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I. Getting started with Aproplan
1. Create your account on https://www.aproplan.com/login by clicking on CREATE ACCOUNT
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I. Getting started with Aproplan

2. Login on Aproplan

www.aproplan.com/login https://www.app.aproplan.com
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I. Getting started with Aproplan

3. Projects page
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|. Getting started with Aproplan

3. Projects page

From the Projects page, you can quickly
access key project
manage your projects efficiently. o

information and

By clicking the action menu on a project
thumbnail, you can access additional
project options. From here, you can show
project info, open project settings,
duplicate the project, hide it from the
overview or completely hide it, archive the
project, or delete it.
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You can sort the Projects Overview in
ascending or descending order and filter it by
project name, start date or due date, and
creation date.
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The overview can be displayed in either tile
view or list view, allowing you to choose the
layout that best fits your way of working.
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I. Getting started with Aproplan

4. User settings
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[I. Administrator (web)

1. Create your project

2. Spaces

3. Documents

4. Participants & Access rights
5. Company
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Il. Administrator (web)

1. Create your project
a. Project details

b. Project settings

c. Categories

d. Rooms (Locations)
e. Statuses

f. Custom fields
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Il. Administrator (web)

1.a. Project details

To create your hew project, click on the Create new project button in the top-right corner. A new window will pop up where you can fillin the
project details such as the name of the project, start and end date, site address and upload a cover photo:
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For more information, visit our FAQ article: https:
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The project settings are divided into 5 tabs:

A B C D E

Details Categories Rooms Statuses Custom fields

Il. Administrator (web)

1.b. Project settings e . ) : :
Here you can find the main details of the project, as defined when

With'the prajectereated, the first page you seelis the project the project was created. These details can be edited in the project
Settings page. The settings are divided into 5 tabs. Details tab.

B.CATEGORIES
Define a custom category structure: This helps you organise, filter,
and print your points more efficiently. You can personalise and edit

B o mm—— “ the structure to fit your project needs by defining categories,
Cvain Compwios Retms Wutebss Comos s subcategories, and subjects.
] I
e st C. ROOMS
; : Define a custom room structure: You can organise your data by
— — - creating a two-level room structure to better classify and manage
¥ tn information.
E2 Chsmhimard
[oome 1] D. STATUSES
Customise your status: Point status helps you track the progress
— of your points. You can edit the name and colour, choose whether
to activate it,and decideif it should be accessible only to Space
managers.
E.CUSTOMFIELDS
The Custom Fields tab in Aproplan lets you create additional fields
to capture specific information on your points. You can define the
© eramien e field name, choose a field type (such as a drop-down menu), and
] Cumpuny o set the available options. Once created, these fields will appear in

the point details for structured data entry.

For more information, visit our FAQ article: https:
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Il. Administrator (web)
1.c. Categories

Categories can be used to organise
your points in a clear and structured
way. For example, you can create a
category like Safety and health, add
a subcategory such as Personnel, and
then define subjects like vests. This
structure helps you easily classify and
track issues within your project.

The categories, subcategories, and
subjects are displayed in three
columns. Selecting a category in the
left column shows its subcategories in
the middle column, and selecting a
subcategory displays its subjects in
the right column.

For more information, visit our FAQ article: h
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You can add new categories or edit existing ones by clicking on the pencilin the
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You can also import an existing structure from another project or upload a list from an Excel file. This allows you
to quickly reuse or set up a predefined category structure without manual creation. By clicking the up/down
arrows in the top-right corner, you can choose to import from Excel or import a category structure from another
project, then follow the steps to apply it to your project.
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Il. Administrator (web)

I1.1.d. Rooms (Locations)

Rooms (locations) are used to structure
your project by physical spaces. You can
create a two-level hierarchy with Rooms
level 1 and Rooms level 2 to clearly define
locations within your project, making it
easier to filter, track, and manage points per
area.

The Rooms are displayed in two columns:
selecting aRooms level 1 location shows
the corresponding Rooms level 2 locations
in the column on the right.

Click on the pencil (1) to add or edit existing
rooms according to your project structure.
You can also import a Rooms structure from
another project or from an Excel file by
clicking the import icon (2), using the same
import option as for categories.

For more information, visit our FAQ article: h
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Il. Administrator (web)

1.e. Statuses

After creating your project, a standard list
of 13 statuses is available to track the
progress of your points. This list can be
fully customised to suit your needs; you can
add as many statuses as required.

You can also change the colour of each
status by clicking on it (1), which will be
reflected in the colour of the point pinson a
plan. Unused statuses can be deactivated
in the Active column.

By clicking Edit (2) in the top right corner,
you can rename statuses, activate or
deactivate them, and reorganise them using
drag and drop. With the Import (3) button
you can import statuses from another
project.

For more information, visit our FAQ article: h
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1.e. Statuses
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For more information, visit our FAQ article:

The list of statuses isdivided into five columns:

A.NAME
The Name column shows the status names, which can be
edited to your preference.

B.ACTIVE

The Active column shows which statuses are marked as
active with a checkmark. Inactive statuses are invisible to
participants.

C. MANAGER

In the Manager column, you can mark a status as visible
only to Managers and Administrators. These statuses will
not be visible to Contributors and Guests.

D. SUBCONTRACTOR STATUS

This column shows the status that Subcontractors will see.
These correspond to the active statuses visible to Guests,
Contributors, Managers, and Administrators.

E.CLOSING

Here you can mark specific statuses that allow
Subcontractors to close a point. Statuses not selected in
the Closing column cannot be closed by a Subcontractor.
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Il. Administrator (web)

1.f. Custom fields

Custom Fields are flexible metadata that can be added to
points to better structure and classify your project information.
You can create multiple custom fields based on your company’s
needs, and they will automatically become available when
creating or editing a point across the project.

Custom Fields can also be used as filters, allowing you to

quickly sort and analyse points based on one or multiple field
values, such as priority, phase, or responsible party.
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To create a custom field, click the button to add a new field in the Custom Fields tab.
From there, define the field name, choose the field type (currently only dropdown is
available), and set the available values (up to 14 options per field). A maximum of 20
active custom fields can be used per project.

Once created, custom fields are visible on the point creation and point detail screens
in both the web and mobile applications. They can also be edited or removed at any
time from the settings.
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2. Spaces

a. Spaces section

b. Public Space / Private Space
c. Custom Spaces

d. Custom Space settings
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Il. Administrator (web)

2.a. Spaces section

To create a Space, access the
Spaces section in the navigation
panel on the left side (1). Click
the purple plus “+” button in the
bottom-right corner (2). A new
screen will open (3), where you
can choose between three Space
types: a blank Space, a Quality
Control Plan, or a Security
Control Plan.

The two predefined options
(Quality Control Plan and
Security Control Plan) guide you
step by step in creating a
communication group dedicated
to form control within the
application.

Title: Enter the title of the Space.
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Here is an overview of the general information fields screenshot (4):

Type of numbering: Choose how future points will be numbered.

Date: By default, the Space creation date is used, butit can be updated.

Floor: Free text field used to specify the floor or level

For more information, visit our FAQ article: htt

Code: By default, the first four letters of the Space title are used, but this can be edited.
First occurrence number: Select the starting occurrence number for future points.

Author: By default, the creator's name is used, but it can be changed to another project
participant.
Building: Free text field used to specify the building name or reference.
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Il. Administrator (web)

2.b. Public Space / Private Space

Public and Private Spaces define who can
see and access the information within a space.
The names of these spaces cannot be edited,
and they cannot be deleted.

A Public Space is like a shared workspace
where everyone in the project can view and
collaborate on its content.

The Private Space on the other hand is like a
personal list where only you can see and
manage its content, allowing you to centralise
and manage your own points, forms, and
documents privately.
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For more information, visit our FAQ article: htt

The Spaces overview is divided into five columns:

A. Code: Displays the unique identifier of each Space
for reference.

B.Title: Shows the name of the space.

C. Creation date: Shows when the space was createc

D. Created by: Displays the user who created the
space.
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Il. Administrator (web)

2.c.Custom Spaces
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Il. Administrator (web)
2.d. Custom Space settings

To access the Space settings, click
Settings (1) in the navigation panel on the
left. Then click the Spaces menu in the
top-left corner and select the desired
space from the drop-down menu (2):
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For more information, visit our FAQ article: h
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The Spaces settings are divided into three tabs:

° General Information: You can edit the Space name, select the numbering type which determines how
points are numbered within the Space (project sequential, occurrence + sequential, code + sequential,
or code + occurrence + sequential), and update details such as the date, Space code, author, floor, and
building.

