




HH   aa   vv   ii   nn   gg   ..   ..   ..     TT   rr   oo   uu   bb   ll   ee   ??   ??   ??         
If you are writing a report and have a question (and you can’t find or understand the
answer in this manual) there are a number of friendly people that can help you out.  Please
call when you have a question - just think of the headaches you will avoid if you call with
a question before you start.

For Overall Expertise and Problem Solving Ability
Eric Campbell (x2085) and Barb Timbers (x2112) have the most experience.

Coming in a close second
Laura Hoffman (x2044), Karen James (x2066) and Paul McGary (x2123)
This list will obviously be growing as more people start to write reports.  Eventually, all project managers
will be able to write reports.

Specific Problems
CEM Macro: Dave Perkins (x2055) or Barb Timbers
Sample Calculations:  Eric Campbell
Canvas Drawings:  Dave Nasralla (x2015)
Computer Problems: Dave Perkins (x2055)
4D Database:  Dave Nasralla
Kinko’s:  Karen James (x2066)

Scheduling Concerns    are currently being taken care of by Alison Millerick Lane (x2064).

Please direct any questions, complaints, comments or suggestions about this manual to
Eric Campbell (x2085).
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General
Before you really start the report you need to examine your material.  Check to make sure everything you
need to write the report is complete.  In addition to this, you need to keep track of questions, problems,
hours, mistakes and corrections for QA/QC reasons and for legal reasons.  As you write the report, be
sure to keep everything (preliminary data, job plan, etc.) together for archival purposes.

Basic Definitions

Report File

Originally, the primary report information (raw data, job plan, calibration data, client data, lab data etc.)
will be in a 3-ring binder.  Once a report is completed, put all of the information (along with copies of the
report, corrections, etc.) in an accordion folder.  The 3-ring binder will be reused.

Report Synopsis

The Report Synopsis summarizes the report information.  The technical writer is responsible for filling it
out and printing it up. The information necessary for filling out the Report Synopsis is found in the Job
Plan or the Project Manager's Project Summary.  Once completed, the Report Synopsis is printed and
attached to the front of the manila Report File.  There is a sample copy and instructions on how to fill it out
in Appendix A.  You can find a copy on TechComm Server:  Standard Files:  Forms.

Report Narrative

The technical writer uses the Report Narrative to record any questions or problems encountered while
writing the report.  Make an informal, running list of questions for the project manager. There is a sample
copy and instructions on how to fill it out in Appendix A.  You can find a copy on TechComm
Server:  Standard Files:  Forms.

Report Hours

Record the amount of time spent for the different types of work on this log. There is a sample copy and
instructions on how to fill it out in Appendix A.  You can find a copy on TechComm Server:
Standard Files:  Forms.

Report Body

The main body of the report consists of a Microsoft Word document.  It is the front part of the report
(Project Overview, Results, Description of Installation, Methodology)

Report Appendix

The appendix of the report consists of all of the supporting data for the Report Body.  You will find
Sample Calculations, Parameters, Calibration Data, Weight Sheets, Field Data, Field Data Printouts, Lab
Data, Chain of Custody, Operating Data, Fuel Analysis, etc...
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Starting a Report
Project managers organize all the project information into a three ring binder.  The order of the field data
indicates the order data is to be presented in the final report.  In order to become familiar with the report,
the Job Plan, the Job Log and the Project Manager Summary should be read through.  These three
documents will give the technical writer enough direction to start working on the report.

Job Plan

The Job Plan explains the type of testing performed, the test locations, the dates and other information
about the project.  This document should be read once before starting the report, but will be referenced
throughout the entire report writing procedure.  Hand made corrections are made by the test leader during
testing and by the project manager when the project data returns from the field.  Any information contained
in the job plan is assumed to be final and supersedes any other documents.

Job Log

The Job Log consists of daily entries by a person at the test site.  This document describes the actual test
conditions and any problems encountered.

Project Manager’s Summary

The Project Manager’s Summary provides deadlined, analytical results, units and other information the
report writer needs to be aware of when writing a report.

Project Overview

The Project Overview will be used in the report body.  See section 5 of this manual for further
information.

Additional Information

Previous Testing

Use the Report Rolodex (TechComm Server:  Active Files:  Reports:  Public:) to
determine if CAE has previously performed any testing at this location.  If so, retrieve any previous
reports to compare conditions and results.  Any large discrepancies may indicate errors, and should be
indicated to the project manager.  Also, certain clients require custom report layouts, forms or tables.

Proposal

A copy of the proposal is included in the binder and can help to determine the client’s needs.  Caution:
proposals are frequently appended, and clients sometimes change work orders during testing.  Information
in the job plan supersedes the proposal.

Protocol

If a protocol was created for the project, it can be used as a guide for the clients requirements.  The test
methods as well as type of results required can be determined from the protocol.  Caution: as with
proposals, the work request may have changed since the protocol was issued.  Information in the job plan
supersedes the protocol.
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Report Folder (Digital)
Setting up your computer and report folder like the figures below is important for a number of reasons.
1. Include the CAE number with all folders and documents (except the editions where it isn’t necessary).

This will aid in the recovery of data in case of a hard drive crash (or if you just misplace data).
2. Use the same folder names you see in the figures below when you write a report.  If you do this, links

will work correctly on your computer and should work correctly if you transfer the folder to another
computer.  Note:  if you divide the spreadsheets up using separate folders, you run the risk of losing
any links you have between spreadsheets - the spreadsheets won’t be able to “find” each other (ex:
putting the Unit 1 data and Unit 2 data in separate folders).

3. Notice that the Editions folder is in the same folder with the spreadsheets (this helps alleviate problems
if you transfer the report to another computer).

4. Using these conventions for your folders and documents will make it easier for others to access the
information at a later date.  These conventions will also help if someone else is helping you write the
report (they will already know how everything is organized).
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Daily Tasks
In order to figure out how to best improve the process, measurements need to be made throughout the
report writing process.  Some of these measurements are numerical (hours, pages), and others descriptive
(narrative).  It is best to record this information on a regular basis in order to obtain accurate numbers.
Also, as a precaution, all work in progress should be backed-up regularly.

Time Log

These measurements are to be made on a daily basis and totaled when the report is completed.  This total is
then submitted (electronically) to be entered into a data-base.  More detailed instructions for the submittal
can be found in Section 8 of this manual.

Narrative

As the report progresses, problems and questions always seem to arise and need to be noted.  The
Narrative should also be used to measure any delay incurred due to missing or incomplete information.

Back-ups

The Palatine file servers are backed-up on a daily basis to digital tapes.  These tapes are rotated on a three
week basis.  This means that in case any of the servers should crash, at most, only one days work would
be lost.  Additionally, it is possible to retrieve data up to three weeks after it was deleted from the file
servers.  Since none of the individual computers are presently equipped to automatically back-up to tape, it
is possible to use the server as a means of backing up any work in progress.  By simply copying the entire
data folder to the server, one can back-up all the data for any projects.  In the eventuality of a crash, only
the work since the last back-up would be lost.  Any work in progress could easily be recovered from the
server when the computer is repaired, or from another computer if necessary.  It is not necessary to back-
up the applications or the system since they can easily be restored from the original disks (any custom
preferences, however, will be lost).
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Data Entry and Spreadsheets
In some respects, data entry is extremely simple, but this simplicity can lead to errors if you aren’t aware of
some of the “tricks” and mistakes often encountered during data entry.  This section will go over the basics of
data entry and problems to look out for.  The end of this section also deals with CEM data and the CEM
macro.

Wet Methods
1. Copy Excel workbook (spreadsheet) into your report folder on your harddrive from the server:

TechComm Server:  Standard Files:  Excel Spreadsheets.
2. Rename the workbook to fit your needs (refer to Section 1 for naming conventions).
3. Enter the data in the appropriate cells.
4. Some data is the same in Run 1, 2, 3 and 4 (examples of this data:  Company Name, Location Name,

Cross Section Area, etc.).  Use the “Group Edit” feature in Excel to speed things up.

How to Group Edit:
1. Click on the Data Entry Run 1 “tab” at the bottom of your Excel window.

2. Hold the shift key down and click on the Data Entry Run 3 “tab” (or Run 4 if necessary).
3. The Run 1, 2 and 3 tabs should be selected.  Now whatever you change in one of the spreadsheets

will change in all of them.

4. If you hold the command (apple) key down and click on the tabs you can select tabs that aren’t next to
each other (example: click Data Entry Run 1 “tab”, hold the command key down, and click on
Data Entry Run 4 “tab”).

5. Click on an unselected “tab” to get out of the group editing mode.
6.     Be careful    when you are group editing - make sure you really want to make the same change on all of

the pages.  This has led to some pretty costly mistakes in the past.
Note:  a selected “tab” may look different on a black and white computer monitor.
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Formatting
Most of the formatting is already taken care of with the existing standard spreadsheets.  However, you will
occasionally need to change the format of text and numbers (especially in the summary table).

1. In the menu bar go to Format:  Cells....  A dialog box will appear:
2. Most of the formatting tabs are pretty self explanatory (alignment, font, etc.), but the Number tab can be a

bit confusing.  Click on the Number tab.

3. You can use the “Category:” and “Format Codes” area to make selections or you can type codes into the
“Code:” area.

4. The “_*” part of the code creates a space after the number (it doesn’t print).  We can use this space to
footnote a number as shown below.

5. Useful formats
Code Sample Comments
0.00_* 56.60 Standard
0.00 57.60 Example of what not to do (doesn't line up with the 56.60 above)
0.00E+00_* 5.21E+06 Standard
0-00_* 2-03 Used for port-point numbering
m/dd/yy 5/06/95 Date format on field data printouts
mmmm d_* May 6 Date format on parameters and summary sheets
#,##0_* 67,563 Standard
hh:mm_* 16:52 We always use Military Time
0.00\* 0.70* The backslash character lets you put non-number characters.

This is useful for footnotes and asterisks.
Note: We have been trying to avoid this format lately
and instead footnote the text in the spreadsheets.

\@ 0\"\Hg @ 12"Hg Leak rate format on field data printout (only a '12' was entered)
<0.00_* <56.61 An equation referencing this number treats it as a normal 56.61
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Port-Point and Run Time Changes
The standard spreadsheets should be properly configured to take care of most contingencies.  However, you
will need to change the     Port-Point    numbering and     Run Time   :

1. In Figure 1 you can see the standard 2 Port - 6 Point setup.  In Figure 2 you can see the     hidden     equations
that make the Port-Point numbering system.  Therefore, if you changed 101 to 401 then 1-02 through
1-06 would automatically change to 4-02 through 4-06.

2. To change your spreadsheet to look like Figure 3, you have to first change the run time equations.
Highlight the cell with the 5.0 displayed (cell C18) and change the equation from “=C17+5” to
“=C17+2.5”.  Copy and Paste that cell or “Fill Down” until you get to 40.0.

3. Use similar techniques to fill out and change the Point-Port numbering.  A common mistake is to type in
“1-01” -    don’t type in the hyphen     - it will show up automatically due to the number format (the previous
page explains how to format a number).

    Figure 1        Figure 2        Figure 3    

Traverse Run 

Point Time

0.0

1-01 5.0

1-02 10.0

1-03 15.0

1-04 20.0

1-05 25.0

1-06 30.0

2-01 35.0

2-02 40.0

2-03 45.0

2-04 50.0

2-05 55.0

2-06 60.0

Traverse Run 

Point Time

0

101 =C17+5

=B18+1 =C18+5

=B19+1 =C19+5

=B20+1 =C20+5

=B21+1 =C21+5

=B22+1 =C22+5

201 =C23+5

=B24+1 =C24+5

=B25+1 =C25+5

=B26+1 =C26+5

=B27+1 =C27+5

=B28+1 =C28+5

Traverse Run 

Point Time

0.0

1-01 2.5

1-02 5.0

1-03 7.5

1-04 10.0

2-01 12.5

2-02 15.0

2-03 17.5

2-04 20.0

3-01 22.5

3-02 25.0

3-03 27.5

3-04 30.0

4-01 32.5

4-02 35.0

4-03 37.5

4-04 40.0
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Absolute and Relative References
1. Putting a dollar sign in front of a column letter or row number in an equation makes the

column or row reference absolute.
2. An absolute reference does not change when you copy the equation to a new cell
3. In the examples below you can see what happens when a reference is relative or absolute.

4. You can simply type the “$” in or you can place your insertion (example below) point in the
equation and onto the reference (A3) for example and press “ T”

Autofill
1. Look at the cells below for an example:

-Notice the little square “handle” on the bottom right of the selection.

2. Click and hold on the handle: (your cursor turns into a “+”)

3. Now drag it down to “autofill” the new cells.  Notice how the numbers and equations follow the pattern
of the original cells.

  Experiment with this feature.  There are a number of quirks to it and
sometimes you don’t get what you want, but it is generally pretty useful.  Quirk Example:  if you select a
single cell with a normal number in it and autofill you will end up with a bunch of cells with the same
number (3,3,3,3,etc), but if you do the same thing with a date, the date will advance one day in each cell
(Jan 4, Jan 5, Jan 6, etc.).
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Entering Leak Checks - (between points or ports)
Refer to the example on the following pages.     For leak checks between points or between ports, the following
should be entered:
1. Enter the words “Leak Check” in the Traverse Point column.
2. Enter the relative stop/start time (the time on the stop watch) in the Run Time column.  Sometimes the

time isn’t written down on the data sheet so make an educated “guess” - watch the point by point
isokinetics number and try and get close to 100.  You may need to go back and readjust the time after you
have completed your data entry (the iso numbers have a tendency to change as you enter more data and
the moisture value changes).

3. Enter the meter volume after the leak check in the Metered column.
4. All other data entry cells should be left blank.
5. A simple way to start is to enter the data as if there were no leak check.  Then, highlight and copy the

block of data entry starting below the leak check and paste it one row down.  Delete the row “left
behind” and use this newly blank row to enter in the words “Leak Check”, the time and the metered
volume.
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Entering Leak Checks - (in the middle of a point)
Refer to the example on the following pages.     Leak checks or filter changes in the middle of a point will
require an additional line:
1. The first line should follow standard data entry procedures, except that the relative stop time should be

entered in the Run Time column.
2. The second line should follow the “between points” leak check data-entry procedure with the same

relative stop time entered in the Run Time column.
3. The third line will consist of the same data as the first line above, except the final relative stop time for the

point should be entered in the Run Time column.
4. A simple way to start is to enter the data as if there were no leak check.  Then, highlight and copy the

block of data entry starting below the leak check and paste it two rows down.  Delete the rows “left
behind” and use these newly blank rows to enter leak check data.
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Separate Velocity and Moisture Data
• Obviously, you will need to use some common sense when it comes to matching up the velocity runs to

the moisture runs.  The velocity and moisture runs with the closest times should be matched up to each
other.

