COMPLETIONS USER
GUIDE




Information in this document is subject to change without notice. Companies, names and data used in
examples are fictitious.

Copyright ©2025 by InEight. All rights reserved. No part of this document may be reproduced or
transmitted in any form or by any means, electronic or mechanical, for any purpose, without the
express permission of InEight.

Microsoft Windows, Internet Explorer and Microsoft Excel are registered trademarks of Microsoft
Corporation.

Although InEight Completions has undergone extensive testing, InEight makes no warranty or
representation, either express or implied, with respect to this software or documentation, its quality,
performance, merchantability, or fitness for purpose. As a result, this software and documentation are
licensed “as is”, and you, the licensee are assuming the entire risk as to its quality and performance. In
no event will InEight be liable for direct, indirect, special, incidental or consequential damages arising
out of the use or inability to use the software or documentation.

Release 25.3
Last Updated: 22 April 2025

Page 2 of 234 InEight Inc. | Release 25.3



LESSON 1-LOGINAND ACCESSHQ ...

1.1 Initiate Application
1.1.1 System recommendations
1.1.2 Install Completions HQ

1.1 Step by Step 1 — Install Completions HQ Desktop Application
1.1.3 Launch Completions HQ

1.2 Load and Access a Project
1.2.1 Select a Project
1.2 Step by Step 1 — Select a Project and Enter Information
1.2.2 Update Project Status

1.3 Clear Cache
1.3.1 Clear HQ Completions Cache

1.3.2 Clear Mobile Completions Cache
1.3 Step by Step 2 — Clear Mobile Completions Cache

LESSON 2 -CX ITEMS
2.1 Work with Cx Items
2.1.1 Cx Item Screen Design
2.1.2 Phases
2.1.2.3 Add a Comment

2.1.2.5 Add or Link an Issue

InEight Inc. | Release 25.3

1.1 Step by Step 2 — Launch Completions HQ ...
1.2 Step by Step2—Update Changes ...

1.3 Step by Step 1 — Clear your Completions Cache ...

2.1.24 AddorLinkan Inspection ...

z
=
A
- -
-
&,

Page 3 of 234



Completions User Guide

21.27ReassignaPhase ...l 38
2.1Stepby Step1—ReassignaPhase ... 38
21.2.8CompleteaPhase ... 39
2.1 Stepby Step2—-CompleteaPhase ... 39
22CxltemMaintenance ...l 40
22 1Update aPhase ... 40
2.21.1Update Phase Status ... 40
222ReassignaPhase ...l 41
2.2Stepby Step1—ReassignaPhase ... ... 41
2.3 UpdateandCloseaCxltemPhase ... 41
23.1Complete aPhase ... 41
2.3 Stepby Step 1 —CompleteaPhase ... 42
LESSON 3 —CHECKLISTS ... . 43
3.1CreateaChecklist ... . . 44
3.1.1CreateaChecklist ... . . 44
3.1 Step by Step 1 — Create a Standalone Checklist .................................. 45

3.1 Step by Step 2 — Create a Checklist from any Available Completions
Tab 50
3.2 Checklist Placeholder ... ... . . 51
3.2 Step by Step 1 — Convert a Checklist Placeholder to a Checklist ........ 53
3.3 Manipulate and Answera Checklist ... 56
3.3.1Locatea Checklist ... ... . . 56
3.3 Step by Step 1 —Filterto Locate a Checklist ... 56
3.3.2 Navigatea Checklist ... . .. 60
3.3.3Link Datatoa Checklist ... .. 61
3.33.1LinkanElement ... . . 63
3.3.3.2Add an Attachment ... . 63
3.3.3.3AddaComment .. .. ... 63
3.3.34AddorLinkaCxltem ... .. 64
3.3 Step by Step 2 — Link a Checklist to a Completions Tab ..................... 64
3.3 Step by Step 3 — Link an Elementtoa Checklist ... 65
3.3.3.5Addor Linkan Inspection ... 66
3.3.3.6 AddorlLinkanlssue ... .. 67
3.4 Openand Close a Checklist ... ... . ... ... 67
3.4.10penaChecklist ... ... . . 67
3.4 Step by Step 1 — Open an Existing Checklist .................................... 67
3.4 Step by Step 2 — Open a Checklist From Within Another Tab ............ 69
3.4.2Reassigna Checklist ... ... 71

