to select position of the caption relative to the control.
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3.1.3.4 Adding and Editing a Memo Entry

_ This is used to add a memo. Memos are used to enter several lines of text for the question type.
To add a memo, click on the Add Memo button and then click on the preview where you want the control
to be placed. Or to to edit an existing control click it.

[FA-S2Er e EHEaE||R S &7 @4 0 ||RX[E W

Control: IMemul j

Propetties |

Mame  |Memol
Width
Height
Left

Taop

After the control has been added or selected for editing, the control properties will be shown on the left
sidebar. The following properties can be edited:

Name: This the unique name of the control. The name cannot contain any spaces.
Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.

© 2023 GAEA Technologies Ltd.



Chapter 3 Questionnaires 77

3.1.3.5 Adding and Editing a Combo Box

E This is used to add a combo box. Combo boxes are used to select text from a drop-down list. To
add a combo box, click on the Add Combo Box button and then click on the preview where you want the
control to be placed. Or to to edit an existing control click it.

- Question Type Editor [Test] - O
h A= 4 2EBF ¢ B HE S B x E-a2E

Cnntrol:|CDmboBux1 j O

Properties l ..............................................

Mame ComboBoxl (b (Jeaaaaaas

Caption Select Counkry: .............. B C I

Width sam b

g2 e T T T T T T e

Left L2

Top 64 O
Label Position |Left O

Ikems Countries [ Tttt

After a combo box has been added or selected for editing, the control properties will be shown on the left
sidebar. The following properties can be edited:

Name: This the uniqgue name of the control. The name cannot contain any spaces.
Caption: This is the text to display for the caption of the control.

Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.
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3.1.3.6

Label Position: This is used to select position of the caption relative to the control.

Items: This is used to select the items displayed in the combo box. The items are selected from the
macro sections. Prior to setting up the question type a macro sectionl 31 should be added for the combo

box.

Adding and Editing a Date Picker

s This is used to add a date picker. Date Pickers are used to select a date for the question type. To
add a date picker, click on the Add Date Picker button and then click on the preview where you want the

control to be placed. Or to to edit an existing control click it.

Control: IDatePickerl

Propetties |

Mame

DakePickerl

Caption

[ate:

Width
Height
Left
Taop

Label Paosition

120
21

64
Left

W ok I

X cancel |

After the control has been added or selected for editing, the control properties will be shown on the left

sidebar. The following properties can be edited:

© 2023 GAEA Technologies Ltd.



Chapter 3 Questionnaires 79

Name: This the unique name of the control. The name cannot contain any spaces.
Caption: This is the text to display for the caption of the control.

Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.

Label Position: This is used to select position of the caption relative to the control.

3.1.3.7 Adding and Editing a List Box

This is used to add a list box. List boxes are used to select text from a list. To add a list box, click
on the Add List Box button and then click on the preview where you want the control to be placed. Or to
to edit an existing control click it.

4

[HAmdHErF e SEMEE||R D & T 04wt ||RX[E =t H

Control: IListBuxl j

Propetties |

Mame | ListBox1

United States
width |232 Canada

: Australia
Height | 352 Algeria

Left 112 American Samoa
andorra
Top |64 Angola
Anguilla
bl | - L ries AntiguayBarbuda
Argentina
Armenia
aruba
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Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados
Belarus
Belgium
Belize

Eenin
Bermuda
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3.1.3.8

After a list box has been added or selected for editing, the control properties will be shown on the left
sidebar. The following properties can be edited:

Name: This the unique name of the control. The name cannot contain any spaces.
Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.

Items: This is used to select the items displayed in the list box. The items are selected from the macro
sections. Prior to setting up the question type a macro sectionl s3" should be added for the list box.

If a caption is desired for the list box, it can be added as a label in a separate control.

Adding and Editing a Checkbox

v . .
g This is used to add a checkbox. Checkboxes are used to select one or more items. Checkbox
controls can not be added if the question type already contains radio button group controls.

To add a checkbox, click on the Add Checkbox button and then click on the preview where you want the
control to be placed. Or to to edit an existing control click it.
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- Question Type Editor [Test] - ':'
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COuestion? | L L LI
Pmpertiesl :.QTJ?S.I.DF.I.::::::::::::::::::::::::::::::::::::::::::::::
Name CheckBox1 i N hedktoseeet MIliiliiiiiiiiiiiiiiiin
Caption Check ko Select S0 PN 1 bl D
width 120 R
o1 i R
E SRR R R
Top [} S
Justification | Right R
Checked |False R R RN E R
J (o] x Cancel | ? Help

After a checkbox has been added or selected for editing, the control properties will be shown on the left
sidebar. The following properties can be edited:

Name: This the unique name of the control. The name cannot contain any spaces.

Caption: This is the text to display for the caption of the control.

Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.

Justification: This is used to select the justification for the label.

Checked: This is used to set the default checked state of the control.
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3.1.3.9

Adding and Editing a Radio Button

&

This is used to add a radio button. Radio buttons are used to select one item from sewveral

items.Unlike checkboxes only one radio button can be selected at a time. To add a radio button, click on
the Add Radio Button button and then click on the preview where you want the control to be placed. Or

to to edit an existing control click it.

h Ar- d2EBF & § B #E & Bx BE-x2E

Control: |Rau:|iu:uButtu:un1
Properties }

Mame RadioButtonl

Caption Check ko select

=]

Question Type Editor [Test] - 0

Width 1z20

Height 17
Left 152
Top ja)

Justification |Right
Checked False

After a radio button has been added or selected for editing, the control properties will be shown on the
left sidebar. The following properties can be edited:

Name: This the uniqgue name of the control. The name cannot contain any spaces.

Caption: This is the text to display for the caption of the control.

Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.
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Justification: This is used to select the justification for the label.

Checked: This is used to set the default checked state of the control.

3.1.3.10 Adding and Editing a Radio Button Group

2]
2 This is used to add a radio button group. Radio button groups can be used to select one item from

each group. Radio button groups can not be added if the question type already contains checkbox
controls.

To add a radio button group, click on the Add Radio Button button and then click on the preview where
you want the control to be placed. Or to to edit an existing control click it.

]
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Control: IRadiDGrDupl j

Propetties |

Mame |RadioEroupl
Caption |Radio Group
width | 168 T
Height |168
Left 1258 oo
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Columns |1

I
— Three
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After a radio button group has been added or selected for editing, the control properties will be shown on
the left sidebar. The following properties can be edited:
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Name: This the unique name of the control. The name cannot contain any spaces.
Caption: This is the text to display for the caption of the control.

Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.

Columns: This is the number of columns of items in the group.

Items: This is used to set the items in the group. When this is clicked on a list is displayed that can be
used to add and edit the items.

3.1.3.11 Adding and Editing a Checkbox List

[
¥ This is used to add a list of check boxes. Checkbox lists can be used to select one or more items

from a list. The list of selected items can then be displayed in the report.

To add a checkbox list, click on the Add Checkbox List button and then click on the preview where you
want the control to be placed. Or to to edit an existing control click it.
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After a checkbox list has been added or selected for editing, the control properties will be shown on the
left sidebar. The following properties can be edited:

Name: This the unique name of the control. The name cannot contain any spaces.

Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.

Format: This is used to select how the list of selected items is displayed in the report. The selected
items can be displayed with bullets, numbers, or just the item name (none)..

Items: This is used to set the items in the list. When this is clicked on a list is displayed that can be

used to add and edit the items.
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3.1.3.12 Adding and Editing a Table

=== This is used to add a table. Tables are used to enter table data in columns and rows. To add a
table, click on the Add Table button and then click on the preview where you want the control to be

placed. Or to to edit an existing control click it.

Question Type Editor [A1]
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After a table has been added or selected for editing, the control properties will be shown on the left
sidebar. The following properties can be edited:

Name: This the unique name of the control. The name cannot contain any spaces.

Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.

Fixed Column: This is used to select whether there is a fixed column at the top of the table.
Fixed Row: This is used to select whether there is a fixed row at the left of the table.

Fixed Color: This is used to select the background color of the fixed column or row.

Border: This is used to select the line style for the border of the table. The border line for the table will
be a solid single line in the response preview, but will be shown as selected in the merged Word report.

Column Count: This is used to specify the number of columns in the table.
Row Count: This is used to specify the number of rows in the table.

Columns: This is used to specify the columns in the table. When this property is clicked the columns
form is displayed.

Rows: This is used to specify the row headings in the table if there is a fixed column. When this property
is clicked the rows form is displayed..

Criteria: This is used to specify if there are any criteria being entered in the table. When this propenty is
clicked the criteria form is displayed.

Units: This is used to specify if there are any units being entered in the table. When this property is
clicked the units form is displayed.
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3.1.3.12.1 HEditing Table Columns

. Column Header ‘ Width | Alignment Right Line Edit Type Combo Items

1 A 212 Center Dotted

2 B 106 Center Dashed String
3 C 106 Center Dot Dash String
4 D 105 Center Single String
5 E 105 Center Double String
5] F 105 Center String

o OK x Cancel | ? Help

For each column in the table the following can be specified:

Header: This is used to specify the text for the fixed row at the top of the column. If there is no fixed row
in the table this field will not be shown.

Width: This is the relative width in pixels. The width of the first column will be automatically adjusted to
take up the remaining table width based on the other column widths.

Alignment: This is used to select the horizontal alignment of text in the column.

Right Line: This is used to select the line style for the right side of the column. The column line for the
table will be a solid single line in the response preview, but will be shown as selected in the merged
Word report. The right line style for the last column can not be selected since it represents a border for
the table.

Edit Type: This is used to select the type of information that can be entered in the column (String, Date,
Time, Float, Integer, or Combo List).

Combo Items: If the Edit Type is Combo List the type combo items can be selected. The combo items
are the macro sections[s31 previously specified. When entering information in the response for the table
the text can be selected from the text macros in the macro section.
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3.1.3.12.2 HEditing Table Rows

=
&

Fow Header Bottom Line
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2 2 Double
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7 7
& CK X cancel | ? belp

For each row in the table the following can be specified:

Header: This is used to specify the text for the fixed column at the left of the table. If there is no fixed
column in the table this field will not be shown.

Bottom Line: This is used to select the line style for the bottom side of the row. The row line for the
table will be a solid single line in the response preview, but will be shown as selected in the merged

Word report. The bottom line style for the last row can not be selected since it represents a border for
the table.

3.1.3.12.3 Hditing Table Criteria

| W Specify Criteria

(* Row (" Column
Raow: |3 =
W COK X cCancel | ? Hebp
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A row or column can be used to specify numerical criteria for the table. In subsequent rows or columns
any numerical value greater than the criteria is considered an exceedence and will be displayed with a
different background color and/or bold font[ 1",

The following can be specified on this form:
Specify Criteria: Check this box to specify criteria for the table.
Row or Column: Select whether the criteria is in a row or a column.

Row/Column: This is used to specify which row or column will contain the criteria.

3.1.3.12.4 HEditing Table Units

3.1.3.13

| [# Specfy Units

" Fow {*" Column

Caolumn: |2 =

\/ oK x Cancel | ? Help

A row or column can be used to specify units for the table. When the table is being completed as part of
a response, the first units specified in either the units row or column will be automatically entered for the
remaining rows or columns making data entry quicker and easier.

The following can be specified on this form:

Specify Units: Check this box to specify units for the table.

Row or Column: Select whether the units is in a row or a column.

Row/Column: This is used to specify which row or column will contain the units.

Adding and Editing a Table Control

= This is used to add a table control. Table controls are used to control the number of rows or

columns in a table. To add a table control, click on the Add Table button and then click on the preview
where you want the control to be placed. Or to to edit an existing control click it.
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After a table control has been added or selected for editing, the control properties will be shown on the
left sidebar. The following properties can be edited:

Name: This the unique name of the control. The name cannot contain any spaces.
Caption: This is the text to display for the caption of the control.

Width: This is the width of the control in pixels.

Height: This is the height of the control in pixels.

Left: This is the left position of the control in pixels from the left edge.

Top: The is the top position of the control in pixels from the top edge.

Label Position: This is used to select position of the caption relative to the edit box.
This is used to select the table to control.

Table to Control:

Control Type: This is used to select whether to control the number of rows or columns in the table.
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3.1.3.14 Aligning Controls

These buttons are used to align two or more controls as follows:

I= This is used to align the left sides of the selected controls.

=l This is used to align the right sides of the selected controls.

e

This is used to align the centers of the selected controls.

=
=
=1

This is used to align the tops of the selected controls.

=
=
=

This is used to align the bottoms of the selected controls.

ul This is used to align the middles of the selected controls.

3.1.3.15 Spacing Controls

3.1.3.16

3.1.3.17

3.1.3.18

3.1.3.19

These buttons are used to space two or more controls as follows:
This is used to space the selected controls evenly horizontally.
% This is used to space the selected controls evenly vertically.

Copying a Control

2 This is used to copy a control. After selecting a control, click this button to place a duplicate of the
control underneath it.

Deleting a Control

x This is used to delete the selected control.

Changing the Grid
Eq -

This is used to select the grid spacing of the form. There can either be a 4x4, 8x8, or no grid.

Setting the Tab Order

=1 This is used to specify the tab order of the controls. The tab order is used to specify which control is
mowved to when the tab is pressed when entering the data for the question. When this button is pressed
the Edit Tab Order form is displayed and the order of the controls can be adjusted using the up down
arrows.
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COmpany
Firsk Mame
Last Mame
Cffice Mumber
Cell Murnber

Ernail Address
Address1
Sddressz
ity

State

Counkry

3.1.3.20 Saving the Question Type

= This button is used to save the question type.

3.14 Deleting a Question Type

To delete a question type, select Tools > Question Types > Delete. The Delete Question Type form will
be displayed. Select the question type to delete then press the Ok button.
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3.1.5

Tarne

Blank.

Buildings

Carmpany Info

Contact Info

Description

Full Cantack Info

List

Multiple Chaice (3 Responses)
Multiple Chaice (4 Responses)
Multiple Chaice (5 Responses)
Murnerical Spin Conkral

PCEs

Property Use

Property Use and Adjoining Property Lse

Size of Property
Storage Tanks
Wells

Yes/MNo

¥es/Mo Subject/Adjoining/Surrounding Property

Yes/Mao if ves describe

Template

5 IS I I I I I I N I I I I e | 3 (N I I I

Preview

Cuestion?

Corpany: |

Fitst Narre:l

Last Marme: I

Cffice Marber: I
Cell Muriber: I

Ernail Addrezs: I

Address: I

byt |

Fate Provine: I

Countrys I

ZIPFostal Code: |

Exporting a Question Type

o oK I X cancel |

To export a question type to an XML exchange file select Tools > Question Types > Export. The Select
Question Type form will be displayed. Select the question type to export then press the Ok button.
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Marne Template o || [Freview

Blank

Buildings

Carmpany Info

Contact Info

Description

Full Contack Info

List

Multiple Chaice (3 Responses)
Multiple Chaice (4 Responses) Preview not availble
Multiple Chaice (5 Responses)

Murnerical Spin Conkral

PCEs

Property Use

Property Use and Adjoining Property Lse
Size of Property

Storage Tanks

W'ells

Yes/MNo
¥es/Mo Subject/Adjoining/Surrounding Property

5 IS I I I I N G N N I I I I R | |

Yes/Mao if ves describe

X cancel |

3.1.6 Importing a Question Type

To import a question type from an XML exchange file, select Tools > Question Types > Import. The
Import Question Type form will be displayed where the XML exchange file can be selected.
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Organize » MNew folder
# Links &~
[@ Local Settings E
S Music :
@ My Document: E
[ MetHood g
& OneDrive DwinlData
=| Pictures

@ PrintHood
@ Recent
& Saved Garnes
& Searches
@ SendTo
@ Startbenu
@ Templates
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"M This PC
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File narne:

Import Question Type

w
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Search Ternp P
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Select afile
to preview,
v | |Import Files (*xml) v
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3.2 Creating and Editing Questionnaires

Typically, a questionnaire will adhere to a national standard such as the CSA or ASTM standards.
Howewer, abbreviated questionnaires may be created and used in some situations. After a questionnaire
has been created it can be used to generate numerous reports.

3.2.1 Creating a Questionnaire

To create a new questionnaire either click on the New button then select Questionnaire or select File >
New > Questionnaire when no project is opened. The New Questionnaire form below will be displayed.

