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PSA 

Mobile Application User Guide 

1. INTRODUCTION 

The main purpose of this document is to provide instructions for using the Project Site Activity (PSA) mobile app.  

This guide highlights application functionality for PennDOT Inspectors or Consultants to electronically capture 

necessary project site activity data while in the field.  

2. LAUCH THE PSA APP 

To launch the PSA Mobile app after you have installed it, tap the   icon on your iPad home screen.  

3. LOG IN 

The Mobile PSA app detects whether the user’s iPad is connected to a wireless network (via Cellular or Wi-Fi 

signal). The PSA app access begins by tapping the Login button. 

 
A message will display “PSA” wants to use “pa.gov” to sign in. Press Cancel to return to the login button or press 

continue to be routed to the login screen. 
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3.1 PENNDOT CWOPA USERS 

By default, the PennDOT CWOPA tab highlights. To access the PSA app, you will enter your CWOPA username 

and password. (It’s not necessary to add CWOPA at the beginning of the assigned username or add 

@pa.gov).  Then, click “Log In.”   
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Once you have entered your CWOPA credentials, you may receive the ECMS Account Link box.  This is where 

you will enter your ECMS username and password, linking the two accounts.  The only way to change your linked 

ECMS account is to contact the IT Service Desk. You can update your ECMS account password in the ‘Settings’ 

screen of the PSA App.  

 

 

 

A window will display to create a 4-digit PIN which will allow a user to work in the offline mode if the wi-fi or mobile 

connection on the device is lost.  This window will only display upon first login to PSA to “create” and “confirm” a 

PIN number of the user’s choice per individual device. The PIN may be changed at any time in the application 

“Settings”. How to change your PIN, reference the Settings section of this document. 
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3.2 BUSINESS PARTNER (B-) USERS 

To access the PSA app as a business partner, you will enter your CWOPA username and password. Then, click 

“Log In.”   

 

 

Once you have entered your B- credentials, you may receive the ECMS Account Link box. This is where you will 

enter your ECMS username and password, linking the two accounts. The only way to change your linked ECMS 

account is to contact the IT Service Desk. You can update your ECMS account password in the ‘Settings’ screen.  
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A window will display to create a 4-digit PIN which will allow a user to work in the offline mode if the wi-fi or mobile 

connection on the device is lost.  This window will only display upon first login to “create” and “confirm” a PIN 

number of the user’s choice per individual device. The PIN is device specific and does not expire. However, the 

PIN may be changed at any time in the application” Settings”. Reference the Settings section of this document to 

learn how to change the Offline PIN. 

 

 

 

3.3 OFFLINE MODE 

When there is no Cellular and/or Wi-Fi connection, your username and PIN is required to login to the PSA app.   
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3.4 LOG IN – SESSION TIMEOUTS 

A session timeout will occur after 30 minutes of inactivity to the server. Server calls include: 

• Pull to Refresh 

• Submit 

• Returning to the Dashboard screen 

• Email  

When a Session Timeout occurs, the PSA login screen will display, and credentials will need to be added. 

3.5 LOG OUT 

After the user is logged into the App, tapping the Log Out  Button logs the user out of the app. Confirmation 

to continue with the “Logout” will display. Tap “Yes” to continue the log out process or “Cancel” to dismiss. 

 

4. CONTEXTUAL OVERLAYS  

Throughout the app, contextual overlays are accessible. Tap the  icon on the Dashboard screen navigation bar 

to open the Contextual Overlays screen. The overlays provide an overview of the general functionality built into 

the PSA mobile app. To return to the PSA dashboard, tap the  button. The contextual overlay button may be 

turned off within the Settings screen.   
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5. HELP DOCUMENTS 

Tap the Help icon  on the Home screen navigation bar to open the Help screen. Tap any of the listed topics to 

view the document on the Device. Scroll through the document by dragging up or down. 

 

 

 

Tap any of the listed topics to view the document on the Device. Scroll through the document by dragging up or 

down. Users can view contact information for the PennDOT IT Service Desk from the Help screen. Users can 

contact the PennDOT IT Service Desk information for Password related issues. 

 

 

Tap the Done icon  to return to the Dashboard. 
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6. SETTINGS 

To access, tap the Setting icon ( ) on the Dashboard screen. The Settings screen displays. 

