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This guide covers steps for laptop use. If you're using a tablet,

see the Tablet Guide.

Jump to a topic by clicking the link:

1. Job Card Module « Submit & Send
2. Tasks: Action & Complete « Upload Files
« Find & Check-out 4. Punchlists: Action &
« Action & Complete Complete
« Add Files to a Task 5. Complete or Reject Tasks
« Submit a Task (supervisors only)

 Action a Rejected Task

3. Punchlists: Create
e From a Task (ITR)

 From Punchlist Manager

Click @ from any page to return
to the contents page.


https://www.jhsystemsupport.com.au/media/y1ajelsf/using-hexagon-smart-completions-on-a-tablet.pdf

Job Card Module

Job Cards are a way for tasks and punchlists to be bundled
together for action by specific trades, companies or
workers at specific times. Job cards can make accessing
your tasks easier. Job cards are optional.

If you are given a Job Card number, you can use this to
search and filter tasks from Task Manager module as well.

To access tasks from the Job Cards module, once you’ve
logged in:

1.

2.
3.
4

Select the project using the project selector
Click Completions
Click Job Cards

Search or browse as required, click Search with no
selections to see all job cards that your permissions
allow

Select the relevant Job Card for tasks to appear in the
secondary window

Click the Task Number for each item you need to work
on

Progress to Action & Complete a Task.
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Process Flow Tasks (ITR) and Punchlist HOLLAND

The diagram below shows a high-level overview of the steps involved in completing a digital task or punchlist. Contact

your Project Administrator for any project specific information.
Step by Step instructions are contained in the pages that follow.

D
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~ _ Projectadmin _ 7 Submit Punchlist
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Find & Check Out a Task

Detailed instructions for searching and browsing can be
found in the Search & Reporting guide. This is a quick
reminder of one option, however tasks can be searched
from many modules such as Job Cards. Once you've
logged in:

1. Select the project using the project selector
2. Click Completions

3. Click Task Manager (Master List), this will allow a
search of all tasks

4. Search or browse as required, click Search with no
selections to see all tasks

5. Refine search results by clicking and typing into the
column header filters if needed

Optional: If you need to complete a task offline or need to
ensure no one else can edit a task while you are working,
you will need to check the task out as per step 6 below. If
you are just going to action right away proceed to
Complete a Task.

6. Click Checkout for each item you need to check out

Continued on next page...

= SWITCHBOARD

Preservation

& - Non-Compliances/Non-
&= preservation, by Assets R Preservation, by Tasks Ea P

Conformances
E Tasks, by Assets @ Tasks, by Loops T:.‘ Tasks, by Vendor Packs %O Tasks, by Pipe Packs ‘iﬁ Tasks, by Cable Packs
un .
B cable Drums {8} Hazardous Area Tasks a Hazardous Area Dossier

Preparation & Scheduling

Note: Checking out a task

locks it to you for completion || Aotk competn
and allows downloading on the

app to work offline.

Inspections and Test Forms Completi

Search or Browse < Home v > Completions v > =
Q B
B &R &R INSPECTIONS AND TEST FORMS COMPLETIONS BY TAS ¢ © B o
GENERAL  STRUCTURES Deseription Is Bxce.. | Execution Discipline Task Type Planned F. Executed Form Punchlists. Jok I
. YOIN YN YN
ction By == e
e e e [ -] Damper & Grille Installation [0 Digital Exec... MECH ] . . .
Task State Light Fitting & Bracket Installati... Digital Exec...  Lighting [ ] B [ Jole)
sl L @ 0 @ Jet Fan Installation Paper Form | VENTILATION |Installation (] 000 cw
Cert Lock (Syst) Yes No
B DsorSuitches DRS-£05-05 Digia Bc... FIRE SYSTEM ] 000

Actual Start Date

P cubmitted Date es No B Door Switches DRS-EDS-RDS Digital Exec... FIRESYSTEM  Inspection Test Recore = Q00
«
Actual End Date CISIT N - Digtal Exec.. |cABL I 000
Bl Closing Date Yes| No
Digital Exec... Eiectical Inspection Test 000

Scheduled Period

«
[
I

Actual End Date v v
4 TEST FORMS (1) INSPECTION PQINTS PUNCHLIST ITEMS DETAILS DOCUMENTS PREDECESSORS RFIS  WORK PERMITS  FILES  FIELD LOG
Execution Type v
State Form Name Wail Merge | Upload Fileto...|  Planned Form | Upload Scanned F...|  Executed Form Description Type

Steps Closing? Yes No NfA OvOn avon

Pending Punchlists?  Yes No T0z092.0002 Smartiomn &> =) (] mc

Mail Merged? Yes No

e © 0 O o et et Note: This checkout is for assigning

ResET ek Bos Ben B e @ sewe Baion to a different person or group.