El Open Questionnaire - O
Mozt Recent Questionnaires
& Mame Standard # Questions Report Template
ASTM Phase I ESA ASTM E1527-21 2 ASTM Phase 1E1527-21 Report Template
ASTM Phase II ESA ASTM E1903-19 99 ASTM Phase II E1903-19 Report Template
Phase [ ESA Proposal ASTM E1527-21 9 Phasze [ Proposal Report Template

All Questionnaires

£ Mame Standard # Questions Report Template

ASTM Phase [ ESA ASTM E1527-21 ASTM Phase 1E1527-21 Report Template
ASTM Phase 11 ESA ASTM E1903-19 a9 ASTM Phase I E1903-19 Report Template
Phase I ESA Proposal ASTM E1527-21 g Phase I Proposal Report Template

J Open I x Cancel | ? Help

The following information can be entered on this form:

Name: This is the unique name of the questionnaire. To see a list of existing questionnaires click on the
Existing tab.

Standard: This is the standard used for the questionnaire. Such as, CSA or ASTM.
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3.2.2

3.2.3

Report Template: Select the report template from the list.

After the abowe information has been entered press the Ok button to create the questionnaire. Once the
questionnaire has been created the sections, sub-sections, and questions can be created and edited as

described in the sections below.

Opening a Questionnaire

To open an existing questionnaire either click on the Open button then select Questionnaire or select
File > Open > Questionnaire when no project is opened. The Open Questionnaire form below will be
displayed.. Select the desired questionnaire and press the Open button.

- Qpen Questionnaire

-]

Most Recent Questionnaires

Mame Standard

Tesk Queskions

# Questions

Report Template

Test Questions Report Template

s Marne

13 Phase [ ESA
ASTM Phase I ESA ASTME 1527-00
ASTM Phase IIESA ASTME 1903-97a

Test Questions sk 22

287
105

Repart Template
A5TM Phase 1 15
Sample Phase TESA Report Template

3 Report Template

Sample Phase I1 ESA Report Template
Test Questions Report Template

& Open I x Cancel |

? Help

Editing a Questionnaire

After a questionnaire has been created or opened it will be displayed as shown below. A tree view will be
displayed showing the sections, subsections, and questions specified in the questionnaire.

© 2023 GAEA Technologies Ltd.



Chapter 3 Questionnaires 99

B 4 B X & & (=] 0 ] B o

3
Queston | Edt Copy Delete Check  Reficsh Tenplste  Blnk | Sove  Saveds  Close

4 at egular inervals? I not descibe,

. whal ype of
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At test pitogs included i Appendic 17
Erer any addional comments about the test pits?

i
[ Appendices

Sections in the tree view 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 clicking 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 sections/[iof) and
subsections[102) can be edited as described in the sections below.

Questions can also contain sub-questions that can be shown be clicking beside the question. A
question can be edited by double-clicking on the question or highlighting the question then selecting Edit
from the popup menu. The editing of a question is described in the Editing Questions[102] section below.

At the top of the questionnaire form there are buttons for the following:

This button is used to edit the general information[0) for the questionnaire.

#Y This button is used to find text[w within the questions.

4 This button is used to add a sectionl10f). The button will only be enabled when the top node
showing the questionnaire name in the tree is selected. The section will be added at the bottom of the
sections.

= This button is used to add a subsection[02). The button will only be enabled when a section is
selected. The subsection will be added at the bottom of the section.

This button is used to add a question[102. The button will only be enabled when a subsection or
question is selected. If a subsection is selected the question will be added at the button of the
subsection. If a question is selected the new question will be added as a sub-question.
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7 This button is used to edit the selected sectionlio1), subsection[e2), or questionl102). The button is
only enabled when a section, subsection, or question is selected.

2 This button is used to copy a question[i02l. This button is only enabled when a question is
selected.

& This button is used to paste a question[102] that has been previously copied/ This button is only
enabled when a question has been copied.

x This button is used to delete a sectionll_oﬁ, subsection@'ﬁ, or guestion@'ﬁ.

& This button is used to check the_keyword usagelios).

—
This button is used to refresh the keywords from the report template. This can be used after the
report template has been edited and saved to refresh the list of keywords available to be assigned to the

report section[103) of a question.

K
3 This button is used to open the report template in Microsoft Word.
- This button is used to create a blank guestionnaire form [110).

= This button is used to save the questionnaire.

£
= This button is used to save the questionnaire with a different name[u1).

= - . o
This button is used to close the questionnaire.

3.2.3.1 Editing General Information

The general information for the questionnaire can be edited using the Edit General Information button or
selecting Edit > General. The General Information form will then be displayed. This form is used to
specify the standard and report template used for the questionnaire.
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|nformation l

Repart Templates

45T Phase | EG4

Standard: [45TM E1527-21

£ Feport Templates
ASTM Phase II E1903-12 Report Template
Phase I Proposal Report Template

ASTM Phase 1E1527-21 Report Template

& 0K X Cancel | ? Help

3.2.3.2 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.

4 Adding a Section

To add a new section select the questionnaire name at the top of all the sections, then either click on
the Add Section button on the toolbar or select Edit > Add Section. 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.

iy

Renaming a Section

The name of a section can be changed by double-clicking on the section or by highlighting the section
and then clicking on the edit button on the toolbar or selecting the Edit > Edit. The new name of the
section can then be entered in the input box.

T4

Moving a Section

Sections can be moved up or down by selecting the section and then clicking on the up or down arrows
on the toolbar.
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3.2.3.3

3.234

x

Deleting a Section

To delete a section, select the section and then click on the Delete button on the toolbar or Edit >
Delete. When a section is deleted all of the subsections and questions within the section will also be
deleted.

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.

[ Adding a Subsection

To add a new subsection select the section, then either click on the Add Subsection button on the
toolbar or select Edit > Add Subsection. 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.

7

Renaming a Subsection

The name of a subsection can be changed by double-clicking on the subsection or by highlighting the
subsection and then clicking on the edit button on the toolbar or selecting the Edit > Edit. The new name
of the subsection can then be entered in the input box.

T4

Moving a Subsection

Subsections can be moved up or down by selecting the subsection and then clicking on the up or down
arrows on the toolbar.

x Deleting a Subsection

To delete a subsection, select the subsection and then click on the Delete button on the toolbar or Edit
> Delete. When a subsection is deleted all of the questions within the subsection will also be deleted.

Editing Questions

The questions of a questionnaire are grouped into subsections. A subsection can have any number of
questions.

Adding a Question

To add a new question select the subsection or question, then either click on the Add Question button
on the toolbar or select Edit > Add Question. The button will only be enabled when a subsection or
question is selected. If a subsection is selected the question will be added at the button of the
subsection. If a question is selected the new question will be added as a sub-question. A new question
will be created with the name New Question. The name of the question is the text from the question itself
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and will be changed when the new question is edited. After the question has been added it will be
opened for editingl0s).

7

Editing a Question

A question can be edited by clicking on the Edit button on the toolbar. The button is only enabled when a
section, subsection, or question is selected. The editing of a question is described in the section[1os!
below.

2 Copying a Question

A gquestion can be copied by selecting it and clicking on the Copy button. It can then be pasted into the
guestionnaire using the Paste button. This button is only enabled when a question is selected.

& Pasting a Question

After a question has been copied, it can be pasted into the questionnaire using the Paste button. This
button is only enabled when a question has been copied.

T i

Moving a Question

Questions can be moved up or down by selecting the question and then clicking on the up or down
arrows on the toolbar. Questions can also be sub-questions of a question by moving them to the right
using the right arrow on the toolbar. If a question is a sub-question it can be mowed to the left using the
left arrow and will no longer be a sub-question.

x

Deleting a Question

To delete a question, select the question and then click on the Delete button on the toolbar or Edit >
Delete.

3.2.3.4.1 HEditing a Question

To edit a question double click on the question. 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. The guestion[s] tab is
used to specify the question type and question and the report[i0d] tab is used to specify the text that will
be inserted into the report during the merging of the report responses and report template.
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-]

-
Questionnaire: Test Questions
Section: Questions

Subszection: Section 1 [~ Section Replacement

Report Section: | Dezcription ﬂ

[uestion l Responze ]

Question Type: | Description ﬂ Preview

[uestion

Description?

M 4 » M

Section Replacement

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.

Report Section

At the top of the form 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
selected the results of the question will not appear in the report.

Question Selection

At the bottom of the form there are buttons that can be used for the following:

14 Mowes to the first question (short cut key is Home)
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q Mowes to the previous question (short cut key is Page Up)
P Mowes to the next guestion (short cut key is Page Down)

M Movwes to the last question (short cut key is End)

The question tab is used to specify the question type and question.

_ oI

Questionnaire: Tezt Questions
Section: Questions

Subsection: Section 1

[~ Sechion Replacement

Report Section: I M3

=

[uestion

uestion I Responze |

[uestion Type: I Multiple Choice [3 Responses)

j Preview |

Multiple Choice 37

Choice 1 one
Chnice 2 b
Choice 3 three
M 4 b M

The following can be specified on this tab:

Question Type: 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
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type can then be selected from the list of question types. The Preview button on the right can be used to
display a preview of the question type. If the question type is multiple choice, input boxes will be added
to the bottom of the tab for the possible choices. Enter the text for each of the choices in these input
boxes.

Preview: Press the preview button to see a preview image of the question type.

Question: This is the text that is displayed on the Questionnaire form and on the Question form when
entering report responses.

Multiple Choice: For multiple choice question types this is used to specify the choice nhames.

The response tab is where you select a response for the question and enter the text associated with the
selected response.

Questionnaire: Test Questions
Section: Hew Section

Subszection: New Subzection ¥ Section Replacement

Report Section: IYes!no ;I

Question Fesponse I

IHelet Rezponge: IYES j Insert =

I Mext Question: I j

ORFESECE PRI EE

M4 » M

The following can be specified on this tab:
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3.2.35

Report Response: This is used to select a response from a list of responses. 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 question type there would be 3 responses.

Next Question: If the question type has radio buttons, a radio button group, or checkboxes and there
are sub-questions to this question, this is used to select which sub-question to go next when this
response is selected.

Insert: The Insert button allows for the insertion of text that was entered when the question was
answered. For example, this text could be entered as the “Description” or as “Additional Information” for
the question. When the Insert button is pressed a list will be displayed showing the types of text that
could be entered with the question. This list will depend on the question type. To include the text entered
for 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.

Text Input Box: 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. When creating
bulleted or numbered text at least one line of normal text must be inserted first.

Organizing Questions

In addition to being organized under sections and subsections, questions can also be sub-questions of a
question. Sub-questions can be used to select which question will follow the answer for a branched
question. Branched questions include radio buttons or checkboxes. The number of branches depends on
the number of radio buttons or checkboxes. The assignment for the next question in a branch is
specified on the Response| 106! tab.

For example, if the question has a yes or no answer, one sub-question can be assigned for a yes answer
and another sub-question can be assigned for the no answer.

EIQ’ R adiobuttons
. El ez or No Question
B[ Answer yes ar na to thiz question?
E Specify the information for a yes answer.
Specify the infarmation far a no answer.

Another example would be a multiple choice question using checkboxes where each sub-question is
used to specify the information for each selected checkbox.

El@ Checkboxes
=g Multiple Choice
BB Select the choices for this question”?
Specify the infarmation for choice 1.
Specify the infarmation for choice 2.
Specify the infarmation for choice 3.
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3.2.3.6

Sub-questions can also have sub-questions, this can be used when there are multiple sub-questions for
one branch.

-4 Radiobuttons

E| es or Mo Question
E- B Answer yes ar no ta this question?
E| Specify the information for a pes answer.
- Specify additonal information for the pes answer.
= Specify the information for a no answer.
b Specify additional information for a no answer,

Below is an example used in the ASTM Phase Il ESA questionnaire. In this example, if test pits were
excavated a list of tests pits is specified and then additional questions are asked about the test pits.

-4 General
-4 Backgiound

E|Q Asseszment Activities

B Test Pits
E- B “Were any test pits excavated? |f pes, how mary?
- List the test pits excavated:
Were sail samples recovered at regular intervals? 1f not dezcribe.
- “Were the soil samples analwsed for combustible vapour concentrations? If yes, what tppe of equipment waz uzed.
----- Are test pit logs included in Appendis <17
----- Enter arny additional comments about the test pits?
EI-- Test Borings
=B Were any barings drilled? If yes. haw many?
B[ List the barings driled:
Dezcribe how the oil samples were collected?
2 “were the zoil zamplez from the borings analpzed for combustible vapour concentrations? If yes, what type of equipment was uzed.
2 Are the boning logz included in Appendix #17
----- Enter arny additional comments about the borings?
H- IIE onitoring Well Installations
7By Other Activities
1B Soil Chemical Analyses
o8y Groundwater Chemical Analyzes
-y Other Chemical Analyzes

-- Scope of Assessment
[

Frm O W W

-4 Evaluation of Fesults
-4 Comclusions and Recommendations
I:I--Q Figures and Appendices

Finding Text

Text within questions can be located using the Find button or selecting Edit > Find. The Search form will
then be displayed.
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Text to find:

Search

-] |

Search In

[~ Report section

Options

[ Casze sensitive

[~ Report Test [ Whaole words only
[ Question
Huestion | Mumber | Text Found

2% Find | X Cloz= |

? Help

The following can be specified on this form:

Text to find: This is used to specify the text to search for.

Report section: Check this box to search for the text in the report section of questions.

Question: Check this box to search for the text in the question part of questions.

Case sensitive: Check this box to make the search case sensitive.

Whole words only: Check this box to limit the search to whole words only.

After the text and options have been specified, press the Find button to display the results of the search.
The questions containing the specified text will be listed in the table. A question in the table can be
opened by double-clicking on it in t he table.

3.2.3.7 Checking Keyword Usage

Bl

When designing a questionnaire it can be helpful to know what report sections (keywords) in the report
template have not been used and what questions have not been assigned a report section (keyword). To
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display a list of unused keywords and unassigned questions, click on the Check Keywords button on the
toolbar or select Edit > Check Keyword Usage.

The report sections [kewwords) below hawe not been used by the guestionnaire.

City

Client Admin Proceedings

Client Facility Responze Planz

Client Gov Motice

Client Hazardous ‘waste MNotices
Client Prepared Plans

Client Property Litigation

Client Spill Rezponze Plans

Client Yiolation Motices

Site Manager Contral Plan Answer
Site Manager Prevention Plan snswer
Site Manager Responze Plan Answer
State

Street Address

ZIFP

The questions below have not been azzigned a report section [kewward)

Was gite-specific phezical zetting information reviewed?

Did you interview an occupant of the property?

[id pou interview a second occupant of the property?

[id pou inkerview a third occupant of the property’?

[id pou inkerview a fourth occupant of the property’?

Did pou inkerview a government afficial’?

Did you interview a second gavernment official?

Did pou inkerview a third government official?

[id pou inkerview a fourth government official?

Did pou inkerview any other person’?

Did you interview a zecond other perzon’?

Did pou inkerview a third other person?

Did pou inkerview a fourth other person’?

|z the zite manager different than the current owner’?

|z the current owner different than the User

What method was used for the search?

Do wou knows of any of the following documents for the property exizt and whether copies can be provided for reviews within ream
Do wou knows of any of the following documents for the property exizt and whether copies can be provided for reviews within ream
Ervironmental site aszessment reports’?

\/ (] ? Help

3.2.3.8 Creating a Blank Questionnaire Form

O

The questionnaire can be used to create a blank form that can be used to collect the data remotely by
clicking the Create Blank Questionnaire Form button on the toolbar or selecting Edit > Create Blank
Questionnaire. The Create Blank Questionnaire form will be displayed.
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Huestionnaire: ITest [Questions

—MNumbering
f* Mumbers " Mo Mumbers
—Line Spacing
{~ Single Spaced {+ Double Spaced
—T able WWidth
width: |5_5 i |nches
" Milimeters

Blank, Farm Mame

Create |

The following can be specified on this form:

Numbering: Select whether to number each question in the questionnaire.
Line Spacing: Select whether the questions should be single or double-spaced.
Table Width: This is used to specify the width of the tables in either inches or millimeters.

Blank Form Name: This is used to specify the file name for the blank form.

