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Understanding Scope of Work

The Scope of Works is the heart of every project, ensuring
clarity and structure both on-site and in the office.
Acts as a roadmap for project execution and management.

Provides clarity and direction for all project stakeholders.
It helps in managing scope, time, and cost-effectively.
Minimizes misunderstandings and ensures alignment.
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How to build Scope of Works in Fonn

To upload your Scope of Works/Schedule to Fonn, you have 2
options:

e Build the schedule using Edit Mode within the new project
e Transfer the information into one of our templates then upload
it to your Organisation or Project

e Open your project
e In Overview click "Enable Scope of Works" and choose "“Empty”

Select an initial Scope Of Works structure

SCOPE OF WORKS

not used ot
mpty

Enable Scope Of Works

ccccc

e Navigate to “Scope of Works" on the left hand menu
e Click on "“Open in Edit Mode”
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e Using the" + Add" button, start to build your schedule as per below

Scope Of Works
Nothing here yet|
List [ritle (required)

Scope Of Works
.

1.
v Groundwork

Nothing here yet

Scope of work Title (required)
“%
Scope Of Works
plate FITR-Y
Goto: @ pecoments
v Groun dwork

11
> Building Site - Groundwork

Height difference in aggregate base materia

e "List" is a heading, and "Scope of Work" is an actual name of the
activity to complete

o Continue building until you have completed your full schedule

» Click Edit Mode again to exit and save your Scope of Works
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Saving as Organisational Template

o Once your template is finished in Edit Mode, go to Settings in your project
e Select “Scope of Works" tab

Edit project

@ Gallery

2 lssues DETAILS CLIENT DETAILS SETTINGS INTEGRATIONS SCOPE OF WORKS ol

() Tasks

= Scope of Works

% Submittals Scope Of Works Start date + Add

@ RA Advanced customisation for Scope Of Works .

D Time sheet Pick which fields you need to use in a specific
S Report hub Responsible

& Members Related issues

Not Applicable
In progress' status
Verified' status
Costs

Search by item position index
Allows searching for Scope of work items
(goes before item's name: eg., '1', '1.1!, '1.2.

o Scroll down and click “Save as organization template”.

Organisation Templates

Save as organisation template
Convert current Scope of Works structure to organisation template format. it will be
saved as organisation template

3 Save as organisation template

e Add atitle and click “Save"’

Organisation Templates

Save jon template
Con ope of Works structure to organisation template format, it will be
rrrrrrrrrrrrrrrrrrrrrr v R

SoW Template]

[ Save as organisation template

o Now your template is saved at Organisation level which means you can use
for your other projects
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o Let's see how the template that we just built in Edit Mode looks in Excel
Sheet and what additional options we have there

o Go to your Project Settings

e Select "Scope of Works" tab and click “Export”

Export Scope of Works data
Download the cugse®it Scope of Work data from your project

[3 Export

Import Scope of Works data
Import Scope of Works data previously exported from a project.

AxChoose file 0] Mo File Selected

Organisation Templates

Save as organisation template
Convert current Scope of Works structure to organisation template forn
saved as organisation template.

[ Save as organisation template

e You will be able to view your Scope of Work in excel template version

e Example the above, translates to the below within Fonn

q
v Groundwork Tl mo3m %@

it

v Building site- groundwork n M 2@ %@

111
Height difference in aggregate base material

112
Documentation of staking out/positioning of house according to site plan and coordinates (received)

113
Road safe for driving with lorry to building trench, width and minimum turning radius (max. 2 m)

114
Space for materials, containers, workman huts
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e Index = This will decide whether the item is a list Item (heading) or a
checkpoint (an item to marked off)

e There are additional options available in excel template marked in red:
1. Is image required

2. Is comment required

3. Required form ID

For image and comment required fields, you can choose “TRUE" or
“FALSE". If you choose “TRUE", it means that the user responsible for
completing the item won't be able to mark it off unless a photo or comment
is added to the SoW item.

Required Form ID connects your form with Scope of Work item.

You add your Form ID directly in your Form template

In order to do that, please go to your Organisation tab
Choose “Forms”

Select any form you'd like to connect to your SoW item
Click on "Edit”

You will be able to add your Form ID in field below

Edit template

ess space/enter after you finish typing the email to add multiple emails

Send submitted forms as email to contact person in project

Send submitted forms as email to client in project.

Upload submitted form to private forms folder

Enable table of contents
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e Copy your Form ID into your Excel SoW template and select the item
you want to connect it to

e This feature makes this form required to be filled out in order to
complete the SoW item by responsible user

e To upload your completed template, go to your project

e From the left-hand menu, select Settings then click the Scope of Works
tab

o Scroll down to the templates section, choose your file then select the
appropriate action

Use existing Scope Of Works template
Customize your Scope Of Works structure with previously saved
template.

