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From the Dashboard, click List View. The List View in FinishLine provides a flexible way to review and update 
items. You can modify what you’re viewing in several ways. 
 
NOTE: You must have Admin permissions to access the List View features.  
 

 
 
 
Column Selection 
1) Click on the table icon in the upper left.  
2) The Column Show/Hide box will appear, make your selection by checking or unchecking the Column options 
which you’d like to view.  
3) Click OK to save your selections.  
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Item Search  
In the upper right is the Search box. You can search for specific text that appears in the data grid. For this 
example, we searched for “Light” – which filters items for that search term(s).  
 

 
 
 

 
Reorganize Columns  
Depending on your preferences, you can reorganize columns by simply dragging and dropping the column 
header where you want it.  
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Adding Filters  
You can use Filters in the List View to further filter the items in the list. Click on the “Add Filter” dropdown to 
access different criteria. For this example, we will filter by Sub Contractor.  
 

 
 
 

 
After selecting Sub Contractor, you can select the Sub(s) you’d like to filter for. You can choose to filter by one or 
several subs. After you’ve made your selections, just click outside of the dropdown to apply the filter. 
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Apply Multiple Filters  
You can apply multiple filters at once. In this example, we have filtered for –  
Sub contractors: Casey’s Casework & Drywall Dudes, Status: Open, and Created by: Bob Anderson.  
 

 
 

 
Other Options  
You can also access the Item Info (pencil icon) and Details (green checkmark icon) for each punch list item, by 
clicking on those icons. You can view Attachments by clicking on the paperclip icon. 
 

 
 

 
 
 
 
 



  ADMIN: LIST VIEW INSTRUCTIONS       www.punchlist.net 

  

Page 5 

 

 
Batch updates 
If you’d like to make batch updates to items, select the checkmark for the items you’d like to update. Then select 
the desired update from the drop down at the bottom of the page.  

 
 
Review the Batch Action Options and click “Process!”  

 
 
Then Click “OK”  

 
 

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