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We are excited to provide this valuable new service to you as part of your Platinum Web Hosting service. ITA's 
Easy Report Upload system is the fastest and easiest inspection report upload system available - with just a few
clicks you can have an inspection report online and ready for a client to download instantly! 
 
For the initial setup, there are some technical details you will need to be familiar with. Please take a few 
moments to read this complete guide. It is designed as a getting started manual and we have also tried to 
answer most frequently asked questions. 
 
If you have questions or any trouble with Easy Report Upload please call 1-888-323-9235 or contact us online
by logging on to: www.homeinspectorweb.com/contact.asp 
. Getting Started  

hat do I need in order to use Easy Report Upload? 
ou will need a computer with an internet connection, running Windows 98 or better, and an inspection 
eport file or document to upload. (If you're NOT running Windows you will need a standalone FTP 
rogram installed. This manual assumes you are a Windows user.) 

 
here do I start? 

ave your Report Upload Folder access information in a safe place - you will need these details anytime 
ou upload a report. To save the quick access link to your desktop for later access: click and drag the 
uick access link from your Report Upload Getting Started email to your desktop and a shortcut will be 
reated. You can then instantly access your Report Upload Folder any time by connecting to the internet 
nd then double-clicking on the shortcut on your desktop. 

 

. Preparing Your Report Files  

hat file format should my reports be in? 
ou should save your reports in one of these formats: PDF (Adobe Acrobat), DOC or RTF (Microsoft 
ord) or HTML. (Note: InspecTrix does not use MS Word or HTML formats.) Adobe Acrobat PDF format is 

ecommended as it the most universal and secure format. Note: The "View Report" page on your web site 
ill need to be modified to work with formats other than PDF. Email adam@homeinspection.com to modify 
our "View Report" page for the file format you would like to use. 

hat software do I need? 
ou will need inspection reporting software (Ex: InspecTrix Pro) and any additional software that may be 
equired for exporting to common file formats (Ex: Adobe Acrobat, for creating PDF files). 

f you scan paper reports into your computer instead of using reporting software, Adobe Acrobat 6.0 
rofessional allows you to easily scan your report directly to PDF format. 

s there a file size limit? 
our Report Upload Folder has a total size limit of 50 MB (megabytes). This should store up to 25 properly 
ompressed reports at once. Each report file can have a maximum file size of 10 MB. If your typical 
eport's file size is larger than 2 MB you should compress your file for the web (See next paragraph for 
etails). 

ow do I compress my reports' file size for the Web? 
eports with photos can have a very large file size (more than 3 MB), and large files such as these can be 
roblematic and take too long for people to download on a slower internet connection. You can create PDF 
iles with smaller file sizes by adjusting the settings in Adobe Acrobat's print driver settings before you 
onvert to PDF: When you are getting ready to create your PDF file choose your Acrobat print driver and 
lick on Printer Settings to find the PDF settings. If available, choose one of these settings: "Web quality", 
Screen quality", or "eBook". If there are no presets such as these available, adjust the Image resolution 
o between 75 PPI (pixels per inch) and 96 PPI. Also make sure JPEG compression is set between Medium-

http://www.inspectrix.com/
http://www.adobe.com/products/acrobat
mailto:adam@homeinspection.com


High. Your Acrobat software's help files will have detailed instructions on how to do this with your specific 
version of Acrobat. 
  
Naming your files 
Each report's file name should be unique - this is equivalent to the "inspection number" you give to your 
client to access their report from your web site. Do NOT put any spaces in your file names (spaces 
cause problems with file names on the web) - use and underscore (_) instead if you need a spacer.  
 
 
3. Uploading Your Report 
 
How do I upload my report? 
Open your Report Upload Folder using the quick access link you created on your desktop in Section 1. 
Enter your username and password prompted. Next, open the folder on your local computer that contains 
your web-ready inspection report (Compressed PDF or DOC, etc. file). Resize the windows on your screen 
so that you see the contents of both your Report Upload Folder and the local folder that contains your 
report file(s). Now, CLICK and DRAG the report file(s) from the local folder to the Report Upload Folder. 
(Note: You can also use COPY and PASTE to achieve this.) You will see an upload indicator while the file 
is uploading; when it is finished uploading the indicator will disappear. 
  
 
4. Report Upload Folder - File Maintenance 
 
Your Report Upload Folder is limited to 50 MB of total storage space, so we recommend regularly 
removing old reports. Example: You should enforce "Expiration Dates" for your online reports - Inform 
your clients when you give them the inspection number that their report will be available for downloading 
and viewing on your site for up to 3 weeks and they should download their report within this time period. 
Then regularly remove files older than 3 weeks old. Adjust time period to yours and clients needs. 
 
 
5. Downloading Your Report 
 
What is an "Inspection Number"? 
You will need to provide your client with a unique "inspection number" in order for them to view their 
inspection report. The inspection number is: the name of the report file you uploaded MINUS the 
period and file extension (.PDF or .DOC , etc.). Do NOT use spaces when naming your files. 
 
Example: For a report with the file name report01.pdf the Inspection Number you give to your client will 
be: report01 
 
How can my client view/download the report? 
Give your client their Inspection Number and a link to your web site. Tell them click on the "View Report" 
button of your web site and then enter their Inspection Number. Below is a sample script you can 
customize and send in an email to your client after the inspection: 
 

Dear Client, 
 
You can view and download your inspection report right from our web site! Just log on to 
www.yourwebsite.com and click on "View Report", then enter your Inspection Number: 
inspectionnumber 
 
Your report will be available to download and view for 3 weeks from the inspection date. 
 
Thank you! for choosing us! 
 
Your Name Here 

  
For Technical Support call 1-888-323-9235  or contact us online by logging on to:
www.homeinspectorweb.com/contact.asp 

mailto:adam@homeinspection.com


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.3
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 600
  /ColorImageDepth 8
  /ColorImageDownsampleThreshold 1.00000
  /EncodeColorImages true
  /ColorImageFilter /FlateEncode
  /AutoFilterColorImages false
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 600
  /GrayImageDepth 8
  /GrayImageDownsampleThreshold 1.00000
  /EncodeGrayImages true
  /GrayImageFilter /FlateEncode
  /AutoFilterGrayImages false
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [1200 1200]
  /PageSize [612.000 792.000]
>> setpagedevice


