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Field Report Capabilities and Benefits

The Field Repors module assists with:

Mobile Field Updates: Generate daily logs and updates on mobile devices, ensuring
flexibility and on-the-go productivity. Logs may include, but are not limited to,
weather, subcontractor headcount and time, receipt of materialsproduction units,
events,and so muchmore.

Customization and Rapid Reporting:Tailored tabs for variedDaily Log types,
allowing comprehensive reporting and swift generation of custom reports.

Instant Office Access:Walk the job site, posffield reports, and provide the main
office with instant access to critical information.Logs may beedited, copied,

moved, printed, and emailed.

Document Management: Attach supporting documents directly to field updates,
ensuring all relevant information is readily available.

Record Any Meeting or Visitor on the Job Site Log and note attendance for any
site meeting, such asOSHAsafety meetings Log site visitors such as inspectors.

Auto Fill Labor and Equipment Time:Easilyconnect to the Remote Payroll product
for labor and equipment timerecording,

The Field Repors Module streamlines thelogging process to enhance overall

communication, reportingandk ppsgs k| g- 1 >k®i « gk® «®"2 ®Kk |
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Users that will Benefit from thisUser Guide

Field Employee

Field Supervisor

Superintendent

Project Manager

Crew Manager

Other managerial roles in the field

Managers and Administratorsvho wantto understand howField Reportsare used
in the field.

Note: A Glossary of Terms is available for in the Manager User Guides. It includes hh2
terminology for all product areas and some general industry language. See your
Administrator for a list of terms.

Note: This User Guide is intended to be used alongside the software for maximum
comprehension.
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Field Reports Quick StarGuide

1.
2
3
4.
5
6

10.
11.
12.

13.

> >

>

Download the Field Report mobile application.
Log in.

Synchronize.

Select a Job from the Home Page.

Select a Report Type from the Home Page.

Select a day on the calendar.
Select the Hamburger E icon.

Select the tab by which to create the Daily Log. For instance, if creating a weather
log, select Weather.

Select the Add icon.

Enter the data and Save.
Repeat for each tab, as needed.

Finalize and sign the log. Finalizatiompplies toall tabs. Once finalized, changes
cannot be made, but addendums can be added.

Use the MoreH icon and select Create PDF to create reports.

The Homem icon will return the user to the Home Page.
To get help, selectthe Help icon from the Home Page

The Settings E] icon from the Home Pagewill take the user to system settings to
configure the Field Reports mobile application.
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Guia Rapida de Informes de Campo en Espaiiol

o o kM 0 bdPF

10.
11.
12.

13.

> > >

Descarga la aplicacion movil de Informes de Campo.
Inicia sesion.

Sincroniza.

Selecciona un trabajo desde la pagina de inicio.
Selecciona un tipo de informe desde la pagina de inicio.

Selecciona un dia en el calendario.
Haz clic en el iconcE de lastres lineas.

Selecciona la pestafia para crear el Registro Diario. Por ejemplo, si estas creando
un informe meteoroldgico, elige "Clima".

Haz clic en el |’conc de agregar.

Ingresa los datos y guarda.
Repite segun sea necesario para cada pestafia.

Finaliza y firma el registro. La finalizacion se aplicatdas las pestafias. Una vez
finalizado, no se pueden realizar cambios, pero se pueden agregar anexos.

Usa el iconoH de "Mas" y selecciona "Crear PDF" para generar informes.

El icono de inici(m te llevara de vuelta a la pagina de inicio.
Para obtener ayuda, selecciona el icono de ayu1.

El icono deconfiguracic')nE desde la pagina de inicio te llevara a la configuracion
del sistema para ajustar la aplicacion movil de Informes de Campo.
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The Field Reports Mobile Application

Field
Reports

Instant Reports and Daily Logs from the Field

The Field Reports module feature must be enabled
1. Downloadthe hh2 Field Report app (a one-time event).
2. Loglin

3. Perform a g/nchronization.
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Download thehh2 Field Report Mobile from the Apple Store for iOS,jPhones,and iPads.
For Android products downloadthe hh2 Field Reports Mobile from the Google Play Store.

To Download:

Search for hh2Field Repors.
Select it.

Install it.

Openthe application once the installation process is complete

o & w0 nhoRE

Log Inusing the hh2 credentials provided by your Administrator.
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=

construction.
Enter the Usename.
Enter the Password.

Select Log In

A W MDD

If there is an error, the system will flag the user that either the identifier, username

or password is incorrect.Note: If the user has forgotten their password, simply click
Forgot Password. The user will need to know the account name and email address
associated with the account to reset the password.
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Ve

Upon log in, the mobile application wilutomatically synchronizealltheg ~{ 8 * | - | «
user data (such asjobs, and vendorg, along withpermissions to access specific areas of
the hh2 software. This will occur upon each log in to the hh2 mobile application.

To Complete Synchronization:

1. Once the synchronization izomplete, all boxes will be checked.

Synchronization

id Configurati_,

bution Field Config...
ed

Primary Decuments
Firished
ARternate Documents

2. Select Done once all boxes are checked. The following message will display after the

first synchronization:

You have just completed your first
synchronization. You may have to do multiple
syncs from this interface before the app has

enough data for you to use it normally.

3. Subsequent synchronizations will display a message that the synchronization has
completed. For either, sdect Ok.

Note: Occasionally, more than one synchronization is requiredVhen changes are made
on the hh2 website, the Field user will not see those changes until a synchronization has
occurred. To updateall data accessible to the user, synchronization must occur from Sync

Settings. SeeSync Settings
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A variety of tools at thetop of the Field ReportHome Pageare available to the user These
tools are the same for the end field user as well as the supervisor or manager in the field.

W hh2sss.,
w

c # 0

The tools allow the user to:

A Download information

A Synchronize

A Access system setting (if permitted to do so)
A Obtain help

Note: Throughout the mobile application, the title of the page is often indicated in white,
while functions areindicated in color.
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From the Field Reports Home Pagenformation may be downloaded from the hh2 website
or any other company device to ensure the most updated information is on hanNote: It is
recommended that the userperform this action periodically to ensure that the latest
company data is available.

To Downloadthe Most Recent Information :

1. Go tothe Home Page.
2. Select the Download|f#§ icon.

3. Information~| ®r k  «WilPsynehronize Wwith thekmost updated
information.

Field Reports for the month can be downloaded using Refresh frothe Home Page.

To Refresh:
1. Go tothe Home Page.

2. Selectthe RefreshE icon.

3. This will refresh data on the current pag with reportsfor the month.

SeeMobile Application System Configuration
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TheHeIpicon§a ~"sik« ®rk —«k?& "ggk«c«
company hh2 administrator, FAQs, and Instructional Videos.

Get Help From hh2FiledReports

L Contact hh2 Support

a Contact Your Admin
?

FAQsS

H Instructional Videos
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To Contact hh2 Support:

1. Select theHelp icon.
2. Select Contact hh2 Support.

Your Name

Email

Phone

Cell

Contact Me

N o g & w

brandon ega

Brandon@demo.

801-683-7880

Via My EMail Ad

Contact hh2 Support

n

.com

dress

Please Describe Your issue(required)

Enter Name, Email, Phone and Cell Information.

