A\ AWAREMANAGER

Expanded Reports

Quick Reference

The Expanded Reports in AwareManager are based on the records and columns currently displayed in your list.

Access this report from the Operations menu in the following capsules and select Expanded Report:

Search window:

Based on the Capsule you are in, the Expanded
Report gives you a few various search options:

Insurance
Inventory
Keys
Maintenance
Reminders
Visitors

Work

Choose to print either “Selected Lines” or
“All Lines” in the list.

In some capsules you may enter a
customized Report Title for your report.

Based on the information in each capsule,
you are given checkboxes to add
additional fields to your report, even if they
do not appear in your list:

o Insurance (Notes and Coverages)
o Inventory (Paragraph and Description)

o Keys (Access)

Report Search

@ Selected Lines
1 All Lines

Report Title:
[7] Description
[ Motes
[7] Timestamps
[] Materials

Search Cancel

o Maintenance (Description, Notes, Task, and Materials)

o Reminders (Notes)

o Visitors (Notes, Instructions)

o Work (Description, Notes, Timestamps and Materials)

This report sorts based on the sort in your list.
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Example of the Work Expanded Report

Work Expanded Report
M . DIG Property Group
Awarel anager Jxt 50 Congress Strest
Boston, MA 02109
MNumbar Work Status Cliant ‘Woark Parson Unit Data Entarad Agsignad To Wark Typa
i) CLOSED ACTADY BUNGEE.BOB A00-H BEACOR-220 January 15, 2000 MACK. JOE ELEC
Die serphon: Elecinical - miew fuse
Mo tes: I am s0W worklng on it
o117 CLOSED MUSBCLES BUNGEE.BOB 100-K BEACON-220 June 19, 2008 DivIDEMOF LIGHTS
De scriphion: Replace Lights - pleass
Motes light aut
0018 CLOSED TINY STAF CANE.TIM 100-N BEACON-180 January &, 2008 KEYSRUS KEYS
De scripton Keys, Locks, Doors; | need some new keys made for our front door
Motes: st
0230 CLOSED ACTADV DIVIDEMOF 100-N BEAC-0400 January 23, 2000 WA CH.JOE CARPENTRY
De acripton Flease foomy ahelves
0215 CLOSED SALEMOOST DIVIDEMOF 100-H BEAC-01 Diecemiber 10, 2008 MACK. JOE FAINT
Die serphon My office is 50 drab. ['d ke 10 Spece it up & D with 3 punch of color. Maye red hot chie?
Mojes: Requested for Fred Diudemo
002 CLOSED SALEMOOST DIVIDEMOF 100-K BEAC-01 Oclober 15, 2008 WA CK.JOE SIGNAGE
De scriphion: Meed a new nameplate
Moles Swrvey Comment: you are greal!
[iLE] ARCHNED BUMKERBED DOWVHNE KATHER YN 100-N BEACON-1380 January 9, 2008 KEYSRUS KEYS
De scripton: ks have been changed and will need fhwee sets of keya made
(i3 E] CLOSED EASTOMN FLYER.FAY 100-H BEAC-0820 Mamh 3, 2009 CARPET ONE CLEAN
De scription: e aning ahampoo canpeta
Records prnted: &
Prirged Wed Jun2 1240911 EDT 2010 Page 1 af i
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Insurance Expanded Report

Access this report through the Operations menu in the Insurance Capsule.

Use the Report Search window to define the data you want shown on
your report. Choose from Selected lines or All Lines, create a custom
Title, and choose whether or not you want Notes and Coverages

displayed on the report.

Operations a

Generate Correspondence
0\_ Insurance Discrepancy Report

Insurance Expanded Report

Example of the Insurance Expanded Report:

Report Search

@ Selected Lines
(1 All Lines

Title:

[] Mates
[] Coverages

Search Cancel

X Insurance Expanded Report
iy A DIG Property Group
wareivianager Xt 50 Congress Street
Boston, Massachusetts 02109
MNumber Division Property Insured Party Contact Phone Insurer Date Issued
Coverage Policy In Force From In Force To Ocourrence Limit Amount Reguired Amount
0004 100BE 100 BEACON The Bug Be Gone Co... HOLMESBUGSY 1-800-BUG-GONE UMBRELLA January 1, 2012
Notes: Testing notes
GL 1234-45 January 1, 2008 December 31, 2042 cach 1,000,000.00 1,000,000.00
WiC 5556-89899 December 1, 2007 December 1, 2012 each B00,000.00 750,000.00
0005 100BE 100 BEACON ABC Lighting Compa... BRITE.JACK INSUREDPRO January 1, 2008
Notes: asdf
WiC 1234-45 January 1, 2008 December 31, 2012 cach 100,000.00 75,000.00
GL 5556-89899 December 1, 2007 Nowember 30, 2012 each 1,000,000.00 1,000,000.00
AUTO 54321 July 1, 2007 June 30, 2012 cach 250,000.00 500,000.00
0008 100BE 100 BEACON Paint Me Happy (PAl... ROLLER.FRAMEK INSUREDPROC February 1, 2008
GL GL-990859777 March 1, 2008 March 1, 2043 cach 2,000,000.00 1.500,000.00
WiC WC-00987-112 Febmary 1, 2008 February 28, 2013 each 1,000,000.00 750,000.00
o011 100BE 100 BEACON Acton Adventures (A... BEUNGEE.BOB INSUREDPRO March 1, 2008
GL 1122588 September 1, 2011 September 30, 2012 B800,000.00 1,500,000.00
GL GL-0008FE77 March 1, 2011 February 28, 2013 each 1,000,000.00 1,000,000.00
Wi WC-00009-Lkd January 1, 2011 December 31, 2042 925,.000.00 750,000.00
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