Page 4 of 234 InEight Inc. | Release 25.3



Completions User Guide

3.4 Step by Step 3 — Reassigna Checklist ... 72
3.4.3Closea Checklist ... ... . 73
3.4.4 Checklist PermisSions ... 73

3.5 Paper Checklists ... 73
3.5.1Useof aPaperChecklist ... 73

3.5 Step by Step 1 —Enable ExternalMode ... 74

3.5 Step by Step 2 — Create a Paper Checklist ..................................... 74

3.5 Step by Step 3 — Import Completed Paper ChecklistFile .................. 76

3.5 Step by Step 4 — Edit Checklist Record Information ... 78

LESSON 4 — ISSUES .. . 81
41 CreateanIssue ... .l 82
4.1.1 Create a Standalone New Issue ... 84

41 Stepby Step1—CreateaNewlssue ... 84

4.1.1.1 Create an Issue from any Available Completions Tabs ................ 87

4.1.1.2 Create an Issue from a Failed Checklist Response ..................... 88

4.2 1ssue Mainte€NaNCe ... 89
4.2.1 Update Status example ... 91
4.2.2 REASSIGN .. 93
423Reschedule ... ... . 95
4 2 A Bdit 97

4.3Resolvean|ssue ... 98

LESSON S5 —INSPECTIONS . .. 103

5.1 Create/ Open an INSPEeCtion ... 104
5.1.1 Create a New INSpection ... 104

5.1 Step by Step 1 — Create a New Standalone Inspection ....................... 104
5.1.2 Open an Existing Inspection ... 107

5.1.2.1 Add an Attachment ... 107

5.1.22AddorLinkaChecklist ... 107

51.23AddaComment ... 108

5124 AddorLinkCxltems ... . 108

51.25AddorLinkanlssue ... . 108

5.1 Step by Step 2 — Link Existing Issues to an Inspection ... 109

5.2 Inspection MaintenancCe ... 110
5.2.1 Reschedule INSpections ... 110

5.2 Step by Step 1 — Reschedule an Inspection ... 110
S.22 Editan Inspection ... 112

5.2 Step by Step 2 —Editan Inspection ... 112
5.2.3 Reassignan Inspection ... 113

InEight Inc. | Release 25.3 Page 5 of 234



Completions User Guide

5.2 Step by Step 3 — Reassign an Inspection ... 113

5.3 Complete an inSPeCtion ... 114
5.3 Step by Step 1 — Complete an Inspection ... 115
LESSON 6 —ELEMENTS .. . . 119
6.1 Work With Elements ... 120
6.1.1 Element Navigation ... 121
6.1.2ElementDetails ... 122
6.1.3 Nested Elements ... 123
6.1.3. 1 EXample ... 123

6.2 Navigate element hierarchy ... 125
6.2.0.1 Hierarchies ... 126
6.2.0.2 Inactive elements ... 129
6.2.0.3 Filters ... 130
6.2.0.4 Quick Filters ... . . 131

6.3 Elements Import ... 133
6.3.1 Import Base Informationinto Elements ... 134
6.3 Step by Step 1 — Import Base Information into Elements .................... 134
6.3.2 Load Base Information into the System ... 135
6.3 Step by Step 2 — Load Base Information into the System ................... 135
6.3.2.1 View Imported Changes ... 137
6.3.3 Import Other Tables and Fields of Information into Excel ... 138
6.3.4 Change Element Engineered Tags Using Import ............................... 138
6.3 Stepby Step3—Addaninstanceld ... 139

6.4 Progress roll-up re€pOrtS ... 139
LESSON 7 - ATTACHMENTS ... . . 143
7.1 Attachment Management ... 144
7.1.1 Upload Attachments ... 144
7.1 Step by Step 1 —Add an Attachment ... 144

7.1 Step by Step 2 — Add a File from the Archive Library .......................... 147
7.2HQAttachments ..l 148
7.2.1 View an Attachment ... 148
7.2.2Link Attachments ... 149
7.2.3The Archive Library ... 151
7.2 Step by Step 1 — View Attachment List Within an Archive Folder ... 152
LESSON 8—-RUN REPORTS ... . 155
8.1 Access and Review Report Output ... 156
8.1.1 AcCess RepoOrt .. 156

Page 6 of 234 InEight Inc. | Release 25.3



Completions User Guide

8.1.1.1Exporta PDF Report ... 159
8.1.2 Review Report Output ... 161
8.1.2.2Cx ltems module reports ... 161
Excel CxItem Overview ... 162