Select a contact method in the Contact Me field (Via my cell, phone, email address).
Describe the issueor reason for reeding assistance.

Take a screenshot with thedevice.

Select Screen shot and either select Existing Photo (for a single photo) or Batch

Import (for more than one photo).

oo

Select the photo(s)

9. Select Submit Support Ticket.

10. The Support Team will reach out as soon as the next representative is available.

Version 1020924
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To Contact Your Administratorat the Construction Company.

1. Select theHelp icon.

2. Select ContactYour Admin

Contact Your Admin

Kim Wild

888-888-8888

kim@hh2.com

3. Select the Phonel icon to call the administrator.

4. Select the Emaill icon to start an email to the administrator.
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To Access FAQs:

1. SelecttheHeIpicon.
2. Select FAQs.

3. Select the specific FAQ for additionalinformation.
4. SelectBack to return to theField Reportmobile application.

Select Done.

Version 1020924 hh2 User GuideField ReportsField User Pagel7 of 115




To Access Instructional Videos:

1. Select theHelp icon.

2. Select Instructional Videos.

3. Select Play.
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Overviewof the Field Report Process

The Field Reports module allows individuals in the field and others to report on regular
tasks and job conditions on the job site. The module is mostly used by rrielvel managers
in the field. Note: Field Reports may also be referred to as Daily Logs.

The Field Reports Processnvolves four steps:

1. Creating Daily Logs After downloading, logging in, and synchronizing, the field user
may easily create Daily Log§&ield Reports.Tabs, also known as sectiongeflect the

contents of thereportanduszz ~~2. f " r«ki ~| ®rk g-~| «®?2

needs. Tabs may include, but are not limited to, reporting on weather conditions,
meetings, visitors, and materials. And, in fact, the construction company may
create customized tabs.

2. Viewing and Editing Daily LogsLogs may be reviewed and edited.

3. Finalizing Daily Logs Daily Logs must be finalized either manually or automatically.
Daily Logs, not finalized within a certain period of time, will automaticallge
finalized by the hh2 Field Report system. In order to maintain the integrity of the
Daily Lay/Field Report as a whole, they may not be edited once finalized. However,
addendums can be added.

4. Reporting on Daily Logs PDF reports can be created by Daily Log.
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The Field Repors Home Page

Eachuserwill start on the Home Page.

2 |Field
E hh‘_ R|eepons
a ~

 # 0

From the Home Page:

Jobs are selected
The Report Type is selected

The Job Explorer is available to view Jobs and their related Cost Codes and
Categories

The Field Report date may be selded using < and >.

Field Reports may be added or edited.

> >

>
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Prior to adding,editing, or reporting on any Field Repor{Daily Log), the user will need to
select the associated JobThe Jobmay defaultinto the Select Job field based on the
constructong ~{ 8| - i « «k® T~ §1I

Field
Reports

&% ©
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To Select a Job:

1. Select the Select Job fieldNote: If a Job was previously selected or defaulted in,
that job namewill be in the field.

#03-015

#03-009 > #1

#03-002

#03-011

#03-014

#03-003

#03-007

#013-005

#03-001

#03-009

#03-006

#03-008

#03-002 =41

2. The search field may be used to find a Jofsom the Master Job List that follows.
3. Once the Job is found, select it.

4. The newly selected Job will populate the Select Job fieloh the Home Page.
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The Job Explorer.

The Job Explorer allows the user to vietoth detailed Cost Code information, as well as
detailed Job information, including mapping details.Further details about a Job may be
accessed utilizing the Job Detail PageThis is not a required action Rather, it is a feature
that is available to display further information, and may not besed by the construction
company.

1. From the Home Page, select theJob Explorerm icon.

0 {#03-011) Cordova Middle School

2. CostCodes and Categories associated with the Job displaiote: The search tool
may be used to search for Cost Codes.

o (#03-001) NW Food Warehouse
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3. Select a Cost Code to view further Cost Code Details.

4. This willtake the user to the Cost Code Btails Page.Here information such as Cost
CodeDetails, Financial estimates, Categories, and Commitmentsan be accessed.

5. Select the carrot > next to eacHor additional detail.

Cost Code Details

Cost Code Details

Financials

Categories

Commitments

6. When Cost Coddetails is selected from the Cost Code Details Page, the following
displays:

Cost Code Details

1-040

Coordination

Not Specified

Not Specified

7. The Code number, Name, Estimated Units of Measurement (UOM), Production
Units of Measurement (UOM) and whether the Cost Code is active or not displays.
Note: Thisis primarily used by construction companies utilizing Unit Production
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8.

9.

When Financials is selected from the Cost Code Details Pagée following displays:

Cost Code Details

Not Specified

0.00

Not Specified

When Categories is selected from the Cost Code Details Page the following displays:

Categories

Equipment

Labor

Labor Burden
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10. When > is selectedrom the Categories Pagefurther Category Details display:

Category Details

Equipment

E

Not Specified

Not Specified

Not Specified

11. When Commitments is selected for the Cost Code Details Page, the following
information displays:

Commitments

Q

Roll-up Doors

Job Signage

Pharmacy Window Blinds

Fill Sand and Gravel

Pharmacy Cabinets

Concrete & Paving Material

Version 1020924 hh2 User GuideField ReportsField User Page26 of 115




The Job Detail Page:
1. From the Home Page, select the Job Explor(m icon.

2. Select the Information [{i} icon to view more information about a Job on the Job
Details Page

Job Detail

03-011

Cordova Middle Schoaol

Unstarted

938 University park Blvd,
Clearfield UT 85015
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To Map a Job Location:

Job locations may be mapped
1. From the Home Page, select the Job Explor(m icon.

2. Select the Information [fi} icon to view more information about a Job on the Job
Details Page

Job Detail

03-011

Cordova Middle Schoaol

Unstarted

938 University park Blvd,
Clearfield UT 83015

From the Job Detail Page, select thdlap ﬂ icon.

Latitude and Longitude display at the top of the page.

Select Set Job Coordinate to map a job location.

o o &~

Select Standard, Hybrid or Satelliteo view job locations.
a. Standard mapping displays basic cartographic features.

b. Hybrid mapping combines street maps with satellite imagery for a
comprehensive view.

c. Satellite mapping provides detailed, realworld views captured by satellites
from above.

7. Select Find Coordinate to find a job location.

8. To Copy a job location, select Copy Coordinat®o so by toggling with Find
Coordinate.

9. Select Finish when complete.
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Based uponTab Configuration settingsn the Mobile Application System Configuration
Field Reports (Daily Logs) may be viewed in with Tabbed or Singfageview. The user may
select their preference for viewingSeeTab Configuration This user guide wildemonstrate
the Tabbedview. However, functionality with theSingle-Page format is the same.

From the Home Page, select any day to create or edit a FielReport:
(@ hh?licen
e =

(S <] ©

aj (=] |a]
gla|z|ole]e

# i ]

(#03-001) NW Food Warehouse - Fab 02, 2024 - Dally Job Report

Weather
WEATHER ENTRIES

Payroll

here are no Weather Entries Tor this field report, To Add, hit
the plus butten.

> Equipment Time

PAYROLL ENTRIES

There are no Payroll Entries for this field report. To Add, hit the]
plus button.

