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[bookmark: _Toc475611798][bookmark: _Toc512510354]Use of Navigation Bar
The navigation bar is shown a top in all the screens, will help to perform the three following actions:
Press < to go back to previous screen
Press the Home icon to go back to previous screen
Press the Logout icon to be logged out of the App
[bookmark: _Toc512445823][bookmark: _Toc512504876][bookmark: _Toc512510355]
[bookmark: _Toc512510356]Projects
On the Home screen, press the Project button at the top to choose the appropriate project.  If the project is assigned with a task and subtask, choose them appropriately.

[bookmark: _Toc512445824][bookmark: _Toc512510357]Time Clock
On the Home screen, press the Time Clock button in the middle of the screen on the left side.
Once clocked in you can also clock out or transfer by changing your project.
 
[bookmark: _Toc512445825][bookmark: _Toc512510358]Timesheet
On the Home screen, click the Timesheet button on the right next to the clock in button.
Your time spent on the current project is shown at the top right
The total time worked per day is shown under each date.
The total time worked per week is summarized and displayed to the right of the pay period dates.
In your timesheet you can view each day in the pay period by clicking on the day (you cannot access future days as those days have not happened yet)
When viewing a day, you can scroll to view all time blocks made in that day.
You can also click on a time block to view the details of that time block.

[bookmark: _Toc512510359]Crew
[image: ]From the Home screen, click the Crew button on the left under to the clock in button.
From the crew screen you can add/remove employees or equipment from you crew by clicking the +/- button on the bottom right hand corner.
When adding/removing from your crew you can filter to existing crew by clicking the red X next to the search bar
To filter to the equipment/employees list, click the button in the middle and on the bottom of the screen.
To add an employee, click the add employee button on the bottom right hand corner.
From the crew screen you can clock in/out employee or equipment in your crew by clicking the colored circle next the name.
To check each employee’s timesheet, click on either the employee or equipment name. 
You can view the timesheet just as you would view your own.
While viewing an employee’s/equipment’s timesheet you can make a time adjustment by clicking on the +/- button under the according day and time block. 
Under the adjustment screen select the accurate project, task, and subtask
Choose to add/subtract time
Provide the appropriate amount of time
Provide a reason in the white box under the time being adjusted. 
Click the save button at the bottom right hand corner. 
[bookmark: _Toc512445826]
[bookmark: _Toc512510360]Docs
[bookmark: _Toc512510361]Documents
From the home screen you can view all documents assigned to each project by clicking on the Docs button on the bottom left hand corner.
From this screen you can choose the project you wish to see the documents for at the top of the screen
You can also view documents by simply clicking on the name
If you would like to pin the document to be saved as a favorite on your account, click the pin icon to the right
You can also add a new document to the chosen project by clicking on the add button in the bottom right hand corner
Provide a title (each document is automatically date and time stamped
Provide a reason/explanation in the white box under the title
Upload photo by clicking the paperclip icon
Take a new photo by clicking the camera icon
Click the button at the bottom right
[bookmark: _Toc512510362]Pinned Docs
From the home screen you can view your pinned documents by clicking on the Pin button to the right.
From this screen you can unpin documents you no longer want to be saved to your account
You can also add a new document by clicking the add button on the bottom right corner
Provide a title (each document is automatically date and time stamped
Provide a reason/explanation in the white box under the title
Upload photo by clicking the paperclip icon
Take a new photo by clicking the camera icon
Click the button at the bottom right
[bookmark: _Toc512510363]Forms
From the home screen you can download and fill out forms by clicking on the Forms button to the right
Form this screen you can open and fill out forms
Download Adobe Acrobat for iOS
Download Xodo for Android
Once you have filled out the form in the appropriate apps, you will just go back to FieldOffice Mobile and the filledout form will be saved in your pinned docs button. 
[bookmark: _Toc512510364]Add Docs
From the home screen you can add a document by clicking on the Add button to the right
Choose the appropriate project for this document
Provide a title (each document is automatically date and time stamped
Provide a reason/explanation in the white box under the title
Upload photo by clicking the paperclip icon
Take a new photo by clicking the camera icon
Click the button at the bottom right
[bookmark: _Toc512510365][bookmark: _Toc512445827]
[bookmark: _Toc512510366]Contacts
From the home screen click the Contacts button on the right side of the screen
Contacts screen shows a list of contacts
Use the search box to look for a specific company or contact
Click on a contact to view the contact with the provided contact information
To add a contact, click on the add button on the bottom right
Provide a contact name
Provide a company name
Provide at least one of the following
Phone Number, click icon next to it to start a call to that number
Address, click the icon next to it to get directions
Website, click the icon next to it to open the site
Email Address, click the icon next to it to create a new email for it
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