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Admin: Add a New Description

To add a new
Description, from the
Administrative Tasks
menu click on the
Task/Description link.

Hello General Admin | My Account | Logout

L Quick Reports » ADMINISTRATIVE TASKS MENU
FINISHLINEY
Punch List FinishLine Security
Dashboard Plan Views (Advanced) (1811) Group Management
FinishLine Portal Plan Types (Advanced) (1773) User Management
Reports

I
Spaces (70) L

Duplicates Finde
Locations/Items (106) en : '

Import
Priority (0) 4

Refresh Label
Task/Description (686) N

Labels Maker

Actions/Res ions (1058)

% Access Log
Inspection Types

Fix Inspection Type Association

Sub Contractors (66) Grid

Initiating Party Types (8) Multi-Project Data Download
FinishLine Project Level Setting
FinishLine Relationship Types (0)
Add missing "Complete"” actions

Install Offline FinishLine Client

Say you want to add a
new description under
Plumbing.

The easiest and
quickest way to add a
new Description is to
edit an existing
Description that
already exists under
Plumbing by using the
save and copy
technique.

From the
Task/Description
Manager, edit any
existing Description
under Plumbing by
clicking on the blue
edit pencil.

Hello General Admin | My Account | Logout

TASK/DESCRIPTION MANAGER

FINISHLINE® =« Back to Admin Menu | Inspection Types Association Grid | Rebuild Index

Punch List Q, |[ ANl Task/Description 3] AddNew Edit  cCopy  Fiiter X Print

Dashboard All Inspection Types % | Level: | All Levels &

FinishLine Portal A=Active Showing 686 Items

Reports b (+] A? Task/Description Item Sub Contractor L ion/Item Priority

Lpgmin |
> 45659 X [ Plumbing (T) Plumbing X
> 45660 X | Clash Adjust Overhead X
> 45662 X Clogged Unclog Sink 7 X
> 45664 X | Damaged-Scrtch/Ding/Dent Repair Plant Material X
> 45665 X Dirty ABC Cleaning Clean Where Indicated 7 X
> 45666 X | Hard to Open/Close Adjust Panel rd x

45667 X Improper/No Flow Adjust Flxture 4 x
45670 X _| Inoperative Repair Faucet 7 X

= 65527 X Leak Repair/Replace Tank Ed x
> 45671 X L] Loose Plumbing Tighten Fixture 04 x
= 45672 X Misaligned Handles Align Faucet 7 X
= 45673 X 2 Missing Install Hose/Head 7 X
= 45674 X Mo Access Create Access Valve rd x
= 45675 X .| Poor Caulking Re-caulk Fixture 7 X
= 45676 X Rack Repair Overhead r 4 x
> 45677 X | User Defined Complete Where Indicated .4
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Since we want to add
the new Description of
“Wrong Fixture” to
the Task of
“Plumbing”, we have
chosen to Save and
Copy the existing
Description which is
“Loose”.

Click Save & Copy
from the options at
the bottom of the

page.

Hello General Admin | My Account | Logout

Quick Raorts & TASK/DESCRIPTION: LOOSE
FINISHLUINE® | Admin Menu > Task/Description List >
Punch List Full Path Plumbing (T) / Loose
Dashboard Parent Plumbing (T)
FinishLine Portal Task/Description Name:  Loose
Reports Description:

Active:
Selectable?
Comments:

Icon

Or upload new:
Show Icon on Plan: @No ~ Yes

Default Resolution Activity | 1hien
Default Sub-Contractor

Default Location/Item Type  (poe

Default Priority

Available in these types Al
1-Interior
2-Exterior
3-Site
4-Safety
5-Checklists
6-Maintenance

Save Save & Copy | Save & New | Save & Next Cancel

~

Upload File

Delete...

Click OK on the pop-
up box when it asks
you if you want to
copy this record.

Hello General Admin | My Account | Logout] From demo.a3db.net

Are you sure you want to copy this record?

FINISHUNES = Admin Menu

Clicking OK will duplicate the current object and automatically take you to
the duplicated object, which will be named by default "Copy of Loose'.

Punch List Full Path
Dashboard
e Parent Cancel oK
FinishLine Portal Task/Descri
Reports o
CrE— o
Active:
Selectable?
Comments:
~
Icon
Or upload new: Upload File
Show Icon on Plan: @No  Yes
Default Resolution Activity | 1.,
Default Sub-Contractor
Default Location/Item Type Fixture
Default Priority
Available in these types Al
1-Interior
2-Exterior
3-Site
4-Safety
5-Checklists
6-Maintenance
Save Save & Copy || Save & New || Save & Next Cancel Delete...
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You will need to
update a number of
things.

1) Update the
Description Name.

2) Update the
Description Info.

3)Update the default
values of Resolution
Activity, subcontractor
and location.

Remember that these

values become part of

the new Description.

Now Save it.

Hello General Admin | My Account | Logout

TASK/DESCRIPTION: LOOSE COPY

Flﬂfs‘HLINEE’ Admin Menu > Task/Description List =

Punch List Full Path Plumbing (T) / Loose Copy

Dashboard Parent Plumbing (T} H

FinishLine Portal Task/Description Name:  |wrong fixture

Reports # Description:

Active: rd
Selectable? td
Comments:
v
Icon
Or upload new: Upload File
Show Icon on Flan: = No O Yes
Default Resolution Activity | o,
Default Sub-Contractor ¥¥Z Plumbing
Default Location/Itemn Type o
Default Priority
Available in these types All
# 1-Interior
#| 2-Exterior
3-Site
4-Safety
5-Checklists
¥ 6-Maintenance
Save Save & Copy || Save & New || Save & Next Cancel Delete...

Done. The new
Description has been
saved.

Quick Reporta > TASK/DESCRIPTION MANAGER
FINISHUNES @ recoraseves
- « Back to Admin Menu | Inspection Types Association Grid | Rebuild Index
Q)P Add New | Ean | Copy | Fi print
Al Inspaction Types § | Level: | All Levels §
_ A=Active Showing 17 Items

ID  A? Task/Description Item Sub Contractor  Resolution Location/Item  Priority
45659 X |§ Plumbing (T) Prumbing /X
45660 X o] Clash Adjust Overheaa y X
45662 X Clogged Uncleg Sink 7 X
45664 X 2 Damaged-Scrtch/Ding/Dent Repair Plant Materia 7 X
45665 X Dirty ASC Cieaning Ciean 7 X
45666 X ) Hard to Open/Close Agjust Panet 7 X
45667 X Improper/No Flow Adjust Fixture 7 X
45670 X 2 Inoperative Repair Faucet 7 X
65527 X o) Leak Repair/Replace  Tank 7 X
45671 X 4! Loose Tighten Fixture 7 X
45672 X Misaligned Handles Align Faucet # 3%
45673 X ) Missing Instail Hose/Head 7 X
45674 X No Access Creste Access  Valve -k
45675 X ] Poor Caulking Re-caulk Fiture 7 X
45676 X Rack Repar Overhead X
4277 X { User Defined Compete pmere Indcated b "4

I 71410 X ] Wrong fixture XVZ Plumbing Replace Fuxture 7 X

Task/Description Search