Subcontractors

Equi EQUIPMENT TIME ENTRIES
quipment

There are no Equipment Time Entries for this field report. To

Materials Add, hit the plus buttan

SUBCONTRACTOR ENTRIES

here are no Subcontractor Entries for this field report. To Add|
hit the plus buttan,
Events

EQUIPMENT ENTRIES

here are no Equipment Entries for this field report. To Add, hif
the plus bution,

MATERIAL ENTRIES

There are no Material Entries for this field report. To Ad, hit
the plus butten.

Attachments ACTIVITY ENTRIES

Billings

Labor
® Finalize

Tabbed View Single-Page View
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Differences in Function Icons-Tabbed View versus SinglePage View

Function

Tabbed View

Single-Page View

Return to the Home Page

Home 31 icon in the upper
left corner

Home [31 icon in the upper
left corner

Report Information

Information &} icon in the
upper right corner

Information [{& icon in the
upper right corner

Access to additional
features

The MoreB icon in the upper
right corner

The MoreH icon in the upper
right corner

Copy Data from a previous
Field Report (Daily Log)

The CopyE icon at the
bottom of the Tabbed Page

The Copy icon next to the
Daily Report tab

Add a new Field Report
(Daily Log)

The Add icon at the
bottom of the Tabbed Page

The Add - icon next to the
Daily Report tab

Finalize

The Finalize icon at the
bottom of the Tabbed Page

The Finalize icon at the
bottom of the SinglePage
View

Return to the Tabbed List

The HamburgerE icon at

the bottom of the Tabbed
Page

Not applicable

Collapse the Tabbed List

Not applicable

Universal Add

Not applicable

Both Single-Page View and
Universal Add must be
enabled in theTab
Configuration of the Mobile
App System Configuration
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When theSingle-Page Viewis enabled the Universal Add feature is availableThe
Universal Addprovides the usera meansto quickly add logs, allowing the user tanove
down a list of log topics(tabs).

To Enable the Universal Add feature:

1. Selectthe SettingsE icon from the Home Page.

Settings

Syne Settings

General Settings

PDF Settings

Labaor Settings

Tab Configuration

Favorite Actions

Log Viewer

About Field Reports

Account Management

Log Out

2. Select Tab Configuration.

Tab Configuration

Universal Add
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3. Select SinglePage from Log View.
4. Universal Add will display. Select On.

5. Enablingthe Universal Add then makes the Daily Log Tabs list available when
selecting a day

Weather

Payroll

Equipment Time

Subcontractors

Equipment

Materials

Activities

Events

Visitars

Journals

Meetings

Attachments

Billings

Labar
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To Work with the Universal Add feature:

1. Select any day from theHome Page.

(@ hh2jfee,.

k- (7]

BN =N N

B -T‘.’ -T‘e’

2. The SinglePage View will display.

@ + O

(#03-011) Cordova Middle School - Feb 03, 2024 - Dally Job Report
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3. Selectthe Add icon at the top of the page.The Universal Add feature will

display, as shown in white below. From here each of tHeaily Log Tabs may be
managed. SeeField Report Tabs

Weather

Payrall

Equipment Time

Subcontractors

Equipment

Materials

Activities

Events

Visitors

Journals

Meetings

Attachments

Billings

Labar

4. Move from one Daily Lodab to the next. Perform the necessary function ireach
tab, such asadding weather informationin the Weather tabh Then select the next
tab that requires information from the list like Payroll. Rgeat as needed.This
process allows for rapidog entry. Note: The tabs available may vary based upon
construction company and even user.
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Construction companies may create a variety of Report Types. These are created on the
hh2 website by asystem administrator or manager Examples of Report Types may ben
Accident Report, a Weekly Inspection Reportor a Quality Control ReportReport Types
may be customized by job role such as a Supetiendent Report, for example Again, these
are completely customizable and will varypased uponthe construction compan- i « | k ki «

W hh?[ieens
o o

c # 0

To Select a Report Type:

1. From the Home Pagegchoose the Select a Report Type field or theame of the
Report Type if already populated The reports availablewill vary by construction
company and even users within the cortsuction company. Note: There may be only
one Report Type available for the usetf more than one is available, select from the
Report Types Page. The search tool may be utilizetpon selection, the report type
will populate the Report Type Field on the Home Page.

Repﬂ rt Types Q,

Daily Job Repart

Superintandant
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Once a date is selected from the Home Pagéhe user is brought to either the Tabbed or
Single-Page View.SeeLog View At the top of either, an assortment of toolss available.

To Access Field Report Tools:

1. From the Home Page, select a date.

2. Selectthe MoreE icon in the upper right corner.

The following tools are available:

Header Information
Unit Production
Move/Merge
Refresh

Job Detall

Create PDF

Help

v vy D D D

Note: The tools available may vary by usdrased on company settings on the hh2 website.

Likewise, each user mayselect up to two FavoriteActions in the settings. Seg~avorite
Actions.
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When available, theHome 53 icon in the upper left corner will return the user to the Home
Page.

The information entered here will serve as eeport description, and will be added to the
log details tab on the hh2 websiteUp to 150 characters may be added, along with location
detalils.

Unit production involvesquantifying work tasks using standardized units, such as square
footage or linear feet.An example of unit production is tracking the square footage of
drywall installation. This method allows for precise measurement, tracking, and
management of construction activities. By breaking down tasks into measurable units,
construction professionals can more accurately estimate costs, assess project progress,
and allocate resources efficientlyFor accuracy, it is best practice to regularly enter unit
production data. Otherwise, the numbers become irrelevant and inaccuratel his feature is
for customers using Sage 300 onlyThis is utilized in conjunction with the Activities takto
assist intracking how close a job is to completion.
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The purpose of this feature is tonove a non-finalized daily logto another dayor merge it
with anotherlog. Use Case:This is aconvenientfeature to utilize in the event a user
accidentally creates a log on the wrong dayThe use may theneasily movethe logto the
appropriate day.

To Move/Merge a DailyLog with Another Daily Log:

1. From the Home Page, select a date.

2. Selectthe MoreE icon in the upper right corner.

3. Select MovéMerge.
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Cancel Move And Merge Field Report  Apply

*Job:
*Report Type

*Report Date ©

Copy Addendum
Notes *

*Destination Report :

Enter the Job of the Field Report (Daily Log) to movia the Job field.
Enter the Report Typen the Report Type field.

Enter the Report Date.

Select with at toggle whether to include any addendum notesr not.

Select the Destination Report.

© ©®© N o 0 &

Select Applyin the upper right corner. Note: Move and Merge Field Report is the
title of the page (in white), while Apply and Cance(in color) are functions.

Selecting Refresh will refresh the data on theurrent page.
To Refresh
1. Go tothe Home Page.

2. Select a date, and then the MoreH icon.

3. Selectthe RefreshE icon.

The Job Detail function from the MoreH icon will take the user to the same functionality
as theJob Explorerm icon from the Home Page. Se&he Job Explorer
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PDF reportsregarding Daily Logsinformation may be created.The user can select the
format, and tabs to include, along witha date rangeto narrow data include a the report.
Note: Some selections may be locked and cannot be usdaased on construction company
set up.

