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SHOW THE CLIENT
THE WORK.
EVERY DAY.
Build a report from the job: progress against the schedule of
values, photos, tasks, forms and daily reports. Email it once as a
PDF, or share a live link your client can check anytime.

BUILD
Pick exactly what they see

SEND
One-time PDF or live link

LOCK
4-digit PIN and expiry



PROJECT REPORTS

HOW IT
WORKS
Reports live inside each project. Open the project and
go to Reports. Make as many as you want, one per
client or one per scope.

1 The Reports page 5 Forms and daily reports

2 Type and who gets it 6 Lock the live link

3 Date range and SOV 7 What your client sees

4 Photos and tasks
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01
THE REPORTS
PAGE
REPORTS ADMIN

Every report you’ve made for the job, in one list.

01 Filter by All, One-time or Live.

02 Each report shows its type, status (active or revoked), who made it and when it was
sent.

03 The eye previews it, the link copies the live link, and ⋮ has the rest.

04 Press New report to make another.

SUBTRADE · PROJECT REPORTS 03



02
TYPE AND WHO
GETS IT
NEW REPORT ADMIN

Pick how it goes out, then who gets it.

01 One-time PDF (email) builds a PDF and emails it. Photos in the PDF open full size.

02 Live activity link is one link that stays up to date.

03 Add a Title and an optional Description.

04 Email to: type an address and press Enter. Add as many as you need.

05 Photo links expire after 30, 90 or 180 days.
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03
DATE RANGE
AND SOV
SOV SUMMARY ADMIN

Choose the window and the money they see.

01 Date range: only items from those dates go in. Leave it
blank for everything.

02 Turn on SOV Summary to put a progress block at the top.

03 Pick % complete, scheduled value, $ claimed to date, $
remaining and the line-by-line breakdown.

TIP
Without the line-by-line breakdown, your client only
sees project totals.
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04
PHOTOS
AND TASKS
PHOTOS · TASKS ADMIN

Send the whole album or just the shots that matter.

01 Photos: pick By album or Individual. You can mix both.

02 Tasks: pick By status or Individual. You can mix both.
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05
FORMS AND
DAILY REPORTS
FORMS · DAILY REPORTS ADMIN

The paperwork, filed and ready.

01 Form submissions: All forms filed in the date range, or
Specific forms only.

02 Daily reports: every daily report filed in the date range.

TIP
Drag the grip dots at the top right of any section to
change the order it shows in the report.
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06
LOCK THE
LIVE LINK
ACCESS ADMIN

Keep the report for the people you send it to.

01 Turn on Require a 4-digit PIN. Leave Auto-generate on.

02 Set the Link expiry.

03 Your client enters the PIN to open the report.

04 Press Next and you’re done.

TIP Or leave the PIN off and send it as an open link.
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07
WHAT YOUR
CLIENT SEES
CLIENT VIEW

One clean page, always current on a live link.

01 Progress summary and the SOV line by line.

02 Photos with the date and a GPS pin.

03 Form submissions and daily reports, each with View PDF.

04 Copy link to pass it on.
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PROJECT REPORTS

NEED A HAND?
WE'VE GOT YOU.
Want help building your first client report? Send us an email and
our team will get back to you.

support@subtradesoftware.com
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