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Reports in PMWeb are a basic tool to show you the output of data from a selected module. This user guide describes the processes for 
running reports in the Request for Information (RFI), Submittal Items, Meeting Minutes and Commitment Change Order modules. 

IMPORTANT:  Ensure that your pop-up blocker is disabled in your selected browser.  This will ensure you won’t have a problem getting output.

Reports described in these sections will be initiated from the BI Reporting tool, which is accessible using the printer icon on any PMWeb
document.  Note: Depending on the module and the selected criteria for the report, the report data may take a minute or two to display.
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The default form is selected by the checkmark.  To 
print this default form, select one of the options 
below the preview pane. 

Request for Information (RFI) Reports

Any report title the “SDA” in the report name is a 
report that has been customized.  To run the 
RFI_SummaryLog report, select the report by 
clicking it, click the magnifying glass to the left of 
the report name, the click Report Viewer.
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A series of fields will display for you to customize your output.  

Project – defaults to the current project; can be changed as needed
Work Flow Status – select All or a specific status
Details – select Hide or Show to display RFI details
Category – select All or a specific project type
Legacy Document Status – for records copied over from legacy 
system, select All or a specific status

Click View Report to see the output.

To scroll through the output 
pages, use the toolbar options.

Click the Save button to export 
this report in formats such as 
Word, Excel or PDF.

Close the window when finished.
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Submittal Items Reports

Any report title the “SDA” in the report name is a 
report that has been customized.  To run the 
SDA_Submittal_Item_Log report, select the report 
by clicking it, click the magnifying glass to the left 
of the report name, the click Report Viewer.

A series of fields will display for you to customize your output.  

Project – defaults to the current project; can be changed as needed
Submittal Set # – select All or a specific set #
Submittal Item # – select All or a specific item #
Submittal Item Status – select All or a specific status
Workflow Status – select All or a specific status
Show Notes – select Yes or No to show submittal notes
Show Workflow Log – select Yes or No to show the log details

Click View Report to see the output.
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To scroll through the output 
pages, use the toolbar options.

Click the Save button to export 
this report in formats such as 
Word, Excel or PDF.

Close the window when finished.
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Meeting Minutes Reports

The default form is selected by the checkmark.  To 
print this default form, select one of the options 
below the preview pane. 

Any report title the “SDA” in the report name is a 
report that has been customized.  To run the 
Meeting Minutes Log report, select the report by 
clicking it, click the magnifying glass to the left of 
the report name, the click Report Viewer.
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A series of fields will display for you to customize your output.  

Project – defaults to the current project; can be changed as needed
Contract Number – select All or a specific contract
Meeting Type – select All or a specific type
Meeting Number – select All or a specific meeting number
Meeting Description– select All or a meeting description

Click View Report to see the output.

To scroll through the output pages, use the toolbar 
options.

Click the Save button to export this report in formats 
such as Word, Excel or PDF.

Close the window when finished.
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Change Order Reports (run from the Commitment CO module)

The default form is selected by the checkmark.  To 
print this default form, select one of the options 
below the preview pane. 

Any report title the “SDA” in the report name is a 
report that has been customized.  To run the 
CO_Aging_Log report, select the report by clicking 
it, click the magnifying glass to the left of the 
report name, the click Report Viewer.
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A series of fields will display for you to customize your output.  

Project – defaults to the current project; can be changed as needed
Contract Number – select All or a specific contract
CO Status– select All or a specific status
Change Order– select All or a specific change order
Program Director– select All or a specific Director name
Program Officer – select all or a specific Program Officer name
Sort By – select By Project or by Created Date

Click View Report to see the output.

To scroll through the output pages, use the toolbar 
options.

Click the Save button to export this report in formats 
such as Word, Excel or PDF.

Close the window when finished.
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Any report title the “SDA” in the report name is a 
report that has been customized.  To run the 
CO_Pending report, select the report by clicking it, 
click the magnifying glass to the left of the report 
name, the click Report Viewer.

This report runs automatically with no custom 
field selections.  

To scroll through the output pages, use the toolbar 
options.

Click the Save button to export this report in 
formats such as Word, Excel or PDF.

Close the window when finished.
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Any report title the “SDA” in the report name is a 
report that has been customized.  To run the 
PMWeb Commitment CO report, select the report 
by clicking it, click the magnifying glass to the left 
of the report name, the click Report Viewer.

A series of fields will display for you to customize your output.  

Project – defaults to the current project; can be changed as needed
Commitment– select All or a specific contract
Company– select All or a specific company

Click View Report to see the output.
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To scroll through the output pages, use the toolbar 
options.

Click the Save button to export this report in formats 
such as Word, Excel or PDF.

Close the window when finished.
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