ToCreate a PDF Report:

1. From the Home Page, select a date.
2. Selectthe Moreﬂ icon in the upper right corner.

3. SelectCreate PDF.

Attachment Layout Style
Image Resolution

Include All Child Jobs.
Weather
Labar
Payroll

Equipment Time
Subcontractor
Equipment
Materials

Activities

Billing

Attachment

Signature

Custom Tab

Start Date

End Date

4. Select the Attachment Layout Style (CompactColumn, Large, or No Override-which
will retain the default PDF Settingg. SeePDF Settings

Select the Field Report Tal{s) to include.
Select whether to include links to the report or not.

Select whether to include time coded to Child Jobs when using Remote Payroll.

@ N o o

Select Custom Tabs, if usedCustom Tabs are tabs created by the construction
company). Check any to include in the report from the Select Custom Tabs Page
that follows.

9. Select the Start and End Dateo include in the report.
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10. Select Create.The PDF will be created.

11. This example shows the Column format.

PDF Field Report

12. The report may be opened, printed or emailedusing the iconsat the bottom of the
page.
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1. From the Home Page, select a date.

2. Selectthe MoreH icon in the upper right corner.

Get Help From hhZFiledReports

L Contact hh2 Suppaort

a Contact Your Admin
?

FAQs

H Instructional Videos

This takes the user to the samdelp options offeredfrom the Home Page using the
Help icon. SeeThe Help Tool
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Field Reporttabs are the corecomponent to the Field Reports moduleThey are
sometimes referred to as SectionsField Reportsallows employees to report on tasks and
conditions at the job site.Each Field Reporttab provides the user an opportunity taeport
on various aspects of a job. Construction companies may enable all or just some of the
available Field Reporttabs. Additionally, the construction company may also create
Custom Tabs to meet their business needs.

The most used Field Reportabs are:

Weather

Remote Payroll

Equipment Time

Equipment-used with Field Reports standalone without Remote Payroll
Subcontractors

Materials

Activities

Events

Visitors

Journal Entries

Meetings

Attachments

Billings

Labor-not utilized if using Remote Payroll

v D D DD D D D D D

The functionality for allField Reporttabsis similar, with the ability to add and delete on all
sections, using the Add = icon and Delete 111 icon, respectively. The capability to import
entries and download data is available for somebs.

From each Field Report, users will participate ill or some ofthe following Field Report
functions:

1. Creating Daily Logs

2. Viewing and Editing Daily Logs
3. Finalizing Daily Logs

4. Reporting on Daily Logs.
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The Weathertab provides the ability to log weather conditions on a job site. It also enables
the user to download weathedata from Weather.com.Note: An address must be
associated with the job for this feature to function.

To Add Weather Information to the Daily Log
1. Selecta Job. SeeSelecting Jobs.

2. Select aReport Type. SeeReport Types

3. Select the day from the calendar.

4. Selectthe HamburgerE icon.

5. Select Weather.

6. Selectthe Add icon.
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10.
11.
12.
13.
14.
15.
16.
17.

Version 1020924

Select the Temperature.

Select the Sky Conditions.

Select the Ground Conditions.

Select the Wind Conditions and Direction.
Select the Precipitation.

Select the Humidity.

Select the Time

Write notes, as needed.

Select Save.

The weatherentry is madein the Daily Log.

If selected from the Daily Log, the user may make edits to the entryhen select

Save to save the modifications.
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(#03-015) Beaverton Office Park - Feb 12, 2024 - Dally Job Report

18. Onthe Home Page, the calendar denotes that an entry exists, as indicated in color.
The number of entries for the day is also denoted.

(@ hh2lise..
-
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Note: Units of measurement (UOM) for Temperature and Precipitation are set in the
General Settings section of the Mobile Application System Settings. S€&eneral Settings
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To Download Weather from Weather.com:

Alternatively, weather may be downloaded from weather.com, without having taanually
key itinto the Field Report.Only weather conditions for the current day may be
downloaded.

1. Select a Job. Se&selecting Jobs

2. Select a Report Type. Se®&eport Types
3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. Select Weather.

6. Select the Download|f#y icon.

Mon Fel 12 2024 Terry Brock

Temp:
Shoy:
Ground:
Wiined:
Prac:
Hum:

7. The weather conditionspopulate as Daily Log entries.
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The Payrolltab in Field Reports will automatically populate time from the_abor Time Sheet
in the Remote Payroll module The Remote Payrolmodule must be purchased and
enabled for this feature to function Likewise,Labor Settings must be enabledSeelLabor
Settings. Note: The Payrolltab allows for codingrelated to jobs, cost codes and other
significant cost tracking areas. The Labor tab, on the other hand,is utilized to simply track

hours but not coding. The Labor tab is typically usedo track time for temporary workers.
SeelLabor Tah

To Add Payroll Time to the Daily Log
1. Select a Job. Seeselecting Jots.

2. Select a Report Type. Se®&eport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. SelectPayroll

6. Selectthe Add icon. If enabled, the Remote Payroll module will open so the

user may enter time.Enter time as needed.See the User Guide for Remote Payroll
Field User.The time will be reflected in Field Reports, as long as the same job, user
and date are selected.
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The Equipment Time tab allows the user to connect with the Remote Payroll Mobile
Application and enter time for a piece of equipmen{Equipment Revenue) This is different
from the Equipment tab which allows the user téog equipment information such as
odometer readings, active and idle hours, rental information, andotes (often referred to
as Equipment Cost) Equipment Revenue must be enabled in the General Settings of the
Mobile Application SystemSettings. SeeGeneral Settings Equipment Revenue may be
added.

To Add Equipment Time Information to the Daily Log
1. Select a Job. Seeselecting Jobs

2. Select a Report Type. Se®&eport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. Select EquipmentTime.

6. Select theAdd icon. If enabled, the Remote Payroll module will open so the

user may enter equipment time. Enteequipment time as needed. See the User
Guide for Remote Payroll Field User.
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The Equipmenttab, which differs from the Equipment Time tal(tracking time a piece of
equipment was used) allows users to log equipment information such as odometer
readings, active and idle hours, rental information, anehotes. Equipment may be added
and copied.

To Add Equipmentinformation to the Daily Log
1. Select a Job. Seéelecting Jobs

2. Select a Report Type. Se®&eport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. SelectEquipment.
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6. Selectthe Add icon.

Cost Code:

Category:

Revenue Code:

7. Select the piece of equipment from the Equipment field.

8. 7] ®rk N®"*"® « pskzil «kzkg® sp ®rk ko s§

9. Select the Renter, if applicable, from the Renter field.

10. Enter an odometer reading in the Reading field.

11. Enter the number ofunits the equipment wasactive in the Active field if applicable.
12. Enter the number ofunits the equipment wasidle in the Idle field, if applicable.

13. Select the units of measuremenfrom the UOM field.

14. Select the Cost Code from the Cost Code field.

15. Select the Category from the Category field.

16. Select the Revenue Code from the Revenue Code field

17. Write any notes in the Notes field.

18. Select Save.

19. The entry is madein the Daily Log.If selected from the Daily Log, the user may
make edits to the entry. Then select Save to save the modifications.
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Mon Feb 12 2024

Equipment : (SG-1007)AC Scraper
Status

Reading : Gost Cade ;
Active: Category :
Idle: Revenue Code :

Equipment

20. On the Home Page, the calendar denotes that an entry exists, as indicated in color.
The number of entries for the day is also denoted.
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To Copy Equipment

This feature allows the user to conveniently copsll equipment information from another
Daily Log. This isespeciallyuseful in cases where the same entries are made repeatedly.
The log being copied from must be finalized in order to have the ability to copy.

