





Generating Reports

1. Click Control Panel > Reports > Building Services Reports

2. Click the name of the desired report.
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3. Specify the information desired for this report by selecting from the available criteria. For example:
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Notes:
e To select more than one item in a field, press the Ctrl key on your keyboard and click the desired items.

e By default, the Date From field displays the first day of the current month, and the Date To field displays
today’s date. To select alternate dates, either click the calendar icon, or delete the contents of the date
fields and enter new dates.

4. Click Submit. The report will appear in a new browser window.
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