
How to create a Punch List Item and follow simple workflow
Quick Guide: Punch List Items
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Click the Punch List module and New Item

  2   3 Use the Selection Tool and click 
on the room where your Punch 

Item is located 

Go back to the selection tool 
and click on the Punch Item 

Markers to add details

Use the Pencil tool to place Punch Item 
Markers in the approximate locations of 

your punch items in the room

Select the desired level and zone for the 
Punch Item and click Load. Click and hold to 

move the map, scroll to zoom in and out.
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For in-depth guides, video guides, and support, visit help.inertia.systems
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Assign a Punch Item type(s) as desired, then 
click Item Detail.

Continue to Next
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Add the appropriate 
Title, comments, and 

assignee. Add additional 
information and attach 
files as desired. Click 

Save. The Punch 
Item is Saved and the 
appropriate users are 

notified. Repeat steps 5-7 
for every marker placed 

in step 4

Locate Punch Items in the GC Completion 
List or Design Punch List to workflow

For in-depth guides, video guides, and support, visit help.inertia.systems
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Leave comments and click “Save”

View document details and attachments

For in-depth guides, video guides, and support, visit help.inertia.systems
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Workflow options are located 
on the top right of the open 

document. Options vary by project 
and role, but generally include 
an option for assigning work, 
submitting work for review, or 

closing the Punch Item. Users are 
notified any time a Punch Item is 

sent to their Stage.

When an Owner or Designer is ready to close 
a punch item, they select Close

You’re Done!
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