• Open the spreadsheet “SS EPA   2-4(Separate)”.  The Moisture run is what you focus on.  For example,
if you have  velocity Run 3 from 9:10 to 9:18 and a moisture Run 1 from 9:20 to 10:05, you will enter
9:20 and 10:05 in your data entry sheet and call it Run 1.

• If you have more velocity runs than moisture runs, then you will enter the moisture runs as usual, but you
can enter 2 velocity runs on each data entry page (for example just enter Run 1 velocity ∆Ps and Ts and
then below that, enter Run 2 ∆Ps and Ts ).  Name the page by the moisture run number.

• If you have 3 moisture runs and 4 velocity runs, then you can enter Run 1 velocity and the Run 2 velocity
for moisture Run 1 and then enter Run 2 and 3 velocities for moisture Run 2 and so on.  Don’t worry that
you are entering the velocity data twice (using Copy/Paste speeds things up).
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Things to remember!
• Military time is always used.
• In general, carry significant digits to as many decimal places as the field data sheet is written down as.
• Use the “CAE Helvetica” font in all spreadsheets.
• CAE Helvetica allow subscripts and superscripts.  See the Font Layout in the Appendix
• All numbers in the thousands need a comma (ex:  5,300)
• On parameter pages, the header in the upper left hand corner of the page should have the exact company

name, the exact location name and the project number
• Follow the General Layout below:

0.5”

0.75”

0.75”

CLIENT NAME
CAE Project No:  ####
Location Name
Be CONSISTENT throughout report!!!

PARAMETERS TITLE

Run No.                                    1                2              3        Average

Date (1994)                    June 12     June 12    June 12

Sampling Conditions
YÎ Dry gas...                ##              ##             ##                  ##

Flow Results
VÂÍˇÎ Dry gas...                ##              ##             ##                  ##

CAE Helvetica
12 Point, Plain

CAE Helvetica
12 Point, Bold
Centered across page

As low as0.25”

Data in run and average columns
should be Right Justified.  Data in the
Average colomn should be BOLD

CAE Helvetica,
10 Point, Bold

CAE Helvetica,
10 Point, Plain

ALL CAPITALS

Revision 0

• More examples of how spreadsheets and parameters should be formatted are on the following pages.
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Footnotes

When to use:
• Referencing gas conditions from a different method.
• Less than signs
• Noting a fuel factor value
• Noting the destruction/capture efficiency basis.
• Missing runs

Where to put it:
• Put a superscript 1, 2, 3, etc. in the text in a table.  Avoid footnoting numbers.
• Type in the footnotes in the cells below the table.  Skip 1 line below the bottom bar in the summary table

or two lines below the last line of data on the parameter page.

Examples of footnotes.
1  Gas conditions obtained from concurrent Method ### Testing.
2  Based on an Fd factor of #### dscf/106Btu.
3  Run 1 was omitted due to data acquisition problems.
4  Destruction efficiency based on ppmdv.
<  Indicates below the detection limit.
(<#)  Indicates detection limit is included in averages.

Mistakes to Watch Out For
You can save yourself a lot of work down the line if you pay attention to some possible mistakes....
• Never ever use the “Cut” command or the “Drag and Drop” feature.  You can easily destroy the

workbook if you aren’t careful.
• Check the averages written on the field data sheets with the averages on the field data printouts (minor

rounding errors are OK).
• Check the other data as well (Meter Yd, Meter ∆H, Static Pressure, Area, Bar. Pressure,      Nozzle

Diameter   , O2, CO2, Start/Stop Times, etc.).
• Look at the parameter sheet after you have entered the data - look at the company name, project number,

location names - are they correct and consistent.
• Do the flows, moistures and isokinetics make sense?
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Spreadsheet Links
Standard spreadsheets contain links between the pages and should not require changing.  However, if the
report writer needs to create or alter a summary table to include data from another spreadsheet, the following
guidelines should be followed.

Example:  particulate testing is performed at the inlet and outlet of Unit 1 and the efficiency should be shown
on the Unit 1 Outlet summary table.

1. Open both spreadsheets.

2. Insert enough lines in the Unit 1 Outlet summary table to fit the efficiency data.

3. Type in the text required (the left side of the table)

4. Highlight the first cell where you want the efficiency equation to appear

5. If the equation we will use is:
efficiency = ((inlet emission - outlet emission)/inlet emission)*100

6. then type in the mathematical symbols and click on the cell containing the inlet and outlet emissions when
you get to that part of the equation.

Insert
blank
lines

Type in text

Type in
equation
symbols

Point and click to create "link" with
other cells and spreadsheets

Highlight cell to input equation

Linking mistakes to look out for and how to deal with them:

Problem:  Spreadsheets with links can’t “find” each other.

Probable Cause:  you’ve moved or renamed one or both of the spreadsheets.

Solution:  Open both spreadsheets at the same time and save them both.  If this doesn’t work, you may have
to re-link the spreadsheets.
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Creating the Publisher (in Excel)
1. As mentioned in Section 1, you should have a folder called “9999 Editions” for each report.

2. While in Excel, highlight the area you want to publish (usually the summary table).
Note:  You may want to highlight some extra blank rows if you think you might have to add extra units or
constituents.  This will prevent the bottom of your table from being “pushed” out of the publisher area.  If
you don’t use these extra blank rows you can always “close” them so they don’t take up extra space on
your table.

3. In the menu, under Edit, select Publishing: Create Publisher.

4. The dialog box shown below will appear.  Name the publisher, select where you want to save it (your
“editions” folder)j and push the Options button.

5. Another dialog box will appear.  You want to select “As Shown when Printed” and deselect “RTF”,
“BIFF” and “VALU” (as shown below).
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Canceling a Publisher
1. Go to Edit:  Links... and the following dialogue box will appear.

2. Highlight the publisher you want to cancel and click on the Options... button.

3. Another dialogue box will appear:

4. Click on the Cancel Publisher button.

5. Save the spreadsheet.
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Auto CEM Macro

The macro formats and prints a Labtech/Lotus ‘RUN.WK1’ file for inclusion in the Field Data Printout section
of a report.  The accompanying workbooks use the formatted file to generate the Parameters and Summary
Tables for a RATA report. The instructions are broken in to three sequential sections.

IF there is not a RUN file/ Checking a suspicious looking RUN file
- Tank values in ROW 3 (Column B through J)
- Run 1 starts (Company Name) in K1, runs are offset by 10 columns; therefore Run 2 starts in U1
- Cal OO starts (Company Name) in A101, CAL 01 starts in K101

Then, check other rows (see below) - there may be an extra line or deleted run
- ROW 1:  Client Name (ALL CAPITAL LETTERS)
- ROW 2:  CAE Project No:  ####     !!!!CHECK FORMAT!!!!
- ROW 3:  date (don't worry about format)
- ROW 4:  time (don't worry about format)
- ROW 5:  Col. K thru  T: Time, NOx, SO2, THC, O2, CO2, CO, SO2 In, O2 In, CO2 In
- ROW 6:  Col. K thru T:  Blank, ppm, ppm, ppm, %, %, ppm, ppm, %, %
- ROW 7:  Blank
- ROW 8:  First line of data

Data can continue until ROW 79 without interfering with the calibration summary section.

CHECK RUN TIMES
- Find a list of run start and stop times somewhere in folder before running the Macro.
- The Start time is really the first minute of the run minus 1 minute.
- Adjust Runs in RUN.WK1 file OR only copy the data for the times of the runs.

Then, check other rows (see below) - there may be an extra line or deleted run
- ROW 81:  Start of calibration section for each run (Cell K81 should say "Run 1")
- ROW 82:  IF the cells in Columns K, U, AE, etc. are blank, type the run number in this cell.
- ROW 83:  Average
- ROW 84:  Blank
- ROW 85:  In Zero
- ROW 86:  Fn Zero
- ROW 87:  In Cal
- ROW 88:  Fn Cal
- ROW 89:  Tank
- ROW 90:  Blank
- ROW 91:  Average

If these rows are off, check other rows - there may be an extra line or deleted run
- ROW 98:  Fn Zero
- ROW 99:  Fn Cal
- ROW 101:  Start of Calibrations (CAL OO: A101, CAL 01: K101)

TO SAVE MEMORY:
- Blank out the calibration section for all the runs beyond the ones being used.

- The Lotus Macro in cells A49:I94 can be blanked out.
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Auto CEM Macro and RUN file

The ‘RUN.WK1’ file must be complete (no missing runs) and all ‘key’ fields properly filled out. Any
reference made to cell location are prior to running the macro unless noted otherwise (the macro inserts
several rows).  Verify the following items before you run the macro:

- The ‘SAVE’ (B41) cell contains the number of the first run (i.e. to offset all runs)
- The ‘Location’ (B44) cell contains the proper sampling location name
- The ‘Runs’ (B45) cell contains the correct total number of runs (NRuns=Runs+1)
- The client name is correct on all runs and bias (K1, U1, AE1 etc. and A101, K101, U101, etc.)
- The calculation section (ex: K81..T92) exists for all runs, particularly with a large number of runs

since the standard ‘RUN.WK1’ file is only setup for 12 runs
- The correct calibration gases were entered in the appropriate ‘Tank’ cells (B3..J3)

The following are common problem items encountered so far with possible remedies:

- Missing/aborted run: the runs numbers will need to be manually renumbered.  The ‘Run’ cell (K82,
U82, AE82, etc.) will also need to be renumbered if the parameters workbook is going to be used.

- Incorrect bias gases are outlined/averaged: check the ‘Fn Zero’ and ‘Fn Cal’ cells (rows 98 and 99).
These are the ranges that the macro will outline and use for the ‘Zero Gas’ and ‘Cal Gas’ averages.

- Gases not tested should be BLANK in these rows.
- Changed calibration gases during the RATA: make sure the individual run calculation section has the

correct calibration gas concentration, and the pre/post calibration cells ‘In Zero’, ‘Fn Zero’, ‘In Cal’
and ‘Fn Cal’ (ex: L85..T88) contain the correct bias values.  The parameter workbook links to the
calculation section for the calibration gas concentrations and bias averages,  and the calculation section
is linked to the ‘Tank’ cells (B3..J3).  If a particular run(s) uses a different gas, however, there
should be an additional pre/post calibration, and the macro is not setup for such occurrences.  This
additional calibration should located  four (4) rows below the preceding calibration, and will need to
be formatted manually.  The calculation section of the following run will need to be adjusted
accordingly.

Once the ‘RUN.WK1’ file is properly formatted (if there were no corrections needed, then you do not need to
save the document, although the macro does run faster on  Excel files than Lotus files):

- Save the ‘RUN.WK1’ as a ‘Microsoft Excel Workbook’ Excel file (ex: RUN.XLS) since the macro runs
faster on an Excel file

- Close the ‘RUN.XLS’ file

To run the macro you will need to open the macro file, and then one of the following:

- press the oversized ‘Run CEM Macro’ button if the macro is the foremost window; or
- using the menus: Macro menu->Run... option and then choose the ‘!Format_Run’ macro; or
- type -option-A  (as long as this keyboard shortcut has not already been defined for a different

macro on your computer).

In order to make the macro as fast as possible it does not update the screen while it is running.  It may look as
if your Mac has crashed, however, the macro flashes a progress status in the line at the bottom of the Excel
screen.  Watch this to see if the macro is still running.  The macro should take five to ten minutes, and will
then prompt you for proper page formatting.  It will display the first page (Bias 0) and allow setup
modifications.  Once the page setup is satisfactory, press the ‘Print’ button.  If you do not wish to print the
CEM data, then simply press ‘Close’.

The macro does not save the formatted file for you.  Use the ‘Save As..’ option to save the formatted Run
file.  Since the macro can only be used on the original ‘RUN.XLS’ or ‘RUN.WK1’ files you should not over-
write this file since you will need it if there were any errors in the original setup and the macro has to be re-
applied.
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Auto CEM Parameter and Auto CEM RATAs

Because the original workbook got very big (and took forever to re-calculate) it has been broken into two
workbooks.  These two workbooks are linked to each-other (actually the RATAs are linked to the
Parameters) so BE CAREFUL about renaming them:

- open both workbooks and use the ‘Save As..’ menu option; or
- rename the file and then use the ‘Replace’ menu option to correct workbook files accordingly.

The first option is by far the best way to go.  You could also combine them into a single workbook if you
have enough memory in your computer.

If you are using this macro/workbook for regular CEM runs (as opposed to RATA runs), you will not need
the RATA workbook at all.

Auto CEM Parameters
The parameters workbook exists of four files (all quite large).  The ‘CEM Runs’ is a blank spreadsheet which
is pre-formatted to match the ‘RUN.XLS’ file generated by the Auto CEM Macro.  Transfer the data from the
‘RUN.XLS’ file to the ‘CEM Runs’ spreadsheet by:

- Open the formatted ‘RUN.XLS’ file (or make it the active window)
- Click in the upper-left cell (A1)
- Select all (-A  or Edit menu->Select All option)
- Copy (-C  or Edit menu->Copy option)
- Open the ‘CEM Runs’ spreadsheet part of the CEM Parameter workbook (or make it the active

window)
- Click in the upper-left cell (A1)
- Paste (-V  or Edit menu->paste option). There may be a warning message notifying you that you

will not be able to undo, click OK.

The parameters should now all be linked to the proper runs.  Verify this by comparing to the Field Data
Printouts generated by the macro.  The parameters are limited to four gases each per inlet and outlet, and are
setup for O2, CO2, SO2 and CO.  If you need different gasses, use the ‘Replace’ option to adjust for your
runs:

- Adjust the appropriate cell in the lookup-table index (D8..D11) so that the spreadsheet will use the
appropriate molecular weights, etc.

- Adjust the O2/CO2 correction factor if applicable
- Determine the present reference column (ex: [Auto CEM Parameters]CEM Runs'!$O$85 uses the $O

column)
- Use the column letters suggested in the Source Rows part of the header table (H20..H25) for the gas

required (ex: NOX is $L)
- Highlight the section in question (entire rows, ranging from C under Data Acquisition to Cma) - (8

rows)
- Use the Formula menu->Replace option to adjust (ex: ‘Find What: $O’ and ‘Replace With: $L’)
- If you will be using the RATAs workbook, be sure to note any changes made, since the respective

RATA table will also need to be changed.

The parameters have been configured to cover every possible contingency (yeah, right), so you will need to
‘HIDE’ any rows that are not appropriate.  The following rules apply:

- Two blank rows between each ‘category’ (i.e. Gas Conditions/Oxygen/Carbon Dioxide)
- Standard row height is 12 points
- DO NOT DELETE ROWS... especially if you intend to use the RATAs workbook!!!

The following are common problem items encountered so far with possible remedies:

- NONE???
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Auto CEM RATAs
This workbook is linked to the Auto CEM Parameters for all of the CAE CEM data.  There are 8 tables, each
linked to one of the four gasses of the inlet and outlet parameters.  The order of the RATA tables matches that
of the standard parameters layout (O2, CO2, SO2 and CO).  If the gasses required are different, DO NOT
change the order of the RATA tables, but rather re-name them accordingly.  If you do not need all eight tables
(i.e. you are not using all parameters) then you can delete unused RATA tables.

