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Navigate to the Project Reports tab and Click on "Generate Report"
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Project Details

Project Participants | ’

Report Date Creator <
01/02/17 John Doe
02/03/17 Mitch Lovell
01/02/17 John Doe
02/03/17 Mitch Lovell
01/02/17 John Doe
02/03/17 Mitch Lovell
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Project Plans
Creator Role
Architect
Contractor
Architect
Contractor
Architect
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Report Type = # Recipients
Single Report 4 Recipients
Batch Report 26 Recipients
Single Report 4 Recipients
Batch Report 26 Recipients
Single Report 4 Recipients
Batch Report 26 Recipients
9

Project Number: P|N-1

Open Punch List
Project Creation Date: ()
> Report

# Undelivered Actions

1 Undelivered Open Download PDF
5 Undelivered Open Download PDF
0 Undelivered Open Download PDF
5 Undelivered Open Download PDF
0 Undelivered Open Download PDF
5 Undelivered Open Download PDF
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Step 2:

Select Report Type "Batch" using the check boxes and Click "Next"
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Report Type

Batch Reports by Recipient

Single Report

iie. Architect to Gene

Cancel

Project Number: ||

Project Creation Date: ()]

Select this option when emailing
individual iltered reports to multiple
recipients by responsible party
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Step 3:

Select the Recipients you wish to receive a report, and click Next.
Recipients will receive a report with only the items they have been assigned to.
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Project Number:

Select Batch Recipients

ABC Paving CO

(SIS)

Billy’s Painting Company

&

Clancey’s Roofing

Cornell Electric

S|

Don's Plumbing

|

EJ Data Systems LLC

|

Fornet Turf Works

]

Grant Drywall

]

Hedalgo Fencing
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Indian Tile Co
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Step 4:

Filter using advanced filter options and check boxes, then click Next.
Project Alerts can be Opened here.
Recipients can be removed here.
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John's Paint Company -
Cornell Electric -
Earl-Vander Flooring Co -

Pin % | Space B \ Status % | Description 5 Plan Snapshot ‘ Picture

17 101 Office Open Install Wood Flooring. Refer to Project
Specifications
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Step 5:

Select Use Cover Sheet Generator or Upload your own Coversheet
Cover Sheet Generator will create an instant cover sheet for your project. All project information will be automatically generated for you.

Upload your own Cover Sheet if you need to.
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bloop | Reports John Doe | too
PUNCHLIST
North Parkway Plaza Project Number: PIN-123456
12 St Cover Sheet Project Creation Date: ()1-05
A 70809, USA
Use Cover Sheet Generator 4—
OR
Upload Your Own Coversheet @
Drag and drop your coversheet here.
Cancel Back Next
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Step 6:

Enter text in the available field and click Next.
User can Preview Cover Sheet before continuing.
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bloop | Reports ‘ North Parkway Plaza sompoe | o |
"
Cover Sheet Editor
Building Company Inc.
Company 123 Main Street
Logo Eatin Hitge DA 10805, Preview Cover
P. 5555551234
F 5555551234
Back
Date February 26,2017 Report Type
To: [Recipient's Name] [Recipinet's Company Name]
[Reciptient's Company Address]
[Recipient's Company City State & Zip] Next
Attn: [Recipient’s First Name]
Project North Parkway Plaza
Baton Rouge, LA 70809, USA|
Sir / Madam,
Respectfully,
John Doe
Building Company Inc.
02-26-2017
1 of [Total Pages]
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Step 7:

Confirm Recipients and click Issue Reports.
Select Preview to view the Report prior to issuing the report.
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North Parkway Plazs w [ —
Number Recipient Name Name Items Cost Actions
1 ABC Paving CO 45 $12,100 _> Preview Remove
2 Billy’s Painting Company 6 $ 3,250 Preview Remove
3 Clancey’s Roofing 22 $ 7,450 Preview Remove
4 Cornnel Electric 95 $32,124 Preview Remove
5 Don’s Plumbing 3 $ 650 Preview Remove
6 EJ Data Systems LLC 121 $ 56,200 Preview Remove
7 Fords Turf Works 38 $31,500 Preview Remove
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Step 8:

Reports are generated by the system and are automatically sent to
each recipient via their email address. A link is provided for each
recipient to download a PDF of the report.

Reports that are issued are available to view or download in the
Project Details page under the Reports Tab.




