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Creating a Checklist in FinishLine

Log into your FinishLine website and click this icon to enter the admin area.
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Choose “Checklists” From the admin menu.
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Creating a Checklist in FinishLine

Click the “+Add New” Button.
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Give the Checklist a Name.
Click on the Blue “+” Button.
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Creating a Checklist in FinishLine

List all of your checklist items.
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Checklist Name.

1-Interior
2-Exterior
3Site
4-Safety
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5FFSE
6-Checklists
7-Warranty
8-Phatos
9-Work Order
Oviners Walk

Vehicle Inspections
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- Quick Add Checkiist ltems to Checkiist (optional)

New Checklist Items ~ Select from Existing

Step 1 Example
Step 2 All dampers and sensors are accessible (access doors)
Step3 All penetrations sealed - housing piping, duct

Step 4 All safeties installed and properly verified

Step5 All valves and test ports are easily accessible

Step 6 All wiring installed and secured per contract documents
Step 7 Area clear and swept clean

Stepd Balancing valves installed as required

Click the “Push to List” Button.
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Creating a Checklist in FinishLine

Here you can assign items to Sub-Contractors, Create groups and move your
items into these groups by sliding them with the slide bar grips. Save & Exit.
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Go back to the Admin menu. Select Task/Descriptions.

FINISHLINE™

Hello General Admin | My Account | Lagout LIST MANAGEMENT SOLUTIONS
ADMINISTRATIVE TASKS MENU -
FINISHUNE

Punch List inishLi Security

Dashboard an Views (Advanced) (1962) Group Management
User Management

Reparts
EN oo

Locations {113}

Priority (0]

Task/ Description (731}

Actions [1448)

Checklists

Inspection Types (12)

Sub Contractors (55)

Initiating Party Types (3)
FinishLine Project Level Settings
Add missing "Complete” actions

Install Offline FinishLine Client




FINISHLINEM

LIST MANAGEMENT SOLUTIONS

Creating a Checklist in FinishLine

Click on the “Add New” button.
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Creating a Checklist in FinishLine

1) Create a “Task/Description Name:” called Checklists
2) Remove checkmark form “Selectable” box

3) Choose the Inspection Type you want it available in
4) Click “Save” Button.
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Creating a Checklist in FinishLine

Select “Checklists” in the dropdown menu, Click “Add New” button.
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Creating a Checklist in FinishLine

1) Give the checklist a name.

2) Add Icon (Optional)

3) Change “Show Icon on Plan” to “Yes” (Optional)

4) Choose your checklist in the dropdown “Default Resolution Action”.
5) Set “Default Location/Item Type” to “Where Indicated”.

6) Choose the Insepction Type(s) where this checklist is available.

7) Save
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Any questions? Email support@punchlist.net or call 1-888-869-8685
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