g NEWFORMA

Use the Newforma Field Reports Mobile App

The Newforma Field Reports App provides construction and design teams an intuitive onsite solution for summarizing
their project’s current conditions and events. Using a simple and intuitive interface, construction professionals can

record key project conditions including headcount, equipment, weather and field observations with convenient report

distribution from anywhere, at any time.
Set up your profile

The first time you open the Newforma Field Reports mobile app, you will be asked to enter your profile information:

¢ Name and Company are required
e You can add a profile image by tapping the camera icon on the default user image.

e Tap Create to save your profile information.
Set your measurement preferences

By default, the Field Reports app uses imperial measurements for weather. If you prefer to default to metric, tap the

hamburger button in the upper left corner of the Project list page (home screen) and tap General Settings:

Newforma

ﬁ Home
@ Profile

O General Settings

Tap the arrow next to Imperial for the System of Measurement. Tap Metric to make the change.
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Use the Newforma Field Reports Mobile App

Add a project

You will need to add any projects for which you want to create field reports. Note that the Field Reports mobile app
project list does not pull project information from Project Center or ConstructEx. Projects must be added manually to

the app.
To add a project:

e Tap the plus sign in the upper right corner of the app:

Field Report

Search.. Q

PROJECTS

School reno
123456

e Enter the Project Name and any other values as needed.
e Tap Create.

Start creating today’s field report

Once you'’ve created a project, you're ready to start entering information for today’s field report.

Add Headcount

You can add headcount values for individuals or for a company.

e Tap Headcount.
e Tap Person or Company:

3:46 PM Fri Nov 1

< Nov 01 Headcount
Search... Q)
ONSITE HEADCOUNT
OTHERS
No records found !
Person
Company

e Enter the required information.

o Tap Onsite to enter the onsite hours for a person, or number of team members onsite for a company. Tap
Done.

e If you added a company and want to add onsite hours, tap Hours and enter the appropriate value.

e Tap Create.

e The entered values show as part of the Onsite Headcount for the day.
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Use the Newforma Field Reports Mobile App

Once added to a project, Headcount values are available for selection under Others when creating field reports for

additional days in the project:

3:50 PM FriNov 1

< Nov 01 Headcount
Search... Q ‘
ONSITE HEADCOUNT
ABC Electrical >
/] 3 7
Mary Smith >
oYt /
Fred Jones »
/

Add Equipment
The process for adding Equipment is similar to adding Headcount. Tap Equipment and follow the prompts.
Add Weather conditions

Add weather conditions by tapping the cloud icon at the bottom of the screen:

< )

e Use the temperature toggle switch to switch between imperial and metric weather values.

e Tap any value to manually change it.
Tap Create in the upper right corner to add the weather conditions to the report timeline:

=T 51% =

2:04 PM Tue Feb 11

{ Feb1 Weather

Time 02:04 pm
Clear Overcast Fog
"
Rain Snow
Temperature . °F 34.09 °F
Humidity 77 %
Wind Speed 8.72 mph
Overcast -
“a Powered by
o Dark Sky

Site Condition: Fair Good

Notes
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Use the Newforma Field Reports Mobile App

Add observations

e Tap the paper and pencil icon at the bottom of the page, then tap the type of observation you want to create.
e Add notes to the observation.

e To add photo(s) to the observation, tap the camera in the upper right corner:
3:56 PM FriNov 1 FTI52%m
< Nov01 Observation
i |II| ﬂ
Fleld Note Progress Safety
& ® (]
Delivery Visitor Inspection
e Take a new photo or select from the gallery on your device.
e Select the photo and markup as needed.
e Tap the arrow at the bottom right to add the photo to the observation.
e Repeat to add more photos to the observation.
e Tap Create to add the observation to the timeline:

3:69PM FriNov1

4 Fri, Nov 01 2019

. )
T I}

Headcount 3 Equipment 0

{ On Site 03:49 pm

Overcast and 38.73 °F

03:54 pm
55 % humidity, 9.17 mph, site good P

Field Note

03:56 pm

Add a photo directly to the timeline

e Tap the camera icon at the bottom of the screen.
e Follow the same steps as those for adding a photo to an observation.