° Report Information: You can customise the header, footer, and additional information that will
appear in reports generated from the Space.

° Transferred: Provides an overview of officially approved documents that have been transferred to
participants.
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Il. Administrator (web) . —
‘I | @ Points. REPORT HEADER
) & Forms
2.d. Custom Space settings P r——
(& Documents
% Participants REPORT FOOTER
fiii Dashboard
The Report Information tab allows you to customise P —
how your reports will appear when generated from a
Space. You can define the header and footer, and add ADDITIONAL INEGRMATION
additional information that will be included in the
Space report. This ensures your reports contain the

correct project details and follow your company’s
formatting or communication standards.

&F - F - viaioee - W1 e

Header: Displayed at the top of the report. This can be used for -
Space-specific context, such as a short description of the
inspection scope, meeting context, or instructions related to the 2—=
content of the Space. (1)

i 11iifr-r;_rf'f‘i

Additional information: Also shown at the top of the report,
below the header. This is useful for adding extra notes,
clarifications, or project-specific comments that support the
report content. (2)

0

Footer: Displayed at the bottom of the report. This can be used
for remarks such as internal notes, follow-up instructions, or any
additional information you want consistently visible at the end of
the report. (3)

For more information, visit our FAQ article: h
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2.e. Import Spaces via Excel

You can import Spaces from Excel to quickly set up your datain Aproplan. To do this, access the Spaces section and hover over the purple “+’ button in
the bottom-right corner and click the Import option that appears above it (1). A new window will open (2), explaining the required Excel structure to
ensure your Space is imported correctly.

Import from an

£ Causeway P iy G To import lists from an Excel file into LetsBuild, please organize the data as explained below:

 prowers = Selectaspace Hyews m Feen e o - Column A: Title (max length 255 characters)
i 02-Profect samots - Column B: Code (max length 5 characters)
‘;;:"r'mmk Sorpls Open entire project - Column C: Numbering Type
1 Spacos ey OB Gl 65 1: Project sequential
& Home Dinh van der Does o - 2: Occurance + Sequential
3: Code + Sequential . .
@ poms H e e 4: Code + Occurance + Sequential Once the Excel file is
B Forms Frivate lat of (02 F5)02 - Praject.  11-4-2024 Dink van e Does o - Column D: Floor (max length 256 characters) .
[§ Dacuments - Column E: Building (max length 255 characters) / I’ead Vv, u pload it by
38 Participants Fubne et {02 PRID2 - Project - e Dt e e e - Column F: Header (max length 100000 CthECTEIS] . . .
" - Column G: Footer (max length 100000 characters) dragg|ng & dropplng it
B Deshioara B e S : ' - - Column H: Additional information . .
@ sorinos i o e v . into Aproplan, or click

Make sure columns A, B and C are filled in.
Quainy controi pian 25-1-2018 Dl van g Dces i g1 o The file name can't contain any of the following characters: @+ % ° () {}§&#\/:*?"<>|

on the browse link.

VA wecaiey 25-1-2018 D van e Does [o]] Sk a

Please find an example below:

00000000

. A ] c D E ‘ G
i Applcation setings .
Hondovar 25120 i v dr e s oL s (= 1 123AList 1238 1FloorA  BulldingA  HeaderA  footerA //Additionalinformation A After the upload is
o] Company 2 4568 List 4568 2 FloorB Building B HeaderB Footer Additional information B
3 789C List 789C 1 FloorC Building C Header C Additional information C com p[ete CliCk |mport
4 147DList 1470 4FloorD  BuildingD  HeaderD Additional information D ’

to import the Space into
/ Aproplan.

L |
/P Drop files to upload or browse your desktop

/

Cancel Import
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3. Documents

a. Documents section
b. Folder structure

c. Add document

d. Add new version

%o Aproplan
2% by Causeway



The Documents list view is divided into six columns

Il. Administrator (web) Nbr points: Shows the number of points linked Type of document: Shows the document type
to a plan document. (e.g. plan, image, report).
3.a. Documents section Version: Indicates the current version of the Uploaded by: Indicates who uploaded the
document. document.
The Documents section in Aproplan is used to Document name: Displays the name of the Upload date: Shows when the document was
document. uploaded.

store and manage all project-related files in one
central place. Here, you can upload and access Nbr points Version Document name Uploaded by Upload date
documents such as plans, reports, images, and
other project files. This section helps keep all
important information organised, easily accessible, ]

and available to project participants for better B Entre profect
collaboration and follow-up. -

ih 02- Project Sample

31 results 3 88 Thumb view

You can view your active and
archived documents or use

O  wbrpoints Version Document name . Uploaded by Upload date b

advaqced search by clicking D Views ) © 1 Plan_a_paf Dinh van der Does 28-5-2026
the Views button in the tOp- ' o Plan_APROPLAN__4_pdf Plan Dinh van der Daes 28-5-2026
r I g ht Cor n e r (1 ) . o 02 - PS - Dally visit Report Albin Gerhold 17-6-2024
% Participants
- o Plan_APROPLAN Plan Albin Gerhold 17-6-2024
From the Spaces menu in —_— Y— Dashboard
th e tO p_ le ft C 0 rn e r1 yo u C a n ] i " o Settings o Plan_APROPLAN Plan Albin Gerhold 17-6-2024
SWItCh between VIeWIng : : o Plan_APROPLAN Plan Albin Gerhold 17-6-2024
documents on the entire i = :::::::‘ o Plan_APROPLAN Albin Gerhold 17-6-2024
project level or Space level ] = 3 week planning -] Plan_APROPLAN Atbin Gerhold 1762024
¢ Dally Visit
(2 )- e Plan_APROPLAN Albin Gerhold 17-6-2024
o Plan_APROPLAN Albin Gerhold 17-6-2024
You can also toggle between 99 Thumb view 0 pran APRGPLAN Albin Gerhold 160004
thumbnail view and list view & Application settings
(3) lﬂ o Plan_APROPLAN Albin Gerhold 17-6-2024
walp Company

For more information, visit our FAQ article: h
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Folders |_'“|+

Il. Administrator (web) y O M documents

11 documents

3.b. Folder structure

Pictures
’ [Q 19 pictures

N E] Reports

1report

Causeway . £ ] Causeway ov

[ & Projects (8 Entire project D Views Search hd Q ﬂ = G
Quaiity
Managam..
o 02 - Project Sample
&} Folders [ 11 results 28 Thumb view
Bocs
] Spaces « My documents
= 11 documents D Mbr points Version Document name = Uploaded by Upload date L
Ll @ Points
Flald [ Plans :
= Forms 11 documents * ' ° 1 Plan_4_ pdf Plan Dinh van der Doas 28-5-2026
) ™ Other documents
[E] Report templates Mo document . ° 1 Plan_APROPLAN__4_pdf Plan Dinh van der Does 28-5-2026
Pictures
Documents -3 19 pictures
o 1 Plan_APROPLAN Plan Albin Gerhold 17-6-2024
% Participants My pictures
&= 19 pictures
. 1 Plan_APROPLAN Plan Albin Gerhold 17-6-2024
icl |z Dashboard Reports °
=
1 repart
: Settings o 1 Plan_APROPLAMN Plan Albin Gerhold 17-6-2024
FE—I My reports
1raport
o 1 Plan_APROPLAN Plan Albin Gerhold 17-6-2024
J:‘ Application settings
Company e 1 Plan_APROPLAN Plan Albin Gerhold 17-6-2024
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A new window will open where you can drag
Il. Administrator (web) and drop files to upload, or click the Browse
link to select files manually. You can also

) When viewing the Documents
upload documents via Dropbox.

