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1. Welcome to SymTerra

SymTerra makes it easy for teams to communicate.

Site work generates a constant stream of information — what’s been done, what’s been
found, what'’s holding things up, what needs a decision.

SymTerra gives your teams one place to capture that information at the point it happens,
and everyone else one place to see it.

Built for simplicity — a SmartNote takes seconds. Photos, a few lines of text and it’s
logged against the right activity on the right site. No training required for the person holding
the phone.

Built for sharing — the moment a note is submitted it’s visible to the office, to management,
and to anyone else who needs it. No chasing, no forwarding, no “can you send me that
photo again”.

Built for multiple stakeholders — site teams, project managers, clients and subcontractors
all work from the same record, each seeing what'’s relevant to them.

What this means for Stonbury

Every site, every activity, and every field submission in one system — with a live dashboard
showing progress, status and issues across all your projects.
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2. How It All Fits Together

Before we look at the dashboard, it's worth knowing how SymTerra is structured — and
where each thing on your dashboard actually comes from.

SymTerra has four layers.
Programme = your client. Severn Trent Water, South Staffordshire Water.
Project = the site. Bramcote DSR East & West Cells, Wellesbourne BPS.

Activity = the stage of work. Inspection & Clean, Define & Scope, Quotation, Contract to
Proceed, Site Delivery, Testing & Sign Off, Complete. Stonbury uses the same seven stages
on every project, which is why the activity template comes pre-filled with them.

SmartNote = an update from site. Photos, text and a RAG status, logged against a stage.

Severn Trent Water ~ ,.’f WELLESBEOURNE BPS ~

SmartMotes
as
Your client and site are always shown at the top of the screen. You can switch between them from there.

Where the dashboard gets its data

Everything on your dashboard comes from one of these four layers:

On the dashboard ' Comes from

Map pin The pin dropped when the project was created (section
4)
Project selector The projects you have created (section 4)
Stage filter buttons The activity names in the template (section 5)
Activity rows, Start, End The template you imported (section 5)
Site Manager The person assigned to that activity (section 5)
% Complete, Forecast End, Progress updates on web or app (section 8)
Status
SmartNotes, RAG bar, photos SmartNotes created on web or app (sections 6 and 7)
Who can see the dashboard Portal Visibility Group (section 4.9)
The one thing to remember
Nothing on the dashboard is entered into the dashboard. It is a reflection of work done
in SymTerra — which is why the dashboard is only ever as current as the updates behind it.
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3. Your Dashboard

A single view of your sites, activities and SmartNotes across your projects — no compiling,
no chasing.

How often it updates

Your dashboard refreshes twice a day. Anything logged in SymTerra — a new SmartNote,
a progress update, a newly assigned Site Manager — appears at the next refresh rather
than instantly.

If you have just posted something and cannot see it yet, that is why.

e S IR
stage starl - End

2n Managec Forsoact End % Compisia amtus SymTorra
Inapection & Claan Company Admin 19 May 2028 12 Jun 2028 12 Jun 2008 100 compiatad 8

[ 5

The dashboard, full view.

Choosing a project

Top right is the project selector. Choose the project you want to look at and the whole page
updates to that project’s data.

The map

Shows the site location for the selected project, with a short description of the works
underneath. The pin is the one dropped when the project was created.
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Filtering by stage

The coloured buttons run left to right through the job stages:

Inspection & Clean Define & Scope Contract to Proceed Site Delivery Testing & Sign Off Complete

The stage filter buttons.

Click one to show only the activities and SmartNotes at that stage. These buttons are linked
directly to the activities in SymTerra — selecting a stage here shows the SmartNotes logged
against it, exactly as selecting the activity in SymTerra does.

The activity table

One row per activity, showing the stage, site manager, planned start and end, forecast end,
percentage complete and status.

Stage Site Manager Start - End Forecast End % Complete Status SymTerra

Inspection & Clean ‘Company Admin 19 May 2026 12 Jun 2026 12 Jun 2026 100 completed

The activity table columns.

The SmartNotes list

Beneath the table, every SmartNote logged against the activities shown, with the date
submitted, who submitted it, the summary text, and its RAG status shown as a coloured bar.
Photos attached to the note appear on the right.

RAG status is set by whoever creates the note — covered in section 6.
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Opening an activity in SymTerra — the globe icon

The SymTerra column at the right of the activity table has a globe icon on each row.
This takes you to that activity in the SymTerra platform.

Step 1

Click the globe on the activity you want — in this example, Inspection & Clean.

Step 2

You will see a Google redirect notice. This is normal. Google shows this whenever a link
leaves the dashboard, and it cannot be turned off. Click the client.symterra.co.uk link on the
page to continue.

Redirect Notice

The page you were on is trying to send you to

If you do not want to visit that page, you can

The redirect notice — click the client.symterra.co.uk link.

Step 3

The activity opens in SymTerra. You will see the activity details at the top — description,
planned dates, forecast end, percentage complete, and the Red / Amber / Green count —
with every SmartNote logged against that activity listed below.

Inspection & Clean o) o]

\iay 2026 08:00 - 12 Jun 2026 17:00
Jun 2026 17:00

n [ o]
Add links

Company Admin
Example

Ashiley Fitz Miler
Updated by Lawrie Burton on Friday 05 June, 2026 -13:38 PM

r ~ ——
# L g >
| | e
. 3 3 &

The Inspection & Clean activity in SymTerra, with its SmartNotes below.
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Opening a SmartNote — the link icon

Each SmartNote in the list has a link icon . This opens that individual note as a PDF.

