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Welcome to Envirocheck

This user guide has been specifically designed to show you how to use the
Envirocheck website. User guides can be daunting but don’t worry we've made this
user guide, and the website, as simple as possible to use.

What does Envirocheck supply?

Envirocheck.co.uk is a powerful, flexible tool for producing your environmental and
planning reports. A portfolio system is used to tell Envirocheck.co.uk which reports to
offer you. If the report you want is not visible on the Product Selection page it's not
available in your portfolio. To add the report to your portfolio please contact our
Customer Services team on 0844 844 9952 and they will arrange this for you.

The following reports are available through this website:

Envirocheck
Envirocheck is the industry standard desk study report enabling fast and
accurate environmental assessments. Available for the whole of Great Britain, an
area of up to 1km from the site is searched for data held in the Legend™
database, one of the largest of its kind in Europe. Envirocheck delivers high
quality, site-specific environmental information with access to comprehensive
Ordnance Survey current and historical mapping. For more information visit:
www.envirocheck.co.uk/envirocheck/envirocheck.jsp

Sitecheck
Sitecheck provides the most comprehensive and flexible range of environmental
data services to lawyers, commercial conveyancers and other property
professionals. For more information visit: www.envirocheck.co.uk/envirocheck/
content.jsp?head=7288&body=9132

Historical Maps
Landmark Information Group holds the UK's largest archive of Ordnance Survey
historical maps dating back to the 1840's. For more information visit: www.
envirocheck.co.uk/products/environmental/maps historical/

Utilities Report
A unique report collating all utility information into a single source, saving
precious time prior to carrying out a site investigation or detailed foundation
design. For more information visit: www.envirocheck.co.uk/products/
environmental/utilities report/

Historical Town Plans Pack
Envirocheck Historical Town Plans are detailed pre World War Il Ordnance
Survey County Series maps produced from the survey of towns with a population
of over 4,000. Captured under the joint venture between Landmark and the
Ordnance Survey, the maps are now available for the first time in digital format
from Landmark's extensive digital archive of historical maps, providing
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consultants and engineers alike with unrivalled detail of past land use from the
mid 19th and early 20th centuries. For more information visit: www.envirocheck.
co.uk/products/historical maps data/maps historical/

Historical Aerial Photos
Envirocheck Historical Aerial are sourced from the British Library and
Landmark's own archive are available as standard (depending on coverage).
Historical Aerial Photographs provided by from Bluesky are requested through
Envirocheck and will be received within five working days. For more information
visit www.envirocheck.co.uk/products/aerial photography/historical aerials/.

Bomb Search
Bomb Search will help you determine the risk of UXO on your site. Available as
either a Preliminary UXO Risk Assessment or a Detailed UXO Risk Assessment,
Bomb Search analyses over 40 different datasets from a nationwide geospatial
database of UXO threats. Risk Assessments are provided from 6 Alpha. For
more information visit www.envirocheck.co.uk/products/environmental/
bomb search/.

Plansearch
Plansearch is the UK's best-selling planning report, covering planning
applications for a radius of 250m from the property and revealing information
which could have a major impact on the enjoyment of a home. For more
information visit: www.landmark.co.uk/page/planning-reports

Plansearch Plus
Plansearch Plus details not just commercial and residential applications made
since 1997, but also the planning decisions on larger applications. It also
includes aerial photography and neighbourhood information such as local
facilities, schools and crime rates, making Plansearch Plus the most
comprehensive planning product on the market. For more information visit: www.
landmark.co.uk/page/planning-reports

Sitecheck Planning
Sitecheck Planning provides extensive information on planning applications
covering 500m from a commercial property. It also includes a development plan
tracker listing current and emerging development plans published by Local
Authorities as well as the latest flooding data. For more information visit: www.
sitecheck.co.uk/Planning.do?articleld=45632

Envirosearch Residential
Provides essential environmental information to home buyers and vendors for
any property in England, Wales and Scotland. For more information visit: www.
landmark.co.uk/page/envirosearch-key-propositions/search

Homecheck Professional
A full and flexible range of environmental risk reports including Contamination,
Flood and the innovative Ground Stability report as well as the market leading
Homecheck Professional Environmental Report. For more information visit:
www.homecheckpro.co.uk

Your reports can be produced as a PDF sent via email, printed or dispatched to you
on CD from our offices in Exeter. Multiple users can access Envirocheck at the same
time within an organisation with admin users able to access the entire branch’s
orders.

To access information about the contents of the reports click the

links provided during the ordering process. Alternatively, please refer
to the product information guides on our corporate site at: www.envirocheck.co.uk/
support/environmental/.
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Each of the reports you can order through the Envirocheck site is listed. Select

for the report you want the user guide for, click the

link where a sample may be downloaded. You can either read it online
or print a copy for reference.

Using help

The help menu is always available by clicking on the help button in the top right-
hand corner of the screen:

Menu | Promap | Landmarklibrary | Help | Logout

Navigating Help
In the top left-hand corner of the help pages you will see three buttons: Contents
, Index and Search as shown below. The section you are currently viewing will
have the button highlighted. In the diagram below you can see that the Contents
button is different from the other two, this telling us that we are in the Contents

section.
M Envirocheck
:l Index Search ‘
Contents

The first place to look for information is the Contents page. Here you will find a
list of chapter headings and topics:

\:l Index Search

[+] Welcome to Envirocheck
E Logging in to Envirocheck
E| Hew orders

[#] Ordering extra data

[#] order tracking

[Ei Envirocheck Analysis

E} Administration

m Troubleshooting

IE Landmark Company Information

Click on a [ to open a chapter and see a list of the sub-topics as shown below.
Click the =] to close it again. Click on a topic title to see the information in it.
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7] Wetcomea to Emvrocheck
E What does Enviroecheck supphy?
[=] A few quick tips

Topics with a [¢] have no sub-topics.

Index
If you want to search for a particular task or feature in Envirocheck go to the
Index page. This has an alphabetical list of keywords that describe all the task
and background information.

Contents Search

ABCDEFHIJEKLMNOPRSTUVWIRYZ

B

address from centre

address locate

administration

AltaVista toolbar pop-up blocker
AOL toolbar pop-up blocker
autofill tool

=

buffers

o R L

Click on a letter in the top alphabet row to see a list of keywords beginning with
that letter. Click on a keyword and you will be shown a list of topics that are
associated with that keyword. Click the relevant topic title to see the information.

Search
If this doesn't find what you're looking for, you can try a more extensive search
on the Search page, by searching for every instance of a particular word or
phrase in the entire help. You will then see a much longer list of topic headings
with the first few lines of the topic underneath.

Enter one or mere keywords to search (™ angd *? LI
wildcards are supported):

Rezultz per page: 0 =
Match; any search words

" all search words

To search, enter a search term in the box, choose the correct options for the
search then click the 58" putton.

Click the appropriate topic title in the search. The information will appear in the
right-hand pane. If the topic answers your question, you can click on the
Contents button to see the contents tree with your topic highlighted.

Should | be using "any search words" or "all search words"?

This is only of relevance if you are going to run a search using more than one
keyword. If you enter locating address as your search terms, "any" will bring back
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search results that contain the word locating and results that contain the word
address. If you specify "all" the search will only bring back results that contain
both locating and address.

A few quick tips

e Whenever you see an (L) putton, you can click it for more information.

e Bold green text in topic text refers to a page. E.g.: "...can be accessed from the
Main Menu by..." refers to this main menu screen:

uenvirocheck' Wescome Landmarkct ARG Landmark Accoust Menu | Promap Ludmak Livwy | Meb Lesgout

PAUSED ORDERS | QUOTES SUBLNTTED ORDER'S

Stagn a1
which paused

Ioeghaciiien
MEV RELEASE May 2010
rand new a

HLandmark prem

e Bold red text in topic text refers to a button. E.g.: "...click the Admin button..."

refers to this button:

. in topic text refers a link. E.g. "... click the text next to...'
refers to the text circled below:

Define site

2 & 7 +

shape  autofill  linear point

Refine shape or line

it <
add point remance point

Snap to point: Show
Grid reference: Show
Buffers: Show

e Text in boxes such as the one below is important. Please make sure you read it
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thoroughly.

PLEASE NOTE

This is an instruction box which will
contain important information.
Please read the contents carefully

© 2010 Landmark Information Group
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Logging in to Envirocheck

To use Envirocheck you will need to log in to our website www.envirocheck.co.uk
using Internet Explorer 6 or above (see Recommended and minimum specifications
[a1). The site is not compatible with other browsers. To allow Envirocheck to run
properly you will also need to download an ActiveX control. Some organisations
block ActiveX controls with their firewall, or Internet Explorer's security settings may
prohibit them. In either case you will need to contact your systems administrator
before being able to log in to Envirocheck.

Your IT department may wish to install the ActiveX control onto your company's PCs
themselves, rather than rely on the automatic download from the Envirocheck
website. This can now be done using an MSI file (Microsoft Self Install package). For
more information, please contact our Technical Support team on 0844 844 9961.

Logging in

1. Open Internet Explorer by clicking g on your desktop.
-Or-

Select Start > Programs > Internet Explorer.

2. When Internet Explorer has opened, type www.envirocheck.co.uk in the
address bar.

3. In the top right hand corner of the website you will see the Envirocheck
registered users login box. Enter your Username and Password, and click the
login button. Please note your Username and Password are both case sensitive.

Envirocheck registered users login &

Username

ey

Register | Forgotten password?

4. The Envirocheck application will open in a new window. A warning box (see
below) will appear. This warning is displayed as we use a secure connection to
make sure that your Username and Password remain safe throughout the login
process.

© 2010 Landmark Information Group
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Security Information 1 i’

(.‘r"l Thiz page containzs both secure and nonsecure

?. itemns.

Do you want to display the nonsecure items?

Mo More Info

5. Click the Yes button.

6. The system will then log you in:

Please wait ... Logging you in

and check that your Envirocheck ActiveX control version to is up-to-date. This is
necessary to ensure that you have access to all the features of the site. The
Envirocheck ActiveX control will download to your PC if necessary. This will
happen the first time you use our site and will need to be repeated after any
updates that we make to the site. It will not happen every time you use the site. If
you experience any problems with the ActiveX download, please refer to

Technical support| 9o,

7. If this is the first time you have used Envirocheck you will see our terms and
conditions page. In order to use the site you will need to click the Agree to Terms
button. Once you have done this Envirocheck will load on your screen.

If you are having problems logging in, please refer to Logging in/o1in our
Troubleshooting section.

© 2010 Landmark Information Group
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Getting started

The Envirocheck window should now be open. If the window does not open please
refer to Logging in 1.

uenvirocheck' Wescome Landmarkct ARG Landmark Accoust Menu | Promsp | Ldoetibewy | Mebp Lesgout

PAUSED ORCERS | GUOTES SUBMNTTED ORDERS

5
which paused

MEV RELEASE May 2010
new 2

HLandmark Asot

The first screen that you are presented with, is the Main Menu.

From here you can:

view paused orders (see Pausing orders|44).

view quotes (see Saving quotes|37).

view submitted orders (see Submitted orders| ).

view analysis orders (see Analysis orders| 42).

submit a new order (see New orders| 13Y).

order extra data for an order that has already been submitted (see Ordering
extra data/48).

track your orders (see Order tracking|52Y).

¢ go to the administration section to delete users, delete templates or change
your password (see Administration|7s)).

© 2010 Landmark Information Group
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New orders

This section contains step-by-step instructions for ordering a new report.

Portfolios/ 13

Locating by address| 141

Locating by OS tile number/ 151

Locating by OS Easting and Northing| 161
Ordering your environmental reports| 33

Portfolios

Envirocheck uses portfolios to tell it which reports to offer you. If you have more than
one portfolio available to you, a drop down menu will appear when you click the New
Order button.

Select Portfolio:

If this is the case, then you will need to select which portfolio you want before
ordering your report. Click the portfolio you want from the list provided. The portfolio
you select will be displayed at the top of the screen, next to your name.

Locating your site

This section will explain how to locate your site in preparation for ordering your
report.

Choosing how you locate your site

Before you order your report, you need to decide what method to use to locate
your map. Envirocheck provides three search methods for locating your site:
address, tile number or grid reference. How you locate your map will often
depend on the information you have and the type of site that you wish to locate.

For example, if you are searching for a rural location, you may want to use a grid
reference or a tile number. If you are searching for a specific building or a site in
an urban area, using the address or postcode is more appropriate.

© 2010 Landmark Information Group
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Locating by address

TIPS
Titles

Organisation:

Street:
Town/place:

Postcode:

Building name / number:

Description

Enter a company or organisation name e.g.
Landmark Information Group.

Enter a building number, e.g. ‘27’, or building
name, e.g.’ Pine Cottage’.

Enter a street or road name, e.g. Harlech Close.
Enter a town or city name, e.g. Basingstoke.

Enter a full postcode or a partial postcode.

The results of your search will be as specific as the information you provide. For

example:

e Entering a building number and full postcode will take you straight to the
confirmation page of the address search section.
e Entering a building number and town name will provide a list of all the

buildings with that number within the town entered. You will then have to select
the correct road or site from the list provided.

e Entering a building number and street name will result in a list of all the towns
and cities with a matching building and street in them.

Search for an address

Organisation

Building name/number

Street

Town ! Place

County

Postcode

1. Enter as much information as you have in to the boxes provided and click the

Next button.

2. Alist of all possible matches will appear:

Please select an address (3 matches)

kL

b Pnrtrait Gnflware The Smith Centre Fairmile HFM FY_AM_THAMFS Awfard=zhire BRGAAR

3. If the number of matches makes it difficult for you to find your address, click
the refine search button in the bottom left-hand corner of the page.

4 Refine Search

© 2010 Landmark Information Group
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4. This will return you to the search page, which will be pre-populated with the
criteria that you used for your search. Fill in any other details you have and
then try the search again.

5. To help ensure that you use the correct site, a positional indicator may be
displayed to the left of the address confirmation. This will only appear if a
specific site could not be accurately located. You will need to check the map
carefully to find the site you were trying to locate.

Positional quality of address grid reference (i)
Approximate

Yo will be placed inthe general area of the address
reguested. Please check the position of your site carefully
as it may not appear inthe centre of the map page.

6. If the address is correct, Envirocheck will display your site on a map screen. If
you have chosen the wrong address from the list, click the back button, which
will return you to the confirm your address screen. Click on the Select
different location button to return to the address list.

Locating by OS tile number

OS Tile numbers e.g. TL5904SW are often found on the top of OS sheets.
Envirocheck will convert the OS tile number you provide in to the closest Easting and

Northing co-ordinates.

1. Enter your OS tile number to the box provided and click the next button.

Search for an address
Organisation
Building name/number

Street

County

Postcode

Lopktran OS5 tile number

Locate to grid reference

05 Easting [

05 Horthing

2. If a correct tile number has been entered, an Easting and a Northing will be
displayed on the Address Search page.
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Pleaze confirm your desired location

Easting: 244000
Marthing: 155000

4 Select different location

3. To view a map of your site, click the go to map button. Envirocheck will now
display your site on screen

4. If you see an alert like this:

Microsoft Internet Explorer i ﬂ
/' Please enter a valid Mational Grid Reference or Ordnance Survey ble number
.

eqg; TO40645E, TO4164ME, TQ4164, TO465E, TQ46, et

it means that the tile number that you were searching for could not be located.
This more than likely means that you have mistyped the tile number. Click the
OK button. You will remain on the search page, where you can check the details
that you have entered.