3.c. Add document section on Space level, the
o Documents section will appear

To add a document in the to add a document from the

Documents section, first select the entire project level by hovering
folder in the folder structure where TheZilinamecan'tco‘n'tair:anyof the following characters: over the purple 4g” putton and
you want to upload the document. LELRL L e clicking the paperclip icon that
Then click the purple “+” button in appears.

the bottom-right corner of the i ‘
screen. This allows you to upload new
documents and store them centrally
within the project. Digohos Cancel (ANY

# Causeway

# Causeway S -so—

& Projects & Entire proect v views (D Sex v q
n L] ¢ + Projects B Handover [Qviews Sea v oa ¢
02 - Prajest Sampls
Folders oo 1 results 28 Thumb v oo
1 result 58 Thumb view
i soaces
Boc
u O o points Version  Duoument nams Uploased by
@ pata @ Paints
£ rom ) © - o
(8] Report tematates ) o Plan_APROPLAN_4_pdl Plan (8 Repart templates
Oocuments
B o P senorLan n [ Decumenss
7. Paricipants A2 Paricipants
_ [ ] Plan_APROPLAN Pian
[rp— -
@ Settings -] Plan_APROPLAN Plan & semngs
(-] Plan_APROPLAN Pl
Q 1 Plan_APROPLAN Pian @
@ Apolcation settings. . @ Appiication settings °
- 1 Plan_APROP! Plan
& Consary (] . APROPLN ] company

For more information, visit our FAQ article: https://help.letsbuild.com/en/articles /4255031-aproplan-how-to-upload-a-document-web-version
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3.d. Add new version

Adding a new version of a plan document in Aproplan allows you to keep
your files up to date while maintaining a full version history. This ensures
that all changes are tracked, and users always have access to the latest
version of a document without losing previous revisions. It is also
possible to compare different versions of a plan. For more information
on how to compare different plan versions, visit our FAQ article in the
link below.

Edit

Archive

Delata

Show details of the document

Add version

i Promcen ©  Entire project [ v - ’
12 regisicg
¥, Spaces .
fal Horse
D Pals n 1 BEC I MR
% Foma | n 1 e eI
(% Doturents
G 1 o IH NOENSSE0T
A Panbpwts
& “ n 1 e I i}
(1 Settings n 1 decii e
u 1 Soc N MESEATOC0
* [ o] 1 DR MRHTTOONN
ppiication setingy
=

BT Therns view

i Celemodcd

e

Adteny Graroid

To add a new version of your plan
document, hover with your cursor over the
plan, and click on the three dots. From the
menu that appears, click on Add version.

—
dT\ Drop wersons 10 upiosd of oovwge your desidon

A new window will open where you can
drag and drop files to upload, or click the
Browse link to select files manually.
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4. Participants & Access rights
a. Participants section

b. Add participants

c. Project accessrights

d. Space participants presence
e.Space accessrights

]
%o Aproplan
124 by Causeway
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4.a. Participants section

The Participants section in Aproplan allows you to manage all users involved in the project. Here, you can invite new participants, assign roles and access
rights, and control who can view or edit project information. You can view the Participants section on both project level and Space level by selecting the desired

level from the Spaces menu in the top-left corner. The Participants section helps ensure clear collaboration and proper permission management across the
project.

o Causeway
|7 [ — (5 Entire project yarct v a g G
To access the 3 s 3 results [ Group by
Participants 28 Soaces
section, click on o O nam Acxinmas gt v Company
Participantsin GG Hore
the navigation 0 Peine Doty Garmard . B sman Az
menu. "
* il Dvindy vy g DHoies Guest derFuyande doerE e tsbuld com

Dazhbgard

@ ToBings

£ Applcakion sattings °
dl Company

For more information, visit our FAQ article: htt
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4.b. Add participants

To add a participant to
your project, click the B
purple “+” button (1)
and enter the
participant’s username

(login email addressi—> Careei

When hovering over the
purple “+” button, the
Import Participants
option will appear (2).
Clicking this opens a new
window where you can
import participants from
another project (3).
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If a participant’s name and details are highlighted
in red in the participants section, it means the
participant has been added to the project but has
not yet been invited to the project (4).

To invite the participant, hover over their name and
click the Invite button that appears (5). An

5 invitation email will be sent to the participant.

Tip: To save time, it is also possible to
add participants in bulk toa Space
with specific accessrights. View this
FAQ below for more information.
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4.c.Project access rights

Project level access rights define what participants are allowed
to do within the entire project. Depending on their role, users may
have permission to view, add, modify, delete, upload, archive, or
manage different elements such as the project structure,
participants, folders, and documents.

To edit access rights, go to the Participants section on Entire
project level and click the Manage icon in the top-right corner.
The access rights settings are divided into four tabs, with the
Project’s Rights tab opening first by default.
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In the Project Rights tab, click the pencil icon in the top-right
corner to start managing the project-level roles of Guest,
Contributor, Manager, and Administrator.

Here, you can define permissions for each role and control what
actions they are allowed to perform across the project. For
example, a participant with the project-level role of Administrator
has the highest level of access rights and will have a checkmark
displayed for all permissions.

For more information, visit our FAQ article:

Q-aproplan-how-to-manage-pa Ral



https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version
https://help.letsbuild.com/en/articles/4255210-aproplan-how-to-manage-participants-on-the-entire-project-level-web-version

Il. Administrator (web)
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4.c.Project access rights

[[ Entire project v

Lists

[%

Project's rights  Folders visibility Categories links List's rights

Bilale Sliman| Clare O'Brien Engineer Engineer Facilitatar Facilitator Kacl Hegmann

Points
B Forms 3rd party visits Nat invited Not invited Mot invited Not invited Not invited Not invited Admin
The List’s Rights are different from the [§] Report templates 3-week planning Mot invited Not invited Manager Mot invited Mot invited Subcantractor Admin
P r OJeCt R Ig h ts1 as th es e pe r m ISS I O nS O n l‘ y [B. Documents Daily Visit Mot invited Not invited Manager Mot invited Not invited Subcontractor Admin
apply to individual Spaces and not to the f: Participants
. . . . Handover Not invited Not invited Manager Guest Mot invited Subcontractor Admin
entire project. In this tab, the first column on iz Dashboard
t h e I_eft d i S pl_ ay S a n ove rv i eW Of a ll C u StOm @ Settings Internal todo Nat invited Not invited Manager Not invited Not invited Not invited Admin
S paces within the pl’OjeCt’ while the Quality control plan Nt invited Guest Manager Guest Guest Subcontractor Admin
following columns show all participants. Ste dory Notinvited Not inited Manager Guest Notinvied Notinvited Aamin
L . Toolbax Mat invited Not invited Manager Not inwited Not invitad Subcontractor Admin
For each participant, you can assign one
Of th e fOll_ OWi ng aC CeS s r I g h tS : VCA security Nat invited Contributor Nat invited Not invited Contributor Not invited Admin
Not Invited Contributor

The user is not invited to the Space and cannot see or access it.

Subcontractor

Can only see points they are in charge of, while other points remain hidden.

They can view and download Space documents, add comments with
attachments, update certain point statuses, manage their own comments,
and copy points to Spaces in which they are manager/admin.

Guest

Can view all points in the Space and access all related documents and
reports. They can add comments, update point statuses, manage their own
comments, and copy points to Spaces in which they are manager/admin.

Has the samerights as a Guest, with the additional ability to edit categories
and users in charge for points.

Manager

Can create new points, edit and manage their own points, generate reports,
link documents, and edit Space settings. They can also manage participants
and update access rights within the Space.

Administrator

Has full control over the entire Space, including all points, comments,
documents, and settings, regardless of authorship. They can manage
participants, permissions, reports, and all Space configurations.
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4.d. Space access rights . - —  ma

{21 Home

Space access rights in the participants section allow you to N - it
manage the permissions (roles) of each participant within a E: N o : ’
specific Space. Each role comes with a different set of 4 parvipancs y
permissions that defines what a participant can view and do z:”’ Poims
in that Space. These access rights apply only at Space level v
and do not affect the participant’s rights across the entire i

project. -

3 Application settings

o Company

A new page opens

) where you can assign

,, : _— \ accessrights (roles)
to participants.

v To start editing, click
v on the pencilicon (4).

To manage participant access rights at Space level, open

| B 0 Peogects F seeurity # 2 - "3 -
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Each role grants specific permissions that determine
what users can view and do within the selected
Space, which is indicated by a checkmark next tothe
permission under the participant’s name.

The roles you can choose from have the same
permissions as described two slides ago :
Subcontractor, Guest, Contributor, Manager,
Administrator
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a. Company section

b. Add report templates
c. Add form templates
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I1.5.a. Company section

The Company section in Aproplan provides an overview of your
company's information and shared resources. Rather than creating
or managing companies directly within Aproplan, company
information is inherited from the CausewayOne tenancy your user
account belongs to. In CausewayOne, a tenancy represents your
company, so company creation and member management are
handled centrally through the CausewayOne platform.

Within the Company section, you can view your company details,
access the dashboard with an overview of points and forms
created each month, manage your company's shared report
templates, and view or create company form templates that can be
used across your organisation.

If you need to add or remove company members or update
member roles, these actions must be performed from the
CausewayOne Tenancy Members page rather than within
Aproplan.

Note: The company section is not related to Aproplan license
contracts and is used only to share templates and view user
data.

