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See the last section for word explanation.


https://web.smartdok.no/

How to download SmartDok to your mobile phone and log in?

If you have an Android mobile phone you need to find an app called Play Store. If you have iPhone
find the app called App Store. Open the program, type "smartdok" in the search field and then
"Install". Downloaded application behaves equally whether you have android or iPhone.
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See the last section for word explanation.



Login
You have or will receive an e-mail that describe your username and your onetime password. Check
junk mail folder on your email browser if you don’t have received this e-mail. Send message to

Consolvo’s head office or your nearest leader for sending you a new password if you can’t find it.

From: Borge, Eli-Ann <eli-ann.borge@consolvo.no>
Date: Monday, 1 July 2015

Subject: Smartdok bruker

To: "ola.nordmann@gmail.com”

Hei

Du er opprettet som bruker pa http://www.smartdok.no

Brukernavn: 98765432
Passord: 5JudgeThis

Sendt fra Zirius ERP, www.zirius.no

When you open Smartdok, the frontpage look like this:

Ver. 4.6.2.0704

g Enter username: Your telephone number (write "00" instead of "+")

SmartDok Enter password: At first time login, use the onetime password you
have received on email or by text message. You must change the
password after first time login.

[ Husk mitt passord

See the last section for word explanation.



We have defined three roles in addition to Admin.

1) User - For hourly paid employees to be able to register hours.
2) Foreman - For foreman/BAS. Same as above, but with extended access.
3) Project administrator - For project and construction managers. Same as above, but with extended

access.

This is the main menu. Here you can:
- Register your hours
- Submit reports such as RUH

- See project details

- Overview of your registered hours
- See how to write hours correct

ON THE COMPUTER

SmartDok 0

Oh Oh Oh Oh Oh

8. Jul 9.Jul 10.Jul 1. Jul 12 Jul
Mon Tue Wod Thu Fri

Todays hours. This week hours

0(0) 0(0)

0 Register Work hours

Q Form for project
@ Project details

@ Overview of hours

@ Time accounting rules

When you log in to your PC, your home page will look something like this:

Workhours
Projects/Customers
HSEQ Forms

My settings

Terms and agreement:

© 2006-20[19 SmartDok ™

Information from SmartDok < | >

© Prov Autogear elektronisk kjerebok gratis i 90 dager 12062019
Fa lavere firmabilskatt med SmartDok og Autogear
© Vi lanserer signatur oppdragsgiver pd web og app! 030622019

Na kan du fa oppdragsgivers signatur i SmartDok umiddelbart etter utfert
arbeid!

© Rapportering av kvalitetsavvik i SmartDok! 07.04.2019
Som en del av HMS/KS Pro lanserer SmartDok nd en standardisert lasning for
innsending og behandling av kvalitetsavvik

© Oppfelging SmartTraeff 2019; etterlengtede oppdateringer pa plass!
Gode innspill under SmartTraeff 2019 forte til falgende oppdateringer 07042019

This is the main menu. Here you can:

- Register hours

- Submit reports such as RUH

- See project details
- Overview of your registered hours
- See how to write hours correctly

See the last section for word explanation.

Consolvo AS

Information from Consolvo AS

© Timeregistrering pa Avd. 2 06032019
Det er opprettet et nytt prosjekt i SmartDok som heter "90006 Avdeling 2" hvor
dere kan registrere timene som ikke kan feres pa noen prosjekter.

© Hanske- og brillepdbud fra 1. april 05032019
AF har innfert et nytt sikkerhetstiltak som en del av Sikkerhetslaftet | AF for
2019. Pabudet trer i kraft 1. april

© Registrering av REGNINGSARBEID
Hvordan registrere?

21022019



How to edit your profile, change password, language and edit workhours suggestion

Smartdok is available in Norwegian, English and Swedish. To make changes to your language,
password, and personal information, please do the following:

SmartDok o

SmartDok

ot ot ot ot ot Tomasevic, Tanja Tomasevic, Tanja

17.mal 18 mal 19.mal 20 mal 21.mal
- = = — = Min profil
Nyheter fra Consolvo AS
Timer idag Timer denne uken
0(0) 0(0) Nyheter fra SmariDok tanja tomasevic@eonsolvono

0 Registrer Timer

9 Skjema mot prosjekt

@ Prosjekldetaljer
0 Timeoversikt

0 Timefaringsregler

Innstillinger Timeregistreringsiorslag

Tilbakemelding

Logg ut

Q0000060

SmartDok personvernerkl...

q O

Srpgrt[}ok 6 -

Navn Stensland Stale
Land Norway (+47)

E-post stale.stensland@consolvo.nc
Mobil 99169279

Land Norway (+47)
Fodselsdato august 19 2019
Mobil 99169279

Sprak Norsk

.