Locating by OS easting and northing

If you are trying to locate a rural location you may be provided with an Easting and a
Northing.

An Easting and Northing value will identify any single point on a map. They are given
as values in metres, and take the form 528951, 179637 where the first series of
numbers is the Easting and the second is the Northing. Please note that an Easting
and a Northing can specify different degrees of accuracy depending on how much
information is in it e.g. 498747 272142 is ten times more accurate than 498740
272140. Therefore you may need to navigate in the map we provide to find your
specific site. Please refer to Zooming in, out and navigating| 191 for further help with
navigation.

Searching by OS Easting and Northing

1. Enter your OS Easting and Northing in the boxes provided and click the next
button.

© 2010 Landmark Information Group
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Address search or Site details entry

Search for an address
Organisation

Building name/numibrer
Street

Town / Place

thiz iz the
County

Postcode

Lookup an OS5 tile number

Tile number

grid reference

5 Easting

5 Northing

2. The Easting and Northing will be displayed on the Address Search page.

Please confirm your desired location

Easting: 498747
Morthing: 272142

4 Select different location

3. To view a map of your site, click the go to map button. Envirocheck will now
display your site on screen.

Locating by rectangle

1. Enter your OS Easting and Northing for the top-left and bottom-right corners
in the boxes provided and click the next button.

Define site rectangle

Left top- 47560
Top {top-i=ft northing 124400
Right (bottom-right 2asting L74EED
Bottom  (bottom-right northing (1243400 |

2. The central Easting and Northing for the rectangle you defined will be
displayed on the Address Search page.
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Pleaze confirm your desired location

Faolygon/MBR defined around site centred on 474610, 184370

 Select different location

3. To view a map of your site, click the go to map button. Envirocheck will now
display your site on screen. As you have already defined your site, you are
now ready to order your report.

4. Alternatively, you may refine your site with the add point and remove point
tools. For help with this, please see: Defining your site using the shape tool
224

Locating by shape

1. Click on the Browse button and locate to the shape file that you wish to
upload, then click the next button. The file must be in one of the following
formats: SHP, DXF. If the file is in the SHP format, please zip the file first.
The zip file must contain all elements of a shape file (.shp, .dbf, .shx and .prj
files).

Upload shape file (as zip) or a dxf file

Browse:..

If you are ordering digital data through Envirocheck Export or
Flood Risk Analyziz Data preduct offers, please ensure that
your shapeidxf uplead covers the entire area for which you
reguire data or mapping. There is no manual buffer s=lection as
with paperipdf Envirocheck Report erdering.

2. The location of the file that you uploaded will be displayed on the Address
Search page.

Please confirm your desired location

File uploaded:

CAMyDocuments\Site_Boundary.zip

4 Select different location

NOTE:

Please note that if you alter your site on the map page, that will not
update the uploaded filefshape, and you will have to re-upload the
details to view them again on the map page.

3. To view a map of your site, click the go to map button. Envirocheck will now
display your site on screen. As you have already defined your site, you are
now ready to order your report.

4. Alternatively, you may refine your site with the add point and remove point
tools - this will not alter your shape file though. For help with this, please see:
Defining your site using the shape tooll 22
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Defining your site

A map should now be displayed on your screen. If you haven't got a map on screen
please refer to Locating your site[13".

If you are unfamiliar with the site it will be helpful to read Zooming in, out and
navigating| 191 before moving onto Identifying your site| 20,

Zooming in, out and navigating

Zooming in and out
The easiest way to zoom in and out is using the wheel on your mouse. Simply
roll the wheel on your mouse backwards to zoom out and forwards to zoom in.

If you don’t have a wheel on your mouse, or are not comfortable with the wheel,
you can use the slider:

PTRRRNP | roidauss | town | street | degu ||

To zoom in either use the [ button, or use your mouse to drag the slider O to
the right.

To zoom out either use the [_ button, or use your mouse to drag the slider O to
the left.

Navigating
e When your mouse cursor is over the mapping you will see ‘EWF' as your mouse
cursor. To navigate around the screen, simply hold down your left mouse
button and drag the mapping around the screen. The image of the hand will
become i to show you are holding the mapping. To stop dragging the map,
release your mouse button and the hand will return to being open.

e You can also navigate using the thumbnail map in the bottom left-hand corner
of the screen:

Site penimeter:

Site area:

If you move the cursor over the double-lined red rectangle, you will see that

the cursor turns into "I" This red rectangle represents the area that is being
displayed on the map Hold down the left mouse button and drag the square
to the correct position on the thumbnail and release the mouse button. The
map will then be repositioned.

e When using the drawing tools to define your site, use the arrows provided on
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the surrounding frame to move around the map. You will see these on the
map frame, in the corners and middle of the sides:

Identifying your site

The map on screen will be centred on your site if you specified an exact site. You
may want to zoom in further to confirm your site is in the centre of the screen or
zoom out to get a better idea of the surrounding area. To do this, push the wheel of
your mouse forwards or backwards to zoom in and out. For further help please refer
to Zooming in, out and navigating| 197,

If the map is not centred correctly or you want to roam to a site nearby, you can do
this by dragging the map. When your mouse cursor is over the mapping you will see

. To navigate around the screen, simply hold down your left mouse button and
drag the mapping around the screen. The image of the hand will become <o show
you are holding the mapping. To stop dragging the map, release your mouse button
and the hand will return to being open.

If you have navigated to the correct site, the site address that is displayed on the left
hand side of the screen may need to be updated. To do this, make sure your site is
in the centre of the map, then click the get address from centre button provided on
the left-hand side of the screen:

Snap to point: Show
Grid reference: Show
Buffers: Show

Linear Site Width: _E]

Site address: Edit
Site at 293500, 93500.

: Get address from centre ]

The new address will be taken from the centre of the map displayed on screen.

You can edit the site address manually by clicking the link.
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Site address: Edit
The Smith Centre, Fairmile
Henley-on-Thames:

RGY 6AB

Get address from centre

A new window will open:

Edit Site Address
Edit site address:

The Smith Centre, Faimile

Henley-on-Thames

Post Code RG5 GAB

Alter the address, then click the submit button. The updated address will now be
showing on the page.

Defining your site

Before ordering your report you will need to define your site on the map provided. To
do this use the shape, autofill, line or point tools provided in the Define Site box in
the top left-hand corner of the screen (see below):

LSS
=hape ‘autofill  linear paint
. (= The shape tool is best for sites where they have no firm, existing
boundary as you can draw the boundary using this tool. (see Defining your
site using the shape tool| 22)

. t/s) The autofill is easier to use for sites that have a firm boundary such as

one large field. (see Defining your site using the autofill tool| 24Y)

. «" The line tool should be used for non-standard sites such as pipelines,

roads or railway lines. (see Defining your site using the line tool|25Y)

. + The point tool is ideal if you want to base the report on a single point on

the map. (see Defining your site using the point tool| 28"

To turn a tool on or off, click the button for the tool you want. The tools will appear
indented when they are turned on and pop out again when you turn them off. Decide
which of the tools is most appropriate to use to define you site and follow the
instructions provided in this section.

If you have a particularly large site it is advisable to initially define the site on one of
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the smaller scale maps such as road atlas. Please note, the autofill tool will not work
unless the mapping is sufficiently zoomed in to register as being on the detail layer.
The different scales of mapping can be accessed by using the slider provided in the
top right-hand corner of the screen:

Drag sikder to zoom [ IEETT TP I S T S Y TR

To zoom in either use the [ button, or use your mouse to drag the slider O to the
right.

To zoom out either use the [_ button, or use your mouse to drag the slider O to the
left.

If you have a scroll wheel on your mouse, you can also left-click on the map and then
use this wheel to zoom in or out.

Once you have defined the site on this layer you can zoom in to alter or adjust the
site area specified on a more detailed layer. This allows you to define the site more
accurately.

Defining your site using the shape tool

& s +
shape/ autofill lingar __péinf

The shape tool allows you to define your site, taking an accurate measurement of its
area in the process. A pre-existing site shape can be more quickly defined using

Snap to point/ 291,

Drawing a shape

1. Click the shape button on the Define site panel.

2. Position the mouse cursor at the exact snapping point on the map where you
want to start drawing the shape.

3. Click once with the left mouse button.

4. Move the mouse cursor to the next point and click the left mouse button
once more. You will notice that as you move the mouse cursor, a red line is
drawn between the current mouse location and the previous point.

5. Repeat steps 2., 3. and 4. for each point of the shape until the whole of the
shape has been drawn except for the last line. The last segment (the line
which makes a shape a closed shape) can be drawn by clicking on the first
point of the shape or by double left-clicking your mouse. The time taken to
trace around a shape is proportional to the size and complexity of the shape,
so large fields, lakes and some large buildings may take slightly longer to
outline.

6. Once you have outlined the site, it can be refined using the add point or
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remove point tools (see below).

7. If you have made a mistake, you can delete the shape by selecting it, then
pressing the Delete key on your keyboard. Alternatively, click the shape tool
button again. This will bring up the following warning:

Microsoft Internet Explorer | x|

—,

'\?) Drawing another shape will delete vour current shape. Are you sure you want to continue?

Cancel |

Click the OK button, the previous shape will be deleted, and the shape tool is
active and ready for you to use.

8. When you have defined you site, buffers will automatically appear on the
map around your site. The buffers are for display purposes only and won't be
printed in your reports. For more information on buffers please refer to
Buffers|sd,

9. Click the next button to select your reports for this site. See Ordering your
environmental reports| 331 for further information.

Tips

Defining large sites
Switch on Snap to point. For help with doing this please see Snap to point
29, By holding down the space bar, the points in-between the two that you
click will be picked up automatically. The line ‘snaps’ to the nearest map
feature or digital data point automatically. However, if there is an orange
point in-between, you will not be able to snap to the line, as there is a change
in the map feature. In this case you must click to the nearest orange point
and click from the orange point to wherever you want the end of the line.

Navigating while using a tool
Use the arrows provided on the frame surrounding the map to move around
the map while using the tools.

Adding points
Click the add point button on the Refine shape or line panel:

Refine shape or line
) 7,
~2dd point. remove paint
Now when you move the cursor over the map, you will notice that it has
changed shape: @ The point of the cursor tells Envirocheck where to add
the new point. Place the cursor on to the map where you would like to add
the point and left-click once with your mouse. The new point will appear on
the map as part of the shape or line.

Removing points
Click the remove point button on the Refine shape or line panel:

Refine shape or line

add paint
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v

Now when you move the cursor over the map, you will notice that it has

changed shape: @ The position of the cursor tells Envirocheck where to
remove the point. Place the cursor over the point you have defined and wish
to remove and left-click once with your mouse. The point will be removed
from the map. You can use this tool to remove points that were already on
the map and ones that you have added.

Correcting mistakes

At any point while drawing your line you can press the backspace button on
your keyboard to erase the most recently drawn line segment. You can use
the backspace key to erase multiple line segments if you wish by pressing it
repeatedly.

Defining your site using the autofill tool

Define site

a(&)s +

hape Nautof]l/ finear  point

The quickest and easiest way of defining a single property, or enclosed area such as
a field, is the autofill tool. You should only use this tool on fully closed shapes, e.g.
shapes where there are no visible gaps in the boundary.

Please note: The autofill tool will only work if you are in a detail layer. The layer
types can be accessed using the slider at the top of the screen. Drag the red slider
until it is in the rightmost quarter, labelled detail, as shown below.

o M N e

Drag sider to zoom [T TP S S S Y TR

Click the autofill tool on the Define site panel.

Move the mouse cursor onto the map.

To fill the site, click inside the closed shape that you would like to fill.
Turn the fill tool off again by clicking the autofill tool on the drawing tools.

If you have made a mistake, you can delete the shape by selecting it, then
pressing the Delete key on your keyboard. Alternatively, click the autofill tool

button again. This will bring up the following warning:

Microsoft Internet Explorer " _ x|

IGE) Drawing another shape will delete vour current shape, Are wou sure vou wank to continue?

Cancel |

Click the OK button, the previous autofill object will be deleted, and the autofill
tool is active and ready for you to use.

Once you have defined you site, buffers will automatically appear on the map

around your site. The buffers are for display purposes only and won't be printed
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in your reports. For more information on buffers please refer to Buffers| s,
7. Click the next button to select this site for your reports. See Ordering your

environmental reports| 33,

Tips

Adding points

Removing points

Click the add point button on the Refine shape or line panel:

Refine shape or line

asdpins/  remore port
Now when you move the cursor over the map, you will notice that it has

changed shape: @ The point of the cursor tells Envirocheck where to add
the new point. Place the cursor on to the map where you would like to add

the point and left-click once with your mouse. The new point will appear on
the map.

Click the remove point button on the Refine shape or line panel:

Refine shape or line

@i poit

Now when you move the cursor over the map, you will notice that it has

changed shape: @ The position of the cursor tells Envirocheck where to
remove the point. Place the cursor over the point you have defined and wish
to remove and left-click once with your mouse. The point will be removed
from the map. You can use this tool to remove points that were already on
the map and ones that you have added. It will have no effect if not used on a
point.

Defining your site using the line tool

Define site:

=

shape autofl \jnesr,/ poit

The line tool enables you to measure between two or several points on the map or
draw a line. It is ideal for following a feature such as a pipeline or road.

1.

2.

Click the linear tool on the Define site panel.

Position the mouse cursor at the exact position on the map where you want to
start drawing the line. Click once with the left mouse button.

Move the mouse cursor to the next point and click the left mouse button once
more. You will notice that as you move the mouse cursor, a red line is drawn
between the current mouse location and the previous point.

Repeat step 3 for each point of the line until the whole line has been drawn. To
finish drawing the line either double left-click your mouse as you are defining the
last point or click the linear tool button again.
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5. You will now see an alert that asks you to choose your Linear Site Width:

crasoft Internet Explorer x|

!! Flease choose: a Linear Sike Width from the dropdown on the left hand side, in ordar to creabs a shape From the lne you have deasn,

_ x|

Click the OK button.

6. The Linear Site Width defaults to 15m. If you wish to change it, select the
desired width from the drop-down box on the left-hand side of the screen:

add point remre point
Snap to point:

Grid reference:
Buffers:

Linear Site Width: |

Site address:

The Smith Centre, Fairmile
Henley-on-Thames

7. Once you have defined you site, a buffer will automatically appear on the map
around your site based upon the linear site width chosen. Additional buffers may
be displayed and won't be printed in your reports. For more information on
buffers please refer to Buffers|sd".

8. Click the next button to select your reports for this site. See Ordering your
environmental reports| 331,

Tips

Dealing with numerous points
Switch on Snap to point. For help with doing this please see Snap to point
29, By holding down the space bar, the points in-between the two that you
click will be picked up automatically. The line ‘snaps’ to the nearest map
feature or digital data point automatically. However, if there is an orange
point in-between, you will not be able to snap to the line, as there is a change
in the map feature. In this case you must click to the nearest orange point
and click from the orange point to wherever you want the end of the line to
be.

