
If you have never opened the Status
Report Software before this is the first
box that will pop up. 



This set up screen will get you started.  First, enter the state of the 
Project you are working on. 



Next, you will choose Create NEW Database if you are 
starting a new project.  Choose Use 2001 Database if you already
have a database and will be editing and adding additional information
to it.



Next either enter a new file name, if it is a new project, or 
Browse to find your existing database.  

Note:  If you Have
trouble Finding your 
database on your 
computer to update
see the 
Finding Your 
Database File 
Tutorial. Or, you
may call 
207-767-8000 to
receive an email
With the most
recent database we 
have on file.



In this example the state is MA.  It is a new property so Create
NEW Database is selected and a file name is entered.

If everything is correct select OK.



For a new Database this is the first screen that you will see.  You
must start by adding property information first, followed by 
buildings and finally units. 



Start by entering Property Information.  All of the yellow fields are required.  Next select 
Owner Information then Management Information and lastly, Bldgs/Units & Set Asides.



It is crucial that you enter the correct information in this screen.  What you enter here 
is carried throughout the program.  Once you have finished entering all of the Property
Information select Done. 

Note: 
Spectrum Status
Report Software
automatically 
saves whenever
you close the 
Program.  You
may also press
Save when there
is a Save button 
on your screen.



After you select Done this is how the Main Screen will look.  Next,
Select Add under the Buildings section.



This is the Building Information Screen.  Enter all information you
see in Yellow.  Make sure your numbers match up to the Property
Information screen.  If you have multiple buildings in your project
you will enter one building at a time.  Once you have finished the 
first Bin select OK.



Once you select OK you will be brought back to the Main screen and you will
see the Building you just added.  If you have only 1 Building you can move on 
to the Unit Screen.  If you need to add an additional Building select Add
again.



This is the Unit screen.  Here you will enter information for 
each unit in your project.  Start at the top half of the window 
by adding basic Unit information.

Once you have 
entered the basic 
Unit information 
select Save Unit.

* Be sure to 
enter all of 
the additional 
set aside 
information 
here!



If you need to go back and enter additional Set Asides you will do 
so from the Property/Edit button on the Main screen.  Select the
Bldgs/Units & Set Asides tab and enter the applicable Set Asides. 



Next, choose the action you would like to perform.  You can 
either enter a New Move IN, New Annual Cert, or New Move 
OUT. 

One at a time 
you may enter 
multiple actions 
for the same 
unit. 



Once you have entered all of the applicable information select Save 
Event.

You are now 
ready to enter 
the next 
Event.  If you 
have finished 
select Close 
and either 
add a new 
Unit or 
simply close 
the program 
to save and 
exit.



If you need help finding your prior or newly updated 
Database in order to email it to Spectrum please see 
the Finding Your Database File tutorial.