Choose file o] Phase2.xlsx

Add to existing (safe)
Appends new elements to the current structure. No data is lost.

Replace everything (unsafe)
Caution: current Scope Of Works and all related data will be lost!

mea niannand

e If your template is formatted correctly, you will see a green pop up
notification on thetop right of your screen to let you know the upload
was successful.

T R

Template has been imported X
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Working with Scope of Works

e Choose a responsible member or user group.
o Set a start date and a due date.
e Link all important documents, issues, tasks etc. to Scope of Works.

1.1.1 Sec Truck - Notes in CMR document 7+

complt
® DESCRIPTION Q RESPONSIBLE
Add descr
7
& RELEVANT URL
2
uuuuuuu
uuuuuuuuuuu 7
LABELS
@ maces ©
A8C Subctontac

@ mopuLs £s
> @ DocuMENTs Add +
> @ IssuEs Adk
> [ Tsks Adk
> = Add
> D TimecA Adk
> 9

e Project % completion displayed here links to Scope of Work progress.

88 Pine . w*

street#

88 Pine Street, NYC

Overall progress: 17%
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Gantt Chart

e Use Gantt Charts to visualize timelines and progress.
o Create dependencies between tasks.
e Adjust task durations and start/end dates.

A Collapse Al v ExpandAll & Export & Auto-scheduling 3¢ Critical path @ ZoomIn & ZoomOut ¢
July, 2024
Scope of work name Start date Enddate |Progress| Responsible
Week #27 Week #28 Week #29 Week #30 Week #31
[= £3 1 Steel frame 2024-07-09  2024-08-04 0% 1 Steel fran NOW

=) £ 1.1 Delivered materials visual control 2024-07-09 2024-08-04 0% 1.1 Delivered materials; visual control
[™) 1.1.1 Securing of materials in the Truc ~ 2024-07-09 2024-07-14 0% Luke Berrie
[ 1.1.2 Geometry of delivered goods 2024-07-12 2024-07-25 0% ’_h
[™ 1.1.3 Surface quality 2024-07-26  2024-08-04 0% ‘ i,i O

[=) £ 1.2 Steel columns 0%

SoW Labels

o Utilize Labels to easily filter and identify related items across the structure.

e You can use to categorize items by for example responsible subcontractor,
invoicing status, or project phases, or project zones.

e Reach out to your CSM to enable Labels for your Organisation.

o Watch this video to learn more about Labels.

> LABELS

ABC-Subctontractor X Phase-1 X

e Once enabled ,Org admins can set standard Organisation Labels
in the Scope of Works settings and Project managers can define
project-specific Labels at the Project level.

@ Dushbomrs Labels

@ Projects overview Labels help to organize Scope of Works items in projects. You have 4 labels created.

ABC-Subctontractor Zz @

#= Scope Of Works ~

Expansions + Add label



https://support.fonn.io/hc/en-us/articles/25525137532305-Labels-in-Scope-of-Works
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o Work with Scope of Works (in Action View) even when there is no internet
connection

e Please refer to this article to see how to enable offline mode and what other
features are available offline

4:32 »- (10 9:41
Scope Of Works Actions
Success

Your action is saved offline and will be
executed automatically when your internet
connection is restored

1.1.1 Stee
visual col

Securing of materials in the Truck -
Notes in CMR document

Typical Room AP Installed

1
MDF Equipment
1.2 B T t r
MEP Rough Water Sensitive
15 BL r t Floor
Set Doors/Closet Cleats/Window Seals

e ©

3.1.6 Build e
Prime/Paint 2 Coats

D)

e -> Delivered materials

of delivered goods

[0 I

1.1.3 Steel frame -> Delivered materials
visual control

Surface quality

(o D)
£

e Add progress photos, comments, complete items, and link
issues/tasks/documents to Scope of Works directly from site.

Details
Details
PROGRESS (74
Q0%
PLANNED DUE DATE

START
TIME PLANNED

00h

TIME CARD

Related

RELATED ISSUES —+
Show related @ 1

RELATED DOCUMENTS =+

Add existing issue

Create new issue

| Cancel I



https://support.fonn.io/hc/en-us/articles/360034380971-What-is-available-in-offline-mode
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Best Practices

Keep your Scope of Works updated to reflect real-time progress.
Ensure all team members are aware of their tasks and deadlines.
Regularly review task completion to maintain high standards.
Capture and annotate photos directly from the field without needing
internet access.

Scope of Work examples to download

o Part L - Master 100 Plots Example
e Scope of Works Customer Examples
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