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The Completion Percentage report summarizes the percentage of work records 

that are completed and closed by the sort criteria entered in the search window.  

Use this report to track progress on completing and closing work orders by date 

ranges, department, employee, etc. 

 

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

Completion Percentage Report, or go to the Reports capsule (located on the 

Administration tab) and navigate to the list of work reports to find the Completion 

Percentage.  

 

 

 

 
 
 
 
Search window: 

 
 
 
 
 
 
 
 
 
 

 
The report is sorted according to the selection made on the search window (Work, Type, Assigned To, Department, or 

Client). 
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Example of the Completion Percentage Report: 

 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As the sample report shows, the completion percentages for each work type are calculated and displayed. 
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The purpose of the Dual Range Work Report is to provide a quick and easy method to 

analyze two samples of data.  The report is very flexible in the sense that it allows the user 

to choose from several fields of search criteria to filter down and compare work done by 

work type, department, property, etc. 

 

Some sample uses for this report would be to compare the number of hot and cold calls in 

one building versus another, or the number of non-billable hours spent on work per client 

for this year versus last. 

 

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

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

navigate to the list of work reports to find the Dual Range Report.  

 

 

 

 

 

 

 

 

Search window: 

 

 Row Definition determines the value to show, the options are: Work Category, Work Type, Work Status, 

Assigned To, Client, Work Person, Property, Unit, Project, Priority, Maintenance, and Source). 

 Column Value is which value will be displayed for each row.  The options are: Number of Records, Total Charge, 

Total Cost, and Total Time. 
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 Sort determines the order the information will be displayed.  Row Definitions means the information will be 

displayed alphabetically according to the code of your row definition values, Range Values (1
st
 or 2

nd
 range) 

means the information will sort numerically, and Variance means it will sort numerically based upon the difference 

between the two ranges. 

 Order applies to the Sort selection options are Ascending or Descending. 

 Rows to Display gives you the option to apply a limit to the number of rows to display (for example just the top 

25).  This field must have a value, it cannot be left blank or be zero. 

 

Example of the Dual Range Report: 
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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: 
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Material Summary Report  

The Material Summary Report in AwareManager sums up all the Materials listed on the 

Material tab of selected Work records in the Work list and groups them by Material Type. 

 

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

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

navigate to the list of time reports to find the Material Summary Report.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example of the Material Summary Report: 
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Monthly Summary Report 

The Monthly Summary Report in the AwareManager jxt is designed to be as flexible 

as possible.  The first time you run the report there are several things that must be 

entered into the search window, which will continue to default each time you select 

the report unless you change them.  An example of a good use for this report is to 

run a monthly summary of HVAC work.  

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

Monthly Summary Report, or go to the Reports capsule (located on the 

Administration tab) and navigate to the list of work reports to find the Monthly 

Summary Report.  

 

 

 

 

 

 

 

 

 

 

 

Search window:
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To use this report:  

 Enter your search ranges (to track HVAC work, enter the Work Types). 

 Enter a title for your report (for example: Monthly HVAC Report). 

 Enter a date range for your report:  

o Select the date from the work file you want to use and the range of dates to be included on the report. 

The report will summarize the work orders into a single line for each month within the search range.   

 Enter the Allowable Records information:  

o This value is a benchmark showing how many records (the first field) are acceptable per some measure 

(the second field).  For example, the number of hot/cold calls that are allowed per 100,000 square feet of 

space.   

 Enter the Comparison Value:  

o The comparison value is the actual number to be used in determining the total number of allowed records 

per day for the report.  For example, if you allow 1 hot/cold call per 100,000 square feet, and the building 

totals 250,000 square feet in area, you would enter 250,000 in the comparison value field and the total 

number of allowable hot/cold calls per day for the building would be 2.5.   

Note: The reason this information is separated into fields on the search window is so that it can be displayed on 

the report in order to show exactly how the allowable calls per day figure is derived.  

 

 Select the Work Days value you would like to use (for example: if your building is only open during the weekdays, 

select Weekdays Only, to get an accurate reflection for your data).  

 

This information is used to determine the number of work days in each month, which is then used to compare the 

number of work records to the total number of records allowed for the month.  
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Readings 

 

Each work record included on the report is checked to determine if any readings have an “acceptable” range.  For 

example, if the building is supposed to maintain a temperature of 68-72 degrees, these would be the low and high 

acceptable ranges for the temperature reading attached to every hot/cold call.   

 

If the temperature entered into the reading for the work order falls within the low and high range, the record is included in 

both the “all records” and “records within readings range” columns of the report.  This indicates that although there was a 

hot/cold call, the temperature of the space was within the parameters you’ve set.  If, however, the temperature entered 

into the reading for the work order is outside the low and high range, the record is included in both the “all records” and 

“records outside of readings range” columns.  This indicates the space was truly hotter or colder than it should have been.  

 

Note: If a reading is left blank and a low acceptable value has been set for the reading, it is considered to fall outside the 

range.   

