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This guide covers two things:
1. Creating a SmartNote (app and web)

2. Updating activity progress (app and web)

Powered by SymTerra



1. Creating a SmartNote — SymTerra App

To send SmartNotes from a mobile phone you need the SymTerra App. Download it from the App Store or Google Play.

1. Go to Activities Tap Activities at the bottom of the screen. You will see the stages for your site, each with its

percentage complete.
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2 cell, concrete DSR which is used as one, the inlet and
outlet chambers are being redesigned to be vaive
chambers rather than the current wet chambers.
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Add SmartNote Checkin

Tap the stage, then Add SmartNote

2. Add SmartNote Tap the stage you want, then tap Add SmartNote at the bottom of the screen.

3. Write your update and add media

Type your update under What is your update about?, then use the icons:

e Camera — take a photo or video there and then

e Gallery — choose from your phone's photo library

Up to 15 images and one live video (max 15 seconds) per SmartNote.

Tap Next.
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4. Add more detail (optional) The activity is already linked. You can drop a location pin on the map if useful. Tap
Assign when done.

5. Set the RAG status Swipe to choose Green, Amber or Red.

Status ‘ Use it for

Green Standard update — work progressing as expected

Amber Minor issues worth flagging

Red Serious issues needing attention

What's the RAG status?

Swipe to set the RAG status

Tap Next.

6. Send Check the note, then tap Send.

Review and send

Saving a draft: Tap the X (top right) at any point. Choose Save draft — find it again under Menu > Drafts.

Working offline? If you have no signal, the Send button shows as draft. Save draft, then send it from Menu >
Drafts once you are back in signal.




2. Creating a SmartNote — SymTerra Web

The same SmartNote, created from a browser at client.symterra.co.uk.

1. Select the project Use the navigation bar at the top — client on the left, site on the right.

2. Find the activity Click Activities in the left-hand menu. Click into the stage you want.

The activities list on web

3. Start the SmartNote Click Add SmartNote at the bottom right.

Whatis your update sbout?
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Amber
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A new SmartNote on web The RAG dropdown

4. Write your update and add media Type under What is your update about?, then click the image icon. Up to 15
images and 1 video per SmartNote.

5. Add more detail (optional) Click Link it... to add a location pin, attach a file (PDF/XLSX/DOCX), or link to an asset,
report or drawing.

6. Check the activity is assigned The activity you started from should already be attached — shown by a badge on the
tools icon. Every SmartNote needs an activity, or it will not appear on the dashboard.

7. Set the RAG status and post Click the coloured button at the top right of the SmartNote window.

Status ‘ Use it for

Green Standard update — work progressing as expected

Amber Minor issues worth flagging

Red Serious issues needing attention

Then click Post.

Saving a draft: Click the X at the top right of the SmartNote window and choose Save draft. Find it again via the
drafts icon (clipboard with a clock) in the top right.




3. Updating Activity Progress

The percentage complete, forecast end date and status on each activity drive the progress bar and % column on the

Stonbury dashboard. Update them whenever something changes.

Every progress update creates a SmartNote automatically, recording what changed and who changed it.

On SymTerra Web

1. Go to Activities Click into the activity you want to update.

2. Click the % progress bar
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Click the progress bar to start the update

3. Percentage complete Drag the slider to the current percentage. Click Next.

Activity Percentage Complete Update

Percentage Complete %
Current % of this activity complete to date

O

The percentage slider

Continue
later

4. Forecast completion date Amend the date if your estimate has changed. Click Next.

5. Status Choose from the dropdown.

Status ‘ Meaning

Live

Work is underway

Paused

Temporarily stopped

Completed

Finished




Status ‘ Meaning

Cancelled Not going ahead

Archived Closed and filed away

6. Click Finish Report The update is saved and a SmartNote is created automatically.

On the SymTerra App
1. Tap Activities Then tap the activity you want to update.
2. Tap the % completed bar
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Tap the progress bar Drag the slider

3. Drag the percentage slider Tap Next.
4. Amend the forecast date if needed Tap Next.

5. Choose a status and tap Finish Report Same status options as the web version above.

Need to stop partway through? Both versions have a Continue later option in the top right.

Questions?

In the app — open the menu (three lines, top left) and tap Contact us.
On the web — select the ? icon to open the help desk.

Forgotten your password — reset it at client.symterra.co.uk/recoverPassword.