JOHN
HOLLAND


https://www.jhsystemsupport.com.au/media/gwidb0us/hexagon-smart-completions-searching-reporting.pdf

Action & Complete a Task

Once you have found the task (see steps on prior

page):

1. Select a task by clicking the Task ID, this will open
a pop up

2. To see asset details, click the Asset ID to open
the linked asset

3. To view the asset datasheet, click View Datasheet

4. |If this is the first time you are starting a task, click
either of the below (if you've started a task before,
skip to step 5:

a) Start Task - indicates on reports that work has
begun, or;
b) The PDF icon (under Planned Form) - if you
only want to view the steps and not begin work
5. Starting a task will open a new Completions Tab

6. Task and asset information is displayed in the
header and the top right of the inspection test
record (ITR)

7. This tab contains the form and checks that need to
be completed, scroll down to view everything

8. Click Save or Exit at any time to save where
you’re up to and close the task, this will not finalise
the task

Continued on next page...
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Action & Complete a Task (continued) HOLLAND

9. Complete the required information - every Q
R R Item No. Step Action OK. Reject
Inspection Test Record (ITR task) might look - FORE O
. . ) S/
different as every asset type and test requires 12 ot st ot s e s £ P ~N Note: Clicking
different information to be recorded. Below shows e — Reject or No
. . JEilion e iaing O O can trigger
steps to complete some of the fields you might _ : Punchlist
see: Hem o, e B creation from
a) Click OK or N/A against a line item and the G e i i i s i st e 1 e RESULT G, s e
. . . Initials = OK ; N/A = Mot Applicable ; P = Punchlisted
system will automatically record the date, time Primary WiningResistancsTet I
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. . ) 4.2 TAE-2 | ‘ | | 1
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i i == your project admin if = I =
c) These fields can be typed into, or use the el o e tost ® O "=
Up/ down arrows —T equipment to be @ >< sz W
. . added to the register. \__/
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. - . Step Action Initials / Date
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image where required

g) Free text can be added in Comments and
Observations field, if a task is ever rejected Q
the reason is recorded here

Comments and Observations

Comment A|

Continued on next page...




Add Files to a Task

If you want to add additional files or include pictures
beyond what is required in the form, you can follow
the steps below, otherwise skip the Submit a Task.

Any file type can be uploaded this way: Excel,
PDFs, videos, images etc

10. Click the Files tab at the top of the form

11. Click into the Caption field and type a caption
for the file or image

12. Click the Cloud Icon, a pop up will open

13. Click Choose File and use file selector to select
a file

a) You may need to ensure you've selected all
Files to upload your file

14. Click Upload File

15. Navigate back to the Completions tab to
continue

Continued on next page...
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Submit a Task

Once all fields on an ITR Task are completed and
you are ready to finalise the task.

16. Click Submit at the bottom of the form

a) If anything is incomplete, an alert will
appear, click OK - all outstanding items will
display in red for you to complete

17. After clicking Submit it may take a few seconds
to process. Once it has processed, Submit will
change to Edit — the task will now go to the next
person in the workflow for completion

18. Click Exit or close the window

If the task was Checked Out, it will be automatically
checked in when you click Submit.

The task will have a Submitted status and go to the
next person in the workflow for completion. Note:
Task status may be different if there is an
outstanding punchlist item.
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Completed

The items above have been inspected and are in

Completed By (Confractor)

with drawing and specifications
Reviewed By (Contractor Supervisor/QA)

Name: Name: Name:
Title: Title: Title:
Company: Company: Company:
Date: Date: Date:

Complete

Approved by JHG |
v

v

Alert

‘You must answer all required steps before complefing

the task. E

Edit Task Completion (T-02692-0002) - Work - Microsoft Edge - a

) https://jhg-sc.intergraphsmartcloud.com/ISC/Tools/EditForm.aspx?ID=7023298v=vTasks_TestsCompletion

Task Summary | Completion | Files « Task Documents

Completed
| hereby confirm the work has been completed in accordance with coniract specified drawings, specifications & standards.

Performed By Contractor Review By Supervisor / Lead Engineer Accepted By
Name: o Name: Name:
Title: Operations - Trainer Title: Title:
Company: John Holland Pty Ltd Company: Company:
Date: 20-Apr-2026 16:02 Date: Date:
o ] 8L em= )




Action a Rejected Task

If a task was rejected by the supervisor, (e.g when
more info is required) there are a few different steps
to get started.

