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Introduction

Online site diary entries can be made by using the Trade-Up web app or via the mobile
app.

The site diary entry is made within the project for a specific date, keeping everything neatly
filed in the right spot.

Photo and PDF documents can be attached and viewed in the site diary page. This
feature is helpful for documenting site progress, variations, delays, defects, drawings
or project information.

The web app is accessed by logging on to the website with your user ID and Password at
www.trade-up.com.au .
You can do this on a computer, tablet or mobile phone in the web browser.
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Username:
Password:

Remember me?

The mobile app can be downloaded via google play store or iTunes, depending which device
you have. It is a tool for easy data entry of timesheets and productivity on site.
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http://www.trade-up.com.au/
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Site Diary Settings

Access the settings for the Site diary by going to the “General”’ Tab in settings menu (Top
right hand corner of the screen)

Checkboxes and Notes

The checkbox and note fields can be customised to suit the needs of your company. The
descriptions added in here will be used for the site diary in the system.
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Projects Tenders Employees Settings Help

General

General Positions Materials Suppliers

Site Diary
Threshold: 5%
Check boxes: active name
1 v Toolbox Meeting Complete
2 v Quality Check Completed
3 v SWMS/Risk Assessments Completed
4
5
Notes: active name

1 v Site Notes
2 v Delays

3 v Incidents/WHS Issues

Trade-Up © 2017

Thresholds

In the settings tab of Trade-Up, a Site Diary Threshold can be created. This forces the user
to enter a site diary note if the actual productivity results vary to what was predicted by more
than the specified percentage.

E.g. If the threshold is set to 5%, any productivity entry that is higher or lower than the
predicted by 5% will be required to leave a site diary entry.

If the threshold is set a 0% - every productivity entry will be forced to leave a site diary note
unless the productivity result is exactly as predicted.
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Creating a Site Diary Entry

Web App (via the web browser)

Summary Graphs Timesheets Productivity
L 04 Sep 2017

Save

, MATERIAL PRODUCTIVITY HOURS (0 HRS) TOTAL COMPLETE REMAINING @
I

d 140MM BLOCKS o 500 m2 22m2 478 m2
m 10 U | B it hrs 50 days 2 days 48 days
12017 COREFILL SUPPLY 35 om3 | o 0% 6 = 35m3 om3 35 m3
day 1 days 0 days 1 days

COREFILL BY HAND AL 500 m2 120 m2 380 m2

Y om2 o 0% hrs 8.33 days 2 days 6.33 days
12017 1000 m2 142 m2 858 m2
esday TOTAL: 0 0 0% 35 m3 b 35 m3
59.33 days 4 days 55.33 days

12017 0 unallocated hours
sday
;2017 Toolbox Meeting Complete (¢ Quality Check Completed SWMS/Risk Assessments Completed
ay

Site Notes: The team worked well - all work completed on Level 1 today.
12017
rday
12017 Delays:
day

Incidents/WHS Issues:

Save

To enter a site Diary, navigate to the productivity tab and write a note in the boxes provided
at the base of the screen. The names of the boxes are customisable in the settings.

The checkboxes are custom named in the settings by your company administrator.
Productivity results do not have to be entered to save a site diary, and can therefore be done
at any time. The user can enter multiple site diary entries. Each time the user needs to press

save before leaving the page.

*For instances where a threshold has been set (see settings) a minimum of 10 characters
need to be entered to save the field.
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Adding Attachments via the Web App

Photos (JPEGs) and Documents (PDFs) can be attached to the Site diary. This can be done
with or without leaving a note.

Computer or Laptop
Click on “Add Attachment” and the option to upload a photo will appear.

UPLOAD FILE TO SITE DIARY

Choose file No file chosen

Cancel

When you click on “choose file” a box will appear for you to navigate to the folder you would
like to attach the picture or document from.

Organize ~ New folder
A
s Quick access
m Desktop »* '
3 Downloads »* Variation 1 Variation 2
& Documents *
&= Pictures *
¢ Google Drive of Variation prep vlcsnap-2015-03
o Camera Uploads -10-13h16m02s1
v 58
File name: |Variation prep v | |Customised Files v
Open |¥ Cancel

AD FILE TC

hoose fi
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When you select the photo or document to attach, a status bar will update you on upload
progress.

UPLOAD FILE TO SITE DIARY

Cancel

Viewing, Download and Deleting Attachments

You can click on the dropdown menu below the image to view, download or delete. Clicking
on the image thumbnail will also open it for viewing.
Downloaded images should appear in your “Downloads file”.

Site Diary Attachments Add new attachment

n Variation prep....
View
Download
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Taking a photo from a mobile device

When using a tablet or mobile phone - the option to take a photo will also be available. This
allows you to take a photo and attach it directly to the site diary from your device.

% @ lradeup Webapp

hitpe Asecure. my tradeup.com.au

Choose an action
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Camcorder Documents
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Mobile App

Site Diary

The option to enter a site diary will be there on the mobile app. The layout of the site diary
will depend on the company settings.

The checkboxes can be changed from cross to tick by tapping them.
The note areas will have topics assigned by your company administrator.
Press save to sync your notes back to the server.

B ¢ .0/ 40% & 2:49 pm

Friday 4 May 2018

Quality Check Completed

SWMS/Risk Assessments Completed

Site Notes:

Today went well - the new guy Dave was inducted
and is working with Gerry.

' Delays:
Had a fire drill at 10am

Add new attachment
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Adding Attachments from the Mobile App

Take a picture on your phone or tablet , then click “add attachment” at the bottom of the site
diary screen to attach it from your gallery.
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SITE DIARY

‘ vicsnap-2015-03-1...
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Delete

vlcsnap-2015-03-1...

Delete

I -2015-03-1...
L[ - vlcsnap
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& ‘ Delete

Add new attachment
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Trade Up Support

Ph: (24hrs Day)

support@trade-up.com.au

www.trade-up.com.au/help
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