 

The Settings screen contains 5 different tab. They are:  

• Defaults 

• Project Timestamps  

• My Sent PSAs 

• Downloaded PSAs 

• Network Logs 
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6.1 DEFAULTS TAB 

The Setting Defaults tab is broken down into three different sections, as follows: 

• User Default Settings 

o Allows user to enter default values that are consistent when completing a PSA. 

• User Settings 

o The Default tab provides the ability to view Usernames and the option to change your Offline PIN.  

With connectivity, tap the Change button next to the Change Offline PIN line item.  The Change 

Offline Pin displays. Like the initial creation of the Offline PIN, create and confirm your new PIN 

and hit save.  A successful Save will occur if the created and confirm PIN entered match. 

• User Display Settings 

o Allows user to change the PSA mobile app theme color based on the standard iOS color options.   

o Allows the Overlay or Contextual Overlay  button to be turned off and not displayed within the 

app. 

• Developer Settings 

o Fields displayed in this heading is mainly for the development purposes. However, to clear all 

local data from your dashboard, the Erase ECMS Local button is available. If tapped, 

confirmation to erase local data is presented. 
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6.2 PROJECT TIMESTAMPS TAB 

Timestamp for every project with Project Number, Work items, Plan Stations and Daily records are available for 

tracking purpose. Data can be reset for the Project Timestamp from the dashboard view, the Reset Timestamps 

to Default button is available. If tapped, a confirmation to reset is presented.   

 

 

NOTE: This is more of an Administrative screen and does not need to be used unless directed to do so by 

support team/ Mobile development team. 
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6.3 MY SENT PSAS TAB 

The My Sent PSAs Tab allows a user to view all PSA submitted for approval within ECMS.  Users may delete 

Sent PSA’s data from this device.   

Individual PSAs from this list may be deleted by swiping right to left and tapping on the Red Delete  button.  
To Delete all Sent PSA, the Delete Sent PSAs button is available. If tapped, confirmation to erase local data is 
presented. If tapped, confirmation to delete is presented. Deleting Sent PSAs will delete the history from the 
device only    
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6.4 DOWNLOADED PSAS TAB 

Users have ability to view all the PSAs that were downloaded from ECMS to further edit or make updates before 
resubmitting it to ECMS.  

To delete downloaded PSAs, tap the   button to clear previously downloaded PSAs from the 
device.  If tapped, confirmation to delete is presented. This feature will delete the history of all downloaded PSAs 
from the device only  

 

 
NOTE: Deleting previously downloaded PSAs means that users will have to re-Download all PSA data to the 
device for non-local PSAs. 
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6.5 NETWORK LOGS TAB 

This tab displays network logs of the user. This information helps developers to troubleshoot when any network 

related issues are identified. This screen also displays Used and available space in the device. 
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7. MOBILE APP DASHBOARD 

By default, the Dashboard displays upon authentication. Users will see a list of all projects they are assigned to 

them as an Inspector or IIC in ECMS.  
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7.1 PROJECT SELECTION 

Tapping on the Project list at the bottom to screen lists all Projects available to the user in the PSA App. 

 

 
 

 

 
 
 

7.2 INFO ICON  

Tap on the Info icon  next to each project displays project details in a glace. Blue Checkmark indicates the 
project is open in the Dashboard. 
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Screenshot of info icon: 

 

 

 

7.3 DASHBOARD TABS 

After a project is selected users will return to the Dashboard screen, where the following tabs are displayed:  

• Local Draft 

• In Progress 

• Project Team 

• Approved 
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7.3.1 Local Drafts 

The Local Drafts tab displays the users un-synced draft PSAs. 

 

 

Swipe right to left for additional options to display.  

• Tapping Delete will remove the draft PSA from the device. 

• Tapping on Clone will create a duplicate copy of the draft PSA, with a different date 

 

 

 
NOTE: Duplicate or Cloned PSAs cannot be created with the same date. 

7.3.2  In Progress 

The In Progress tab displays user’s locally saved PSAs that are in Draft and Review status and are submitted to 

ECMS. 
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PSAs in In Progress have different swipe options. 

 

 

• Tapping on Back to Draft will open a ‘Workflow Comment’ box for users to enter a comment. The PSA 
status will change to Revise for the user to make changes. 