1. Select a Job. Se&selecting Jobs

2. Select a Report Type. Se®&eport Types

3. Select the day from the calendar.
4. Select the HamburgerE icon.

5. Select Equipment.

6. Selectthe Copy E icon.

Confirmation

Do you want to copy equipment from
previous

7. Select OK

8. If there are Equipment entries entered on the previous log for the same job, then the
entries will copy to the current log selected.
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The Subcontractortab allows the user to log information about a Subcontractor. For
instance, when a sub is on the job site, the user can make note of tkabcontractor
headcount present, along with thenumber of hours worked. Likewise, notes can be made.

To Add Subcontractor Information to the Daily Log:

1. Select a Job. Se&selecting Jobs

2. Select a Report Type. Se®&eport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. SelectSubcontractors.

6. Select the Add[ig icon.
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7. Select the Subcontractor from the Sub field.

8. Enter the Headcount of subcontractors thatshowed up to the job site in the
Headcount field.

9. Select the number of hours the subcontractor worked in the Hours field.
10. Write any notes in the Notes field.

11. Select Save.

12. The entry is madein the Daily Log.

13. If selected from the Daily Log, the user may make edits to the entry. Then select
Save to save the modifications.
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14. Onthe Home Page, the calendar denotes that an entry exists, as indicated in color.
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To Copy Subcontractorinformation:

This feature allows the user to conveniently copsubtractor information from another daily
log. Note: The log being copied from must be finalized in order to have the ability to copy.

1. Select a Job. Se&selecting Jobs

2. Select a Report Type. Se®&eport Types

3. Select the day from the calendar.
4. Selectthe HamburgerE icon.

5. SelectSubcontractor.

6. Selectthe CopyE icon.

Confirmation

Do you want to copy equipment from
previous

7. Select OK.

8. Once copied, the information will display for theurrent day on the log.
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The Materialstab is utilized to track materialdelivery and related documents or pictures of
material delivered.

To Add Material Information to the Daily Log:

1. Select a Job.SeeSelecting Jobs

2. Select a Report TypeSeeReport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. SelectMaterials.

6. Select the Add g icon.
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10.
11.
12.
13.

14.
15.

Add Material

Enter theticket number for the materials received from the vendor in the Ticket#
field.

Enter the time received in the Received Time field.

Enter the name of the person that received the material in the Received By field.
Enter the material description in the Description field.

Enter the quantity of the material received in the Quantity field.

Enter the units of measurement in the UOM field.

Select the Receipt Fidd. Take a photo or upload an existing photo ainy
documents related tothe materials. When Select Existing Photo is selected, the
user may select a photo from their device. When Take Photo is selected, the user
may take a new photo of thelocuments or materialsthemselves.

Write any notes in the Notes field.

Select Save.
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16. The entry is madein the Daily Log.If selected from the Daily Log, the user may
make edits to the entry. Then select Save to save the modifications.
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(#03-015) Beaverton Office Park - Feb 12, 2024 - Dally Job Report

17. Onthe Home Page, the calendar denotes that an entry exists, as indicated in color.
The number of entries for the day is also denoted.
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The Activitiestab is utilized to track Unit Production. Unit Production tracks completion by
either daily units or percentage complete. Unit Production iglirectly tied Cost Codesand
assists intracking budgets for a cost code Note: Unit Production must be enabled on the

g~ «®* "g®s~| g~{8"] 1«
To Add Activity Information to the Daily Log:
1. Select a Job. Seéelecting Jobs

2. Select a Report Type. Se®&eport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. SelectActivities.

6. Select the Add g icon.
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9.

10.
11.
12.
13.
14.
15.

16.

*Cost Code:

Category:

% Complete:
Current s

Prod Units:
Curent U

Desc:

Select the Cost Codefield and then select a cost code from the Cost Code Page that
follows.

Select the Category field andhen select a category from tle Category Page that
follows.

Enter the current percent complete in the% Completefield.

Enter the current production units in the Prod Units field.

Enter adescription in the Description field.

Enter the company responsible for completion in the Responsible For field.
Enter notes, as needed, in the Notes field.

Select Save.

The entry ismade in the Daily Log If selected from the Daily Log, the user may
make edits to the entry. Then select Save to save the modifications.

On the Home, the calendar denotes that an entry exists, as indicated in color. The
number of entries for the day is also denoted.

Note: It is important to log Unit Production activities on a regular basis to maiain the
relevance and integrity of the data.
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The Eventstab can be usedto log eventssuch asinjuries, inspections, employee
dismissals, or ribbon cuttings.

To Add EventsInformation to the Daily Log:
1. Select a Job. Seeselecting Jobs

2. Select a Report Type. Se®&eport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. Select Activities.

6. Select the Add g icon.
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7. Enter the event start time in the Start Time field.
8. Enter the event end time in the End Time field.

9. Selectthe Event Type field and then select arvent type from the Event Type Page
that follows.

10. Selectthe Contact field and then selecta contact from the ContactPage that
follows.

11. Selectthe Equipment field and then selecta piece of equipment from the
Equipment Page that follows if applicable. This is useful to lograinings or events
related to specific equipment.

12. Select a companyinvolved in the event from the Company field, if applicable.
13. Write any notes in the Notes field.

14. Select Save.
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15. The entry is made in the Daily Log. If selected from the Daily Log, the user may
make edits to the entry. Then select Save to save the modifications.
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(#03-015) Beaverton Office Park - Feb 12, 2024 - Dally Job Report

16. On the Home Page, the calendar denotes that an entry exists, as indicated in color.
The number of entries for the day is also denoted.
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The Visitortab allows the user to trackjob site visits andvisitors.
To Add Visitors/Visits Information to the Daily Log:

1. Select a Job.SeeSelecting Jobs

2. Select a Report TypeSeeReport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. SelectVisitors.

6. Select the AddJig icon.
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10.

11.

12.
13.

Enter a start time for the visit in the Start Time field.
Enter an end time for the visit in the End Time field.

Enter the visitor name in the Visitor fieldVisitorsmay be addedto the contact list, if
needed. SeeTo Add a Contact

Enter the name of the person visited in the Visited field?eople whowere visited
may be added if needed SeeTo Add aContact Name

The Follow up field is used tcenter the person in charge of follow up by selecting
the Follow Up field Follow up persons may be addedf needed SeeTo Add a
Contact Name

Select Save.

The visit/visitor will be entered in the Daily Lodf selected from the Daily Log, the
user may make edits to the entry. Then select Save to save the modifications.
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14. Onthe Home Page, the calendar denotes that an entry exists, as indicated in color.
The number of entries for the day is also denoted.
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To Add a Contact Name

On the Add Visitor Pagdrom the Visitor talh, a Contact Name may be added to thé/isitor,
Visited andFollow-up fields.

1. Select aday from the Home Page.

Cancel Contact

Allen, John

Bailey, John

Baird, Jeff

Barker, Gearge

Baxter, Mira

Becker, Steve

Bradshaw, Tamara

2. Selectthe HamburgerE icon.

3. SelectVisitors.
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4. Select the Add icon.

5. Selecteither the icon next to theVisttor field, the Visitedfield, or the Follow upfield,
whichever isneeding the contact. This will take the user to theContact Page.