Nytt pas Norsk

Profilbilde
Nytt passord Pargren Svensk
= ] Pargrende (Informasjon mangler!)

1. Push the figure on the right top of the screen in Dashboard
2. Push your name to enter your profile

3. Push the pencil in the profile window to edit your profile
4. Change your language and/or password

See the last section for word explanation.



Edit Workhours suggestion

My profile
+47099169279

Consolvo have predefined a suggestion for daily registration of
Consolvo Services AS

T —— workhours. You can customize this to your situation at work, so

Please fill in missing information you simplify the registration and makes it faster.

Workhours Suggestion O

Timelann

Total week hours: 37.5 hours

Monday 08:00-16:00 (30
Tuesday 08:00-16:00 (30
Wednesday 08:00-16:00 (30
Thursday 08:00-16:00 (30
Friday 08:00-16:00 (30

ON THE COMPUTER

€ C @ hitps//websmartdokno; ®ax ®m O
i g Intoskjerm @

\ Sm(] rf Dok Edit user profile Consolvo AS O G Help »

©
Workhours Username: 976361910

% N *
i LR E-mail: | tanja.tomasevic@consolvo.no

HSEQ Forms

My settings Country: Norway (+47) v

‘ Prefix: | +47
Timesheet suggestion Phone: [o7636197 |

Terms and agreements r po—

Date of birth:
*
© 2006-2019 SmartDok ™ Name: [ Tost Bruker
Language:  English -

Change password? ¥

The closest next of kin's name:
Next of kin home phone:

Next of kin telephone work:
Relationship:

Next of kin 2 Name:

Next of kin 2 phone home:

Next of kin 2 phone work:

Next of Kin 2:

Save



artDok x + = O %
« c A o @ e« B O :
g SmG r Ok Timesheet suggestion Consolvo AS e G Help ~
Workhours Get settings from company
Projects/Customers
HSEQ Forms Standard wage Default choice ¥
My settings Work hours pr. week [1750

My profile
. Monday Tuesday ~ Wednesday  Thursday Friday Saturday Sunday

Terms and agreements

Start at 0700 0700 [ o700 0700 [ o700
A AL End at 1500 1500 |[ 1500 1500 |[ 1500
Break at 1100 1100 [ 1100 1100 [ 1100
Break length 30 min ¥ |30 min v |30 min ¥ 130 min v |30 min v || Select v || Select v

Save

How to register workhours?

The process of register workhours is done in four steps:

1) Employee register workhours

2) Foreman approves registered (if agreed with construction manager / project manager)
3) Construction manager / plant manager approves registered workhours

4) The payroll administration certifies and send to payroll payout

It's recommended that you register your work hours regular every day.

You will always be able to see if your registered workhours are approved or not. If the
project/construction manager make changes on the workhours you have reported, you will be
notified. Press Register Work hours on the front page and you will see the New Registration picture
below. Fill in your hours and press Save.

See the last section for word explanation.



oh oh 0Oh 0Oh oh New registration .
B.Jul 9.l 10.Jul 110Ul 12.Jul -
Mon Tue Wed Thu Fn
Todays hours This week hours ple: 12072019
0(0) 0(0) From 07:00 o 15:00
Break 30 min 7n 30m (7.50N,

‘ G Register Work hours
e Form for project
e Project details

@ Overview of hours

ypeofreg  Ord. project hours

roject

10119 Olav Moen div. jobb 2013
Activity Ordinzre timer

Timelonn

G Time accounting rules

Time accounting roules

Roules for time accounting for your company is explained in Smartdok

Oh Oh Oh Oh Oh

18. Aug 19. Aug 20. Aug 21. Aug 22. Aug

Man Tiia Al e

Todays hours This week hours

0(0) 0(0)
@ Register Work hours
. Form for project

G Overview of hours

c Time accounting rules -

@ Project details

See the last section for word explanation.



How to register work hours:

Date 22.08.2019

Choose date and time from-to. Smartdok

From 08:00 To 16:00 - j’automatically add 30 min. break. You can adjust this
if needed

Break 30 min ®© 7h 30m (7.50h)

Type of reg Ord. project hours - Choose ordinary project hours or price work.