Step 1

Click the link icon next to the note you want.

Step 2

You will see a redirect notice again. Click the firebasestorage.googleapis.com link to
continue.

Redirect Notice

The page you were on is trying to send you to

If you do not want to visit that page, you can

The redirect notice — click the firebasestorage link.

Step 3

The SmartNote opens, showing the date submitted, RAG status, who created it, the full
summary, the activity it is linked to, and all attached photos.

Click any photo to enlarge it.

Severn Trent Water - BRAMCOTE DSR EAST & WEST CELLS
Progress

DATE SUBMITTED STATUS CREATED BY
10/08/2026 12:09:23 Green Ashley Fitz Miller
Summary

Updated by Sally Carrington-Porter on Wednesday 24 June, 2026 - 15:23 PM

Daniel Jackson and team have been at Bramcote, they have used a jetter to do numerous turbo head test patches to
walls and columns for further investigation within the tanks.

Links

Activities Contract to Proceed

Photos (Click on the image to enlarge the photo)

A SmartNote PDF.
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Cannot see the dashboard at all?

Being on a project is not enough on its own. Dashboard access is controlled separately
through the Portal Visibility Group — see section 4.9.
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4. Creating a New Job

Creating the project, setting its location, and giving your team access.

Before you start
You must be a Company Admin to create a project.
Look for the Admin button at the bottom of the left-hand menu. If you cannot see it, you do

not have the permissions to create a project — speak to whoever manages your SymTerra
account.

Q

Adrmin
The Admin button.

Step 1 — Find the right client

Click Admin, then go to Programmes & Projects.

You will see your clients listed. Click the one the new job belongs to — for example, Severn
Trent Water.

Programmes & Projects A

Create a new programme

Severn Trent Water wee >
3 projects

South Staffordshire Water
1 project

Stonbury Limited wee >
1 project

Programmes & Projects — your clients.

You may need to Create a new programme, because we are early stages and the spaces
will need to be setup. Simply press Create a new programme then add the client name and
the rest of the flow from here on is the same. Do not duplicate clients. If they have already
been created just select that client.

Step 2 — Start a new project

You will now see all existing projects for that client. Click Create new projects at the top of
the list.
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Severn Trent Water <Back Sy U Subcontractors  Form  Workflows  Assets

BRAMCOTE DSR EAST & WEST CELLS

e Create new projects Project admins

Kamvan Lisgat
Kamranlisqatestonbury.co.k

BRAMCOTE DSR EAST & WEST CELLS i Ashley Fitz Miller

ashleyfitz millrsystonbury.co.uk

DERBY COUNTY wo ) Company Admin

stonbury-admingiabs.symie

WELLESBOURNE BPS w0y
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Manage projects for the selected client.

Step 3 — Name the project

Type the project name and click Next.

Create new project

What should we call it? ()

Project name

Create new project.

Step 4 — Add the location
Search for the address, then drop a pin on the map at the job location.

This pin is what appears on your dashboard map — so place it accurately. Click Next.
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< Addlocation

Where is it based? (optional)
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Add location — search, then drop the pin.

Step 5 — Forms
Skip this screen. Click Next.

Assign forms from the library (optional)

Add forms — no action needed.

Step 6 — Add users

Choose who should have access to this project. You can do this now or come back to it

later.
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Add the rest of your team (optional)
Search existing users
Selected(3)

Ashiey Fitz Miller ashleyfitz-miller@stonbury.couk

Company Admin stonbury-admin@labs.sym.ie

Kamran Liagat kamranliagat@stonbury.couk

Michael Campling michael@stonburycouk

Stephen Sandhu stephen@stonbury.co.uk

Tom Burke tomburke@stonbury.co.uk

ny admins are added to all projects by defau

Add users.

The users already ticked are your Company Admins. They have automatic access to
every project and are added to any new project without you doing anything — you cannot
untick them.

Selected (3)
Ashley Fitz Miller ashleyfitz miller@stonbury.couk
Company Admin stonbury-admin@labs sym.ie
Kamran Liagat kamranliagat@stonbury.co.uk
Michael Campling michael@stonburyco.uk a

Company Admins are pre-selected and cannot be removed.

Tick anyone else from your existing team who needs access, then click Next.

Step 7 — Invite new users

If someone needs access but is not yet on SymTerra, enter their email address here. Press
Enter or use a comma to add more than one.

Set their Permissions using the dropdown — individual permissions can be edited later.
Click Next.
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Invite new users (optional)

Permissions

[ © Siteteam

You can edit indhvidual user permissions later.

Invite new users and set a permission level.

Step 8 — Review and create

Check the summary. Use the pencil icon beside any section to go back and change it. When
you are happy, click Create.

Project name

Example

Location

No location selected

Forms

No forms selected

Existing users

Ashley Fitz Miller - ashleyfitz miller@stonbury.co.uk
Company Admin - stonbury-admin@labs.sym.ie
Kamran Liagat - kamranliagat@stonbury.co.uk

New users.

The summary screen.

Your project is now live and ready for activities to be added.