The task status will display as Rejected:
1. Click the rejected Task ID

2. Comments made by the supervisor when
rejecting will automatically pull into the
Comments and Observations section at the
bottom of the Completions tab

All previously input information will remain, make
changes or add additional information as required,
for detailed steps Action & Complete a Task or Add
Files to a Task

3. When ready click Submit to resubmit task full
steps on Submit a Task

4. Click Exit or close the window

If the task was Checked Out, it will be automatically
checked in when you click Submit.

The task will have a Submitted status and go to the
next person in the workflow for completion.
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Punchlist: Create
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Process Flow Punchlist HOLLAND

The diagram below shows a high-level overview of the steps and statuses involved in punchlists, from creation to closure.

Step by Step instructions are contained in the pages that follow. Note that Field Supervisors cannot approve Punchlists.

System Status Originated Submitted Accepted Completed Closed
1. Punchlist 2. Punchlist 3. ‘Accepted’ 5. Actioned with 6. Punchlist is
created with all approved by JH punchlist ready documentation checked and
documentation supervisor for action uploaded closed if complete
{ A
I\ 7\
- d - o - | 8
,~ Approvalis N “ Closureis >
| completed by \ ( completed by
aJH ] \ aJH
~ _supervisor _ # ~ supervisor _ ¢

—_— o - SIS

Note this is the current process and status and may change in future.
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Create a Punchlist HOLLAND

Punchlists are created for keeping track of any outstanding work onsite or raising defects and are generally categorised in the
following:

Category A: Cannot Energise
Category B: Can energise, but requires de-energisation / isolation to rectify

Category C: Rectification prior to final handover

Creating a Punchlist can be done in two main ways, click the relevant link below to jump to the steps:

* During a task (ITR): if you find further work, incomplete « Punchlist Manger: can be used if you are onsite and notice
things, faults, etc, you can trigger a punchlist related to a something that should be raised, when creating a punchlist
specific part of the task. When creating a punchlist in this in this way, no information will be pre-filled for you.
way, lots of information is pulled from the task to create the
punchlist.

2. Create a
Punchlist from

a Task (ITR

1. Notice Punch 2. Create Punchlist

item on site

from Punchlist
Manager

Is a

punchlist
required? _
1. Start and 3. Submit /
complete task Close the task



Create a Punchlist from a Task (ITR)

The steps covered below (and continued on the
next page) show creating a punchlist from within

—_—

Task Summary
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Completion I Files I Task Documents

|v Smart Form

a task if you reject an item.

You can also create a punchlist from Punchlist
Manager, skip to steps Create from Punchlist

manager.

Item No.
21

22
23

24

When configured, during completing a task (steps
on Action & Complete a Task), some answers,
such as reject or no, the system will prompt you
to create a punchlist.

25

Item No.

In these cases, a punchlist must be raised:

CONSTRUCTION
A. Fixing(s) Installation

Step Action OK NIA Initials | Date PL
Confirm fixings are suitable for the mounting surface. TP [ 20-Apr-2026 -
Confirm each cast-in element is usable, free of concrete and damage. TP [ 20-Apr-2026 -
Confirm correct fype and size of fixings are used for the mounting of the support{s) TP [ 04-May-2026 W pL-000051

and are free of damage.

Confirm curing fime (where required) for each fixing has been reached (as per
manufacturer's instructions).

Confirm preof loading has been conducied and recorded as per Proof Load Testing
Procedure (RIC-JHC-PRC-00-MD-000-001).

O00e®

OO0

B. & Seismit

[=]
=

NiA PL =

Initials | Date

i OCl®@p O

Step Action

Completion Task Documents

1. Click Reject (or No) on the line item during
task completion
2. When prompted, click Yes, this will open a

new window

Continued on next page...

PL/NC Alert

Do you want to create 3 punchlist?

Note: Cancel will allow you
to go back and choose
another option against that
line item in the task



Create a Punchlist from a Task (ITR) (continued)

3. The task line item will pull into the
Description (mandatory field), confirm or
alter this as required

4. Select Punchlist Category & Punchlist
Type
5. Input Action Required (mandatory)

6. Check all other information, ensure you give
enough details for a future team to complete
the punchlist - Asset, Task and Responsible
Company are desirable fields

7. To add an attachment or image, click on the
Files tab - for detailed steps see Add Images
or Attachments

8. To notify others you can Email Punchlist to
one or more recipients

Note: you'll be able to email others as part of the
submit process later.

9. Click Submit once you have completed all
relevant information

Continue to step 10 on Submit & Send.

