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NEW FEATURE OVERVIEW

Scoop Activities:   tasks, comments & filters
new feature
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4Introduction

Scoop apps allow users to report scoops (stories) about various activities as they go 
about their day while commenting and multimedia facilitate communication.  
Ultimately some activities result in the need for corrective actions, to-do items and 
tasks.  The new Activitiesfunctionality allows teams to not only talk about issues 
via commenting but to assign tasks and track them to resolution.
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Inspection 
App

USER

Runs

app

Inspection Jul 4, 9:10am 
Generates

scoops

Inspection Jun 23, 5:10pm 

Inspection Jun 14, 3:00pm TIP: Scoops have associated comments 
and tasks.  The combination of these two 
is called Ɉactivitiesɉ for that given scoop.

Inspection scoops

.
.

.

An important bit of terminology 
to understand firstɎ

Χ

Tasks

A scoop hasé

We refer to comments and tasks 

as activities of a given scoop
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6The Role of Activity Filters

Χ

Tasks

²ŜŜƪƭȅ ǳǇŘŀǘŜ ƳŜŜǘƛƴƎǎΣ ǇǊƻƧŜŎǘ ǎǘŀǘǳǎ ǘǊŀŎƪƛƴƎ ŀƴŘ ƻǘƘŜǊ άǊƻƭƭ-ǳǇέ ŦǳƴŎǘƛƻƴǎ ƻŦǘŜƴ 
require managers to query, view and track lists of specific tasks.  Examples include: 

Å All open tasks related to specific type of inspection for a given project

Å All comments related to a specific form field in a quality checklist that is marked 
defective 

In these and similar cases activity filters allow managers and team members to 
create specific search queries and therefore pull the right list of activities from the 
system.  Activity filters are described further down in this guide.

Χ

All comments and tasks 

from all scoops

Specific comments and tasks 

you are interested in

Activity Filter
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Switch to Activities from the sliding menu 
(android: swipe right)

(iOS: tap on menu icon top left of screen)

ON THE WEB APP ON THE MOBILE APP

TIP: Global activities show activities from all scoops in one place.  This is a 
good list if you would like to see, search and filter all activities.
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8Adding an activity ɀto a form field ɀweb app

TIP: You can add an activity 
(comment or task) to each 
form field.  This is the best 
option if the given activity is 
in fact related to a particular 
form field.  

By doing this you preserve 
the relationship and can 
easily search and find all 
tasks or comments related to 
that field at a later time 
(using activity filters)
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9Adding an activity ɀto a form field ɀmobile app

TIP:

1. Tap on the given field to 
open the field editing 
screen.

2. At the bottom of this 
screen use the Comment 
or Add Task icons to add 
the appropriate activity 
to this field.

3. Use ɈRelatedɉ to see any 
existing activities or 
media related to this 
particular field.

¢ŀǇΧ
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10Adding an activity ɀto a scoop ɀweb app

TIP:

Sometimes an activity is not 
related to a form field within 
a scoop but rather it is more 
generally related to the given 
scoop.  

In these cases you may add 
an activity via the ɈActivitiesɉ 
folder of the particular 
scoop.  Use the + icon to do 
this.

You can also select to see All 
activities, Comments or 
Tasks separately for the 
particular scoop by selecting 
the appropriate tab.
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11Adding an activity ɀto a scoop ɀmobile app

TIP:

Sometimes an activity is not 
related to a form field within 
a scoop but rather it is more 
generally related to the given 
scoop.  

In these cases you may add 
an activity via the ɈActivitiesɉ 
tab of the particular scoop.  

Tap on this tab then use the 
+ icon to add the new activity

You can also select to see ɈAll 
activitiesɉ, just Comments or 
just Tasks separately for the 
particular scoop by selecting 
the appropriate tabs 
highlighted on the right.
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12Activity Filters ɀFind WhatɅs ϥmportant

Depending on your role and job function you will likely have different needs when it 
comes to locating the right activities:

Å By individual scoop:You want to find all comments or tasks related to a 
particular scoop (say a specific inspection or issue report done last week)
How to: find the particular scoop then look in its activities folder

Å By scoop type:You want to find all comments or tasks related to a particular type
of scoop (i.e., created using a specific app)How to: create a filter and specify the 
app type(s) and a date range

Å By scoop field: You want to find all comments or tasks related to a particular type
of scoop (i.e., created using a specific app) and a particular fieldHow to: create a 
filter and specify the app type(s) and the specific field(s)

TIP:  These are just some examples.  Activity Filters allow you to specify a highly customized set of criteria to find 
comments and or tasks related to one or more scoop types.
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TIP:

1. Visit the (global) Activities 
page.

2. Switch to ɈAdvanced Ɉ filter
(causes panel to slide down 
with extended filtering 
options)

3. Specify necessary filter 
parameters to search for the 
types of activities that you 
wish to find (see an upcoming 
slide for list of what each 
parameter type and purpose)

4. If you wish to recall this 
filter at a later time, provide a 
name and hit Save (or skip 
this step)  Note: any filters you 
save, will be available view the 
Filter drop -down (5) as well as 
on the mobile app under 
Activities.

6. Press Apply to view the 
results of your filter.
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