Dashboards

Selact a user

Paints created by month

%, S,

Farms created by month




Create New Template
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Template Name

5.b. Add report templates ‘ Enter template name

[ ] Company Template

A company template will be available to everyone in your company

Cancel

Q @] CAUSEWAY TECHNOLOGIES LIMITED

a & Projects [ Demo Project EN / Report templates -+ Create Template
Product
El:Imev
= Beimo Project.EN All report templates
Quality
Managem...  Spaces
= ui Kind 2© m
(& @ Points
Docs
@ Fomia Type Y Name v Author v Updated v State v
l [Z] Report templates v System (1)
[ Documents Point Summary point list 25 Jul 2015 Active
°R Participants v Company (2)
[fi Dashboard Point Form template demo 1 dinh.vanderdoes@letsbuild.c.. 09 Jul 2026 Active
€33 Project settings Point Template demo 1 dinh.vanderdoes@letsbuild.c... 09 Jul 2026 Active



Il. Administrator (web)

5.c. Add form templates

To view your company form templates, go to the Forms section
in the navigation panel on the left side. Here, you will find an
overview of all form templates available within your company. In
the Forms section of your company, you can alsoadd anew form
template by using the Form Template Builder tool.

Note: More information on the Form Template Builder tool

will be covered later in this guide.

¥ Causeway

Projects ~
All projects
Active Projects
Favourite Projects
Hidden Projects

Archived Projects

2% Application settings
Company ~
Company settings

Dashboard

Report templates

[@ Company / LetsBuild

Form templates

= o Kind @
Type v
~  Published (3)

(@ safety

(@ safety

Safety

Kind

Published

Published

Published

Name

Form template demo 2

Form template demo 1

martinstest

To add a new form template
to your company section,
click on the “+ Add new
template” button in the top-
right corner.

£) & CAUSEWAY TECHNOLOGIES LIMITED

Manage tags %

Q Saved views v

Create a new form template X
Template name

Give your template a name.

Type Language

v English v

Company tags

Add some tags. v

Allow signatures

Cancel Create template ff',

+ Add new template

v 2

After filling in all the fields in the
form template creation window,
click “Create template”. This will
open the Form Template Builder

. . tool.
Author v | Tags ¥ | Modifi. 2 + ¥ | Questic
dinhvanderdoes@letsb... 09 Jul 2026
dinh.vanderdoes@letsb... 09 Jul 2026
martin.koch@causeway... 04 May 2026
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Ill. User (web)

1. Points

a. Points section

b. Create a point

c. Edit a point

d. Edit points in bulk

%o Aproplan
2% by Causeway



Ill. User (web)

H A CausewayOne o &1 Causeway
1.a. Points section
@ 4 Projects M@ TEST PROJECT CAUSEWAY / Entire project ~ Generate report 7 + Add new point .
Guatity
Mansgem..

TEST PROJECT CAUSEW. " M
(=) ” Active points - 4 results State: Active X O Saveview v

g | @ Poaints ~ = Drag here to set row groups m
Fiala
I All points O v Status v D v Category v Subject v Location v Space v Due date
Active points 0O 5 testd Private list
Important points | (M CHECKED 4 test3 Private list
Legacy points view | (MR~ DONE 3 test 2 Private list
[% Forms 0O vy 2 Private list

[Z] Report templates
[§ Documents
1G] PR Participants

|if Dashboard

2@ Application settings

Help @] Company >
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Ill. User (web)

1.b. Create a point

To create a new pointin Aproplan, select a Space or
project level in the navigation panel and click on
the “Add point” button in the top-left corner.

Causeway

Add new paint

Pick your category..
L

Assign users in charge

J Mark this paint as important

Set the due date.

Private list

[ Pick your location.

Comment

Leave a comment.

4

Cancel

(Gonacaiacopec i)
>

&« Projects (@ TESTPROJECT CAUSEWAY /

[h TEST PROJECT CAUSEW-. . "
Active points - 4 resuits

1 Spaces

@ Points ~ 7@ Drag here to sat row groups
| Al points O v staws ¥
Active points [m e
Important points ID P
Legacy paints view ID T m
[ Forms o

(] Report templates
[[¥ Documents
F Participants

[f Dashboard

2° Application settings

&1 Company v

‘Subject

testd

test3

test 2

¥ | Location

v

State: Active X

Space

Private list

Private list

Private list

Private list

Q Save view v

¥ | Duedate

For more information, visit our FAQ article:

Create point

A new window opens where you can enter
the point’s details, such as:

Category: Select acategory from a
dropdown list to help organise and group
related points.

Subject: Choose or enter the subject of
the point from a dropdown option, defining
its main topic.

User in charge: Select one or more
responsible participants from a dropdown
list to assign ownership of the point.

Space: If you create the point at project
level, you can choose in which Space the

point will be created.

Status: Define the current progress state
of the point (e.g. open, in progress, closed).

Due date: Set adeadline for when the point
should be completed or resolved.

Custom fields: Add additional project-
specific information if required.

Leave a comment Add context
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Ill. User (web)

1.c. Edit apoint

Causeway

& Projects

TEST PROJECT CAUSEW..,

-, Spaces

Points

All points
Active points
Important points
Legacy points view
(% Forms (m]
2] Report templates

[ Documents

A Participants

lif Dashboard

2% Application settings

] Company -

(8 TEST PROJECT CAUSEWAY / Entire project

All points - 4 results

i= Drag here to set row groups

To change the status of a pointin the Points
section overview, click on the status and
select a new status from the drop-down
menu that appears.

DONE

Paint: 4 %
Point details
CHECKED ~
test 3 X v
Created by Important?
o} ¥ Category v Subject v Locatio| @ Bilale Slimani
5 test4 Paint details A
a4 test 3 Userls) in charge
Assign users in charge. hd
3 test 2
Due date
2
Set the due date B
Space
Private list v
Category
Pick your category.. ~
Add a comment...
T

For more information, visit our FAQ articles below:

When left-clicking on a point, the point details

Duplicate

Copy to space

Archive

Delete

panel will open on the right-hand side. From
here, you can:

Modify the point name

Change the usersin charge
Update the due date

Move the point to another Space
Change the category

Update the location

Edit custom fields

Add attachments

Add comments

Mark the point as favourite

Click on the three dots in the
top-right corner of the point
& details panel to open a menu
= where you can choose to

duplicate, copy the point to
W | another Space, archiveit, or
delete it.

m}

https://help. letsbuﬂd com/en/artlcles/4255770 aproplan-how-do- | edlt -a- Domt web- ver5|on
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Ill. User (web)

1.d. Edit points in bulk

.7 CausewayOne

fﬂ 3 Points selected
pe

& Projects [@ TEST PRPJECT CAUSEWAY / Entire project v x
Quality . .
Managen- Bulk Point Actions
TEST PROJECT CAUSEW. .
=] All pointf - 4 results (3 selected)

Generate report

Docs.

] Spaces

@ Points ~ = Dfag here to set row groups Update status
l All points v Status v D v Category v Subject v Locatio Add/replace users in charge
Active points 4 ﬁ( 5 test4 Remove users in charge

Change the subject

Legacy points view 3 test 2

Update due date

[3 Forms 2

Move to space

[E] Report templates

Copy to space
[ Documents

1G] fd Participants Change category

o |if Dashboard Change location
o

Apps

Mark/unmark as important

Application settings

Archive/restore points

Y aaYaYeaYeaYaYavYaYaYavyea
N AN AN A AN A A N A A A N AN AN

5] Company v




Ill. User (web)

2. Reports
a. Generate report
b. Report templates

A
%o Aproplan
124 by Causeway



Ill. User (web)

UK « Envircemental incident >

[ v B O OO0 DCQaQ N Version 2 - O4/24/2025 9:40 AM 8 4@ x
2.a.Generate report a 2] L
o —
Reports are used to compile and lest 1 080425
share an overview of selected points s P
within a project or Space. They help ':"‘" —
document progress, responsibilities, - e
and decisions, and can be shared with Scatoting tacace vardcaton
stakeholders for follow-up or record )
keeping. .
R2 Y [
| ¢ -
{ s
P AP AN P APOORS AN
M Laainad
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|
} Q
1 44! f
i
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For more information, visit our FAQ article: h
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Save view X

Save this set of searches, filters, columns, groupings, and sorting for quick access next time you need

III User (Web) Once you have them. Choose "Save as new view..." to create a new view and keep the original view unchanged.
configured the e
2 a Generate report desired VieW and Sorted by Modification date: Descending X
- R R ol Importance, Status, ID, Category, Subject, Location, Space, Due date,
( \ applled your settings, el Modification date, In charge, Author
q . Contai

Before generating a report, you can refine | ontains N ‘ el @1 LEEvE it —
your point selection by adjusting the [a Fiter.. ] to keep your [ Add a name for your view ]
Points page view. Click the three dots next customised layout. () Replace existing view (@) Save as new view
to the column to open the available options
to sort, filter, group, and organise the Cancel

columns according to your needs.

