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The Duration Report displays the total time to completion benchmark factors 

(based upon priorities).  For each work record, The Dates and Times Received, 

Required, Started and Completed are compared.  The report is based on the 

search and sort criteria entered.  There is also the option to display only overdue 

work orders. 

 

Access this report from either the Operations menu on the Work List and select 

Duration Report, or go to the Reports capsule (located on the Administration tab) 

and navigate to the list of work reports to find the Duration Report.  

 

 

 

 

 

 

 

Search Window: 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report is sorted according to the selection made on the search window (Priority, Property, Work Type, Department, 

Assigned To, Project, Work Category). 

 

This report can also be sub sorted by any of the categories in the drop down list. 

 

There are a few different time comparisons that will be displayed on the report:  

 Duration = the difference between the Started and Completed Date/Time. 

 Total Time to Completion = the difference between the Received and Completed Date/Time. 

 Overdue = the difference between the Required and Completed Date/Time. 
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Example of the Duration Detail Report: 

As the sample report shows, the duration, total time to completion, and overdue amounts for each work type are 

calculated and displayed. 
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Summary Version 

By clicking on the “Summary” Type you may bring up a Duration Summary Report.  This will display the average duration 

by subsort value, with indicators for those groups with incomplete data. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example of the Duration Summary Report: 

 

 