Excel Cxltem PivotTable ... ... ... .. 162

Excel Cx Item Executive Summary ... 163

Excel Cx Item Executive System Summary ... 165

Excel Planvs Actual by TYpe ... 166
Excellssues perPhase ... 167
Generate PDF Report ... 169
8.1.2.3 Issues Module reports ... 169
Excellssue OVerview ... 170
Generate PDF REPOIt ... 170
8.1.2.4 INSPECtiONS rE€POIS .. ... oo o 171
Excel Inspection Overview ... 172
Generate PDF REPOIt ... 172
8.1.2.5 CheckKIists reports ... 173
Generate PDF Report ... 174

8.1 Step by Step 1 — Run a PDF Summary Report ................................... 175
LESSON 8 — CERTIFICATES ... 175
8.1 Certificates OVEIrVIEW ... 176
8.1.1 View Certificate Details ... 177
8.1.2ReassignaPhase ... 178
8.1 Step by Step 1 —ReassignaPhase ... 178
8.1.3Bulk ReassignaPhase ... 179
8.1.4 Update Phase Status ... 180
8.1.4.1 Progress Roll-Up Reports ... 182

8.1 Step by Step 2 — Progress Roll-Up Report Review ............................. 182
8.1.4.2Roleof PendingUpdate ...l 183

8.1 Step by Step 3—PendingUpdates ... 184

8. A5 PDF REPOIMS ... 184
8.1 Step by Step 4 — Generate PDF Report ... 184
LESSON 8 — PRESERVATION PLAN ... 186
8.1 Preservation Plan Setup Overview ... 187
8.1.1 Role of Project Admin ... 187
8.1.2 Settingup a Preservation Plan ... 187
8.1.2.1 Preservation Plan SetupinaNutshell ... 187
8.2Question Templates ... 188

InEight Inc. | Release 25.3 Page 7 of 234



Completions User Guide

8.2.1 Create the Question Template ... ... 188
8.2 Step by Step 1 — Create the Question Template ............................... 188
8.2.2 Import Question Templates ... 189
8.2 Step by Step 2 — Import Question Templates .................................... 189

8.3 Register the Checklist Template Classes ... 190
8.3 Step by Step 1 — Register Checklist Template Classes ..................... 191
8.3.0.1Noun Type Column ... 192

8.4 Preservation Template ... 192
8.4.1 Create the Preservation Template Import Schema ............................. 192

8.4 Step by Step 1 — Create the Preservation Template Import Schema .192
8.4.1.1 Notable Columns in the Preservation Import Template Schema .. 194

Trigger COIUMNS ... 194
8.5 Import Preservation Template ... 195
8.5 Step by Step 1 — Import the Preservation Template Import Schema .. 196
8.6 Edita PreservationPlan ... . 197
8.6.1 Completing a Preservation Activity ... 197
8.6.2EditaPreservationPlan ...l 199
8.7 Transition to Different PreservationPlan ... 200
8.8 Pause a Preservation Plan ... 200
8.8 Step by Step 1 — Pause a PreservationPlan ... 201
8.9 Ad Hoc Preservation Plan ... 202
8.9 Step by Step 1 — Create an Ad Hoc Preservation Plan from an
Element 203
LESSON 8 —ADMIN TOOLS .. ... . 203
.1 Introduction ... . 203
8.1.1 Browser compatibility ... 204
8.2 OGN 204
8.2.1Log-in OPtioNS ... 205
8.2.1.1 Username and Password Credentials ... 205
ReSet passWOrd ... 206
8.2.1.28SO by Microsoft ... 206
8.2.1.3SSObyGoogle ... ... . 207
8.2.28witch account ... 207
8.3 Slide-out Panel ... 208
8.4 PrOJ S 210
8.5 Duplicate @ Project ... 210
8.5 Step by Step 1 — Duplicate aproject ... 211
8.6 Configuration ... 212

Page 8 of 234 InEight Inc. | Release 25.3



Completions User Guide

8.7 User ACCeSS OVEIVIEW ... ... 212
8.8 User Account Management ..., 214
8.8.1Users & groupstab ... 214
8. 8. A USerS 215
8.8.1.2 Create single sign-on or password user ....................................... 216
A USEr 216
8.8Step by Step 1 — Add USEr ... 217
Edituser . 217
8.8Step by Step 2 —Edituser ... 217
Activate User ...l 218
Deactivate user ... .l 218
Reset a user's password (SSO off) ... 218