Navigating while using a tool
Use the arrows provided on the frame surrounding the map to move around
the map while using the tools.
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Adding points
Click the add point button on the Refine shape or line panel:

Refine shape or line
e e
add poin TEMmeYe point

Now when you move the cursor over the map, you will notice that it has
changed shape: @ The point of the cursor tells Envirocheck where to add
the new point. Place the cursor on to the map where you would like to add
the point and left-click once with your mouse. The new point will appear on
the map.

Removing points
Click the remove point button on the Refine shape or line panel:

Refine shape or line

I

'a'i:ld_.-pgim BTIoVE Dok
Now when you move the cursor over the map, you will notice that it has
changed shape: @ The position of the cursor tells Envirocheck where to
remove the point. Place the cursor over the point you have defined and wish
to remove and left-click once with your mouse. The point will be removed
from the map. You can use this tool to remove points that were already on
the map and ones that you have added. It will have no effect if not used on a
point.

Correcting mistakes
At any point while drawing your line you can press the backspace button on
your keyboard to erase the most recently drawn line segment. You can use
the backspace key to erase multiple line segments if you wish by pressing it
repeatedly.

You are also able to move or delete the entire shape once it is complete.

To move the line, select it by left-clicking it, then use your mouse to drag to
the appropriate position on the map.

To delete the line, click the line tool button again. This will bring up the
following warning:
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Microsoft Internet Explorer ) "l 5]

—
'\?) Drawing another shape will delete your current shape. Are wou sure you want to continue?

Cancel |

Click the OK button, the previous line will be deleted, and the line tool is
active and ready for you to use.

Alternatively, you can select the completed line by left-clicking it, then press
the Delete key on your keyboard.

Defining your site using the point tool

Define site:

ol e

The point tool enables you to run a report based on a single point.

1. Click the point tool on the Define site panel.

2. Move your mouse cursor on to the map and the point from which you would like
the report to search.
Left-click once with your mouse.

The tool will automatically turn itself off and the point will be marked on the map:

ot

WY

5. If you have made a mistake, you may either delete the point or move it to the
correct location. To do either, you first need to make sure the point is selected. A
selected point will show dotted lines on the cross, as seen below:
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Snap to point

Snap to point enables you to switch on digital data points that Ordnance Survey
supply on a detail layer map. This means you can measure the exact distance from
one point to another and the area or perimeter of a site.

The tool can be found in the left-hand side of the screen:

Define site

@& & »~ +

shape autofill linear point

Refine shape or line

I o«
add point remoe point

Snap to point:
Gnd reference:
Buffers:

Click the word provided to see the digital data points. You will see several
white and orange points appear on your mapping. These are the digital data points.
The orange points denote the beginning of lines, end of lines and a change in the
map feature while the white points indicate other changes in the lines. For
measurements to be accurate you should use all the points indicated no matter what
colour they are.

Once you have clicked on you will notice that it toggles to . To conceal
the points click

These points need to be used in conjunction with other tools, e.g. the ‘shape’ or ‘line’
tool to enable you to get an accurate measurement from Envirocheck.

Tip

Dealing with numerous snapping points
By holding down the space bar, the points in-between the two that you click
will be picked up automatically. The line ‘snaps’ to the nearest map feature
or digital data point automatically. However, if there is an orange point
in-between, you will not be able to snap to the line, as there is a change in
the map feature. In this case you must click to the nearest white point before
the orange point, then the next white point to wherever you want the end of
the line to be.
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Grid reference

The grid reference tool enables you to see OS co-ordinates rounded to the nearest
ten metres for any given point on the screen. To see these co-ordinates click the
text next to Grid reference in the top left hand corner of the screen:

Define site

@& & »~ +

shape autofill linear point

Refine shape or line

I o«

add point remoe point

Snan to poinis
Grid reference:
Butres:

The Co-ordinates box will appear in the top right-hand corner of the map and the
text next to Grid reference will change to

Easting : 476370

Morthing : 185270

Move your mouse around the map and you will notice that the co-ordinates provided
change. You can use these co-ordinates in conjunction with the drawing tools
provided e.g. shape, line and point. To conceal the co-ordinates click

Buffers

Switching the buffers on/off
You can decide whether to have the buffers visible to you by clicking the /
text provided in the top left-hand corner of the screen:

Define site

2 & ~ +

shape autofill linear point

Refine shape or line

[ 'l

add poirnt remowe point

Snap to point:
Grid reference:
Buffers:
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The buffers are for display purposes only and won't be printed in your reports,
however, they enable you to ensure that the buffer you choose when ordering your
report is sufficient for your purposes.

Changing the site address

The site address provided on screen will be printed on the report. This is displayed
alongside the map:

Refine shape or line

I &
add paint remoe point
Snap to point:

Grid reference:
Buffers:

Linear Site Width: |

Site addre=ze:

Tne Smith Centre, Fairmile
Henley-on-Thames

RGA 6AB

e
Get address from centre
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If you originally searched for your site using co-ordinates then the co-ordinates will
be displayed in place of the address. You can edit the site address manually by
clicking the link.

Site address: Edit

The Smith Centre, Fairmile
Henley-on-Thames:

RGY 6AB

Get address from centre

A new window will open:

Edit Site Address
Edit site address:

The Smith Centre, Faimile

Henley-on-Thames

Post Code RG5 GAB

Alter the address, then click the submit button. The updated address will now be
showing on the page.

PLEASE NOTE

This will not change the location of
the map or alter a demarcated site.

If you navigated to your site you can make Envirocheck replace the address given by
taking the address from the centre of the map. To do this, click the get address
from centre button:

Site address: Edit
Landmark, The Smith Centre
Fairmile

HENLEY-OM-THAMES
Oxfordshire

RG9 6AB

_r Get address from centre }
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Ordering your environmental reports

You should now have the Product Selection page on your screen. If not please
refer to Defining your site[ 19", From the product grid on this page you can select any
or all of the reports on offer to you for your site. If you can't see the report you want
on the Product Selection page, this means that it is not available in your portfolio.
To have the product added to your portfolio please contact our Customer Services
team on 0844 844 9952.

Ordering your environmental report

For each product, e.g. Envirocheck, Sitecheck, you can access more information and
samples of the product by clicking link during the
ordering process:

Utilities i

Or you can go to the help page What does Envirocheck supply?! 49

PRODUCT AVAILABILITY

If you can’t see the report you want on the Product Selection menu it is not
available in your portfolio. To have the report added to the portfolio please
contact our Customer Services team on 0844 844 9952.

1. Locate and define your site. For help with this please refer to Locating your site 13
and Defining your site| 19",

2. Once your site is defined click the next button in the bottom left-hand corner of the
screen:

|
= I
3. The Product Selection page will now open.

4. Click the name of the report or product you would like to purchase e.g.
Envirocheck, Envirocheck Export, Sitecheck.

5. The Select Options page will open. Each of the product names have a (D putton
next to them. Clicking this will open a new window that will have more information
about the product.

6. Use the radio buttons and tick boxes to select the options that you would like.
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/. Once you have chosen your options click either the add to basket button or the
next button.

8. You will be returned to the Product Selection page.
9. Repeat steps 4 to 7 until all the products you want are in your basket.
10. Once you are happy with your selections, click the next button.

11. The Order Settings page will now appear.

Order settings

1. The Order settings page should now be on your screen. If it isn't please refer to
Ordering your environmental report| 3.

2. In the boxes provided the last entered delivery details will be visible. These can be
edited by entering the address of where you would like the report to be delivered.
The orange boxes are mandatory. At this point you can also set your email to be
the default email address that appears.

order Settlngs Delivery details Ordered on behalf of
Please correct/confirm delivery details for your order. The follewing products can have additional details specified on the report:
Sttecheck Pl ing, Enviracheck

P

his text will appear on the front page of the Datasheet labelled On behalf of:

Email

* prodat @promap.co.uk

Company name g

Save as order template @

Order Templates can save you time by storing the configuration options of your
basket of products and offers including "On behalf of and delivery details:

Your reference number

Purchase order reference

3. If you have ordered, for example, an Envirocheck or Plansearch Commercial,
additional information can appear on the front of the report e.g. whom the report
was ordered for. To do this, fill out the Ordered on behalf of boxes provided and
the information will be printed on the report.

Note: It is mandatory that you enter Your reference number, and you may need
to enter a Purchase order reference as this field is mandatory for some
companies.

4. Once you have finished click the next button in the bottom right-hand corner of
the screen. You should now see the Order summary page.

5. If you wish, your order can now be saved as a template. For help with doing this
please refer to Creating an order template/ 451,
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Order summary

The Order summary page displays all the products that you have selected. You can
check the options you chose for each item by clicking the & sign that is to the left of
each item. This will expand a list of all the options you selected.

Order Summary

Envirocheck

Uilities

N

A AViswie me DD K

The references you entered for this order appear at the top of the page for you to
check:

Menu | Promap | Landmarklibrary | Help | Logout

Purchase Order Reference: Testing Only
Cu;tomer Reference: F'|_'Dje-:t2_

£

We display the site address, delivery details and the ordered on behalf of links (if you
have entered it) along with the price without VAT, the VAT and total price including
VAT. To view the delivery details click on the link, and the address
that you have entered will open in a new window. Likewise, click the

of link to view those details.

Order Summary

Promap | LandmarkLlibrary | Help | Logout

Purchase Order Reference: Testing Only

Site address Edit
L_andmark, The Smith Centre
Fairmile

HENLEY-ON-THAMES
CUxfordshire

RGS65AB

Total including VAT

ORDER HAS NOT BEEN PLACED
Pl=ase click "Submit order” button to confirm

Click the link below for thiz order for £681.50

details

Delivery details

At this stage you can still edit the site address. This will only change the text, and
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/

does not affect the site that you have chosen, which will remain unchanged. To edit

the address, click on the link next to the site address.

AN

Site address O

Landmark, The Smith Centre
Fairrmile:

HEMLE -OM-THAMES
Crefordshire

RG3 6AB

You can print this summary in its expanded form for reference or view it as a PDF by

clicking on the buttons provided:

h®

Centre

View as PDF

andmark, The Smith Centre
airmile
ENLEY-ON-THAMES

You may need to get confirmation from your client or line manager regarding costs

before proceeding and submitting the order, if so please read Saving quotes| 37,

If you are happy with the order summary read and accept the terms and conditions

before submitting your order. To read the terms, click on the
link. Once you have agreed the terms, tick the box:

Lhave read and accept:

B Landmark Product Terms

Total includir

then click the submit order button in the bottom right-hand corner of the screen:

Please check that the site address and other details are correct before submitting your order.

r settings >> Summarny >» Submit order b

A warning will appear to confirm the cost, if you are happy, click the ok button.

Microsoft Internet Explorer

;\3} ‘You are about to place an arder for a total of £% . **, Please confitm.

Cancel !

The Order confirmation page will now appear. For further information about this

page please read Order confirmation| 391,
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Saving quotes

Once you have reached the Order summary page you can save your quote. This
doesn’t submit the order, but does retain the prices quoted to you. You may need to
confirm the prices with your client, line manager or wait for confirmation and this
facility allows you the time to do this.

Quotes are honoured for a period of thirty days from the date they are saved. After
this period of time has expired you may open the saved quote, but the prices and
products will be updated with our current offers. More products can be added to the
guote at prices from your current portfolio. However, if you edit the products then the
whole quote will be recalculated at current prices.

Saving a quote

1. To save the quote follow the order process in Ordering your environmental
report/ 33) until you reach the Order summary page. Click the Save as quote
button in the bottom left-hand corner of the page:

Save as quote |

2. Then type the name you would like to save it under in to the Quote name box
supplied.

Save Quote Please name your quote

-_—

Quote name: | |

Cancel| | Save |

[ ——

Note:

Cuotes will be saved on the system for a period of 30 days from the date they are saved.

After 30 days the Quotes can be opened, but we reserve the right to update the rate quoted as

3. Click the Save button.

[ Cancel | | sawe |

4. Your quote has now been saved and can be accessed from the Main Menu
at a later time.

Retrieving a quote

1. To retrieve a quote, log in as usual and click the Quotes tab in the Main
Menu.
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PAUSED ORDERS QUOTES SUBMITTED ORDERS |  ANALYSIS DRDERS

Click on a paused order to resume it

Paused Order Site Address Town Stage at Paused
{hower for full sddress) which paused

Mo paused orders found

2. To help you identify the quote you are looking for we supply the name you
saved it under, the user, the site address, town, date it was paused and when
it expires. If you've been granted access, you can choose to view quotes
saved by yourself or other users in the organisation. You will see two radio
buttons Mine only and All users. You should use these to select whether you
want to see just your quotes or all the quotes saved by your branch.

PAUSED ORDERS QUOTES SUBMITTED ORDERS

Click on a quote to resume it

{howeer for. full address)

Quote name Price (ex VAT) Site Address Town Saved Expires Delete ‘
B

Fred £own wx Landmark, The Sm ... Henley-On-Thames 10/11/2010 10122010 E |

3. Click the name of the quote you want to retrieve:

PAUSED ORDERS ‘ QUOTES

Click on a quote to resume it

Quote name Price {ex VAT)

You will be returned to the Order summary page where you saved the quote. You
can now proceed with the order as usual from this point.

Submitting a quote

1. Once you have retrieved your quote you will be returned to the Order
summary page. The reports in the quote are listed for you. If you wish to
check the selections you made for a report click the @ button provided next to
the report name.

2. You can also add more products to your quote by clicking the add more
products button provided, however, if you edit or change the products the
guote will be recalculated at current prices.

3. Read and accept our terms and conditions. Tick the box provided to confirm
you have done this. To place your order click the submit order button in the
bottom right-hand corner of the screen. Envirocheck will ask you to confirm
you are happy with the cost of the order. Click the OK button and your order
will be submitted. The Order Confirmation page will now appear, please
refer to Order confirmation|sd1 for further help.
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Order confirmation

The order confirmation page confirms the order that you have placed. The following
information is displayed on this page:

e Order details including the cost (A)

e The site address (B)

e Links to view the Delivery address and the Order on behalf of
information (C)

e Order number, purchase order number and customer references
entered during the order process (D)

Order
Confirmation

Thank you for your order

View the current status of this order

Order Details {A} Order Humber: 33031567

= Purchase Order Reference:
Envirocheck £

Customer Reference: TestOrder

Total

wa

Total including VAT

entre

Site address View as POF Print this page

Landmark, The Smith Centre

Fairmile

HENLEY-ON-THAMES If you have not received your report or any of its components within the expected delivery time,
Oxfordshire please contact customer services on (0844) 844 9952 quoting your order number.

RGS 6AB

Click the links below for
details

Delivery details

A copy of the order confirmation page can be displayed as a PDF file or printed for
your reference by using the buttons provided:

VAT | :

Total including VAT | £

P_ Print this page I

The PDF will open up in a new browser window. To save the file click the Save a
copy button in the top right-hand corner of the screen.

“‘fﬂ(tﬂ) [1 71  ® @ [108%

v Enviroch

If you want to order further reports for a new site click the next order button in the
bottom right-hand corner of the screen:
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This will return you to the Main Menu page where you can start a new order.

Alternatively, you can log out using the button provided in the top right-hand corner
of screen:

Library | Help | (Logout

Submitted orders

The submitted orders page provides information of the last fifteen orders that were
submitted by yourself or, if you have been granted access, by your branch with one
click of your mouse. This is designed for you to quickly investigate either a missing
paused order or quote. For example, if you wondered where your quote went from a
week ago, you could check quickly without doing a search and see if a colleague
submitted it while you were out of the office.