Set the Offsite time for the report

e  When you're ready to close your field report, tap the Offsite icon in the timeline (the clock at the bottom of
the timeline screen) and enter the appropriate time. The current time appears by default.
e Tap Confirm.
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Generate the field report

Tap the PDF icon in the upper right of the timeline screen to generate the field report PDF file for the day:

Fri, Nov 01 2019

Headcount 3 Equipment 0

L On Site 03:49 pm

Overcast and 38.73 °F

03:54 pm
55 % humidity, 9.17 moh, site good

Field Note

? 03:56 pe
-F ' Lm
__II i

1 Additional Photos (s)

\ Off Site 03:49 pm

The app generates and displays the report:

Done 2020-06-02- M
Tue, Jun 02 2020 (08:35 am - 03:54 pm) AESC CT01 11
I T R R R
Fred Jones ABC Electrical 3.00
Joe Smith XYZ Plumbing Apprentice Fixed leaky faucet 6.00
Total 9.00

3 20

Smith Landscaping

Total 3

20.00

Backhoe Courtyard Digging trench 2 400
Total 2 4.00
aF
08:44 am

Ttems to be inventoried
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Use the Newforma Field Reports Mobile App

Share the report with others
When you’re ready, you can share the report with others using the options available on your device.

For information on uploading the report to ConstructEx, see Upload a Field Report to Newforma ConstructEx
below.

¢ While viewing the report, tap the Share icon in the upper right corner, then select the method you want to
use to share your report:

Done 2019-11-01-Alison Whitney - 1

Fri, Nov 01 2019 (03:49 pm - 03:49 pn

Alison Whitney @

Companies

ABC Electrical

= - |
mm i

Cloud
Overcast 873 55

I P ® = -
S e—

Copy Print Save to Files Mare

- =t .

e Complete the process needed to share the report via the selected method.
e Tap Done to close the PDF.

e Instantly with people nearby. If they
n Control Center on 105 o from

Mail Add 10 Notes

Copy 10 Books

Access other reports

You can access or create reports for other dates using the calendar control.

e Tap the calendar at the top of the timeline page.
e Any dates with dots have existing reports. Tap the date to view or modify the report:

October 2019
1 2 3 4 5
6 7 8 a 10 1 12
3 15 16 17 18 19
20 21 22 7.3 24 25 26
27 28 EC‘ 30 3

e Tap dates without dots to create reports for those dates.
¢ Note that you can create a field report for a future date if desired.
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Use the Newforma Field Reports Mobile App

Clear report data

If you want to clear all data for the current report and start over, you can do so from the Report Details screen.

Note: to clear a single item from the report, swipe left and tap the trash can icon.

Headcount 3

L1 onsite

Overcast and 32.68 °F

96 % humidity, 6.07 mph, site

Field Note

Floor finish seratched

\

Inspection
Hems to be inventoried

L) OffSite

<,

good

PT L
|
1

-

Equipment 3

\

08:35 am

08:42 am

08:43 am

08:44 am

09:35 am

e Tap Clear Report Data and tap Delete Report Data in the confirmation popup.

Note that the Upload to Project link on the Report Details page only applies to uploading the report to Newforma

ConstructEx. See the section below for additional details.

To share the report to any other location, follow the instructions in the Generate the Field Report section above.

©Newforma 2020

Page 7



Use the Newforma Field Reports Mobile App

Often, much of the report data remains the same from day to day. You can use data from a previous date to populate
the report for the current date, saving time in the field.

e Use the calendar to navigate to the report you want to copy.
e At the bottom right of the screen, tap the Report Details icon:

LT,
NS
\j " )

Headcount 3 Equipment 3

L On Site 08:35 am

Overcast and 32.68 °F

42 am
96% humidity, 6.07 mph, site good 08:42 a

Field Note

Floor finish scratched

08:43 am
4
‘ e

Inspection

Items to be inventoried

08:44 am

Ll offsite 09:35 am

\

e Tap Create Similar Report and tap Create Similar Report in the confirmation popup.
e The current day’s report is filled with data from the selected report.