Set a user's temporary password (SSOoff) ... 218
Delete a pending USEr ... 218
Resend activation email (SSO off) ... 219

8. 8. 1.3 GrOUPDS .. 219
Add @ groUp ..o 219
Delete a group ... 219
ReName a group ... 219

8.8.2 Project permissionstab ... 219
8.8 3 EXPOM 221
8.9 Project Roles Assignment ... 221
8.9.1Addagrouptoarole ... 221
8.9 Step by Step 1 —Add agrouporusertoarole .................................. 222
8.9.2Removeagroupfromarole ...l 222
8.9 Step by Step 2 — Remove a group or user fromarole ........................ 222
8.0, 3 EXPOM 222
LESSON 9 — COMPLETIONS MOBILE ..., 223
9.1 Launch Completions Mobile ... 223
9.1.1 Install Model mobile ... 223
9.1.2 Launch Model mobile ... 223
9.2VIiewmode ...l 223
9.3 ChecKlistS ... 224
0.3.1 SUMMaANY 224
9.3 2 LiNKS . 225
9.4 Create a Standalone CheckKlist ... .. 225
9.4 Step by Step 1 — Create a Standalone Checklist .................................. 225
9.4.1 Considerations ... 226
9.5 View a Checklist Template ... 226

InEight Inc. | Release 25.3 Page 9 of 234



Completions User Guide

9.5 Step by Step 1 — Search for and View a Checklist Template ............... 227

9.6 Answera Checklist ... 228
9.6 Step by Step 1 — Answera Checklist ... 228

9.7 Bulk Answer a Checklist ... 230
9.7 Step by Step 1 —Bulk Answera Checklist ..................................... 230
9.7.1 Considerations ... 231
9.8 Reassigna Checklist ... 232
9.8 Step by Step 1 — Reassigna Checklist ........................................... 232

9.9 Update the Status of a Checklist ... 233
9.9 Step by Step 1 — Update the Status of a Checklist .............................. 233

Page 10 of 234 InEight Inc. | Release 25.3



Completions User Guide

1.1 Step by Step 1 — Install Completions HQ Desktop Application ... 17
1.1 Step by Step 2 — Launch Completions HQ ... 18
1.2 Step by Step 1 — Select a Project and Enter Information ... 21
1.2Stepby Step2—UpdateChanges ... 23
1.3 Step by Step 1 — Clear your Completions Cache ... 25
1.3 Step by Step 2 — Clear Mobile Completions Cache ...................................... 26
2.1 Stepby Step1—ReassignaPhase ... 38
2.1Stepby Step2—CompleteaPhase ... 39
2.2Stepby Step1—ReassignaPhase ... ... 41
2.3 Stepby Step1—CompleteaPhase ... 42
3.1 Step by Step 1 — Create a Standalone Checklist ... 45
3.1 Step by Step 2 — Create a Checklist from any Available Completions Tab ... 50
3.2 Step by Step 1 — Convert a Checklist Placeholderto a Checklist ................ 53
3.3 Step by Step 1 —Filterto Locatea Checklist ... 56
3.3 Step by Step 2 — Link a Checklistto a Completions Tab ... 64
3.3 Step by Step 3 —Link an Elementtoa Checklist ... 65
3.4 Step by Step 1 — Open an Existing Checklist ... 67
3.4 Step by Step 2 — Open a Checklist From Within Another Tab ..................... 69
3.4 Step by Step 3—Reassigna Checklist ... 72
3.5 Step by Step 1 —Enable External Mode ... 74
3.5 Step by Step 2 — Create a Paper Checklist ... 74
3.5 Step by Step 3 — Import Completed Paper ChecklistFile .............................. 76
3.5 Step by Step 4 — Edit Checklist Record Information ... 78
4.1Stepby Step1—CreateaNew/lIssue ... 84
5.1 Step by Step 1 — Create a New Standalone Inspection ... 104
5.1 Step by Step 2 — Link Existing Issues to an Inspection ............................... 109
5.2 Step by Step 1 —Reschedule an Inspection ... 110
5.2 Step by Step 2 —Editan Inspection ... 112