If you have been granted access to your branch’s orders you will see two radio
buttons ‘Mine only’ and ‘My office’. You should use these to select whether you want
to see just your orders or all the orders placed by your branch.

Viewing submitted orders

1. From the Main Menu page click the Submitted orders tab:

[+

PAUSED ORDERS QUOTES SUBIMITTED ORDERS ANALYSIS ORDERS

Click on a paused order to resume it

Paused Order Site Address Town Stage at Paused Expires
{hower for full address) which paused

Mo paused orders found

2. This will take you to the following screen:

New Order

Order Extra Data Contact Us

ANALYSIS ORDERS

Order Tracking

PAUSED ORDERS

QUOTES

SUBMITTED ORDERS

Click on an order to view further details

our 15 most recently submitted orders are listed below, For an advanced search, use Order Tracking.
Order number Fulfilment status Town Submitted Customer Reference

33031587 Dizpatched Landmark; The Smith Centre Henley-On-Thames 10/11/2010 TestOrder

3. The following information will be provided for each order placed:

e Order number: The order number assigned to the order shown.

o Fulfilment status: Whether the order is still in progress or fulfilled and
dispatched.

e User: The user who ordered the report (if there is more than one user on
the account)
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o Site Address: The address of the site covered by the report. Initially only
a partial address is shown. To see the full address, move the mouse over
the partial address.

e Town: The town covered by the report

e Submitted: The date the reported was ordered and submitted to be
processed.

e Customer Reference: The reference entered by the person who ordered
the report.

4. One order number may cover several different reports that are at different
stages of the order process. To make it easier for you to discover the status
of each report you can hover over the fulfilment status column and the
different status will be shown e.g. Line 1 - despatched, Line 2 - in progress
etc:

= i s U

— order Humber: 33031 567 i

I Line Mo | Status
|1 | Dispatched

5. Clicking the order number provided will take you to the second more detailed
results page.

Order number Fulfilment status
¢ 33031544 In progress
33031628 Dizpatched
33031585 Dizpatched
33031584 Dizpatched
Dizpatched

6. This page supplies all the information about the particular order you clicked in
full.

User Paul Price (ex at, £
Customer ref: TestOrger VAT: £
PO ref, Total £

Statuz Dispatched

The Historical llap Pack websis has been decommissionsd, Please ensure ihat you save your Envirocheck historical maps by downloading the link contained within your Envirecheck order smal within four weeks of
receipt. Landmark recommends that you use Envirocheck Analysis fo view and analyse your historical map pack

Envirocheck Analy: been purchased with this order and can be used for another 28 days, until 10th December 2010,

Last analysed:

Order extra data ),

7. The following information is provided:

e order number and date ordered,
o who ordered the report, the customer reference and purchase order
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reference,

o the price excluding VAT, the VAT and the price including VAT,

¢ the site address, delivery details for the report and who it was ordered on
behalf of,

o the reports ordered e.g. Item 1 — Envirocheck, Item 2 — Plansearch
Commercial and their status.

8. At this stage you may order extra reports by clicking on the orange order
extra data button in the bottom right-hand corner of the page.

Order extra data P,

For further help, please see Ordering extra datal 47 following the instructions
from step 9.

Analysis orders

The analysis orders page provides information of the analysis orders that were
submitted by yourself or, if you have been granted access, by your branch with one
click of your mouse.

If you have been granted access to your branch’s orders you will see two radio

buttons ‘Mine only’ and ‘All users’. You should use these to select whether you want
to see just your analysis orders or all the analysis orders placed by your branch.

Viewing submitted orders

1. From the Main Menu page click the Analysis orders tab:

Order Extra Data Order Tracking

PAUSED ORDERS QUOTES SUBMITTED ORDERS ‘ ANALYSIS ORDERS

Click on a paused order to resume it

Paused Order Site Address Town Stage at Paused
{hower for full sddress) which paused

PAUSED ORDERS QUOTES

SUBMITTED ORDERS ANALYSIS ORDERS

Click on an order to start Envirocheck Analysis against it
*'our Envirocheck Analysis orders from the last two months are listed below. To s2¢ orders older than two months, use Order Tracking.

Order number Site Address Submitted Analysis Expires Customer Reference Last worked on

[hover for full sddress) {nover for expiry date) {hover for full info)

33031584 Site at 293500, 92500 10:18 11172010 30 days

Landmark, The Smith Centre ... 16:5610/11/2010 25 days TestOrder

3. The following information will be provided for each analysis order placed:
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e Order number: The order number assigned to the order shown.

o Site Address: The address of the site covered by the report. Initially only
a partial address is shown. To see the full address, move the mouse over
the partial address.

e Submitted: The date the reported was ordered and submitted to be
processed.

¢ Analysis Expires: The number of days analysis is available for. To see
the date, move the mouse over the number of days.

e Customer Reference: The reference entered by the person who ordered
the report.

e Last worked on: The amount of time since the order was last worked on
in analysis. To see the time, date and user move the mouse over the
amount of time since the order was last worked on.

4. Clicking the order number provided will take you to work on the order in
Envirocheck Analysis:

/2 Envirocheck - Windows Internet Explorer 1ol x|
{ Y =
@ ) [¥ hitp: iomaw.envirocheck. co.ulenwiracheckipages|CheckTermsafterl ogin. go7timest amp=128946 7676733 = 1#2 || %! Juive search Lo~

Customer Reference: GuyTest?  Analysis Expires: 30 days
Help | Close order

urrent Mapping
4 g

| 16822 [2010] 1:10,000 :: 10K Raster Mapping

Aerial Photo

| 1807 [2008] 1:10,000 - 10K Raster Mapping

1602 [1835] 1:10,000 = 10K Raster Mapping

| 187 [1884] 1:1,260 = Large-Scale Hati

922/ 11881.1890] 1:1,250 :: Additianal ...

| 18ex2 [1989] 1:10,000 :: Ordnance Survey.

|33z [1988] 1:1,250 :: Adgitional SiMs

| 18222 [1964-1988] 1:1,250 :: Additional ...
188 [1982] 1:10,000 : Exeter

=

Tannm |- =T, ! !
@2010 Crovn copyright andior database right. Licence Number 100022432, All rights reservad)
¥ I |

5. For help while using Envirocheck Analysis, click in the Help link in the top right
hand corner of the screen:

Help | Close order
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Pausing orders

While placing an order you may be interrupted. At any point during the order
process, once you have viewed your map, you can pause your order. Pausing an
order allows you to save at the point you have reached and return to the order at a
later time. Once you have confirmed your site address and entered the map, the
pause order button will appear in the bottom left-hand corner of the screen.

Pausing an order

1. To pause an order click the pause order button in the bottom left-hand corner
of the screen and the Pause order page will open.

Total (ex VAT)

4 Collapse basket

. Pause order b3

2. Type the name you would like to save it under in to the Paused Order name
field. Click the save button.

Pause Order Pleaze name your paused order

Paused Order nams: |

Cancel

3. Your order will have been saved and can be accessed from the Main Menu
at a later time or date. You will be returned to the Main Menu automatically.

Paused orders are retrievable for a year from the date they are saved. When
retrieved, the prices and products will be updated to the current price list. After
seven days they are deleted from the system and cannot be retrieved.

Retrieving a paused order
To retrieve a paused order, log in as usual and select the paused order you want

from the list provided on the Main Menu. The Paused Orders tab is opened by
default when logging in.

New Order Order Extra Data

Order Tracking Contact Us

PAUSED ORDERS QUOTES SUBMITTED ORDERS AMNALYSIS ORDERS

Click on a paused order to resume it

Paused Order Site Adi

{hover fa

Town Stage at Paused Expires Delete
which paused

Site off Monks Road Site at 293500, .., Products Tz 18112010 IIIL

To help you identify the order you are looking for we supply the name you saved
it under, the user, the site address, how far the order had progressed, date it
was paused and when it expires. Click the name of the order that you want to
retrieve and you will be returned to the stage where you paused the order.

If you have been granted access you can choose to view paused orders created
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by you or other users in the organisation using the Mine only or My office radio
buttons. Select the correct radio button before trying to retrieve the order you are
looking for.

@ Mine Only ) Wy Office
B —t

HA2010 12011/2010 m

Once the order has been retrieved you can continue to progress through the
order process. If the need arises you can pause the order again at a later stage.

Order templates
Envirocheck provides order templates to save you time with the report ordering
process. The template automatically fills the order fields on the Select Options page

when ordering your report. All the fields are still editable and therefore you can
modify a template.

Creating an order template

Follow the steps below to create an order template.

1. Locate and define your site. For help with doing this please read Locating your site
[137 and Defining your site /191,

2. Once your site is defined click the next button.
3. The Product Selection page will now open on your screen.

4. Click the name of the report you would like to purchase e.g. Envirocheck,
Sitecheck.

5. The Select Options page will open.

6. Use the radio buttons and tick boxes to select the options that you would like.
Some of the options you select may trigger other options to appeatr.

7. Once you have chosen your options click either the next or add to basket
buttons.

8. You will be returned to the Product Selection page.

9. Repeat steps 4 to 7 until you have selected and configured all the products you
would like in your template.

10. Once you are happy with your selections, click the next button in the bottom
left-hand corner of the screen.
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= O

11. The Order Settings page will appear. If you wish to save the Delivery details
and the Ordered on behalf of information, please fill in the required fields and
any other details that you wish to appear in the form.

Delivery details Ordered on behalf of

Please correct/confirm delivery detaile for your arder. The following products can have additienal dstails 2pecified on the report:

Sitecheck Planning, Envirocheck.

Email . . . B )
hiz text will appear on the front page of the Datasheet labslled On behalf of:

I~ =et a= default email

Name

Company name

12. Click the save as order template button.

[ Save as order template | (1)

Order Templates can =ave yvou time by storing the configuration eptions of your
bazket of products and offers including "On behalf of and delivery details.

Your reference number

Purchase order reference

13. Enter a name for the order template in to the Save as box provided. If you wish
to save the Delivery details and the Ordered on behalf of information please
make sure you click the respective checkboxes circled below.

Pleaze name your order template

“ou are =aving your product configurations in wour
Order Template. Would you alzo like to 2ave the
followeing information?

On behalf of

detailz

Delivery details

14. Click the Save button.

r
r | Cancel |®

15. A message will appear telling you that the order template has been saved
successfully.

16. If you wish, you can now return to the Main Menu by clicking the menu button in
the top right-hand corner and cancelling your choices. Your template will still be
saved for future use.

Menu | Promap | LandmarkLlibrary | Help | Logout

17. Alternatively you can continue and order the products you have selected. For
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information on how to do this, please refer to Order settings| 341,

Using an order template

Saving an order template saves the products in your basket as they are arranged.
The template replicates this order to save you time with the ordering process. All the
information in the template is editable. This means that even if the template does not
exactly fulfil your requirements, you can still use it as the basis for your order and
then edit the parts that are incorrect.

1.

8.

Locate and define your site. For help with doing this please read Locating your
site[ 131 and Defining your site[ 19",

. Once your site has been defined, click the next button and the Product

Selection page will open.

. Select the template you would like to use from the drop down list in the top

right-hand corner of the screen and click the load button.

Menu | Promap | LandmarkLibrary | Help Logout

G T G| Please choose & template mi'_‘

. Once the template has been applied, you will see the Your basket page. The

products contained in your order template are displayed on this page. To view the
details and options selected for each report click the E button.

. If you would like to edit the options selected click the link on the right-hand

side of the page. You can also remove a product by clicking the remove link.

. To continue with the order process click the next button in the bottom right-hand

corner

. If you would like to add more products to your order, this can be done when you

reach the Order summary page.

For information on how to continue with your order, please refer to Order
summary| s
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Ordering extra data

1. In the Main Menu, click the Order Extra Data button.

Main Menu

Welcome

‘Welcome to Envirocheck.co.uk. If
at any time you need assistance,
please click on "Help'.

Hot Products

New Order

PAUSED ORDERS

Order Extra Data
- |

Order Tracki

QUOTES SUBMITTED O

Click on a paused order to resume it

Paused Order

Site Address Town

{hower for full address)

Mo paused orders found

2. This will take you to the Order Tracking page:

Order Number

Custome

Site.

Dats Rangs [z El  [/aenoE

Todav | Last Seven Davs | Last 31 Davs

Grid Reference E: N

My orders

(today)

Al Unfulfiled
ilast 21 days)

Ity Analysis Orders

My orders
(last 7 days}

Search Distance 100 - {last 21 days)

Order atatus @ Al O Fulfiled ¢ Unfulfiled ¢ Analysis

3. Enter the search criteria for the order that you wish to extend, or use one of the
predefined searches. For more help with searching for an order, please refer to

Order tracking| s2\.

4. The orders that match the search criteria you submitted will appear below the

search box:

Order number Fulfilment status User Site Address Town Submitted Customer Reference
{nover far usemams) (o =)
33031608 In progreas Landmark Site at 293110, 93700 111172010
3303 In progress Landmark Exeter Office site Exster 11H1/2010
To make it easier to view the results you can click on the link in

the bottom right-hand corner of the search box. This will hide the search options
and leave more room on the screen to view the results.
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Wy arders

tlast 7 days]

5. To help you pick the correct order, if you hover over the Fulfilment status, User,
Site Address further information will appear.

6. Once you have chosen the order you wish to extend, click on the Order number.
This will take you to the second more detailed results page.

Order number

Fulfilment status

(a2

In progress

Dizpatched

Dispatched

Paul

TestOrder

Status

rical maps by downloading the ink contained within your Erviro

i order email within four weeks of

Envirocheck &

chased with this order and can be used for another 28 days, until 10th December 2010,

Order extra data P,

8. Click on the orange order extra data button in the bottom right-hand corner of

the page.
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Order extra data P,

You will be taken to a map of the site defined in the order you have chosen.
Please check that this is the exact site you intended.

9. When on the mapping page you may change any of the site details for the extra
data you wish to order.

10. You may change the site position. For help with this please refer to Defining your
site 19

11. You may also edit the textual site address. If you originally searched for your site
using co-ordinates then the co-ordinates will be displayed in place of the address.
You can edit this by clicking and typing in the address:

Site address:

The Smith Centre, Fairmile
Henley-on-Thames:

RGY 6AB

Get address from centre

Alternatively, click the get address from centre button:

Site address: Edit
Landmark, The Smith Centre
Fairmile

HENLEY-OM-THAMES
Oxfordshire

RGY 6AB

_r Get address from centre ]

PLEASE REMEMBER

This will not change the location of the map or alter a demarcated site.

12. When you are satisfied with the site and site address, please click the next
button in the bottom right-hand corner of the screen:

13. If you have made any changes you will see the following pop-up:
a Save changes? -- Webpage Dialog

You have made changes to this page.

Would you like to save the changes, ignore the changes, or cancel?

grore changes

Clicking on the save changes button will allow you to proceed with the order
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using the new details. Clicking the ignore changes button will allow you to
proceed with the order using the original details. Clicking the cancel button will
allow you to remain on the map page and make further changes.

