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”
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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.
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2. Select “Add Sections / PDF Attachments”
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3. Under “Add Report Sections” choose “Pictures” to add photo pages to the PDF.
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4. Select “Print” and “Show Page Number” for both sections.
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The PDF will include the Report and Picture sections.
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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.
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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.
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See the following to change your preference to have all open and completed Category A reports listed
on the Category A screen:

1. Goto My Preferences on the Main Page
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2. Select True for “Is Default Report Maintain Dropdown Set to All”

C) AssetWis Main  Colleclor  Maintenance  Manager  Administraion  Help
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My Preferences

Preference: |All M
Preference Value Description
Edit | Asset Detail - Open Edit Asset Values in new tab True Setting this to True will open Edit Asset Values in a new tab
Edit | Asset Detail - Show Administration Tab True Setting this to false will hide the administration tab from the asset details page
Edit | Asset Detail - Show Asset Info Tab True Setting this to false will hide the asset info tab from the asset details page
Edit | Asset Detail - Show Flies on Load False Eﬂfct;ilelislt(]rr;%gitfg;?;ni;ii;ﬂIesfpiclures being displayed on the asset details scre
Edit | Asset Detail - Show Files Tab True Setting this to false will hide the files tab from the asset details page
Edit | Asset Detail - Show Maintenance Tab True Setting this to false will hide the maintenance tab from the asset details page
Edit | Asset Detail - Show Report Sections True Setting this to false will hide the Asset Values Report Sections panel on the Quick Viey
Edit | Asset Detail - Show Scheduling Tab False Setting this to false will hide the Scheduling tab on the asset details page
Edit | Default Home Page Report Filter The default home page you will see after logging inte the application
Edit | Default Multi Upload File Type Photograph The default File Type selected when uploading multiple files
Edit | Default Report Toolbar Upload File Type Photograph The default File Type selected when uploading from the report toolbar
Edit | Default Upload File Type Photograph The default File Type selected when uploading a single file
Edit | Is Default Report Maintain Dropdown Set to All True Setting this to true will set dropdown for report viewer to all
Edit | Report Summary View Set Sort By as_code,as_name | Report Summary View Default Sort By