InEight Inc. | Release 25.3 Page 11 of 234



Completions User Guide

5.2 Step by Step 3 — Reassign an Inspection ... 113
5.3 Step by Step 1 — Complete an Inspection ... 115
6.3 Step by Step 1 — Import Base Information into Elements ... 134
6.3 Step by Step 2 — Load Base Information into the System ... 135
6.3 Stepby Step3—Addaninstance ld ...l 139
7.1 Step by Step 1 —Add an Attachment ... 144
7.1 Step by Step 2 — Add a File from the Archive Library .................................. 147
7.2 Step by Step 1 — View Attachment List Within an Archive Folder .................. 152
8.1 Step by Step 1 —Run a PDF Summary Report ... 175
8.1 Step by Step 1 —ReassignaPhase ... 178
8.1 Step by Step 2 — Progress Roll-Up Report Review ...................................... 182
8.1 Step by Step 3—PendingUpdates ... 184
8.1 Step by Step 4 — Generate PDF Report ... 184
8.2 Step by Step 1 — Create the Question Template ... 188
8.2 Step by Step 2 — Import Question Templates ... 189
8.3 Step by Step 1 — Register Checklist Template Classes ................................. 191
8.4 Step by Step 1 — Create the Preservation Template Import Schema ............ 192
8.5 Step by Step 1 — Import the Preservation Template Import Schema ............ 196
8.8 Step by Step 1 —Pause a PreservationPlan ... 201
8.9 Step by Step 1 — Create an Ad Hoc Preservation Plan from an Element ... 203
8.5 Step by Step 1 —Duplicate aproject ... 211
8.8Step by Step 1 — Add USEr ... 217
8.8Step by Step 2 —Edit USer ... 217
8.9 Step by Step 1 —Add agrouporusertoarole ... 222
8.9 Step by Step 2 — Remove a group or userfromarole .................................. 222
9.4 Step by Step 1 — Create a Standalone Checklist ......................................... 225
9.5 Step by Step 1 — Search for and View a Checklist Template ......................... 227
9.6 Step by Step 1 —Answera Checklist ... 228
9.7 Step by Step 1 —Bulk Answera Checklist ... 230
9.8 Step by Step 1 —Reassigna Checklist ... 232

Page 12 of 234 InEight Inc. | Release 25.3



Completions User Guide

9.9 Step by Step 1 — Update the Status of a Checklist ...................................... 233

InEight Inc. | Release 25.3 Page 13 of 234



Completions User Guide

This page intentionally left blank.

Page 14 of 234 InEight Inc. | Release 25.3



% bl INEight
= Ll COMPLETIONS

z
m
o
- -
-
&

LESSON 1 — LOGIN AND ACCESS
HQ

LESSON DURATION: 20 MINUTES

LESSON OBJECTIVES

After completing this lesson, you will be able to:
« Install, launch, and login to InEight Completions
e Select a project

» Navigate between tabs

TOPICS IN THIS LESSON
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The Completions HQ product is highly customizable per your specific project requirements. Tab order
and its functionality might differ from what is shown.

Completions HQ is a Windows application that is used for process and document management.

({2 Your Completions project administrator is responsible for creating user accounts and also
providing you with the proper credentials before downloading and installing the

Completions application. The Completions project administrators are also the first to
contact for any sign-in or account access issues.

e CPU: 64 bit Pentium 4 (x86 or x64)

¢ Operating System: Windows 7/8/10 64 bit (x64).HDD/SSD:
© 20GB available hard drive space

¢ Memory: 8GB of RAM

¢ Graphics: Integrated Graphics

Solid State Drive is recommended.

Completions HQ should only be installed if instructed by your project administrator.
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1.1 Initiate Application

1.1 STEP BY STEP 1 —INSTALL COMPLETIONS HQ DESKTOP

APPLICATION

1. Open https://ineight.com/ineight-software-downloads/ in your web browser.

INEIGHT MODEL

Model Application for Windows

* Model Installer 7.4.04
* Contact support for machine-wide

installe

AutoCAD” Plugin for Windows
Supported versions: 2019-2022, English

only.

* Autodesk® AutoCAD® Plugin 7

* Autodesk® AutoCAD® Plugin Info

Autodesk® Revit® Plugin for Windows
Supported versions: 2019-2022, English

only.

* Autodesk® Revit® Plugin 7.4.0

» Autodesk® Revit® Plugin Info
Autodesk® NavisWorks® Plugin for
Windows

Supported versions: 2019-2022, English

only.

* Autodesk® NavisWorks® Plugin 7.4.0

* Autodesk® NavisWorks® Plugin Info
IFC Plugin for Windows

s |FC Plugin 7.4.0

* |FC Plugin Info

INEIGHT
DOWNLOADS

Find your downloads and updates below.