If you needed to adjust one of the parameter gases, you will also need to adjust the RATA table accordingly:
- Type of gas
- Unit of measurement

The default RATA tables are linked to the ppm/% values.  If a different measurement unit is required then the
RATA cells (E27..E46) will need to be adjusted.  Use same steps are Auto CEM Parameters, but replace the
appropriate row number.

If two measurement units are required for a single run, additional RATA Tables will be required (or skip the
first section if there is an unused table):

Section 1 - Additional table(s):

- Select the appropriate Rata Run in the workbook’s table-of-contents.
- Click the ‘Remove’ button
- Make the Rata Run the active window (using Window menu, or clicking on it if it is visible)
- Save the Rata Run without changing the name, to an easily accessible location on the hard drive

(desktop)
- Make the RATA workbook the active window.
- Click on the ‘Add’ button
- Add the Rata Run back to the RATA workbook by clicking on it in the list, and clicking the ‘OK’

button
- Rename the Rata Run with the appropriate measurement unit (ex: Outlet O2 Rata - ppm)
+ Make the Finder active (click on the desktop, or select it via the Applications menu - upper right hand

icon menu)
+ Find and rename the Rata Run file with the appropriate measurement unit (ex: Outlet O2 Rata - lb/hr)
+ Make Excel active (click in an open spreadsheet, or via the Applications menu)
- Click on the ‘Add’ button
+ Click on the ‘Open’ button
+ Find your renamed Rata File on your drive and click open
- if you only needed to add one, then click ‘Done’. If you needed more than one additional RATA table

then repeat the steps with the ‘+’.

Section 2 - Adjusting the table(s):

- Type of gas
- Unit of measurement
- The RATA cells (E27..E46) will need to be adjusted.  Use same steps are Auto CEM Parameters, but

replace the appropriate location (Outlet or Inlet) and row number.

The CEM parameter and RATA workbooks are set up for 20 runs.  If not all of the runs were used, you will
need to DELETE any  unused rows in RATA table for aesthetic reasons.  By deleting the rows, rather than
‘hiding’ them, the number of runs in the attached figure will be automatically adjusted, calculations will not
be affected.
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Figures and Diagrams
Many figures (especially sample trains) are already inserted in the text so you don’t have to insert the picture.
However, if you need to insert the picture many already exist and are on the server (TechComm Server:
Standard Files:  Common:  Std Sample Trains:  Rasted Pict Trains).  However, to create a new
figure or diagram there are two basic steps you will need to perform.

Creating a Figure From Scratch (ex. Description of Installation)
1. If you are making a Description of Installation drawing or a unusual duct drawing you probably need to

start from scratch.  If you just need a normal duct drawing or sample train drawing, go to the “Using one
of the ‘Makers’” part of this section.

2. If you are creating a drawing from scratch open Canvas and make a new page.
3. Use the different drawing tools (rectangles, circles, lines, etc.) to make the picture.

Note:  Canvas Hints are included at the back of this section.
4. Put in the text descriptions.

• Make sure the text is Helvetica.
• Use 12 point font size (depending on the size of the picture you may need to increase the font size).
• Avoid abbreviations (Exception: inches is always shown as “in.”).
• Center align text and pay attention to appearance and consistency.
• The First Letter of Each Main Word is Capitalized (and, is, of, etc. isn’t Capitalized).

5. Save the drawing as a Canvas file first (in case you need to make changes later).  Pay attention to where
you save it (Canvas has a bad habit of saving documents in the Canvas Application Folder).

6. Go to the “Making a PICT file” part of this section.
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Using One of the “Makers”
(Cross Section Maker, Monitor Maker, Train Maker,)
Introduction:  the Cross Section Maker, Monitor Maker and Train Maker are drawing files consisting of many
layers.  Upon start-up, the document should show what is common to all diagrams.  This is the “Main” layer.
All parts necessary to create a complete figure can be found on their respective layers.  To make a part appear,
you merely turn the layer on, making it visible.

Example Using the Cross Section Maker
1. Open the Cross Section Maker
2. You will see some basic parts of a duct and some basic text.
3. In the menu go to Layout:  Layer Specs....  A dialog box will appear (shown below).

• Under the “V” column click on the layers you need.  In this case the Main Layer and the S Port and
E Port are selected (Six Points Perp is also selected but not shown).

• When you have selected all of the layers you need,    click on the Main Layer    under the Layer Name
column (this allows you to edit the text which is on the Main Layer)  and click on the OK button.

4. The figure is almost done (if the drawing look incorrect you may have made a mistake in the layer
specifications dialog box - go back and make the changes).

5. Click and drag the text you need into place.  Type in the diameter value, point numbers (first and last) and
any additional text.  Delete the rest of the text.

6. You should end up with a duct drawing as shown below: (dotted grid lines don’t print).

7. Save the drawing as a Canvas file first (in case you need to make changes later).  Pay attention to where
you save it (Canvas has a bad habit of saving documents in the Canvas Application Folder).

8. Go to the “Making a PICT file” part of this section.
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Tips For Monitor Maker:
If you know how to use Cross Section Maker, you can use the Monitor Maker also.

1. Make sure you choose either the “Heater Box On” layer or the “Heater Box Off” layer in the Layout:
Layer Specs... dialog box.

2. If an FID (used for THC/VOC/Propane) is part of the CEM set-up, it must be the first monitor.  If an FID
is not used, choose either of the other two “Mon 1” layers.

3. Each monitor can have different plumbing for the inlet and outlet of the monitor.

Inlet Choices

• Ind - Independent monitor that connects directly to the flow panel or sampling line.
• Up - Monitor cascades from the monitor directly above it.

Outlet Choices

• Vent - When the monitor does not feed to the monitor directly below.
• NV - No Vent.  When the monitor feeds the monitor directly below, or when you simply don’t

want a vent to appear.

4. In the case of six monitors (one of them must be an FID) select the “Mon 1 - FID” as well as another
“Mon 1 layer”.  Then select the “Renumber for 6 Mon”.

5. If not using a flow panel, choose the vertical line by the monitor inlets, Object:  Unlock it and adjust
the length.

Here’s an example:

The following layers are 
checked in the Layer Spec...:

Flow Panel
Heated Box - Yes
Heated Umbilical
Stan Heated Probe
Computer
Printer
Mon 1 FID
Mon 2 Ind & Vent
Mon 3 Ind & Vent
Mon 4 Up & NV
Mon 5 Up & Vent
Main
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Tips For Train Maker:
If you know how to use Cross Section Maker and Monitor Maker, you can use the Train Maker also.  Just go
to Layout:  Layer Specs and select the appropriate layers to use.  Train Maker is more complex than
the other makers so you may make a few mistakes before you get the hang of it.  Here are some examples:

The following layers are 
checked in the Layer Spec...:

Pump
Std Meter Box
IGS Bag
Std Filter in box
Std Heater Box
Std filter for #3
Std #2 impinger
Std #4 impinger
Std #5 impinger
Std #6 impinger
Std Lrg 1st Imp
Std 6 Box & Line
Std S-type Pitot
In Stack filter
Nozzle
Stack Temperature
Heated Probe
Main

The following layers are 
checked in the Layer Spec...:

Pump
Std Meter Box
Cat filter in box
Cat heater box
Cat 4 Knockouts
Nozzle
Main
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Making a “Rastorized” Pict File
1. For a multi-layer drawing (any of the “Makers”) Edit: Select All (A)  and Edit: Copy (C) .

Then create a new blank document and Edit: Paste (V)  the drawing into it (for a single layer
drawing, skip to step 2).

2. Deselect everything (click on a blank part of the page).
3. Click on the Text Tool  and then Edit: Select All Text (A) .  Check to make sure you have

selected all of the text - you may have to ungroup some pieces of text from objects that they have been
grouped to.  Select the objects in question and Object:  Ungroup (U) .

4. After you have selected all of the text, go under the menu bar and Object: Group (G) to group all
of the text.

5. Select All (A)  then     deselect    the text by holding down the shift key and clicking on a piece of text.
6. Under the menu bar Object: Group (G) to group all of the non-text objects.
7. Double click the grouped objects (or pick Objects: Group Specs... in the menu bar).  The dialogue

box shown below will appear.
8. Click Convert To Paint Object and select 300 from the DPI: pop-up menu.  Press OK.

9. Under File choose Save As....  A dialog box will appear.  Choose the name you want to save it as and
the file you want to save it in.  Choose PICT from the File Format:  pop-up menu and press Save.
Ignore the warning that appears concerning loss of accuracy (press OK).
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Canvas Hints

Basic Toolbar - Description:

Useful Menu Commands - Descriptions

File:  Save As...:  Lets you select what kind of document you want to save it as.  Generally you will use
either Canvas format or PICT format (Canvas can be edited, PICT files are what we use for
putting pictures in MS Word, but can’t be edited).

Edit:  Select All...  (A) :  Selects all objects and text on the page.
Edit:  Select All Text... (A) :    This command is only available when the text tool  is

highlighted.  Selects all text on the page.  If text is grouped with other objects or text it will not
be selected (so select the text/object group in question and Ungroup).

Edit:  Duplicate  (D) :    Duplicates selected object(s).
Object:  Arrange:  Bring To Front  (F)/Send To Back  (J) : Puts objects/text all the way

in front or back.
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Object:  Align...:  Brings up the dialog box shown below which lets you align or distribute objects you
have selected with respect to each other in various ways.

Object:  Object Specs...  (double click object):  Brings up a dialog box shown below which gives
you a lot of information about an object you have selected and lets you change this information
(dimensions, position, color, pattern, fill, border thickness, type, etc.).

Object:  Group  (G)/Ungroup  (U) :  groups and ungroups different objects.
Layout:  Show/Hide:  Grid/Rulers:  Turns the grid and rulers on and off.
Layout:  Layer Specs...:  If you have (or want to make) layers in your document, this will bring up a

dialog box that will let you select different layers to edit them or to make them visible or
invisible.

Layout:  Grids...:  Dialogue box lets you change the size of the grid, display the grid, snap to the grid.
Layout:  Rulers...:  Lets you change the units on the rulers.
Layout:  Snap To Grid:  Turns the “snap to” feature on and off.
Effects:  Rotate Right/Left:  Rotates the selected object.
Effects:  Flip Horizontal/Vertical:  Flips the selected object.
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Sample Calculations
Sample calculations are not difficult and they offer the report writer an opportunity to find errors that might
otherwise have been missed.  In addition, sample calculations give the client a good explanation of how
numbers in the parameters and summary tables were arrived at.  Sample calculations display the equations
and nomenclature that are used in the parameters and summary tables.  One run at one test location is usually
chosen as an example.  Equations for all calculated numbers are shown.

Preparation
Decide which run and location you will use.  If, for example, particulate testing was performed at one test
location and CEM testing was performed at a different location, then you will have to note that in the sample
calculations.  Make sure you have all of the parameters/summary tables you will need.  Sample calculations
can be very time consuming so it is a very good idea to check the numbers on the parameter pages before you
start.

Editing the Header
1. Copy “SC Blank Page” from TechComm Server:  Reports:  Std Sample Calcs

(Word) folder into your report folder on your hard drive.

2. Rename the document to fit your needs (refer to Section 1 for naming conventions).

3. Open the sample calculations document

4. From the menu, choose File:  Summary Info to edit the header.  The following dialogue box
will appear:

5. Input CLIENT NAME, PLANT LOCATION, Client Ref. No:, CAE Project No: and LOCATION -
PROCESS CONDITION, RUN?.  These “variables” are linked to fields in the header.

6. If you View:  Normal, then Edit: Select All and press the function key “F9” you will be able
to update the fields in the header.  You can see the header in View:  Page Layout.
Note:  For some reason, “F9” doesn’t update the header in the Page Layout view.
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Inserting the Equations
1. Position your insertion point where you want the equation to appear.

2. From the menu, choose Insert: File... The following dialogue box will appear:

3. Use the dialogue box to select the equations you will be using (in this example Methods 1-4 are being
selected).  Press the Insert button.  The sample calculations you selected will appear where your
cursor was positioned.

4. Repeat this process until you have all of the equations you need in your document.  The equation
numbering will automatically update when the fields are updated.

5. To update the equation numbering, Select All:  Edit ( A) and press the function key “F9”.

Footnotes
Many equations performed for several pollutants are similar.  Instead of showing a separate set of equations
for each pollutant, the set of equations can be footnoted stating "Calculations for <<other applicable
pollutants>>  are performed in a similar manner."  The respective molecular weights should also be noted in
the footnote when applicable.  Position your insertion point where you want the footnote to appear, then go to
Insert:  Footnote...  in your menu.  This inserts a footnote and opens a footnote window.  Double
click an existing footnote number to edit it.  To avoid duplicate footnotes on the same page, use a superscript
instead (for the duplicate).
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Styles
1. From your style menu, in your MS Word Toolbar, you can define the various paragraph formats - see

figure below for proper formatting - if your equations are being “split” between pages, you probably
have one of the lines in the equation defined incorrectly (remember the “Normal” formatted blank line
between each equation!).

Sample Calcs - Numbered

Sample Calcs - Equation

Sample Calcs - "Where"

Sample Calcs - Nomenclature

Normal

MS Word Hints (use MS Help for more shortcuts)
1. When working with sample calcs, it is often useful to “zoom” or magnify the document to 125% or

150%)
2. To subscript a highlighted character, press:  =  (or see “Edit Your Toolbar” in Section 5)
3. To superscript a highlighted character, press:  shift = (or see “Edit Your Toolbar” in Section 5)
4. To    sub    -subscript a highlighted character, go to Format:  Font....  Using the “font tab” select

“subscript”.  Then using the “character spacing tab” (shown below) select “position    lowered    ” by 3 pt.
Example: C@ 7% O2

 (the “2” is    sub    -subscripted).

5. To    sub    -superscript a highlighted character:  similar to    sub    -subscript, but select “   raised    ” instead of
“   lowered    ”. Example: E10

6
Btu/hr (the “6” is    sub    -superscripted).
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Entering the Data
1. Starting with Equation 1, double click the equation box.  Equation Editor (a program that MS Word calls

upon) opens the equation.

2. Note:  If the equation doesn’t open, you may need to find the Equation Editor program and open it.  The
Equation Editor program should be on your hard drive in Your Applications Folder:
Microsoft: Equation Editor.

3. Note:  The first time you open Equation Editor on your computer, you will need to go to Style:
Define.  A dialogue box will open.       Un    check all of the boxes for Italics and Bold  and change  all of the
fonts to     Times    except the Symbol and Greek styles - change these to     Symbol   .  Close the dialogue box.

