FINISHLINEM
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There are 2 ways to duplicate (or copy) Punch Items with FinishLine. We will review both ways:
1) With the FinishLine Pro App
2) From the List View section in the browser version of FinishLine

FinishLine Pro App Instructions Esil conke st 18

1) Select the item(s) you’d like
to copy to another Plan View

2) Then select the Multi-Unit
Iltem Copy icon in the lower left

Select the item(s) you
would like to copy

Status Subcontractor

Item # Priority Location Description: Action

2-Normal

Front Entry Where Indicated ~ Open Light Fixture Shade Missing: Repl Interior Designs

n 2-Normal Bath 1 Fixture Open Loose: Tighten Peter Piper Plumbl

—
Select the Copy icon

3) Select the unit(s) where you
want the item(s) copied to. You ‘ Eﬁ
may select one unit, or multiple.

Multi-Unit Item Copy

—1

Condos

For this example, we have
selected 3 units.

.

Select which unit(s) you
want the item(s) copied to

Floor 01
101 (Type A_R)

102 (Type A) ﬂ

103 (Type G)

4) Then select the “Copy”
button.

|

Select which unit(s) you
want the item(s) copied to

104 (Type D)

I e ||

105 (Type E_R)

Done!

u 2-Normal Front e Shade Missing: Repl Interior Designs
N
u 2-Normal Bath iten Peter Piper Plumbii
+ B K O i

Page 1




FINISHLINEM

LIST MANAGEMENT SOLUTIONS ADMIN: How to Duplicate Punch Items punchlist.net

From the List View section in the browser version of FinishLine
FINISHLINE™ %

¢ [ Finishline f7fyDashboard ElListView 3, Portal [E]Reports¥ [F~ [T IR GO LiST MANAGEMENT SOLUTIONS

LIST VIEW

e HELP
Total of 214 Punch List in the system Filter for the Plan View(s) which have
8 [ Add Filter & |11 _a - the items which you'd like to copy

Show 50 4 entries  Showing 110 4 of 4 entries 1 row selected Search:

Task /
Plan Date Due Date Initiating Inspection Created Description Sub
™ Num & View Created Date Completed Priority Party Type Location Space By Comments / Action Contracta

O 85045 o Condos/ | 3/23/2020 3/28/2020 2:Normal 1-GC 1-Interior Conduit Kitchen General Acmin Elect Snockey's Ev
Fioor 01 / Power/Lighting (T)
11 / Not Secured /
Secure

O 3/23/2020 Sﬁlem 1he “.Em(s) thm 1-GC 1-Interior Device LR/DR General Admin = dimmer not Elect Shockey's EI
'd lil working Power/Uighting (
you'd like to copy  Improper /

Replace

a 3/28/2020 2-Normal 1-6¢ 1-Interior wihere BR2 General Admin  repiace with Elect -

Indicated corract fixture Power/Lighting (T)
/ User Defined /
Action Required

a Y - ondos /| 3/27/2020 4/1/2020 2-Narma 16 L-interior Fixcure General Agrmin Plumbing (T} / Peter Piper
Poor Caulking / Re- | Piumsing
cauk
Select “Copy” from the dropdown Previous Next
menu and click “Continue”

Copy

1) Filter for the Plan View(s) which have the items which you’d like to copy
2) Select the item(s) that you’d like to copy
3) Select “Copy” from the dropdown menu and click “Continue”

FIN/SHLINEY B4

< [ FinishLine (7fyDashboard = ListView §, Portal [E] Reports v A~ |  General Admin v [T TEC IO

Batch Action Options: 2 Items

Select Units to Copy items to: I o

= W Plan Views Select the Plan Views where you
BRI Condos would like the items copied to
=< Floor 01
F® 101
F® 102

r® 103

04

¥ 10s

% 106

r® 107

¥ 108

9 109 |
r® 110

rein Select the “Copy Attachments” and

rei “I Plan Type” boxes.
roe gnore Plan Type” boxes.

Copy as Favorites for:

@ Copy attachments (by reference)

@ lgnore Plan Type (if this option is selected All selected items will be copied to EACH of the plan views, regardiess of Plan Type.)

Click “Process!”
2 |

1) Select the Plan Views where you would like the items copied.
2) Check the “Copy attachments (by reference)” and “Ignore Plan Type” boxes.
3) Click the “Process!” button.

Need assistance? Please email support@punchlist.net for more info.
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