On your dashboard

The pin you dropped becomes the site’s map marker, and the project becomes selectable in
the project selector at the top of the dashboard.

If someone cannot see the dashboard at all, check they are in the Portal Visibility Group
(section 4.9) — being on the project is not enough on its own.
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4.9 Company Admin — what you can do

Company Admins have full control of your SymTerra account. If you have the Admin button,
you can:

e Create programmes and projects

e Add activities

e Manage users across the account

e Bulk assign users to projects

e Promote other users to Company Admin
e Remove users from SymTerra

e Give users visibility of the dashboard

Company Admins are automatically added to every project, existing and new.

Assigning users to projects in bulk

Rather than adding people project by project, go to Admin — Users and click Bulk assign
users.

Michael Campling

Stephen Sandhu

Tom Burke

LR £

i - = = R

The Users list, with Bulk assign users top right.

Tick the users on the left, tick the projects on the right, then Save. You can assign several
people to several sites in one go.
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Select users Assign them to projects

selectan [] Selectal []
Ashley Fitz Miller ashleyfitz millersstonbury.co.uk (] Sovern Tront Water o o~
BRAMCOTE DSR EAST & WEST CELLS (m]

Company Admin stonbury-adminilabs sym e (m]
DERBY COUNTY o

Kamran Liagat kanvaniaqatstonburycouk (]
WELLESBOURNE 695 (m]

Michael Campling michaalstonbury.couk (m]
B South Statfordshire Water 0 a

‘Stephen Sandhu stephengstonbury.couk m]
GLASCOTENG (m]

Tom Burke tomburke stonbury.co.uk (m)
Stonbury Limited O A
Do (]

ie

Select users, then assign them to projects.

Giving someone access to the dashboard

Being on a project does not automatically let someone see the dashboard — that is
controlled separately.

1. Go to Admin — Groups.
2. Select Portal Visibility Group.
3. Click Add users in the top right and add the people who need dashboard access.

Manage groups [ & . P

Grous - Users wh receiva sveryBrojoct update -
- Timesheat Anpravers [T

smarei Weekdy Emad Digost - >

8 Portal Visibiity

ey =2 =

%

Hio users added o the grous. Why not add one?

k)

Manage groups — the Portal Visibility Group controls dashboard access.

Anyone on this list can view the dashboard on web. Anyone not on it cannot — so if a
colleague says they cannot see the dashboard, this is the first place to check.
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4.10 Inviting new users into SymTerra

Both Company Admins and Managers can invite new users. Managers can only invite
people to projects they themselves have access to.

When inviting someone for the first time, you must invite them into one specific
project.

4. Select the programme and project using the dropdowns at the top of the screen — client

on the left, site on the right.

5. Go to Project tools in the left-hand menu, then click Users at the top of the page. You

will see everyone currently on that project.
6. Click Invite new users.
7. Enter the email address — or several, separated by commas.
8. Set the permission level, then click Add users.

Add the rest of your team

Inviting new users to a project.
Checking whether an invitation has been accepted
On the Users list, the typeface tells you where someone is:

e Name in italics — the invitation has not been accepted yet

¢ Name in normal type — they have accepted and are an authenticated user

Handy for chasing anyone who has not got started.

Which permission level to choose

Site team — for anyone creating SmartNotes on site. This is the right choice for most
people.

Manager — can create updates and add users to projects they have access to.

You cannot invite someone straight in as a Company Admin

Invite them as Site team or Manager first, wait for them to accept, then promote them via
Admin — Users.
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4.11 What happens when an invitation is sent

Accepting the invitation

The new user receives an email from notifications@symterra.com containing a link to
accept the invitation.

If it does not arrive, check the junk or spam folder — first-time emails from a new sender
often land there. It is worth adding notifications@symterra.com to your safe senders list so
future notifications come through cleanly.

Clicking the link takes them to a page where they enter their first name, surname, and
create a password.

Password requirements — at least 8 characters, including:

e An uppercase letter
e A lowercase letter
e A number

e A special character

Logging in
Login details are the same for both SymTerra Web and the SymTerra App:

e Username — their email address

e Password — the one they created when accepting the invitation

Forgotten passwords

SymTerra does not keep a copy of anyone’s password. If a user forgets theirs, they
must reset it themselves at:

https://client.symterra.co.uk/recoverPassword

Getting the app

Once they have accepted, they will receive a second email from SymTerra with a link to
download the SymTerra App from the App Store (iOS) or Play Store (Android).

Which one to use
To send SmartNotes from a mobile phone, you must use the SymTerra App.

To use SymTerra Web, go through your browser — always via www.symterra.co.uk.

Do not install SymTerra as a desktop app

If you are using Chrome or Edge, the browser may offer to install SymTerra as an app on
your desktop. This is not supported by the SymTerra team. Always access SymTerra
Web through the website.
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5. Adding Activities

Once the project is created, the next step is to add its activities using the activity template.

Use the template provided with this guide

The upload screen in SymTerra offers a Download our template link — ignore it. The
version supplied with this guide is set up with your standard job stages already in place, and
the steps below assume you are using it.

Template Doc

Step 1 — Fill in the template

Open the template. Rows 1—4 are a guide only — do not type in them. Your data starts at
row 5, which is already set up with the standard job stages.

Leave columns A, B and F exactly as they are

These are operation, activity name and status. SymTerra relies on them to build the
activities correctly.