4. Highlight the ?? and enter the numbers from your parameter and summary pages.
Remember:  all numbers in the thousands need a comma.  Ex.  2,500

5. After entering the data, check the equation on a calculator.

6. The calculator result should be close to the spreadsheet result, although, there will be rounding error (in
the case of very low percentages for RATAs, the rounding error can give extremely different results)

7. Although the calculator results may differ, the value from the parameter sheet is the one that should be
entered in the sample calcs.

8. If the values differ greatly recheck the equation on the calculator.  Then, check the equation for validity
and check the actual equation in the MS Excel worksheet.

9. Repeat these steps with all equations, deleting, editing or adding equations for the specific project.

Equation Editor Hints (open Equation Editor and select help for more shortcuts)

• To insert various characters and operators, click and hold various buttons on the Equation bar (shown
below) and select the symbol/superscript/etc.

• tab/arrow keys → moves the cursor around the equation

• shift space → space

•  shift space → a bigger space

• option tab → tab

•  f → create fraction

•  (  → create (  ) - these parentheses automatically resize to fit the equation

•  arrow keys → nudge     highlighted     characters in any direction by one pixel

•  l → create subscript (lower)

•  h → create superscript (higher)
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Creating new equations
Note:  to make a new equation, duplicate an entire existing equation (using Copy and Paste in MS
Word) and modify it.

• Add the equation to the set of equations for specific pollutant

• Follow the format of existing equations

• Copy nomenclature definitions, when possible.

• When creating new nomenclature, follow basic naming conventions.

• All nomenclature of an equation should be defined below it.

• As a final check of the equations, try the new equation to make sure units cancel, leaving only the
desired units.

• Remember; all numbers in the thousands need a comma.  Ex.  2,500

• If there is an equation that needs to be added to the standard files please notify whoever is in charge of
the sample calculations (currently Eric Campbell x 2085).
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Getting Started
The main body of the report is the Microsoft Word document found in Standard Files:  Std Word
Templates:  Reportv2.DOC.  The standard report has most of the text and formatting taken care of.
However, you will still have to type in some job specific text (Dates, Overview, etc.), insert some text and
pictures and “Subscribe” to your tables.  For the most part the report document will “lead” you through what
you need to change and add.

1. Copy the Reportv2.DOC document into your report folder on your hard drive and rename it with the
project number and client name (ex. 9999 Acme Company).

2. Open the document, go to the menu, choose File: Summary Info....  The following dialogue
box will appear:

3. Input Client Name, Plant Location, Client Reference # and CAE Project #.  Don’t use ‘ALL CAPS’
for the name and location.

4. See “Editing and Updating Fields” later in this section.

Stuff you need to know before you rush headlong into trouble....
1. Never, ever delete the section breaks.  Never, ever delete the chapter headings (ex: “1. Project

Overview 0 0”).  If either of these occur, it is easier to start over with a new template.
2. Always work with the View in Normal mode, and use the Page Layout mode only for

previewing before printing (Normal mode is much faster).
3. Never place footnotes in table, figure, item or section headings (they will show up in table of

contents)
4. The first line of a table heading ends with a colon (for the automatic table of contents)
5. In a sentence with a list, don’t use a comma between the second and last item.  Use the word “and”

only.  Example:  “The sampling EPA Methods 1, 2, 3 and 4.” (no comma after the “3”).
6. Phone number format: (708)991-6200 ext. 2085.  Don’t put a space between “(708)” and “991-

6200”.
7. “CAE Project No:  7000” is correct.  “No.” or “#” or “Num.” are incorrect.
8. In the report text, “December 25, 1995” is correct.  “12/25/95” or “Dec. 25” is incorrect.
9. Always make sure to be consistent with Location Names.
10. Always make sure to type out the full Company Name (and be consistent).
11. Generally, when writing out a method, “Method 5” is incorrect, but “EPA Method 5” is correct.
12. If you need to use a subscript, don’t use CAE Helvetica in the report text.  Highlight the letter or

number and press = for subscript and + for superscript.
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The Report Document is Broken Up Into The Following Sections:
Section 1 - Letter (s)
Section 2 - Cover Page
Section 3 - Table of Contents
Section 4 - Project Overview (Chapter 1)
Section 5 - Results (Chapter 2)
Section 6 - Description of Installation (Chapter 3)
Section 7 - Methodology (Chapter 4)
Section 8 - Appendix Table of Contents
Section 9 - Appendix Pages

Section 1 - Letter (s)
The first section of the report is pretty basic.

1. The Client Name and Plant Location will be updated (See “Editing and Updating Fields” later
in this section).

2. You will need to change the text in italics (date, address, etc.).
3. You may also want to change the text in the letter.
4. Delete the “[TXT1 Blip-files - Project Manager]” and replace the text by Insert: File...

using the dialogue box that shows up, find “Standard Files:  Reports:  Std Text -
Report (Word):  Section 1:  Names-Proj. Manager” and insert the text.

5. Delete the phone number.
6. Delete “<PM-INITIALS/tech-writer-initials>“ and type in the project manager initials in

CAPS/report writer initials in lower case (example:  DR/ec).

Section 2 - Cover Page
The second section is pretty basic also.

1. The Client Name, Plant Location, Client Ref. No. and CAE Project No. will be automatically
updated (See “Editing and Updating Fields” later in this section).

2. You will need to change the text in italics (date, address, etc.).
3. Delete the “ProjectManagerBlipFiles” and replace the text by Insert: File... using the

dialogue box that shows up, find “Standard Files:  Reports:  Std Text - Report
(Word):  Section 1:  Names-Proj. Manager” and insert the text.

4. Do the same for “IndependantReviewerBlipFiles” (no phone number for independent
reviewers).

5. Make sure a page break doesn’t show up before the Project Manager’s name.  If this occurs,
delete a few returns from above the client’s address.

Section 3 - Table of Contents
DON’T TOUCH IT!  It will update (See “Editing and Updating Fields” later in this section) and if
you manually change any of it you will most likely damage it beyond repair.
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Section 4 - Project Overview (Chapter 1)
Chapter 1 has some pretty good descriptions of what you need to include in the Project Overview.
Some sample project overviews are included in the Appendix Section of this manual.

1. The Overview should be written by the project manager and should include information about
dates, locations, a list of pollutants, what happened during the testing, why we tested,
problems encountered during testing, unusual results, conclusions from testing, what the
client hoped to accomplish.

2. In addition, the names of the field coordinators should be given.  Make sure you give
complete company and agency names (add more names if required).  We always use the first
initial and last name (not the full first name).  Example:

J. Weber - Ogden Martin Systems, Inc.
D. Rhoades - Clean Air Engineering

3. Table 1-1 in the report is a suggested format for the summary table.  Obviously you will need
to change it in some way.  There is a table made up of tabs and another table right below it
made with an “embedded” MS Excel spreadsheet.  Use one of them and delete the other.
a. For the table made of tabs, highlight the table and move the tabs around and type in new

columns or type in new lines if required.  However you change your table, just remember
to make it consistent and professional.

b. For the “embedded” MS Excel spreadsheet - double click the spreadsheet (while in MS
Word) to force MS Excel to open it.  Edit it just like you would edit a normal Excel
spreadsheet.  Click, hold and move the sizing handles to change the spreadsheet display
size.  A few different kinds of tables have been included in the spreadsheet.  Click back on
another part of the page to get back into MS Word.

c. Another option for Table 1-1 is to make the table in Excel and publish and subscribe.
Refer to the end of this section to see “How To Subscribe to a Excel Publisher”.

4. The last sentence requires you to type in the last table and page number in Chapter 2.
Remember to change these numbers if you add or delete a table (it’s a common mistake).

Section 5 - Results (Chapter 2)
1. Edit: Copy and Edit: Paste the table title, Picture box (with the big “X”) and page break

as many times as you think you will need it.  For example: if the report will require 5 tables in
Chapter 2, you will need to copy and paste 2 new tables since the document starts out with
only 3 by default.

2. Type in the Location Name, the Constituent (usually the pollutant), and the Load Condition (if
applicable) for each of the tables.  Don’t change the table number as it will automatically
update (See “Editing and Updating Fields” later in this section).

3. If a table title will not fit on a single line, do not use a normal return to break up the title (this
will cause problems with the Section 3 Table of Contents).  Instead, make a “soft return” by
holding down Shift and pressing Return.

4. The first line of a table heading ends with a colon (for the automatic table of contents)
5. To put your tables in, click on a picture box to select it and Edit:  Publishing:

Subscribe To....  See “How To Subscribe to a Excel Publisher” later in this section.
6. If you need to delete a publisher, see “How To Subscribe to a Excel Publisher” later in this

section.
7. If the table doesn’t seem to appear (or if it only seems to show the very bottom of the table)

you probably need to change the style of the table box to “-Figure” (any other style like
“Normal”, “-Table Bottom Bar” or “-Figure Heading” won’t show the entire table).  Refer to
the “Report Text Styles” in the Appendix for more information about styles.
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Section 6 - Description of Installation (Chapter 3)
Chapter 3 has some pretty good descriptions of what you need to include in the Description of
Installation. Some sample Description of Installations are included in the Appendix Section of this
manual.

1. The description should be written by the project manager and should include information
about what the plant produces, how the plant controls emissions, where the testing was
performed, etc.

2. Click on the picture box and Insert: Picture...
3. A dialog box will appear.  find the file you want to insert and press the Insert button
4. The picture should appear.
5. If the picture doesn’t seem to appear (or if it only seems to show the very bottom of the

picture) you probably need to change the style of the picture box to “-Figure” (any other style
like “normal”, “-Table Bottom Bar” or “-Figure Heading” won’t show the entire picture).
Refer to the “Report Text Styles” in the Appendix for more information about styles.

Section 7 - Methodology (Chapter 4)
This section requires the most work.

1. You will need to change or delete a lot of text in italics (date, address, etc.).
2. Remember not to try to change the automatically updating fields (See “Editing and Updating

Fields” later in this section).
3. Type in the method numbers in the very first sentence.
4. Table 4-1 in the report is an example of what your final table will look like.  Delete the text

you don’t need and replace the text by Insert: File... using the dialogue box that shows
up, find “Standard Files:  Reports:  Std Text - Report (Word):  Section 4:
Summary of Methods” and insert the text you will need.

5. The next page is the Sampling Point Determination page.  You will need to enter quite a bit of
information in table 4-2.  Pay attention to the default table and footnotes.

6. On the following pages you will need to Insert:  Picture... and enter the port to point
distances, the diameters upstream and downstream and the location name.

7. You may need to duplicate the entire Figure 4-1 (by copy and paste) if testing was performed
at more than one location.

8. Remember to delete either the word “Traverse” or “Sampling” and the word “Equivalent” if
required from Figure 4-1.

9. Delete all of the text on the next page and replace the text by Insert: File... using the
dialogue box that shows up, find “Standard Files:  Reports:  Std Text - Report
(Word):  Section 4:  Methodology”.

10. After you insert the text for the methodology, you will find that you need to edit the new text.
This mostly involves replacing the text in italics (sometimes strikethrough or “< >“ is used
instead of italics) and possibly replacing the pictures (check to make sure that the picture in the
standard text was used on the job - if not you will need to make a new picture - see Section 3).
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Section 8 - Appendix Table of Contents
DON’T TOUCH IT!  It will update (See “Editing and Updating Fields” later in this section) and if
you manually change any of it you will most likely damage it beyond repair.

Section 9 - Appendix Pages
It looks a little confusing at first, but each line is separated by a page break (in other words, each line
is a separate page and the text will appear as the header for each appendix section.  This is easier to
see in View:  Page Layout  mode.

1. Delete the entire line for each appendix page you don’t need.
2. If you need to add an appendix page, just put your insertion point at the end of one of the lines

of text and press return.  Wait a few seconds and you will see an automatic page break show
up.  Type in whatever text you want to show up on the appendix header.

Spell Check, Spell Check, Spell Check !!!
1. Remember to spell check (Tools:  Spelling...) the report after you finish editing it (and

before it goes to the client).
2. It is a good idea to add technical terms and client names to your custom dictionary (after you

make sure you are adding a correctly spelled word).
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Editing and Updating Fields
1. To update all of the information throughout the text and header of the document (as well as the Table

of Contents, Table and Figure numbers and page numbers) View:  Normal then Edit: Select
All (A)  and press the “F9” function key.
Note:  for some reason, “F9” will not update the header while in Page Layout mode.

2. It is very useful to see where the field are.  To do this, Tools:  Options...  and select the view tab.
The following dialogue box will appear.

3. From the Field Shading pop-up menu, select     Always   .  Fields will show up as gray highlighted text
from now on.

4. You should only have to do this once for your computer.

Sizing Pictures and Tables
1. Click on a table or picture.  Notice the eight black “handles” that appear at the corners and sides of the

table or picture.
2. To change the size, click and hold (with your pointer) the bottom right handle.  Move the handle in or

out from the picture or table.  Notice the percent scaling display in the bottom status bar.
3. Never use one of the side handles for scaling - it will distort your table and the text will look terrible.
4. If you have blank space at the sides of your picture or table, you can “Crop” the sides of the picture

the same way you resized it except you press the shift key as you click and hold on one of the
handles.  Notice the “Cropping” status in the bottom status bar.
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Printing in MS Word
1. Go to File:  Print.  Type in how many copies you need, select the paper tray, then press the

Range... button.  The following dialogue box will appear:

2. Type in the page numbers and section numbers of the pages you wish to print.  Commas and
Hyphens are recognized by MS Word.

3. The page numbers and section numbers are shown in the bottom status bar.
Note:  the table of contents starts with     page 2     of section 3 for some reason.

Cross References
If you want to refer to an automatically updating table number or figure number in your text, you can use a
cross reference.  This way, your reference in your text will automatically update with the picture or table

1. Put your insertion point where you want your cross reference to appear.
2. Go to Insert:  Cross-Reference... a dialogue box shown below will appear.

3. In this example, we are about to Insert the a field displaying “Figure 4-3”.  Notice that “Only Label
and Number” is selected (if “Page Number” were selected then the page number would be displayed
in the field).
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Subscribing to the Publisher (in Word)
1. Place the cursor (insertion point) where you want to put your table.
2. Edit:  Publishing:  Subscribe To...
3. The dialog box below will appear; find the publisher you want and    change    the Subscribe

with: pop-up menu from Best Format to Picture.  Press the Subscribe button.

4. If only part (about 1/4 inch) of the table shows up, you may need to change the paragraph Style of
the table to “Figure”.

5. To delete a publisher, you can click on the table to select it and then Edit:  Publishing:
Subscriber Options... and press the Cancel Subscriber button on the dialogue box
that appears.  OR you can highlight the table and delete it.  When you highlight the table and
delete it make sure it doesn’t look like this (in other words don’t select it by clicking on it):

6. Instead, highlight the entire area as if it were just a really big word or paragraph (shown below)
and press delete.
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Publisher/Subscriber mistakes to look out for and how to deal with them:
Problem 1.  You need to make changes in the table.