Edit Punchlist & C.O.W. Trackin 5) - Work - Microsoft Edge
(9 https;//jhg-sc.intergraphsma /15C/Tools/EditForm.aspx?v=vPunchlist8ID=168448InspectionTypell=5

Punchlist Category]
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Workflow
General Documents Files Custom Comments - - - [ | - [ ]
Originated Submitted Accepted Completed Closed
¥ General Data
Punchlist ID PL-000045 Description ff| 1.22: Confirm gauges are free from damage

Punchlist Type

M
v

Job Category

Regpansible Closing

Company

Create MOC

—

Workflow missing required fields: Action Required

Discipline  Electrical - Electrical Priority Form
Action P.eq..i'ed||
Action Taken |
¥ Work Bregldlasss Association q
Note: The form will
Project  JHG - Training Project v Phase automatica”y pU” all
Stage M Activity possible information from
Location pssociation the asset and task that
hetemization? (@ Process () Physical Location prompted the punchlist.
Frocess Plant | JHG - Training B Process Ares | 020 - Primary Treatment
System  020-40 - Skimmings PS B Subsystern | 020-40-23-01 - Scum Tanks
Asset  TRX4551001A - Transformer B Asset Pack
Loocp B Tase | T-02715-0001 - HV Equipment Transformer Installation
chedulirly Data
Resporlible Workgroup  Construction ] Responsible Cormpany = Responsible Person
Contract B OnHold OYes ONo
Start Date a Dus Dats ﬁ Is Exception? OYes (JNo

B Email Punchlist



Create a Punchlist from Punchlist Manager

To create a punchlist outside of completing a
task, you must use the Punchlist Manager.
Creating a punchlist from Punchlist Manager
will start with a completely blank form.

If you are creating a punchlist from within a
task, see steps on Create a Punchlist from a

Task (ITR).

From the Hexagon Smart Completions
homepage:

1. Click Completions

2. Click Punchlist & C.0.W, this will load
the punchlist manager module

3. Click the Plus icon, this will open the
punchlist window

Continued on next page...
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E® Completions

0 safety

£, Operations & Maintenance

#3 Shutdo,

R

(NOE)
Home ¥ > Completions ¥ > Execution ¥ > Punchlist & COW. v
PUNCHLISTS & C.O.W. TRACKING (10)  Reports  Dashboards
Status Punchlist ID | Datasheet Description Is Exce... | Punc..| Priority | Punchlist Type Action Required
OvyOn OO
I Complet... PL-000020 E 1.12: Confirm screen outer screen has been installed correctly a... D Missing Parts Grille yet to be installed
I Closed PL-000021 H 1.5: Confirm all tag numbers / labels are correct as per latest re... D Missing Labels  |Waiting for asset labels to be provi...
Originat... PL-000023 E 2.3: Confirm all cabling is correctly labelled B Incorrect Labels | Incorrect cable label in field
Checked ... PL-000037 H 1.3: Confirm cable numbers / labels are fitted and correct Categ... ltem Incomplete | DXE4260304 is not installed due w...
Checked ... PL-000038 E 1.4: Confirm correct pipe supports have been installed as per la... One pipe stand is to be installed
Originat... PL-000039 H 1.2: Confirm locking device/guard in place on ladder access to ...
- o=

&= Preservation, by Assets

Execution

Preservation

%: Preservation, by Tasks

Planning

. Work Pa(p

Task Manager (Master

= .
List) Punchlist & C.O.W.

JHG - Training Project

& Non-Compliances/Non-
Fa

Conformances

% Tasks, by Assets Tasks, by Loops %-h Tasks, by Vendor Packs Ts Tasks, by Pipe Packs lﬁE
WIE cable Drums Eé} Hazardous Area Tasks

Preparation & Scheduling
P6 Schedule Alignment % Job Cards '*‘ Job Haz(a]EAl;nalysis

Notice of Energization
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y 34

03' O

Work Category | Discipline

MECH
Lighting
FIRE SYST...
Electrical
PIPE

FIRE SYST...




Create a Punchlist from Punchlist Manager (continued) JOHN

4. Complete all required fields

Ensure you give enough details for a future team to
complete the punchlist. Action Required and
Description are mandatory. Punchlist Category,
Punchlist Type, Asset, Task and Responsible
Company are all desirable fields. The Work
Breakdown Association is vital for reporting.

5. Select the Asset to automatically fill process and
Location Association fields

6. Click between Process and Physical Location
to alter and check the Location Association fields

7. To add an attachment or image, click on the
Files tab - for detailed steps see Add Images or
Attachments

8. To notify others you can Email Punchlist to one
or more recipients

Note: you'll be able to email others as part of the
submit process later.