Project Select which project you will register your

workhours to. You will only see projects you are
14179 Edgaras Anuzis div. jobb 2019 -

registered on. By pushing the star symbol, you can
add your project as a favorite, and it will be shown
- on the top of the list.
Activity Select -

Salary type Timelenn

If applicable, choose addition to your salary, ex.
Additions overtime if actually.
Unit additions Choose other additions if needed
Comment
Push “Save” to register your choices or “Clear” if you
Clear Save want to start over again
ON THE COMPUTER

Press Workhours in the left column, then Register my workhours and you will see the picture below.
Fill in your hours and press Send in registration.

Consolvo AS 0 O Help

Workhours

My workhours e T ¢ 1 1 I T T rs s
Register my workhour 06:00  07:00 08:00 09:00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 1700 18:00
Register my absence
Workhour registration Type of registration | Ord. project hours N
o Date of work [12072019 i[:]
Projects/Customers Project 91000 Test sharepoint -
HSEQ Forms =)
My settings Activity Select - 24|
Torms and agresments  Work hours From [0700 | To[ 1500 | Sum: 7 hours 30 min. (7.50)
Break time Bomn v [cer]
© 2006-2019 SmartDok ™ Wage el -
Wage addition [ Reisetiflegg (mer enn 10 mil)
[ Bastillegg

Unit addition | Overtidstilleag 30%

| Overtidstillegg 50%
Overtidstillegg 100%

Comment ‘ w

veursgursiol] oo [N




How to register absence?

10

All absence days in working days must be registered in Smartdok. This applies to absences such as:

- Time off- “Avspasering”

- Own disease- “Egen sykdom” (remember self-certification of absence)

- Vacation/Holiday- “Ferie”
- Leave of absence- “Permisjon”

- Sick child under 12 years old- “Sykt barn under 12 ar” (remember self-certification of absence)

- Unauthorized absence- “Ureglementert fravaer”

The consequence of not registering what is legal absence may reduce the income basis in the event
of a sickness since the sickness absence basis is calculated on the basis of the average income from

the last 3 months.

Example of registered absence (highly simplified):

January 20 work days 7,5 work hours pr. day Kr pr. hour 200 Salary jan. kr 30.000

February 17 work days 7,5 work hours pr. day Kr pr. hour 200 Salary feb. kr 25.500

3 absence 7,5 work hours pr. day Kr pr. hour 200 Absence kr 4.500

Total kr 30.000

March 20 work days 7,5 work hours pr. day Kr pr. hour 200 Salary mar. kr 30.000
April Sick leave whole month

Average salary in the last 3 months is

(30.000 + 30.000 + 30.000) : 3 = 30.000

Example without registered absence (highly simplified):

January 20 work days 7,5 work hours pr. day

Timelgnn kr 200 Salary jan. kr 30.000

February 17 work days 7,5 work hours pr. day
3 not registered absence

Timelgnn kr 200 Salary feb. kr 25.500
Absence kr 0
Total kr 25.500

March 20 work days 7,5 work hours pr. day

Timelgnn kr 200 Salary mar. kr 30.000

April Sick leave whole month
Average salary in the last 3 months is

(30.000 + 25.500 + 30.000) : 3 = 28.500

As can be seen from the example, not recording the absence in just 3 days will cost the worker NOK
1,500. Remember that the holiday is also considered absence, so register your holiday as well. It is
possible to register absence 30 days ahead, so it is possible to register the entire holiday at one time.

See the last section for word explanation.
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In order to register absence on the mobile you go forward in the same way as when to register hours.
Press Register Work hours, then the yellow button on the top right and you will be moved to a new
page where you can register the absence in the same way as you do hours.

SmartDok

= SmartDok 0

Oh Oh Oh Oh 0Oh
8. Jul Q.Jul 10.Jul 11.Jul 12 Jul

New registration

Hon Tue Wed T Fi
Todays hours This week hours ) wiga
0(0) 0(0) Date 12.07.2019

/ From  07:00 To 15:00

@ Register Work hours

Break 30 min (© 7h 30m (7.50h)
Form for pr
e el Elipaiect Type of reg Ord. project hours
. Project

@ Project details

10119 Olav Moen div. jobb 2019
@ Overview of hours Actvly diverse.

Salary type Timelenn
@ Time accounting rules

Additions

J O (]

The type of absence is registered under Salary type.
In the picture to the right the absence is defined as
Avspasering (Time off).

To change this, tap on the salary type and select the one that
suits you.

See the last section for word explanation.

= SmartDok 6

New absence registration .

] T
‘ 104117&%»4%.1 . jobb 2019
Period 12.07.2019
Fromtfto: 07:00 - 15:00 (30 min)

Hours: 7h 30m

Project

10119 Olav Moen div. jobb 2019

Salary type Avspasering

Comment

SmartDok

2\ Search I

Avspasering

Egen sykdom

Permisjon( definer m/uten lgnn i kommentar..

