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Overview 
 
This document outlines all of the reports currently available in Punchlist Manager.  The majority of the reports are 
located under the reports tab on the toolbar; however some reports are located at other areas through the 
system. 
 

Reports Tab 
 

Memorizing Reports 
 
With each report under the Reports Tab, you have the ability to memorize the report.  Memorizing the report 
saves the selected criteria and allows for quicker running of reports.  To memorize a report, select the report you 
would like to memorize and select the criteria.  Once the criteria has been selected you have the ability to rename 
the Report once labeled, you can select share with Everyone (equals anyone that has access to PLM has the ability 
to pull in this report), Show in Menu (equals when you hover over memorized reports this report appears), select 
Save.  After a report is saved and you would like to run it go to Reports from the brown tool bar hover over 
it>Select Memorized>single click on the report title you would like to run. 

 
Work Order 
 

Work Order Ą This report prints full Work Orders based on the selected criteria in the Report Profiler. 
 

 
 

Work Order Detail Ą This report prints a detailed summary of Work Order information based on the selected 
search criteria and subtotals by Address, Contact or Claim #.  
 

 
 

Work Orders Overdue Ą This report provides a summary of Work Orders that are Overdue and the number of 
days overdue.   
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Charges Detail Ą This report prints a detailed summary of Estimate and Actual charges that were entered on 
Items for each Job. 

 

 
 
Service Summary Ą This report prints a summary by List Type 
 

 
 
 
Hot Sheet Ą This report is a quick glance of Work Orders that have been assigned.  It shows the Job, Contact, 
Vendor and any notes.   
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Hot Sheet 2 Ą This report is similar to Hot Sheet and includes List Type and Suspended. 
 

 
 

Hot Sheet 3 Ą This report is similar to Hot Sheet 2.  It can be renamed by the Administrator.  The report includes 
Date Opened and removes Owner name. 
 

 
 

Aging Open Work Order Ą This report is a quick glance of Open Work Orders and their Average Age 
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List 
 

List Detail Ą This report gives detailed information about the List of Items, including customer information. 
 

 
 
 

List Determination Ą This report provides information in regards Determinations to each List of Items. 
 

 
 
 

List Summary Ą This report provides summarized information in regards to each List. 
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List Overview Ą This report provides a quick look at Lists of Items sorted by Project. 
 

 
 

Item Summary Ą This report provides a summary of Items which can be sorted by multiple criteria. 
 

 
 

Item Summary Graph Ą Note: Work in progress to come 
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Service Summary Ą This report prints a summary by List Type 
 

 
 
Service Requested Ą This report provides a listing of Items Services to be performed on a Job List. 
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Category 
 

Top Ten Category Detail Ą This report provides a breakdown of the Top Ten Categories and Sub-Categories and 
lists detailed Item performance for a specified period. 
 

 
 

Top Ten Category Summary Ą This report provides a breakdown of the Top Ten Categories and Sub-Categories 
and lists summarized Item performance for a specified period. 
 

 
 

Category Subtotal Ą This report provides a listing of Work Order Performance on all Categories and Sub-
categories. 
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Vendors 
 

Vendor Summary Ą This report provides a summary of the Items assigned to Vendors over a specified period of 
time. 

 
 

Vendor Aging Ą This report provides an aging breakdown of Open and Completed Items based on a specified 
period sorted by the Vendors. 
 

 
 

Vendor Status Ą This report provides a breakdown of Items based on a specified period and also provides the 
Vendors with their rating which is calculated on how quick they complete their Items.  The report can be quickly 
sent to Vendors using the Send button. 
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Vendor Item Summary Ą This report provides a listing of Items based on a specified period and also provides 
the Vendor with a checkbox and area to fill in date completed if they are working on multiple Items at the same 
time. 
 

 
 

Vendor Snapshot Ą This report provides breakdown of Open and Completed Items based on a specified period 
sorted by the Vendors. 

 

 
 

 
Vendor Directory Ą This report provides a directory style listing of all Vendors in the system.  This report can be 
narrowed by name or type of Vendor. 
 

 
 

 
 
 


































