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How To:  

Add a Cover Page 

to your Report  

 
 

There are two parts to adding cover pages to your inspection reports. The first part 

is to change the print settings to allow for cover pages (done one time) and the 

second part is inputting the cover page information specific to an inspection. 

 

Part I-Enabling the Cover Page 

1. The first step in is to tell the program that you want to add cover pages to 
your reports. To do that select Setup then Print Settings from the menu. 

 

2. Choose the “Page Options” tab, at the top of the “Print Options” screen 

3. Check the box labeled ‘Print a cover page at the beginning of each report”  
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4. After checking the box, click the button labeled Cover Page Settings. There 
are 4 different cover page types to choose from. Choose an option that fits 
your style and fill out any additional information you are prompted for. 

 

5. Click the OK button when you’ve made your choices and now each time you 
choose to print or preview a report, you will now be prompted for additional 
cover page information specific to the open report.  

 

Part II-Creating a Cover Page for a Specific Report 

1. When you choose to print, preview or e-mail a report with cover pages 
enabled, the Cover Sheet Data window will appear. 
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2. The program will automatically pull the property information from the general 
information section of the report and fill it in for you. You can change the 
cover page information here if you prefer.  

3. To add a photo of the home to the cover page, click “Locate” and then find 
the picture you would like to add and click “OK”.  

 

4. A thumbnail of the cover page photo is shown on the Cover Sheet Data 
Window. 

 

5. Click Continue when the information is complete and a cover page with the 
picture and information will be added to the front of your report. 

 



 

 

3/31/2010    Toll Free 888-736-2462 

Page 4 of 4                  www.palm-tech.com 

  

How To: Add a Cover Page to your Report 

Sample Cover Page 

 

 

If you have any other questions or would like additional help you can call us 

at 1-888-736-2462 or send an e-mail to: support@pdmb.com. 
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