Upon saving the view, a new
window opens prompting you to

¢ Causeway L @) Causeway

Mdf:; & Projects @ TEST PROJECT CAUSEWAY / Entirdjproject - -Genera(e reportL) save your selected searches,
[l TESTPROJECT CAUSEW.. i filters, columns, groupings, and
e All points - 4 results Q .
P spaces sorting for future use. You can
B @ Points - ‘= Drag here to set row groups m giVe this view a name and
) ) choose to either replace an
| All points O v status v D v Category v Subject v Location v Space i Due date

existing view or save it as a hew
Active points O 5 testd Private li . A H
W e st st one. To finalise, click on “Save

Important points ||:l jxgll CHECKED v 4 test 3 Private list ; view”
|o 3 test2 Prvto st

[3 Forms 0 ¥r 2 Private list

[F]_Renort.

For more information, visit our FAQ article: https://help.letsbuild.com/en/articles /425546 6-aproplan-how-to-generate-a-report-web-version
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Ill. User (web)

2.a. Generate report

To generate a point report, go to the Points section by
clicking Points in the navigation menu on the left side,
and select either a Space or the entire project level.
Then select the points you wish to include in the report
and click Generate report.

Causeway

< Projects [TEST PROJECT CAUSEWAY / Entire project

I, TEST PROJECT CAUSEW.. 1.
boiNnts - 4 results

. Spaces

Points i} Drag here to set row groups

All points Category
Active points

Important points

Legacy points view

% Forms

Generate report X

Choose a name for your report here, select the template to use and set the
options.
To edit your templates, please visit the Report Templates page.

Report title

TEST - Summary point list ‘

Report template

Summary point list v

Report language

English v

Generate one report per user in charge

Cancel Generate report

Generate report 7J <+ Add new point '

(o} Save view ~

Location Space v Due date
Private list
Private list
Private list

Private list

A new window opens where you
can enter a report title, select a
report template from the drop-
down menu, choose the language
of the report, and configure
additional options such as
generating one report per user in
charge (splitting points per
responsible user) and sending the
report by email.

Spacereport & Projectreport

Before generating a report, ensure you
select the Space you want the report to
be generated from in the Spaces menu
in the navigation panel. A Space report
is generated from a specific Space and
includes only points from that Space,
while a project report is generated at
project level and can include points
from multiple Spaces within the project.

For more information, visit our FAQ article: https://help.letsbuild.com/en/articles /425546 6-aproplan-how-to-generate-a-report-web-version
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In the old points page, either select the points from the Space or directly
click on the “Generate report” button (printer icon) to open the report
lll. User (web) SRR 1
All points
2 b R t t l t # Causeway £ ] CAUSEWAY TECHNOLOGIES LIMITED Engish -
- epor emp a es © Frojects 8 Prectiandover inspection 0 Hvevs @ o Sorch \ [[] Generate one report per user in charge
Before generating a report, you can B DewoPrimen . e e e i 4+
create a new report template or edit an & spaces s . . .
existing one. A report template defines ol @ Foins
the layout, structure, and content of your B Foms st summary st ot pones - 2 3
reports7 ensuring COnSiStenCy across [E] Report templates | okecien - | 1.0 Ventilation Airflow insufficient Living Room 2 Standard list of points
your project documentation. [ pocumercs - Standard st of piets (with locatization)
# Participants
a a |ix Dashboard
To get started, click on the Points page o .
. . pace setings
version button to switch to the V1 (old)
points page.
A new window opens where you can fill in the L i 5
gl ausmr report details (1) and select an existing report B3 Plans with point numbers Linked to points ~
& Projects @ Demo Project EN / Pre-Handover Inspection |(~ Rsturnm(hnﬂldpnin(spaas)l tem plate to generate the report with (2), or [ Preview of plans with drawings
choose to preview or edit (3) a selected B Display point details With plans and pictures
[Eh Demo Project EN . .
I Active points -2 esults template. To create a new report template, ] print ictures in A5 format
J© pome T — click on the “+” button (4). [] One point per page
[3 Forms O ¥ staws v D ¥ | Category ¥ | Subject L] Dispay crearion dace
i i “ n n rehive int
[ Report templatas o+ oz S standin After clicking the “+" button, the report [ include archived points
i i ithi i ] Join Excel file Download
{5 Documants ID - o e Arflow settings will expand within the same window
#4 Participants (5). Here, you can give your new personal [ Join criginal plan (at PDF format) Download
s Dashboar report template a name and configure its L] Hide date and sime on pitures
) Project settings parameters. Make sure to click “Save” once Praview cancel

you have finished creating the template.
For more information, visit our FAQ article: https://help.letsbuild.com/en/articles /4255626-aproplan-how-to-create-and-save-a-report-template-web-version
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Ill. User (web)

2.b. Report templates

"" CausewayOne

)

Quality
Managem_.

[ E]

Docs.

& Projects 4 TEST PROJECT CAUSEWAY /| Report templates
TEST PROJECT CAUSEW.
0J / All report templates

=] Spaces

= i Kind +@
(@ Points ~

All points Wi v L2

Active points

Impg moints Point Summary point list
Legacy points view
% Forms Point new
|| ] Report templat | Point TEST
[ Documefits

,B,° Application settings

&) Company v

v Author

bilale slimani@letsbuild.com

bilale slimani@letsbuild.com

Updated Vv

25 Jul 2015

08 Jun 2026

08 Jun 2026

] Causeway

+ Create Template

State v

Active

Active

Active
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Ill. User (web)

2.b. Report templates

o Edit report
Project report templates vs Space report templates ] comp:
Projectreport templates are created at project level and can be [J Emai
used for reports containing points from multiple Spaces within the
project. Space report templates are linked to a specific Space and [J Phone
allow additional configuration options, such as selecting and
ordering extra columns including: [ invited
® Name D Signature
° Role
° Company [ pate of signature
° Email
° Phone number [ rPAE
° Invited status
° Signature [J Include transferred documents
° Date of sighature o ,
° P.A.E. (Present, Absent, Excused) statuses. S
Note: You can also choose to include transferred documents and s REN

additional information in the report.

Additional column options can be found by scrolling
down in the Edit report window.

For more information, visit our FAQ article: h
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Ill. User (web)

3. Forms

a. Forms section

b. Different form types

c. Form Template Builder

d. Create, assign, and plan a form
e.Fillin aform

%o Aproplan

2% by Causeway



Ill. User (web)

3.a. Forms section

CausewayOne

e

Quality
Managem._.

< Projects 9 Entire project
: f TEST PROJECT CAUSEWAY
5 Results
™ Spaces
[ sta. 2
@ Points
[2 Forms Today
[E] Report templates m
[H Documents
£ Participants

Dashboard wams |

Type

H

1.05

1.02

1.01

1.04

Categ

Name 3 Dueda.. 3

Fagades and Roofs - ..
UK - Environmental in...
Incident Report

Fagades and Roofs - ..

Fagades and roofs - G..

[2 Modification Date v B Table

om & ncharge 3

Bilale Slimani

Mohamed Maghrioue

£ Agenda

Non conformiti
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The Forms section is organized into 11 columns to help you manage and track form-related information:

Status: shows the current state of the form (e.g. open, in Room: indicates the specific location or area the form
progress, completed) relates to
Ill. User (web)
Type: indicates the form type (e.g. inspection, audit, In charge: identifies the person responsible for completing
3.a. Forms section checklist) or managing the form
Number: is the unique identifier of the form Non conformities: shows any issues or deviations

recorded during the form
Category: defines whether the form belongs to Quality,
Safety, or Environment Points: lists the tasks created from identified issues that

To access Forms, click on the Forms section in the need follow-up

navigation panel on the left-hand side. Name: is the title or description of the form

Space: indicates the Space the form is linked to within the
project structure

Due date: shows the deadline for completing the form

& Causeway {] Causeway S 2

[[ list test v DVIEWS Active forms X JSERIN v Q C i«,
el
B TEST PADJECT CAUSEWAY
1 5 Results (3 Modification Date ~ = F Table = Agenda
©, Spaces
[ status = Type 3 Nu.. % Categ.. + Name 3 Due da.. % Room % Incharge % Non conformiti..
Points
| Today
Report templates m ¥ 1.02 UK - Environmental in... 0
[ Documents
WAITING F... [ 101 Incident Report 0
PR Participants
[ Dashboard 8 108 Fagades and Roofs - .. 0
) settings 9 1.04 Fagades and Roofs - .. Bilale Slimani 0
q 103 Fagades and roofs - G... Mohamed Maghrioue o

For more information, visit our FAQ article: htt
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There are 3 types of forms in Aproplan:
lll. User (web)

Safety: Safety forms cover all questions related to worker safety as well as site working conditions (e.g.
3.b. Different form types safety briefings, safety checks, accidents).