Column B in particular becomes the stage filter buttons on your dashboard — changing
it changes what the dashboard can filter and display.

Rows 5-11 — the job stages (Inspection & Clean, Define & Scope, Quotation, Contract to
Proceed, Site Delivery, Testing & Sign Off, Complete). For each one, fill in:

e Column D — planned_start_date

e Column E — planned_end_date

Row 12 — Job Description. Here you need:

1 Column C — the description of the job

9 Columns D and E — the overall start and end dates for the job. These do not need
to be exact.

Row 13 — Sector. Here you need:

e Column C — the sector this job sits in

e Columns D and E — any date. As with the Job Description row, these do not need
to be exact.
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Job Description and Sector are not job stages

Rows 12 and 13 do not describe work being carried out — they carry the job description
and the sector so that information travels with the project into SymTerra and your reporting.

They still need dates in columns D and E, because every row imported needs them, but
nothing depends on the dates being accurate.

Sector is what will let you group and filter your reporting by sector, so keep the
wording consistent from job to job — inconsistent entries cannot be grouped together.

Dates are UK format — DD/MM/YYYY. So 11/10/2024 is 11 October 2024, not 10
November.

A 8 c D E 3 G K
q REQUIRED FIELDS OPTIONAL FIELDS
b wmr el Rows 1 -4 are to be used as a guide only.
(update, create) {Time s 2ssumed to be 00:00) cancelled, archived, Add your data below these.
2 paused)
3 operation activity_name activity_description planned_stert_date | _planned_end_date status. external_activity_id
4 create Site i |=ar debris, grading, and setting up temporary facilities|  11/10/2024 | 13/11/2024 live F2P_CIV_6_CO_2300
5 |create Inspection & Clean - live
6 |create Define & Scope - live
7 |create Quotation - live
8 |create Contract to Proceed - live
9 |create Site Delivery - live
10 |create Testing & Sign OFF - live
11 |create Complete - live
12 |create Job Description (write the Job Description in here) Add any date Add any date live
13 Icreate Sector (write the Sector in here) Add any date Add any date live
12 1-

15
16
17
18
19

The activity template. Rows 1—4 are guidance only; your stages are rows 5—11, with Job Description and Sector
onrows 12 and 13..

Save the file when you are done.

Step 2 — Go to the project

In SymTerra, select the correct programme and project using the dropdowns at the top of
the screen.

Step 3 — Open the import

Click Activities in the left-hand menu, then Bulk add activities.

Edit defoultbriefing sheet  Add new activty B

No activities, yet

]
%
e

The Activities screen — Bulk add activities is top right.
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Step 4 — Upload the template

Drag the saved template into the upload box, or click to browse, then click Continue.

Imports > New activities import

© vions

Upload your file

Drag & drop, or browse.

£ Download our template

Upload your file.

SymTerra will take you through the remaining steps on screen. Follow the prompts and your
activities will be created on the project.
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5.5 Assigning a Site Manager to a stage

The Site Manager column on your dashboard shows who is responsible for each stage. This
is not set by the template — you assign it on the activity itself.

Step 1

Open the activity on web and click the three dots at the top right.

Activities  Logbook  GanttChart  Define &Scope X

e
H
Dashboards [ B
Search SmartNotes... l Y Filters | = ‘
fo—
Define & Scope -
FormBuikder
Description Planned Dates: 12 Jun 2026 01:00 - 19 Jun 2026 01:00
& 2 cell, concrete DSR which is used as one, the inlet and outlet chambers are being redesigned to be valve chambers rather than the current Forcasted End
SmariNotes wet chambers.

¥ Ocheckedin

Gallery

x
Activitios
@ Linked to:
Assats
Add links
Workfiaws
. Ashley Fitz Miller Mondsy, 10 ug 2026 H:54
e
B Updated by Lawrie Burton en Friday 12 June, 2026 - 12:17 PM
rerwings
Eastcell...
&
Project took:

o Ashley Fitz Miller Mondary, 10 Aug 2026 11:53 Add SmartNote

Undated bv Lawrie Burton on Fridav 12 Juna. 2026 - 12:19 PM

The activity screen — the three dots are top right.

Step 2
Click Edit.
L Y Filters J L Vo J
! Edit
Planned Dates: 12Jun20z . N
wrrent  Forcasted End: [M Deleteactivity
Edit the activity.
Step 3

Scroll to Assign resource person(s) and add the user.
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1w (Upuonar)

Enter your custom activity id (if needed) X

Assign resource person(s):

=

Activity status: Live v

Assign resource person(s).

They must already be an authenticated user on SymTerra — someone who has accepted
their invitation. If they have not, invite them first (section 4.10).

Step 4

Save.

On your dashboard

The activity names in column B become the stage filter buttons across the top, and each
row becomes a row in the activity table with its Start and End dates.

The Site Manager column stays blank until someone is assigned to the activity — their
name appears at the next refresh.
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6. Creating a SmartNote — SymTerra App

To send SmartNotes from a mobile phone you must use the SymTerra App.

The SmartNote feed
When you log in you land on the SmartNote feed.

The top of the screen shows your programme and project — the client, then the site.
Below that, every update on that site in chronological order, newest first, with photos and
RAG status shown as a coloured bar down the left.

Along the bottom are four tabs: SmartNotes, Activities, Drawings and Workflows.

