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1 Select Export.
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2 In the export window, select between PDF and CSV.

PDF will export all property records to PDF for the selected range. The export will
be sent via a download link.

CSV will present the option of Building Data or Building List. Building Data will be
the most recent data collected for selected properties as part of preplans or
inspections, with the option to include images. This export will come via an
emailed download link. Building List will be a list of all occupancies, and will be
downloaded directly.

3 To export to PDF, complete the following:

Select PDF

Select your range (All or a custom range)

Enter an email to receive a download link

Select Export
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4 To export Building Data to CSV, complete the following:

Select CSV

Select Building Data

Choose to include images or not

Select a date range

Enter an email to receive the download link

Select Export
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5 To export the Building List to CSV, complete the following:

Select CSV

Select Building List

Select a date range

Select Export
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