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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.
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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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Make your selections by checking
Total of 539 Punch List in the system | Visibl i i
¥ Column isible or unchecking Column options
= x
oot~ |l o
Num a
: entries Search:
Plan View
Date Created Work Task /
Due Due Date [ /] Order Created Description Sub
It 1D Click on the table icon Date Date Completed - Space Number By / Action Contract:
Ba607 o o 6/19/20:19 Priority LR/DR Sarah McGil Painting (T) / Gooc Coat
Floor 01 / . Holiday/Flaw / Painting
10 Initiating Party Repaint
Inspection Type 5
0 B4608 o Condos / 6/3/2019 6/19/201" s b a BR1 Sarah McG Painting (T) / Good Coat
Floor 01 / Location Drip/Run - wall / Painting
10 Smooth/Repaint
Space
84610 o Condos/  6/3/2019 6/8/2015 0 \wo ik Order Number - BR1 Good Coat
Floor 01 / Click OK t Painting
10 Created By ic 0 save
- ; our selections
sz @ Condos/  6/3/2019 6/8/2019§ Task / Description / Action BRI Y Casey's Cas
Floor 01 / !
10 Sub Contractor Misaligned / Align
Status
0 B4623 e Condos / 6/4/2018 6/11/201 Bab Anderson  Painting (T) / Good Coat
Floor 02 / Drip/Run - Wall / Painting
21 Cancel oK Touch up
B4624 Condos/  6/4/201% 6/11/201" Front Entry Bob Anderson  Tile (T) / Long Last F
e 4 Floor 02 / Damaged-
21 Scrich/Ding/Dent /
Replace
B4627 e Condos/ /42018 6/11/2019 2-Norma 1-GC 1-Interior wall Kitchen Bob Anderson  Painting (T) / Good Coat
Floor 02 / Drip/Run - wall / Painting
21 wash
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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).
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Total of 539 Punch List in the system
B8 | Add Filter §

Show| 50 4 entries Search: | light|
Work Task /
Plan Date Due Date Initiating Inspection Order Created Description Sub
It ID Num f View Created Date Completed Priority Party Type Location Space Number By / Action Contract:
84703 @ Condos/  6/24/2019 6/29/2019 2-Normal 1-GC 1-Interior Cover Plate LY/DR Bob Anderson [l Elect - Shockey's E
Floor 01 / Power/Lighting (T)
10 / Missing / Insta:
0 84704 @ Condos 6/24/2019 6/29/2019 2-Normal 1-GC 1-Interior Device Bath 1 Bob Anderson Elect - Shockey's E
Floor 01 / Power/Lighting (T)
10 / Inaperative /
Repair/Replace
84775 ° & Condos/  7/17/2019 7/22/2019 2-Normai 1-GC 1-Interior Where BR1 Bob Andersan [l Lightfixture (FFE) / il Interior Des
Floor 02 / Indicated Other - See
20 Comments /
Replace
84839 o Condos / 7/31/2019 8/7/2019 2-Normal 3-Owner 1-Interior Pane Laundry Owner01 Elect - Shockey’s E
Floor 02 / Generic Power/Lighting (T)
20 / Label Missing /
Ada
84878 0 f Condos / 9/3/2019 9/8/2019 3-High 1-GC 1-Interior Ceiling LR/DR Bob Anderson [l Elect - Qr Electric
Floor 02 / Power/Uighting (T)
20 J Wrong Location /
Move
84879 0 & Condos / 9/3/2019 9/8/2019 2-Normal 1-GC 1-Interior Ceiling LR/DR Bob Anderson [l Elect - QT Electric
Flaor 02 / Power/Lighting (T)
20 / Wrong Location /
Move

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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FinishLine

PUNCH LIST HiL

Total of 539 Punch List in the system N
Inspection
88 | Add Filter 5| Type Drag and drop columns,
Show | 50 : entries based on your preferences Search:  light
Work Task /

Plan Date Due Date Inspection Initiating Order Created Description Sub
1k ID Num f View Created Date Completed Priority Type Party Location Space Number By / Action Contract
0O 84703 @ Condos / 6/24/2019 6/29/2019 2-Normal 1-Interior 1-GC Cover Plate LR/DR Bob Anderson Elect - Shockey's E