Ashiey Fitz Milier

Updated by Sally Carrington-Porter on
Wednesday 24 June, 2026 - 15:23 PM

(=1
Ashley Fitz Miller 1208

Updated by Sally Garrington-Porter on Friday
03 July, 2026 -1223PM

L -
-

Jrn— n
Updated by James Twigg on Friday 10

The SmartNote feed.

Switching project

Tap the site name at the top of the screen. You will see every project you have been invited
to, grouped by client. Tap the site you want.

% Select offline projects

Severn Trent Water

BRAMCOTE DSR EAST & WEST CELLS

DERBY COUNTY

WELLESBOURNE BPS

South Staffardshire Water

GLASCOTE NO.1

Stonbury Limited

Demo

The project switcher, grouped by client.
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Finding the right stage

SmartNotes are logged against a stage of the job. Tap Activities at the bottom of the screen
and you will see the stages, each with its percentage complete.

10:50 [

Severn Trent Water
v
BRAMCOTE DSR EAST & W...

Define & Scope

12.0un 2026.01:00- 13 Jun 2026 01:00

2 cell, concrete DSR which is used as one, the
inlet and outlet chambers are being
redesigned to be valve chambers rather than ...

"
X0

Quotation
18.Jun 2026 D00 -19.Jun 2026 0100

2 cell, concrete DSR which is used as one, the
inlet and outlet chambers are being
redesigned to be valve chambers rather than ...

-
&0

Contract to Proceed

20,40 2026 01,00 - 22 Jun 2026 D100

2 cell, concrete DSR which is used as one, the

inlet and outlet chambers are being

redesigned to be valve chambers rather than ...
q 2 0o

Site Delivery

22 Jun 2026 0100 30 Sop 2026 0100

2 cell, concrete DSR which is used as one, the
inlet and outlet chambers are being
redesigned to be valve chambers rather than ...

go

A

The activities list.

Tap the stage you want. You will see its dates, description, progress, who is checked in,
attachments, and recent updates from anyone who has been there before you.

10:53

Severn Trent Water

BRAMCOTE DSR EAST & WES...

Contract to Proceed
20 Jun 2026 01:00 - 22 Jun 2026 01:00

2 cell, concrete DSR which is used as one, the inlet and
outlet chambers are being redesigned to be valve
rather than the wet

Forecast end: 22-06-2026

% Ocheckedin
Attachments 0o
ﬁecam updates

Ashley Fitz Miller Monday, 10 Aug 1209

Updated by Sally Carrington-Porter on
Wednesday 24 June, 2026 - 15:23 PM

Add SmartNote Checkin

A stage — Add SmartNote is at the bottom.
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Adding the SmartNote

Tap Add SmartNote at the bottom of the stage screen. You can also tap the purple + on the
SmartNote feed.

Step 1 — Write the update and add media

Type your update under What is your update about?, then use the two icons to add media:

e Camera — take a photo or video there and then

e Gallery — choose from photos already on your phone

Limits: up to 15 images per SmartNote, and one live video of no more than 15 seconds.

Q W [E! IR: T2 iY: U1 Bl O [P

ASDFGHUJKL

4 ZXCVBNMGUE

@

A new SmartNote.

Tap Next.

Step 2 — Add more detail
The activity you started from is already selected.
Add location (optional) — opens a map. If you have allowed SymTerra to access your

location, the blue dot shows where you are. Drop one or more pins to mark the relevant
spots, then tap Done. The bin icon clears your pins if you need to start again.

Add location — the blue dot is you.
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Each pin becomes a what3words reference on the note, alongside its latitude and
longitude. Tapping it later opens the location in Google Maps.

n20 B Sl T -

Severn Trent Water-BRAMCOTE DSR ..
New SmartNote

Add update

Add more detail:

@ scales.shakes.bliss itemayp
Add location

)’; Contract to Proceed

Add activity

Add asset

E Add a report

El Add drawing

Assign (3)

Add more detail — location and activity, plus optional asset, report and drawing links.

You can also link the note to an asset, a report or a drawing if relevant — all optional.

Tap Assign.

Step 3 — Set the RAG status

Swipe to choose Green, Amber or Red.

Status Use it for

Green A standard update — work progressing as expected
Minor issues worth flagging
Red Serious issues needing attention

Every company sets its own thresholds — this is a general guide.

What's the RAG status?

Setting the RAG status.
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Tap Next.

Step 4 — Send

Check the note over, then tap Send.

121 @

e Severn Trent Water-BRAMCOTE DSR ...
New SmartNote

Add update

Location

2selected  scales.shakes.bliss

item.type.retire
Activities
Contract to Proceed
204n20280100-22 4n 20260100
2 (-“ 5 “one,
the. Send g
redusxgneu 10 D€ Vdive Cnamoers ratner t...

H ¢ n

Sending the SmartNote.
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Saving a draft

To stop partway through, tap the X in the top right. You will be offered:
e Save draft — keeps it for later
o Discard it — deletes it
e Continue the SmartNote — go back to what you were doing

Save SmartNote for later?

Find your drafts i the home menu

Save draft

Discard it

Continue the SmartNote

Save, discard, or carry on.

The menu

Tap the three lines in the top left of the feed to open the menu.

