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The purpose of this document is to provide users with an understanding of what the report is 

used for and to show what it looks like. 

 

The tree below lists all of the available reports within ePlan which is also dependant on the 

permission level of the user (figure 1). Not all users have access to projects which are not 

assigned. 

 

 
 

All reports listed in the “Z In Development” folder as still in the testing phase; therefore, it’s not 

recommended that these reports be used until they are moved out of the “Z In Development” 

folder. 

 

 

 

 

 

 

 

 

Figure 1 
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Estimate of Probable Cost 
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Budget Summary (Architecture) 

 

 
 

Using the above search criteria displays the projects budget by department without any breakout 

as is found in the Item Summary and totals the project at the bottom. 

 

 
 

If Inflation percentage or Contingency percentage was selected, the amounts would be displayed 

in conjunction with Approved Equipment Budget, Variance and Contributed Funds from the 

MBO. This is EXCLUDING Architecture and Furnish/Install items for this report.
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Item Changes Report 

 

 
 

Click on “Run Report” when a search criterion is completed.  

 

This displays a list of changes or additions using the date range that is selected.  

 

 
 

 

 

 



  ePlan Module 

  Reports        

 6 of 13 1/24/2016 

ITEM DETAIL 
 

 
 

Item Detail will provide Description, Manufacturer, Model and each items architectural 

requirement including locations in this format shown at 50% (below). 

 

  

 

 

ITEM SUMMARY: 

 

 
 

Because of how ePlan provides data the item summary is the most frequently used report. 
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Under Item Summary you can look for department or room items. If you do not select from the 

pull-down choices (previous screen), it will display in a group order the entire project(s) selected 

for review. You have access to the hotkey buttons in this report also. 

 

 
 

You can also use this (typically equipment planners) for finding budget numbers rather then the 

Budget Summary.  (Budget Summary may produce a figure which is different then the total 

under Item Summary.) The item summary displays the actual items to verify what makes up total 

costs.  For example: This week all of a sudden the equipment budget for project 32 is $1M 

higher then it should be. Looking through the item summary you can quickly see the variance 

and why. The budget summary will just provide figures without explanation.  

  

 

Item Summary: cont’d 

The item summary is very useful for all kinds of data mining but not for all user reviews. A 

listing by room will generate an excel sheet with tabs for each room. This is not the standard 

method for this type of request. All rooms should be on the same page broken out by room. To 

get around this, the wide item summary was developed (see below). However this report does 

not break out by room but rather alpha numerical order. The WIDE summary has no hotkey 

button feature.   

 

 
 

NOTE:  It can be exported to excel, filtered and then cut and pasted, but in review mode it 

should be in a useable format by default. 

 

Item Summary – WIDE: 
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The wide item summary was developed as a feature to see the entire spreadsheets information 

where the item summary was only displaying a few sortable columns (see item summary above). 

However this report does not break out by room but rather in alpha numerical order. The WIDE 

summary has no hotkey button feature (below is at a 25% view). 

 

 
 

As the name implies this is a WIDE report with many columns of information.  

Column Headers from left to right: 

AltID: QTY: Description: Manufacturer: Model: N/E (new/existing)  

F/I (furnished/installed): AC (Architectural code): Unit Cost: Ext. Cost  

Project Name: Department Name: Room Name: Room Number  

 

 

No Cut Sheet List: 
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No Cut Sheet List - Displays items without cut sheet information within the selected parameters. 
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Project Item Notes: 

Select appropriate project, department, and room reviewed and click on “Run Report” to see 

status of changes made in notes. 

 

 
 

Running this report generates the compiled list of changes made in “Notes” for the selected 

department or other filer selection. 

 

This is also exportable to several formats. 

 

 
 

Format for Notes and report can be closed using the upper right hand X. 

 

 

Room List: 
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Select project, department and the room you prefer to review. Click on “Run Report” to see room 

list. 

 

 
 

Within the Room List report (below) allows a further sort within the selected report by using the 

arrow hotkeys. 

 

 
 

 

 

TABLE OF CONTENTS: 

This is supposed to be used to fit with the cut sheets. It doesn't always follow the order the cut 

sheets are arranged and therefore requires manipulation and review before issuing.  One way to 

use this report is to identify for the GC (general contractor) those items which they have 

responsibility. 
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Display for Table of Contents:  

Hotkey buttons make it simple and easy to find information. Used in conjunction with the other 

pull down menus it is simple to drill down to items of interest. 
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