Floor 01 / Power/Lighting (T)

10 / Missing / Install
0 84704 @ Condos/ | B/24/201% 6/28/2019 2-Normal 1-Interior 1-GC Device Bath 1 Bab Anderson | Elect - Shockey's E

Floor 01 / PowerfLighting (T)
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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.
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Total of 539 Punch List in the system

&8 v Add Filter 4 x m

Sub Contractor
sh Inspection Type Search:
Initiating
Created B
Action ! Task /
K Initiating Inspection Created Description Sub
Tas iew Date Due Date Priority Party Type Location Space By J/ Action Contractor Status
Work Order
Location f Fioor 01 / 10 6/3/2018 19/2019 2-Normal 4-Architect 1-Interior Ceiling LR/DR Sarah McGil Painting (T) / Good Coat Open " }
Space Holiday/Flaw / Painting -
Plan View Lol
Date Range fFloor 01710  6/3/2018 6/19/2019 2-Normal 4-Architect 1-Interior wal BR1 Sarah MGl Painting (T) / Good Coat open Fip
Comments Drig/Run - wall / Painting -
Acknowledged Smooth/Repaint

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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Total of 539 Punch List in the system

: gl o
B | Add Filter % 2 items selecte = Clear All

Show 50 : el Search:
A | Work Task /
. e Date Order Created Description Sub
ABC Cleaning . "
It ID NI ite Compld Select the subs you'd like to filter for. Location Space Number By / Action Contract:
Abave All Roofing .
B4607 c - 9/2019 You can choose one, or several. Ceiling LR/DR Sarah MeGill Painting (1) / Good Coat
Administrator Hollday/Flaw / Painting
Repaint
Almagamated General Contracting epen
84608 G Casey's Casework 2-Normal 1-Interior 4-Architect wal BR1 Sarah MeGll painting (T} / Goad Coat
Drip/Run - Wall / Painting
Department of Transportation Smaoth/Repaint
B4610 ‘ Doors r Us, LLC 2-Normal 1-Interior 4-Architect Ceiling BR1 Sarah McGill Painting (T) / Good Coat
Holiday/Flaw / Painting
Drab Drapes Be Gone Repaint
0 B4612 c Drywall Dudes 3-High 1-Interior 3-Owner Door BR1 Owner01 Doors Frames Casey's Cas
Generic Hardware (T) /

Electrician Misaligned / Align
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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.
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Total of 539 Punch List in the system
= x
& Add Filter 3 Iz items selecte~  [Open]

x x
v Bob Anderson ~

Show | 50 4 entries

Plan
i I Num & View
8463 o Condos /
Floor 02 /
21
84663 e Condos /
Fioor 02 /
20
84707 o Condos /
Fioor 02 /
21
84708 o Condos /
Floor 02 /

Date
Created

6/4/2015

6/4/2019

6/26/2019

6/27/2019

Date

7/3/201%

ate Completed

Priority

2-Normai

2-Normal

Inspection

Type

1-Interior

7-Warranty

3 filters set |

Initiating

Party

Location

Work
Order
Space Number
w.LC
LR/DR
LR/DR
BRI

| T g A (o (a e Il L'ST MANAGEMENT SOLUTIONS
HELP
Search:

Task /

Created Description Sub

By / Action Contractor Status

Bob Anderson  Casework (T) / Casey's Casework  Open 7y
Missing / Instail (Pending 2

Final)

B0b Anderson  Casework (T) / Casey's Casework ~ Open Y
Misaligned / Align f

Bob Anderson  Drywall & Framing  Drywall Duces Open 7y
(T) / Poor 7
Expansion Joint /
Smoothen

Bob Anderson  Drywall & Framing | Drywall Duces Open 7y

(T) / Poor Tape
Jaint /
Repair/Replace

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.
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Total of 539 Punch List in the system

r x
T | AddFIter 2 5 jtems seiecte =

[Open]
Show | 50 4 entries
Plan
L 1D Num & view
84631 Condos /
@ Floar 02 F
21
84663 o Congos f
Flgar 02 /
0
84707 Condos /
o oo
1
84708 ° Congos f
84708 cos |
0 & W