Company Admin o
& My profile >

5 Projects 3 Updates

L"o Drafts

® Timesheets

=X Change project

+ Adduser

D Contactus

The menu.
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At the top is your name, with My profile beneath it, and a count of how many projects you
are on and how many updates you have posted. The bell icon takes you to your notifications.

Below that:

e Drafts — any SmartNote you saved to finish later
e Add user — invite someone to the project (Company Admins and Managers only)
e Contact us — get in touch with the SymTerra team

What you see here depends on your permission level, so not every option will appear for
every user.
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6.7 Working offline

If you are heading to a site where you expect poor signal, you can cache it in advance so the
app still works.

Before you go — cache the site

Tap the site name at the top of the feed, then Select offline projects. Choose up to 4
projects to cache. The app will store their updates on your phone, so when you get to site
you can still see what has been logged and the app runs faster.

Do this while you still have signal — caching needs a connection.

On site with no signal
Create SmartNotes exactly as described above, with one exception: you cannot add a
location while offline, since that needs a live map.

The flow is otherwise identical, right up to the last step. When you get to the end, the send
option will show as draft instead. Choose Save draft.

When your signal comes back
9.  Open the menu (three lines, top left)
10. Tap Drafts
11.  Open the SmartNote you want to send
12. Send it

Check your drafts when you get back into signal

Anything sitting in drafts has not been sent. If you have been working offline, check your
drafts once you are back in signal so nothing is left sitting on your phone.

On your dashboard

Your note appears in the SmartNotes list beneath the activity table, with your name, the
summary, your photos, and a coloured bar showing the RAG status you selected.

Because the note is logged against a stage, clicking that stage’s filter button on the
dashboard will show it — exactly as selecting the activity in SymTerra does.
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7. Creating a SmartNote — SymTerra Web
The same SmartNote, created from a browser.

Step 1 — Select the project

Use the navigation bar at the top of the screen — client on the left, site on the right.

Severn Trent Water ~ / WELLESBOURNE BPS ~

SmartNotes

The navigation bar.

Step 2 — Find the activity

Click Activities in the left-hand menu to see the stages, each with its progress.

P — St

Activities  Logbook  GanttChart  Define&Scope X

[H
Dushboards (
Search for Import from Asta
Timezheats
Edit default briefing sheet  Add new activity Bulk add activities
FormBuider
Define & Scope
12.4un 2026 010019 Jun 2026 0400
" 7;‘.;«. 2 cell, concrete DSR which is used as one, the inlet and outlet are being i to be valve rather than the
mar
current wet chambers.
s 1B
3
Gallery
Quotation
b 19.0n 2026 0£00-10.4n 20250100
Activities. 2 cell, concrete DSR which is used as one, the inlet and outlet are being i to be valve rather than the
@ current wet chambers.
2 -
Assats 3 X0
3 Contract to Proceed
Workfiows. 20 4un 2026 040022 Jun 2026 0100
2cell, concrete DSR which is used as one, the inlet and outlet are being i to be valve rather than the
n current wet chambers.
Orawings 2 %0
y
Project ool Site Delivery
22 un 2026 01:00- 30 Sep 2026 0100
o 2cell, concrete DSR which is used as one, the inlet and outlet chambers are being redesigned to be valve chambers rather than the
Aoxt current wet chambers.

The activities list on web.

Click into the stage you want. You will see its description, dates, progress, RAG counts, and
the SmartNotes already logged against it.
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@ Severn Trent Water ~ ;‘" BRAMCOTE DSR EAST & WEST CELLS ~

Activities  Logbook  GanttChart  Define & Scope X

o
-
[ H
Dsshbosrds P N
Search SmartMotes... Y Fiters u=
o] I

(S

Timashaets

B Define & Scope

Fael Amiban Green
FormBuildar

Description Planned Dates: 12 Jun 2026 01:00 -9 Jun 2026 01:00
[ 2cell, concrete DSR whichiis used as one, the inlet and outlet chambers ara being redesigned to ba valve chambers rather than the current  Forcasted End:
Smartorss wet chambers.

&

%

] % Ocheckedin
alery

5] Linked to:

Ashley Fitz Miller Monday, 10 Aug 2026 11.54

Sramings Updated by Lawrie Burton on Friday 12 June, 2026 - 12:17 PM
Eastcell...

R Ashley Fitz Miller Wonday; 10 hug 2025 1:53 Add SmartNote
S Updated by Lawrie Burton on Friday 12 June, 2026 - 12:19 PM

A stage on web — Add SmartNote is bottom right.

Step 3 — Start the SmartNote
Click Add SmartNote, bottom right.

Step 4 — Write the update and add media

Type your update under What is your update about?, then use the image icon to upload
photos and video.

Limits: up to 15 images and 1 video per SmartNote.

New SmartNote

What is your update about?

A new SmartNote on web.

Step 5 — Add more detail (optional)

Click Link it... to reveal the additional options.
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The Link it options.

Location — opens a map. Drop one or more pins, then click Add. The bin icon clears them.

Add locations

Add locations on web.

Location is easier on the app

Browsers are less willing to share your location than the app is. If you are on site and want
to pin where you are standing, use the app.

Add files — upload PDF, XLSX or DOCX files. This is a web-only option; you cannot attach
documents from the app.

Add files

The Add files icon.

The remaining icons link the note to an asset, report or drawing.

