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How to send open item reports to subs 
 
Note: You must be connected to the Internet to print reports. 
 
From the Dashboard in the FinishLine browser version, click “Create New Report” from the Reports dropdown menu.  
 

 
 
Select which area(s) you would like to be included in your Report. 
 
When distributing open items to subs, everything else can be left as defaults. 
 
Then select Create Report in the bottom right. 

 

 

 

Note: Using the filters you can modify your reports in many ways.  
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In a new Window a print preview will 
display. 

 
 
 

 

 
 

 
Note:  If your report is more than 30 
pages you will receive the following 
warning and you must click on 
“Produce or Email Report” to get the 
complete printout. 
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Emailing Reports directly to Subs 
 
Choose “Breakdown report for each 
sub contractor”. This option produces a 
report for each sub, for each unit with 
their open Items. 
 
Next click on “Produce or Email 
Report”. 
 
Normally the subs email addresses will 
be displayed.  A sub that does not have 
an email address will be emailed to 
whomever is creating the report. 
 
Note:  You can produce a single report, 
NOT broken down into individual 
reports by choosing “Single Report” 

 

 

 
 
Once all the reports are generated it 
will list the company name, email 
addresses, and the pdf name and size. 
 
You can cc other email addresses to 
receive a copy of all the reports. (for 
multiple addresses, separate with a 
semi-colon “ ; “ ) 
 
You can also edit the Subject line and 
body of the email. Click Send Email.   
You will get a confirmation screen. 
 
Note:  Any of these reports can be 
opened from the screen to the right by 
clicking on the PDF icon or file name 
link and saved or printed. 
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Have questions or need more information?  

Email us at support@punchlist.net or call 1-888-869-8685 – we’re here to help.  

 
Note: The email tracking history and a 
copy of all sent reports are stored by 
FinishLine. This can be useful to 
determine if subs received sent reports.  
 
To access the email tracking history and 
sent reports, click on “Email Tracking 
Report” from the Reports dropdown 
menu. 

 

 
 

 

 
You may run the Email Tracking Report for a date, date range, or for a specific email address.  
 
Make your selections and click on “Run Report”.  

 

 

 
 
Note: To view a copy of the sent report, click on the email Subject, which is displayed in blue.  
 
Click on the green “Full History” button to view additional details about that specific report.  
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