3.2.3.9 Copying a Questionnaire

2R

To copy the questionnaire sawe it as a new questionnaire with a different name by clicking on the SaveAs
button. The Save Questionnaire As form below will be displayed, where you can enter the unique name,
standard and select the report template of the new copied questionnaire. To make it easier to specify a
unigue name a list of existing questionnaire is displayed on the Existing tab.
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Save Questionnaire As
Mew | E:-:istingl

Repart Templates

M ame: I

Standard: |x-‘«STM E1527-21

£ Feport Templates
ASTM Phase II E1903-12 Report Template
Phase I Proposal Report Template

ASTM Phase 1E1527-21 Report Template

& 0K X Cancel | ? Help

3.24 Deleting a Questionnaire

A guestionnaire can be deleted by selecting File > Delete > Questionnaire when no questionnaire is
open. The Delete Questionnaire form will be displayed where the questionnaire can be selected and then

deleted by pressing the Delete button.
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El Delete Questionnaire

Most Recent Questionnaires

Standard
ASTM E1527-21

£ MName

# Questions

Report Template
ASTM Phasze 1E1527-21 Report Template

ASTM Phase I ESA

a9 ASTM Phase I E1903-19 Report Template

ASTM Fhase I1 ESA ASTM E1503-19

Phase I ESA Proposal ASTM E1527-21 g Phase I Proposal Report Template
Al Questionnaires

s MName Standard # Questions Report Template

ASTM Phase 1 E1527-21 Report Template

ASTM E1527-21
ASTM E1903-19
ASTM E1527-21

ASTM Phase I ESA

ASTM Phase II ESA
Phase I ESA Proposal

ag ASTM Phase II E1903-19 Report Template
9 Phase I Proposal Report Template

x Cancel | ? Help

¢ Delete I

3.25 Exporting a Questionnaire

To export a questionnaire to an XML exchange file, open the questionnaire then select File > Export >
Questionnaire. The Export Questionnaire form will be displayed and is used to specify the name of the

export file.
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@ - 4 .H b This PC » Data (D) » Temp AN} Search Temp

Organize » New folder
|B husic
@ My Documents
@ MetHood
s OneDrive

|E| Pictures

7 PrintHood

DrvnlData

[ Recent
|B Saved Games
m Searches
[ SendTo
7 Starthdenu
@ Terplates
|i Widens
1% This PC
Libraries

File name:

Save as type | Export Files(*xml}

(& Hide Folders

3.2.6  Importing a Questionnaire

Questionnaires that have been previously exported to XML exchange files, can be imported by selecting
File > Import > Questionnaire when no project is open. The Import Questionnaire form will be displayed
and is used to select the XML exchange file.

@ - 1 h b This PC » Data (D) » Temp v G Search Termp

Organize = Mew folder

L@ Links A

[ Local Settings |
Lﬂ husic

7 My Docurments

@ MetHood

& OneDrive DunlData

LEI Pictures

7 PrintHood

Select a file

(2! Recent to preview.

Lﬁ Saved Games
._i’ Searches
[ SendTo
[7 Starthdenu
7 Templates
j Wideos
1M This PC
o4 Libraries v

File name: v| |Imp0rt Files (*axml) v|

| Open | | Cancel |
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3.2.7 Importing a Pocket ESA Questionnaire

Prior to importing any Pocket ESA projects, the Pocket ESA questionnaires used by the projects should
be imported.

Questionnaires that have been exported from Pocket ESA can be imported by selecting File > Import >
Pocket ESA Questionnaire. An Import Pocket ESA Questionnaire file dialog form will be displayed to
select the questionnaire file to import. The exported Pocket ESA questionnaires are comprised of two
files with the ".gtn" and ".rpt" extensions. Select the ".gtn" file in the dialog form.
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Chapter 4 Projects

Projects are the primary building block of E-ASR and are used to encapsulate all the data in the
application. The sections below describe how to manage projects, import data into projects, and export
data from projects.
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4.1

41.1

Project Management

The initial display of E-ASR will consist of a basemap (or project list) and sidebars on the left and right.
The basemap shows your existing projects and any GIS data contained in the web map senice. To the
left of the basemap, the sidebar usually shows a list of your projects. And the right sidebar usually
shows a list of layers in the basemap and an index map. Prior to use projects must either be created or
imported. After this they can be selected from the basemap or sidebar and edited.

On the project tree sidebar, projects can be grouped into categories and subcategories. These groupings
can be used to sort projects by things such as year, office, and client. The creation and editing of these
categories and subcategories is described in the section on editing project categories 138 below. In
addition, the most recently opened projects are grouped at the top of the project tree.

Projects can be assigned to a category or subcategory when they are created[8) or edited.

Creating a Project

There are two types of projects, georeferenced or local. Georeferenced projects have GIS based
coordinates, normally in decimal degrees, and can be seen on basemaps.Whereas, local projects have
coordinates in feet or meters and are not shown on basemaps.

Georeferenced Project

If the project is to be georeferenced, the area of the basemap where the project is located should be
zoomed in on first before creating the project. To assign the project to a category or subcategory on the
project tree, highlight the category or subcategory first and then create the project. To create a new
georeferenced project either select File > New > Project > Georeferenced or click the New button on the
main toolbar and select Project > Georeferenced.

After this you will need to specify the boundaries of the project on the basemap. To do this click the left
mouse button at each of the points on the project boundary, then double click or right click when done.
Projects can be square or polygonal. The New Project form will then be displayed. This form has five tabs
for a georeferenced project as described in the sections below.

Local Project

To create a new local project either select File > New > Project > Local or click the New button on the
main toolbar and select Project > Local. The New Project form will then be displayed. This form has four
tabs for a local project as described in the sections below.
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4.1.1.1 Project Info Tab

Project Info | Eh:uunu:lar_l,ll Local I:::u:uru:linatesl Eategu:ur_l,ll
—Froject

Humber: I

Mame: I

[T Set password

—lient

D I M arme: I

—Addres

Address: I

City: I

State/Province: I

Country: I

Postal/ZIP Cade: |

¢ k. x Cancel | ? Help

The following information can be specified on this tab:

Project Number: This is the unique project number.

Project Name: This is the name of the project.

Set Password: Check this box to set a password for the project.
Password: If Set Password is checked the password can be specified,
Client ID: This is an optional client identification.

Client Name: This an optional client name.
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Address: This is the street address of the project.

City: This is the city of the project.

State/Province: This is the state or province of the project.
Country: This is the country of the project.

Postal/ZIP Code: This is the postal or ZIP code of the project.

4.1.1.2 Boundary Tab

This tab is shown for georeferenced projects only and used to specify the georeferenced boundary
points.

Mew Froject

Project Info Boundary l Local Ennrdinates] Eategu:ur_l,l]

Coordinate Svstem

{w G ogra ™ Projected Spztem
Geographic System: |WGS 34 [eps0:4326] j
Dizplay
(" Degrees Minutes Secondz f* Decimal Degrees

Boundary Paintz

Paink Longitude Lakitude | E )g ]
1 79691697 43,743865
z -79,6EE526 43,746019
3 79652154 43,743565 Lol
4 79,6E346 43.74051 ®,
5 79657117 43,739557 o
& 79691344 43,7415285 L atitude
-
-~

[dnitz: Decimal Degrees

/ k. x Cancel | ? Help
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The default coordinate system for georeferenced projects is the WGS 84 geographic system. Alternate
geographic or projected coordinate systems can be selected; howeer, the coordinates stored in the
database will be in the default system.

Coordinate System

Geographic System: Select this to specify the boundary in geographic coordinates.

Projected System: Select this to specify the boundary in projected coordinates.

Coordinate System: This is used to select the geographic or projected coordinate system.

Degrees Minutes Seconds: If the selected coordinate system is geographic, select this to specify the
coordinates as degrees, minutes, and seconds.

Decimal Degrees: If the selected coordinate system is geographic, select this to specify the
coordinates in decimal degrees.

Boundary Points

Longitude: Ifit is a geographic coordinate system, this is the longitude of the boundary point in either
decimal degrees or degrees, minutes, and seconds.

Latitude: Ifit is a geographic coordinate system, this is the latitude of the boundary point in either
decimal degrees or degrees, minutes, and seconds.

X Coordinates: If it is a projected coordinate system, this is the x coordinate of the boundary point.
Y Coordinates: Ifit is a projected coordinate system, this is the y coordinate of the boundary point.
Add Point: Press this button to add a point to the boundary.

Delete Point: Press this button to delete the selected boundary point.

4.1.1.3 Local Coordinates Tab

The information on the local coordinates tab will depend on whether it is a local or georeferenced project.

4.1.1.3.1 Georeferenced

If the project is a georeferenced project the map coordinates will be in decimal degrees. For display in 3D
local coordinates in either feet or meters will need to be assigned. Changing the local coordinates for a
project after it has been created is not advisable using this tab, since only project coordinates will be
changed and not the borehole or well coordinates. If it is necessary to change the coordinates after
boreholes or wells have been created the Assign Local Coordinates (137 function should be used.
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Mew Project

Project Info | Boundary  Local Coardinates l Eategu:ur_l,l]

Create Local Coordinates

Reference Corner
" Upper Left " Upper Right

= Lower Left " Lower Right

Reference Coordinate

# Coordinate for Corner: |D.EIEI

' Coordinate for Cormer: |D.EIEI

& 0K X Cancel | ? Help

The following information can be specified on this tab:

Local Units: Select either feet or meters.

Reference Corner: Select the corner of the project to use as a reference. The x and y coordinates
below will be assigned to this corner.

X Coordinate to Corner: This is the x coordinate of the reference corner.

Y Coordinate to Corner: This is the y coordinate of the reference corner.

4.1.1.3.2 Local

If the project is a local project the coordinates will be either feet or meters. Changing the local
coordinates for a project after it has been created is not advisable using this tab, since only project
coordinates will be changed and not the borehole or well coordinates. If it is necessary to change the
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coordinates after boreholes or wells have been created the Assign Local Coordinates|1371 function should
be used.

Mew Project

P[Diect Infa Local Coordinates ] I:ateggr_lrl l

Local Coordinates

Point X-Coordinate | Y-Coordinate | Local Units:
1 0 0 |Feet |
2 1000 0
3 1000 1000 -k‘o x*o
4 0 1000

& 0K X Cancel | ? Help

The following information can be specified on this tab:

Local Units: Select either feet or meters. These can only be changed when the project is created.
X-Coordinate: This is the x-coordinate of the boundary point.

Y-Coordinate: This is the y-coordinate of the boundary point.

On the right side of the tab there are buttons to add and delete points.
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4,1.1.4 Category Tab

4.1.2

4.1.3

Mew Project

F'ru:uieu:tlnfu:u] Eh:uunu:lar_l,l] Local Coordinates  Category

.,/ k. x Cancel | ? Help

Highlight the category or subcategory to assign the project to on the project tree.

Locating a Project

Georeferenced projects can be located on the basemap by clicking on the project in the sidebar and then
selecting Popup > Locate. The basemap will then be zoomed in so that the project can easily be
identified.

Opening a Project

Projects can either be opened by selecting them from a list or selecting them on the sidebar.

Selecting from the Sidebar
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To select the project from the sidebar either click on it once and then select Popup > Open or double-
click on the project on the sidebar.
Selecting from a List

To select the project from a list either select File > Open > Project or click on the Open button on the
main toolbar and select Project. The Open Project form below will then be displayed.

= Open Project = =

Project Mumber: || Find
Most Recent Projects Project ID
Project ID MNarme Marme:
Samples Samples Details
. Status:
All Projects _‘_:l "
Client [D:
Project ID Mame Client:
Samples Samples Date Created:

Date Modified:

& Open I X Cancel | ? Help

On the left of this form are lists of the most recently opened projects and of all the projects. On the right
side of the form the details of the highlighted project are shown, some of these details are not shown for
the most recent projects. At the top of the form is a toolbar that can be used to find a project by

specifying the project number. To select a project to open, highlight it and then click on the Open button.
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414 Editing a Project

If the project is georeferenced the GIS will show the selected web map senice and project boundary;
otherwise, for local projects only the project boundary is shown. The project is also used to create and
open report responses and reports.

The project information, local coordinates, category, and address can be edited by selecting Edit >
Project Information. The Project Information form will be displayed and can edited as described in

Creating a Project|118].

4.1.4.1 Working with Annotation

In addition to GIS data a variety of annotation can be added, edited, and deleted using the Edit menu or
Edit toolbar.

D - i::l' - .\:‘:I‘ - . r
Rectangles, polygons, polylines, and points can be placed anywhere on the project and used to show
and describe features of the project.

4.1.4.1.1 Rectangles
-
Adding

Rectangles can be added to the project using either Edit > Rectangles > Add or clicking on the Add
option of the Rectangle button menu. You will then need to draw the extents of the rectangle on the map
by clicking on one corner and then while holding down the mouse button move the mouse to opposite
corner and then release the button. After this the Edit Rectangle form below will be displayed.

Label: |reu:t A Font
| -5 Fill Color Border Position |

Left -8878860

™% Outline Color - Right -3878845
T 5348140.5
Outline Wwidth [ o

Bottom 5348130.5
Fil Type: |Trarsparent |

o Ok | X Cancel | ? Help

The following information can be specified on this form:

Label: This is an optional label for the rectangle.
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Fill Color: Click this button to adjust the color of the fill.

Outline Color: Click this button to adjust the color of the outline.
Outline Width: This is the width of the line used to draw the rectangle.
Fill Type: This is used to select the fill style, either solid or transparent.
Position: This is the position of the rectangle on the map.

Font: This is used to change the_font used for the labels[131). The same font is used for all annotation
(rectangles, polygons, polylines, and points) labels.

Editing

Existing rectangles can be edited using either Edit > Rectangles > Edit or clicking on the Edit option of
the Rectangle button menu. After this the rectangle to be edited should be clicked on, the Edit
Rectangles form abowe will then be displayed.

Deleting
Rectangles can be deleted using either Edit > Rectangles > Delete or clicking on the Delete option of the

Rectangle button menu. After this you will need to select the rectangle to delete by clicking on it with the
mouse.

4.1.4.1.2 Polygons

Cj‘ -
Adding

Polygons can be added to the map using either Edit > Polygons > Add or clicking on the Add option of
the Polygon button menu. You will then need to draw the vertices of the polygon on the map by clicking
on them with the mouse. After this the Edit Polygon form below will be displayed.
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Label: |F'|:|Ij,lgu:|n

™ Fil Color | | Border X | ¥
Point 1 -8873862.88 5348194.71
% Outine Color - Point 2 -8878858.12 5348200.23
Outinewidth: [T |Point3 -3378841.85 5348202.08
Point 4 -8878842.01 5348185.65
! Fill Type: |Salid ~| |points 387885828 5348184.27
[
o Ok X Cancel |

? Help

(The appearance of the form will differ slightly depending on if it is WinLoG or WinLoG RT)

The following information can be specified on this form:

Label: This is an optional label for the polygon.

Fill Color: Click this button to adjust the color of the fill.

Outline Color: Click this button to adjust the color of the outline.

Outline Width: This is the width of the line used to draw the rectangle.

Fill Type: This is used to select the fill style, either solid or transparent.

X and Y Position: This is the position of the points of the polygon.

Font: This is used to change the_font used for the labels[131). The same font is used for all annotation
(rectangles, polygons, polylines, and points) labels.

The buttons on the right side of the form can be used to add and remowve points in the polygon.

Editing

Existing polygons can be edited using either Edit > Polygons > Edit or clicking on the Edit option of the
Polygon button menu. After this the polygon to be edited should be clicked on, the Edit Polygons form

abowve will then be displayed.

Deleting
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Polygons can be deleted from the map using either Edit > Polygons > Delete or clicking on the Delete
option of the Polygon button menu. After this you will need to select the polygon to delete by clicking on

it with the mouse.

4.1.4.1.3 Polylines
i

Adding

Polylines can be added to the map using either Edit > Polylines > Add or clicking on the Add option of
the Polyline button menu. You will then need to draw the ertices of the polyline on the map by clicking
on them with the mouse. After this the Edit Polyline form below will be displayed.

Label: |F'|:|I_I,Iline

& Line Skle | ——

Border X | ¥ |
Point 1 -88785861.5 5348159.49
Point 2 -3875842, 16 5348194.71
Point 3 -3875841.85 53348171.38
Point 4 -3873856, 13 53348169.09

o Ok X Cancel |

A Font

? Help

(The appearance of the form will differ slightly depending on if it is WinLoG or WinLoG RT)

The following information can be specified on this form:

Label: This is an optional label for the polyline.