6. Selectthe Add icon from the Contact Page.

Add Contact

Firat Name=
Middle Mame
Last Mame*
FPhane Mumber

Company*

Department

7. Enterthe first, middle and last name of the visitolvisited/follow-up personin the
respective fields.
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8. Enter thephone numberand department in therespective fields.

9. ChooseSelect @mpany next tothe Company field if needing to add a companyA
company name may already populate this fieldCompanies may besorted by Job
Company List or simply by Companyselectthe Company tab.

Cancel Company +

(A-1 Electric Company

AAM Insurance and Bonding

Ace Drywall

Acme Door & Glass Distributors

(Adams Electric

ALLState University

10. Select the Add icon from the CompanyPage

11. After adding all the necessarycompanyinformation select Save
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To Edit ContactInformation:

1. Select a day from the Home Page.
2. Selectthe HamburgerE icon.

3. Select Visitors.

4. Select the Add icon.

5. Select either theicon next to theVisitor field, the Visited field,or the Follow up field,
for whichever contact needs to be edited This will take the user to the Contact
Page.
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Cancel Contact

Allen, John

Bailey, John

Baird, Jeff

Barker, Gearge

Baxter, Mira

Becker, Steve

Bradshaw, Tamara

6. SelectEdit. Edit MUST BEselected to enable editing.

7. Select the carrot> that displays next to the name of the contact which requires
editing. The carrot > will display once Edit is selected.

Edit Contact

First Mame=
Middle Mame

Last Name= Allen

Phane Mumber (a03)222-0485

Company™

Department

8. The Edit Contact Page displays.
9. Make the modifications.

10. Select Save.
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To Edit Company Information:

1. Select a day from the Home Page.
2. Select the HamburgerE icon.

3. Select Visitors.

4. Select theAdd icon.

5. Select either theicon next to the Visitor field, the Visited field,or the Follow up field,
for whichever company contact needs to be edited This will take the user to the
Contact Page.

Contact

Allen, John

Bailey, John

Baird, Jeff

Barker, George

Baxter, Mira

Becker, Steve

Bradshaw, Tamara
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6. Select Edit.Edit MUST BEselected to enable editing.

7. Select thecarrot > next to thename of the person associated with the company.
The carrot > will displayonce Edit has been selected.

Edit Contact

First Mame=*

Middle Mame

Last Narme® Allen

Phane Mumber (a03)222-3485
Company®

Department

8. Choosethe company name inthe Company field or choose Select Company if no
company name is populated.

Cancel Company C Edit <+

fi-1 Electric Company

AAA Insurance and Bonding

Ace Drywall

Acme Door & Glass Distributors

9. Selectthe Companytab (not Job Company List)
10. Select Edit(Edit MUST BE selected) from the Company Page.
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11. Select the carrot > next to thecompany. The carrot will displayonce Edit is
selected.

Edit Company

Mame* A-1 Electric Company

Emagil Address

Fa Murnber (503)744-4655

Phan Mumber (803)744-3200

Weh Url

Address 1

Address 2

Address 3

Address 4

City

State

Fip

12.Make the necessary modificationson the Edit Company Page.

13. Select Save.
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The Journalstab allows the user to log a variety of different Journal Types which are
available withthe hh2 systemandg * | f k g «®~{s°ki ®~ ®r k

preference. This can be thought of as a diary to log different types of information.

To Add Journal Information to the Daily Log:

1. Select a Job.SeeSelecting Jobs

2. Select a Report TypeSeeReport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. SelectJournals.

6. Select the Add[ig icon.
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7. Select the journal type from the Journal field.

Journal Type

¥planation of Contract Work Done

planation of Extra Work Done

eneral

Quality Control

[Safety Meeting

8. Enter notes in the Notes field.
9. Select Save.

10. The entry will be made in the Daily Lodf selected from the Daily Log, the user may
make edits to the entry. Then select Save to save theodifications.
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11. Onthe Home Page, the calendar denotes that an entry exists, as indicated in color.
The number of entries for the day is also denoted.
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The Meetingstab enables users to document meetingsThe Meetingstab allows the user
to log a variety of differentMeeting Typesand Topicswhich are availablethrough hh2 or
g"| fk g «®~{s°ki ®~ ®rk g~|]«®2 g®s~| g-~{8§8~"

To Add Meeting Information to the Daily Log:

1. Select a Job. Se&selecting Jobs

2. Select a Report Type. Se®&eport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. Select Meetings.

6. Select the Add[ig icon.
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Add Meeting

*Meeting Type:

Meeting Topic:

Meeting Time:

Meeting Name:

Attendees:

Attachments:

7. Select themeeting type from the Meeting Type field.
8. Select the meeting topic from the Meeting Topic field.

9. Select the Topic Info fieldwhich now displays.Add a summary of the meeting, along
with any topic detail on the Summary Page that followAttachments may be
added. Select Finished.

10. Select the meeting time from the Meeting Time field.
11. Enterthe meeting name from the Meeting Name field.

12. Select the meeting attendees from the Attedees field.
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13. This takes the user to the Meeting Attendees Pagén this page, #tendees maybe
added from existing contacts,using Add Contact;from the Add Employeefeature;
viamanual enty using Manual Entry or by copying attendees from another
meeting, using C@y From Meeting.

Select Contacts e Select Employees
Allen, John

ample Becker Laurie
1324
Bailey, John

sample

Black Donald
Baird, Jeff 137

sample

Barker, George

sample

Baxter, Mira
sample

Becker, Steve
sample

Brown Stanley
Bradshaw, Tamara i
sample

Bronson, Debi
sample

To UseAdd Contact: To UseAdd Employee
1. Select Add Contart. 1. Select Add Employee.
2. Check the contactsto add to the 2. Check the employees to add
Attendees listfrom the Select to the Attendees list.

Contact Page .
3. SelectMeeting Attendees.

3. Select Meeting Attendees.

Manual Entry
» Meaeting Attendees Copy Attendees

Attendee Name: 11:13 AM

Training

Meeting Topic - Toolbox

Meeting Mame : Tealbox Cleanup
Attencees | [ Attendees
Attachments : 0 Attachments

Attendee Name:

Attendee Name:

Attendee Name:

Attendee Name:

To Copy Attendees

Attendee Name: 1. Select Copyfrom Meeting.

2. Select afinalized meeting to

To Use ManualEntry: copy attendees from.

1. Select Manual Entry 3. Check the attendees to

2. Key the names of the copy orselect Copy All to
attendees. copy all attendees.

3. Select Meetina Attendees. 4. Select Copy.
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14. Once the attendee names have been addecho matter the method (Add Contact,
Add Employee, Manual Entry or Copy from Meetinga signature page will display
for attendees to sign.