 

Example of the Monthly Summary Report: 
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Related Records Report 

The Related Records Report in AwareManager JXT is designed to be as flexible as 

possible.  This report displays which work records are related to other work records and 

gives key information about each record. 

 

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

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

navigate to the list of work reports to find the Related Records Report.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Search window:  

 

Enter search criteria, Select between 

three choices: 

 Show Only Dependent Records 

 Don’t Show Dependent Records  

 Show Both 

 

 

 

 

This report is sorted by Work record number and then sub-sorted based on the order of the records on the detail tab (of 

the Work record). 
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Example of the Related Records Report: 
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Repeat Work Report  

This report is very different from any other report in AwareManager.  The report has 

typical search ranges, allowing you to search for specific work orders, but it also has a 

Threshold Work Count Field and two Sort fields. 

 

The threshold will determine the number of work orders by work type per the two sorts 

that are established (it must be set to at least 1).  The best way to understand how the 

report works is by looking at some examples (and then experimenting with it yourself). 

 

This report can either be accessed from the Operations menu of the Work list and 

selecting Repeat Work Report or by going to the Reports capsule (located on the 

Administration tab), navigating to the list of Work reports and selecting Repeat Work 

Report. 

 

 

 

 

 

 

 

Search Window: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the Threshold was set to 3, the Primary sort set to Property, and the Secondary sort set to Floor, the report would return 

any occurrence of 3 or more work orders of the same type for the same floor from the same property. 

 

The report from this search 

window will look for any 

occurrence of 2 or more work 

orders of the same type within a 

single Unit within its Property.  
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This search range would return a 

report displaying any occurrence of 3 

or more hot or cold calls from January 

1 – May 31st. 

This search range would return a report 

displaying any occurrence of 3 or more 

work orders of the same type in 6 

ARLNGTN for the same room on the 

same floor. 
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Response Times Report 

This report displays the response benchmark factors (based upon priorities).  For 

each work record, the Dates/Times Received, Scheduled, and Started 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 

Response Times Report, or go to the Reports capsule (located on the Administration 

tab) and navigate to the list of work reports to find the Response Times 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). 

 

In addition to displaying the Received, Scheduled and Started Dates/Times, the report will also show the Response Time 

and the overdue amount. 

 

Note: Response Time = the difference between the Received and Started Dates/Times. 
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Example of the Response Times Report: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

As the sample report shows, the response time and overdue amounts for each work type are calculated and displayed. 
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Statement Report 

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

Statement, or go to the Reports capsule (located on the Administration tab) and navigate 

to the list of Work reports to find the Statement Report.  

 

To use this report: 

Enter your desired search criteria. Then you can select from a number of checkboxes 

allowing you to both exclude and include information on your statement report.  The 

custom number is the Tenant’s Alias + Date Posted (formatted MMDDYY). 

 

 

 

 

 

 

 

 

 

 

Search window:  
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Example of the Statement Report: 
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The Work by Client (Tenant) Report in AwareManager is designed to be as flexible as 

possible.  This report is used to show work for a specific Tenant(s) based on your search 

criteria.  The report lists important information from the Work record and is sorted by Unit 

code. 

 

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

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

navigate to the list of work reports to find the Work by Tenant Report.  

 

 

 

 

 

 

 

Search window:  
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Example of the Work by Client (Tenant) Report: 
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The Client (Tenant) Work Presentation Report in the AwareManager is designed to 

be as flexible as possible. The report is based on the search criteria entered. 

 

The purpose of this report is to show the status of work orders in a format that can 

easily be distributed to clients (or tenants in a building). 

 

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

Tenant Work Presentation Report, or go to the Reports capsule (located on the 

Administration tab) and navigate to the list of work reports to find the Tenant Work 

Presentation Report.  

 

 

 

 

 

 

 

 

 

 

 

Search window: 

 

This report sorts by Client (Tenant) and then sub-sorts by Work Type. 
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Example of the Client Work Presentation Report: 
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Work Profitability Report 

This report summarizes cost and income information.  For each work record, the 

Materials, Labor, Vendor, and Additional Costs and Charges are compared.  The 

report is based on the search and sort criteria entered. 

 

 

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

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

and navigate to the list of work reports to find the Work Profitability Report.  

 

 

 

 

 

 

 

 

 

Search window:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report is sorted according to the selection made on the search window (Tenant/Client, Department, Project, Contract, 

Property, Work Type, Work Category). 
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In addition to displaying the Materials, Labor, Vendor and Additional Costs and Charges, the report will also show the 

Total Costs and Charges and the Gross Profit.  Gross Profit is the difference between the Charges and the Costs. 

 

This report prints in a two-section format.  The first section displays all of the Charges and the second displays all of the 

Costs. 

 

The Accounts capsule has an option on its records to exclude specific Accounts from the Profitability Report. 

 

 
Example of the Work Profitability Report: 
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