14. You will be taken to the Product Selection page and may continue ordering the
extra products in the normal manner. For further help, please go to Ordering your
environmental report| 33" and pick up the instructions from step 4.
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Order tracking

Order tracking provides you with the ability to track all the orders placed by you and,
if you've been granted access your branch, whether they are still being processed or
have been dispatched to you. You can define your search yourself or use the
predefined searches that we have provided.

Tracking an order

To track an order log in as usual and click the Order tracking tab in the Main
Menu. The order tracking search page will appear. On this page you can enter
the information you have for the order or orders you are looking for.

Setting your search criteria

The search criteria listed below can be used in combination e.g. an order
number along with an address, or by singularly e.g. by entering just an order
number. An explanation of each search criteria is given below.

Order Number: Enter the order number given when you ordered the report
you want to track.

Project Reference: Enter the project reference that you entered for the order
you want to track.

Site Address: Enter the address, postcode or even just the town name for
site. This enables you to search for two sites in the same town for example.
Date Range: Use the calendar links provided or type in the date range you
would like searched. Alternatively use the shortcuts provided of ‘today’ etc.
Grid Reference: Ideal for using if you want to see if you've ordered a report
for a site already and want to avoid duplicate orders. Enter the grid reference
for the site and a search radius of 100m, 250m, 500m or 1000m.

Whose orders: You can define your search to cover just your orders or, if you
have been granted access, all the orders placed by your office or search for
orders placed by one particular person.

Order status: You can search all the orders disregarding their status, search
for fulfilled orders that have been finished and posted or unfulfilled orders that
are still being processed.

Once you have set your search criteria click the Search button to run the search.
The results will appear in a grid below the search criteria.

Using the predefined searches

We have provided the most popular searches in predefined formats to save you
time.
These predefined searches are listed for you below:

My orders (today)

My orders (last 7 days)

My orders (last 31 days)
All unfulfilled (last 31 days)
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If you have been granted access to your branch orders you will also see the
options below:

e Branch orders (today)
e Branch orders (last 7 days)
e Branch orders (last 31 days)

To run any of these predefined searches click the relevant button. The results
will then appear below the search criteria.

Order tracking results

The search results will list all the orders that fit the specifications set in your
search. The following information is given in the results table.

e Order number: The order number assigned to the order shown.

e Fulfilment status: Whether the order is still in progress or fulfilled and

dispatched.

User: The user who ordered the report

Site Address: The address of the site covered by the report

Town: The town covered by the report

Submitted: The date the reported was ordered and submitted to being

processed.

e Project Reference: The project reference entered by the person who
ordered the report.

One order number may cover several different reports at different stages of the
order process. To make it easier for you to discover the status of each report
you can hover over the fulfilment status column and the different status will be
shown e.g. Line 1 - despatched, Line 2 - in progress etc.

Clicking the order number provided will take you to the second more detailed
results page. This page supplies all the information about the particular order
you clicked in full. The following information is provided:

) Order number and date ordered

. Who ordered the report, the customer reference and purchase order
reference

. The price excluding VAT, the VAT and the price including VAT

. The site address, delivery details for the report and who it was ordered
on behalf of

. The reports ordered e.g. Item 1 — Envirocheck, Iltem 2 — Plansearch
Commercial and their status.

To return to the Main Menu page click the menu button provided.
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Envirocheck Analysis

Envirocheck Analysis is a powerful, flexible tool delivering significant time-saving and
improved accuracy benefits to customers undertaking historical map analysis, for
Phase 1 desk studies.

Analyse all Historical Maps for your site ordered through Envirocheck.co.uk. This
includes County Series, National Grid Series, SIMs, SUSIs and large scale National
Grid Data, Historical Town Plans and 10K Raster Maps together with unique data
sets such as Historical Building Plans, Historical Aerial Photographs and Russian
Maps. Envirocheck Analysis allows you to compare two or more map layers at one
time by adjusting the opacity of each layer, using the transparency slider. Point,
Polygon and Linear features can easily be marked and identified, including the grid
reference, direction and distance from your site. Area and perimeter measurements
(for polygon features) are automatically populated in the pin properties box and can
be edited. A Dynamic line measurement tool is also available to measure the
distance between sources, pathways and receptors. You can then produce a
customisable output for your desk studies, by saving snap shots of your map
window, or exporting the site notes and pin details from the Enviropad.

Accessing Envirocheck Analysis

Opening Envirocheck Analysis

1. Envirocheck Analysis can be accessed by clicking on the Analysis Orders tab in
the Main Menu. This will allow you to view the all the orders available for
analysis:

New Order Crder Extra Data Order Tracking Contact Us

PAUSED ORDERS QUOTES SUBMITTED ORDERS AHILYMBRDE'RS '_

Click on a paused order to resume it

Paused Order Site Address Town Stage at PaL
{hower for full addrecs) which paused

Mo paused orders found

2. To help you identify the order you are looking for we display:
the order number

the site address

the date and time the order was submitted

the access expiry date

the customer reference

[ ]
[ ]
[ ]
[ ]
[ ]
¢ the date it was last worked on
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If you've been granted access privileges, you will be able to view either just your
own orders or the orders for all users in the organisation. You will see two radio
buttons Mine only and My office. You can use these to make your choice. If you
do not have branch privileges, only your orders will be displayed.

PAUSED ORDERS QUOTES SUBMITTED ORDERS ANALY SIS ORDERS

Click on an order to start Envirocheck Analysis against it
¥ our Envirocheck Analysiz orders from the last two months are listed below. To 22 orders older than two months, use Order Tracking.

Order number Site Address Submitted Analysis Expires Customer Reference Last worked on

hover for full sddress) fhover for expiry date) fhover For full info)

33031584 Site at 283500, 92500 118 1112010 30 days Not yet analysed

33031567 Landmark, The Smith Centre .. 16:5610/11/2010 2% days TestOrder

3. Click on the order number of the order you want to start working on in
Envirocheck Analysis. This will open Envirocheck Analysis.

Closing Envirocheck Analysis

1. Click in the top right hand corner of the screen.

Help | Close order

The Mapping Layers

The mapping layers represent all Historical Maps for your site ordered through
Envirocheck.co.uk. This includes County Series, National Grid Series, SIMs, SUSIs
and large scale National Grid Data, Historical Town Plans and 10K Raster Maps
together with unique data sets such as Historical Building Plans, Historical Aerial
Photographs and Russian Maps. In addition to Historical Maps there is a Current
Mapping and Aerial Photo layer.

This chapter describes how to compare map layers and produce customised output
for desk studies.

© 2010 Landmark Information Group



56

Envirocheck User Guide L"

Viewing the Mapping Layers

1. Once in Envirocheck Analysis the historical maps purchased with the order will be
displayed down the left hand side of the screen. The current mapping will be
displayed in the main map window, with your site highlighted.

Envirocheck

Mapping

e

ﬂ]cunem W map layers
X A0 available for
102420101 110,000 - 10K Raster Mapping analysis
[ acraipron
1607 [2006] 110,000 - 10K Raster Mapping
7 [1988] 1:10,000 = 10K Raster Mapping
[1954] 11,250 - Large5

1882 [1374-1390] 1:1,250 - Ad

5%.192911:10,000 - Oranance survey
5974 [1984-1888] 1:1,250 :: Additienal ...

5%.199011:10,000 - Oranance surver..__7 |

[ 160 [1852-1872) 1:1,250 - Ordnance Su..
| 1687 [1870-1972] 1:10,000 = Ordna
7 [1870] 1:2,500

For each of the map layers the following information is supplied: The percentage
coverage, the date, mapping type and the opacity:

Percentage Date of the
coverage of the current map

map layer Iayer Map e

a

s

(

/4

[1964-1984] 1:1,250 :: Additional ...
198 @ sax

3
| Opacity of the
map layer

2. The maps are currently listed in ascending chronological order, however the order

can be reversed by clicking the reverse layer sort order button located above the
map list:

e
Reverse layer

sort order
button

c@) ﬁ]

{

A3

-
-
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3. Your site of interest is highlighted, with 50m, 100m, 250m, 500m, and 1000m
buffer indicators showing on the map. The toggle between 'No Site', 'Site' and
'Site+Buffer' button can be used to remove the highlight of your site and/or the
buffer indicators, and replace them again:

Site’, *Site’, and “Site

Toggle between ‘No
+ Buffer’ button

)

© I (EE

4. The grid lines in the main map window are displayed by default, however the
show/hide grid button can be used to toggle these on or off:

A4

Show/hide grid
button

o

5. The historical map legend can be viewed by clicking on the show map legends
button:

. M=
LA,

=y
-

)

14

Fe
l Show map legends

.7
o+ ul

I

6. By holding down the show overview map button an overview street map will be
displayed of your site:

)

;:;|

' Show overview
map button

-

I

7. You can immediately see the map layers you have switched on by clicking on the
show only active layers button. This will list the map layers you are currently
viewing down the left hand side. Once viewing only the active layers, this button
becomes show all layers button, and when clicked again will list all the map
layers down the left hand side:

)

(B
Nl =
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Show only active
layers/Show all
layers button

A3

Mel:

o ul

8. To view the other layers of mapping available, click on the map you would like to

view down the left hand side to display it in the main map window. To turn a map

layer off click on it again. You can view multiple layers simultaneously for
comparison during your analysis:

Envirocheck Order:

Customer References Te:
Site Address: Si 0, 83

Analysis Expires: 29 d
"

EIW
©

(1004120101 1:10,000 - 10K Raster Mapping

|| Aerial Phota

oo b ihiineiasisutinsiin

| 12e2 [1999] 1:10,000 :: 10K Raster Mapping

Help | Close order

1097 [1994] 1:1,250 = Large-Scale Hati
1067 [1874-1980] 1:1,250 :: Additional ...
|56 119891 1:10,000 = Ordnance Survey.

7 [1984-1988] 1:1,250 - Additional

[1964-1988] 1:1,250 :: Additional

[1982] 110,000 :: Exeter
||_se:/11880] 1:10,000 - Ordnance Survey
1083 [1952-1973] 1:1,260 :: Ordnance Su...
1067/ [1970-1972] 1:40,000 - Ordnance 5,

|37 (1970} 1:2,500  Ordnance Survey

[1851-1964] 1:1,250 :: Ordnance Su.
o asi

[1962-1363] 110,000 :: Ordnance §...

Enviropad

9. The transparency of each of the active map layers can be adjusted using the

opacity slider beneath the map layer name. This will allow you to make certain
map layers more visible to aid your analysis:

[1851-1864] 1:1,250 :: Ordnance Su...
I = 458

order:

Customer Reference:
Site Address: S 3500, 930

Analysis Expires: 29 day

Help | Close order

Current Wapping
= s

| 1287 [2010] 1:10,000 :: 10K Raster Mapping

Aerial Photo

7 [2006] 1:10,000 :: 10K Raster Mapping

il [1994] 1:1,250 :: Large-Scale MNati...
[ L0 1971550 111,250 - Additional
1989] 1:10,000 - Oranance Survey...
[1984-1988] 1:1,260 :: Additional
[1964-1388] 1:1,250 :: Additional
19521 1:10,000 - Exeter

1880] 1:10,000 :: Ordnance Survey...
4 [1952-1873] 1:1,250 :: Ordnanee Su
1970-1872] 1:10,000 :: Ordnance §...

1970] 1:2,500 ;: Ordnance Survey

[1951-1964] 11,250 = Ordnance Su,
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NOTE: As the transparency of a layer is increased, the shade of orange on the layer
information bar on the left hand side decreases. As the transparency of a layer is
decreased, the shade of orange on the layer information bar on the left hand side
increases.

10. Map layers can be made up of data from different tiles surveyed in different
years, such as the example above. The date of this example is 1964-1984. A
schematic is available to view to determine what parts of the map layer were
surveyed in each year. To view the schematic for a map layer hover the mouse
over the percentage coverage of the map to the left of the date:

Current Mapping
2 485

RIS SRRy
1
| SX8294sE SIS o
' 1 :

! ]
' sxo2gINE |/ Sxadnaw
1898 4 | 1953

I\

o135 [1951-1964] 1:1,250 :: Ordnance Survey Plan '
| i O 1Eex | l‘a:‘
[ toes [1962-1963] 1:10,000 :: Ordnance 5... | X

The green square on the schematic shows the extent of the map layer you have
purchased. The red square shows how much of the map is currently being
viewed in the main map window. For context, your site is also marked out on the
schematic.

11. Envirocheck Analysis provides the facility to track which layers have been
analysed, or are of no use. By default, each new analysis access will have a
question mark against all of the map layers to indicate they have not been
analysed. By clicking on the question mark, it will change to a tick to indicate the
layer has been analysed. By clicking on the tick it will change to a cross to indicate
the layer is not useful as part of the analysis. By clicking on the cross, it will
change back to the question mark.

[1964-1884] 1:1,250 :: Additional ...
T geR

[1964-1984] 1:1,250 :: Additional

88X v

| |

[1964-1884] 1:1,250 :: Additional ... %
T geR

1688%]

1 88%]
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Navigation
Zooming In and Out

The easiest way to zoom in and out is using the wheel on your mouse. Simply roll the
wheel on your mouse backwards to zoom out and forwards to zoom in.

If you don’t have a wheel on your mouse, or are not comfortable with the wheel, you
can use the slider:

e &2

To zoom in either use the s button, or use your mouse to drag the slider & to
the right.

To zoom out either use the [E button, or use your mouse to drag the slider & to
the left.

Navigating

When the mouse cursor is over the mapping you will see ‘EWF' as your mouse cursor.
To navigate around the screen, simply hold down your left mouse button and drag
the mapping around the screen. The image of the hand will become 7 to show you
are holding the mapping. To stop dragging the map, release your mouse button and
the hand will return to being open.

When adding a polygon-pin, a line-pin or using the ruler, use the arrows on the
surrounding frame to move around the map. You will see these on the map frame, in
the corners and half way along each side:

L.
N/
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Taking a Snapshot

Envirocheck Analysis provides the facility to take a snap shot of the main map
window at any point during your analysis to save as an image file on your computer
to include in a report or presentation.

1. To take a snapshot of the current map window, click on the Take snapshot button

2. The Save As window will appear and prompt you to specify the location, file name
and file type of the snapshot you are saving:

LI
Spacify the
Iogation of the
wnapshet

—

2|

Savein: | i) EC Snapshors =] e« Bk

P T T
Specify the file
typee of the

image file you
ane saving

3. Once the file location, file name and file type have been specified click on the
save button. The image file will now be saved on your computer.

Enviropad

This chapter explains how to add pins to mark point, polygon and linear features, use
the dynamic line measurement tool to measure the distance between points,
pathways and receptors and produce a customisable output for your desk studies, by
exporting the site notes and pin details from Enviropad.
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Adding a Pin

Envirocheck Analysis provides the facility to mark and identify point features on the
map for your analysis.