 

 

• Tapping on Re-download downloads the PSA from ECMS. If a user has made changes to the PSA in 
ECMS the Re-download option allows user to view the changes in the PSA mobile application. 

• Tapping on Delete Local will delete the local copy from the device and will not affect the PSA that is 
already submitted to ECMS 

• Tapping on Clone will create another copy of the PSA on the device.  

 

NOTE: Duplicated or Cloned PSAs cannot have the original PSA’s date. 

 

7.3.3 Project team 

The Project Team tab displays PSAs progress that are synced and unapproved for other project inspection 
staff. 

 

 

Swipe right to left on Project Team Tab PSAs will display following options: 

• Tapping on Download will fetch current project version from ECMS on the device. However, as this 
section of the PSA displays all other staff’s project information. User will not have access to make any 
changes. Information in this tab will be read only. 
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• Tapping on Clone will create another copy of the PSA on the device.  

 

 

 

 
NOTE: Duplicate or Clone PSAs cannot have the original PSA’s date. 

7.3.4 Approved 

Approved tab displays all Approved PSAs that are submitted to ECMS. Approved PSAs will not be available to 
edit from mobile application.  

 

 
 

 

 

 

NOTE: Only a comment from Summary tab can be added to an Approved PSA to notify IIC about any updates 

of the project. 
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Summary Tab to enter comments on Approved PSAs: 

 

 
 

Enter the comments 
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Entered comments is saved in the Comments section in the Summary tab 

 

 

Swipe right to left on Project Team Tab PSAs will display following options: 

• Tapping on Download will fetch project details on the device. However, as this section for Approved PSAs 
is not available to make any changes as they are already approved in ECMS (except for the comments in 
summary section as mentioned above).  

• Tapping on Clone will create another copy of the PSA on the device. 

 

 
 

 

NOTE: Duplicated or Cloned PSAs cannot have the original PSA’s date. 
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7.3.5 Progress Bar  

Tapping on the Progress bar  , displayed in each tab, will display the status, of each section, for that 
PSA to help users identify which section is complete or needs attention. 

 

 

 

 

7.3.6 PSA Progress Statuses 

 

 

 

   Indicates incomplete PSA or that section of PSA has errors 

 Indicates complete information for that section. 

 

NOTE: Section that display Gray circle does not have any data. 
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8. PSA NAVIGATION 

Any field highlighted or has Red line next to it, throughout out the PSA, refers to incomplete information or an entry 

error in that area to correct. Green indicates complete and correct information. 

Examples:  

 Red vertical line in the Hour & Weather icon deNOTEs outstanding errors or missing information in 

the required field. 

 

Tapping on ‘View Errors’ display the existing errors in this section. 

 

  Any fields in the Work Item section displayed in red indicate that they are 

required. 

 

 Indicates complete information for that section. 

 

Status of pill box and colors: 
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       Red deNOTEs errors or incomplete information  

 

 A Green bar will display to the left of the pill box when all is correct 
 

   An Orange line appears when Work Item Section displays a warning for users      
look at, this may not be a error but some information for users to be aware off.   
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9. CREATING A PSA 

On the Dashboard, tap on the Create PSA  button to display New PSA the screen. 

 

 

On the New PSA screen, users can select Cancel to close the window, select a different project from the 

Project drop down list, change PSA date, scroll through Tips, and create a New PSA. 
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NOTE: Users cannot create 2 PSAs with the same date for the same Project. If a user tries to create a PSA with a 
date that already exists in ECMS or Mobile application, The following error message will display: 

 

 

9.1 PROJECT SITE ACTIVITY SCREEN  

The PSA dashboard is broken down into the following listed tabs:  

• Hours and Weather 

• Comments 

• Contractor 

• Utilities 

• Mitigation 

• Work Items 

• Files 

• Summary  
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9.2 HOURS & WEATHER 

In Hours and Weather tab, users can enter Inspection Hours and Weather& Work Suspended conditions 

during the worked hours on the PSA. Two entries of Start and Quit Time on Inspection Hours per day is a 

required field on a PSA. 

• If users have default Start Time and Quit Time set up, they will pre-populate in the Inspection Hours field 

below. Users can set up default hours from settings option of the PSA App (refer to 5.1 DEFAULTS section 

of this document for instructions).  

