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1. Tablet Navigation

• Home Screen

• View Modules

• Sync Manager

2. Find a Task

3. Work Offline

4. Complete a Task

5. Create a Punchlist 

• From a Task

• From Punchlist Manager

6. Complete a Punchlist

7. Approve or Reject Task

Contents

Click from any page to return 

to the contents page.

Jump to a topic by clicking the link:



Tablet Navigation - Hexagon Smart 

Completions 



Hexagon Smart Completions – Home screen

Sync Manager allows 
downloading and 

uploading data for 
working offline

See Sync Manager

Toggle between 
online and offline 

modes

Punchlists Module: 
Input and complete 
Punchlist items 

when out in the field 

Documents Module: Retrieve 
detailed Document information 

and view the document/s (e.g. 
P&IDs, Datasheets)

Tasks Module: Enter and complete 
assigned Tasks when out in the field. 

See View Modules on next page for 
more

Assets Module: 
Retrieve and view 
detailed equipment 
(Asset) information 

Project Selector:  
ensure this shows your 

current project
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Note: You may see more 

module tiles on your app, this 

is dependant upon your 

permissions

Certificates 
Module: is only 

available for 
supervisors



View Modules

To view assets, documents, tasks or punchlist items, tap 

the relevant tile on the home screen. It will automatically 

search for records within that module. In this example, 

we are looking at the Asset Module:

1. Refine a search by tapping into and typing any of the 

column heading search fields

2. Check items in the C/O column to check-out or begin 

the work offline process

3. Tap the arrow to return to the home screen

4. Tap the menu icon (top right) to display the menu 

bar at the bottom of the screen, this menu will allow 

you to easily search, browse or return to the home 

screen

5. Tap anywhere on a line item to open the asset, task 

or punchlist item

6. Once viewing an asset, task or punchlist, tap on any 

heading to open and close details

7. Tap other tabs to open different detail views

8. The House icon will take you to the home screen

9. Tap the arrow to return to the module list
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Note: The check in / out C/O 

boxes do not function for assets



Navigate Hexagon Smart Completions – Sync Manager

Tap here to open the 
bottom menu, tap again 

to close that menu

Expand all results to 
show more detail

Items you have checked 
out or downloaded are 

listed. Tap a line item to 
show more details, like 

related tasks

Arrow back to home 
screen

By default, Sync Manager will show all items pending 
sync, Toggle to show items already downloaded
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This page will display when you tap Sync Manager on the home screen. Sync Manager will automatically search 

for all items checked out to you, your company, or any workgroups you are part of.

Refine displayed results 
using the column search

You can remove items 
or check in items using 

these buttons

Note: If you have not checked 

out any items, Sync Manager 

will not show any items.



Find a Task



Find a Task | Under Construction

This section is still under construction. This guide will be updated when it is ready. 
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Work Offline



Working Offline process overview

Below is an overview of the process for working offline. 

From selecting tasks and downloading them, to uploading them once complete.

Steps for working offline are on the following pages.

Find and select 

required tasks

Checkout tasks or Punchlists

Checkout tasks or 

Punchlists

Offline mode: 

Complete task

Online mode: 

Check In and 

Sync

Download via Sync Manager

Download via 

Sync Manager
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Work Offline – Checkout Tasks or Punchlists

Tasks or punchlists can be checked out from a 

desktop ready to sync for offline use, if checked 

out on desktop skip to step 6. 

App instructions below. From the homepage, tap 

the tile for the tasks or punchlist, find the task or 

punchlist item using the search functions. Then:

1. Tap the C\O checkbox for the task or punchlist 

you need to complete offline, you can select 

multiple at once 

2. Tap the arrow to exit the module

3. A pop up will appear, confirm selection and tap 

Checkout

4. A small confirmation will appear. The selected 

items are now checked out for your use only, 

once synced can be available offline.

5. Tap the back arrow again to return to the 

Homepage

6. From the Homepage, navigate to Sync 

Manager

Continued on next page…
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Note: Checking out a task or punchlist 

locks the item to you for action. No one 

else can edit a checked out item.



Work Offline – Download via Sync Manager

Sync Manager will display all items you’ve 

checked out (from previous page). You now 

need to download them to work on them 

offline:

7. Tap the menu button to show the menu 

bar at the bottom

8. Tap Sync to begin download of all 

checked out items – download progress 

will display

9. Once complete tap the back arrow to 

return to the homepage

You can now work offline to complete tasks 

or punchlists on site.

Activate offline mode by clicking Offline on 

the homepage, or it will automatically move 

to offline mode when you don’t have internet 

connection.

Continued on next page…
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Work Offline – Complete task

Items that have been downloaded can be 

accessed as usual while you are offline, via the 

module tiles from the homepage. 

Upon tapping into the desired module, the results 

shown will be all downloaded items.

10. Tap a line item to begin a task or punchlist:

a) Tap Start Task (will only appear if Task 

hasn’t already been started before)

11. Navigate to Steps Completion 

12. Complete the task, for full steps see 

Complete a Task

13. Tab Submit when ready. This will only upload 

when you are back online and activate a sync 

(steps on next page)

14. Tap the back arrow to return to the 

homepage

Continued on next page…
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Work Offline – Check in & Sync

You’ll need to check in anything you 

no longer need to action, as items 

checked out cannot be edited by 

anyone else. 

When you have an internet 

connection, from the Homepage:

15. Tap the Online toggle

16. Tap Sync Manager, all tasks or 

items that have been modified 

while offline will appear in the list

17. Tap Check In 

18. Tap the menu icon to show the 

menu bar at the bottom

19. Tap Sync, upload progress will 

display

20. Once complete you can return to 

the homepage, tap the arrow 

All updated information is now synced 

and available online.
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Complete a Task



Complete a Task | Under Construction

This section is still under construction. This guide will be updated when it is ready. 
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Create a Punchlist



Create a Punchlist | Under Construction

This section is still under construction. This guide will be updated when it is ready. 
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Complete a Punchlist



Complete a Punchlist | Under Construction

This section is still under construction. This guide will be updated when it is ready. 
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Approve or Reject Task | Supervisors 

Only



Approve or Reject Task | Under Construction

This section is still under construction. This guide will be updated when it is ready. 
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