1. Open the Excel spreadsheet.  Make the changes and Save.  Be careful about inserting rows or
columns since you may accidentally “push” part of your table out of the publisher area.  You can
avoid this complication by leaving extra rows/columns in the publishing area if you think you may
need to change the table in the future (and hiding the extra rows/columns if you don’t use them).
Otherwise you may have to cancel the publisher and create a new one.

2. The table should automatically update in Word (check it).  If the table doesn’t update, select Edit:
Publishing: Subscriber Options... from the menu bar.  A dialog box will appear (shown
below).  Press the Get Edition Now button.

Problem 2.  You forgot to select    Picture    instead of                     Best Format    in the                                Subscribe with:    pop-up                                   
menu when you subscribed to the table in Word (table looks like a mess).

1. Highlight the “messed up” table.  Select Edit: Publishing: Subscriber Options... from the
menu bar.  A dialog box (shown above) will appear in which you can change the Subscribe
with: pop-up menu to Picture.

Problem 3.  You’ve moved or renamed a folder or document and the publishers/subscribers, spreadsheets
and report document can’t “find” each other.

1. Easy Solution:  Don’t move/rename files around once you start creating publishers.
2. Difficult Solution:  In Word, delete the table and re-subscribe.  If you can’t find the edition, you may

need to re-publish the table back in Excel.
Other things to check if something goes wrong...

1. If part of the table doesn’t show up, you probably selected the wrong area in Excel (or you have
added rows or columns in Excel and this has “pushed” part of the table out of the publisher area.

2. If the table isn’t printing correctly (but looks OK in Excel) check the following...
a. Make sure you have checked/unchecked the correct boxes in Publisher Options when

creating the publisher in Excel.  You can get to the publisher options dialog box by opening the
Excel spreadsheet and going to Edit:  Links....  A dialog box appears.  Select the publisher and
press the Options button.  Another dialog box appears, press the Edition Contents button
and you will have the Publisher Options dialog box.  Refer to “Creating a Publisher” in
Section 2.

b. Check to make sure “CAE Helvetica” is on your computer
3. If grid lines (borders for all of the cells) are showing up in your table, go back to Excel and under

File:  Page Setup a dialog box will appear select the Sheet tab and turn Gridlines off.
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Miscellaneous Tips for MS Word
1. For a     page break     press Shift Enter and for a    soft return     press Shift Return.
2. Highlight the letter or number and press  = for    subscript    and  + for    superscript   .
3. To stop MS Word from autosaving every 15 minutes go to Tools:  Options...  the following

dialogue box will appear:

Select the Save tab and change the Automatic Save time to something a bit less irritating.
4. MS Word is slow - but if it suddenly seems close to grinding to a halt after you have been working on

a document for a while, try saving and quitting and restarting MS Word.
The problem seems to be that MS Word remembers your 100 last actions (which can be very useful
with the Undo command) and this eventually loads up the memory to the breaking point.

5. Another way to speed up word:  Quit our of MS Word.  Go to your applications folder, find the actual
MS Word application and in your menu bar File:  Get Info.  The dialogue box shown below
appears   Change the suggested size (make it larger).  3500 to 6000 K of memory will speed things up
but make sure your computer can handle the increased memory requirements.
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Editing Your Toolbar
1. View:  Toolbars... brings up the following dialog box:

2. Customize... ,find the tools you need, click and hold and drag the buttons up to your toolbar.

3. Some commands don’t have a special button, so go to “All Commands” and find the command you want
to make a button for.  Click and hold and drag the Command up to your toolbar.  Another dialogue box
(not shown) will ask you to select a custom button to go with the command.  When selecting the custom
button, it is probably a good idea to pick the text button so other people using your computer will know
what it does (a smiley face isn’t very intuitive) and shorten the text shown in the button (instead of having
a big button saying “EditSubscribeTo”, you could have a button saying “subscribe”).

4. Some useful buttons under the all command catagory are:  EditSubscribeTo, InsertFile, InsertPicture,
Subscript, Superscript.



CAE Report Manual Section 6 : Review and Revisions
                                                                                                                                  Page        1        of        1    

Review and Revision
Once a report is written, it must be reviewed and often revised.  The report must be reviewed by several
people to create an accurate and smooth document.

Report Review Responsibilities
1. The     Report Writer    should review all of his own work.  This involves checking the data entry, working

through the sample calculations and making sure the format of the report is correct.
2. The     Project Manager    should review the content of the report (making sure that the correct equations,

units, methodology, locations, etc. are being used).  Depending on the situation, Project Managers
usually review some data entry and calculations to make sure that the numbers are making sense.

3. An approved    Independent Reviewer    should also look at the report with the client in mind.  Will the client
understand the project overview, tables, calculations, etc.?  Have all of the questions or problems with
testing been explained to the client’s satisfaction?  Depending on the situation, Independent reviewers
usually review some calculations to make sure that the numbers are making sense.  Any questions the
independent reviewer may have should be discussed with the project manager.  The project manager
should mark any needed adjustments or corrections to the report and return it to the report writer.

Report Review Procedure
1. Report writer writes/reviews the report and gives it to the project manager
2. Project manager reviews the report and gives it back to the report writer.
3. Report writer makes corrections and hands it back to the project manager.
4. Project manager checks that corrections have been made and hands it to the independent reviewer (it is the

project managers responsibility to choose the independent reviewer).
5. Independent reviewer reviews the report and discusses any corrections/questions with the project

manager.
6. Project manager hands it back to the report writer and explains any corrections the independent reviewer

wants.
7. Report writer makes corrections
8. Project manager checks corrections
9. The report is then printed and sent out.

All corrections should be made in pen (preferably red or hi-lighted).  Only changes that are uncertain (or
opinions) should be in blue pencil.  All modified pages should be identified by turning the pages in the report
or by “Post-it’s” or “Tape Flags”.

In order to identify repeating mistakes, all important corrections should be stapled together from the project
manager and the independent reviewer and saved with the report folder for archival/legal purposes.
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Double Check Checklist
General Layout
• Alignment and size of Client Name & Job Number (including parameters, etc.)
• Consistent margins (left/right as well as top/bottom)
• Page orientation (ex:  field data pages bound on top side)

Page numbers
• Table of contents/Appendix
• Reference to figures/graphs/tables

Text
• Spelling and grammar - SPELLCHECK!!!
• Correct company name and CAE project number on all sheets (including parameters, etc.)  Use a reliable

source (i.e. business card, official correspondence)
• Correct contact and company name in cover letter

Tables   
• Check super- and sub-scripts
• Consistent units and significant digits
• Consistent formatting (ex: 3,000 not 3000, and all averages in bold, etc.)
• All tables are derived from standard spread-sheets

Numerical Review Checklist
• All manually entered data (from Field Data Sheets to Summary Tables) needs to be checked.
• One run of calculations must be manually checked for each method (same run as the sample-calcs is

acceptable).
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Revisions

Draft
When you send something to the client draft it doesn’t mean “Rough Draft”.  Instead it means that you have
put together a professional finished (with the possible exception of missing lab data or client data) report and
the client wants to check out the layout and accuracy of the report before he gets the final copy.

To send a report out draft the entire report will be copied onto CAE draft paper.  It will say “Revision 0” in
the bottom left hand corner of the main report body, parameter pages and field data printouts.  See Section 7
for further instruction on sending the report out.

Revision 0
When you send finished copies of the report to the client, they will say “Revision 0” on main report body,
parameter pages and field data printouts.  Print the Title page on CAE letterhead and the main body of the
report (Table of Contents through Chapter 4) on CAE logo paper (usually refereed to as “2nd Sheet”) See
Section 9 for further instruction on sending the report out.

Revision 1, 2, 3....
If you have to revise a report you have two main options.  Send the client the revised pages or send the client
complete new revised reports.  Ask the client which one they want.  If you send complete reports, change the
“Revision 0” to “Revision 1” on changed pages only.  This can be kind of pain in MS Word - when you
change the footer “Revision 0” to “Revision 1” on page 4-1 in the main body, pages 4-2,4-3, etc. will also
change.  So print out what doesn’t change first (on 2nd Sheet) and then make the “Revision 1” footer change
and print out the changed pages.  If you only send out revised pages, follow the same procedure (except you
wont be printing out the unchanged pages).

When you send out a revised copy or revised pages,  you also need to send out a revised title page.
If the revision number and date on the original report title page looks like this:

Revision 0: November 6, 1995

Then the revised title page should look like this:

Revision 0: November 6, 1995
Revision 1: December 17, 1995

Yes, that’s right, include the Revision 0 date in addition to the Revision 1 date.
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Revision 0 - May 15, 1995

Publishing a Report
The copying and binding of the report is the final process in the report department.  When the report has
reached this phase it has been reviewed and corrected and is ready to be prepared for the client.  The supplies
used are to be of the highest quality as this is the ‘product’ that Clean Air Engineering is supplying to their
client.  This report is what our reputation is built on.  It is essential that no errors are committed in this stage
of the process.

A Client Wants 3 Copies of a Report....
For Palatine based reports you will need to make 4 final copies.  Three copies will go to the client and
one copy will be kept for our records for legal reasons.  Outside office based reports will need 5 final
copies.  One copy will be kept at the Palatine office, one copy will be kept at the outside office, and the
correct number of copies will go to the client.

Draft Reports
• Print the letter out on CAE Letterhead.
• Print the title page out on CAE Letterhead and copy it onto CAE Draft Paper as many times as you

need.
• Copy the rest of the report onto CAE Draft Paper as many times as you need.  Refer to “Copying with

Kinko’s” (later in this section).
• Signatures and Questionnaires are not required at this time.

Final Reports
• Print the letter out on CAE Letterhead.
• Print as many copies as you need of the title page out on CAE Letterhead.
• Print as many copies as you need of the body of the report (Table of Contents through Chapter 4) on

2nd Sheet.
• Print the Appendix on white paper and make as many copies as you need.  Refer to Copying with

Kinko’s.
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Report Binder Labels
It is the project manager’s choice whether or not a report needs to have label on the binder.  Most large
reports go out with labels and some clients specifically request them.  Here’s how to do it:
• Find the Binder Label Form Standard Files: Misc. Forms: Laser Labels: Report Spine

Labels (Word).  Open up the document.  You will see the following (you are only seeing part of the
document):

 

← Read this

• For large reports with 1” or larger binders, you can use the whole label space.
• For reports 3/4” labels, you can only print on the first four lines of each label.  After you print it out you

will need to trim the label with a scissors.
• For 1/2” or 7/16” reports, you can double up on each label (put 3 lines of information and then put 3 more

lines of information on the same label).  When you print it out, cut the label in half and presto:  two
labels.

• Labels are not recommended for smaller reports.
• Finally, when you don’t use all of the labels on the sheet, don’t throw it away.  Save the sheet and use it

again.

The information you want to put on the labels is as follows (again, it’s really the project manager’s decision):

    Possible Items       Example   
CLIENT NAME - Plant Name ERM - SOUTHEAST, INC. - American Colloid Company

Testing Location (s) 07-28 Dryer 01-01 and 07-01 Calciner 02-02
Type of testing reported - Data of testing Compliance RATA Report - March 1994
Client Reference No: or CAE Project No:

We use Avery Standard address/mailing labels (1”x4”).  Currently available from Shervin.
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Copying with Kinko’s
• Refer to the instructions in the Appendix.

Checklist Before Copies are Made:
• Check cover letter for correct date and correct number of copies to be made.
• Check cover page for correct date.
• Check for pages that are up-side-down, especially horizontal pages (data sheets)  which should be

bound at the top.
• Check for correct paper punching.
• Check for Post-Its stuck to pages.
• Check for corrections that may have been missed during the review process.  Corrections made with

the blue pencil are often OK, but make sure that they do not show up on the copies.

Checklist When Binding the Report:
• Make sure the Table of Contents and the actual Appendices match and place the tabs accordingly.
• Make sure the punch is set in the inner position for punching report pages.

Check List When Packing a Report:
• Make sure the cover page is signed (two signatures) and the cover letter is also signed.
• Check the cover letter to see if a questionnaire is to be included, if so:
• Make sure the questionnaire has a department and job number, and the technical writer's initials.
• Fill out Questionnaire Tracking Sheet accordingly.

Reports that are Packed After 6 PM
When Shipping/Receiving is no longer operating you will need a Fed-Ex AirBill.  This will need to be
filled out and placed in the clear pocket that needs to be stuck to the box.  Evening deliveries must be
made by 9PM at the Schaumburg Fed-Ex office (see Directions to FED-EX later in this section) or 10PM
at O'Hare airport.  When filling out an AirBill note the following:
• CAE Fed-Ex number is 0605-1738-0.
• Sender's name and address (1) is the technical communications manager at:
• Clean Air Engineering
• 500 West Wood Street
• Palatine, IL 60067
• Recipient's name and address (2) are the same as those in the letter/address sticker.

Note:  Fed Ex will not ship to a P.O. Box or a “zip-code P.O. Box”.  When in doubt, ask the client
what address to use for Fed Ex.

• Internal billing reference is the same as the ‘99-9999-RPT’ on the address sticker.
• Payment (3) should be ‘Bill Sender’.
• Services (4) should be ‘other packaging’ and can be either Priority Overnight or Standard Overnight

depending on the situation.  Note that Priority Overnight costs twice as much as Standard Overnight
but is guaranteed to get there next morning.

• Tape it up.

After the packing is complete, remember to append the time that has been spent copying, binding and
packing to the time log found on the inside cover of the report folder, and return the folder to the technical
writer.
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Directions to FEDERAL EXPRESS
From CAE Palatine office:
• Go East on Palatine Road until you hit Plum Grove Road.
• Go South on Plum Grove Road - it turns into Meacham Road (don’t turn off onto Old Plum Grove).
• You will pass Algonquin Road, a big Motorola complex (west of Meacham).
• Just after you go over an overpass (I-90) there is a stoplight for Tower Road.
• Go West on Tower Road - it curves around but stay to your right (don’t turn left)
• Tower Road turns into State Parkway which then intersects with another section of Plum Grove

Road.
• Federal Express is visible from this intersection (NW corner of the intersection)

(Address 1500 N. Plum Grove)
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General:
The individual tasks that must be completed before the report can be filed are as follows:

1. Report Synopsis.

2. Report Narrative.

3. Report Time Sheet.

4. Shipping Information.

5. File Labels.

6. Disk Backup.

7. Network Backup.

8. Database Update.

9. Report File Storage.

Each of these tasks should only take a few minutes and some should be completed well before the report is

actually shipped;  however, all procedures must be completed in order to close the project, and should be

performed within a week after the report is completed.

1.   Report Synopsis
Should contain all of the main dates, who worked on the report and the final hours.  Directions for

use can be found in Appendix A.  The report synopsis should be included in the report folder.

2.   Report Narrative
A print-out of the report narrative should be included in the report file.  Directions for use can be

found in Appendix A.  The report narrative document should also be included in the report folder.