Line Style: This is the style of line used to draw the polyline.

X and Y Position: This is the position of the points of the polyline.

Font: This is used to change the_font used for the labels[31). The same font is used for all annotation
(rectangles, polygons, polylines, and points) labels.

The buttons on the right side of the form can be used to add and remowve points in the polyline.

Editing
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Existing polylines can be edited using either Edit > Polylines > Edit or clicking on the Edit option of the
Polyline button menu. After this the polyline to be edited should be clicked on, the Edit Polyline form
abowve will then be displayed.

Deleting

Polygons can be deleted from the map using either Edit > Polylines > Delete or clicking on the Delete
option of the Polyline button menu. After this you will need to select the polyline to delete by clicking on
it with the mouse.

4.1.4.1.4 Points
.
Adding
Points can be added to the map using either Edit > Points > Add or clicking on the Add option of the

Points button menu. You will then need to click on the center of the point on the map. After this the Edit
Point form below will be displayed.

Label: |F‘|:uint A Font
Point Type: |BDX j Point Size: |4

:‘} Fill Colar | ‘:} Outline Color | -

X Y |
LT e R 5345121, 33459957

W Ok X cancel | ? Help | |

il

(The appearance of the form will differ slightly depending on if it is WinLoG or WinLoG RT)
The following information can be specified on this form:
Label: This is an optional label for the point.

Font: This is used to change the_font used for the labels[131). The same font is used for all annotation
(rectangles, polygons, polylines, and points) labels.

Point Type: This is used to select the type of point (circle, box, cross, triangle up, triangle down,
triangle left, or triangle right).

Point Size: This is the size of the point.

Fill Color: Click this button to adjust the color of the fill.
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Outline Color: Click this button to adjust the color of the outline.

Position: This is the position of the point on the map.

Editing

Existing points can be edited using either Edit > Points > Edit or clicking on the Edit option of the Point
button menu. After this the point to be edited should be clicked on, the Edit Point form above will then be
displayed.

Deleting

Points can be deleted using either Edit > Points > Delete or clicking on the Delete option of the Point
button menu. After this you will need to select the point to delete by clicking on it with the mouse.
4.1.4.1.5 Label Font

The same font is used for all annotation (rectangles, polygons, polylines, and points) labels.

Label Font Font Preview
Somccir | [N |
" Ck ‘ X cancel ? Help ‘

The following information can be specified on this form:
Label Font: Click this button to change the font for the labels.

Outline Color: Click this button to change the outline color of the font. To specify no outline set the
outline color the same as the font color.

415 Deleting a Project

An existing project can be deleting by selecting File > Delete > Project. The Delete Project form below
will be displayed.
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4.1.6

{1

-

Delete Project

Project Mumber: ||

Find

Samples

Testl

Most Recent Projects
Project ID Marne
Samples Samples
Testl Testl
All Projects
Project ID Mamne

Samples

Testl

Praoject 1D
Marme:
Details
Status:

Client 1D:
Client:

Date Created:

Date Modified:

o Delete I X Cancel | ? Help

Georeferencing a Project

When projects are imported or created their spatial reference may not be known at the time of import.
Georeferencing specifies a spatial location on the basemap for the project. Georeferencing can either be

done manually or the location of the project can be located on the basemap.

To georeference a project make sure no project is open then select either Tools > Projects >
Georeference on Map or Tools > Projects > Georeference Manually. The Georeference Project form

below will be displayed where you can select the project to be georeferenced.
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4.1.6.1

_C |

Samples

Testl

= Georeference Project
Project Mumber: || Find
Most Recent Projects
Project ID Marne
Samples Samples
Testl Testl
All Projects
Project ID Mamne

Testl

Praoject 1D
Marme:
Details

Status:

Client 1D:
Client:

Date Created:
Date Modified:

o Select X Cancel
| |

? Help

On the left of this form are lists of the most recent projects and all the projects. On the right side of the
form the details of the highlighted project are shown, some of these details are not shown for the most
recent projects. At the top of the form is a toolbar that can be used to find a project by specifying he
project number. To select a project to georeference, highlight it and then click on the Select button.

The sections below describe the different methods for georeferencing a project.

Georeferencing to a Point

If the project is to be georeferenced to a point on the map you will then need to click on the basemap at
one of the corners of the project. After this the Georeference Project form below will be displayed.
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Georeference Project

Project Mumber; | Test] Project Mame; |TEEH

Comer |dentified on Map Corner location in decimal degrees

(" Upper Left i~ Upper Right

f* Lower Left i Lower Right

Map v: |43.69577509

Project Map Boundaries in decimal degrees

bk inirim & |-?9.51 264137 b axirriuirn |-?E|.5E|EE4?3?

Minimum - |43.6357 7509 Mawimum - |43.69324309

Project kMap Boundaries in local units

Minimun : |0 Mawimum ¢: |1584.31722459

Minimurn v |0 Mawimum 'v: [1262.77005519

/ ] x Cancel | ? Help

The following information can be specified on this form:

Corner ldentified on Map: This is the corner of the project that was used to identify the location on the
basemap.

Map X: This is the Xlocation, normally longitude, for the corner on the basemap.
Map Y: This is the Y location, normally latitude, for the corner on the basemap.

Local Project Units: This is the local units for the project. If the project has already been georeferenced
and is only being re-positioned this will not appear.

The following information can be viewed on this form:
Project Number: This is the project number.
Project Name: This is the project name.

Project Map Boundaries: These are the project's boundaries on the basemap in map and local units.
These boundaries will change as the corner identified on the map is changed.
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4.1.6.2 Georeferencing to an Area

If the project is to be georeferenced to an area on the map you will then need to click on the basemap at
one of the corners of the project and then while holding down the mouse button drag the cursor to the
opposite corner and release the button. After this the Georeference Project form below will be displayed.

Georeference Project

Project Mumber: |Test Project Name: |TESH

Project Map Boundaries in decimal degrees

Minirmumm »: |-79.57078341 M asimum »: |-79.57078941

Minimum - |43.71267922 Masimum v [43.71267922

x Cancel

tq
T
o
pm)

The following information can be viewed on this form:
Project Number: This is the project number.
Project Name: This is the project name.

Project Map Boundaries: These are the project's boundaries on the basemap in map units.

4.1.6.3 Georeferencing Manually

After the project has been selected. the Georeference Project form below will be displayed.
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Georeference Project

Project Mumber; | Test]

Corner |dentified on Map

(" Upper Left i~ Upper Right

f* Lower Left i Lower Right

Project Map Boundaries in decimal degrees

Minimum »: |-79.58617300

Minimum - |43.71339500

Project kMap Boundaries in local units

I ininmmn = ||:|

I inimum ' ||:|

Project Number: This is the project number.

Project Name: This is the project name.

Project Mame; |T est]

Corner location in decimal degrees

Mapv: [43.71939500

Mawimum 3¢: |-79.58217300

Masimum v |43.72286000

Masimum ; |[1584.31722459

Masimum ‘v [1262.77005919

/ ] x Cancel | ? Help

The following information can be specified on this form:

Project Map Boundaries: These are the project's boundaries on the basemap in map and local units.
These boundaries will change as the corner identified on the map is changed.

Corner Identified on Map: This is the corner of the project that was used to identify the location on the
basemap.

Map X: This is the Xlocation, normally longitude, for the corner on the basemap.
Map Y: This is the Y location, normally latitude, for the corner on the basemap.

Local Project Units: This is the local units for the project. If the project has already been georeferenced
and is only being re-positioned this will not appear.
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4.1.7 Assigning Local Coordinates

Sometimes, it may be necessary to assign these local coordinates to a project after the project has
been created or imported. To do this select Tools > Projects > Assign Local Coordinates. The select
project form below will be displayed.

Project Murmber: Find

Most Recent Projects Project ID Test

Project ID MNarme; Test
Samples Details
Test Status: Active - Unknown Reference
Client 1D:
Client:
Project ID / [Name Date Created:  7/16/2020 2:46:39 P
Samples Samples Date Modified:
Test Test

All Projects

\/ Select I x Cancel | ? Help

Use this form to select the project and then press the Select button. The Assign Local Coordinates form
below will be displayed.
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acal Units ———————— eference Carner
 Feet = UpperLeft Upper Right
o Meters % Lower Left Lower Right

* Coordinate for Corner: IIII.I:II:I

¥ Coordinate for Corner: IIII.IZIIII

¢' ks, x Cancel | ? Help

The following information can be specified on this form:
Local Units: Select either feet or meters.

Reference Corner: Select the corner of the project to use as a reference. The x and y coordinates
below will be assigned to this corner.

X Coordinate to Corner: This is the x coordinate of the reference corner.
Y Coordinate to Corner: This is the y coordinate of the reference corner.

After the Ok button is pressed the local coordinates will be assigned to the project.

4.1.8 Editing Project Categories

The project categories and subcategories on the project tree in the sidebar can be edited by selecting
Tools > Projects > Edit Project Tree. The Edit Project Tree Categories form will be displayed. This form
displays the project categories and subcategories in tree consisting of nodes and sub-nodes.
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=] Toronto
2011
2012

The buttons at the top of the form can be used for the following:

Add: To add a project category, highlight the Projects node and click on the Add button then enter the

name below. To add a project subcategory, highlight the category and click on the Add button then enter
the name below.

Edit: To edit a project category or subcategory, highlight it and click on the Edit button. Then edit the
name below.

Remove: To remowve a project category or subcategory, highlight it and click on the Remowve button.
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419 Changing a Project Number

The project number is used to uniquely identify all objects associated with the project and should not
normally be changed. Howewer, if it is required to be changed the menu item Edit > Change Project
Number can be used. This menu item is only available when no project is open. When selected the
Select Project form below will be displayed.

Project Murmber: Il Find

Most Recent Projects Fraoject ID

Project ID / MNarme:
Samples s L35

Test Status:
Client ID:
Client:
Project ID Date Created:
Date Modified:

All Projects

\/ Select I x Cancel | ? Help

On the left of this form are lists of the most recently opened projects and of all the projects. On the right
side of the form the details of the highlighted project are shown, some of these details are not shown for
the most recent projects. At the top of the form is a toolbar that can be used to find a project by
specifying the project number. To select a project, highlight it and then click on the Select button.

Using this form select the project number to change and press select. The Enter New Project ID and
Name form will be displayed.
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Exizting Projects

Samples
Test

Praoject ID:I

Project Mame: I

This form is used to enter the unique new project number and name. After this is entered press the Ok
button to finalize the change. The existing project will then be exported to a temporary XML file, then the
XML file will be imported with the new project number and name, and finally the old project will be
deleted.
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4.2

42.1

Project Views

Project views are used to display and print the various types of project data. These views can contain a
single data element or a collection of data elements. Types of data elements that can be shown in a view
include:

images

project maps

title blocks

scale bars

graphic objects; such as, text, bitmaps, polygons, lines, etc.

Creating a Project View

[ Mew -

The project view is based upon the Project Template that is selected when the view is created. To create
a project view select File > New > Project View. The select Project Template form will be displayed. If a
default template has been specified for the project it will be highlighted in the list.

Mame Mame: Project Map
Yersion: 1

Images Page Size: Letter (8.5in x 11in)
Crientation: Portrait
Date Created: 2022-12-30 1:06:33 PM

Frroy e Ml

Bla Scalo

: o Select X Cancel | ? Help
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To create the project view, select the desired template from the list. After this if the template contains
image data elements you will be prompted to select any images to show on the project view.

4.2.2 Opening a Project View
= Open -
Project views can either be opened from a list or from the sidebar.

Selecting from the Sidebar

To open the view from the sidebar either double-click on it in the sidebar or click on the view on the
sidebar and select Popup > Open.

Selecting from a List

To open a project view from a list either select File > Open > Project View or click on the Open button on
the main toolbar and select Project View, the Select Project View form below will be displayed.

@Eee:ﬁ.‘e::.e to Open — O

Mame | MName: Project Map

Version; 1

Type: Project View |
Date Created: 2022-12-30

Frojeact Ml

Bl Ecabe

& Select X Cancel | ? Help
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On the left of this form is a list of views and on the right side of the form the details of the highlighted view
are shown. To select a view to open, highlight it and then click on the Select button.

4.2.3 Editing a Project View
B-B-=-4- -0 9-@-&-
To edit a data element in the project view either select the Edit item from the data element button menu
or select the data element in the sidebar and select Popup > Edit. With the exception of title blocks, the
editing of data elements is limited to their display properties and is described in the Edit Data

Properties 1581 section. The editing of title blocks is described in the section below.

Annotation on the page document can be added, edited, and deleted the same as with a project
template and is described in the section on Editing a Project Templatelis2).

4.2.3.1 Editing a Title Block
==

After a title block has been selected, the form below will be displayed. This form can be used to enter
any "User Specified Text" for the title block. All of the other data is automatically filled in by the program.
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Title

Data

Project ID:

Praject Mame:

Address;

City:

State:

Project Manager:

test
test

424  Printing a Project View

& OK

x Cancel |

? Help

The project view can be printed by selecting File > Print or pressing the Print button on the toolbar.

4.2.5 Sending a Project View to PDF

=

-

The project view can be sent to a PDF file by either clicking on the PDF button on the toolbar or
selecting File > Send to PDF. The Export to PDF form below will be displayed.
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Page Layout
Size: |Letter (3.5in x 11in) ~|
' (* &
Width |2.5 Length: |11
Orientation
{* Portrait (" Landscape
File Name: | @
[v Open PDF after creation
] Export X cancel | ? Help |
The following can be entered on this form:
Size: This is the page size for the PDF file, it can be selected from the list. Both metric and Imperial
page sizes can be selected as well as a custom page size specified.
Inches or Millimeters: For custom page sizes this is used to select the page units. When standard
page sizes are selected the units are selected automatically.
Width: This is the width of the page.
Height: This is the height of the page.
Orientation: The long axis of the page can either be oriented vertically (Portrait) or horizontally
(Landscape).
File Name: This is used to specify the name of the PDF file. The nhame and directory can be browsed to
using the button on the right.
Open PDF after creation: If this is checked the PDF file will be opened after it has been created.
4.2.6 Saving a Project View

After you are done editing a project view it can be saved either by selecting File > Save or by clicking on
the Sawe button.

B

The project view can also be saved with a different name either by selecting File > SaveAs or by clicking
on the SaveAs button.
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4.2.7 Deleting a Project View

To delete a project view select File > Delete > Project View, the Select Project View to Delete form
below will be displayed.

Mame | Mame: Project Map

Yersion: 1

Type: Project View [
Date Created:  2022-12-30

Froj et Mlap

: W Select X Cancel | ? Help

- ~ - S

On the left of this form is a list of views and on the right side of the form the details of the highlighted view
are shown. To select a view to display, highlight it and then click on the Select button.

4.28 Importing a Project View

Project views can be imported into the project by selecting File > Import > Project View. The Open form
below will be displayed.
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&
B » ThisPC » DATA(D:) » Temp e @) 0 Search Temp
Organize + MNew folder O~ M 9
N Public [DESCRIP]:ION] ]
Type=Project View |
_ Name=Project Map
~ [ ThisPC « Version=1
> @ Desktop L FlleNaTeme]ect
-8 Map_1.ini
> £ Documents P':fieeﬁ:\:iap Page Size=letter
: (8.5in x 11in)
>+ Downloads Orientation=1
) Width=8.5
> () Music Height=11 |
pi Units=Inches i
> [ Pictures Date Created=
> [E Videos 44925.5462234491
Date Modified=
> Ee 05(C) 44925.5781949386
Number Elements=3
> = DATA (DY) [ELEMENT @]
Name=Proiject Map
File name: | Project Map View.ini v| Project View files (*.ini) e
Open Cancel J

This form is used to select the INI file to import. After the file has been imported it will be stored with the
project and be displayed on the project's sidebar.

4.29 Exporting a Project View

To export a project view it must be opened. After it has been opened select File > Export > Project View.
The Export Project View form below will be displayed.

File Type: [BMP (Windows Bitmap) -]
File Mame: | @
Image Options

Resolution: | 100 =
Width: |85EI Height: (1100

" Export X cancel | ? Help |

The following can be entered on this form:

File Type: This is used to select the type of file format to export. It can be a bitmap file, an INI exchange
file, or a JPEG file.
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File Name: This is used to specify the name of the file. The name and directory can be browsed to

using the button on the right.