Meeting Attendees

15. Attendees sign and select SavelNote: Signatures must be enabld in the Tab
Configurations settings. Se€lab Configurations

16. After signed and saved, select Finished.

17. Add attachments by selecting the Attachments fieldon the Add Meeting Pageand
then the Camera icon.

18. Select Existing Photo to select from existing photos on thdevice ortake a new
photo by selecting Take Photo.

19. Select Finished.
20. Enter notesabout the meeting,as needed in the Notes field.

21. Select Save.
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22. The entry will be made in the Daily Lodf selected from the Daily Log, the user may
make edits to the entry. Then select Save to save the modifications

@

(#03-015) Beaverton Office Park - Feb 11, 2024 - Dally Job Report

Training
Meeting Topic :
Meeting Name
Attendees :
Attachments ©
Meeting Time -

23. On the Home Page, the calendar denotes that an entry exists, as indicated in color.
The number of entries for the day is also denoted.
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The Attachmentstab allows the user to attach documents and specify the title and layout
of the document. It includes anotes area for additional information.

To Add Attachments to the Daily Log:
1. Select a Job. Se&selecting Jobs

2. Select a Report Type. Se®&eport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. SelectAttachments.

6. Select the Add g icon.
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PDF Layout

7. Selectthe Photo field . From there, the user will have a choice to add photos
by:
a. Selecting an Existing Photdrom their device.

b. Take a new photo using Take Photo

c. Adding more than one photo usindg@atch Import by selecting from their
device and then selecting Done.

d. Canceling out of Photos.
8. Enter a Title for the attachment.
9. Enter any notes in the Notes field.

10. Select a PDH.ayout(Small, Medium, or Large) The default is set in PDF Settings.
SeePDF Settings

11. Select Save to save othe Deletem icon to delete the attachment(s).
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12. The entry will be made in the Daily Log.

13.

®

(#03-015) Beavertan Office Park - Fab 13, 2024 - Dally Job Report

If the attachment is selected(directly on the image), the user is taken to the
Attachment Details Page.From this page, the attachment may be printedusing the

Printer icon; emailed using the EmaiE icon; or openedin a variety of formats

using the Open icon in the upper left corner.

Attachment
Details

Version 1020924 hh2 User GuideField ReportsField User Page87 of 115




14. Select Done when complete.

15. On the Home Page, the calendar denotes that an entry exists, as indicated in color.
The number of entries for the day is also denoted.

2 |Field
E th R.eepons
[+ 4

& ©
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The purpose ofthe Billing tab is to allow the user to add billing entries to the Daily Loghe
Billing tab comes in handy when employees in the field need to track items and item
guantities to be billed to a job.For instance,if a shipment of lumber is received, the
guantity, cost per unit,and under which cost code and category the cost will be covered
can be tracked.

To Add Billings to the Daily Log:
1. Select a Job. Se&selecting Jobs

2. Select a Report Type. Se®&eport Types

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. Select Billings.

6. Select the Add g icon.
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Add Billing

“Billing ltem:

Quantity:

7. Select theBilling item from the Master List that displays when thailling field is
selected.

8. Enter a quantity in the Quantity field.
9. Enter thecost for each unit in the Unit Cost field.

10. Select the CostCodefrom the Master List that displays when the Cost Code field is
selected.

11. Select the Category from the Master List that displays when the Category field is
selected.

12. Select Billable No or Yes.
13. Enter any notes in the Notes field.

14. Select Save.

Version 1020924 hh2 User GuideField ReportsField User Page90 of 115




15. The entry will be made in the Daily Log. If selected from the Daily Log, the user may
make edits to the entry. Then select Save to save thmodifications.

A

(#03-015) Beaverton Office Park - Feb 12, 2024 - Dally Job Report

Tue Feb 132024

Billing Item:
Quantity
Unit Cost :
Cost Code :
Category |

16. On the Home Page, the calendar denotes that an entry exists, as indicated in color.
The number of entries for the day is also denoted.

(@ hnle..
o O

% (7]

=N E

-T‘r’ -T‘r’ -T‘r’ -T|ﬂ =
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The Labor Section allows users to capture basic time information for construction
companies that do not have thenh2 Remote Payroll module. This feature does not code
time or export time toan accounting system.Use Case:To track time for temporary
workers or subcontractors working on a job.

To Add Labor to the Daily Log:
1. Select a Job. Se&selecting Jobs

2. Select a Report Type. Se®&eport Types.

3. Select the day from the calendar.

4. Select the HamburgerE icon.

5. SelectLabor.

6. Select the Add g icon.
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7. Select the Employee field and then select the name from th€ontact List that
follows. Note: The Contact List may be addedo or edited. SeeTo Add a Contact
Name and To Edit Contact Information

8. Enter the number of hours in the Pay Type Fields (for instance, Regular or Overtime
fields).

9. Enterany notes in the Notes field.

10. Select Save.
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11.

12.

13.

14.
15.
16.
17.

The entry will be made in the Daily Log. If selected from the Daily Log, the user may
make edits to the entry. Then select Save to save the modifications.

@

(#03-015) Beavarton Office Park - Fb 12, 2024 - Dally Job Report

Labor Entries can be copied from either a Previous Report éom Payroll (if the
Remote Payroll module is enabled), using the COFE icon.

If copying from the previous reportselect Copy From Previous Report

Confirmation

Do you want to copy labor frem previous

Select OK.
If copying from Payroll, select Copy From Payroll.
Select Copy.

On the Home Page, the calendar denotes that an entry exists, as indicated in color.
The number of entries for the day is also denoted.
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Some construction companies create and utilize additional tabs that are customized for
their business needs.n the example below, the Incident and Fire Safety tabs ar@ustom
tabs. Custom tabs are created on the hh2 websiteNote: Custom tabs are linked to Report
Type. So, if a user cannot find a Custom tab, it is likely the appropriate Report Type is not
selected. Furthermore, if a Custom tab does not display, a synchronization may need to be
performed. SeeSync Settings

Version 1020924 hh2 User GuideField ReportsField User Page95 of 115




After a Daily Log is entered, it must be finalized. Once a log is finalized it will be locked
down and no further edits are allowedHowever, an Addendum may be addedThis will
protect the legal integrity and credibility of original entry on the Daily Log.

Furthermore,r Kk g~| « ®2 g®s ~| g ~ &n8thg hhZ Implementaton tsam ® 2 " @
will decide upon a finalization periodLogs not finalized within the periodwill be

automatically finalized by the hh2 systemThis is setup in General Settingsof the Mobile
Application SystemConfiguration.

Note: A signature will not be captured if thefinalization process is completed by the
NTR®~{"®ki rrAl "zz z~q« ®r"® ~ak ps|rzs°ki
z~q U N« ps|”rzs©oki f- rrA "i{s|] ~|] &ai”~"®ka "®

To Finalize a Daily Log:

1. SelecttheJob. SeeSelecting Jobs

2. Select the Report TypeSeeReport Types
3. Select the day.

Z |Field
E th‘R':poris
[+ 5]

& (7]
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6.

Notice in this example, there are Daily Log entries for the Weather, Payroll,
Equipment tabs. Finalization will apply tall entries. Oncefinalized only
Addendums may be added.

Select the Finalize[@] icon from anytab to finalize. This will finalizeall entries for all
tabs onthat Daily Log.

Confirmation

Once you finalize a report it cannot be
un-finalized! Confirm?

Select OK.
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@

(#03-015) Beaverton Office Park - Feb 05, 2024 - Dally Job Report

Tue Feb 13,2024

7. Sign the report to finalize it.This feature is utilized by the user to confirm the Field
Report is complete and confirms that completion with a signatureNote: While
called a Signature Tab in thelab Configurationsetting, there is no actual Signature
tab. Instead, the user will simply sign during the finalization of a Daily Log.