@ Adding a Pin

1. To add a pin to mark a point feature on the map click on the Put new pin on map

button @ located in Enviropad in the bottom left-hand corner of the screen.
2. Move your cursor onto the map and you will notice it has changed to an arrow with

3

a plus symbol ‘{IF, move your cursor to the feature on the map you would like to
mark, and left-click with the mouse. The Pin Properties window displays:

‘ Pin name can be |

I e __,-. Pin properties E"
=
9 INBW Pin (No. 1) I Specify the
feature type (a2
Grid Reference 547217,181214 drop down list
3 of suggestions
Pin Iniormglion Direciion from site (m) WS will appear as
can be edited \7_ Distance from site (m) 98 you type)
_— Area (m) WA G /7 P 4
4
Perimeter (m) Nia S ';'/.-" —
) L i //;/ [ Eﬂml:oﬁn::
//. rom (date To (dais) Feature type / enter multiple
/f | | [ | /," features against
- | ~_~_ one pin location
N ——
p— ~
| Enter the from
and to year to
indicate how —_—
long the feature [ ] ] | Additional
| was there for T notes can be
\ Pin Holes added
b
== //
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Pin properies E

Q | Refuse Tip |

Grid Reference 547217181214
Direction from site (m) W s
Distance from site (m) 96 & =
Area nf) WA s
Perimeter (m) A S
"2 Sl ATIFEE YL DS THAT 2105

From (date To (date Feature type

1584 1924 Rauge Tio

]
1 ]| J 1
Pt Notes.

3. The Pin information includes: Direction from site, Distance from site, Area (if
applicable) and Perimeter (if applicable). These are automatically supplied. The

individual items can be edited by clicking on the edit button = to the right of the
item.

4. Once the information has been edited, it will display in red to show that the original
value has been modified:

Direction from site (m} EF 5
5. Clicking the refresh button = will restore the original value.
6. Once all the information has been added to the pin properties window, click the

Save button. This will add a labeled pin to the map and in Enviropad in the bottom
left-hand corner:

EnViI’OChECk Orcler: 33004 Customer Reference: ABIOTST  Anslysis Expires:

Site Address: e ot h

Mapping

| 1onc [1584] 1:1.200 = Large G
A980; [1585] 1.10.000 _ Ordmance Surver..

- Refuie Heap
AL
fr —

32 (1) 11,750 - Addiional sildy
TERE IIiH IMI uw Addivanal ...

12 ||93~{]| 1250 ‘Mi | Sible
sog 1ok 118,008 - L

i P— { I\ e )
| o [1806] 146,000 - O | I Rougemont | ' 4 !l
4ic: [1B76] 111,264 = Oremamae ",-‘ U Tolerias | ! — 4 H |:
100k (15701 110080 - Ordmance Surver i il IR ‘) I J

/
11nsz a6 11,750 - Ordesnca fi L i ¥ 9
] - 19 Kilns 11 :
Ll o o Ty F L :} iy P P
S 136315981 1.1.350 _ Cudnanen S | | L | r T W ETTEICTS
10 11:0:3] 110,09 - Grsnses 4 | {1 f; Rn[._ge 1,¥ e e ( 4'3'-":; i
a T — | g i = (7
1 (1881) 1:2.600 = Oramames Survey ~= | P i i 3 [ g
A9 [1550-1551] 1.1.250 _ Ordrance Su... T e |;l.! ,o’

10066 1154515461 11,258  Hisiorical ..
100% [1430] 119,468 - Gawon
aimc [1838] 119460 = Duvon

LA é 14Eﬂl |I “'|| el
_Ti_:fl ’\-JQJ“L j;ﬂ_ﬁ. ﬂhll.&lj.u 1 }Lu‘lrj LLU_LT?

le Crme up puight ¥ '\' g lgh. U ..wﬂ b 1000Z345F, &

7. Tools in Enviropad allow you to specify the transparency of the pins on the map,
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edit the pin properties, delete the pin and hide the pin:

i Opacity of the pins on 3
the map can be changed
i using the opacity slider

o
o - ="

b3 ®

CILIN

This butten allows you _HI
P Refuse Tip

to hide a pin on the map

i

"3 b
M,
= —_—
This button allows you
to delete a pin from the

map

/| by, —

/
: ’ / ff

This button allows you to
re-open the pin properties
window for the pin. NOTE:
double left clicking on the
pin on the map will also re-
open the pin properties

Tip:

The pins on your map can either be edited by:

e Clicking on the edit button = in Enviropad

e Double left-clicking on the pin name in Enviropad

¢ Double left-clicking on the pin on the map

Adding a Polygon Pin

Envirocheck Analysis provides the facility to mark and identify polygon features on

the map for your analysis.

Adding a Polygon Pin

1.

To add a pin to mark a polygon feature on the map click on the Put new polygon-

pin on map button , located in Enviropad in the bottom left-hand corner of

the screen.

. Move your cursor onto the map and you will notice it has changed to an arrow with

3

a polygon symbol (e

. Move the cursor to the point on the map where you want to start drawing (a corner
of the feature is usually recommended).

. Click once with the left mouse button.
. Move the cursor to the next corner of the feature and left-click. You will notice that

as you move the mouse cursor, a red line is drawn between the current mouse
location and the previous point.
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6. Repeat step 5 for each corner of the feature until the whole of the shape has been

drawn except for the last line. The last segment (the line which makes a shape a
closed shape) can be drawn by clicking on the first point of the shape or by double

left-clicking your mouse.

Tip:

o If you make a mistake whilst outlining a feature, use the Delete button on
your keyboard to undo your last click.

e Once the feature is outlined, it can be modified by holding down the Shift
button on your keyboard and moving the mouse near to the outline of the

3

feature. When the cursor is green @ you can left-click on the edge of

the outline to add a point. When the cursor is red . you can left-click on

3

an existing point on the edge of the outline to delete it.

Any points around the edge of the outline can be moved to a new location.
Move the mouse cursor over the point that you want to drag, the cursor will

change to a hand @ hold down the left mouse button and drag the point

to its new position..

| Pin name can be

edited
I : B  Pin properties ®]

[j [New Pin (No. 2)

Grid Refarence 547348 181153
| Pin information Direction from site (m) SEd %
canbeediied L pisiance from site () SN s
Area (nF) 560 [ 5
Perimeater (m) mEs
“rac fent Sdcaten VR ae TEE Sent 8o el r"fj
'/(_?_..r From (date To (date Featurs /’//
prd | |
L
| Emerthe from |
and 1o year to
indicate how [ | | | |
long the feature [ ][ ] [ |
was there for |
- Pin Noles

7. Once you have outlined the feature, the Pin Properties window displays:

Specify the |
feature type (a
drop down list
of suggestions
will appear as

you type)

Multiple lines |
allow you to
enter multiple

* features against

~"_~_ one pin location |

| Additonal
notes can be
added

-
=
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Pin properties ]
@ [Depot |
Grid Reference 547340181153
Direction from site (m) SE @ S
Distance from site (m) 51 s
Area =) 560 @ 5
Perimeter (m) 144 5

e TR DS I e PR R
From idate To (dabe) Fealure lype
1564 1384 Deoct |
|
|
P Hotes
[ Delete | [—save ]

8. The Pin information includes: Direction from site, Distance from site, Area (if
applicable) and Perimeter (if applicable). These are automatically supplied. Each
item can be edited by clicking on the edit button = tothe right of it.

9. Once the information has been edited, it will display in red to show that the original
value has been modified:

Direction from site (m} EF %

10. Clicking the refresh button = will restore the original value.

11. Once all the information has been added to the pin properties window, click on

the Save button. This will add a labeled pin to the map and in Enviropad in the
bottom left-hand corner:

dEnvirocheck

11,050 - Aastonal by
11,350 - Adasonst

12 11984 11,220 - Aasbons ks

1008 (1582 140,600 :: Eaatar

100 (1380 1:10.660 - Ordnanca Swnvey

il 11358 Urdnsace Sevay
LB [1370) 1:10.090 - Ordasnce Servey. |
19421968 1.1.290 - Orinance Bu... |
© 1odr
665 11343- 19881 1.1,250 . Orcdnance Ju...
100 [1843] 1,190,000 .. Ordnance Servey..
L [1951) 12500  Ordnsmce Survey .
e [1580-4851] 1.1.250 . Ovdnance Su.
100 (1848 1558] 1.0,260 . Hinbormal
LN [1834) 110,860 .. Daven
LN ||HI 110860 . Davan

l”'N

sn.-_.- o
@ 0ot

12. Tools in Enviropad allow you to specify the transparency of the pins on the map,
edit the pin properties, delete the pin and hide the pin:
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& Opacity of the pins on %
the map can be changed
_~  using the opacity slider

Enviropad
= B —
J This button allows you |
P Refuse Tip to hide a pin on the map |
[ =l P J
@ Depot

(@ This button allows you -
to delete a pin from the
map

re-open the pin properties
window for the pin. NOTE:
double left clicking on the
pin on the map will also re-

. open the pin properties

4 This button allows you to - ‘

Tip:

The pins on your map can either be edited by:

¢ Clicking on the edit button = in Enviropad

¢ Double left-clicking on the pin name in Enviropad

e Double left-clicking on the pin on the map

Adding a Linear Pin

Envirocheck Analysis provides the facility to mark and identify linear features on the
map for your analysis.

[
Adding a Linear Pin

1. To add a pin to mark a linear feature on the map click on the Put new linear-pin

[
on map button , located in Enviropad in the bottom left-hand corner of the
screen.

2. Move your cursor onto the map and you will notice it has changed to an arrow with

aline symbol &%

3. Move the cursor to the point on the map where you want to start drawing along the
feature you want to mark.

4. Click once with the left mouse button.
5. Move the cursor along the feature, and where you need to change direction,
left-click. You will notice that as you move the mouse cursor, a blue line is drawn

between the current mouse location and the previous point.

6. Repeat step 5 over the entire length of the feature. To complete the line, either
click the Put new linear-pin on map button again, or double left click with the
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mouse.

Tip:
¢ If you make a mistake whilst drawing along a feature, use the Delete button
on your keyboard to undo your last click.

¢ Once the feature is marked and identified, the line can be modified by
holding down the Shift button on your keyboard and moving the mouse near

3

to the outline of the feature. When the cursor is green @ you can left

3

click on the edge of the outline to add a point. When the cursor is red '
you can left-click on an existing point on the edge of the outline to delete it.

Any points around the edge of the outline can be moved to a new location.
Move the mouse cursor over the point that you want to drag, the cursor will

change to a hand @ hold down the left mouse button and drag the point
to its new position..

7. Once you have marked out the feature, the Pin Properties window displays:

" Pin name can be B

(P [New Pin (No. 3) W
feature type (a
Grid Reference 547263181122 drop down list
(e FIE T R of suggestions.
| Pin information I Direction from site (m WS will appear as
canibe edited “———=""| Distance from site (m) SRS | youtype J
Area (m) NiA 5 4 . -4
Length (m} mEs| /- = —
RS B SIS P RLE TD THAT BI N /’: Hu“[p[' “nﬁs
= A = I P allow you to
A rom (date) o {dabe Feature type enter multiple
i " features against
//, ~_— one pin location
e e ,’__,-‘ Nz e, S e e
— — =
Enter the from
and to year to
indicate how | [ | e e
long the feature ] [ ] [ Additional
| was there for notes can be
- Pin Notes | added
-
—_—
o
=
-‘J .i
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Pin properties &

g | Mineral Railway |

Grid Referance 547263.181122
Diraction from site (m) swWES
Distance from site im) 755
Area (m) A [ 5
Length (m) 177 =
“ad it A3cates veue Ran tew eSimd

From (dale) To (oate Feansre type
1364 [1322 [Miner: |

| Wineral products non-metalic [inc

[ .n_b_rnsr_.-_es & .!l!DlES_IDl -

Winaral rabway

Pm Naotes

Mingzal Aailiway Connssting Depst and Aafuss Iip.

8. The Pin information includes: Direction from site, Distance from site, Area (if
applicable) and Perimeter (if applicable). These are automatically supplied. Each

item can be edited by clicking on the edit button = to the right of it.

9. Once the information has been edited, the item will display in red to show that the
original value has been modified:

Direction from site (m} s
10. Clicking the refresh button S will restore the original value.
11. Once all the information has been added to the pin properties window, click on

the Save button. This will add a labeled pin to the map and in Enviropad in the
bottom left-hand corner:

W Envirocheck

16w (1883) 1:90,030 - Crdnance Servep
43¢ AT 1.0,388 . Dondnamen Swrvry .
002 199751 110,050 - Crdaance Survey
2uk: [9BEI-1EH] 1:1,200 - Cvunanes bu.
55 [1DE3-1HG 11,299 - Crsaance Bu..
29 (1883} 110,620 - Conmanca Survep
100 [1581] 12,808 - Doddnance Survay
1900 (18804341 11,750 - Cudimance Sus.
10005 [1BLE-AB4S] 1.1, 280 . Hinkasrasl
100 (18 170,840  Bawon

2981 4B 1:10,860 - Deven

100 (133-1033). 12,890 . Gwvom

20 [1833433] 1:40,680 - Dwvss

2001 (1504 1.10.540 . Do

[196%] 12.808 - Davon
a3

39 (181 1500 - Davon
10057 [18EE LERG] 180,840 _ Bavan

Livvnuped
TSI |
9N
9 clay P FEEIT
PretseTo Cl ]
43
45

[- ]+
@ Unewl Ratagy

\\\UI'E..‘! [LUA ] LEXT -\'

i
92013 Lanimas Intamatignivasg g, Gisen sepmah ansdiraitanase g

12. Tools in Enviropad allow you to specify the transparency of the pins on the map,
edit the pin properties, delete the pin and hide the pin:
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(i Opacity of the pins on
the map can be changed
" using the opacity slider

Enviropad
N g
@@@ \; ‘ This button allows you ‘
@ Refuse Tip g E L _ti hida_-a pin on the map A
@ Depot i il =
@ lineral Raitway g o |
p

" This button allows you
to delete a pin from the
map

—

¢ This button allows you to
re-open the pin properties
window for the pin. NOTE:
double left clicking on the
pin on the map will also re-
open the pin properties

Tip:

The pins on your map can either be edited by:

¢ Clicking on the edit button = in Enviropad

¢ Double left-clicking on the pin name in Enviropad

e Double left-clicking on the pin on the map

Measuring

Envirocheck Analysis provides the facility to take length measurements on the map
for your analysis using the dynamic measuring tool.

Measuring

1. To measure the distance between two features on the map click the Use Ruler

button . This is located in Enviropad in the bottom left-hand corner of the
screen.
2. Move the cursor onto the map and you will notice it has changed to an arrow with

aruler wmm. When you are over the point on the map you would like to measure
from, hold down the left mouse button and move your cursor to the point on the
map you would like to measure to.

3. Release the mouse button and a blue line will be on the map with a text box
indicating the length measurement in metres:
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\MEnvirocheck

Wil Faitway |11, "7

LSRRI A2, R0 » O Arvmpes

[V950-1901] 11,250 - Crdnance B,

LS N SAE TR ACH 200, = Misaiband .

]? Refisa Tig

|
e £
Kilns / Refi
oy

P Uneal Radwiy

b EOOEIAE. AN Hgh iesutvad,
-

Each new measurement will clear the previous one.

Adding Site Notes

Envirocheck Analysis provides the facility to add site notes which can be exported as
part of your analysis.

Adding site notes

1. To add site notes click on the Show site notes button , located in the
Enviropad in the bottom left-hand corner of the screen.

2. The Report Commentary window will open:
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Report Commentary x]
BTy Isit.e notes may be typed here.
-]

3. The site notes can be copied to your computers clipboard by clicking on the Copy
notes to clipboard button. This will then allow you to paste them into another
application such as Microsoft word as part of a report.