NOTE:  

9.2.1 Inspection Hours  

In case default Inspection Hours is not set up, users can manually enter hours for the day by tapping on the 

Start time and choosing a time from the drop drown. 
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NOTE:   Red vertical line in the Hour & Weather icon denotes outstanding errors. 

 

 

 

 

 

 

 

 

9.2.2 Delete Inspector Hours  

To delete an Inspector Hours entry, swipe the row from right to left to reveal a red Delete Button. Tap the 

Delete button to delete that row. 

 

 

 

 

NOTE: To cancel the Delete option, swipe on the row from left to right or tap anywhere on the screen and the 

row will revert to normal. 
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9.2.3 Weather & Work Suspended 

Required fields on Inspection Hour and Weather section are as follows:  
 

• Time 

• Temperature 

• Weather Condition 
 

 

Work Suspended Drop Down 

 

 

 

 

Tap Time fields to enter times temperatures were recorded.  
 

 
 

Tap Temperature fields to enter temperatures. 
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Tap Weather Condition fields to select weather condition at the time temperature was taken.  
 

 
 

NOTE:  At least two Temperature entries are required per day on a PSA. 
 
 

 
To delete a Weather & Work Suspended record, do the swipe right to left action on the record. 

 

 

NOTE: To view a complete list of all outstanding PSA items, grouped by section, tap the triangle  icon, on the 

top right corner of the screen. Below is a screenshot of the Icon on the screen and outstanding issues for the 

Hours and Weather Section. 
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9.2.4 Hours and Weather Menu Button: 

The Menu button shown below appears at the bottom of each screen on the PSA App and offers specific 

functionalities for Hours and Weather.  
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Tapping on View Errors display the existing errors in this section. 

 

Tapping on the Add Inspector Hours adds another row to the Inspector Hours section 

 

Tapping on the Add Weather & Work Suspended Option adds another row to the Weather & Work 

Suspended section. 

 

   Tapping on Edit PSA Date option brings up the PSA Select a Date list to change the date. 
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NOTE: While editing PSA data, users are not allowed to change the date of the already existing date PSA 

 

9.3 COMMENTS 

From Comments section users can add Standard and Project Specific Canned Comments, as well as 
Manual/Free text comments. 

 

Users have the ability to add new comments by tapping anywhere on ‘Comments’ screen and the keyboard will 

display as shown above. 
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NOTE: The Comments tab has a 5000-character limit 
 

 

 
 

9.3.1 Menu Button for Comments 

Users can tap on the Menu button to view additional options.  
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9.3.2 Project Specific and (Standard & Canned) Comments 

Tap Show Canned Comments to view a list of both Standard and Project Specific Comments. Selecting a 

comment, from either tab, adds a blue checkmark next to the comment, and adds the comment to the General 

Comment area. 

Project Specific Comments: 

 

Standard comments: 
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NOTE: Tapping on the eye   icon will close the menu section and return the user to Comments area. 

 

9.3.3 Create Canned Comments 

The PSA app supports creation of Canned Comments. To create a canned comment, tap the Menu button, and 

then the Create Canned Comment button for the following pop-up.  

 

 

 

Both the Field displayed below for created Canned Comments are required for users to complete in order to 

successfully create a Canned Comment 

 

 

 

NOTE: There is a 25-character limit for the Comment Name field, and a 250-character limit for the Comment field 

Once user enters their canned comments in the template mentioned above, upload option will appear in the 

dialogue box. Tapping on Upload will save the created Canned Comments in ECMS and will also be shown in the 
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canned comments area of the Mobile application. 

 

 

Upon successful uploaded, users will see a confirmation message. 

 

 

NOTE: There is a 25-character limit for the Comment Name field, and a 250-character limit for the Comment field. 

 

 

  

9.4 CONTRACTOR 

The Contractor screen will display a list of Contractors that are approved in ECMS for that project. Contractor’s list 
will appear blank in case of no approved contractors for the project in ECMS. 
 
Highlighted Pills in the screen below lists the approved Contractor information from ECMS. 
 

• Tapping on a Contractor from the Pill boxes will allow user to enter hours. 
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Users can set up default hours for Contractors from settings option on the PSA App (refer to 5.1 DEFAULTS 
section of this document for instructions). In case default hours is not set up, users can manually enter Contractor 
hours for the day. 
 