Sykt barn under 12 ar (husk egenmeld)

Ferie

Ureglementert fraveer
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ON THE COMPUTER

To register your absence, press Workours in the left menu, so Register my absence and you will see
the picture below. Fill in your absence hours, project and absence type under Wage and then press

Send in registration.

. SmartDok E
wax B O

€« @ @ hitps//web smartdolno/timeliste/Fravarsrag aspx
Consalvo AS O G Help =

od g Infoskiern (@ Int

& SmartDok Register my absence

Workhours
My workhours From 12072019 | @
Register my workhours To 12072019 | Include Saturdays and Sundays
- T T Project | None selected |l
Workhour registration Hours/Day o Hours [ Minutes|
rules. Wage Avspasering e
Projects/Customers
HSEQ Forms Comment
My settings

Terms and agreements

© 2006-2019 SmartDok ™ Send in registration

Clear form

| Avspasering

Avspasering

Egen sykdom

Ferie

Permisjon( definer m/uten lann i kommentarfelt)
Sykt barn under 12 4r (husk egenmeld)

Ureglementert fraveer

If you press Avspasering, you will
see all types of absence and be
able to choose the one that suits

See the last section for word explanation.



How to submit a form?

SmartDok O

Oh Oh Oh Oh Oh
8.Jul  9.Jul 10.Jul  A1.Jul 120 Jul

Men Tue Wed Thu Fri
Todays hours This week hours
0(0) 0(0)

@ Register Work hours

Form for project

Project details

Overview of hours

Time accounting rules

SmartDok O

HMS — RUH

A Search

Select forms

Pranesymas apie nepageidaujama ivyki
Raport o niepozadanych zdazeniach

Rapport om ugnsket hendelse

Report on unwanted incident

See the last section for word explanation.

SmartDok

Select category

HMS

KS

Personal

Report on unwanted incident

Report on unwanted incident

Project

Select

Title

Dateftime

Date

Time

Name of notifier

Involved company

Category

Accident
Nearly accident
Dangerous condition
Injury to person
Material damage
Loss of production
Equipment/machines/tools
QOrganization/communication
Environment
Other

Comment

Description

o|a|o|o|o|o|o|o|o

]

SmartDok o

HMS

A Search

Select subcategory

HMS — RUH 4

Select forms

Sikker jobbanalyse

Vernerundeprotokoll

Direct Cause

Underlaying Cause

Corrective measures

Descripti
measur

Responsible for measures

Deadline for measures

Date

Time

Corrective measures done

Tap to sign

Copy to project manager

Copy to employer =]

Follow up later =]

Photos Add photos

Sign

Save temporary Submit -

13



ON THE COMPUTER

14

Go to HSEQ Form in the menu on the left and press Submit form. Below you see the list of available
forms today. More will be created eventually and we are of course open for input.

Let's say you want to fill out RUH (Report on unwanted incident). This one is available in Norwegian,

Polish, Lithuanian and English. Tap on the form itself.

k Smar ok Form templates Consolvo AS 9 G Help =

<}
Workhours Module: Project v Select v
Projects/Customers
HSEQ Forms Created Form Name Category Module Document Rev
‘ s Options * | 24052019 Dagpendiing bopel- arbeidsted Personal Project 17 2
Images
My settings Options 20.03.2019 Pranesymas apie nepageidaujama ivyki HMS — RUH Project 26 1
Terms and agreements
T Options v 19.03.2019 Raport o niepozadanych zdazeniach HMS — RUH Project 13 6
© 2005-2019 SmartDok
Opiions ¥ | 19,03.2019 Rapport om uonsket hendelse HMS — RUH Project 1 7
Options ¥ | 19,03.2019 Report on unwanted incident HMS — RUH Project 12 6
Options 28.02.2019 Vemerundeprotokoll HMS Project 14 4
Options ¥ | 06.12.2018 Malebrev KS Project 22 6
Options 21.11.2018 Sikker jobbanalyse HMS Project 20 2
Options * | 19.11.2018 Awviksrapport KS Project 16 1
« 1 1-90f 9 items
+ - a8 x

[}
Workhours
Projects/Customers Doc. no.
HSEQ Forms 2] -
consowvo
Submitted forms
Images
My settings Report on unwanted incident
Terms and agreements Report on unwanted incident
© 2006-2019 SmartDok ™ PROJECT
Select project
Title Enter text a
Date/time dd.mm.yyyy B  hhmm @ =
Name of notifier Enter text )
Involved company Enter text a
Category [t

Accident

Nearly accident
Dangerous condition
Injury to person
Material damage

Loss of production

s SmartDok Submit form Consolvo AS 0 G Help

Choose your project.