Step 6 — Check the activity is assigned

The activity you started from should already be attached, shown by the badge on the tools
icon.
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The badge shows an activity is attached.

To change or add activities, click the tools icon, tick the ones you want, then Add.

Add activities

Define & Scope

12 Jun 2026 01:00-19 Jun 2026 01:00

2 cell, concrete DSR which is used as one, the inlet and outlet chambers are being
redesigned to be valve chambers rather than the current wet chambers.

w
X0

Quotation

19 Jun 2026 01:00 19 Jun 2026 01:00

2 cell, concrete DSR which is used as one, the inlet and outlet chambers are being
redesigned to be valve chambers rather than the current wet chambers.

-
%0

Contract to Proceed
20 Jun 2026 01:00 - 22 Jun 2026 01:00

2 cell, concrete DSR which is used as one, the inlet and outlet chambers are being
redesigned to be valve chambers rather than the current wet chambers.

-
xO0

Add activities.

Every SmartNote must have an activity assigned

This applies on web and on the app. Without an activity, the note is not linked to a stage
and will not appear correctly on your dashboard.
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Step 7 — Set the RAG status and post

The RAG status is the coloured button at the top right of the SmartNote window. Click it to
choose Green, Amber or Red.

Status Use it for

Green A standard update — work progressing as expected
Amber Minor issues worth flagging
Red Serious issues needing attention

The RAG dropdown.

Then click Post.

Saving a draft
Click the X at the top right of the SmartNote window and choose Save draft.

Save SmartNote for later?

Find your drafts in the home menu.
Save draft
Discard it

Continue the SmartNote

Save, discard, or carry on.

To get back to it, click the drafts icon in the top right of the screen — the clipboard with a

clock on it.

The drafts icon.
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7.9 Viewing and sharing a SmartNote

Open any SmartNote and it displays as a PDF alongside the note itself.

Severn Trent Water ~ / BRAMCOTE DSR EAST & WEST CELLS ~

y Fit < #:19) X yFit (10/08/261129) X Ashley FitzMiller (10/08/2612:09) X
[ H
Dashboords
Timesheets
e Severn Trent Water - BRAMCOTE DSR EAST & WEST CELLS
Progress
FormBuilder
ES DATE SUBMITTED STATUS CREATED BY
P Z 10/08/2026 12:09:23 Green Ashley Fitz Miller
= Summary
Galtar,
4 ° ° Updated by Sally Carrington-Porter on Wednesday 24 June, 2026 - 1523 PM
114
8 Daniel Jackson and team have been at Bramcote, they have used a jetter 1o do numerous turbo head test patches 1o
S walls and columns for further investigation within the tanks.
Actiites siads
Activities
Links
HAasats Contract to Proceed
Activities Contract to Proceed
20.Jun 2026 01:00- 22 4un 2026 0100
4 4 cell, concrete DSR which is used as one, the inlet and outlet chambers are being
Workflows redesigned to be valve chambers rather than the current wet chambers.
2 Photos (Click on the image to enlarge the photo)
S B
Drawings
# Attached file(s)
Project tools
@ Smartnote - Progress Reply

A SmartNote with its PDF alongside.

Each PDF shows the date submitted, RAG status, who created it, the full summary, the
activity it is linked to, and all attached photos. Click any photo to enlarge it. The footer
carries a unique reference (UID) for that note.

Sharing it

You do not need to download or save anything. Copy the URL from your browser’s address
bar and send it — the recipient opens the PDF directly.

C (= firebasestorage googleapis.com/v0/b/symterra-app.appspot.com/o/quigkQgDbi19vido0ji%2Fgg V98 1CaXsdOgfNX RCpNAFIWAoLsyD

e B3 [ BookMarks Dashboard 4 Manage your flows|.. B Inbox | sy @pr.. HF Google Sheets & Notion Operations § Symlerra—Cloud Fi.. Ul

qulgKQgDbi19vidoOijil/ggV981CQXsdOgfNXtgq6/zTsvRCpNAFIWA. 1. /1 = 100% +

Copy the address from the browser bar to share the note.

Useful for sending a specific update to your client, a subcontractor, or anyone who needs to
see it without going into SymTerra.

Anyone with the link can open it

That link works whether or not the recipient has a SymTerra account. Only share it with
people you are happy to see the note and its photos.

On your dashboard

Your note appears in the SmartNotes list beneath the activity table, with your name, the
summary, your photos, and a coloured bar showing the RAG status you selected.
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8. Updating Progress

The percentage complete, forecast end date and status on each activity are what drive the
progress bars and % column on your dashboard.

All three are updated in the same place, on web or app.

Every progress update creates a SmartNote

SymTerra automatically records what changed and who changed it — so there is always
evidence of who moved a stage to 60%, or pushed a forecast date back.

8.1 On SymTerra Web

Step 1

Go to Activities and click into the activity you want to update.

Step 2
Click the % progress bar.