Image Options: This area is not displayed if the file type is INI.
Resolution: This is the resolution in DPI.

Width: This is the image width in pixels.

Height: This is the image height in pixels.
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4.3

43.1

Project Templates

Project Template are used to store common layouts for project views. These templates can be created
and edited by the user. They specify the positions and display properties of data elements (objects) on
the page. The templates do not show or store any of the actual data from the application. When a project
view is created the data to be displayed will be determined by the template.

Creating a Project Template

[ Mew -

To create a new template make sure no project is opened and either select File > New > Project
Template or Project Template from the New button menu. After this the New Project Template form
below will be displayed. This form has two tabs, on the first tab you can specify the information for the
new template and the second tab lists the templates currently in the application.

R ———

Mew Template l Existing Templates

I arne; |

Yersian: |1

Fage Lapout

Paper Size: |Letter [8.5in x 11in] |

Page Units; ||r‘u:hes ﬂ

" Partrait {* Landscape

W OK X Cancel | ? Help

The following information can be specified on the New Template tab:
Name: This is the unique name of the template.

Version: This is the version number of the template.
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Paper Size: This is the size of paper for the template to use when it is printed.

Page Units: This is the units for the page, either Imperial or Metric.

Portrait or Landscape: This selects whether the page should be oriented portrait or landscape.
After the abowe information has been specified, click the Ok button to display and edit the project

template.

43.2 Opening a Project Template
= Open -

An existing project template can be opened by either selecting File > Open > Project Template or
Project Template from the Open button menu. The Open Project Template form below will then be
displayed. Using this form, select the template you wish to open from the list on the left. When you click
on a template on the left, detailed information for the template will be displayed on the right.

Mame 7 Marme:
Yersion:

| |Images Page Size: [
Crientation;
Date Created: [

" Select X Cancel | ? Help
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4.3.3

4.3.3.1

Editing a Project Template

After a project template has been created or opened it can be edited. The page layout screen will contain
a sidebar, main display area and several toolbars. On the sidebar the existing data elements on the
template are displayed. Additional data elements can be added using the data element toolbar.

]
8 File Edit Tools Window Help
& Hep I Exit
EREaE Y a8 B2-B8-=-a-0-0-5-B-8-
& Elements T T T T T T T AR AT

Project Map
B2 Map Scale
E= Tille Block

ra

w

s

Project Map

n

-

Project ID: Project ID

|
Map Scale v | Project Name: Fectiane
Address: Uz Ertered Te
City: User Erered Text
Stabe: User Ersiered Tee

w

o

Project Manager: User Criered Tes

=

Adding Data Elements

HBeEt & |een |8 -m-=-a-|0 00 =-E-
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Data elements can be added by clicking on the Add menu item of the data element button on the toolbar
or selecting Edit > Add > data element type and then clicking on the position of the element on the
template as described in the sections below.

4.3.3.1.1 Title Blocks
| S

Title blocks are used to show a block of text describing the map. To add a title block to the template
click on the Add item of the Title Block button menu and then click on one corner of the element on the
template and while holding down the left mouse button drag the cursor to the opposite corner. After this
the Title Block can be edited as described in the Edit Title Block 141 section.

4.3.3.1.2 Project Map

ﬂ -

This element displays the project map in a rectangle. It will display the various layers contained in the
project. To add a project map to the template click on the Add item of the Project Map button menu and
then click on one corner of the element on the template and while holding down the left mouse button
drag the cursor to the opposite corner. After this the Project Map can be edited as described in the
Project Maplss) section.

4.3.3.1.3 Map Scalebar

B -

A scalebar is used to display the scale of the project map. To add a scalebar to the template click on
the Add item of the Scalebar button menu and then click on one corner of the element on the template
and while holding down the left mouse button drag the cursor to the opposite corner. After this the
scalebar properties can be edited as described in the Edit Scalebar(1se] section.

4.3.3.1.4 Images
&.‘ L

To add an image to the template click on the Add item of the Image button and then click on one corner
of the element on the template and while holding down the left mouse button drag the cursor to the
opposite corner. After this the Display Properties form will be displayed where the properties can be

edited as described in the Edit Display Properties[is9] section. The image to be displayed is selected
when creating the actual project view.

4.3.3.1.5 Rectangles

To add a rectangle to the template click on the Add item of the Rectangle button menu and then click on
one corner of the rectangle on the template and while holding down the left mouse button drag the cursor
to the opposite corner. After the rectangle has been added it can be edited by clicking on the Select

© 2023 GAEA Technologies Ltd.



154 Environmental - ASR

button and then double-clicking on the rectangle. For a full description on how to edit a rectangle see the
section on Editing Rectangles| el

4.3.3.1.6 Polygons
(R

To add a polygon to the template click on the Add item of the Polygon button menu and then click on
each vertex of the polygon on the template and on the last vertex double click the mouse button. After
the polygon has been added, the Polygon form will be displayed where it can be edited as described in
the Edit Polygonll_ez'ﬁ section

4.3.3.1.7 Polylines
A

Polylines are used to show a series of joined line segments on a template. To add a polyline to the
template click on the Add item of the Polyline button menu and then click on each vertex of the polyline
on the template and on the last vertex double click the mouse button. After the polyline has been added,
the Polyline form will be displayed where it can be edited as described in the Edit Polylines|1es section.

4.3.3.1.8 Circles
-

To add a circle to the template click on the Add item of the Circle button menu and then click on the
center of the circle and while holding down the left mouse button drag the cursor to the outside of the
circle. After the circle has been added it can be edited by clicking on the Select button and then double-
clicking on the circle. For a full description on how to edit a circle see the section on Editing Circles|isd).

4.3.3.1.9 Bitmaps
& -

To add a bitmap to the template click on the Add item of the Bitmap button and then click on one corner
of the element on the template and while holding down the left mouse button drag the cursor to the
opposite corner. After this the Picture Properties form will be displayed and can be edited as described
in the Edit Bitmaps/[s3 section.

4.3.3.1.10 Text
-

Text elements are used to add annotation to the template. To add text to the template click on the Add
item of the Text button menu and then click on one corner of the element on the template and while
holding down the left mouse button drag the cursor to the opposite corner. After the this the Text
Properties form will be displayed where the text can edited as described in the Edit Text[8] section.
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eeBlle-B-=-8-0-0-3-0-5-8-

After an element has been added to the template, it can be edited by clicking on the Edit item of the
button menu for the data element, double-clicking on it in the sidebar, or selecting Edit > Edit > data
element type and then selecting the element on the page with the mouse. The sections below describe

how to edit each element.

4.3.3.2.1 Title Blocks

E"’

A title block is divided into a group of boxes containing titles and data. After the title block has been
created or selected the Title Block form will be displayed.This form has three tabs for the Layout, Titles &

Data, and Interior Lines.

Layout l Titles & Data] I nteior Lines]

Location
kdinimum #: 28000
bl airnuam 41000
kdirirmum 22700
bl airnuam ' 286.00
Frame/Border

[v Show Frame

Lire ‘width: 1 :I'

b ain Title Haorizontal Alignmett
(v Left
i Center

i Right

Title Horizantal Alignment
i Left
i~ Center

i* Right

Title Vertical Alignment

b ain ['ata Horizonkal Alignment
" Left
(v Center
" Right
" After title

[ ata Horizontal Alignment
{ Left
" Center
" FRight
" After title

D ata Yertical Alignment

Lire Calar ’: " Top o T
v Center fe' Center
0 S
Rounding: Bk ~ Battam (" Buottom
o 0K X Cancel | ? Help

The following information can be entered on this tab:
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Minimum X: This is the lower boundary in page coordinates.
Maximum X: This is the upper boundary in page coordinates.
Minimum Y: This is the left boundary in page coordinates.

Maximum Y: This is the right boundary in page coordinates.

Main Title Horizontal Alignment: This is used to select the horizontal alignment of the main (first) title.

Main Data Horizontal Alignment: This is used to select the horizontal alignment of the main (first)
data.

Title Horizontal Alignment: This is used to select the horizontal alignment of the titles.
Data Horizontal Alignment: This is used to select the horizontal alignment of the data.
Title Vertical Alignment: This is used to select the vertical alignment of the titles.

Data Vertical Alignment: This is used to select the ertical alignment of the data.

Show Frame: Check to draw a box around the title block.

Frame Line Width: This is the width of the line used to draw the frame.

Frame Line Color: This is the color of the line used to draw the frame.

Frame Gap: This is the gap between the frame and the drawing portion of the title block.

Frame Rounding: This is the percentage of rounding to use at the frame corners. Zero will draw a
square corner.
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Lapout  Titles & Data l I nteriar Lines]

+] x| ¥] 4]

Title X | ¥ |[show| Font | Data | x | v | Font |
44 73 |[v font Project ID 52 7.9 font
Project Mame: 4.4 8.1 [v font Project Name 5.2 8.1 font
| address: 44 84 [v font User Entered Text 52 | &4 font
City: 44 | 3.6 [v font User Entered Text 5.2 | 8.5 font
State: 44 | 8.8 v font User Entered Text 52 | &8 font
Project Manager: 4.4 | 9.1 [v font User Entered Text 52 | 9.1 font

\/ k., x Cancel | ? Help

This tab is used to specify the titles and data to display in the Title Block. Titles and data can be added
and deleted using the buttons at the bottom of the tab. For each title and data the following can be
specified:

Title: This is used to specify the text to use for the title.

Title X: This is used to specify the horizontal position of the title on the template in page units.

Title Y: This is used to specify the vertical position of the title on the template in page units.

Show: Check this box to display the title in the Title Block. There is the option to use the title only for
prompting for information when the Title Block is filled in later.

Title Font: When this column is clicked on a button will appear. Click this button to select the font for
the title.

Data: This is used to select the type of data to display for this title.Sewveral types of data can be
automatically filled in when the template is used. Alternatively, the text can be filled in at the time the
template is used by selecting "User Specified Text".

Data X: This is used to specify the horizontal position of the data on the template in page units.
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Data Y: This is used to specify the vertical position of the data on the template in page units.

Data Font: When this column is clicked on a button will appear. Click this button to select the font for
the data.

Layu:uut] Titles & Data  Inkerior Lines l

Horizontal Lines -+ | by | YWertical Lines
¥ Start | End | Width | Color Start | End | Width | Color |... |
Left Right 1

8.95 Left Right 1

o 0K X Cancel | ? Help

This tab is used to specify horizontal and vertical lines for the Title Block. The lines can be added and
deleted using the buttons at the top of the tab. For each line the following can be specified:

X: For vertical lines this is used to specify the horizontal position of the line on the template.
Y: For horizontal lines this is used to specify the vertical position of the line on the template.

Start: This is used to specify the start of the line. For horizontal lines they can either be started on the
left side of the Title Block or the position of the start can be specified numerically.And for vertical lines
they can either be started on the top side of the Title Block or the position of the start can be specified
numerically.

End: This is used to specify the end of the line. For horizontal lines they can either end at the right side
of the Title Block or the position of the end can be specified numerically.And for vertical lines they can
either end at the bottom side of the Title Block or the position of the end can be specified numerically.
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Width: This is used to specify the width of the line.

Color: Click this button to select the color for the line.

4.3.3.2.2 Project Map
o] ~

.After the Project Map display has been created or selected, the Display Properties form will be
displayed. This form can be edited as described in the Edit Display Properties[1s9) section.

4.3.3.2.3 Map Scalebar

After the Map Scalebar display has been created or selected, the Display Properties form will be
displayed. This form can be edited as described in the Edit Display Propertiesll_ssﬁ section.

4.3.3.2.4 Images
o

After the image has been created or selected, the Display Properties form will be displayed. This form
can be edited as described in the Edit Display Properties|159 section.

4.3.3.2.5 Display Properties

The Display Properties form below is used to edit the location and frame for a variety of data elements.
This form has two tabs for Properties and Frame.
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Fropertiez l Frame ]

Mame; |Ma|:| Scale

&zsociated Mapdmage: |F'n:uieu:t tap j

v Preserve dspect

Location
Mirirnurn ¢ |0.78 b amimurn 4 [5.17
Mirirnurm ¥ | 6.5 M awirumn v 734

./' k. x Cancel | ? Help |

The following information can be edited on the Properties tab:
Name: This is the name of the data element.

Associated Map/Image: If the element is a Map Scale the map or image associated with the map scale
can be selected. If the element is not a map scale this is not shown.

Preserve Aspect: Check to presenve the aspect ratio of the data element when it is added to a project
document.

Minimum X: This is the lower boundary of the display in page coordinates.
Maximum X: This is the upper boundary of the display in page coordinates.
Minimum Y: This is the left boundary of the display in page coordinates.

Maximum Y: This is the right boundary of the display in page coordinates.
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Properties  Frame
[v Show Frame

Line Width: 1 Line Color ||——
Gap: |0 j‘pts Founding: |0 iz

./' k. x Cancel | ? Help

The following information can be edited on the Frame tab:

Show Frame: Check to draw a box around the data element.

Frame Line Width: This is the width of the line used to draw the frame.

Frame Line Color: This is the color of the line used to draw the frame.

Frame Gap: This is the gap between the frame and the drawing portion of the data element.

Frame Rounding: This is the percentage of rounding to use at the frame corners. Zero will draw a
square corner.

4.3.3.2.6 Rectangles

After a rectangle has been created or selected for editing the form below will be displayed.
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Label: |F|eu:tangle A Font

™ Fil Color | Border Positon |
Left 2,01
Fill Type: |5|:u||u:| j Rjght— 213
. Top 98
:‘) Cutline Color | _—
Bottom 1.86

Olutlire Width: |1

W Ok x Cancel | ? Help

The following information can be displayed on this form:

Label: This is an optional label for the rectangle.

Font: Click this button to change the font for the label.

Position: This is the position of the rectangle on the map.

Fill Color: Click this button to adjust the color of the fill.

Fill Type: This is to select the fill style.

Outline Color: Click this button to adjust the color of the outline of the circle.

Outline Width: This is the thickness of the outline.

4.3.3.2.7 Polygons

After a polygon has been created or selected for editing the form below will be displayed.
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Label: |F'|:|Ij,lgu:|n A Font
™ Fil Color | | Border X Y | &
Point 1 1.69 1.3 :
Fill Type: |Solid | ——
| =~ Point 2 3.13 1.16 %
™% Outline Color - Point 3 3.79 1.69
Point 4 2.97 2,35
Outline width: |1 m 61 5 ot
W Ok X Cancel | ? Help

The following information can be displayed on this form:

Label: This is an optional label for the polygon.

Font: Click this button to change the font for the label.

X and Y Position: This is the position of the points of the polygon.

Fill Color: Click this button to adjust the color of the fill.

Fill Type: This is to select the fill style.

Outline Color: Click this button to adjust the color of the outline of the circle.

Outline Width: This is the thickness of the outline.

The buttons on the right side of the form can be used to add and remowve points in the polygon.

4.3.3.2.8 Polylines

e

After a polyline has been created or selected for editing the form below will be displayed.

163
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Label: |F'|:||_I,I|ine A Font
& Line Skyle | ———
Border X | Y |
Point 1 2.17 1.72
Point 2 3.06 1.23
Point 3 4,32 1.75 -k:
| o
Point 4 3.09 2.73
Point 5 2.09 2.46 x&g
W Ok X Cancel | ? Help

The following information can be displayed on this form:

Label: This is an optional label for the polyline.
Font: Click this button to change the font for the label.

Line Style: This is the style of line used to draw the polyline.

X and Y Position: This is the position of the points of the polyline.

The buttons on the right side of the form can be used to add and remowve points in the polyline.

4.3.3.2.9 Circles

-

After a circle has been created or selected for editing the form below will be displayed.
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Label: |Cir|:|E A Font
:‘} Fill Color | | Position |

Center X .67
Fill Type: |Solid | [centerv 2.08

Radius 86
:3 COutline Color | -
Cutline Width: |1

o Ok X cancel | ? Help

The following information can be displayed on this form:

Label: This is an optional label for the circle.

Font: Click this button to change the font for the label.

Center X, Y and Radius: This is the position of the center of the circle and the radius.
Fill Color: Click this button to adjust the color of the fill.

Fill Type: This is to select the fill style.

Outline Color: Click this button to adjust the color of the outline of the circle.

Outline Width: This is the thickness of the outline.

