
Category A reports are now separate reports with their own Picture sections and report forms.   

Files attached to the report are not limited to Photograph Type, however only Photographs can be 

included in the printed Category A Report.   

When a report is created and prior to submitting to maintenance or engineering, photos are to be 

attached to the report and selected for printing in the manner described below.  In addition, when work 

has been performed to correct a Category A defect, photos are to be attached then selected to include 

in the report prior to updating the status to completed.  Only photos in the current workflow stage can 

be selected to include in the report; for reports already in the system, the user cannot go back and 

select photographs from a prior workflow stage.   

The process to attach photos to the report during each workflow stage has not changed.  The new 

functionality allows the user to select particular photos to be included in the printed report section. To 

include the attached photographs in the report section, select the checkbox labeled “Include File in 

Printed Report”  

 

 

For any Category A reports created prior to the change in the functionality, you will need to manually 

add the Pictures section to the PDF as described below.  For newly created Category A reports, the 

Pictures section will be included by default.   

 

1. View the PDF 

 

 

 



2. Select “Add Sections / PDF Attachments”  

 

 

 

3. Under “Add Report Sections” choose “Pictures” to add photo pages to the PDF. 

 

 

4. Select “Print” and “Show Page Number”  for both sections. 

 

 

 

 

 

 

 

 

 

 

 



 

The PDF will include the Report and Picture sections. 

 

 

If you do not have the preference selected to view all Category A reports, only the open reports will be 

listed on the Category A screen.  In order to include the completed reports in the list, you need to select 

“All” in the pulldown on the Category A Report form.  Then you will have the ability to select which open 

and completed reports to include in the Category A Report Section of the Inspection Report. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Once all Category A reports are listed, select the reports which are to be included in the current 

Inspection Report under the Category A Reports section. Note:  All reports created during the current 

inspection cycle or completed since the last inspection are to be included. 

 

 

 

Category A Report Section of the Inspection report will include all individual Category A reports selected. 

 

 

 

 

 

 

 

 

 



See the following to change your preference to have all open and completed Category A reports listed 

on the Category A screen: 

1.  Go to My Preferences on the Main Page 

 

 
 

2.  Select True for “Is Default Report Maintain Dropdown Set to All” 

 

 

 