Quality: Quality forms ensure that the work performed meets the expected standards (e.g. fagade and
roofing, finishing work).

Environment: Environment forms ensure that the environmental aspects of a project are taken into
account (e.g. management, storage, and disposal of chemical products).

U R Y

Safety Quality Environment

For more information, visit our FAQ article: h
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Create a new form template x
Tomplate name A new window opens where

lll. User (web) ([ e your temptate a name 1] vyou can name the template,
T o | select the form type, set
3.c. Form Template builder ("o ouaiy <] [ enaten -] | the language, add company
tags, and choose whether
toinclude signatures. Click
Create Template to get

Company tags

[ Addsom

The Form Template Builder allows you to create and customize digital
form templates directly in the platform. You can structure forms with Allow signatures

sections and questions, define answer types, set predefined answers and started.
non-conformities, and configure options like comments, attachments, and cancel e e
visibility rules to support inspections and audits. Templates can be created \
or edited in draft mode and published when ready, making them available
for teams to usein the field.
On the V2 Forms Templates page in the Company section, click on + Add & Comean 1 Lo 1 rorm s 1 Form st (ommamn
New Template to create a new form template in the Form Template : .
Builder: demo form template & Callapse sections & Add section
section 1 Collapse questions &  Options ~ saved @
Causeway New section
Projects ~ @ Company / LetsBuild - Add s temrplata question 1.1 Add/editvisibility ule 5 Optiona v~
:::::em Form templates a Saved views - ::::::jﬂ st
5° Application settings 7o Kind @ Include predefined answer Enter the predefined answe:
] Company ~ Type v Kind v Name ¥ | Author ¥ | Tags ¥ | Modifi. 2 4V | OQuestions
Company settings ~  Published (3) + Adda question
Dashboard W Sataty Published Form template demo 2. dinh.vanderdoes@letsb._ 08 Jul 2026 2
Repart templates (W Safsty Published Form template gemo 1 dinh.yvanderdogsletsh... 08 Jul 2026 F [ Add another section
| Form templates W satety Published martinstest martin koeh@causeway.. 04 May 2026 2t

For more information, visit our FAQ articles below:
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Adds value to your construction projects
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To create aform, open the project and go to the relevant Space, then
switch to the Forms view and click +. Choose a form category (Safety,
Quality, or Environment) and select a template from either “My company” Select a type of inspections
or “Public templates”. Import the selected form(s) to start.
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STEP3O0ON3

Assign & schedule your inspections

Ill. User (web)
Subject
3.d. Create’ ASS|g n, and Plan a form Accidents at work and incidents reporting and survey form [} Duplicate  [ii] Delete
57/ 255
(5 DD/MM/YYYY Do not repeat  ~
Assign
- - . . @:5| Add document E Select a category v
During creation, assign a person in
Charge Of the form SO they are g+ Add users in charge E':j Select a room -

responsible for completing and
managing it. You can also add
supporting documents such as plans, + Add more forms...

photos, or other relevant files.

Assign & schedule your inspections

Plan Subject

S R T B e e e e A e @ Accidents at work and incidents reporting and survey form ﬁ Duplicate ]E Delete
67/ 255

and ensure tlmely comple.tlon.Y'ou ) DO/MM/YYYY Do not repest

can also duplicate forms if multiple — -

instances are needed, then confirm 03 Add document }= Select a category v

by clicking Done to generate them in

the Space. S+ Add users in charge [F] selectaroom v

+ Add more forms...

For more information, visit our FAQ article: h
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Ill. User (web)

3.e. Fillina form

CausewayOne

Questions 1/1

Execution stage

11. Which stage of the works is this

Preparation Execution

& Causeway

< Projects
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@ Points
Forms
Report templates
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£, Participants
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@1 settings

i Application settings

]
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list test
5 Results
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Quality ‘@
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Attach files from
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V. User (mobile)

1. General navigation
2. Pre-load & Sync
3. Points

4. Reports

5. Forms

6. Sync
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IV. User (mobile)

1. General navigation

a. Project screen

b. Synchronisation + best practices
c. Help & Support

]
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IV. User (mobile)

1.a. Project screen

The Projects Overview screen provides an
overview of all your projects, including
those synchronised on your device and
those available in the cloud. From this
screen, you can create new projects,
synchronise data, change the view layout,
filter and sort projects, and access the
main menu.

¢ & | |nstall
\fl Aproplan the
: App Store or
. . Google Play
e Store.

Projects

Q_ Search

Tap on the menuicon to
open the main menu. On my device (2)

Tap on the search bar to
find projects.

L
.\

S
) DEMO1 DEMO2

Synchronised (loaded) BENEA SENiB53

projects, and projects

in the cloud that have

not yet been

synchronised. In the cloud (1)

AN |

= b 2
DEMO3
DEMO333

The green checkmark next to
the cloud icon indicates that

the projects on your device

are synchronised. Tap it again

to disable synchronisation.
The date indicates the

last time the @)
synchronisation was __——

\
\

completed.

Tap on the view mode
icon to switch the
project overview to list
view. Tap it again to
switch back to
thumbnail view.

To sort projects by name,
code, or start and end
date, tap on the sorting
icon.

To filter between active
and inactive projects,
tap on the filter icon.

A green checkmark
next to a project
indicates that the
project data has been
fully synchronised.

Tap on the green +

button to create a new
/ project.

Tap on the
synchronisation

——— button to

synchronise all data
from your active
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IV. User (mobile)

1.b. Synchronisation

9 Jul 2026 at 14:18

Q

DVA

Dinh van der Does >

Projects

@ Settings

¢> Synchronisation

Settings
&

Downloaded 16 second:

L@ Documents

Downloaded 16 seconds

e

@ Settings

Nothing to upload

@ Points

Nothing to upload

[“T_; Forms

Nothing te upload

L@ Documents

Nothing to upload

@ Other

Nothing ta upload

Last synchronisation:
972026, 14:43

seconds

seconds

aded 16 seconds

s ago

ago

ago

ago

aga

O 0000
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IV. User (mobile)

1.c. Help & Support

The Help & Support section gives you
quick access to assistance and useful
resources directly within the app. From
here, you can contact our support team
for any issue, question, request, or
feedback. You can also check the
current system status, access the FAQ
Help Centre, and easily search for
specific FAQ articles through the
integrated search bar to quickly find
answers and guidance.

For more information, visit our FAQ article: h

Tap on the Xicon to
closetheHelp &
To access Help & Support, Support section.
open the main menu and tap
on Help & Support.

To view your existing
conversations with our
support team, tap on
Messages.

Hi stella s Need help?
Prelects How can we help?
Settings
Recent message
Synchronisation

o Aproplan by Causeway Helper  Just now

2% Heeft u een vraag of loop je tegen een

Tap hereto send a
message to our support
Sendusamessage > ¥ teamandstart a new
i conversation.
Status: All systems are go s

Updated 20 Jul 11:54 - Click for details J
\ Here you can view

1
ST =y | the current system

Aproplan - How to Grazte Your ACGouTt - i status. Tap on it for
Moblle versio more details.

7) Help & Support

€] signout

Tap on the search bar
to quickly find a

B specific FAQ article.

Help Centre, tap on Help.
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IV. User (mobile)

2. Pre-load & Sync
a. Load Project
b. Pre-load documents / Space

]
%o Aproplan
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IV. User (mobile)

2.a.Load Project

Projects available in the cloud but not
yvet synchronised can be loaded into
the application. Once the project data
has been synchronised, you can
access and work on the project
directly from your mobile device. The
best practice is to only synchronise
projects you are actively working on,
as this helps maintain optimal
application performance.

To load a project, tap on a
cloud-based project in
vour Project Overview.

Il

Q Search

On my device (2)

EEE
=

7
N

In the cloud (1)

LE=
DEMO3

DEMO333

Projects

DEMO2

DEMO22

9 Jul 2026 at 14:43 (]

This project is not synchronised
on this device.

If you want to access this project,
you need to synchronize it first.