4. Click the Hide notes button to close the Report Commentary window.

Export Enviropad

Envirocheck Analysis provides the facility to export the contents of the Enviropad as
a CSV file which can be opened in Microsoft Excel to use as part of your analysis.

Exporting the Enviropad

1. To export the Enviropad click on the Export Enviropad as CSV button ,
located in the Enviropad in the bottom left hand corner of the screen.

2. The Export Enviropad as CSV window will open:
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Export Enviropad as C5V E

Pin details Other included details

¥ Pin name ¥ Site notes
W Grid reference

¥ Direction from site

¥ Distance from site

W Area

W Perimeterizngth

¥ Featurs type (from})

¥ Featurs type (to)

[w Featurs type (text)

W Pin notes

“Cancel | "Export

3. Select the data you would like to export and click on the Export button. A window
prompting you to either open or save the file will open:

x

Do you want to open or save this file?

'Z] j MName: ecanalysis_25832064 2008100116 1603, csv
| Type: Microsoft Office Excel Comma Separated Values Fil...
From: www.envirocheck.co.uk

Open | Save | Cancal

4. Click on the Save button and select where you would like to save the file, and
amend the filename if necessary:

e 21
Savein: I@ Diesktop j G ? 8 -
lﬂ:]My Documents

d My Computer
‘ﬂMv Metwork Places

File name: [Ecanalysis 25832064 20081001161608 | Save
Cancel

Save as type: II'v'Iicrosoﬂ Cffice Excel Comma Separated ‘-,"aluej

5. Once the file location and name have been specified click on the Save button.

6. The file can be opened in Microsoft Excel:
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Administration

This section of the website can be accessed from the Main Menu by clicking the
Admin button.

uEnVlm‘ChE{k Welcome Meendi Promap Lasdmark Lbeary | Melp |

Logout

Main Menu Mew Order Order Extra Datn Order Tracking m

PAUSED ORDEAS | GUOTES ] SUBMMTTED ORDERS

Circh ON 8 PaUSEd OTOEr WO TERUmE it

Tmused Oroer e Amdress Towm Stage at Pausnd Expirns
Sain fee fa) e which paused

It provides you with the facility to change your own password, delete users and delete
templates.

Changing your password

1. In the Main Menu click the Admin button.

Contact Us

2. Click the change password button.

Change password

Delete template
Back to main menu
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3. All three text fields must be completed. Your new password must meet the
following criteria:

¢ |t must be at least 6 characters long
¢ It must be no more than 16 characters long
¢ |t must contain only upper and lower case letters and numbers

Note: your password is case sensitive, i.e. LaNdMaRk is not considered to be
the same password as landmark.

Change password

— i

Delete template

4. Click the submit button.

5. If the new password is accepted you will see the following message on screen:

Change password

ly changed.

6. If there was a problem with your request you will see the following:

Change password

of

Change pazsword

This could mean that either the old password has been entered incorrectly, or
the passwords in the Enter new password and Confirm new password fields
did not match. Please try again.
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Deleting a user

1. In the Main Menu click the Admin button.

2. The change password screen is the default screen. Click the delete user button.

Change password

Delete template

Back to main menu

3. Select the user that you wish to delete from the list:

Please select a user to delete

F B1 144 Central House  Joe Bloggs [JBlegal1]

P B1 144 Central House & Sharon Morrison [SMORRI0Z]

[ TR TP P R ST S SR T PR S —

4. Click the submit button:

Confirm delete user?

Users name; Joe Bloggs
Login 1D: JBloggi

Branch: Central House,
Birmingham,
West Midlands,
B1 1A%
Change password
Last legged in: 5:32PM on 20th October 2010

Delete template
Please ensure that these contact details are correct, as we will need at least
Back to main menu one valid contact method to be able to contact you to confirm the deletion of
this user.

Your contact email address: i:,.-.ju@:,..;, Urec. com

Your contact phone number: [0121 123 4587

Reset fields

5. You will be asked to confirm the deletion. If you are sure that you wish to delete
the user you have selected, click the confirm button. Otherwise, click the back
button and select a different user.

6. Once you have confirmed the request, the screen shown below will appear. You
can either use the delete another user button and repeat the process or use a
button on the screen to take you elsewhere (e.g. the menu button to return to the
Main Menu)
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Delete user

For added customer security and to prevent accidental deletion, your request has been
sent to customer services who will contact you to action this deletion.

if you require an immediate stop, please call customer services on (0844) 844 9952,

Delete another user p

PLEASE NOTE

The user is not immediately removed from the system, but a request for the
deletion is sent to our Customer Service team. A deletion request will normally
be actioned within 6 hours. This may include a telephone call to you to confirm
the request. If you require the user to be stopped immediately, please follow-up
the deletion request with a call to our Customer Services on 0844 844 9952.

Deleting a template

1. In the Main Menu click the Admin button.

2. The change password screen is the default screen. Click the delete template
button.

Change password

Delete template

3. Select the template that you wish to delete from the list:

Pleaze select a template to delete

¥ Project Template

¥ Birmingham Template

4. You will be taken to a screen asking you to confirm that you would like to delete
the template you have selected. If you are sure about your choice, click the
confirm button.
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Delete template

Delete template ford 2

5. If not, click the back button and select a different template.
6. If you confirmed your choice you will be taken to the next screen:

Delete template

This template has been successfully deleted.

Delete another template |

7. From here, you can either click the delete another template button to repeat the
action, or use one of the other buttons on the page to take you to a different
section.
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Troubleshooting

This section contains some of the main questions that our customer service and
technical support team encounters. If you cannot find the answer to your query here,
please go to the Contact details| 41 page where you will find information about where
to obtain further help.

Logging in

| can’t login, what’s wrong?
Your Username and Password are case sensitive. If you cannot login on the first
attempt check that ‘Caps Lock’ on your keyboard is turned off and try again. If
the problem persists please contact our Customer Services team on 0844 844

9952.

I’ve forgotten my login details
If you've forgotten your username and/or password please contact our Customer
Services team on 0844 844 9952 and we will reissue them to you.

I’ve got a warning message about security zones, what do | do?
Internet Explorer warnings may be set to warn you as you cross between
different security zones. If this is the case, once Envirocheck starts to load, you
will receive a warning that you are about to view pages over a secure
connection. Click OK to this message.

Why are only parts of the site partially visible?
If your screen resolution is set to less than 1024 by 768 then you will be unable
to see the site as described in this user guide. Some buttons or areas will
appear to be half on and half off the screen. A message will appear when you
login asking if you would like to change this and telling you how to do this. We
recommend you increase your screen resolution to 1024 by 768 so that you can
see the whole site on your screen. If you declined to change the resolution at this
point, you can still do this by following the steps below. For Vista users, follow
the second set of instructions:

1.

Minimise everything on your screen so you are looking at your desktop .
A shortcut to do this is to hold down the Windows key and press d.

Right click your desktop with your mouse
Click Properties in the menu that appears..

The Display Properties box will appear. Click the Settings tab
Personalize appearance and sounds

Drag the slider under Screen Resolution until the resolution is 1024 by
768 or higher.

Click Apply.
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7. Your screen will go momentarily black. A message will then appear
asking if you'd like to keep the new settings.

8. Click Yes.
9. Click Ok on the Display Properties box.

10. Your screen resolution has now been reset.

Vista users:
1. Minimise everything on your screen so you are looking at your desktop . A
shortcut to do this is to hold down the Windows key and press d.

2. Right click your desktop with your mouse.

3. The Personalize appearance and sounds window will appear. Choose
Display Settings .

4. Drag the slider under Resolution: until the resolution is 1024 by 768 or
higher.

5. Click Apply.

6. Your screen will go momentarily black. A message will then appear asking
if you'd like to keep the new settings.

7. Click Yes.
8. Click Ok on the Display Properties box.

9. Your screen resolution has now been reset.

Pop-up blocker help

How to Disable/Adjust Common Popup Blockers

In order to view Envirocheck correctly, your system will need to be able accept pop-
ups from Internet Explorer.

Many plug-in toolbars, some anti-virus software, along with Internet Explorer itself,
have a pop-up blocker. There are too many available pop-up blockers to be able to
document them all. A set of instructions for each of the most common ones is
shown below. If yours is not on this list, please refer to the instruction file or help
documentation of the software you are using for details as to how to alter your popup
blocker settings.

Internet Explorer 6|81

Internet Explorer 7|82
MSN/Hotmail/Windows Live Toolbar|ss
Yahoo toolbar! s

Google toolbar|es)

Altavista toolbar| s

AOL toolbar| s

Norton Internet Security@

Internet Explorer 6
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Internet Explorer 6 on Windows XP (SP2) comes with a default and
automatically installed popup blocker. This popup blocker can be easily
altered or disabled if required.

1. Click on Tools, select Pop-up Blocker then Pop-up Blocker Settings

File Edit Wiew Favorites ITDD|SI Help

= - Mail and MNews b n = . S
! O Back - ? ) \ﬂ | Pop-up Blocker »|  Turn Off Pop-up Blacker E
= Manage Add-ons... Pop-up Blocker Settings...
i Address .*EJ http: v, google, o Shrithronizs L L I
ks @] cRm @) Google )| Windows Update [| Intranet - Suppart Page  &] Lar

Wwindows Messenger

Internet Options. ..

2. The Pop-up Blocker Settings dialogue box will appear. In the Address
of Web site to allow: box enter the following: *.envirocheck.co.uk

3. And click the Add button. The Envirocheck web address should appear in
the Allowed sites: box. Click on the Close button.

Pop-up Blocker Settings g|

Exceptions

= Popeups are currently blocked. You can allow pop-ups from specific
| # | websites by adding the zite to the lizt below,

Addresz of webszite to allow;

Allowed sites:
| * envirocheck. co.uk

Femave all..

Matifications and filter level

Play a zound when a pop-up iz blocked.

Show [nformation B ar when a pop-up is blocked,
Filter level:

| Medium: Block most automatic pop-ups v |

Pop-up Blocker FAQ

4. If you would simply like to turn the popup blocker off, click on Tools in the
menu bar, select Pop-up Blocker then Turn Off Pop-up Blocker .

Internet Explorer 7

Internet Explorer 7, as with version 6, comes with an in-built pop-up blocker,
and the procedure to modify it is almost identical.

1. Within Internet Explorer 7 click on Tools in the menu-bar. If the menu-
bar is not visible, press the ‘Alt’ key on your keyboard. This is the short-cut
to toggle the visibility of this menu-bar.
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@ Guogle - Windows Internet Explorer

@'{_’_,-‘ - |g, http:,I',l'wuﬂ.geogle.co.uk,l’webhp

© File Edit Miew Favorites | Tools Iﬂelp

n. A Delete Browsing Histary... T
‘i:? e | & | Google . i | | .
Pop-up Blocker Turn OFf Pop-up Blocker —
Fhishing Filker v| Pop-up Blacker Setbings
Manage Add-ons r .

l
K

u

B e ¥ } Eamd h -
=" a0 Og |

‘windows Messenger
Sun Java Console

Internet Options s Maps'®"'  Products Grou

2. From here the procedure to alter the popup blocker is the same as
Internet Explorer 6. Follow the instructions above from step 2.

MSN/Hotmail/Windows Live Toolbar

The MSN/Hotmail toolbar follows a similar procedure to the Internet Explorer
popup blocker.

1. On the MSN toolbar, find the pop-up blocker button and click on the drop
down menu icon beside it.

J MYI jl Seatchweb - # 7] | # Farm Fil vlr,a-=.!Blocked {0y v|| s
A - ?P' e W Msh.com I

2. On the menu, select Allow Pop-ups for This Site.

mi!’!vl j | Search Weh - & Z| | FFormFil = SlBlocked (0) Fl i v .ﬂ

¥ - ,}' o S sty com

Allow Pop-ups

: allow Pop-ups for This Sike
Make this your homepage Reset Pop-Up Counter

m S

3. The MSN Search Toolbar Options dialogue box will open. As with the
Internet Explorer pop-up blocker, enter the Envirocheck web address
(www.envirocheck.co.uk) into the box marked below and click the Add
button. This will add the Envirocheck web-site to the list of sites from
which the MSN toolbar will allow pop-ups

4. Click on OK and pop-ups are now allowed through this toolbar.
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@ SN Search Toolbar Dptions x|
= General Pop-up Blocker
Desibar 4 [¥ Turn on Pop-up Elockar
= Desktop Sesrch
R 1 Al list
B-Toobx | To aiow pop-up vendows for a sk, type the ske's address (for example,
= Form Fll e ecample com) below, and then dick Add.
Addrecos:
Cred cards 'l 1 ] Fidd I
Sagr-in information
Highlight | Alow pop-ups Froen the following websites:
Pap-up Blocker it e ervirocheck, co.ukjenvirachedkindes. gp 1
Tabbed Browsing

Remove A1

|

¥ Rllow pop-up windows Foe all intranst stes
|| % RBow pop-up windows for af trusted stes

Motifications

¥ Plary & sound when & pop-up is blocksd

™ Aramste pog-up icon when & pop-up is blocked

¥ Shew & meszage when & pop-up i blscked

ok Cantel J Hep |

For further information on the MSN toolbar, please refer to the following
website: http://toolbar.msn.com/installsuccess.aspx

Yahoo toolbar

Before the Yahoo toolbar options can be modified the popup blocker must
have blocked a popup from the envirocheck web site, so this tool bar cannot
be madified in advance of logging in.

1. Once you have attempted to log in, and been prevented doing so by
popup blocker, locate the popup blocker icon on the toolbar (see below)
and click on the drop down menu.

“ Y_’ - £-| Search|v|5v|@- ,_-59Highlight | E‘.i‘.SavetoMy\l'

Make YH4pop-LUp Blocker Is Onfge
e | Total Blocked: 16

2. Select Always Allow Pop-Ups From...

|J Y! - g-l—Search

vl 5~ @v . Highlight | [ Save ta My Weh ~

mial ¥ Enable Pop-Up Blocker
— v Play Sound When Pop-Up Is Blocked

Yiew Recently Blocked Pop-Ups 4
i p-Lips From...

- S v
Ul I Tatal Pop-Ups Blocked: 16
@
My ¥al E | Wity am I still getting pop-ups? SHES
- — g Pop-Lp Blocker Test
& 3e0° | 2 il EE——
=

3. This will bring up a dialogue box showing sources of recently blocked
popups. Search the list for www.envirocheck.co.uk and left-click it once.
Once you have selected it click on the Allow button to the right.
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Yahoo! Pop-Up Blocker - x|

Alwayz Allow Pop-Ups From Theze Sources:

Hemove |

4. When you see the message box (See below) click the OK button.

Yahoo! Pop-Up Blocker [ x|

Always allow pop-ups from wew, envirocheck.co,uk ?

Cancel |

5. Once you have clicked on ‘OK’ you should see the envirocheck address
appear in the ‘Always Allow Pop-Ups From These Sources:’ box at the
bottom.

Yahoo! Pop-Up Blocker i x|
Sources of Recently Blocked Pop-Ups:

wiw, envirocheck, oo, uk Liflcv |

Alwayz Allow Pop-Ups From Theze Sources:

Iwww.envirocheck.co.ukl Hemove |

6. Click on the Close button. For more information on the Yahoo toolbar,
please refer to:http://toolbar.yahoo.com/

Google toolbar

The Google toolbar is perhaps the easiest to modify.
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1. Navigate to the www.envirocheck.co.uk and on the Google toolbar you should
see an icon with a number beside it and the word blocked.

|J GODglEvI jl [Clszarch ~ 52 | Eh4blocked |5 check ~ 5 put

2. Click on this button and the (*) Blocked will change to Popups okay. This
will only allow popups from Envirocheck.

| Google - 1| G search + | 55 |2 popups okay [|*5F check ~ K.

