





Viewing Checklist History

Control Panel > Work Order > Property Inspection Checklists

Viewing Checklist History:

View Checklist History:

1. Click Control Panel > Work Order > Property Inspection Checklists.
2. Click View Checklist History on the top right.
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3. Alist of previously Completed Checklists is displayed according to Title, Location,
Description, Completion Date, and Completion By.

4. To view specific checklists, click View.
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View Completed Checklists Reports:

Under User and Usage reports, a report can be generated that will display multiple completed

checklists during a given date range for specific Checklists.

1. Click Control Panel > Reports > User & Usage Reports.

2. Click Generate for the Property Checklist History Report.
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3. Select a Start and End Date using the drop-down mini calendars.

4. Select the Checklists that you wish to generate the report for; if not, choose Select All from



the drop-down menu.

5. Click View Report.
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