9. Click Submit once you have completed all
relevant information

Continue to step 10 on next page Submit & Send.

HOLLAND

Edit Punchlist & C.O.W. Trackin cord) - Work - Microsoft Edge = O b4
) httpsy/jhg-scintergraphs /15C/tools/EditForm.aspx?v=vPunchlist AN

General Documents | Files I Custom Comments

Workflow
- - . n - ]
Originated ~ Submitted Accepted Completed Closed

¥ General Data

gm—
Punchlist ID

Description |
Punchlist )
v Punchlist Type ¥ Job Category i
Category
Discipline & Priority B Form &
Ation Required |

Action Taken |

-

[Vork Breakdown Association

Project | JHG - Training Project

Stage

Note: The punchlist will have

no information pre-filled,

| ¥ Jocation Assaciation
Systemization? I@ Process (_) Physical Location

Process Plant

complete as much
information as possible.

Process Area

Respensiole Closing

Company

Workflow missing required fields: Action Required
Description

Systern Subsystem i
Iﬁet Asset Pack i
Loop A Task b
¥ Jcheduling Data
Refponsible Workgroup B Responsible Cormpany ¥ | Responsible Person &
Contract v On Hold U¥esT(jho
Start Date ﬁ Cue Date ﬁ Is Exception? O Yes (ONo




Submit & Send a punchlist JOHN

HOLLAND
Once you click Submit, you have an option to email
OtherS E-Mail Notification 1 1 1 O
. . . . . Are you sure you want to send an e-mail notification?
Anytime you click Email Punchlist or if you choose Yes mim
to notify during submission you will follow the below
email StepS. Notification/E-Mail Editor X m
To: Subject:
10. If you don’t need to email others, click No to and v | [pencnts: rooaooss with » Proriy of O Requires Acceprance
skip to step 18 &
Check Al bessage;
11. If you need to email others, click Yes, this will open a
new email window m
12. Start typing or click Show Address Book to fill email
add resses Select Options v oty 4
. . . . Q Found Date: 22—Apr-2026\ a Intergraph Smart® Completions
13. Edit Subject if required Fanchict 1: PLI00004S <5 href="hitps: /i |
Check all S':‘t”tir&gr_"=p'E_ImamF‘%‘I%C:‘j{ns‘gigfgols’iiq.iti?mk'..asw(? . E-Mail was sent.
14. Type a Message in the email body if required 12 e
15. Click Create E-Mail ;;:s:;gézﬁ::s;zss?ﬁszﬁx\\\?ﬁ
. . . Location - Facilil.:yJ:Hji7-1I—:‘Ta|;‘il:':ign::;]$rc:;tm:::- (Facility P
16. Click Done on the confirmation message
. . - Show Address Bookd  Default Selection -Create E-Mail Cancel
17. Click Exit o] ‘
After submitting, at the bottom of the punchlist you will || | Workflow
. . . . . Responsible Company W w7 Responsicle Person v — o
see options to Cancel, Reject or Accept, this indicates O Orignsted  Submitted
you have submitted. The workflow status will move to S e < Excemtons OYes ONo
Smeitted' Responsible Closing Person Create HIRA 1 7
If you created the Punchlist from a task return to Action & N CEE— a
= (1)
Complete a Task.




Upload Files to a Punchlist

To add an image or attachment during the

creation of a Punchlist, follow steps from Create a

Punchlist, then:

In the Punchlist navigate to the Files Tab
Click into the Caption field
Type a caption for the image / attachment

Bwnh =

Select a file Type, anything other than an
image should use the Type: Attachment

5. Click the cloud logo, an upload popup will
appear

6. Click Choose File and select the image or
attachment from the file Selector

a) You may need to ensure you've selected
all Files to upload your file

7. Click Upload File

You can repeat this process to upload multiple
images / attachments.

To finalise the punchlist Submit & Send.

JOHN
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Edit Punchlist & C.OW. Tr: 0045) - Work - Microsoft Edge — (m} x
) httpsy//jhg-scintergraphs .com/15C/Teols/EditForm.aspx?ID=168448v=vPunchlist A
Workflow
General Documents Files Custom Comments - -
Originated  Submitted

¥ Files

Records (0) * Caption Type Offline Maobile? Files

(]

Note: You can click into caption or
type to start imputing photo
information and tab between columns

v
# Caption Type Offline Files

v v a
1 Photo as punchlist lefg | v 9 d&b

(Select one of

3 records)
As-Found
As-Left

" » Attachment
Uploading Image or File
ep Picture
1 328 kB
lease select picture or'
lear view
e File Wofile chosen

fle name: | Hexagon - word doc v|| Al files v I

Upload from mobile Qpen Cancel




Punchlists: Action & Complete

JOHN
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Punchlists: Action & Complete

= SWITCHBOARD

Punchlists can be found via the Punchlist & C.O.W
module, shown below, or via their linked asset or task
(ITR) more details in the Search & Reporting guide.

