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Click on the “Reports” tab

Click on the arrow
next to “Envelope” on
the treeview on the
left-hand side of the
page

Click on “Envelope
Report”
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Click on the “Run Report” button

In the report screen, you can apply the following
filters:

Date Range
Envelope date type
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Click “Edit Filters” to
filter by

Envelope Status
Job#
Subcontractor

Click “Done”

Click “Edit Columns” to check or uncheck filtered
items 

Click “Done”

*NOTE
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Use the clock icon on
the right side of the
screen to schedule the
report to be emailed
automatically

Click “Done” when
settings have been
applied