3.   Report Time Sheet
The report time sheet should be filled out daily.  The hours should be added with the total clearly

marked.  The total should also be marked on the Report Synopsis.  Directions for use can be found

in Appendix A.

4.   Shipping Information
The person who shipped the package, the date it was shipped and the shipping method (carrier and

delivery time) should be clearly marked in the appropriate spaces on the Report Synopsis.
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5.   File Labels
If the pre-printed file labels contain the correct information, they should be cut from the bottom of

the Report Synopsis and attached (taped) to the tabs on the manila folder and the accordion folder,

respectively.  The labeled manila folder should be placed the furthest back in the accordion file.

If the pre-printed labels are incorrect in any way, new ones should be printed.  The labels should

contain the following information:  full client name, CAE project number and a plant or site

designation (geographical location is acceptable).  The font should be in 14 point Helvetica,

although a smaller size is acceptable for long company names.

6.   Disk Backup
An entire copy of all the report documents needs to be stored on a floppy disk that should be

included in the report file.  The disk name should contain the job number and the client name

(abbreviations are acceptable).  The entire report folder should be copied to the disk.  The names of

all files and folders on the disk should start with the project number (do not include department

number).   A file compression program should be used to decrease the disk space required.  See

Appendix.

7.   Network Backup
For easy and quick access of any data pertaining to past projects, a complete set of project related

documents are stored in CAE FileServer:  Project Folders:  folder on the server.  This

folder includes Proposals, Protocols, Reports and General (the general folder will

contain the job log, correspondence and any other computer files not specifically related to the other

categories).  All documents pertaining to each different phase of the project are stored within their

own respective folders.  The report folder should be copied to the appropriate project folder.  The

report folder's name should contain the project number followed by the word ‘Report’ (ex: 1234
Report).  The MIS department will then compress and back-up the report folders from there.
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8.   Database Update
Dave Nasralla in MIS is in the process of creating the 4D Database and will be having classes to

teach people how to use 4D..  All key information pertaining to the report should to be entered into

the database.  When closing the report, you will need to enter some data required by 4D and you

will also have the opportunity to describe the location names, testing types and other comments.

See Appendix.

9.   Report File Storage
Once the preceding procedures (I through IX) have been completed, the report file should be placed

in the file cabinets.  Reports are filed by project number in ascending order.  Each file cabinet

drawer holds about 20 to 25 completed reports, please keep this in mind to avoid having to move

files as the drawers are filled.  Twice a year, the oldest report files from half of the cabinets are

moved to archive boxes.

When preparing the report file for storage, remove any un-needed materials from the file.  The

stored file should always contain the following:

- Complete bound draft report as shipped to client (when applicable)

- Complete bound final report as shipped to client.

- Front section on normal white paper and the entire appendix (with original field data etc.).

- All support information (Job Plan, Job Logs, etc.).

- All pertinent review changes (grouped and labeled by reviewer).  Type-o, grammatical, or

calculation error corrections need not be kept.





Step-By-Step Instructions:
Synopsis/Time Log/Narrative Forms

Note:  These instructions assume the user is using a Mac and knows the basics of networking and folder
manipulation.

1) Locate and copy the template to your harddrive.  The template can be found on “TechComm Server:
Standard Files:  Forms”.  It is an Excel spread sheet and is named ‘Synopsis/Time Log/Narrative’.

2) Open the template.
3) Enter the information on the first page into the left-most cells next to the topics:

Cell        Enter        Notes    
?? Client Name Use the complete client name, only abbreviate if necessary.
?? Performed at Enter plant proprietor name here if different from above;  otherwise enter plant

identification or city and state.
?? Testing Dept. Include the hyphen after the two digit number, ex: ‘66-’
?? Project No. Include any indicators if more than one report is being written for this project number,

ex: 9999-2
?? Responsible Fill in the names of the technical writer, project manager and independent reviewer.

If the data entry or drawings are already completed, fill in the appropriate names or
enter ‘unknown’ if not available.  If the data entry or drawings are not yet complete,
then leave the areas blank to be filled in by hand when completed.

?? Type of Report Usually ‘Complete’, although ‘Summary’ or ‘Letter’ are possible options.
?? Number of Draft Total number of draft reports the client has requested.
?? Number of Final Total number of final reports the client has requested.
?? Report Data Check the folder for all testing methods, and fill in the required number of sets.  If no

lab data is expected, then enter ‘N/A’, if the data is complete enter the current date,
otherwise leave blank and complete by hand when delivered.

4) Verify that the information has correctly been updated on the second and third pages as well as the label in
the bottom right of the first page (cells ?? through ??).

5) Check the print areas by viewing the Print Preview.  There should be three pages.  Print one copy onto
plain white paper.

6) Remove the label from the first sheet and affix it to the manila file tab (with tape).
7) Staple all three sheets to the inside back of the manila file.



CAE REPORT SYNOPSIS

Company Name: CAE Project No:

Performed at:

Name Date Date 

of Responsible Received Completed

Data Entry:                     
Drawings:

Tech. Writer:              
Project Manager Review:

Independent Review:

Number of draft copies sent to client:

Report Type: Number of final copies sent to client:

REPORT DATA CHECK-IN

Method:

Field Data Rec'd:

Final Lab Data Rec'd:

Method:

Field Data Rec'd:

Final Lab Data Rec'd:

Comments:

Please initial each task upon completion when closing file:

Complete Synopsis: 

Complete Hours: 

Complete Narrative: Draft sent on:

Complete Hypercard: Draft sent via (Circle One): [P1]   [Std]   [2nd]

Quickmail QA/QC: Final sent on:

Backup to Floppy: Final sent by (Person):

Backup to Projects: Final sent via (Circle One): [P1]   [Std]   [2nd]

Backup to Archives: Final Hours:

Remove Files from Pending:

  <Expandable   

  Manila>   



REPORT TIME LOG

Company Name: 0
CAE Project No:

Project Manager: 0
Tech. Writer:              

Work Type Hours Comments

Data Entry

Data Formatting

Sample Calcs

Drawings

Report Text

Assembly/Misc./Personal Review

Review Changes (CAE)

Draft Changes (Client)

Printing (Custom Stock) F1/2 Number of Pages per Copy:                   2-Sided (YES - NO)

Copying/Binding B1/2 Number of Pages per Copy:                   2-Sided (YES - NO)

Closing of Project File

Total

ADDITIONAL CHANGES
Date Hours Description of Work Performed*

*  Please note whether the changes were corrections or revisions, and what type of changes were made.

    Ex:  Text (descriptions/comments), Formatting (units/number of reports), Incomplete Data (missing information),

            Incorrect Data/Results (wrong calculations/data entry errors), etc.



REPORT NARRATIVE

Company Name: 0
CAE Project No:

Project Manager: 0
Tech. Writer:              

Date-Time Log (Problem/Questions) Response Date-Time





CAE Styles

Below are the standard CAE Report Styles.  Please add these styles to your Normal
Styles on your computer.

Normal:  Times, 12pt, English (US), flush left, line spacing exactly 13pt,
window/orphan control.  Style for following paragraph: Normal
Example:
This is a sample of the above style.
Usage:
This style should be applied to all written text.

-Appendix Header: Helvetica, 12pt, bold, all caps, white, no proofing, flush left, line
spacing exactly 12pt, page break before, border: box (single, black, 2 1/4pt line).  Style
for following paragraph: -Appendix Header
Example (note: page break before removed for sample purposes):
THIS IS A SAMPLE OF THE ABOVE STYLE.
Usage:
This style is used on the Appendix title pages.  The standard document is set up for these
lines (one per page accomplished with the ‘page break before’) to appear in the
appropriate heading position.  Any line that has been tagged with this style WILL appear
in the automated Table of Contents.

-Bulleted List:  Times, 12pt, English (US), flush left, line spacing exactly 13pt,
window/orphan control, indent: left 0.25” hanging 0.25”.  Style for following paragraph:
-Bulleted List
Example:

• This is a sample of the above style.
2) This is a sample of the above style.

Usage:
This style should be applied to any enumerated or bulleted lists.

-Figure:  Helvetica, 10pt, no proofing, centered, line spacing single.  Style for
following paragraph: -Table Bottom Bar
Example   :

This is a sample of the above style.
Usage   :
This style is intended for all publish and subscribers (tables, figures, graphs), as well as
any other pictures or drawings.  Note: figures, tables and graphs need to be separated
from the body text by horizontal bars (either the styles below, or supplied in the edition).



-Figure Heading:  Helvetica, 10pt, bold,  no proofing, centered, line spacing exactly
11.  Style for following paragraph: -Table Top Bar
Example   :

This is a sample of the above style.
Usage   :
All figures are to be accompanied by headings below the figure using this style.  The
figure heading is intended to be on a single line, although the line can be ‘broken’ into
two with the use of a soft-return.  Any line that has been tagged with this style WILL
appear in the automated Table of Contents.

-Sub Heading:  Helvetica, 12pt, bold, all caps, no proofing, flush left, line spacing
exactly 14pt, window/orphan control.  Style for following paragraph: Normal
Example   :
THIS IS A SAMPLE OF THE ABOVE STYLE.
Usage   :
This heading is intended for major subsections within a chapter.  Any line that has been
tagged with this style WILL appear in the automated Table of Contents.

-Sub Heading (cont.):  Helvetica, 12pt, bold, all caps, no proofing, flush left, line
spacing exactly 14pt, window/orphan control.  Style for following paragraph: Normal
Example   :
THIS IS A SAMPLE OF THE ABOVE STYLE.
Usage   :
This heading is intended for continuations of major subsections within a chapter.  Any
line that has been tagged with this style does NOT appear in the automated Table of
Contents.

-Table Body: Helvetica, 9pt, no proofing, flush left, line spacing exactly 10.  Style for
following paragraph:  -Table Body
Example   :
This is a sample of the above style.
Usage:
All tables should be based on this style.  Tab settings are to be individually determined
for each table.

-Table Bottom Bar: Helvetica, 9pt, no proofing, flush left, line spacing exactly 10,
border: bottom(single), border spacing: 0pt.  Style for following paragraph:  -Table Body
Example   :
This is a sample of the above style.

Usage   :
A blank line at the bottom of tables should be formatted with this style.  Any footnotes or
comments are to be placed below this line using the Table Body Style.



-Table Heading:  Helvetica, 10pt, bold,  no proofing, centered, line spacing exactly
11.  Style for following paragraph:  -Table Top Bar
Example   :

This is a sample of the above style.
Usage   :
All tables are to be accompanied by headings above the table using this style.  The table
heading is intended to be on two lines.  The lines are to be ‘broken’ into two with the use
of a colon followed by a soft-return.  Any line that has been tagged with this style WILL
appear in the automated Table of Contents.

-Table Heading (cont.):  Helvetica, 10pt, bold,  no proofing, centered, line spacing
exactly 11.  Style for following paragraph:  -Table Top Bar
Example   :

This is a sample of the above style.
Usage   :
This heading is intended for continuations of a table across several pages.  The lines are
to be ‘broken’ into two with the use of a colon followed by a soft-return.  Any line that
has been tagged with this style does NOT appear in the automated Table of Contents.

-Table Top Bar: Helvetica, 9pt, no proofing, flush left, line spacing exactly 10,
border: top(single), border spacing: 0pt.  Style for following paragraph:  -Table Body
Example:
This is a sample of the above style.
Usage   :
A blank line at the top of tables should be formatted with this style.





Using AutoDoubler
1. In your Apple Menu (  top left of your screen), go to Control Panels:  AutoDoubler and the

dialogue box shown below will appear:

2. Make sure you    don’t    have Automatic Compression selected.  It seems useful but it is generally much
more trouble than it is worth.  This “helpful” little feature has managed to corrupt more data and drives than
any computer virus we’ve encountered.

3. AutoDoubler lets you compress files with DiskDoubler and continue to use them as if they weren’t
compressed (it automatically expands and opens a document when you double click the document).  This
works only when you select a document (or documents) in the finder and compress it using AD1 or AD2
(AD2 is better) by going to DD:  Compress Using:  AD2.

Using DiskDoubler
1. Click on a empty part of your desktop.  Go to DD:  Compression Default:  DD3
2. Go to DD: Settings.  The dialogue box shown below will appear.  Change “Split File Size” to 1400.

3. Select the file you wish to archive.  Go to DD:  Create SEA....  A dialogue box will ask you what you
want to save the archive as.  Press Save.

4. Remember to always make an SEA (self-extracting-archive) instead of a normal archive since someone that
doesn’t have DiskDoubler won’t be able to use a normal archive (an SEA is able to expand itself without the
DiskDoubler program).

5. If you are going to store the SEA on a disk and it is bigger than 1.4 Meg (the most a disk can hold) then select
the SEA and DD: Split File and store the resulting pieces on separate disks.



Using CopyDoubler  (Macintosh Version)

1. Go to your Apple Menu (  top left of your screen), go to Control Panels - do you see
CopyDoubler?  If you do, go to step 2.  If not, go to Control Panels:  Extensions Manager
this will show you the following dialogue box:

 

Figure 1

Make sure CopyDoubler is checked, close the dialogue box, and restart your computer.  If you can’t find
CopyDoubler, contact MIS at H-E-L-P (Extension 4375).

2. In your Apple Menu (  top left of your screen), go to Control Panels:  CopyDoubler and the
dialogue box shown below will appear:

 

Figure 2

3. Depending on the version (notice the instructions the cursor is pointing at in Figure 2) you will have to hold
down the    control key     or the     and option keys        when you copy.

4. Make sure the Fast Copy box shown in the dialogue box in Figure 2 is checked.  Push the
Preferences... button (the one below the words Fast Copy).  You will see the following dialogue box:

 

Figure 3

Make your dialogue box match the one in Figure 3.  Press OK.



5. In your Apple Menu (  top left of your screen), go to your Chooser.  Open the CAE FILE SERVER

and open the User Backups.  Find your personal backup folder.
6. Decide what folder(s) you want to back-up.  Only backup things like job files, reports or proposals (or other

stuff you think is important) - don’t backup your applications or your system folder.  Note:  if you already
have things backed up in your backup folder, check to make sure you haven’t backed up applications or your
system folder.  Also, check to make sure you don’t have two copies of the same file in your backup folder -
server space is limited.

7. Hold down the control key (or the  and option keys) and drag the folder to be backed up from your
harddrive to your personal folder in the User Backups.

8. Another dialogue box will show up:

 

Figure 4

9. Select Later with CopyDoubler and press Schedule...
10. Another box will appear (“Test Data” is the name of the file I’m backing up in this example):

 

Figure 5

11. Click the “On These Days...” button.  Click on the days and hours to select a time to back-up.  In Figure
5, I’ve selected 10PM Monday through Friday.