4.3.3.2.10 Bitmaps
[ -

After a bitmap has been added or selected the form below will be displayed.
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File Mame: |DNGAEANOffice\Logos\Gaea_3dlogo_white,jpg

Stretch Bitrnap

i Mo

{* e

Maintain Aspect Ratio

i Mo

§GAEA =

=

op

seshreloghes 5d,

¥ 0K | X Cancel |

Bottom

{* e

0.86
2.89
3.56
9.7

? Help

The following information can be entered on this form:

File Name: This is the file name of the bitmap. Click on the button on the right to select a file.

Stretch Bitmap: Select whether to stretch the bitmap so that it fills the boundaries.

Maintain Aspect Ratio: Select whether to presene the aspect ratio of the bitmap.

Left: This is the left boundary of the bitmap in page coordinates.

Right: This is the right boundary of the bitmap in page coordinates.

Top: This is the top boundary of the bitmap in page coordinates.

Bottom: This is the bottom boundary of the bitmap in page coordinates.

4.3.3.2.11 Text

=R

After the text element has been created or selected the form below will be displayed.
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[T Arial =W B U s === H B ®

v Left 0.681
Right 3.85
Top 8,55

Bottom 10,41

:’b Background Celo D

Frame
" No (* Yes

Frame WidtH1 =
} Frame Color .

Text Angle: |0

Angle of rotation in degree:
0 -» Horizontal

G0 -» Vertical Down

180 -» Horizontal Backwarc

270 -= Vertical Up

" OK | x Cancel | ? Help

The following information can be edited on this form:

Text: This is the text for the paragraph. There is no limit to the length of the text. The Rich Text toolbar
at the top of the form is used to format the text. This toolbar is described below.

Left: This is the position of the left border of the paragraph in inches or millimeters from the left side of
the page. If the Paragraph button on the toolbar is used to create the paragraph, this position will be filled
in by the program.

Right: This is the position of the right border of the paragraph in inches or millimeters from the left side of
the page. If the Paragraph button on the toolbar is used to create the paragraph, this position will be filled
in by the program.

Top: This is the position of the top border of the paragraph in inches or millimeters from the top of the
page. If the Paragraph button on the toolbar is used to create the paragraph, this position will be filled in
by the program.

Bottom: This is the position of the bottom border of the paragraph in inches or millimeters from the top of
the page. If the Paragraph button on the toolbar is used to create the paragraph, this position will be filled
in by the program.

Background Color: This is the background color of the paragraph text box. When the Background Color
button is pressed, the Color form is displayed. Using this form, a basic color can be selected or a
custom color can be specified.

Frame: Select yes to display a frame around the paragraph text.
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4.3.3.3

Frame Width: This is the line width of the frame around the paragraph text. If no frame is selected
abowe, this field will not be displayed.

Frame Color: This is the color of the frame to display around the paragraph text. When the Frame Color
button is pressed, the Color form is displayed. Using this form, a basic color can be selected or a
custom color can be specified. If no frame is selected abowe, this field will not be displayed.

Text Angle: This is the angle to rotate the text.

At the top of the Paragraph Text form is the Rich Text toolbar, this toolbar can be used to modify the font
characteristics of the text. Before selecting a speed button, the text to be modified should be selected
with the mouse.

The speed buttons of the toolbar perform the following functions:

The Font Typeface box is used to select the name of the font to use for the selected text.

The Font Size box is used to set the size of the font for the selected text.

The Font Color box is used to select the color of the font for the selected text.

The Bold button is used to toggle the bold attribute of the selected text on and off.

The Italics button is used to toggle the italic attribute of the selected text on and off.

The Underline button is used to toggle the underline attribute of the selected text on and off.

The Superscript button is used to toggle the superscript attribute of the selected text on and off.

The Subscript button is used to toggle the subscript attribute of the selected text on and off.

The Left Justify button will left justify the selected text.

The Center Justify button will center justify the selected text.

The Right Justify button will right justify the selected text.

The Select All button will select all of the text in the memo field.

The Cut button will remove the selected text and place it in the clipboard.

The Copy button will copy the selected text to the clipboard.

The Paste button will paste the text in the clipboard, at the current position of the cursor in the memo

field.

The Find button will find the specified text in the memo field.

e The Replace button will replace the specified text in the memo field.

e The Symbol button will display the Symbol form. This form is used to place a symbol at the current
cursor position in the memo field. To select a symbol use the Font box to select the font containing
the symbol and then select the desired symbol. After the desired symbol has been selected, press the
Ok button to insert it into the memo field.

e The Spell Check button will display the Spell Checker form and will check the spelling in the memo

field.

Deleting Data Elements
ERaf & 6@  B-B-=-a-|0-C-2-@-8-

After an element has been added to the template, it can be deleted by clicking on the Delete item of the
button menu for the data element or selecting Edit > Delete > data element type and then selecting the
element on the page with the mouse.
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4.3.4  Saving a Project Template
=

After you are done editing a project template it can be saved either by selecting File > Save or by
clicking on the Sawve button.

B3

The project template can also be saved with a different name either by selecting File > SaveAs or by
clicking on the SaveAs button.

4.3.5 Deleting a Project Template

A project template can be deleted by selecting File > Delete > Project Template, the Delete Project
Template form below will then be displayed. Using this form select the template you wish to delete from
the list on the left. When you click on a template on the left, detailed information for the template will be
displayed on the right.

Hro

m
m
m
m
—+
m

il 3t

m

| [Name / Marme:
Yersion:

Images Page Size:
Image Crientation:
Date Created:

" Select X Cancel | ? Help
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4.3.6 Importing a Project Template

No project can be open when importing and exporting project templates. Project templates are imported
from INI files. Exported project templates can be used to exchange templates between computers. To
import a project template select File > Import > Project Template. The Open form below will then be
displayed, specify or select the name of the file to import.

&

< v » ThisPC » DATA(D:) » Temp w @) Search Temp

o- O @

Organize « MNew folder

~ [l This PC

> [ Desktop

-
Project Ma
>+ Downloads \.giew.ini P

> = Documents

> () Music
Select a file to preview.
> N Pictures
| > i Videos
I > & 0s(C)
> = DATA(D:)

» == Seagate Expans

File name: ~ | Project Template Transfer files {

Open Cancel

4.3.7 Exporting a Project Template

No project can be open when importing and exporting project templates. Project templates are exported
to INI files. Exported project templates can be used to exchange templates between computers. To
export a project template select File > Export > Project Template. If no project template is currently
open, the Export Project Template form below will then be displayed. Select the template to export in the
list on the left side of the form and then click on the Select button. If a project template is currently open

this step is skipped.
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| Export Project Ternplate

| Mame Mame:
! Yersion;

Images Page Size:

Crientation:
Date Created:

Image

" Select X Cancel | ? Help

The Save form below will then be displayed. Specify the name of the file to save the template to and then
click on the Sawve button. The page template will then be saved to the file.
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|
<« > v > ThisPC > DATA(D:) » Temp w @] S Search Temp |
|
Organize + MNew folder O - (7]
| |
| ~ I ThisPC ‘
> [ Desktop |
> = Documents - 8"
Project Ma
» i Downloads ‘ugiew.ini P
» o Music
> N Pictures
| > u‘u‘ideos
I > & 0s(C)
> = DATA(D:)
File name: V||
Save astype: Project Template Transfer Files (%.ini) ~
» Hide Folders Save Cancel
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4.4  Exporting a Project

Projects can be exported to an XML Exchange file or Access database file. The sections below
describes how to export data from a project.

44.1 Exporting a Project to Access Database

Before the project can be exported it must first be openedlEh. After a project has been opened it can be
exported to a project database file by selecting File > Export > Project > To MDB. The select directory
form below will be displayed, where you can specify the directory to store the exported project
database.

select directony to expaort project to..

File Mame: Samples_PH_Samples. mdb
Directary: D Temp

o d: [data] j
| LD
., DwnlData

U

\/ Select x Cancel | ? Help

Select the directory and then press the Select button. The exported file name consists of the project ID
the letters "_PN_" and the project name with the extension ".mdb". This file name should not be
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changed, ifit is the file will not be able to be imported. If it is necessary to change the name it is

4.4.2

recommended that the file be zipped and the zip file name changed.

Exporting a Project to XML

Before the project can be exported it must first be_opened(1241. After a project has been opened it can be
exported to an XML Exchange file by selecting File > Export > Project > To XML. The Export form below

will be displayed, where you can specify the file name of the exported project.

Organize +

- 1 o v This PC » Data (D) » Temp

MNew folder

ot Music A
@ My Documents

@ MetHood i

sim OneDrive § 9

=| Pictures i

2 PrintHood DuvnlData
[ Recent

B Saved Garnes
& Searches

[ SendTo

7 Starthdenu
@ Templates
8 Videos

1% This PC

4 Libraries v

File name:

Save as type: | Project transfer files (*.xml)

= Hide Folders

Export Samples to..

w

V]

Search Ternp ]

= - @

Sawe Cancel
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4.5 Importing a Project

Projects can be imported from XML Exchange files and Access database files. In addition, projects from
Pocket ESA can be imported. The importation of project files is described in the section below. When
importing a project, no project can be open at the time.

45.1 Importing Access Project Databases

When importing a project, no project can be open at the time. To import a project database select File >
Import > Project > From MDB, the Import Project Database form below will be displayed. Use this form
select the project database file to be imported.

Import Project Database “

-
:(-:\ - 41 J v ThisPC » Data{D) » Temp v ¢ Search Termp el

Organize = Mew folder =y 0 @
# Links =
@ Local Settings
Jt Music
[ My Docurments

@ MetHaaod o g i
Dl Data sur

e
'_." u

ia OneDrive
= Pictures
7 PrintHood )
@ Saved Garnes
& Searches
@ SendTo
7 Starthdenu
7 Templates
& Videos
1% This PC
= Libraries v

File name: W Project transfer files (*.rndb) v

The file name consists of the project ID the text " _PN_" and the project name with the extension ".mdb".

4.5.2 Importing XML Projects

When importing a project, no project can be open at the time. To import a project from an XML Exchange
file select File > Import > Project > From XML, the Import Project form below will be displayed. Use this
form select the file to be imported.

© 2023 GAEA Technologies Ltd.



176

Environmental - ASR

= 4t i » ThisPC » DataiD) » Temp

Organize » MNew folder

.ﬂ husic &~ ~
[ My Document:

7 MetHood

s OneDrive

._EI Pictures ] '

@ PrintHood DwnlData

[ Recent
,_‘& Saved Games
._i’ Searches
7 SendTo
7 Starthdenu
@ Terplates
j Widens

1M This PC

4 Libraries

ﬂ"! MNetuork
(M GAEATECHS  w

w

[} Search Temp

Select afile
to preview,

File narne:

v| |Pr0jecttransferfi|es *axml) v|

| Open | | Cancel |

If the project number of the imported project is already in the application, a new unique project number
will need to be specified.
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Existing Projects

{=/=0

?EIITIFdES The praoject narne already exists, Please enter a un
st

Project 1D: I

Project Mame: I

x Cancel | ‘? Help

After this the project will be imported and added to the project list.

453 Importing a Pocket ESA Project

Projects that have been exported from Pocket ESA can be imported by selecting File > Import > Pocket
ESA Project. The Import Pocket ESA Project form will be displayed to select the project file with an
".mdb" extension to import. Prior to importing the Pocket ESA project any Pocket ESA
questionnaires 1151 used by the project should be imported first.
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4.6 Documents

PDF documents can be imported and stored with projects and used in report responses.

4.6.1 Opening a Document

To open a document in the project select File > Open > Document or double-click on it in the sidebar.

4.6.2 Importing a Document

To import a PDF document into a project select File > Import > Document. After selecting the file the
Save Imported Document form will be displayed.

Mame of Document; |

Yersion: |1

J ] x Cancel | ? Help

The following can be specified on this form:
Name of Document: This is the document name to show in the project.

Version: This is the document version to show in the project.

4.6.3 Deleting a Document

To delete a document in the project select File > Delete > Document. Then select the document to be
deleted.
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' Delete Document = O >
Mame Version
MW 3 1 |
mw.3 1

& Select X cancel | ? Help ||
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4.7 Images

Images can be stored with projects and used in project views. These images can be imported, saved
street views, or saved maps. To show an image on a project view an image data element must first be
added to the project template[1s3)

4.7.1 Displaying an Image

To display an image in the project select File > Open > Image or double-click on it in the sidebar. Then
select the image to be displayed.

- - E— |
i8] Open Image — a x
MName | Type | Version |
Historical 2007 Map Imported Image 1
Historical 2016 Map Imported Image 1
Monitoring Well M1 Imported Image 1
Monitoring Well M2 Imported Image 1
Monitoring Well M3 Imported Image 1
Phase II Site Map Imported Image 1
Satelite Map Project Map Image 1
South Street View Google Street View Image 1
Test Pit TPL Imported Image 1
Test Pit TP2 Imported Image 1
Test Pit TP3 Imported Image 1
Test Pit TP4 Imported Image 1
Vicinity Salellite Map Project Map Image 1
West Street View Google Street View Image 1

f Select I X cancel |

nd
I
i)
=

4.7.2  Importing an Image

To import an image into a project select File > Import > Image. After selecting the image file the Sawe
Imported Image form will be displayed.

Save Imported Image

Mame of Docurment: I

Yerzion: I

W OK X Cancel | @ Help
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The following can be specified on this form:
Name of Document: This is the document (image) name to show in the project.

Version: This is the image version to show in the project.

4.7.3 Saving a Map Image
K -

To save the map image either to the project or to a file click the Sawve button on the GIS toolbar. When
saving to the project, the document name and version are specified.

Mame of Docurment: |

Yerzion: |

of OK X Cancel | @ Help

The following can be specified on this form:

Name of Document: This is the document (image) name to show in the project.

Version: This is the image version to show in the project.

In addition to the map image, the map scale is also saved. This scale can then be automatically included

with the map image is used in a project view that contains both an image element and a map scale
element.

4.74  Saving a Streetview Image
A street view for a point on the GIS can be obtained by clicking on the down arrow of the Street View
button and selected either Google or Bing. Then click on the point on the map to display the street view

in the Street View form. Additional street views can be displayed by closing the form and clicking on
other points on the map. The street view form for Googless1 and Binglss are explained in Chapter 1.

[EliSa'u'E to Project

To sawe the street view image to the project click on the Sawve to Project button on the street view form.
The document name and version can then be specified.
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4.7.5

Mame of Document; I

Yersion; I

q’ ] x Cancel | ? Help

The following can be specified on this form:

Name of Document: This is the document (image) name to show in the project.

Version: This is the image version to show in the project.

Deleting an Image
To delete an image in the project, select File > Delete > Image. Then select the image to be deleted.

il Delete Image — [m]
MName | Type | Version |

2006 Imported Image jpa

2021 Imported Image png

2021 Imperted Image aif

Bing streetview Bing Street View Image 1 \

road Project Map Image 1

sat Project Map Image

q/ Select I x Cancel | ? Help

© 2023 GAEA Technologies Ltd.



E-ASR

User Guide

Chapter 5 Report Responses




184 Environmental - ASR

Chapter 5 Report Responses

After a questionnaire has been created, report response data can be entered and reports generated. All
report responses are organized into projects. You can have an unlimited number of projects and
each project can contain an unlimited number of reports.

Before the data for a report can be entered, either a new project must be created or an existing project
opened. The created or opened project is then referred to as the current project. After the project has
been opened, a new report response can be created and existing report responses can be edited.
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5.1 Creating a Report Response

To create a new report response make sure that a project has been opened and then select the New >
Report Response from the toolbar or File > New > Report Response.The New Report Response form will
be displayed.

&l

Existing Report Responses

Phase I ESA Example
Phase I ESA Proposal
Phase II ESA Example

Mame:

x Cancel | ? Help

This form shows a list of existing report responses After the unique name has been specified click the
Create button and the Select Questionnaire form below will be displayed.

© 2023 GAEA Technologies Ltd.



186

Environmental - ASR

ﬁ Select Questionnaire - O

£ MName Standard # Questions Report Template

ASTM Phase I ESA ASTM E1527-21 2 ASTM Phase 1E1527-21 Report Template
ASTM Phase IT ESA ASTM E1903-19 99 ASTM Phase IT E1903-19 Report Template
Phase [ ESA Proposal ASTM E1527-21 9 Phase I Proposal Report Template

o Select | X cancel | ? Help I

The questionnaire will determine the questions that can be answered for the report response. Select the
questionnaire to use then press the Select button. After the report response has been created a menu
tree will be displayed showing the sections, subsections, and questions of the questionnaire. The report
response data can then be entered as described in the sections|1s8) below.
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5.2 Opening a Report Response

To open an existing report response, first open the project and then select File > Open > Report
Response or Open > Report Response from the toolbar. The Open Report Response form shown below
will be displayed..