" " =]
- Bob Anderson -

Date
Created

6/4/2019

6/9/2009

6/26/2019

6/27/2019

Due Date
Date Completed

12/14/2018

92019

%3/2019

Attachments

Y2019

Priority

2-Norma

2-Norma

2-Noema

2-Norma

3-High

Inspection
Type

1-Interiar

F-warranty

1-Intarior

1-Imterior

Initiating
Party

Location

Claset

wal

Window Frame

Waork
Order
Space Number
W.LC.
LA/DR
LA/DR
BR1
BRL

HELP

Details icon

Task /
Created Description Sub
By / Action Contractor

Bab Anderson | Casework (T) / Casey's Casewark  Open Sy
Missing J Insta) (Pending l
Final)
Bab Anderson | Casewark (T) 4 Casey's Casework  Open Firs

Misaligned / Allgn

Bob Anderson  Drywall & Framing  Drywall Duces Open
T}/ Poos

Expansian Jaint /
Smogthen

Bab Ander

Activities icon

Bab Andersen

Drywall & Framing
(T} f User Defined

Drymall Guces Open
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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.
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21 / Re-caulk
O B5095 . 9/24/2019 9/29/2019 2-Normal 1-Interior 1-GC Hardware Bob Anderson Doors Frames Casey's Casework Open ’ }
Hardware (T) / -
Hard to Open/Clase
/ Adjust
85099 ° 9/24/2019 7372019 2-Normal 1-Ingerier 1-6C ceiling BRL Bob Ancerson | Drywall & Framing | Drywall Duces Open Pird
(T) / Poor Tape -
Joint /
1124 - Repair/Repiace
CONFERENC
85142 Condas / 10/18/2019 10/23/2019 P 2-Exterior 1-GC Hargware Bab Anderson Doars Frames Casey's Casework Open >
= <] e, Select items A £
23 | Hard to Open/Close
/ Adjust
a ! 10/18/2019 10/23/2019 2:Normal 2-Exterior 1-GC Hardware Bob Anderson Doors Frames Casey's Casework Open rd \{
Floor 02 / Hardware (T} / -
2 Hard to Open/Clase
/ Adjust
a B5144 o Condas / 10/18/2019 10/23/2019 2-Normal 2-Exterior 1-GC Hardware Bob Anderson Casey's Casework | Open Fdr3
Floor 02 / e (T)/ :
23 d to Open/Clase
/ Agjust
85189 ° Condas / 10/24/2018 10/29/2018 2-Normal 1-Inzerior 1-6C Joint BRL Bob Anderson  Casework (T) / Casey's Casework  Open 7
Floor 02 / Gaps/Vaids / Fil <
2
B5477 e 1/23/2019 2-Normal 1-Interior 1-6C Hardware Front Entry Bob Ancerson | Doors Fram Casey's Casework | Open Pard
. - Hardware ( .
Select action you'd like to Hard &5 Gpan/Close
complete from the drop down 1 Agjust
85495 Conuosy T oL 11/23/2019 1-GC Haroware Front Entry Bad ANCErson Doors Frames Casey's Casework Open ’ }
b Click “Continue” Hardware (1) / ?
20 noperative /
Repair
Showing 1 to f 37 entries 1 row selected Previous - Next
Complete +

Review the Batch Action Options and click “Process!”
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Are you sure you want to process the batch action?
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Cancel FinishLine

Batch Action Options: 4 Ttems

This action will set the Completion Date of the associated activities

Set Completion Date/Time: 12/02/2015 10:56 am 5
Update Incomplete activities only

Click “OK”
=

Then Click “OK”
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Batch Action Options: 4 Items

This action will set the Completion Date of the associated activities

Set Completion Date/Time: 12/02/2015 10:53 am  E& |
Update Incomplete activities only

P Review the Batch Action Options and

click “Process!" when you're ready

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