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Overview
Welcome to the quick start guide for CIMS 9. This guide covers the basics of using the 
program. Installation is covered in the full instruction manual.

Section 1: Administrator Functions
From the Windows™ start menu navigate to the CIMS 9 folder and select CIMS 9 
Administration.
Click Connect

Enter the password and click OK

Click Databases

Type a name for the database
Choose the type of database to create



Click Add Database

Click Exit
Click Users
Type a user name
Click Add User
Click the check box next to Open access to this database
Select the access rights for the user by checking the boxes next to the desired actions 
or select an access group for the user. 
Click OK
Creating access groups is covered in the full instruction manual.
Click Exit



Section 2: Creating Projects and Clients
Open CIMS 9 either by clicking the desktop shortcut or through the Start Menu.
Enter User Name and Password
Click OK

Click Add Project



Click Select Client

Click Add

Enter client information
Click OK

Click Select



Type Project information
Click OK
Only fields in red are required.

Section 3: Importing Inspection Data
Click the Transfer Data tab
Click the Import button corresponding to the data file to be imported

Navigate to the file to be 
imported and click Open



Select the Work Orders to be imported
Click Select Project

Click on the project that should receive the imported data
Click Select

Click Import
Click Yes in the confirmation box
Click Close on the Import screen



Section 4: Inspections
The Inspections tab displays the Work Order information and allows users to edit any 
Work Order fields that need to be changed or to add new Work Orders.
Clicking on the Edit button will open the Work Order in a new window for the user to 
make changes.
Clicking the Tracking button will display a list of all changes made to the Work Order 
since it was created or imported into CIMS 9.
Clicking Reports For This Inspection will bring up the Report tab.

Section 5: Observations
The Observation tab displays all of the defects observed during an inspection and 
allows the user to edit or add defects.
Clicking the Edit button with a defect highlighted will open a new window for the user to 
make changes. Clicking Reports For This Inspection will bring up the Report tab.



Section 6: Reports
Highlight the Work Orders to be printed and click the button for the desired report. 



Clicking Report Package allows 
the user to select multiple reports 
for the same Work Orders.

Section 7: Filters
Select the fields to be used for the filter by using the drop-down menu to select a table 
and highlight the field in the list that appears. 
Enter the criteria for the filter in the box provided and click Add Criteria
Type a name for the filter and click OK
The filter will be added to the list on the left of the filter screen. 
To change or delete existing filters highlight them in the list and make the changes.



Section 8: Exporting Data
Click the Transfer Data tab

To export to a file on a local or network hard drive 

Click Export
Select the project to export click Select
Select the Work Orders to export from the selected project click Select

Depending on the coding standard used for the database the user will need to select 
the file type for the exported data
Select a file to add the exported data to or type a name for a new exported file and 
click Open

The process for exporting to CD or DVD is similar. CIMS 
9 will ask if the videos and still images are to be exported 
along with the data and it will add the CIMS 9 Read Only 
version to the disk to allow others to view the data.
The Write Data To Device button works in the same way 
as CD and DVD writing and can be used to send the data 
and media files to a USB memory stick or a Zip drive or 
other removable storage media.
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