Synchronise

A pop-up will appear.
Tap Synchronise to
start synchronising the
project. Once the
project has been fully
synchronised, it will
appear with a green
checkmark in your
active Project Overview.
It is recommended to
keep the screen on with
Aproplan in the
foreground while the
project is synchronising
to avoid disruptions and
to improve
synchronisation speed.



IV. User (mobile)

2.b. Pre-load documents / Space

In Aproplan, you can access your documents
(such as plans and images) even without an
internet or mobile data connection. By pre-
loading documents, they are stored locally on
your device, allowing you to view and use
them offline at any time.

For more information, visit our FAQ article: https://help.letsbuild.com/en/articles/4255103-aproplan-how-to-preload-and-unload-documents-from-your-device-

To preload documents,
tap on the Documents
section in the navigagion

Entire project v
JEMO

Documents
Q e v O

Sample_Floorplan (1) (1)

1page(s)

Plan_APROPLAN (4} (2)

1page(s

¥ picture 8 August 2024 at 15_05

1 page(s) _

1page(s)

. Picture 15 September 2025 at 16_23

DEMO1 - Summary point list

2 pages

Press and hold one or
more documents to select

1 sekéction

n i Sample_Floorplan (1) (1)

1 pagels)

o1 Plan_APROPLAN (4) (2)

1 page(s)

O -."' Picture 8 August 2024 at 15_05

1 page(s)

0 . Picture 15 September 2025 at 16_23

1 page(s)

D DEMO1 - Summary point list

2 pages

Tap on the three dots in the
top-right corner and select
Preload to download the
documents to your device for
offline access.

7~ Sarmhple_Floorplan (1) (1)
@ . e

1 pape(s]

: Pidn_APROPLAN (4) (2)
U I1 ge(s)

G icture 15 September 2025 at 16_23
page(s)

0 EMO1 - Summary point list
pages
= rchive
L Preload
Cancel

mobile-version
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IV. User (mobile)

2.b. Pre-load documents / Space

Spaces can also be preloaded in
Aproplan to make their data available
offline. By preloading a Space, its
related information is stored locally on
your device, allowing you to continue
working without an internet or mobile
data connection.

To preload a Space, tap
on the Space menu in the
top-left corner.

Entire project ~

Documents

Sample_Floarplan (1) (1)

1pageis)

I Plan_APROPLAN (4) (2)

1pagels)

B Ppicture 8 August 2024 at 15_05
1pageis)

. Picture 15 September 2025 at 16_23

1page(s)

DEMO1 - Summary point list

2 pages

Once the Space menu
opens, tap on the three
dots to therightof the
relevant Space.

DEMO1

4 Lists Q Search

LB Public list

LCON Private list

Daily Site Safety Inspection

DAIL

[P Pre-Handover Inspection

ENTIRE PROJECT

Tap on Preload to
download the Space for
offline access.

DEMO1  ENTIRE PROJECT




IV. User (mobile)

3. Points

a. Create point on a plan

b. Create point

c. Save info from previous points
d. Change status, add comments

N
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IV. User (mobile)

3.a.Create apointon a plan

A point can be created directly on a plan to
highlight an issue, task, or observation in a
specific location. It is linked to both the plan
and the project Space, allowing you to
track, assign, and follow up on items in a
clear visual context.

For more information, visit our FAQ article: https:

To create apoint on aplan,
select the relevant Space
and open the plan from the
Documents section

Documents
Q, 2 ¥ O

Sample_Flogfplan (1) (1)

1 pagels)

I Plan_APROPLAN (4) (2)

1 page(s)

[ picture 8 August 2024 at 15_05

1 pagels)

. Picture 15 September 2025 at 16_23

1 page(s)

DEMO?1 - Summary point list

2 pages

After opening the plan,
tap on the location where
you want to place the
point marker, then tap

Add Poi t.

Plar||APROPLAN (4) (2)

—

© @ &
Add picture Add point Add form
Cancel

Fillin the point details and
tap Save to create the
pointon the plan.

X New point Save

Public list
“ategory
Walls (WALL)

Subject

Comments
Locati
Undefined

Stat
In progress

User in charge
Other actions
© &

CAMERA PHOTO
LIBRARY

Room

Due date B

D w

DOCUMENT MARK AS
IMPORTANT
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IV. User (mobile)

3.b. Create point

Entire project »

Points (1)

1.02
Standing water

CLOSED

101
Airflow insufficient

103

Uneven flooring

| DONE

102

12 Aug 2027
11 Dec 2026

12 Jul 2026

30 Jan 202 °

Entire project v
01

Points (1)

1.02 12 Aug 2027
Standing water

CLOSED

1.01 11 Dec 2026
Airflow insufficient

Pictures
CHECKED |
Document
1.03 12 Jul 2026
Uneven flooring Forms
Point
DONE
1.02 30 Jdh 2027

New point Save

Private list

Undefined

In progress

CAMERA PHOTO
LIBRARY

D

DOCUMENT

A

MARK AS
IMPORTANT



Cancel point creation

IV. User (mobile)

New point

3.b. Create point

List

Select the Space where you want to / Private list

create the point when creating a point
Category

\

A = Subject ]
Categorise the point
/ Comments

Add comments to provide additional T
Location

context or updates Undefined Room
Status
In progress @ Duedate E

Save point details to create point

Enter a brief description as subject

Select apreviously used subject

Improve accuracy by specifying the
room, floor, or other location details

Add a due date (note: this will not trigger

User in charge

Other actions

@ & 0O Y

CAMERA PHOTO DOCUMENT MARK AS

LIBRARY IMPORTANT
ave all point's data for the next %\
except Subject, Description and ‘Other

actions’ section.

Define the exact position (floor, wall, or ceiling)
Indicate the current stage of the point
Define the status of the pO/

Assign responsibility to a
person,company, or role

reminders or emails)

Marking the point as important will

. — add a star next to the point in the

Space

\ Attach documents or images from the

Add photos by taking a picture or
selecting one from the mobile gallery

project structure



IV. User (mobile)

3.c. Save info from previous points

When creating a new point, you can reuse
information from previous points. It is possible to
save and carry over most point details to speed up
the creation process, while fields such as subject,
description, and other actions are not included and
must be entered manually for each new point.

X New point

List
Private list

Category

Walls (WALL)

Subject

Incorrect paint finish
Comments

Location

Undefined

Status

In progress

User in charge
Other actions

I

CAMERA PHOTO
LIBRARY

ta f

or the next new
ascription and ‘Other

Room

Due date E

R *

DOCUMENT MARK AS

IMPORTANT

Save

Tap on the slider at the bottom of the
point details to save the filled-in point
data for the next new point creation.



To add a comment to the

V. User(mobile) point, tap on Write a
comment. The comment
3.d. Change status, add comments st et e L will appear directly at the
where you can choose bottom under the point

the desired status. details.

Points can be updated throughout their ~ b

lifecycle by Changing their status and Details Activities Details Activities
adding comments. Changing the status re- Hanlover Inspection

helps track the progress of a point, while Airflow insufficient 7

comments allow users to provide updates, Ventiation i

Due date

11 Dec 2026

(Wi

share information, or communicate
additional details related to the point.

Category

Ventilation

Location
Due date Select a status Undefined
11 Dec 2026
Roorr

Living Roomy1 A [ Living Room 2 A

Plan_APROPLAN
(4) (2)

Location
Undefined
r Does

Room

User in charge
Dinh van der Does

lgi‘|
When a point is open, you can
change its status by tapping on the Add attachment
status in the top-left corner of the
pointdetails.

Add attaciment

Dinh van der Does Today, 1515

Comments Airflow insufficient on vent 3

For more information, visit our FAQ article: h
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IV. User (mobile)

4. Reports

a. Use filters

b. Choose template
c. Generate report

]
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IV. User (mobile)

4.a.Use filters

Points in Aproplan can be organised
using sorting, and filters to help you
quickly structure and find the
information you need. These tools allow
you to customise your point overview
and focus on relevant data within a
project. Before generating a point report,
you can sort and filter the points list to
quickly find the required points.

To use advanced search
and filters, tap on the
magnifying glass icon in
the top-right corner.

Points (1)

TODAY

1.01 11 Dec 2026
Airflow insufficient

THIS WEEK

102 12 Aug 2027
Standing water
CLOSED

103 12 Jul 2026
Uneven flooring

—» ®Al OMe O Others

In advanced search, you can
set your criteria and then
tap on Save Views to save
the selected parameters.

