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Read Me - Quick Start 
 
Install from the CD then open the program using Manager account to do the one-time 
program setup needed before reports can be printed. 
 
 

 
 
 

• Pro 4 IR has been designed to be installed on one light-weight laptop computer 
for a home inspector to input data during inspections. A four-part inspection 
report, complete with pictures, is then ready to be finalized immediately after 
the inspection. 

 
• Pro 4 IR can be used on a trial basis for up to 30 days. The program 

automatically presents the user with a chance to enter a registration number or 
to run in trial mode. 

 
• All data entered during trial mode is lost to the user once the 30-day trial 

period is over unless a registration number is entered. A proper registration 
number opens the program with all trial information intact.  

 
• More than one inspector can use the computer but each inspector must have 

their own account setup before they can create reports.  
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A. Install Pro 4 Inspector Reports 
If you download the program unzip the file and double-click the Pro4Setup.exe file. If 
you have a CD, insert the CD into the computer and run the installer. It should run 
automatically. See the Read Me First document for full installation instructions. 
 
Pro 4 Inspector Reports is a program that allows inspectors to build their report, 
including pictures, while conducting the inspection. Four outputs are then available for 
printing as PDF’s that can be emailed as needed. 

• Inspection Report 
• Addendum Summary of Issues – A summary of all issues found 
• About Your House (AYH) – A picture summary of key items 
• Inspection Overview Cover Letter – A letter highlighting key issues 

 
 

B. Open Pro 4 Inspector Reports As Manager 
Pro 4 IR is first opened under the default manager account, which is used to prepare 
the program to allow one or more inspectors to create reports.  
 
Open the program with the default Manager account. 

The default account is: 
Account Name = Manager 
Password = pro4ir# 

 

 
 
 
Read and accept the Agreement 

Click the Accept button to continue on to the Registration screen. If you click Decline the 
program will close. 
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1. Register the program or open in Trial Mode 
Opening in Trial Mode allows you to use all features for up to 30 days. Note 
that data entered during trial mode is lost to the user once the 30-day trial 
period is over unless a registration number is entered. A proper registration 
number opens the program with all trial information intact.  
 

 
 
You will receive a registration number at the time of purchase. Enter you name 
and the number then click the Register button to register and open the 
program. 



 
  

  6 

 

C. Prepare Pro 4 for Your Organization 
The program opens to the Reports List with main navigation buttons at the top right 
of the window. One example report is listed. You can navigate to the Admin module 
using the red button at the top right corner of the screen. 
 

 
 
Build your preferences in the Admin module before you begin creating inspection 
reports. Each new report looks for information found here to auto-enter information. 
Setup includes: 

• Create a login account for each inspector with inspector # and signature. 
• Enter company info such as logos, name, address and contact numbers. 
• Enter inspections and prices. 
• Review/edit Comments (descriptions that can be added as issues and quickly 

edited for the specific inspection). 
• Edit standard report template text. 

 

Admin – Inspections List 
When you build your inspections list here it makes each inspection available in the 
popup list used when you create a new inspection report.  

1. Type an inspection name in the first empty row. 
2. Press the Tab key to move the cursor to the Price column. 
3. Enter the price. 
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Admin – Company Logo 
Enter the company logos you wish to have displayed on the report.  
Insert Logos 
Insert your logo file here. It is best if the file format is JPG or PNG but most other 
picture formats are acceptable.  
 
WARNING! – Keep your logo files as small as possible to keep your final reports smaller in size. 
Logo files can  be several megabytes in size which adds to the size of your final report. For 
example, Photoshop has a Save for web... option that allows for a PING-24 format with 
transparancy or JPEG-High. This can reduce a 1.4mb file to 100k and still look good when 
printing. 
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Admin – Other Company Info 
 

Enter other company information 
Enter your address, phone, etc. so it can be applied to each new inspection report. 

 
 
Note: The Inspector Name, Inspector No. and Signature are not directly entered here 
normally. That is entered in the Account tab. When the inspector logs in, these fields 
are auto populated using the Account information. 
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Admin – Report Text 1 
This text is on page 2 of the main report. Enter your text in the Text Entry tab which 
has a larger type size. The report text is a smaller size that is difficult to work with so a 
second tab named, Actual View, is available to see how the text fits the space in the 
report. 
This default text will be populated automatically into each new report. Existing reports 
don’t change when you change this default text. Only newly created reports will have 
the new text applied. 
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Admin – Report Text 2 
This is the second block of text on page 2 of the main report. Enter your text in the 
Text Entry tab which has a larger type size. The report text is a smaller size that is 
difficult to work with so a second tab named, Actual View, is available to see how the 
text fits the space in the report. 
This default text will be populated automatically into each new report. Existing reports 
don’t change when you change this default text. Only newly created reports will have 
the new text applied. 
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Admin – Inspection Overview (IO) Letter 
The IO letter lists issues that you want to call to the client’s attention. The text entered 
here will be populated to the IO letter for each new report. This text can then be edited 
for a specific report by using the IO Letter tab during report entry. 
The Courtesy Comment Default Text is the text that is populated when you click the 
blue + icon to add a Courtesy Comment as you edit issues for a report. 
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Admin – E-mail Text 
These e-mail preferences are used to create a new e-mail message when you click the 
Report button, Send Email. That button sends the final report as an attachment to the 
e-mail. 
The E-mail text uses merge fields to fill in the report information. The program comes 
with suggested e-mail text filled in and it has the merge fields inserted into the text. 
You can change the text and placement of the merge fields as desired. Copy and paste 
the merge fields as desired. 
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Admin – Accounts 
The Manager login account is the only account that has access to the Admin area. All 
other accounts will see a message that the Admin area is unavailable if they try to enter 
this area. 
The Manager can reset the Manager password. If the Manager is also an inspector, 
create an inspector account that you use for creating reports. Only use the Manager 
account to set preferences.  
NOTE: Do not change the Manager account first name or login name! 
The Manager can create new accounts for inspectors or others using the New Account 
button. 
 
