
Running a Master Response List in PC: 

 

1.​ From the main page of your field trip click the Reports tab. 

 

 

2.​ Click on New Report 

 

3.​ The Master Response is the report template that shows up as default.  



 

 

4.​ Click Submit 

5.​ Once the Report is showing click on the drop down for Actions 

 

6.​ Click on Generate. 



 

 

7.​ You have the option to get an email when the report is ready you can 

turn that on, then click generate Report. 

 

 

8.​ You will then need to go to the Reports tab at the top of the Permission 

click page. 



 

 

9.​ You will then need to click on the report Request tab. 

 

 

 

10.​ Click on your report (Should say complete once done) 



 

 

11.​ Then Click Download. 

 

 