The below steps cover how to action a punchlist and

E Tasks, by Assets @ Tasks, by Loops T:.‘ Tasks, by Vendor Packs %‘ Tasks, by Pipe Packs ‘iﬁ Tasks, by Cable Packs
submit for closure by a JH Supervisor.
B cable Drums ;:A; Hazardous Area Tasks ﬁ Hazardous Area Dossier

Preparation & Scheduling

From the Hexagon Smart Completions homepage:

1. Ensure you are viewing the correct project, if needed
change using the project selector

via the task from Task Manager
(Master List), Click on the Task and
access the Punchlist tab.

Execution

PG Schedule Alignment [ WOrkPa:kagBa Job Cards Ja e  Note: you can also access a Punchlist

Task M. Mast 3] Noti f E ti =
e v s Cow otice of Energization | | (28 5 an
List) (NOE)

2. Click Completions

3. Click Punchlist & C.O.W, this will allow a search of all
Punchlists

4. Search or browse as required, click Search with no
selections to see all punchlist items

5. You can refine search results by clicking and typing
into the column header filters if needed

6. Mark the checkbox for the punchlist details to show
in the secondary panel

7. Click the Punchlist ID to open the punchlistin a new
window for editing

Continued on next page...

Punchlists & C.0.W. Tracking Manager

Search or Browse
QR B KRR

GENERAL STRUCTURES ADVANCED

Home ¥ > Completions ¥ > Execution ¥ > Punchlist & COW. ¥

PUNCHLISTS & C.O.W. TRACKING (10) Reports. Dashboards

Status Punchlist ID | Datasheet Description Is Exce..

(vl

a
| |Check-out By v

Checked Out? Yes No NJA 1.12: Confirm screen outer screen has been installed correctly a...

1.5: Confirm all tag numbers / labels are correct as per latest re...

B Punchlist Category v
Bl runchiist Type ~
HIRA ID v
il [oc Summary v |

P rending Closing Yes No N/A

mm
W

2.3: Confirm all cabling is correctly labelled

1.3: Cenfirm cable numbers / labels are fitted and correct

&

1.4: Confirm correct pipe supports have been installed as per la..

v

)

Is Exception? Yes No N/A General Data
Action Required DXE4260304 is not installed due wall not completed. Inspect when installas
Action Taken DXE4260304 installed

|l on Hold Yes No N/A

£

j RN IOl IS Work Breakdown Association

Has Priority Log? Yes No  N/A Project JHG - Training Project

Stage q
P — punchlist.

ftem 020-40 - PS

WL-A10 - Screenings and Lift Pump Station Location
Assef
SEARCH

a ‘Punchlist ID

‘Desmptiuﬂ

Due Date Period v
Match @ All O Any of selected criteria

DXE4260304 - Directional Exit Sign Asset Pack
RESET SAVE Datasheets  [x] Imports Merge [ Checkin  [B) NoMailMerge [ Notiy X |

Note: Use the tabs to see more
information on selected a


https://www.jhsystemsupport.com.au/media/gwidb0us/hexagon-smart-completions-searching-reporting.pdf

Punchlists: Action & Complete (continued) HOLLAND

Note: Workflow status for a ready
to complete punchlist is Accepted

8. Input the Action Taken to complete or fix e Puncam-ng [
i i i i H & https://jhgy hsmartcloud.com/I5C/Tools/Edi
the punchlist item, this is a mandatory field e ]

Workflow

General Documents I Files I Custom Comments

- 1 - . m  n
9. Upload images or attachments to show s e sl Swes S .
Completed Or fixed punChliSt Via the Files tab Funchlist ID PL-000037 Description | 1.3: Confirm cable numbers / |abels are fitted and correct |

chlist Category | Category C - Minor Defect that does not... ¥ Funchlist Type | Item Incomplete - Item Incomplete W Job Category W

— for detailed steps see Add Images or . . .
Attach ments ion Reguired | DXE4260304 is not installed due wall not completed. Inspect when installed. |-

10. When all information is filled out and ~ Work8reakdonn Pasosation
uploaded, CIICk Complete Project  JHG - Training Project v Phase v