....continues on the next page ->

See the last section for word explanation.



15

o Loss of production

o Equipment/machines/tools

o Organization/communication

o Environment

o Other

C t . . A o

2 il This sign means you can take a picture and attach it
Descri Enter text 5 N

v to the text you fill out. Works best on mobile.
Direct Cause Enter text
Underlaying Cause Enter text [a]
Corrective measures =

Nr. Description of measures

1.

2

3.
Responsible for measures Enter text [aa)
Deadline for measures dd.mm.yyyy hh:mm | (©
Corrective measures done )

Signature can only be filled out on app

STALE STENSLAND 19.03.2018 GUERMUND MOEN 8
¥ E-mail project manager ) E-mail client L) Follow up!

Savetemporary  Submitform  Cancel When you are ready, press Submit form.

ATTACHMENT | Velg filer |Ingen fil valgt
You can also attach attachments.
CREATED BY APPROVED DATE APPROVED BY: REVISION NO.

See the last section for word explanation.
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News in Consolvo, Consolvo Services

News in Consolvo can only be published by the administration. This is per. today the only way for the
administration to spread info to the workers. Since employees receive lots of information daily, this
channel will be used only for the most important information and it is therefore very important that
you as a Consolvo employee keep track of what is being posted. Information from SmartDok is not
relevant.

SmartDok

Oh Oh Oh Oh

8.Jul  9.Jul 10.Jul A1.Jul 12 Jul Stale Stensland

wo | [ we | me | You will get a “Push notification” v
Todays hours This week hours on the top rlght of the screen, News from Consolvo
o0 00 push this.
‘ News from Smartdok
@ reoister work nours Push “News from Consolvo
Services”, the latest news will U Settings

@ Form for project

@ Project details screen. . Help

come be shown on the top of the

@ Overview of hours Feedback

@ Time accounting rules

Sm}c‘l‘rt‘Dok

Consolvo AS nyheter

Timeregistrering pa Avd. 2
06.03.2019

Hanske- og brillepabud fra 1. april
05.03.2019

Registrering av REGNINGSARBEID
21.02.2019

See the last section for word explanation.
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ON THE COMPUTER

Below you see your home page. The red box shows news posted by Consolvo Services. Touch the
news to read it.

x  * - o X

€ C @ hitps//websmartdok.no, a4+« B O :

&S Dok | Dashboard

(<}
Workhours Information from Si ok

Projects/Customers
HSEQ Forms © Prev Autogear elektronisk kjerebok gratis i 90 dager 12062019 © Timeregistrering pa Avd. 2 06032019
My settings Fa lavere firmabilskatt med SmartDok og Autogear Det er opprettet et nytt prosjekt i SmartDok som heter "90006 Avdeling 2" hvor

dere kan registrere timene som ikke kan feres pa noen prosjekter
Terms and agreements

T R T OAVi lanse(er signatur oppdragsgiver pa web og app! 03.062019 © Hanske- og brillepabud fra 1. april 05032019
Né& kan du fa oppdragsgivers signatur i SmartDok umiddelbart etter utfert AF har innfert et nytt sikkerhetstiltak som en del av Sikkerhetsleftet i AF for
arbeid! 2019. Pabudet trer i kraft 1. april
© Rapportering av kvalitetsavvik i SmartDok! 07042019 © Registrering av REGNINGSARBEID 21022019
Som en del av HMS/KS Pro lanserer SmartDok né en standardisert lesning for Hvordan registrere?

innsending og behandling av kvalitetsavvik

© Oppfelging SmartTreeff 2019; etterlengtede oppdateringer pa plass!
Gode innspill under SmartTraeff 2019 forte til folgende oppdateringer 07,04 2019
i ettertid!

Useful links

1) Hour and absence registration, My settings and form submission:
https://www.youtube.com/watch?v=MftUFsUW2CQ&feature=youtu.be

2) All of SmartDoks webinars: https://www.smartdok.no/webinar/

Good luck! @

See the last section for word explanation.


https://www.youtube.com/watch?v=MftUFsUW2CQ&feature=youtu.be
https://www.smartdok.no/webinar/
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https://web.smartdok.no/LoginView.aspx

Consolvo AS
Ringveien 6, 3409 TRANBY
post@consolvo.no | Telephone: 32 24 20 60
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