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WINDOwS CAPABLE PC LAPTOP OR DESKTOP)  Å 

MICrOSOFt WINDOwS 98 THROUGH ALL Å 
VItA VERSIONS (BOTH 32 AND 64 BIT)

At LEASt 25MB SPACE FrEE ON hArD DrIVE. Å 

FOLLOW RECOMMENDED MEMORY Å 
AND PROCESSOR REQUIREMENTS FOR 
THE VERSION OF wINDOwS OPERAT-
ING SYSTEM THAT YOU ARE USING

WE RECOMMEND THAT YOU PURCHASE A Å 
WINDOWS CERTIFIED PRINTER FOR YOUR 
OPERATING SYSTEM (NOTE; AT THE TIME OF 
THIS WRITING 64 BIt OPERATING SYSTEMS 
HAVE KNOWN COMPATIBILITY ISSUES WITH 
PERIPHIAL EQUIPMENT THAT WAS WORKING 
FINE WITH 32 BIT OPERATING SYSTEMS ASK 
QUESTIONS AND RESEARCH BEFORE YOU 
BUY). 32 BIT OPERATING SYSTEMS (BOTH VISA 
AND UP) ARE STILL FAR MORE COMPATIBLE 
WITH LEGACY SOFTWARE AND HARDWARE.

FOr thE PrOtECtION OF VALuABLE DAtA Å 
yOu wILL BE StOrINg ON yOur hArD DISk AN 
EXTERNAL BACkuP DEVICE IS StrONgLy rEC-
OmmENDED. ThIS IS NOt ONLy EFFECtIVE FOr 
thE SAFE kEEPINg OF FOrCE 5 DAtA, But ALL 
OthEr DAtA AS wELL. YOu ShOuLD BACkuP 
AND VERIFY yOur SyStEm tO AN EXTERNAL 
DEVICE AS OFtEN AS yOu gENErAtE DAtA 
yOu’rE NOt wILLINg tO rISk thE LOSS OF.  

YOu ShOuLD hAVE At LEASt A gENErAL Å 
kNOwLEDgE OF BASIC WINDOwS CONVEN-
tIONS AND mOuSE OPErAtIONS FOr A 
SuCCESSFuL mIgrAtION tO gENErAtINg 
yOur SurVEy rEPOrtS wIth FOrCE 5.
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FOrCE 5 INSTaLLaTION

The Force 5 CD contain a setup program to en-
sure proper installation to your system. The setup 
program is a windows application. If you have not 
started windows, you will need to do so before 
proceeding. Use the following steps to install 
Force 5: 

PLACE thE FOrCE 5 FOr wINDOwS 1.	
PrOgrAm DISk INtO thE APPrOPrIAtE 
CD/DVD DrIVE. 

ThE INStALLAtION ShOuLD BEgIN AutO-2.	
mAtICALLy, PrOmPtINg yOu thrOugh 
thE INStALLAtION PrOCESS. IF thE 
INStALLAtION DOES NOt BEgIN AutO mA 
tI ALLy, DOuBLE-CLICk “my COmPutEr” 
(Or “COmPutEr” IN VIStA”) ICON. RIght 
CLICk ON thE APPrOPrIAtE CD/DVD 
DrIVE AND A SuB-mENu wILL APPEAr. 
SELECt “ExPLOrEr” FrOm thE SuB-
mENu. FrOm thE ExPLOrEr wINDOw 
DOuBLE-CLICk “SETUP” APPLICATION” 
AND thE INStALLAtION wILL BEgIN.

FOrCE 5 gIVES yOu DEtAILED ON-3.	
SCrEEN INStruCtIONS FOr COmPLEt-
INg thE INStALLAtION PrOCESS. 

DurINg thE INStALLAtION PrOCESS 4.	
yOu wILL BE PrOmPtED FOr A DE-
SIrED DrIVE AND PAth, thE DEFAuLt 
DrIVE IS [C] AND thE DEFAuLt PAth IS 
rECOmmENDED. ThE DEFAuLt SEttINgS 
wILL ALrEADy BE rEFLECtED IN thE 
PrOmPtINg DIALOg BOx. IF thESE SEt-
tINgS ArE ACCEPtABLE SImPLy PrESS 
ENTER Or CLICk OK. 

DurINg thE INStALLAtION PrOCESS 5.	
FOrCE5 ADDED ICONS tO yOur PrO-
grAm LISt. DOuBLE CLICk ONE OF 
thESE ICONS tO StArt thE APPLICA-
tION.
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SUrVEY APPrOaCH aND DESIGN OVErVIEW 

Force 5 has taken the tried and proven systems ap-
proach and streamlined it into a graphical user interface 
that is both comprehensive and easy to manage. The 
overall design of the survey report document is divided 
into six major sections for the convenience of the reader, 
client and insurance agent. This is the approach taught 
at the Chapman School of Seamanship, Yacht and Small 
Craft Surveying and is well received in the industry. 
 
SECTION I and II give speciýcations, value, rating and 
other details of the vessel being surveyed. SECTION III 
gives individual item descriptions SECTION IV describes 
the anomalies found during the survey. SECTION V 
is the summary and valuation section. SECTION VI is 
where you may describe and deýne special terms. 
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SUrVEY REPOrT SECTIONS DESCrIBED 

INtrODuCtION SECtION / SCOPE OF SurVEy I.	
Scope of survey contains information stating what you did, for whom, 
on what vessel, where, and when.  Just as importantly, you should 
enter what you did, didn’t do or what you cannot do and why.