IMS Account Information 
Enter your IMS (Inspection Management Systems, Inc.) account name and password 
here to import inspections. IMS is an on-line service where inspectors can keep all 
their inspections and their inspection calendar. 
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Comments 
Click the red Comments button to view all the comments preloaded in the program. 
This will display the Comments listing. 
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How Comments Are Listed 

Comments are the items that you select to become issues in the report. They are setup 
in large category types such as Electrical, HVAC, Plumbing, etc. Within each type are 
multiple groups that help you select from just a handfull of items when creating issues. 
For example, the Plumbing “Type” has “Groups” that include: Commode, CS Vapor 
Barrier, CS Water, Drains, etc. 
Plumbing may have 150 total comments that are broken down into 20 groups. Keeping 
the groups small makes it easier for the inspector to pick from the list with just a click 
during the inspection. 
 

 
 
Viewing Comments - Show All 
You can use the Show All button to view all the comments at once. Comments are 
sorted by Type and Group. You can enter find criteria into any of the fields. 
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Viewing Comments - Find 
You can also Find a smaller subgroup of comments to work with which is usually a 
little easier to deal with.  

- Click the Find button 
- Enter your criteria 
- Press the Enter key to perform the find 
Note that the program assumes you want to search for a Group and it has 
two equal signs auto-entered. These are needed so that the search looks just 
for the specific spelling entered. Without the equal signs you may often find 
comments with similar spellings but not exactly the same. 
 

 
 
Sorting Comments 
Click any of the column headers to sort by that column. 
 

Enter Next Job # in the Report List 
Click the red Report List button to view that screen. Enter the job number the will be 
used when you create your first report. This number will increment by one each time a 
new report is created. You can change it later whenever you need to and it will start a 
new incrementing process from the new number. 
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D. Open Pro 4 As An Inspector and Create Reports 
Exit the program and open it again using the new inspector account. You can also 
avoid the closing and  opening by clicking the Re-Login button in the Admin – 
Accounts tab. Once the program is open you are ready to create new reports. 

 

Getting Started 
Pro 4 Inspector Reports opens two windows to work in: Pro 4 Inspector Reports window 
and Pictures window as shown below. As you enter new reports you will see them listed 
in the Report List until you change the Status to Closed. This way you are always 
working with your current list of reports.  

- Click the red triangle at the left of a listing to view that report in the Report 
Entry module. 

- Click the “Closed” button to show all the closed reports whenever you like.  
- Click a red underlined button at the top right to switch to a different module 

such as Report Entry, Report Form, etc. 
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Report List Screen 
This is the “Home” screen and the first place you land after opening the software.  
 

 
 

• Automatically shows a listing of “Open” reports by date, report number and 
address of each report. 

• Click a column heading to sort by that column. 
• Use the white buttons to add new inspection reports, find inspection reports and 

print sales summaries. 
• Check the Next Job Number at the top right to see the number for the next new 

report. This can be a continuous numbering scheme or a number you reset each 
month like: 090501 for the first job in May of 2009.  

• Create a New Report by single-clicking the white button, “New Report”. This 
creates a new blank line with the job # entered and a calendar pop-up showing 
so you can select the date of the inspection. 

 
 
 
 

Create A New Report 
New reports can be created in two ways. The following method is manual entry using 
the New Report button. The second method is to automatically import inspections from 
IMS (Inspection Management Systems, Inc.). IMS is an on-line service where inspectors 
can keep all their inspections and their inspection calendar. 

Manual Entry 
• Click the New Report button to add a new blank line. 

 

  
 

• The Report ID should be the number you entered in Preferernces as your 
beginning number. Enter the inspection date from the pop-up menu. 
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• Click the red triangle at the left of the job number to view the Report Entry 
screen where you can finish entering the report information. 
 