Open Report Response — O o
Most Recent Report Responses
s Mame Standard Questionnaire # Questions
Phase I ESA Example ASTM E1527-21 ASTM Phase T ESA
Phase II ESA Example ASTM E1903-19 ASTM Phase II ESA 99
Phase I ESA Proposal ASTME1527-21 Phase I ESA Proposal g

All Report Responses

& Mame Standard Questionnaire # Questions
Phaze I ESA Example ASTM E1527-21 ASTM Phaze I ESA

Phase [ ESA Proposal ASTM E1527-21 Phasze I ESA Proposal 9
Phasze II ESA Example ASTM E1903-19 ASTM Phase I1 ESA a9

& Open | X cancel | ? Help I

After the report response has been selected a menu tree will be displayed showing the sections,
subsections, and questions of the questionnaire. The report response data can then be edited as
described in the sections|1s8 below.
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5.3

531

Editing a Report Response

After a report response has been created or opened, a tree view will be displayed showing the sections,
subsections, and questions specified in the questionnaire.

D e Wverce

Sections in the tree view 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 clicking 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 response for a question can be entered by double-clicking on the question or highlighting the
question then selecting Open from the popup menu. The editing of a question response is described in
the section[1s81 below.

At the top of the form the progress through the questionnaire is shown as well as buttons to check the

answers|[1e9] and to merge the report response with the report templatel200 to create a Word report
document.

Editing a Question Response

When a question response is selected for editing the Edit Question Response form will be displayed.
This form will be displayed either with two tabs (one for the Response and one for the Report preview) or
with the Response on the left and the Report preview on the right. The type of display is set in
Preferences| 1.
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#8] Edit Question Response = O ot

“ «Bulet [@ Macro Project View Image ’@Pich.lre File | I save aClose @ Close ¥ Help ‘

Section: New Section

Subzection: MNew Subsection

Response | Report |

Insert Image

Description
I

{8 Edit Question Response - — O
” Bulet  EAMaco EWProjectVien [[limace MM Docment EEPicure [ Fle | | Save 8Close B8 Close @Help‘

Section: General

Subsection: Assessment Company

Respanse | Report

Plan B Environmental
Company Name?

| Desaription
Plan B Environmental

[« » o]

At the top of the form there are buttons for the following:
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53.1.1

Bullet: This is used to insert a bullet into your answer. This button is only enabled if the answer field is
an edit or memo box.

Macro: This is used to insert a text macro into the answer for a question. This button is only enabled if
the answer field is an edit or memo box. When this button is pressed the Select Macros form will be
displayed. A text macro can be inserted by selecting the Macro Section and then the Macro.

Project View: This is used to insert a previously saved project view into the answer for the question.
This button is only enabled if the answer field is an edit or memo box. When this button is pressed you
will be asked to select the project view to insert.

Image: This is used to insert an image from the project into the answer for the question. This button is
only enabled if the answer field is an edit or memo box. When this button is pressed you will be asked to
select the image to insert.

Picture: This is used to insert a picture into the answer for a question. This button is only enabled if the
answer field is an edit or memo box. When this button is pressed a file dialog form will be displayed to
select the picture file. Picture files can be "png", "jpg", "jpeg", "bmp", "emf’, "wmf", "gif*, or "tiff".

File: This is used to insert a file into the answer for a question. This button is only enabled if the answer
field is an edit or memo box. When this button is pressed a file dialog form will be displayed to select the
file. The files can be "txt", "xml", "html", "doc", "docx", or "pdf".

Save & Close: This is used to save the changes and close the form.

Close: This is used to close the form.

Help: This is used to display help on the form.

At the bottom of the form there are buttons that can be used for the following:

4 Go to the first question (short cut key is Home)

1 Go to the previous question (short cut key is Page Up)

v

Go to the next question (short cut key is Page Down)
M Go to the last question (short cut key is End)

This form has two tabs for the Response@ and ReportlEﬁ and are explained in the sections below.
Response

The Response portion of the form is used to enter the response to a question. The possible responses
will depend on the question type for the question. Some examples are shown below.
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g
|| @mace ‘@ pictre Fie | fswescose Bicose  @rep | @maae et Fie | kdsavencose B cose  @heb
Section: New Section Section: Hew Section
Subsection: New Subsection Subseclion: Hew Subsection
| | [Response | Report | || Respanse | peport |
Destribe? esfMofUnknawin for Subjsct Property/Adicining Property
Description ubject Property adjoining Property
 Yes  Yes
o © No
© Unknown € Unknown

Additional Information

[« < v [ » ]

m
” Qracro " picture File ‘ saveaclose @ close @ rep ” @wacro @ picture File ‘ I savemclose Bl close ¥ Help
Section: New Section Section: hew Section
Subsection: New Subsection Subsection: Hew Subsection
|| Réspanss | Report | | iRespaniss | report |
Buldings? Praperty Uss?
Number of Buidings? | 3 = jiéff e
1 Strip Mall
Age ‘ Stories | Usage ‘ Construction [ Office
[ Heavy Industrial
[ Commercial

[ Warehouse

[l Manufacturing
[ Retail

(] Shapping Center

Additional Information

[« »om [a > m

5.3.1.2 Report Preview

The Report portion of the form shows how a preview of the response to the question will be merged into
the report. At the top of this tab there are buttons to go to previous or next response when there are more
than one responses to a question.
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“ 3 Macro ’@Plcture | File: | E‘ Save & Close iclose

Section: New Section

Subsection: Mew Subsection

Response |Report |
Yes Mo fUnknown For Subject Property/Adjoining Property

ubject Property ‘Adjoining Property
" Yes

Mo * Mo

" Unknown " Unknown

Additional Information

Information

[ 14« » ¥

“ 3 Macra E Picture File | K save & Clase B Close

Section: New Section

Subzeclion: Save response and close form|

Response REDUFtl
[« »|

suhject yes
second line report

ADDITIGRAL
Infarmation|
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5.4 Saving a Report Response

IE save

To sawve a report response click on the Save button on the toolbar.

193
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5.5

Deleting a Report Response

To delete a report response open the project then select File > Delete > Report Response. The Delete
Report Response will be displayed showing a list of existing report responses in the project. Select the

report response to be deleted then press the Delete button.

E Delete Report Response

Most Recent Report Responses

Standard
ASTM E1527-21

s MName

Phase I ESA Example

Questionnaire
ASTM Phase T ESA

Phase II ESA Example ASTM E1903-19 ASTM Phase II ESA 99
Phase I ESA Proposal ASTME1527-21 Phase I ESA Proposal g

All Report Responses
& Mame Standard Questionnaire # Questions
Phaze I ESA Example ASTM E1527-21 ASTM Phaze I ESA
Phase [ ESA Proposal ASTME1527-21 Phasze I ESA Proposal 9
Phasze II ESA Example ASTM E1903-19 ASTM Phase I1 ESA 95

" Delete | X cancel | ? Help I
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5.6 Exporting a Report Response

To export a report response to an XML exchange file, open the report response then select File > Export
> Report Response. The Export Report Response form will be displayed and is used to specify the file

name for the exported XML file.

v ¢ Search Termp P

Export Report Response

-

P .

(&) - 4t J v This PC » Data (D) » Temp
Organize Mew folder

o Music -~
@ My Documents

—rmr

7 MetHood |
s OneDrive 3 |

= Pictures
[ PrintHood DwniData
@ Recent
M Saved Garnes
' Searches
[ SendTo
[ Startblenu
@ Templates
& “ideos
1% This PC
4 Libraries v

File name:

Save as type: | Export Files(*.xml}

Save Cancel

= Hide Folders
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5.7

Importing a Report Response

To import a report response open the project then select File > Import > Report Response. The Import
Report Response form will be display where you can select the XML exchange file containing the report
response to import.

—

®©

- 4t J v ThisPC » Data{D) » Temp

Organize Mew folder

# Links =
@ Local Settings
Ji Music

7 My Docurments
7 MetHood

s OneDrive

= Pictures

7 PrintHood

2] Recent

@ Saved Garnes
' Searches

@ SendTo

7 Starthdenu
7 Templates

& Videos

1% This PC

= Libraries v

File narne:

13

|

1!

Dl Data

Import Report Response

¢ Search Termp

v Import Files (*xml)

Select a file
to preview,

Cancel
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Chapter 6 Merging Responses

After the report response data has been entered 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
questionnaire 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 any additional information or formatting.
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6.1 Checking Report Responses
Check,

Prior to merging the report responses, they should be checked to ensure that all of the questions in the
questionnaire have been answered. To check the report responses click on the Check button on the
toolbar. The Unanswered Questions form will be displayed showing any unanswered questions.

- Unanswered Questions = K

All of the questions have been answered.
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6.2

Merging Report Responses

Merge

To merge a report response and create a final report, open the report response then click on the Merge
button on the toolbar. The Merge Report Responses form will be displayed. This form has two tabs, the
second tab shows a list of existing reports in the project.

Merge Responses l Exizting Reports

Report Responses: |ES.-’-‘-. FPhaze || Example

[uestionnaire: |E5.-’-‘-. Phaze [l ESA

Report Template: |E5.-’-‘-. Phase Il Z7639-00 Report Template

[ Output Questionnaire and Respanges Only

[uestionnaire Section and Subzection Mumbering

f* Mumbers " Mo Mumbers

terged Report M ame:

| X Cancel | ? Help

The following can be specified on the first tab of this form:

Output Questionnaires and Responses Only: When this box is checked, the answers to the report
responses 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 report response data collection.

Questionnaire Section and Subsection Numbering: This is used to select whether the sections and
subsections of the questionnaire are numbered in the merged report.

Merged Report Name: This is the unique name of the merged report. To make it easier to specify a
unique name a list of existing merged reports is shown on the Existing Reports tab.

After the name has been specified, click on the Merge button to create the final report. When the merge
process is complete the report will be opened in Word and will be added to the Reports section on the
sidebar of the project.
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6.3

Opening Reports

After a report response has been merged to create a report, the report will be added to the Reports
section on the sidebar or the Project. To open one of these reports in Word double-click on it or highlight
it and select File > Open > Report. The Open Report form will be displayed.

8] Open Repor 5
All Reports
£ Mame Report Responses Standard Questionnaire Date Created
Phase I ESA Phase I ESA Example ASTM E1527-21 ASTM Phase I ESA 2022-11-09
Phase I ESA Proposal Phase I ESA Proposal ASTM E1527-21 Phase I ESA Proposal 2022-11-09
Phase II ESA Phase II ESA Example ASTM E1903-19 ASTM Phase I1 ESA 2022-11-09

& Open | X cancel | ? Help I

Select the report and then press Open to open it in Microsoft Word.
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6.4 Deleting Reports

To delete a report in a project, open the project then select File > Delete > Report. The Delete Report
form will be displayed where you can select the report to delete. When the report is deleted the Word
document will also be deleted.

$8] Delete Report — O
All Reports
£ Mame Report Responses Standard Questionnaire Date Created
Phase I ESA Phase I ESA Example ASTM E1527-21 ASTM Phase I ESA 2022-11-09
Phase I ESA Proposal Phase I ESA Proposal ASTM E1527-21 Phase I ESA Proposal 2022-11-09
Phase II ESA Phase II ESA Example ASTM E1903-19 ASTM Phase I1 ESA 2022-11-09

o Delete | X cancel | ? Help I
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Chapter 7 Data and User Management

This application provides functionality for both data and user management. In addition, it also provides for
data security. The application can be used either as a standalone program or in a network configuration.
When used in a network configuration, the network license manager handles the licensing and user
administration.
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7.1

7.11

Security and User Administration

This application has sewveral features to assist in the administration of users and to provide data security.

User Administration

When the application is started users (both local and network) must login to the application. When users
are setup in the application they are assigned a username, password, and user type (privilege). Different
privilege levels are used to control access to functions of the program and data. The different user types
are administrator, power user, limited user, and guest. The functionality of different privilege levels is
described in the User Privilege Level Functionality[-08) section below.

If it is a network version, the user must login as a network user that is setup in the Network License
Manager program|2:3. If it is a local single user computer version of the application, local users can be
setup by the administrator by going to Tools > Manage Local Users.The Manage Users form will be
displayed showing the current local users

Manage Lsers

Qi‘ﬂi &dd &‘? Edit Qﬁ Remove

Iser | 1D | Privilege Level Drate Created Time

Admin 101 Adrminiskrator 11)30/2015 74528 PM

Help

At the top of this form there are buttons to Add, Edit or Remowe a user.
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7.1.1.1 Adding a Local User

To add a local user click on the Add button at the top of the Manage Users form, the Add User form
below will be displayed. This form is used to enter the user name, password, and user type for the
account. The user name should be unique for each user.

Add Lser
ser narre: ||
Paszswrord: |
Canfirm Password: |
User type: |F'|:|wer User j

| Cancel | | Help |

7.1.1.2 Editing a Local User

To edit a local user select the user in the list and click on the Edit button at the top of the Manage Users
form, the Edit User form below will be displayed. This form is used to edit the user name, password, and
user type for the account. The user name should be unique for each user.

Edit User

dser name;

Passwrord: |

Confirm Password: |

User bype: |.ﬂ.dministratl:lr j

[0]4 Cancel | | Help |

7.1.1.3 Removing a Local User

After a local user has been created it can be removed by selecting it on the Manager Users form and
clicking on the Remowe button.
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7.1.1.4

User Privilege Level Functionality

The features and functionality that can be assessed in the application is controlled by the privilege level
of the user. In the sections below an "x" beneath a privilege level indicates that this functionality is

granted for that level.

Main Features

Manage Users

Manage Licenses

View Connection Log

Restore Main Database

Restore Project Database
Preferences (limited individually)
Edit Macros

Export and Import Macros

Import Pocket ESA Macros

Project Features

Edit Project Tree

New Project

Open Project

Edit Project Information
Delete Project

New Project Template
Open Project Template
Delete Project Template
Print Project Preview
Assign Local Project Coordinates
Import XML Project
Import Project Database
Import Project Template
Export XML Project
Export Project Database
Export Project Template

Questionnaire Features

Create, Edit & Delete Question Types
Export and Import Question Types
Create, Edit & Delete Questionnaires
Export and Import Questionnaires
Import Pocket ESA Questionnaire

Report Template Features

Admin

X X X X X X X X X

X X X X X X X X X X X X X X X X

X X X X X

Power

X X X X X X X X X X X X X X X X xX X X X

X X X X X

Guest
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Create, Edit & Delete Report Templates
Import Report Template

Report Features

Create, Edit & Delete Report Responses X

Export and Import Report Responses

Open Reports X X X X

7.1.2  Project Security

To provide data security to some projects a password can be added specifically for that project. This
password must then be entered every time the project is opened. To add a password when creating a
new proiectlEﬁ, check the box for Set Password and enter the Password on the New Project form.

Mew Project

Froject Info l Eu:uunu:lar_l,l] Local Ennrdinates] Eategu:ur_l,l]

Praoject

Mumber: |

R ETN |

v Set paszword Paszwiord: |

Clignt

ID: I arne; |

Address

Address: |

City: |

State/Province: |

Country: |

Postal/ZIF Code: ||

\/ k. x Cancel | ? Help
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To add or change a password for an existing project, open the project/1241 and select Edit > Project
Information to display the Project Information form. Then check the box for Set Password and enter the

Password
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7.2 Database Management

The data in this application is stored in a main database and project databases. These databases are
backed up at regular intervals and if necessary can be restored from backup copies.

7.21 Backing up adatabase

The main database and current project database are backed up at regular intervals. These intervals are
set in the preferences s Yor the program. A project database will only be backed up if the project is
currently open.

7.2.2 Restoring adatabase

If necessary due to data corruption or some other problem, a database can be restored from a backup.
The sections below describe how to restore the main database and project databases.

7.2.2.1 Restoring the Main Database

To restore the main database, select Tools > Databases > Restore > Main Database and the Select
Backup Database form below will be displayed.