Advanced search SEARCH

SAVE VIEWS

CLEAR FILTERS

Search

Display
O Active O Archived ® All

User in charge

Advanced filters

List
Status
Category
Room

Author

To sort points, tap on the
foldericon in the top-right
corner.

Entire project v

Modification date

Creation date
Points

Q

®
O
List O
Category O

TODAY
Room (3

1.01

O
O
©)

5 User in charge
Airflov

ng R Status

/4 Due date

THIS WEEK

1.02 12 Aug 2027
Standing water

CLOSED

1.03 12 Jul 2026
Uneven flooring

For more information, visit our FAQarticle: https://help.letsbuild.com/en/articles/4259020-aproplan-how-to-group-and-filter-poin ts-mobile-version
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IV. User (mobile)

4.b. Choose template

Summary point list Summary point list

Summary point list

Form template demo 1

Template demo 1

Form template demo 2

Template demo 2

Entire project =
0

3 sglections 3 selections
Points i1} ] B TopAY Summary point list
o [ 101 11 Dec 2026 . 10 11 Dec 2026
Airflow insufficient : Airflow insyfficient
a a ) .
101 11 Dec 2026 :
Airflow insufficient m
102 12 Aug 2027 n 102 12 Aug 2027
L p  standingwater | ——p  standingwater
8 - ;
£ Edit stfitus
CLOSED
02
Standing water 103 12 Jul 2026 8
Uneven flooring
[ ] = Moveto list
CLOSED Generate rep
zate) ¥ Copytolist
03 12 Jul 2026 102 | -
) o 30 Jan 202
Uneven flooring Rework needed & Generate report

[ oone | ° Cancel



IV. User (mobile)

4.c. Generate report

After naming the report,
selecting the template, and
previewing the report, tap
on Generate report to
create it.

Templats
Summary point list

Summary point list

Tap to reload preview

Generate report

i

Generate report and save into Documents

|

Email the report as a PDF attachment

Attach report to an email

A new window will open
where you can choose to
either generate the
reportand saveitin the
Aproplan Documents
section, or generate the
reportand send it by
email as a PDF file.

4 Send report SEND

dinh.vanderdoes@Iletsbuild.com
Summary point list

User in charge, Dinh van der Does

Generate a report per user in charge ()

mail bod

Hello, \
Please find attached my report entitled ‘Summary
point list' containing 3 point(s).

Kind regards,

Dinh van der Does

B

Summary
point list. PDF

Tap on the slider to
generate a separate
report per user in
charge of the points
included in this
report when
choosing to send
the report by email.

For more information, visit our FAQ article: https://help.letsbuild.com/en/articles/4277379-aproplan-how-to-generate-a-report-mobile-version
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IV. User (mobile)

5. Forms

a. Plan form

b. Fill-in form
c. Signature

d. Finalise form
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IV. User (mobile)

B.a. Plan form

To plan a form, open the
Forms section tab and
tap on the green + button.

Entire project v
DEMOT

Forms (3)
Q a| 2
YESTERDAY

105 18 Mar 20p7
Conditions, Sections, Conf...

104 20 Nov 20p6 e

Conditions, Sections, Conf...

103 20 Nov 2026
Formdemo1 .

For more information, visit our FAQ article: http

Planning forms in Aproplan allows you to schedule when a form must be completed and assign it to the right
person. This ensures that inspections, audits, and controls are carried out on time and by the responsible user

within the project.

A menu will
appear. Tap on
Forms to create a
new form.

_ Entire project

Forms i3)
a'| Gz
YESTERDAY
1.06 18 Mar 20§7
Conditions, Sections, Conf...
TODO
1.04 20 Nov 20p6
Conditions, Sections, Conf...
i Pictures
1.03 20 Nov,
Formdemo1 Document
70 DO Forms

Point

A new window will
open where you can
choose the form type
(Safety, Quality, or
Environment).

Safety

Quality

Environment

Use the search bar at
the top to find the
template you want to

use.
< Select a template
Q Forn"

Form template demo 1

Form template demo 2

web-mobile-version

Fillin the form details,
then set the due date
and assign a user in
charge.

Form template derfo 2

Private list

Save

Fill it now
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5.b. Fill-in form and adding attachments

After filling in the
form details and
planning the form,
tap Fillitnow to
start completing
the form.

For more information, visit our FAQ article: htt

Form template demo 2
Private list

Category

Room

Due date

User in charge

Save

Fill it now

% 16
Form template demo 2

Progress : 2/ 2

Demo section 1
Question 111

1.1. Demo question 1

Yes

Demo section 2
Question 1/1

2.1. demo question 2

7

N/A

Go through each question and

Progress: 2 /2

Demo section 1
Question 11

1.1. Demo question 1

Yes

@ Create point

@ Link existing point
B Write comment
© Take picture

Y%  Attach existing file
[3 Upload document

Bl Upload picture

Cancel

NIA

enter therequired information.

You can add comments,
attach files, link existing
points, create new points,
take pictures directly, or
upload documents and
images where needed by
tapping the + button next
to the question.
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5.c. Signature

Signatures in forms are used to
confirm and validate that the
information provided in a form has
been reviewed and approved by the
responsible person. They add
accountability and formal approval to
inspections and other documented
processes within the project.

Once all information has

Progress : 2/ 2

2 Summary v

Demo section 1
Question 1/1

1.1. Demo question 1

Yes

Demo section 2
Question 1/1

2.1. demo question 2

7

been filled in, tap the green
check mark in the bottom-
right corner to review the
form.

For more information, visit our FAQ article: htt

N/A

N/A

Form template demo 2

Progress: 2/2
Demo section 1
Question 1/1

— 1.1 Demo question 1

Yes

Demo section 2
Question 1/1

2.1 demo question 2

7

Add signature

Generate report

x Add signature

Personal information :
Demo first name
Demo last name
Demo email address

Demo company

Signature :

| confirm that | am the persan mentioned, the

CIBar a”

Tap on Add signature in the
bottom-left corner to add a
signature to your form.

A new window will open where you
need to fillin the required signatory
information, such as first name, last
name, email, and company. Then tap
on the signature field to sign the
form. Tap on Validate after signing
the form.
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IV. User(mObiIe) 1.1 Demo question 1

Yes

B.d. Finalise form

Demo section 2
Question 1/1

2.1 demo question 2

7

. — > You're almost done ! >
Signatures:

Demo first name
Demo last name
Demo company Save in my documents

f% Z Save and send by mail

Add signature/ Generate report

We're done !
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6. Sync
a. Tips & tricks for syncing

%o Aproplan
2% by Causeway



X DEMO1

Q

IV. User (mobile)

DOWNLOADING

i i i Settings
6.a. Tips & tricks for syncing B e s ()
@ Points °
= q . Downloaded 32 seconds ago
() Keep the Aproplan application updated to the latest version to ensure
optimal stability and performance. o Forms
& g & EE; Downloaded 32 seconds ago °
(] During synchronisation, keep the app open in the foreground with the o DocLiiehts 0
screen turned on to avoid interruptions. & pownloaded 32 seconds ago
. . . . . Oth
° Ensure synchronisation is fully completed before generating a point report ® Dow,foraded sacTEEo (]
or finalising a form, otherwise an error message may occur.
® If the network is unstable, itis recommended to work offline and Rhe Rl
synchronise later on a stable connection. o) Settings
Nothing to upload
® If issues occur, try restarting the app or logging out and logging back in 0 Points
before attempting to synchronise again. Nothing to upload
. . . . I [c_n Forms
° Never delete the app while a synchronisation is still in progress. 2" nothing 16 uplosd

e Documents
Nothing to upload

@ Other

Nothing to upload

Last synchronisation:

For more information, visit our FAQ article: h
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V. Conclusion

1. FAQ
2. Support
3. Get in touch with the Aproplan Team
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V. Conclusion

o Aproplan

@ English v

1. FAQ

Advice and answers from the Aproplan Team

Q Search for articles...

Find answers to your questions in the Aproplan FAQ Help Centre by

visiting the link below, where you can quickly access helpful
. . . . Aproplan - QHSE & Documents

articles, guides, and solutions to common issues. All FAQ related to Points, Forms, Projects, Lists, Company, Documents...

@My, 8y 0inhand 3 others - 132articles

https://help.letsbuild.com/en/

oo fepen

Aproplan website  Privacy Policy  Terms of use

%o Aproplan
2% by Causeway
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V. Conclusion

2. Support

support@aproplan.com

Hi stella s Need help?
How can we help?

Send us a message

o Status: All systems are go
jated 20 Jul 11:54 - C

Search for help Q

Home Helr

%o Aproplan
124y by Causeway
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