12. Note:  I usually leave my computer on at night (making sure to turn off my monitor), but even if my computer
is off at 10PM, it will just back-up as soon as I turn it back on.  Network traffic/server use is very light
between 7PM and 11PM so it is best to back up then (the server backs itself up from 11PM to 6AM).



13. Finally, click on the Password button shown on Figure 5.  The following dialogue box will show up:

 

Figure 6

You will need to type in your CAE FILE SERVER password so CopyDoubler can automatically log on to
the server for you when it backs up.  Press OK.  You will be back to the dialogue box shown in Figure 5 -
Press OK.  You are done!!!

14. In case you make a mistake or want to change your password or want to stop backing up... go your Apple
Menu (  top left of your screen), go to Control Panels:  CopyDoubler and the dialogue box shown
in Figure 2 will appear.  Press the Copy Schedule... button shown in Figure 2.  The following dialogue
box will appear:

 

Figure 7

15. Select the “Copy Schedule” you want to change.  Clicking on the Edit button will bring up the dialogue box
in Figure 5 where you can change your backup times and password.  Pressing the Delete button will get rid
of the copy schedule you have selected.  Press Done.

If you have a comment/complaint/suggestion about the instructions, call or QuickMail Eric Campbell (x2085).
If you are having computer problems call MIS (Dave Perkins, Dave Nasralla, Jim Weisman) at HELP (x4357).
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The Kinko’s Procedure

To obtain higher quality copies and to reduce the maintenance costs on CAE’s
photocopiers, Clean Air Engineering has made special arrangements with Kinko’s of
Buffalo Grove, Illinois for copying services.

These special arrangements and specific procedures for using Kinko’s services are
discussed in detail below.

Copying at CAE    

Copying at CAE is de-centralized.  Each individual working on a project that requires
the use of outside copying service is responsible for obtaining those services.

Kinko’s is CAE’s preferred vendor for copying services.

In some cases, departmental administrative assistants may be trained to help with
these procedures.

There is no one individual at CAE responsible for coordinating CAE’s copying.

CAE’s Kinko’s Contact (CKC)   

However, CAE has assigned an employee to be CAE’s Kinko’s Contact (CKC).

CAE’s Kinko’s Contact is responsible for:

*  maintaining a working relationship with Kinko’s through their corporate
account representative,

*  tracking daily copying and billing errors,
*  arranging for errors to be corrected,
*  obtaining the best prices possible,
*  checking the monthly invoice from Kinko’s,
*  obtaining a P.O. number for each monthly invoice,
*  helping arrange for special services with Kinko’s,
*  training CAE employees in these Kinko’s procedures,
*  helping the outer offices obtain copying services with Kinko’s stores in

their areas.
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Current Contact Information    

If you have a problem with an order received from Kinko’s or questions about Kinko’s
services, first contact CAE’s Kinko’s Contact.

As of September, 1995
CAE’s Kinko’s Contact is

Karen James, x2066

If CAE’s Kinko’s Contact is not available and your problem or question requires
immediate attention, call the manager of the Kinko’s store.

As of September, 1995
the day-shift Manager of Kinko’s

Buffalo Grove, Illinois is
Lori McDermott
(708) 459-8008

If your problem or question is not of immediate concern, and neither CAE’s Kinko’s
Contact nor the store manager is available, feel free to call the Kinko’s Corporate
Account Representative.  Leave a message for him/her on Kinko’s voicemail system.
(S)he will get back to you within a day or two.

As of September 1995
Kinko’s Corporate Account Representative is

Carolyn Przyborski
Voicemail:  (312) 321-5540, x408

Corporate Account Number   

Kinko’s franchises are semi-independent.  They are each free to make special deals
with corporate customers, and are not required to honor other locations’ agreements.
However, all Kinko’s franchises use the same corporate billing service.

CAE has a corporate account number in Kinko’s billing system.  If copying services are
obtained from any Kinko’s, at any location, world-wide, please use this number in
order to ensure proper billing.

CAE’s Account Number with Kinko’s:
1200702446
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Kinko’s Pricing    

CAE has a special pricing agreement with the Buffalo Grove, Illinois, Kinko’s.  This
discount pricing is based on the volume of each type of work done for CAE at this
particular location, and therefore cannot be guaranteed at any other location.

CAE’s discount rate, based on overall Buffalo Grove location volume:
Price per image (side): $0.042
Price per single sided sheet (1 image) $0.042
Price per double sided sheet (2 images) $0.084
Price per GBC punched sheet (single or double sided) $0.005

Standard Kinko’s rates for other commonly used services:
Transparencies (B & W, letter size), each: $0.75
Transparencies (color, letter size), each: $2.49
Color copies (letter size), each: $0.99
Binding (GBC w/cardstock cover), per copy: $1.95
Stapling, by machine, per copy $0.02
3 hole drilling, per 100 sheets $0.75, $1.00 minimum

A copy of Kinko’s complete service list, with standard pricing, can be obtained from
CAE’s Kinko’s Contact.

If an outer office starts to use its local Kinko’s frequently enough to justify arranging
special volume-based pricing, call CAE’s Kinko’s Contact.  (S)he will contact the
Kinko’s Corporate Account Representative, who can have a local Kinko’s Corporate
Account Representative get in touch with the outer office directly to make these
arrangements.

Turnaround Time    

Completed orders sent out from the Palatine office on a weekday, morning or
afternoon pickup, will be delivered the next business day morning between 9 and 10
a.m.  See Pickup/Delivery section, page 8 for more information.

To arrange for same day service (morning pickup, afternoon delivery) call CAE’s
Kinko’s Contact.

To arrange for any other turnaround time, call CAE’s Kinko’s Contact.
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Preparing an Original   

The best way to minimize the likelihood that Kinko’s will make mistakes with your order
is to prepare the original properly.  “Properly” means as clearly, and obviously as
possible.

Insert a colored piece of paper between individual sections of the original document
to separate them.  Colored pieces of paper can be found in collection trays in the
copying/binding area -- see Recycling of Colored Paper, Cardboard section, page 10
for more information.

For example:  If the original is the back half of a report, put a colored piece of
paper between each appendix section.

Kinko’s will insert colored pieces of paper between the sections of the
completed copies as well.  They will separate individual copies from each other
with pieces of paper of a different color.

In order to avoid errors with the double-siding of copies, force each section to have an
even number of pages.

For reports, place a piece of blank, white paper after each appendix
section cover page.  This ensures that the first page of the appendix will
begin on the first right hand page following the cover page.

If the page count for a section is odd, add a blank piece of paper at the
end of the section.  This way, the copies will come out properly whether
Kinko’s copiers feed the originals through from back-to-front or front-to-
back.

If the page count for a section is even, do nothing.

Put each original document and its request form in a separate container to create a
complete copying request package.  The container is usually a reused box (see
Recycling of Boxes section, page 11 for more information), but can be a bag or an
envelope, depending on the size of the original.
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Kinko’s Request Form     

A form for requesting Kinko’s services is available on the TechComm Server, in
Standard Files, in the Forms folder.  The form is set up as an Excel workbook.  If you
can not access the form, call the MIS department.

The best way to minimize the likelihood that Kinko’s will make mistakes with your order
is to fill out the request form properly.  “Properly” means as clearly, obviously, and
completely as possible.

The following are the sections of the request form that need to be completed:

Reference 00-0000,  where 00 = department number, and
Information:  and 0000 = job number

If a copying order is not billable to a job, the general
accounting category code for outside services, “570,”
may be used instead.

Delivery Standard delivery is the next business morning.  If this
Date: turnaround time frame is not satisfactory, call the CKC to

make other arrangements.  Once arrangements have
been made, enter the information here. *

Copying All deliveries are addressed to the CKC, care of CAE.
Requested Put your name here so that once the order gets to the
By: CKC, (s)he can notify you to pick it up.

Copies: Enter the number of copies you want here.

Size: Once the Copies space is filled in, ‘100%’ is
automatically displayed here.  If you need a different
scale percentage, type over the ‘100.’ *

Paper Once the Copies space is filled in, ‘white’ is
Type: automatically displayed.  ‘White’ indicates plain, white

paper.  If you need a different type of paper, type over
‘white.’ *

Common paper types used by CAE are ‘100% recycled’
and “60 lb. letter."   “3-hole” is used for 3-hole punched
plain white paper.  For a complete list of other paper
types available from Kinko’s, see the CKC.

*     If you have changed a standard option, be sure to highlight the changed or
additional information when you print out the request form.
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Kinko’s Request Form, Continued    

Copy Black and white copies are automatically selected.  If
Type: you want a different option, delete the current X, and

then add a new X in the appropriate box. *

The other options available are as follows:
    Accent Color: one additional ink color
    Color: full color
    Oversize: up to 36” -- not legal or ledger size

Duplexing: Duplexing indicates the number of printed sides per
page in the original document and in the copies, in that
order.  Single side (original) to double side (copies) is
automatically selected.  If you want a different option,
delete the current X and then add a new X in the
appropriate box. *

Paper This indicates the size of the paper.  Letter sized (8.5 x
Stock: 11”) stock is automatically selected.  If you want a

different option, add or delete Xs as appropriate. *

Other sizes are legal size (8.5 x 14”) and ledger size (11
x 17”).  Call the CKC if you need to select any other size.

Special GBC punching, collate by section, and copy blank pages
Instructions: are automatically selected.  If you want a different

combination of options, add or delete Xs as appropriate. *

An additional option is 3-hole punching.  Use this only if
you need a special paper stock (“draft” paper, for
example) 3-hole punched.  If you just need white paper
3-hole punched, indicate your choice under Paper Type.

Other/ This space always shows the home phone number of
Additional: the CKC in case the Kinko’s staff has questions about

CAE’s orders after business hours.  If you have
additional special instructions you need to add, type
them in, beginning on the next line after the emergency
information. *

*     If you have changed a standard option, be sure to highlight the changed or
additional information when you print out the request form.
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Kinko’s Request Form, Continued    

2nd Order If you would like an additional set of copies, with
From Same different instructions,  made from the same set of
Original: originals as the first half of the request form, use this

section.

NO 2nd If you do not want an additional set of copies made from
Order the same original, hide these rows.  This can be done
From quickly and easily using the expand/collapse button in
Same the Excel spreadsheet.
Original:

To the left of the row numbers in the Excel window, you
will see a small square with a minus sign in it.  Click on
this button, and the rows for the bottom half of the
request form will be hidden.

*     If you have changed a standard option, be sure to highlight the changed or
additional information when you print out the request form.

A similar set of instructions can be found on the form itself in Excel by scrolling
to the right of the window.

Always feel free to write out instructions by hand.  Remember, the more clear,
obvious, and complete the instructions are, the less chance there is that Kinko’s
personnel will misunderstand you.

Each original document must have a separate request form.

Special Cases    

If you have an unusual copying or document production request, and these
procedures do not answer your questions about how to obtain the results you want,
please call CAE’s Kinko’s Contact.  If (s)he can not answer your question, (s)he will
find the answer for you.
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Pickup/Delivery    

Bring copying request packages (completed request form with properly prepared
originals) to the reception desk and place them in the tray on the northeast corner of
the desk (to the receptionist’s left).

The Buffalo Grove Kinko’s has arranged for a courier service to come to CAE’s
Palatine office’s reception desk twice a day during the work week, once in the
morning, and once in the afternoon.

These are the times scheduled for the courier’s semi-daily visits:

After 9:00 a.m. but before 10:00 a.m.
After 4:00 p.m. but before   5:00 p.m.

Both pickups and deliveries can be made at either pre-arranged courier visit.

The courier will pick up any new orders that have been left in the tray at the reception
desk, and will leave completed orders in the same tray.

To arrange for a special pick up or delivery time, call the CKC.  (S)he will make
arrangements with the Buffalo Grove Kinko’s, and will alert the receptionist.

The receptionist(s) is(are) NOT involved in this procedure, except for the following
FIVE situations:

     Situation        Action

If the courier arrives the receptionist should ask him/her to wait
before 9:00 a.m. while (s)he calls CAE’s Kinko’s Contact

If the courier arrives the receptionist should call the CKC
after 10:00 a.m.

If the courier arrives the receptionist should ask her/him to wait
before 4:00 p.m. while (s)he calls CAE’s Kinko’s Contact

If the courier arrives the receptionist should leave a voicemail
after 5:00 p.m. message for CAE’s Kinko’s Contact

If the courier drops the receptionist should call the CKC to let
off completed orders him/her know that (s)he should pick them up

If an outer office starts to use its local Kinko’s frequently enough to justify arranging for
pick up and delivery service, call the CKC.  (S)he will contact the Kinko’s Corporate
Account Representative, who can have a local Kinko’s Corporate Account
Representative get in touch with the outer office directly to make these arrangements.
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Checking the Copying    

Check your completed order as soon as you receive it.

Check the completed order against the request form:

Did Kinko’s deliver your copies by the date and time you requested?
Did Kinko’s make the number of copies you asked for?
Did Kinko’s use the paper type you requested?
Did you get the correct duplexing?
Was the punching done as you requested?
Was the collating done as you requested?
If you requested special services, were they done properly?

Check the copying:

Appendix coversheets OK -- separate with blank backs?
Are all the appendix sections there? (none missing?)
Are all the sections different? (no sections repeated?)
Are the pages right side up?
Are the pages punched on the correct side?

If there are mistakes that will affect CAE’s ability to use the copies as intended, call
CAE’s Kinko’s Contact.  (S)he will arrange to have them corrected right away.

If there are mistakes that are minor and do not affect CAE’s ability to use the copies,
note them on the pink receipt.  When CAE’s Kinko’s Contact receives the receipt (with
your original request form attached), (s)he will discuss the mistakes with the Kinko’s
store manager.
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Checking the Receipt   

A set of pink receipts will be included with each delivery of completed orders.
Find the pink receipt for your order.  Staple it to the Kinko’s request form you filled out
for your order.

Check the number of pages in the original document against the page
count on the pink receipt.

This is one of the most important parts of this procedure!
Kinko’s charges CAE by the page, so getting a correct page count is the only

way to assure that CAE is billed correctly.

Note any discrepancies between the actual page count and Kinko’s page count on the
pink receipt.

Return the request form/receipt to CAE’s Kinko’s Contact.  Use inter-office mail, or any
other system as designated by CAE’s Kinko’s Contact.  As of September, 95, there is a
special tray on Karen’s desk for Kinko’s receipts.

The CKC will check the receipts to be sure CAE is being charged the correct rates.

Recycling of Colored Paper, Cardboard    

CAE is “dedicated to a clean environment” and seeks “clients who consistently
demonstrate global environmental responsibility.”  In this spirit, CAE participates in a
desktop paper recycling program.  However, CAE’s desktop recycling contractor does
not accept colored paper, such as the kind used by Kinko’s to separate individual
sections and complete copies.

Kinko’s recycling contractor does accept colored paper.

Trays for collecting the colored paper and the cardboard inserts that come with
completed Kinko’s orders are located in the copying/binding room at the north end of
the resource center, on the table.