 
 
 
NOTE: The Superintendents, Contractor Hours, Contractor Labor or Contractor Equipment fields cannot be 
populated until a Contractor is approved for the project. 
 
 
 

9.4.1 Contractor Fast switch icon  

Tapping on the icon  will display the list of Contractors available for the project. Users will have the ability to 
search for the Contractors by entering a text or any numeric value in the Search field. 

 



 

Project Site Activity (PSA) 

Mobile Application User Guide 

  

Confidential ©PennDOT, 2025 Page 45 

 

 

NOTE: This Icon is not available on Projects with just on contractor. 
 
 
 
 

9.4.2 Superintendents   

Tap on the dropdown for Superintendents to view the list of Superintendents. Selected one from the Dropdown 

will have a Blue check mark against it and appear in the Superintendent field.  

 

 

User can tap one or more rows to add multiple superintendents to the PSA. Once selected, a blue checkmark will 

be displayed. 
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Tapping Done will save the Superintendent information. 

 

Users can add a Superintendent by tapping on Add New Superintendent and entering the name of the 

Superintendent. 

 

Enter a name into the field and tap the OK button, the name will display Superintendants field, with the other 

selected Superintendants.  

 

 

 

 

 

 

9.4.3 Contractor Hours 

Tap on screen shown below to add Contractor Start Time and Quit Time. 

 

 

 

 
NOTE: The Start Time and Quit Time can be auto-populated based on the default from settings area. 
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9.4.4 Contractor Labor 

 
Tap on screen shown below to enter Labor information.  

 

 

Add Labor Screen will appear for users to add Labor information. 
 
 

 
 
 
 

• Tap the + or – Icons to add values to the Labor classification of choice. 

• Tap the Search field to key in Labor classifications to search. 

• Select Cancel to discard any changes and return to the Labor section 

• Tap Done to display the results in the Labor section 
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9.4.5 Contractor Equipment 

 
Tap on screen shown below to enter Equipment information.  

 
 

 
Add Labor Screen will appear for users to add Labor information. 
 

 
 
 

• Tap on the + or – Icons to add values to the Equipment of choice. 

• Tap the Search field to key in Equipment to search. 

• Select Cancel to discard any changes and return to the Equipment section 

• Tap Done to display the results in the Equipment section 
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Tap Menu for the following options. 

 
 

 
 
 

View Errors displays all sections that needs attention. The Add Hours, Add Labor, and Add Equipment provide the 
same functionality as described above. 

 
 

To delete all data associated with this Contractor, tap on the  Button and the following 
confirmation pop-up window will display 
 
 
 

 
 

 
 

NOTE: Tapping Yes will clear all data for the contractor. 
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9.5 UTILITIES 

Tap the Utilities tab to view the Utilities that can be added to the PSA. 

 

 

Tap on the Pill boxes to add more Utilities information. 

 

 

For Projects that are currently in URMS Construction status the screen appears as below: 
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If a Utility is delayed, tap on the Delayed Checkbox and Comments will become required. 
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Tap on the comments  icon to enter comments. 
 

 
 

To add Hours, tap on the middle of the screen or tap on the Menu button 
 

 
 
Start Time and End Time are required. 
 

 

 
 
 

Users can also tap on the Menu button to add hours. 
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• To delete all data for this Utility, tap the Clear This Utility’s Data button in Menu and all data for this Utility 

will be removed. 

• Tap on View Errors to view all Errors. 

• To delete an individual time entry swipe right to left on a row to reveal the red Delete button. 

 

 
 

 

Status of pill box and colors: 

If the Utility has any errors a red bar will display on the left side of the Utility pill box. 

 

 
 
 
 
A green bar will display to the left of the Utility pill box when all is correct 
 
 

 
 
 

If a Utility is not being used on the PSA, there will be no bar and the whole pill box will display white as shown 
below. 
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9.6 MITIGATION 

Mitigation (ECMTS) section was introduced in PSA Mobile application in February 2020. This is in place for 

Inspectors to capture inspection activities along with materials, equipment used, and other project related 

information. The mobile application displays a list of all mitigation commitments. Inspector selects a mitigation 

activity and records any observations related to that mitigation item during the current workday and submits the 

information to ECMS. 