Import Inspections From IMS 
IMS provides a way to import inspections which Pro 4 Inspector Reports has tapped 
into. Each inspection becomes a new report record in Pro 4 IR. IMS keeps track of 
inspections that have been imported and does not allow them to be imported again 
unless changes have been made or the inspection is cancelled. Pro 4 IR checks each 
time you import from IMS to update an existing report if changes or a cancellation 
occurred or to add a new report. 

• Setup for importing by entering your IMS account name and password in the 
Admin – Accounts tab. This is a one-time setup. 

 
• In the Report List screen click the IMS Import button to perform the import. 
• After importing click the Open button or Show All button to see the new listings. 

Note: For those organizations who have more than one inspector, there is a setting 
option in the IMS Company Maintenance Page and scroll down to 3D Integration. If the 
box is not checked then all new and changed inspections will be pulled in. If it is 
checked then each person will only pull in their own inspections. 
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Report Entry 
 

 
• This is the main area where the report is built. 
• Inspections and costs are built from preference lists you create in Admin. 
• Click tabs and enter report comments during the inspection. 
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• Finish entering owner and address information, which is all used in the 
finished Inspection Report. 

 
 

• The Inspector and Inspector # are auto-entered based on the preference set 
in Admin. 

 
 

• Weather, temperature and Inspection Environment are displayed in the 
finished Inspection Report. 

• Build the list of inspections by clicking the blue, +Add Inspection button. 
The Standard Inspection is already entered but can be changed if needed by 
selecting from the popup list. The price is auto entered but can also be 
changed.  

           
 

• If you need to remove an inspection click the red circle with white “X”. 
• Click the next tab, Foun-Drain-Roof to begin building the report. 
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Inspection Report Contents 
• Click to “X” a check box as needed. 
• Click a blue button to pick from Comments list for the area of inspection.  
• Comments are prebuilt by user to quickly add Issues to an inspection report.  
• Click a red “Buyer Rec” button to add recommendations. 
• Click a Preview button   to view a report. 
• Click a Print button   to print a report. 
• Click the main button  to save report as a PDF. 

 

 
 
• Click a check box to indicate the following: 

      I = Inspected       NI = Not Inspected    NP = Not Present    R = Not 
Functioning or In Need of Repair 

 
 

• Click a check box to indicate a comment/issue has been added to the report. 
Click a blue button to add an Issue to the report based on comments for that 
type of issue. For example, for Crawl Space click the CS Drain button to bring 
up a list of “prepared” comments to choose from. Selecting any of the 
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comments allows you to automatically add it as an issue and edit the issue 
for the Inspection Report at hand. 

 

Issues Report Entry 
• Selected Comments become Issues that can be edited for a specific inspection. 
• Issues tab lets user inspect and modify all issues created from other tabs. 
• Issues make up the Addendum Summary. 
 
 

About Your Home (AYH) Entry  
• Setup as a 1, 2 or 3 page report. 
• Drag and drop pictures from photo list. 
• Set Text button for each page auto enters preferences created by user. 
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IO Letter Tab 
• Choose which issues to apply to the Inspection Overview letter. 
• Click a red box to add the issue to letter. 
• Click a blue “plus” icon   to add a courtesy comment. 
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Report Form     
 

• Contents of inspection report from entry screen are automatically formatted in 
form. 

• Review the form and print from Entry screen or Report Form screen. 
• Scroll up and down through form in Report Form screen to see how it will print. 
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Printing to PDF Printer 
Click a white button for printing a report as PDF such as the Issues button shown here. 
 

 
 
 

Initial Print Window 
This button automatically creates the report as a PDF. When the print window opens, it 
will look like this. Note: It is easiest if you make the PDF printer, novaPDF, your default 
printer. 
 

 
 
Click the OK button to show the novaPDF print window. 
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Name the PDF File 
This window appears after clicking the OK button. The appropriate report name needs 
to be entered instead of the default file name, so click the Browse button to enter the 
name. 
 
 

 
 
 
If the Desktop is not the destination by default, then click it and from then on it should 
default there. 
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An automatically entered name will be shown and highlighted. Press Control – V to 
paste the street address name then click the Save button. 
 
 

 
 
 

 
 
 

Save The PDF File 
This returns you to the previous screen where you click the OK button. 
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Printing Combined Reports 
The Print All In One button combines all four reports and Print Report button combines 
the main report with the  addendum.  
 

 
 
There is an extra step needed to create these combined reports. When you click either 
of these buttons the print window will appear more than once. For example, clicking 
the Print Report will bring up the sequence shown above to print the 9 page report. To 
add the Addendum to the report the print window will appear again. This time you will 
name it the same and append it to that report. 
 

 
 
You can paste using Control – V again or you can double-click the report shown on the 
desktop. Either way you have named your new print job the save as the previous 
report. Click the Save button. 
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Append To The Previous Report 
Click the Append check box to merge the new report with the existing report. 
Then click the OK button to save the PDF. 
 

 
 
 
NOTE: Since the Print All-In-One button merges four reports together you will append 
three times. The four print windows appear automatically. You save the first one 
without appending, then save the next three by appending to the first file.  
 

 