e Weather data is not copied when using Create Similar Report.

e If Headcount or Equipment data already exists in the current day’s report for a specific person, company, or
piece of equipment, and data for that item also exists in the report being copied, no new data will be copied to
the current day’s report. For example:

o Today is April 27th. | create a report for today that includes Bob Smith in the Headcount. He is set to
onsite for 4 hours.

o | have an existing report for April 20th. It includes an entry for Bob Smith in the Headcount where he
was onsite for 3 hours. The report for April 20th also includes a Headcount entry for Sally Jones onsite
for 5 hours.

o | choose Create Similar Report to copy the data from the April 20th report to today's report.

o Because today's report already includes a value for Bob Smith, create similar ignores his data from the
April 20th report and does not copy it to my report for the 27th.

o Because today's report does not already include a value for Sally Jones, her data is copied from the April
20th report to today's report.

o The Headcount section for the April 27th report includes:

= Bob Smith onsite for 4 hours
= Sally Jones onsite for 5 hours
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Upload a Field Report to Newforma ConstructEx

If you are a Newforma ConstructEx user, you can upload field report information directly to the ConstructEx Field

Reports module from the Field Reports mobile app. The following section provides details on the upload process.

Log into ConstructEx

e Tap the hamburger button in the up

per left corner of the Project list page (home screen) and tap Sign in:

Alison Whitney

Newforma

>

Home

Profile

e

General Settings

Y

SignIn

Enter your ConstructEx username and password and tap Sign In to connect:

' l NEWFORMA

I'ConstructEx

Sign In with your ConstructEx account

Password

q w e r t y u i o p il
allsfid f gl h j k | i
K X c v b n m : i &
128 @ 0 2123
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Upload the field report to ConstructEx

e Go to the timeline view of the report you want to upload to ConstructEx.
e At the bottom right of the screen, tap the Report Details icon:

Feb 11

Tue, Jan 28 2020

(5) Ao
g;
Headcount 3 Equipment 3
L1 onsite 08:35am

Overcast and 32.68 °F

96 % humidity, 6.07 mph, site good o34z am

Field Note

Floor finish scratched

‘ ! o

Inspection

Items to be inventoried

08:44 am

L) offsite 09:35am

3

e The app generates a report title based on the report date. You can enter a new title and description if desired.
e  When you are ready, tap Upload to Project:

2:44PM TueFeb M

4 Report Details

Report Title *

Daily site visit]

Description

Upload to Project

Clear Report Data

e If you have not logged into ConstructEx, you will be prompted to do so.
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M Tue Feb 11

Projects Upload

Search... Q
AESC -CTO1-1
00387 Building Expansion

1750 Elm Street Expansion

e Tap the circle next to the project where you want to upload the field report and tap Upload in the upper right
corner:

263 PM  Tue Feb 11 F 48%

( Projects Upload

Search... Q
@ AESC-CTO1-M
00387 Building Expansion

1750 Elm Street Expansion

e Your field report is uploaded to the ConstructEx Field Reports module as a draft:
AESC - CT01-11

Field Reports
Results 1-150f 15 Results Per Page: | 20
Draft Field Reports (sorted by number)
Number « Title Issued Date Date Observed
FR-0101 Another field report NIA 2020-01-22

FR-0100 Daily site visit NIA 2020-01-28

Field Reports

Futsa Repan

Headcount

Personnel Tite Onsite? #onsae sours Location Notes

Equipment
Equomant Owned by Location Count Onsite? Hours Notes

B

Additional Notes

o Title, Description, Headcount, Equipment, and Weather values are all added to the field report form in
ConstructEx. The PDF from the app is uploaded as an attachment and includes all observations and photos.

o The Date Created from the Field Reports mobile app is set as the Date Observed for the report in
ConstructEx.

e If you upload the same report again, the original report will be updated with the new information. The original
report PDF will still be attached, and a PDF of the updated report will be uploaded. If the report was issued, it
will be set back to a draft state.

e If you make any changes to field report data in ConstructEx and then upload the same report from the app
again, be aware that the changes will be overwritten with the data from the app.
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