Mitigation information needs to be added in ECMS for the project in order to show up in the Mitigation section on 

the Mobile app. In case the information is not added in ECMS, user will see the message shown below. 
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Once Mitigation information is added to the project in ECMS, users can tap on the screen below to add Mitigation 
activity.  
 

 
 
 
 
All Mitigation activities for the chosen Project will appear in the screen below. User will have the ability to only 
select Active mitigation activities. 
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Users will require to select Yes or No for the Compliance Question. 
 

 
 

 
 
In case a user selects NO to the above Compliance question, Comments section will become required. 
 
 

 
 
 
NOTE: Comments will remain as an optional field if a user selects Yes to the compliance question. 
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9.7 WORK ITEMS 

Tap on the Work Items tab to add Work Items for the PSA. 
 

 
 
 

Tap on the Menu button to display the following options. 
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9.7.1 Add – Work Item 

 
Tap the Add - Work Item in Menu to display a complete list of project specific work items. Users can select one or 
multiple work items to the PSA at a time. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Users can add several items at once, by placing a checkmark in the circle of each work item being added to the 

PSA. 

 
 
 

 
If a single Work Item is selected, the app will navigate the users to the Select Plan Station screen.  
 
 

• Tap the desired Plan Station row to display the Enter Actual Location screen 

• Tap the desired Plan Station row to display the Enter Actual Location screen 
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NOTE: To exit the Select Plan Station screen tap on Select Work Item , in the upper left corner. 
 
 
Enter Actual Location 
 

• Enter the start station in the Location From field (required) and direction information in the Direction field 
(options) 

• Enter the end station in the Location To field (optional) and direction information in the Direction field 
(options). 

• Tap Done when complete. 
 

 
 

NOTE: Select the Same as Plan Station   option if the work being performed includes the entire Plan Station. 

Otherwise, enter the actual start station in the Location From field and actual end station in the Location To field. 

 

For 8xxx work items an additional screen has been added to display component Items: 
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Materials available in a selected sequence (500 in this case) 
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9.7.2 Actual Location  

Actual Location tab will display all details of the work item, fields that are not applicable for the work item will be 

greyed out. 
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9.7.3 ECMS Data 

The ECMS Data tab displays the Category of the material type and details of the material selected with its status. 

This is a reference section for Users to look up for information that is saved for this PSA in ECMS. 

 

 

 

9.7.4 Used Quantity 

Used Quantity tab displays Date, name of the inspectors, Actual location Field Qty and comments and NOTEs of 
the inspector. 
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9.7.5 Remarks 

The Remarks tab will allow inspectors to add any Remarks or any canned comments that are specific to the work 
item of the PSA.  
 
Menu options will allow users to create a Canned Comment or select a Project Specific Comment. (Refer to the 
General comment section of this document)  
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9.7.6 Reference Info tab 

User can store supporting records, such as computations, test results, photos, etc., in Reference Info tab. 

 

 

 
 

9.7.7 Show Calculation  

The Calculation button is a predefined list of item specific shapes with mathematical formulas to automatically 

compute field quantity for payment. 
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Upon tapping the Calculation button, the screen below will appear with a drop down to choose a shape for 
calculation and displays Total Quantity and formula. 
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9.7.8 Enter Qty  

The Enter Qty button field allows user to enter the actual Qty used into the field for payment. 
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9.7.9 No Qty 

When the No Qty is selected the screen turns red, the Field Quantity field is greyed out and displays a “0” qty. 
The user must also enter comments in the Remarks tab, explaining the reason for a zero payment 
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9.7.10 Date Placed field.  

The Date Placed field is where users enter the date when the material was placed at the project site. This field is 
required for items that fall under Asphalt/Diesel Price Adjustments.  
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9.7.11 Materials Used Field  

The Material Used field pop-up displays all Materials associated with the work item and will indicate if there are 
Master, Manual or Bulletin materials. 
 
 

 
 

 

NOTE: Users can select No Material in material used field, if no material is used at the project site. 