GENErAL INFOrmAtIONII.	  
Section supplies the reader with speciýcations about the boat such 
as year, make, model, your rating and value. In addition this is an (op-
tional) area in which you may do a narrative description of the vessel.

DEFINItION OF TErmS SECtIONIII.	  
is used to deýne special terms or phrases you might repeat often or 
use in descriptions. (You can greatly reduce the possibility of miscom-
munication by using this section).  

SyStEm SECtION IV.	  
details descriptions you entered under the individual items. These de-
scriptions may be saved to the Item Choices Window and used again 
as default text  at the click of a button. 

FINDINgS AND rECOmmENDAtIONS V.	  
section is a separate area to list the anomalies you have discovered 
while surveying the vessel. This approach organizes these ýndings 
by level of severity, i.e., A, B or C. This section will be completed 
automatically while working in section III. 

SummAry AND VALuAtION VI.	  
section details the rating and value of the vessel and can sum up 
your opinion of the vessel’s suitability to task.  The default text in this 
section is based on BUC book ratings, and uses the same deýnitions 
to explain to the reader how you arrived at your conclusions. You will 
learn how to choose default text or edit text as needed later in this 
manual.

PhOtO SECtIONVII.	  
Photos are imported here () 
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INTUITIVE USEr INTErfaCE DESIGN

Provided you have at least a basic general knowledge of the Windows operat-
ing system your migration to Force 5 should be a smooth one. Start new, or 
open existing (example) survey, then click on the heading window with your 
left mouse button. You may start typing the appropriate information into the edit 
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QUICK BUTTON REfErENCE

Force 5 also takes full advantage of a graphical user interface by way of quick 
buttons. This decreases the number of mouse movements required to carry out 
speciýc commands (see the next page for a complete list of Force 5 quick but-
tons and explanations as to what tasks they perform).  

Tip: As you drag your mouse over the quick buttons on your screen, de-
scriptions of  the tasks they perform will appear in a yellow text (HINT) 
box next to the button. This is performed by moving your pointer slowly 

from the left side of the quick button to the buttons center. To 
issue a command, click the appropriate quick button once 
for the desired action. Click right mouse while you are over 
a quick button and you will toggle the help boxes on or off. 
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WINDOWS KEYBOarD SHOrTCUTS

QUICK BUTTON REfErENCE - CONTINUED
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FORCE5 KEYBOarD SHOrTCUTS

This is a list of undocumented hot key combinations mainly for moving between 
the main windows of Force 5.  Very few people use these keys because most 
of us are ñMouseò centric users, not fast efýcient typists, but for those of you 
who are typists these key combinations will speed your data entry and keep the 
mouse interface to a minimum.

Keyboard Shortcuts 
(navigation)

Move up or down one heading item Page up / Page down

Move up or down one section Ctrl Page up / Page down 

Use data in edit window and move on to next 
heading item Ctrl + Enter Key

NA Heading Item move to the next Ctrl + Space Bar or Ctrl + 0

Use the contents of the Default Window and 
move the next heading Ctrl + Shift + Enter Key

Select the Item choice and put contents into the 
heading Window Ctrl + Item Choice Number

Move from Window to Window  i.e. heading 
window to edit window Tab Key

Text & Format Enhancements

Insert a tab into the text Ctrl + Tab Key

Move Tab Right Alt + Right

Move Tab Left Alt + Left

Other Hot key combinations are listed in the pull down menus if they are avail-
able for the feature they will be shown directly to the far right of the menu 
item. 
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WOrKfLOW DESIGN

INFORMATION WINDOWI.	  
This section contains specif-
ic information directly related 
to whatever is highlighted in 
the heading window. 

HEADING WINDOW2.	  
This window contains 
all speciýc categories of 
information related to the 
vessel. During your survey 
you scroll through these 
as you either ýll in the edit 
window (described below) or 
select from the available pre-
deýned options in the item 
choices window. 

EDIt WINDOw3.	  
All data entry is done at the 
edit window. This is where 
you enter all survey infor-
mation. If applicable, you 
may select from one of the 
predeýned item choices in 

the item choice window. If 
you have entered new infor-
mation not found in the item 
choices list, you may add 
it for future retrieval using 
the Save item choices quick 
button. The edit window is 
further described later in this 
section. 

ItEm ChOICES WINDOw4.	  
This window is a database 
for frequently used item 
choices. You may either 
select from the predeýned 
options, or enter new 
descriptions and save them 
as custom item choices. 
They will then be added to 
your heading speciýc item 
choices list. 

Tip: All standard Windows conventions 
and clipboard functions such as cut, copy, 
paste, etc. are operable while working 
within the edit window.
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EDIT WINDOW (CONTINUED)

If you are on an item in the heading 
window and the edit window is divided 
in two. The window on the right side 
is the default window; the window on 
the left is the edit window. The default 
window will automatically display the 
contents of item choice number one. If 
the contents of the default item choice 
is acceptable as is (no editing need-
ed), click the Use default quick button 
to accept and move to the next item in 

the header window. If the default item 
choice is not acceptable and needs 
editing, double click the default win-
dow itself or click on the item choice 
desired then either double click it, or 
use the add to edit window button to 
bring the item choice into the edit win-
dow for editing, at this point you may 
do your editing. If neither the default 
window or existing item choices apply, 
you may write a new description in the 
edit window.