Stage i Activity W

¥ Location Association

11. A pop up will appear, if you don’t want to Spamston ® Process ) PhysiclLacation
send an email notification click No

System | 020-40 - Skimmings PS

Note: If you want to send an email click Yes and fiset DIIZEO04- Drectional B S

Loop

Frocess Area | 020 - Primary Treatment i

Subsystem | 020-40-23-02 - Scum Pumps
Asset Pack

Task | T-02714-0001 - Lighting Ci Note: To notify others you
see steps on Submit & Send a Punchlist. can Email Punchlist to one

Responsible Warkgroup | Construction Responsible Company | RIC-1023-ME-Twin Connect Pty Ldt ... ¥ Respar or more rec| p |e nts’ yo u

12. On the punchlist screen the status will be ontied [l can also email others as
SertDete Bue Date = part of the submit process.

updated to Completed, click Exit @

4 4 4 4

4 o4«

‘Workflow missing required fields: Action Taken

. . . -m Save -o Exit _ué Email Punchlist
The punchlist will now progress for final checks
before closure in the workflow. I
cion OYes O

Contract v Onkold Yes ONo
E-Mail Notification 1 1 x Start Date B Due Date 4

Are you sure you want to send an e-mail notification?

v
® Cancel Completion B Email Punchlist




Complete or Reject Tasks
(Supervisors Only)

JOHN
HOLLAND



Complete or Reject Tasks — Supervisors Only JOHN

HOLLAND

If you are a Field Supervisor, you have permission to

check and finalise your teams' tasks for final review by a == Inspections and Test Forms Completions By Tasks (Planned Tests) Manager :

John Holland Supervisor. Access the full Process Flow Task Search or Browse 3 e
|ITR for more detail. —— L

L]
o AL STRUCTUREs Aovancap | SPECTIONS AND TEST FORMS COMPLETIONS BY TASKS (PLANNED TESTS) @23 Reports  Dashbonris COEF & o
A John Holland Supervisor will need to check and approve N il | e ool ool T oo oo
Punchlists. Access the full Process Flow Punchlist for more — [ =" ™= ™ " B i msien = )
detail - [ e 1|
i e e T.02602 0002 B Door Switches DRS-EDS RDS Digitel Exec... [FIRE SYSTEM  |Inspection Test Record E
To check and finalise your teams' tasks, search and filter for |Gl csseose v we < o EEEEowo B o U P R —
desired tasks. Full search instructions in the Search & 0 P e I e, e Dl B Bl spcton T Fcor 3
Reporting guide. In this example we’ve searched Task S T TESTFORMS  NSPECTIONPOINTS  PUNCHLSTIEMS  DETALS  DOCUMENTS  PREDECESORS  RFS  WORKPERMITS  FLES  FELDL0G
Manager (Master List) for all tasks (a blank search). @ ;—7_ S e | omeen | romnune | e | inesrien:] st | spowseserr] ot
1. Click Search to show results in the module " = )
Match @ All O Any of selected criteria DI

~D

[ Rework [A DS Form Pckg Execute [0 CheckIn/Out  [X] Imports L[ Netify €3]

2. Tasks that require supervisor approval will have a status [ =
of Submitted, click Complete to open the task window

3. The window will open to the Completions tab by default,
showing the list of checks

Ensure any Punch Items are listed on Daily Punch report/ Hexagon MO 16-Feb-2020

4. To make a comment against any line item, click the
blue Comments Icon on that line item e siep T =T =—

21 Visually inspect equipment for damage and cleanliness and list in comments column MO 16-Feb-2028 W8

22 ‘Confirm supply available to asset and WO status available through VO MO/ 16-Feb-2026 W

5. If a punchlist has been raised, click the PL Number to

Vi eW fo r refe re n Ce 23 ‘Confirm all eabling is correctly labelled MO/ 16-Feb-2026 W FL-000023 |
6- On the taSk you may need to SCrOII doWn to See aII 24 Check all ¥O against the latest 10 schedule MO / 16-Feb-2026 -
items on the list and complete the task T

Item No. Step Action 0K Reject NiA Initials / Date: PL
DOOR OPEN - ITC,OCC XTX XPC (1 = DOOR OPENED, 0 = DOOR CLOSED) MO/ 16-Feb-2026 W

Continued on next page...


https://www.jhsystemsupport.com.au/media/gwidb0us/hexagon-smart-completions-searching-reporting.pdf
https://www.jhsystemsupport.com.au/media/gwidb0us/hexagon-smart-completions-searching-reporting.pdf

Complete or Reject Tasks — Supervisors Only (continued)

On the Completions tab at the bottom you will be
able to Complete or Reject a submitted task:

Task Summary

JOHN
HOLLAND

7. To see any photos or other attachments click o a -
the Files tab
8. To see the full photo click on the image comments na cosersons

9. When ready to return to the form click the
completion tab | hereby confir e work has been completed in accordan: ith contract specified d i cm“:hd

Performed By Contractor

10. If you are happy with the task, click Complete - | WE .

Projects - Administrator

your details will be automatically filled Compary: e ol Py i

Date: 15-Feb-2026 1336

& !
Reject

11. Once accepted, click Exit to close

Once Completed, the task moves to a completed
status awaiting approval by a JH Supervisor.