8. Select Save.

9. Finalized Field Reports will be denoted with a check mark on the Daily Lég the
day.

hh2[sens
a o L 7]
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Once finalized,Field Reports may not be modified. However, Addendums may be added.
To Create an Addendum to a Daily Log:
1. Select the Job.SeeSelecting Jobs

2. Select the Report TypeSeeReport Types

3. Select the day. Finalized days will be denoted with a check mark.

Field
Reports

4. Select the Add icon.

5. Enter the Addendum Note on the Addendum Note Page.
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6.
7.

Add Addendum Mote

Select Done.

The addendum will dispgay in the Finalized Addendum Notes.

@

(#03-015) Beaverton Office Park - Feb 07, 2024 - Daily Job Report
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PDF reports may be created for angntry in a Daily Log. Se€reate PDFE

®

(#03-015) Beaverton Office Park - Feb 07, 2024 - Daily Job Report
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Whenthe Settingsm icon is selected from the Home Page, the following menu displays:

Sync Seltings

General Settings

PDF Settings

Labor Settings

Tab Configuration

Faverite Actions

Log Viewer

About Field Reports

Account Management

Log Out

Settings

Users mayor maynot have access to change settings based on permissions granted. If a
setting islocked, it isdenoted with a Lock icon and the user cannot make changes.
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1. From the Home Page, select the Settingm icon.

2. From Settings, select Sync Settings.

Sync Settings

Report Caching

Accounting System Sage300CRE

Here the user may

A Select the Report Caching time (60, 30 or 15minutes) interval. This is tre interval
the app will downloadupdated information from the server.Note: Updates to the
server are made immediately.

A Synchronize their device with changes made on other devices by selecting
Synchroniz.
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1. From the Home Page, select the Settingm icon.

2. From Settings, select General Settings.

Temperature UOM
Precipitation UOM
Job Cost Reporting

Auto Finalize

Equipment Revenue

Camera Roll

Log All Activity

Create Equipment
Create Companies
Create Contacts
Prefill Labor on Create
Prefill Eqip on Create
Prefill Subs on Create

Prefill Activities on Create

General Settings allow the user to:

A Set theunits of measurement (UOM) for temperature (Kelvin, Celsius, or

Fahrenheit).

Set the units of measurement (UOM) foprecipitation (inches or centimeters).

Select if Job Cost Reporting is available (Off or On).

Select the period by which Field Reports will autdinalize (7, 14, 21 or 28 days).

SeeFinalizationfor details.

A Select if tracking equipment revenue is available (Off or On).

ANkzkg® sp 8§r~®~« N2k ~"@®~{"®sg”rzz- "
when taken (Off or On).

A Select ifactivity is logged to the server (Off or On)Vhen On, this allows the hh2
Support Team to view activity.When Off, only errors are logged.

A Select CreateEquipment to allow users to manually create new equipment (Off or

On).

Create companies (Off or On)SeeTo Add a Contact Name

Create contacts (Off or On)SeeTo Add a Contact Name

Prefill Labor, Equipment, Subcontractors and Activitiesrespectively upon log

creation (Off or On).

> >

> > >
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1. From the Home Page, select the Settingm icon.

2. From Settings, selectPDF Settings.

PDF Settings

Attachment Layout Style

Weather Tab
Labor Tab

Payroll Tab

Equipment Revenue Tab
Subcontractor Tab
Equipment Tab
Materials Tab

Activities Tab

Events Tab

Visitors Tab

Journal Tab

Meetings Tab

Billing Tab

Attachments Tab

FR PDF Highlight Color
FR PDF Label Color
FR PDF Value Color

Include PDF Download
Links

Include Child Jobs in Prefill

EFA4TF

000000

727272

PDF Settings allowthe user to:

A Select the Attachment Layoutdefault style (Compact, Column, Large).
Select whether or not PDF creation is available for each of the tabs.

A
A Select whether or not to include links in PDF reports (Off or Oh
A

Select whether or not toinclude time coded to child jobs(Toggle Off or On).
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1. From the Home Page, select the Settingm icon.

2. From Settings, select Labor Settings.

Labor Settings

Copy Labor fram Payroll

Labor Settings allow the user to:

A Selectwhether labor time may be copied from the Remote Payroll module to the
Labor tab or not.
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1. From the Home Page, select the Settingm icon.

2. From Settings, selectTab Configuration

Tab Configuration

Weather Tab
Labor Tab
Payroll Tab

Equipment Revenue Tab

Signature Tab

Log View

Universal Add

Tab Configuration allows the user to

A Select which tabs areavailable.
A Select the Log View (Tabbed or SingiPage). Seelog View
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1. From the Home Page, select the Settingm icon.

2. From Settings, selectFavorite Actions

Favorite Actions

Header Info
Unit Production

Refresh

Move/Merge

Help
Joh Detail

Create Pdf

Favorite Actions allows the user t@elect two icons that appear next to the Moreacon. See
Field Report Tools.Note: Only two Favorite Actions may be selected.
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1. From the Home Page, select the Settingm icon.

2. From Settings select Log Viewer.

Log Activity Clear Log

This page is utilized in conjunction with the hh2 Support Team to assist in troubleshooting
any syncing issues. From here, the user may

A View errors, success, and other information.

A Clear logsby selecting Clear Log.
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1. From the Home Page, select the Settingm icon.

2. From Settings select About Field Reports.

About Field Reports

hh2 Field Report fersion
1.96

About Field Reports allows the user to:

A View their currentversion of the hh2 Field Reports mobile application.
A Rate the hh2 Field Reports mobile application.
A Read the Privacy Policy.
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1. From the Home Page, select the Settingm icon.

2. From Settings, selectAccount Management

Account Management

: enablement

: LBecker

: enablement

- Shrown

: enablement

: Throck

Account Management allows the user to:

A Seeusers associated with the Identifier
A Add new users, if permitted.
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To Add a New Userfrom the Account Management Settings

1. Selectthe Settingsm icon from the Home Page.

2. Select Account Management.

3. Select the Add Userft

Q“”! Docurmont

hh2 identifier

4. Enter the site identifier.

5. Enter the User Name.

6. Enter a temporary Password. The user will have the opportunity to changeutsing

Forgot Password when logging into hh2.
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1.

2.

3.

Select the Settingsm icon from the Home Page.

Select Log Out.

Are you sure you want to delete |dentifier:
enablerment, Username: Sbrown ?

Select OKto log out the user
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Summary

After installing the hh2 Field Reportsmobile application, the field user can easilcreate

Daily Logs for Field ReportsTabs, also known as Sections, represent the different sections

~p ®rk 4skzi Mkg§~2®1 Prk PAf« AN ANszAfzk usz
needs. And, in fact, construction companies may createcustomized tabs. Daily Logs must

be finalized within a certain time, or the hh2 system will finalize the log. Once logs are

finalized, they cannot be modified. However, addendums may be added to a log. PDF

reports may be created forall or parts of a Daily Log.

Please submit any comments or issues regarding this documentation
to documentation@hh2.com
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Change Log

This is the first version of this document, therefore no changes between versions apply.
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