SevernTrentWater ~ / BRAMCOTEDSREAST & WESTCELLS ~ Claim your froe dashbonrd Qe ]
Activities Logbook Gantt Chart Define & Scope X
[H
Dashboards. 1 [ B
Search SmartNotes... Y Filters J { ¥= J
Tenashasts
Define & Scope i Anber Green
Fomiitder
Description Planned Dates: 12 Jun 2026 01:00 - 19 Jun 2026 01:00
&S 2cell, concrete DSR which is used as one, the inlet and outlet chambers are being redesigned to be valve chambers rather than the current  Forcasted End.
SmariNotes wet chambers.
B ¥ Ocheckedin
Gallry
@ Linked to:
Aoats
Add links
Workfaws
) Ashley Fitz Miller Moy 10 Aug 2026 54
Dm;p Updated by Lawrie Burton on Friday 12 June, 2026 - 12:17 PM
Eastcell...
&

Project took:

a Ashley Fitz Miller Monday, 10 Aug 2026 1153 Add SmartNote
: Updated by Lawrie Burton on Friday 12 June, 2026 - 12:19 PM

The activity — click the progress bar.

Step 3 — Percentage complete

Drag the slider to the current percentage. Click Next.
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Continue
later

Activity Percentage Complete Update

Percentage Complete %

Current % of this activity complete to date

Percentage Complete.

Step 4 — Forecast completion date

Amend the date if your estimate has changed. Click Next.

oo
< Activity Percentage Complete Update - LS

later

Current forecasted completion date

Current estimate of the activity's completion date

19/06/2026 01:00 -

Current forecasted completion date.
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Step 5 — Status

Choose from the dropdown:

Status | Meaning

live Work is underway
paused Temporarily stopped
completed Finished

cancelled Not going ahead
archived Closed and filed away

Activity Percentage Compiete Updste

The status options.

Step 6

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

recording the change against the activity.

/  BRAMCOTE DSREAST & WESTCELLS ~

i

Smarthotes  Ashley Fitz Miller (10/08/26 11:48) X
[H
Dshbosrd Ashley FitzMiller
3 Aug 10 2026 - H:19 AM
Timeshest: For activity "Inspection & Clean Severn Trent Water - BRAMCOTE DSR EAST & WEST CELLS
"l updated: The progress percentage to 100%. Progress
FormBuider The status to completed.
The forecasted completion date to 12-06-2026 17:00.
ES DATE SUBMITTED STATUS
smariticies Activities 10/08/2026 111956 Green
] Summary
o Inspection & Clean
” For activity “Inspection & Clean
% 1Moy 2028 0810012 2028 1790 et Te progress ereniage o 100
~ The forecasted completion date to 12-06-2026 17-00.
Activiies N
3 g 0
Links
Ausete
Activities Inepection & Clean
. Attached file(s)
l
Waorkflows
2] [B) smortnote-progress @
Draings
J"
Projecttools
‘Q

The progress SmartNote created by the update.
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8.2 On the SymTerra App

Step 1
Tap Activities, then the activity you want to update.

Step 2
Tap the % completed bar.

o1 @

Severn Trent Water

BRAMCOTE DSR EAST & WES...

L

Define & Scope
12 Jun 2026 01:00 - 18 Jun 2026 01:00

2 cell, concrete DSR which is used as one, the inlet and
outlet chambers are being redesigned to be valve
chambers rather than the current wet chambers.

]
Forecast end: 19-06-2026

% Ocheckedin
Attachments o
P-tscanl updates

Ashley Fitz Miller Monday, 10 Aug 154

Updated by Lawrie Burton on Friday 12 June,
2026-12:17 PM

Add Smar‘NOte

The activity on the app — tap the progress bar.

Step 3 — Percentage complete
Drag the slider. Tap Next.

1202 @ ol T -

Activity Percentage Com... ~

Percentage Complete %
Current % of this activity complete to date

O

The percentage slider.

SymTerra Getting Started Guide | Stonbury | 43



Step 4 — Forecast completion date
Amend if needed. Tap Next.

12:02 [@ Wl T @

Continue

< Activity Percentage Com... ~

later

Current forecasted completion date

Current estimate of the activity's completion date

19/06/2026 01:00 -

Current forecasted completion date.

Step 5 — Status
Choose from the dropdown — the same options as above.

12:02 [@ Wl T @

< Activity Percentage Com... ~

Current activity status

live v

Current activity status.
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Step 6
Tap Finish Report.

Finishing later

Both versions have Continue later in the top right if you need to stop partway through.

What it looks like afterwards
The SmartNote created reads something like:

For activity "Inspection & Clean”, | updated: The progress percentage to 100%. The
status to completed. The forecasted completion date to 12-06-2026 17:00.

It carries the date, the person’s name, and a link to the activity — and appears in the feed
and on the dashboard alongside all other SmartNotes.

On your dashboard
This is what fills the % Complete, Forecast End and Status columns.

If a stage looks stale, it is because nobody has run a progress update on it — the
dashboard can only show what has been entered against the activity.
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Questions?

If anything in this guide is unclear, or you get stuck:

e In the app — open the menu (three lines, top left) and tap Contact us

e On the web — select the icon which will bring up our help desk

e Forgotten password — reset it at https://client.symterra.co.uk/recoverPassword

Common first questions:

If... ' Check

| cannot see the dashboard You need to be in the Portal Visibility Group (section 4.9)
| cannot create a project You need to be a Company Admin (section 4)

My SmartNote is not on the The dashboard refreshes twice a day — and the note
dashboard needs an activity assigned

A stage shows the wrong Someone needs to run a progress update on it (section 8)
progress

The Site Manager column is Nobody has been assigned to that activity (section 5.5)
blank

A colleague never got their Check their junk folder, and check whether their name is
invite still in italics on the Users list
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