 

 

NOTE: Material Used field drop down will display Component Numbers on LS Work Items (example below). 
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9.7.12 Supplier Used Field  

The Supplier Used field will display Suppliers based on the material selected in the Material Used field. When 

there are multiple suppliers, the dropdown will list all suppliers for the selected material. If the dropdown has 

Primary supplier of the material, it will be indicated with (P) following by the name of the supplier (example below). 
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9.7.13 Daily Records field  

The Daily Records field will display data from the MC CID Mobile app, users will have the ability to select multiple 

Daily Records on different work items of a PSA.  If a Daily record has been already used, there will be an 

indication and it cannot be used on the PSA  

Series number in the screenshot below refers to the cylinder series from MC CID Mobile App. 
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9.7.14 Certified Field Qty 

Certified Field Qty displays the converted value of the Field Quantity along with the Unit of measure. Conversion 

factor for the Field Qty will appear in ECMS data tab on the same screen. 

Conversion category decides the value in Certified Field Qty. Screenshot below displays a conversion factor: 

.378125x 

 

 

ECMS data tab to view the conversion factor. 
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9.7.15 Balanced Quantity  

Balanced Quantity field will appear only for bituminous (Bulletin 41) and Concrete (Bulletin 42) Materials. 

Wasted Quantity field will help users track wasted quantity on a PSA. 
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9.7.16 Component Item Qty  

Component Item Qty field is available for users to enter the quantity of the selected component item material 

used.  

• Based on the “Available” component item quantity, users can enter a value in the “Component item Qty” 

field to auto populate the percentage paid in the “Percentage to be Paid” field. 

 

 

 

 

 

 

 

 

 

9.8 FILES 

Tap the Files tab to attach a document or a photo to the PSA. Users can tap open the Menu option and select 
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Add file to attach e a document to the PSA. 

 

 

 

NOTE: Users can add up to 10 documents or photos to each PSA. 

Tapping on Add Files navigates to File Imports screen. 

 

NOTE: Users can Search Files on this screen, sort by file type (PDF, Photo, Word, etc.) and rename an uploaded 

file. 

 

Users can upload a photo from the device’s camera roll to PSA. Select a File, tap on the Import button on the right 

corner of the pop-up screen. 
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The red box indicates the imported File needs a title. Tap on the red box for the Enter File Title pop-up to display. 

 

 

 

Tap on the red box for the Enter File Title pop-up to display. 
 

 

NOTE:  A cloud  icon, in the upper right corner, indicates the file is updating. 
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Tapping on the Image that is uploaded to PSA is also available for Exporting back to the device. 

 

 

9.8.1 Add – Photo from Camera Roll       

Tap on the Add – Photo from Camera Roll to select and attached Photos from the Album. 
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The selected album opens displaying all photos stored in the album. Users can select up to 10 Photos at a time to 
be uploaded to PSA. 

 

 

Tap the photo(s) to attach to the PSA, then tap Import to add to the PSA 
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9.8.2 Take – Use Camera 

Tap on Take – Use Camera to capture Photos on the cameras and upload them to PSA. 
 

 

 

 

 

NOTE: Users will be prompted to grant access to the camera and camera roll apps when they try to add 

attachments for the first time in the PSA. 

Tap on the Flash  Icon to toggle the Flash between Auto, On, and Off. Tap on the Camera  Icon to take a 

picture 
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After the picture is taken tap the input field to add a description of the picture. 
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Tap in the Edit button to bring up the following screen to edit the picture. 

 

Tapping on the last option in the Menu EDIT- Attachments will allow users to select multiple uploaded files and 

delete them from the PSA. 
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To remove a file, tap on the empty     circle for the file to be removed, and it will turn to a red circle 

 

 

Tap Cancel to keep the selected file(s) or tap Remove to receive the following message. Tap Delete to remove the 

selected file(s) or Cancel to keep them. 
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9.9 SUMMARY SECTION  

The Summary tab displays a summarized view of the entire PSA, as shown in the next 3 Screenshots. 
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10. EDIT AN EXISTING PSA 

Users can edit an existing PSAs from In Progress tab by swiping left and tapping on Back to Draft, which will 

open a ‘Workflow Comment’ box for users to enter a comment. PSA will them becomes available for user to add 

more information and status will be changed to “revise” from “PSA QC” 

 

 

Swiping left on a record from above screenshot will bring the option mentioned below 

 

‘Workflow Comment’ box: 

 

 

 

NOTE: Users will not be able to edit any sections of an approved PSA.  