< Select Backup Data.. — T

Drate Tirme
Manday, March 30, 2020
Monday, March 30, 2020 09235
Maonday, March 30, 2020 09:358:5
Monday, March 30, 2020 09:43:5
Maonday, March 30, 2020 09:58:5
Monday, March 30, 2020 10:13:5

x Cancel | ? Help

This form lists the backups by date and time. Select the database to restore from the list and then click
on the Ok button. If you choose to proceed with the restoration, the main database will be replaced by
the backup and the application will be restarted.
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7.2.2.2

Restoring a project database

To restore a project database, select Tools > Databases > Restore > Project Database and the Select
Project form below will be displayed. To backup a project database, no project can be currently open.

Project Mumber: || Find

Most Recent Projects Froject D

Project ID / et

Details

Status

Client 1D:
Client:

Project ID < Date Created:
Samples Samples Date Modified:

Samples Samples

All Projects

o Select I X Cancel | ? Help

This form lists the projects in the application. Select the project to restore from a backup and then press
the Select button. The Select Backup Database form below will be displayed.
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< Select Backup Data.. — T

Sunday, March 29

sunday, March 29, 2020
sunday, March 29, 2020
Sunday, March 29, 2020
Sunday, March 29, 2020

x Cancel | ? Help

This form lists the backups by date and time. Select the database to restore from the list and then click
on the Ok button.
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7.3 Network License Management

The application can be licensed on individual computers, a network, or a combination of both. When
licensed on a network the licensing is based on concurrent usage, where the number of concurrent users
must be less than or equal to the maximum number of users licensed. This means that the program can
be installed on any number of computers in the office but only the licensed number of concurrent users
can use it at the same time.

The sections below describe the installation for both the server and client computers and how to manage
the network using the License Manager.

7.3.1 Installation

When the application is managed on a network the databases and datastore for the application are also
normally stored on the network server. There are two ways to install the databases and datastore on the
server. The easiest method is to install the application on the server and select the location of the
database and datastore directories when the application is first run on the server. Alternatively, if you
prefer not to have the application on the server you can install it on a client computer and set the
database and datastore directories to the server when the application is first run on the client.

After the databases and datastore have been installed on the server it is important not to overwrite them
each time the application is installed on a client computer. To do this make sure you answer "No" to the
last question about installing the databases and datastore when the program is first run on a client
computer. Instead database and datastore directories should be set to the server when the application is
first run.

It isimportant to make sure that the directories on the server where the databases and
datastore are located are shared and have their file access permissions set to "Full Control" for
all users.

7.3.1.1 Server Installation

To get the network up and running, the network license senice and network license monitor program first
need to be installed on the sener. The program can downloaded from GAEA's website at:

http:\www.gaeatech.com\public\EASR2_license_Manager_Setup.exe

The following steps occur during the installation:

e The Network License Monitor program is installed on your computer
¢ The Network License Manager senice is installed.
¢ Shortcuts are placed on your Programs menu

7.3.1.1.1 Starting the Service

After the network senice has been installed on the server it needs to be started before it can be used.
This is done automatically when the server is restarted or it can be done manually through the Windows
Senices Manager. To do it manually open the Senices list from Administrative tools in the Windows
Control Panel. Select the E-ASR License Manager in the Senices list and then select Start.
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7.3.1.1.2 Uninstalling the Service

To uninstall the network senice automatically, select Uninstall Network License Senice from the
application shortcuts on the Programs menu. The senice will then be uninstalled the next time the server
is restarted. To uninstall the senice immediately, it needs to be stopped first and then uninstalled.

To stop the senice, open the Senices list from Administrative tools in the Windows Control Panel.
Select the E-ASR License Manager in the Senices list and then select Stop. Then uninstall the network
senice as described above.

7.3.1.2 Client Installation

The installation of the application on a client is the same as the single user installation. The only
difference from the single user installation is that the network option should be selected during the first-
run setup stage of the program. In addition, after the databases and datastore have been installed on the
server it is important not to overwrite them each time the application is installed on a client computer. To
do this make sure you use the default database and datastore directories (on the local C drive) during
program installation.

7.3.1.2.1 Setting the Database and Datastore Folders

After the program has been installed on the client, the database and datastore folders need to be set to
the server. To do this run the program and log in as an administrator (this option is not available to non-
administrator users). Select File > Preferences and go to the Datasources tab. On this tab set the folder
paths for the database and datastore to the ones on the senver.
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2
Preferences :

Bl Appearance B
@.&utumatic Fepaorting

Database Provider: |Micru:us-:uf‘t.&u:u:ess j

ser narme: |.ﬂ.dmin

Passwrord: |
@ Internet
ﬁ Maintenance
B8 Metwark License

Path: |C:\PrngramData\G.ﬂ.E.-'1'-.H.-'1'-.utl:n Reporting2hDatab @

Showe Folder

Datastare falder: |C:‘-LF'rDgramDatakGAE.ﬂ.‘-ﬁutDRepur‘tingﬂDataS'@

Showe Falder

v OK X Cancel | £ Apply ? Help

7.3.1.2.2 Setting Netw ork Options

If the network option was not selected during the installation on the client computer, then it can be set in

the preferences for the application. Select File > Preferences, and select the Network License tab on the
left.
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o

EL Appearance TH

@Autumatic Reporting Metworked:

® Backups r Ves 5 No

@Cumpan}r

B Datasources .

B4 Defaults Metwork Settings |
@ cis Mame or IP Address: |Ll:|ca|h|:|5t

@Internet =
13001
ﬁl"ﬂaintenance Port Mumber: =

Request network licenses for:
v E-ASR

| o OK X Cancel | ? Help

To get the licenses from the network, set Networked to yes and enter the network name or IP address.
The port number. should always be 3001 for the network.This information is displayed on the Network
Monitor [213form on the network. In the box below the network settings select the licenses to request
from the network.

7.3.2 License Manager

The licensing of the application on a network is handled through a senice called ASR License Manager
and an application called ASR License Monitor. The senice handles the logging in of users and grants
license requests and has no user interface. The network monitor provides a user interface for
adding/removing users and managing licenses.

When the ASR License Monitor is being run as a process the program icon will be displayed in the
system tray. A popup menu can be displayed by right clicking on the program icon in the system tray.
This menu can be used to display the network monitor form, manage licenses, manage users, show the
network log, and shutdown the network monitor. Shutting down the network license manager will stop the
network license manager process but will not stop the network senice.
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To display the network license monitor form double-click on the icon or select it from the popup menu.
ASE License Monitor
Metwark Properties Marne Logged In P
Admin 2020 127.0.0.1
Server Mame: Localhost
Port: 300
% Manage Licenses
Q hanage Users
@ Active Locks
Showe Liog
{f Refresh
&7” Settings
fL shutdovwn
Wersion: 2,00 i Llose ? Help
On the right side of the Network License Monitor form a list of users that are currently logged into the
program is displayed. And on the left side is a box displaying the network server name and port. These
network properties are the ones required to be entered into the preferences of the application on client
computers, as described in the section on setting client network options[s:". The port should always be
3001.
Below the Network Properties box are buttons for managing licenses, managing users, showing the
network log, and adjusting settings. These buttons are described in the sections below. The close button
will hide the monitor and put an icon in the system tray and the shutdown button will shutdown the
monitor.
7.3.2.1 Manage Licenses

To use the application on client computers it must be licensed on the network. The application will run in
demo mode on the client computers until the network is licensed. To manage the licenses for the
application click on the Manage Licenses button on the License Monitor form, the License Manager form
will be displayed.
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Update

Mame Wersion  Licensed Max Us...
- Mame: E-A5R
EI/E-ASR 2.00 5
Version: 2.00
Industry: Basic
Licensed: MNa

Licensed On:  N/A
Current Users: 0

Invoice #: VY
Ceveloper: GAEA Technologies Lid.
Copyright: Copyright © 2022 GAEA Te
Description

E-ASR

? b

On the left side of the form is a list showing the licensing of the application. If the application is licensed
the Licensed box will be checked and the maximum number of users will be displayed. When the
application is selected the details for the license will be displayed in the box on the right side of the form.

At the top of the form there are buttons to register (unlock), export serial numbers, import unlock codes

and update the maximum users. If the application has not been licensed the Register, Export and Import
buttons will be enabled, after the application has been licensed these buttons will be not enabled.

7.3.2.1.1 Register License

To license and unlock a module click on the Register button at the top of the License Manager form.
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E-ASR
2.00

Ta register the module and obtain an unlock code, enter your invoice
nurnber then click the obtain unlock code butten, This will display a
registration form on GAEA's website, Fill in the information on the form
and then subrmit it.

|Invoice Mumbern

If you are unable to access the internet, please call us at (519) 571-8121 or '

(613) 900-1950.

Serial Murmber

AR2-8737-8672-1020-2155

Codes

User Code:

Obtain code Store codes

This form displays the unique serial number for the network that is based on the specific computer
hardware that it is installed on. The network and user unlock codes are based on this unique serial
number and invoice number. To obtain the unlock codes, fill in the invoice number and click on the
Obtain code button. This will take you to a form on the GAEA's web site that can be filled out and sent to
GAEA for the codes. After we receive the request we will email you back the codes. If you would prefer
to contact us directly for the codes you can email us at support@gaeatech.com.

After you receive the codes from GAEA, enter them on the form along with the inwoice number and click
on the Store codes button. You must enter the correct invoice number for the codes to work.

7.3.2.1.2 Export Serial Number

Another way to license the application is to export the serial number to a file and email the file to GAEA.
We will then send you back an unlock code file that can be imported. To export the serial number select
the module and click on the Export button at the top of the License Manager form.
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Marne
Serial Mumber | AR 2-3737-8072-1020-2155

T o reqgister the modules and obtain unlock codes, enter the infarmation below then
zelect either email or export. *When exporting to a file you need to email the file to
codest@gaeatech. com,

[Fvoice Mumber:

Mame:

Company Mame:

Address:

City: Province/State:

Country:

E mail:

File: M arne: =

E mail Export X Cancel ? Help |

The unique serial number for the module is displayed at the top of this form and can not be changed.
Enter all of the information on this form, including the invoice number. After entering an email address
and file name the Email and Export buttons will be enabled. To email GAEA the serial number file click
on the Email button. To export the serial number to a file click on the Export button, this file will then

need to be emailed to us at support@gaeatech.com.

7.3.2.1.3 Import Unlock Codes

After the serial number file has been exported and emailed to GAEA, we will email you an unlock code
file that can be imported. To import this file, select the module on the License Manager form and click on
the Import button at the top of the form. The Import Registration form will be displayed.
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Importing registration data from a file allows you to register multiple StrataBxplorer
modules at ence. If you have received a registration file from GAEA Technologies, please
select it then press 'Store Unlock Codes' to register your modules,

Files Browse...

Module

MName

Invaoice

Serial Mumber

Max Users
Unlock Code
User Code

Store Codes

? telp

—____ -~

At the top of the Import Registration form the file with the unlock codes can be selected. After the file has
been selected the module details will be shown and the unlock codes can be stored by clicking on he
Store Codes button.

7.3.2.1.4 Update Maximum Users

After the application has been licensed, the maximum number of users can be updated by clicking on
the Update button at the top of the License Manager form. To update the maximum number of users
enter the user unlock code from GAEA and click on the Store user code button.

r-' pck Users "

E-ASR
2.00

Serial Mumber {
AR2-8737-8672-1020-2155

Uszer Unlock Code

Store user code

L3
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7.3.2.2 Manager Users

Prior to using the application on a client computer a user must have an user account setup in the license
monitor program. This user account is used to login to the application on the client computer. When user
accounts are setup they are assigned a username, password, and user type (privilege). Different privilege
levels are used to control access to functions of the program and data. The different user types are
administrator, power user, limited user, and guest. The functionality of different privilege levels is

described in the User Privilege Level Functionalitylz_mﬁ section below.

To manage the user accounts click on the Manage Users button on the Network Monitor form. The
Manage Users form displays the current user accounts and is used to add, edit, remowe, export and

impor‘[ user accounts.

Manage Lsers

Qﬂ; Sdd E%? Edit Qg Rernowve Export Import:
£ ser | 10 | Privilege Lewvel Date Created Time
adrmin 101 Administrator 41112020 12:11:05 PM
quesk 104 Guest 41112020 1:45:30 PM
lirnited 103 Limited User 4112020 145115 PM
poiEr 10z Power ser 41112020 12:11:15 PM
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7.3.2.2.1 Adding a User

To add a user account click on the Add button at the top of the Manage Users form, the Add User form
below will be displayed. This form is used to enter the user name, password, and user type for the
account. The user name should be unique for each user.

Add User
User narme: |
Passuard:
Confirm Password:
User type: Powver User W
oK X Cancel ? Help

7.3.2.2.2 HEditing a User

To edit a local user select the user in the list and click on the Edit button at the top of the Manage Users
form, the Edit User form below will be displayed. This form is used to edit the user name, password, and
user type for the account. The user name should be unique for each user.

Edit Llser
User narme: admin
Passuord:
Confirm Password:
User bype: Adrministrator w7

W O ® Cancel
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7.3.2.2.3 Removing a User

After a user account has been created it can be removed by selecting it on the Manager Users form and
clicking on the Remowe button.

7.3.2.2.4 Export User Accounts

When the licensing is being moved between seners the user accounts can be transferred by exporting
them to a file on the original server and then importing this file on the new sener. To export the user
accounts click on the Export button at the top of the Manage Users form. You will then be prompted to
specify the name of the user data file.

7.3.2.2.5 Import User Accounts

After the user accounts have been exported to a user data file, this file can be imported on the new
senver by clicking on the Import button at the top of the Manage Users form.

7.3.2.3 Active Locks
The licenses that are currently being used can be shown by clicking on the Active Locks button on the

License Monitor form. The Active Locks form will display the license (lock name), owner (user), location
(IP address) and the date and time the license was granted.

Active Locks

Lock Mame Criyher Location Date Created Tirme Creat...
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7.3.2.4 Show Log

To show a log of network license events click on the Show Log button the License Monitor form, the
Event Viewer form will be displayed.

Event ¥iewer
B save & Clear | 6 Clase  ? Help
Type D User Date Tirmne Categary ™
I:@'Irﬂ‘u:urrna... Startup
I:@'Irﬂ‘u:urrna... Startup Systermn AA%2020 125@52 P, General
I:@'Irﬂ‘u:urrna... Startup Systermn AA%2020 125@52 P, General
@Infurma... Lagin admin %2020 1AR08PM Licensing
@Infurma... License Reg..  admin %2020 1AR08PM Licensing
@Infurma... Logout admin %2020 11343 PM Licensing
@Informa... Login adrmin 792020 12105 PR Licensing
@Informa... License Req..  admin 792020 12105 PR Licensing
@Informa... Logout adrmin 792020 12125 PR Licensing
@Informa... Login adrmin 792020 12252 PR Licensing
@Informa... License Req..  admin 92020 12252PM 0 Licensing
@Informa... Logout adrmin 92020 12554 PR Licensing
@Informa... Login adrmin 92020 128T4PM Licensing
@Informa... License Req...  admin 1952020 126014 PM - Licensing
@Informa... Logout admin 1952020 1:26:46 PM Licensing
@Infurma... Lagin admin 1952020 12815 PM Licensing
@Infurma... License Req...  admin 1952020 12815 PM Licensing
@Infarma... Logout admin T92020 1:30:33 PM Licensing w
L4 >

The details for an event can be displayed by double-clicking on the event in the list. A log file in XML
format can be created containing the events by clicking on the Save button at the top of the form. The
ewvents in the list can be remowved by clicking on the Clear button at the top of the form.

7.3.2.4.1 Display Event Details

When an event on the Event Viewer form is double-clicked, the details of the event will be displayed in
the Event Details form.

© 2023 GAEA Technologies Ltd.
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Event Details

Ewent

Type: Infarmation

InR License Request
ser: admin

Location: 127.0.01
Date: 1972020
Tirne: 1:22:52 PhdA
Cateqory: Licensing
admin requested a single license for Standardized

Autormated Reporting, Userwas granted license
nurmber 1,

7.3.2.5 Settings

The network server name and port can be adjusted by clicking on the Settings button on the License
Monitor form. The Network Settings form below will be displayed. The port should be set to 3001, it is not
recommended to adjust this setting without first discussing it with GAEA.

Metwork Settings

Server Mame Localhosk

Port 3001
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