To Reject a task:

12. If information is missing, or something else is , . N A

required, click Reject

13. Rejecting a task will open a comment window, —
type a comment to tell the technician what
additional information is required

14. Click Submit, then follow next steps to notify
Continued on next page...

Enter Comment
Please enter a comment for the rejection. m

TP (reject):




Complete or Reject Tasks — Supervisors Only (continued)

To notify the technician who submitted
the task:

15.
16.

Select the rejected task

Click Notify on the secondary
panel, this will open an email pop
up

Complete the To field by typing or
searching:

a) Click Show Address Book if
the email isn’t found

17.

18. Add a message to the email body
if required

19. Click Create E mail — the email

will be sent

20. The comment you made when
rejecting the form at step 13 will
be displayed within the form under

Comments and Observations

The task can now be actioned by a
field technician to add what is required
and resubmit. The form will retain all
information already recorded.

Inspections and Test Forms Completions By Tasks (Planned Tests) Manager

Search or Browse <

O R &R &R &

Home ¥ >

Completions v >

Execution ¥ >

JHG - Training Project

Task Manager (Master List) ¥

JOHN
HOLLAND

Body:

INSPECTI: TEST FORMS COMPLETIONS BY TASKS (PLANNED TESTS) (23)  Reports  Dashboards ¢ O O o
@ GENERAL ~ STRUCTURE!  p
4 . Actions Task ID Datasheet Description Is Exce... | Execution ... Discipline Task Type
A | Action By vi[= v OvOn OvyOnN
a
- Is Checked Out? Yes No }?ejected - R1-02690-0001 “ (Rework) Light Fitting & Bracke... Digital Exec... Lighting Cable Testing .
& C
v = I
gl sk State Closed T-02689-0001 Damper & Grille Installation Digital Exec... MECH
E» Task Predecessor Lock Yes I
4 Completed T-02690-0001 - Light Fitting & Bracket Installati... Digital Exec... Lighting Cable
Cert Lock (Syst)  Yes No
Eé <4 CE—— 7 > v
Pl Actual Start Date Yes No M
. TEST FORMS (1) INSPECTION PQINTS PUNCHLIST ITEMS DETAILS  DOCUMENTS PREDECESSORS RFIS  WORK PERMITS FILES FIELD LOG
O Submitted Date ' Yes No _—
4 State Complete Task Form Name Mail Merge Upload Fileto ...,  Planned Form | Upload Scanned F... Executed Form
- Actual End Date  Yes No
w OvOn OvyOn
Closing Date Yes No
4 2 Rejected R1-02690-0001 Smartform @D @D [ ] .
& | Scheduled Period L\
-
|Actual End Date | v |[= ]
] ] e
[
Pl Execution Type v
Stens Closina? Yes Nn NV
o Match @ All O Any of selected criteria < — ALY,
B RESET SAVE SEARCH Rework DS Form Pckg @ Execute B Check Out Imports @ PLI Notify * ‘
Notification/E-Mail Editor X Comm and O 5
rTo: ject: I MO (reset): Rejected. plesse attach a phaoto | I
Tasks to Complete/Close requested by
Select Options v
L Q|
Check All Message: Completed
The items above have been nspectad and are in sccordance with drawing =nd specifications
ab.alhadheq@jhgacomau
| Completed By (Contractor) Reviewed By (Contractor SupervisoriQA} Approved by JHG
amysage@hexagon.com
Name: Name: :
CarolinePeleologos2@jhg.com.au Title Title :
erin leblanc@hexagon.com Company: Company:
L b anna@ino.com s Date: Date:
== &
w
v

\ Q|

Check All

Task T-02724-0002 (FAQ22 - Fire Detection Loop
Installation) has started on subsystem SD - Sprinkler
Distribution: <a href="https://jhg-

THERE IS NO DATA HERE

'v=vTasks_TestsCompletion&u=true&ids=702872"
target="_blank">open</a>

om//1SC/Tools/ m.aspx?

—

»
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