As you bind and distribute your copies and accumulate colored paper and cardboard
inserts, deposit them in these trays.

Periodically, CAE’s Kinko’s Contact will thin out the bins and send the excess colored
paper and cardboard back to Kinko’s for recycling.

A supply of colored paper will be maintained for use in preparing originals to send to
Kinko’s for copying.  See Preparing an Original section, page 4 for more information.
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Recycling of Boxes    

Completed copy orders from Kinko’s are usually delivered in cardboard boxes.  These
boxes are not thrown away if they are in good shape.  They are folded flat, and saved
to be reused for sending originals out to Kinko’s for copying.

Folded boxes for reuse are kept in the large box under the table in the copying/binding
room.

Please try to keep a matched set of a box top and a box bottom together.

Invoicing    

Once a month, Kinko’s corporate offices in California will send an invoice summarizing
the previous month’s transactions to CAE’s corporate headquarters in Palatine.  This
invoice will include all services charged to CAE’s corporate account number at all
Kinko’s locations.

CAE’s accounting department will forward the invoice to CAE’s Kinko’s Contact.  (S)he
will check the invoice, following procedures documented elsewhere.  Briefly, CAE’s
Kinko’s Contact will check the monthly invoice from Kinko’s against the pink receipts.
(S)he will investigate any missing receipts, discrepancies, or errors, and will straighten
them out with the Buffalo Grove store manager, or Kinko’s Corporate Account
Representative, as appropriate.  Finally, (s)he will prepare the necessary paperwork to
obtain a CAE P.O. to get the invoice paid.

Filing the Receipts    

After CAE’s Kinko’s Contact has checked the Kinko’s invoice, (s)he will return the
copying request forms/pink receipts to the appropriate department.

Please file these receipts according to your department’s procedures.
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Other Kinko’s Services    

Kinko’s can provide many other document production and office services.  For a
complete list, see CAE’s Kinko’s Contact.

KinkoNet (Electronic Transfer of Files for Remote Production)   

One of the many document production, reproduction, and office services that Kinko’s
can provide for its customers is the ability to receive electronic files to be transmitted
for remote production of documents.  As of September of 1995, CAE does not
subscribe to this service.  If you are interested in using KinkoNet, please call CAE’s
Kinko’s Contact.

If there are any questions about these procedures, please call CAE’s
Kinko’s Contact.

The Kinko’s Procedure

Index    





Where To Put Things In The Appendix
Most of this is very self explanatory (for example: field data goes in the field data section).  However, some
pieces of information are a bit confusing.  The list below should hopefully clarify some most of these
questions.  If this doesn’t answer your question, ask the project manager - it is his/her report and they
ultimately have the final say in the matter.  If you are the project manager, ask someone in reports although
sometimes it will generally boil down to your best judgment.

SAMPLE CALCULATIONS
Any sample calculations should be placed here.

PARAMETERS
Any parameters should be placed here.

CALIBRATION DATA
The calibration data sheets should be included here.  They should be organized in the following order
in the field data binder and the report:
• The nozzle calibration sheets
• The pitot calibration sheets
• By meter box number

• The meter box full test calibration sheet
• The meter box post test calibration sheet
• The meter box critical orifice sheet
• The meter box pyrometer calibration sheet

• The CAE RM CEM description sheet
• The CAE Client CEM description sheet
• CEM Drift Calibration
• The calibration gas certification sheets organized by method first then by gas value
• Any other miscellaneous calibration sheets including asset numbers (i.e. scale, lab equipment,

etc.)
• Cyclonic flow check

WEIGHT SHEETS
Comment:  The weight sheet section may soon be a thing of the past.  In this case weight sheets will go in the
Lab Data section.

Any weight sheets (raw and printouts) should be placed here.

FIELD DATA
The raw data sheets created in the field should be included here.  They should be organized in the
following order in the field data binder and the report:
• All Orsat sheets should be included first.  These should be in order of the locations being tested

(i.e. Unit 1,2,3)
• All field data sheets should be included next.  These should be in order of the method (i.e. Method

4, 5, 23, 26, 29, BIF 0010, CARB 5).  Note that these are in order of EPA Part 60 then any of
the odd methods.

• The impinger weight sheet for the three runs it includes should be located directly after the third
run’s data sheet.

• If there is more than one unit or location that is being tested, organize the data by unit first, then
by location, then by the above format.



FIELD DATA PRINTOUTS
Printouts of all isokinetic sampling runs (non-iso runs can be included but usually aren’t).
Printed (by Laserprinter - not the original stuff printed in the field) copies of CAE’s CEM data should
be included here.  It should be organized in the following order:
• Calibration error
• Calibration 00
• Run 1
• Calibration 01
This order should continue through the end of the testing.  Any additional calibrations should be
inserted chronologically where it happened.  When testing multiple units, the data should be organized
as stated above and then by the unit tested.

LAB DATA
Any lab data should be placed here.

CHAINS OF CUSTODY
The chains of custody should be included here.  They should be organized around the lab to which
they were sent.  All CAE labs should be listed first and then followed alphabetically by outside labs.

OPERATING DATA
Any operating data should be included here.  It should be organized by the unit tested (i.e. Unit 1,
Unit 2, etc.)

FUEL ANALYSIS
Any fuel analysis should be placed here.

MONITOR DATA
The client’s CEM RATA data should follow the same organization as CAE’s data.  Calibrations and
other information may not be applicable here.

PROTOCOL
Any protocol should be placed here.

PERTINENT CERTIFICATIONS
Any applicable certificates for a project should be placed here (i.e. VE certificates, 40 hr Haz waste
certificates, respirator, etc.).





Let’s Get Started!
1. Make sure there is no CAE Helvetica in the front tables of the report.
2. Go to Chooser, select Acrobat PDFWriter. (Ignore this step in Windows).

 
3. To turn the front half of the report into a PDF document...

• Open the MS Word Report document.
• Print out the “Title Page” through “Appendix Table of Contents” (the rest of the report will be

scanned in). (In Windows, you will be able to select the Adobe Acrobat Printer in your print dialog
box).

• Ignore the “Acrobat Document Info” dialogue box that shows up (you can say OK).
• Save the PDF document to the desktop (only the first section will be named correctly, the rest of the

report will show up on the desktop as “untitled”, “untitled 1”, etc.).
 NOTE:  “Error 1010 Warning: Fonts ... not installed ... Helvetica ... substituted”

probably means some of the tables in the report have CAE Helvetica but you don’t have CAE Helv. installed
on your computer (you need to remove all CAE Helv. from the tables and replace it with normal Helvetica).
You may still have CAE Helv. trouble if you don’t get this error (see instruction 10a - bottom of this page).

4. Go to “Project Work Folders: Standard Files: Reports: Std CD-ROM Documents” and copy the “CD-ROM
Report Folder” onto your hard drive.

5. Move the first PDF document from your desktop into the “CD-ROM Report Folder”.  Open the first PDF
document in Adobe Exchange.

6. In the menu, go to Document: Insert Pages ( shift I ) and insert the next section (“untitled”).
Change the dialogue box that pops up to say “Location: After”, “Page: Last”. You will need to adjust
this dialogue box once each time you make a new report.

 
7. Continue inserting until you have inserted all of the sections including the scanned Appendix.



8. Replace (Document: Replace Pages...) the “Printed” Title page with the  scanned in Title page (with
the signatures).  Note: The dialogue box that comes up is a bit odd but if you read it closely you shouldn’t
have any problems.

 
9. In the menu, go to Document: Create All Thumbnails.... Save Often!
10. Go through and check the document:

a.     CAE Helvetica    isn’t in the front tables (it will be pretty obvious - really blotchy dark black characters).
b. Make sure the tables in the front don’t have any “    hieroglyphics   ” left over from turning CAE Helv. into

Helvetica (this “hieroglyphic” problem also shows up if you got the “Error 1010” mentioned in the
beginning of this page).  Example: “Qstd” and “Bwo” look like “QÍˇÎ” and “B„Ø”

c. Make sure you don’t see any     blue text    in the tables.
d. Make sure all pages are    rotated correctly     in the appendix section (Document: Rotate Pages

will let you fix the problem).



The Ins and Outs of Bookmarking
1. To make the bookmarks, go to the first page (the Title Page) of the report.
2. In the menu, go to Document: New Bookmark (B ).  Type “Title Page” for the Bookmark.

3. Go to the next page by clicking the  button (also 3 ).
 TIP: You can go through an entire document very quickly without using the mouse by remembering

B , 3 , type the bookmark name, B , 3 , type the bookmark name, B , 3 , type the
bookmark name, etc...

4. Continue by bookmarking the rest of the document (refer to the attached example for bookmark naming
conventions)....Save Often!

5. Arrange the bookmark layout so it looks more like the Table of Contents (refer to the attached example).

• When you have the  tool highlighted and click on a bookmark as shown below, the page will be
changed to the bookmarked page.

 
• When you click and hold on the bookmark icon as shown below, you will be able to move or indent the

bookmark in reference to the other bookmarks.  You can also delete the bookmark with the Delete key on
your keyboard.  “Shift-Clicking” will allow you to select more than one bookmark at a time.

 
• If you click on the bookmark icon (below left) and then click on the bookmark text (below right), you will

be able to edit the bookmark text.

 
6. In the menu, go to File: Document Info: Open and select Bookmarks and Page.  This makes

the client’s copy of the report automatically open with the bookmarks showing (instead of just the scanned
pages).

 



Linking the Table of Contents
1. Go to the Table of Contents.

2. In the menu, go to View: Bookmarks and Page ( ).

3. In the menu, go to Tools: Link ( ).
4. Draw a rectangle around the Table of Contents item that you want to link to (the first one will be “Project

Overview”).  A dialogue box appears; change Visible Rectangle to Invisible Rectangle.  You will
need to adjust this dialogue box once each time you make a new report.      Note:    you will be in a    very bad

mood    if you forget to change the Appearance, Type to Invisible Rectangle.

 

5. Go to the page you want (using the bookmarks or  button) to link to and click Set Link (or hit return).

6. Your table of contents will end up looking like this while you have the  tool selected (when you select the

 tool, the rectangles will disappear):

 

Final Checks!  (Once the CD-ROM is burned you can’t go back & change things)
1. Check    appearance    (no blue text, no CAE Helvetica, nothing missing).
2. Are the    links    (the rectangles) on the Table of Contents INVISIBLE?
3. Check     bookmark spelling    , capitalization and naming conventions (will the client understand the bookmarks?).
4. Check that all bookmarks and Table of Contents    links go to the right places    (especially if you replace or insert

pages after you make the bookmarks and links).
5. Make sure title page has    signatures   .
6. If you have replaced or inserted any pages after your initial work (page 1 of these instructions), you may need

to Document: Create All Thumbnails... again (don’t worry it will be very fast this time).  ...   In fact,
it’s probably a good idea to do this for every report as the last step just in case.   

7.     Finally    , close the document and open it again... Do the bookmarks appear automatically? Are they arranged
correctly?  If not, make the proper changes and close and open it again.

8. Once again, make sure everything is perfect (yes perfect).  DON’T RUSH THROUGH CHECKLIST!!!



All Right, Let’s Wrap it Up (DON’T SKIP THIS SECTION)
1. If it isn’t already open, open up the report PDF document (the document you’ve been working on this whole

time).
2. Go to File: Document Info: General and fill in the blanks (two examples shown below).

 
3. Go to File: Document Info: Index and select Choose Index: and press the Browse... button.

Find the “CD-ROM Report Folder” on your hard drive (not on the server) select INDEX.PDX and press
Open (Then press OK).  Save often...

 
4. Go to File: Save As... find the “CD-ROM Report Folder” on your hard drive, check the Optimize box,

name the report 9999.PDF (or 9999-9.PDF) (CAPITALIZE THE “PDF”) and press the Save button.  Go
get some lunch since this will take a while.  If your hard drive is really full you may get an error message -
contact MIS in this case.

 
5. Your “CD-ROM Report Folder” on your hard drive should look like this (don’t rename the folder or INDEX):

 
6. Drop the whole folder into Dave Perkins’ drop folder and notify him via QuickMail.  Hold onto your own

copy of this folder (and obviously the enclosed report document) until the CD-ROM is burned.



Bookmark Examples   
Shown below is how the bookmarks should look    the last time you save    the PDF file before it is burned to the CD-
ROM (and consequently this is how it will look when the client opens it off the CD-ROM).  Notice that the
bookmarks for the Results Section of the report are all showing (triangles are turned to be “open”) while the
bookmarks in the Methodology and Appendix Sections are “closed”.  Note: only some parts of the bookmarks are
shown here.

Shown below is how the bookmarks should look if all of the arrows are turned.  The hidden bookmarks for the
Field Data and Field Data Printouts would look similar to the Parameter Bookmarks (no need to bookmark every
run).  Obviously, if other sections (such as the Calibration Data or Process Data) were complex or big enough,
you might want to bookmark subsections of these as well.  Again, only some parts of the bookmarks are shown
here.

If you have any questions or comments concerning these instructions please contact Eric Campbell (ext.
2085).



Getting the Appendix and Cover Page WITH Signatures scanned

1. Call Tom Johnson at Root Technologies.

2. Give him your name, the project number, and an approx. page count (or how many inches high the stack
is).

3. Tell him when to expect it (Fed-Ex Overnight vs. 2nd Day etc...).

4. Root Tech. will scan in the document and transfer the files to Dave Perkins (via FTP on the internet or CD-
ROM for very big jobs) in one week (plus Fed-Ex shipping).

5. Root Technologies will bill CAE monthly with the CAE job number attached to each job.

6. When the job is done Tom will contact Dave Perkins to inform him that the PDF file is ready and later he will
Fed-Ex back the paper copy of the report.

7. Dave Perkins will retrieve the PDF file from our FTP site, put it in the project folder and notify you.

Send the     Cover Page WITH SIGNATURES    and the Appendix section to:
Root Technology
Tom Johnson
14 Wall Street
Princeton, NJ 08540
908-359-9200 Phone (908-359-9250 Fax)

Pricing:
• Scanning: $0.15/page plus $0.56/document
• File Transfer: $25 for first 50Meg PLUS $0.25 additional Meg
• CD-ROM production $35 (only applicable if file size is over 100Meg)
• Express Service: Add 15%.  NOTE: Express service subject to availability.
• So a 500 Page document costs $0.15x500+$0.56+$25=$100.56

Note:
• We are getting good rates from this company because we have agreed to send them good quality paper that a

high speed scanner and auto feeder can zip right through.  Wrinkled or torn paper isn’t acceptable... neither
are staples.

• I would recommend sending a photocopy of all non reproducible data (hand written field data sheets) instead
of the originals.

• Root seems to be a very small company but they give us a quality product at a ridiculously low price (shop
around if you don’t believe me ... the big companies would have charged us a few thousand for the 500 page
document from the example).      Bottom line: treat them well.   
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