3. For more information on the Google toolbar please refer to: http:/toolbar.
google.com/popup help.html

Altavista toolbar

Similar to the Google toolbar, the Altavista toolbar has a simple On button that
can be clicked when you are on a website whose popups you wish to allow. Click
the button (see below) to allow pop-ups.

4¢ Highliaht | |E3'0n; 0 ||

J altavistar I x| Esearchtheweb - | CiTranslate

AOL toolbar

The AOL toolbar is again simple to modify to allow pop-ups from the Envirocheck
website.

1. Navigate to www.envirocheck.co.uk and click on the drop down menu beside
the popup button (see below)

J Address I@ htkp:f fee, aol.com/ IBIocking Pop—upsl
J AOL &+ "I'@ j Se:al-réhl'j'_vjﬁ | iy - 2 vI&IQTDp Stories  ~ [EInve

2. Select the Allow Pop-ups from envirocheck.co.uk option on the menu and
popups will now be allowed through the toolbar.

T e

| aoLE -[ 2 = st v | 8D - B '-ggnﬂé{mam - {iinwesting =
EREIRE ]/ df et i ] e =

Ao PoT-LD A e
Block Animated Media from acl.com L
=

# Play Sound for Blacked Pop-ups

=
» Pl i For.Beacked Fich Meda
Tum Pop-up Controts OFf
Good Evening Sab Pog-up Controls Preferences M:

Norton Internet Security

1. Click on the Norton icon on the toolbar. This can be found in the lower right-hand
side of your screen in the system tray (see below). Select Open Internet security
settings.

TTTRsERes

2. In the Internet Security settings click on Norton AntiSpam and then select
Status & Settings.
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3. Click on Pop-up Blocking. You will then have the option to Turn Off or
Configure the pop-up blocker.

@ Horton Internet Security Q
& Biok T:anicl((‘_}))].iveumme[ |./] ontions + gﬁ;‘;gn'
| Norton Imerner securiy | System Status: OK &

Horton Antivires J AntiSpam Features

Hotton ArtiSpan @ Antispam on Pop-up Blocking

Stalys & Settings I,'ﬁ B

Alowed 133
| Staligtics i SRl
' (%

. | To change your Pag-up
Blocking sattngs, didc
Configure.

»

jrf‘ Pap-up Bl tknq‘l

Subscription Service

& Renawal Date 27/09/2006 ks o

, symantec.

“"“‘Lrllt”grr(le_t Security =

4. For details on how to configure the pop-up blocker option please refer to http:/
servicel.symantec.com/SUPPORT/nip.nsf/docid/2002070914432936

Error codes

When logging in to Envirocheck, if you encounter a problem, you may see a web
page dialog like this:

virocheck -- Webpage Dialog

LP02 — The username has not been recognised.

LP03 — The username has been recognised, but the password is incorrect.
Usernames and passwords are case sensitive. Please try again, or

alternatively contact our Customer Services team on 0844 844 9952 or
email customerservices@landmarkinfo.co.uk.

LP04 — The account has been locked due to twenty or more unsuccessful login
attempts.

Please contact our Customer Services team on 0844 844 9952 or email
customerservices@landmark.co.uk.

LP06 — You cannot log in because there may be outstanding invoices on your
account.

Please contact our Accounts team on 0844 844 9963.
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Defining your site

Why can't | see the map?
The ActiveX control may not be installed correctly. Call our Technical Support
team on 0844 844 9961 and they will help you destroy the old control and install
a new one correctly.

| want to navigate now I've finished defining my site, how do | do this?
Left-click on a point on the map that is away from your site so that it is no longer
selected, i.e. there is no longer a dashed-line box around it. You can now
navigate by simply holding down your left mouse button and dragging the
mapping around the screen (for further information see Zooming in, out and

navigating | 19Y).

I've added a point to my site but it's not exactly where | wanted it, can | move
it?
Yes, you can move it. Hover your mouse over the point and your mouse cursor

will change to @ Place the hand over the point you wish to move. Hold down
your left mouse button and move the point to where you want it to be. Release
the mouse button when you are happy with the point’'s placement. You can
repeat this as many times as you need to.

Can | rotate the shape | have drawn?
Yes, you can rotate a shape you have drawn. Look to the centre of the shape
and you will see a circle. Coming out of the circle is a thin black line and a small
black box at the end of the line. Hover your mouse cursor over the small black

box and your mouse cursor will change to . Hold down the left mouse button
and you can now rotate your shape.

I’ve got a message about nearby orders, why?
If you have placed an order in the last two weeks within 50m of the site you are
working on Envirocheck will prompt you to confirm that you aren’t duplicating an
order. It will display the orders placed within the last 31 days so you can check
that the new order isn’t duplicating another order. If you are sure the order you
are doing is not a duplicate click the close window and continue order button.
Alternatively, if it is a duplicate, click the close window and abandon order
button.

Ordering your reports

The report | want isn’t listed in the options, how do | get it?
Envirocheck uses portfolios to tell it which reports to offer you. If you can't see
the report you want in the Product Selection page it's not available in your
portfolio. To have the report added to the portfolio please contact our Customer
Services team on 0844 844 9952.

Can | order more than one copy of my report?
Yes, when you select the Print option during the order process you will be given
the opportunity to order more copies.

|
@ Media W Email
[V Frint I Extra Copies
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Check the Extra copies box and enter how many copies you want in to the box
provided. They will be dispatched to you along with the original report.

I’ve used an order template, how can | check the options selected in the
template?
Click the expand basket button provided in the bottom left-hand corner of the
page. You will be provided with a list of the reports you have ordered. If you wish
to check the options that you selected for these reports click the & button
provided next to the report name. The selections made for the report will then be
displayed in full.

How do | remove a report from my basket without removing other reports?
Click the expand basket button provided in the bottom left-hand corner of the
page. You will be provided with a list of the reports you have ordered. To the
right of each report you will see the option to delete them. Click the word

next to the report you want to remove. The report will now be removed
from the basket. To return to the order process, click the collapse basket
button.

How do | edit the options | chose for the report that’s in my basket?
Click the expand basket button provided in the bottom left-hand corner of the
page. You will be provided with a list of the reports you have ordered. To the
right of each report you will see the option to edit them. Click the word next
to the report you want to change. The report will now be reopened on your
screen. Change the selections you made. Once you are happy with the changes,
click the update basket button. You will then be returned to the product
selection page.

I'd like to see in detail the contents of my basket, how do | do this?
Click the expand basket button provided in the bottom left-hand corner of the
page. You will be provided with a list of the reports you have ordered. If you wish
to check the options that you selected for these reports click the & button
provided next to the report name. The selections made for the report will then be
displayed in full.

Can | get my reports attached to my emails?
Yes, depending on the report/s you order, Email will appear as a selectable
media option. Your report will then be delivered by email as an attachment.
However, if the resulting pdf is too large to attach to an email, a link to the pdf
will be sent instead.

Can multiple orders be burnt to 1 CD or do | get one CD per report?
Each order is burnt to a separate CD unless your branch has requested multiple
orders on one CD. If this has been requested then orders within a despatch
batch will be burnt on to the same CD. More than one CD may be required for
larger orders. There are two despatch batches per day, morning and afternoon.

If your branch would like to request multiple orders on one CD please contact
our Customer Services team on 0844 844 9952 and they will arrange this for
you.

Can | request a faster delivery of my CD’s and reports?
Yes. Delivery can be by standard mail, standard courier delivery or special
courier services. Choosing these will incur a higher delivery charge.

I've retrieved my quote but the prices have changed, why?
There are two reasons a quote’s pricing may change. Firstly, quotes are
honoured for a period of thirty days from the date they are saved. After this
period has expired the saved quote can still be opened, but the prices and
products will be updated to reflect our current offers.

Secondly, more products can be added to the quote at prices from your current
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portfolio. If you edit the products by adding to them then the quote will be
recalculated at current prices for all of the products that have been selected.

Technical support

If you are experiencing problems with Envirocheck please read the following
carefully before contacting our Technical Support helpline.

Your Internet setup must include or allow all of the following for Envirocheck to work
correctly:

e Windows 2000 SP1, XP SP1, Vista, Windows 7
e Microsoft Internet Explorer v6 or above

¢ Download of ActiveX controls

e Use of secure communications (https).

Internet Explorer v6 and above required
This website requires Microsoft Internet Explorer version 6 or later. The display
of maps in this website is handled by Envirocheck, using an ActiveX control that
will run only in Internet Explorer 6 and above.

Downloading the Envirocheck ActiveX control
The ActiveX control downloads automatically once you have successfully
Logged In. You may be presented with a box asking whether or not you would
like to download and install Envirocheck component. We have a digitally signed
control with a certificate of authenticity. This is your assurance that Landmark
created the software you are downloading and is not malicious in any way.
Envirocheck will not function correctly if you do not install the control.

Secure communications
This website uses a secure connection to protect any sensitive information (e.g.
your username and password) that is exchanged between you and our server.
The secure connection mechanism is the same as that used by on-line banking
and shopping sites to protect your account/credit card details.

Using this site through a firewall
If you are accessing this website from a machine on your corporate network,
your Internet connection may be protected by a firewall. A firewall is designed to
protect your corporate network from malicious attacks through the Internet. It
may be configured to prevent you downloading ActiveX controls and other
executable programs (which can be malicious).

It may also be configured to prevent you accessing websites that uses secure
communications (perhaps to prevent employees shopping on-line during work
hours).

If either of the above applies to you, Envirocheck will not work correctly. You
should contact your systems/network administrator and enquire about the
possibility of relaxing these two constraints, or use a machine that is not
governed by the firewall.

Contacting the Technical Support Team
The Technical Support team work from 8.30am until 6pm, Monday to Friday.
They are happy to help you with any technical enquiries or problems you have.

Tel: 0844 844 9961
Fax: 0844 844 9951
Email: tech@envirocheck.co.uk
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Recommended and minimum specifications
Minimum Configuration:

¢ Operating System: Win2000 Service Pack4, WinXP Service Pack 2 (32 bit),
Windows Vista (32 bit) or Windows 7

Browser: Internet Explorer v6

Internet Connection: ADSL 1024Kbs

Screen resolution: 1024 x 768

Use of secure communications (https)

Adobe Acrobat Reader version 5 or above for viewing reports.

Recommended Configuration:

e Operating System: Win2000 Service Pack 4, WinXP Service Pack 3 (32 bit),
Windows Vista (32 bit) or Windows 7

e Browser: Internet Explorer v7

¢ Internet Connection: ADSL 2056Kbs+

e Screen resolution: 1280 x 1024

e Use of secure communications (https)

e Adobe Acrobat Reader version 9 or above for viewing reports

Recommended Hardware for using Envirocheck Analysis:
e 1+ Gb RAM

IMPORTANT: PLEASE READ

If you are going to access this website from a machine on your corporate
network, then your Internet connection may be protected by a firewall. A firewall
is designed to protect your corporate network from malicious attacks from the
Internet. It may be configured to prevent you downloading ActiveX controls and
other executable programs (which can be malicious).

It may also be configured to prevent you accessing websites that uses secure
communications (perhaps to prevent employees shopping on-line during work
hours).

If either of the above applies to you, Envirocheck will not work correctly. You
should contact your systems or network administrator and enquire about the
possibility of relaxing these two constraints.

If you're new to computers
Using the mouse
Clicking
When the Help instructions ask you to click something, it means you should

move the mouse pointer % over it and press down the left button on the mouse
once, this can also be called left-clicking.
Right-clicking

When the instructions ask you to right-click something, you move the mouse
cursor over it and press down the right button once.
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Double-clicking

In order to double-click something, you move the mouse cursor over it and press
down the left button twice in quick succession.

Drag and drop

To click and drag you move the mouse pointer % over the object or area you
want to move to another part of the screen. Then press and hold down the left
button on the mouse. Now move (or drag) the object or mouse pointer to the

desired location by physically moving your mouse. To release (or drop) the
object, you release the mouse button.

Using items on our pages
You may find any of the following items on the Envirocheck pages:
Drop-down lists

Click on the down arrow to open the list.

ITempIate‘l 'I

Then click the option you want using your mouse. This will automatically close
the drop-down list. To close it without changing the option that was previously
selected, click outside of the list.

Text boxes

Click inside the box to put the cursor there. Type your text. There are two
different types that you will see. Both of them are used in the same way.

Radio buttons

Use the mouse to click it to select the option next to it. When there are several
radio buttons, it means that you can only select one of the options. In the
diagram below you can see a group of radio boxes. If you click the radio button
next to Option A below you will see from the black dot that appears, that the
option has been selected. If you then select Option B you will see that is now
selected and Option A has been de-selected.

& Option A
[ Qption B
o QOption C

This is different from tick boxes. See below.

Tick boxes

Click to select the option next to it. If you have correctly selected the box, it will
appear ticked. You can select as many tick boxes as you like.

O Report1
[ Report 2
- Report 3
[ Report 4
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Landmark Company Information

This chapter gives you more information about Landmark Information Group Ltd, the
company that runs Envirocheck.

Contact details

Henley Office — Landmark Property Division

Landmark Information Group
The Smith Centre
Henley-on-Thames
Oxfordshire

RG9 6AB
Fax: 0844 844 9951
Customer Services:
Tel: 0844 844 9952
Email: customerservices@landmark.co.uk

Technical Support:
Tel: 0844 844 9961
Email: tech@envirocheck.co.uk

Exeter Office (Head Office) — Landmark

Landmark Information Group
6-7 Abbey Court

Eagle Way

Sowton Industrial Estate
Exeter

Devon

EX2 7THY

Tel: 01392 441700
Fax: 01392 441709
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Related websites

WWW.promap.co.uk

Promap is UK's No. 1 mapping site for property professionals and the industry
standard digital mapping delivery system, used by thousands of companies across
the country. It uses a pay-as-you-go charging system to provide cost effective access
to seven layers of Ordnance Survey mapping including LandLine® and MasterMap®
data for the whole of mainland Great Britain.

www.landmark.co.uk

Landmark has an unrivalled source of large scale current and historic digital maps
together with high quality environmental risk and planning information. The focus on
quality data enables Landmark to provide solutions that create peace of mind for our
customers when using one of our products.

Working closely with data providers including Ordnance Survey, the Environment
Agency, the Coal Authority and the British Geological Survey enables Landmark to
offer current and historical environmental risk management information and desktop
mapping solutions for the property industry. Since 1995, approximately £20 million
has been spent establishing the Landmark database which exists as one of the
largest geographical information databases in Europe.

www.ordnancesurvey.co.uk
Britain’s national mapping agency, responsible for creating and maintaining a huge
range of map products and data.

WWw.enviroscreen.co.uk

Enviroscreen is an online environmental risk screening tool for commercial property,
delivering a cost effective and straightforward approach for tackling contamination
and environmental issues.

Terms and conditions

For our Terms and Conditions, please see our website:

www.envirocheck.co.uk/envirocheck/terms.jsp
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