INEIGHT
COMPLETIONS

Completions HQ Application for

Windows

Completions HQ should only be installed if
instructed by your administrator.

* Completions HQ Installer (58MB

Completions Mobile Application for iPad

Completions Mobile should only be
installed if instructed by your
administrator.

* Completions Mobile on the App Store
INEIGHT

COMPLETIONS AND
MODEL

InEight Excel Plugin for Windows
Compatible with Office365.

* Excel® Plugin Installer 7.4.0

INEIGHT DOCUMENT

= XL Upload

Download InEight construction software and utilities.
VEO (InEight Model and InEight Completions) is now part of the InEight ecosystem.

INEIGHT ESTIMATE

Click here to go to the Estimate Resources
page for the Estimate software setup
guides

Estimate 20.2.2 Download

For faster downloads, please choose the

server location closest to you.

* InEight Estimate 20.2.2 (North America

stimate 20.2.2 (Australia

Other Add-Ins

¢ InEight Estimate APl 20.2.2

» Estimate Data Provide

* Model Client Plugin 2

If you require links to download any prior
versions of Estimate, please contact
support for more information. Please be
advised that these older versions may be
incompatible with newer software and

hardware.

2. From InEight Completions, select Completions HQ Installer to begin downloading the

application.

3. After the download completes, click the file to run the application, and then select Open.

InEight Inc. | Release 25.3
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1.1 Initiate Application Completions User Guide

Administrators create projects, user accounts, and roles or settings before assigning users to any
projects. After this initial setup, administrators send out user sign-in information via email. When you
receive this email, click on the link provided to finalize your account setup. Then, click on the
Completions HQ icon on your desktop to launch the application. Enter the provided sign-in information
and your password on the sign-in screen to access your assigned projects. Depending on your project
role and account settings, you might have access to multiple projects.

The sign-in page lets you enter a username and password credentials or single sign-on (SSO). To enable
SSO functionality for your organization, contact your account administrator.

e ga Conversion to SSO applies across all InEight Model and Completions application including
Admin Tools and Excel Plugin.

e = InEight Services is the point of contact for user account creation.

e = One SSO user per email address is permitted in one account.

Completions HQ offers the option to work offline by switching the online to offline toggle on the sign-
in page. This feature lets you work from the most recent version of a project by accessing the project
file from your local cache folder. For this reason, new projects or projects that have not yet been
opened on your desktop require internet connectivity.

1.1 STEP BY STEP 2 — LAUNCH COMPLETIONS HQ

1. Open the email from your administrator and then click on the link provided to finish your
account setup.
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L’\' @u:’ T \L 2 Action Required - Activate Your New Account - Message (HTML)

File Message Help Mimecast Q  Tell me what you want to do

m -~ = M| S € = | 85 Share to Teams & Bc. M. Flg" -

Action Required - Activate Your New Account

&
ro-repby@ntightcor ]

To Dale Dutton Tue 11/16/2021 12:47 PM

NR
L]

Welcome to InEight Completions or Model!

Please activate your account within 30 days.

Click here to activate your account and select a password.
Login Information:

Username: firsi.fast

Account: company

Password: Change during activation

Download the appropriate applications (as instructed by your admin).
https://ineight.com/ineight-software-downloads/

Thanks,

The InEight Team

Need help? Email Support with questions.

2. Set your password, and then close or minimize your browser.
3. Double-click on the Completions icon on your desktop.

4. Either use SSO or the username and account ID provided by your administrator.
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Completions online

@ Sagn in with Password

Sign in with InEight

Sign in with

5. Click Sign in to launch the desktop application.

a2 A Windows Security Alert might be shown.

6. Select any of the network types the computer running Completions HQ will be connected to, and
then select Allow access.

[N[e 2 Selecting all available network types provides the most flexibility.

After downloading and installing InEight Completions, and entering in your credentials in the Login to
Completions pop-up window, you are ready to:

» Select a project to load

» Enterin project information

Page 20 of 234 InEight Inc. | Release 25.3



Completions User Guide 1.2 Load and Access a Project

1.2STEP BY STEP 1 —-SELECT A PROJECT AND ENTER INFORMATION

1. Onthe Select a Project window, highlight a project. Usually, there will be several projects
to choose from.

— I R
Select Project Q, | search x|
Project Name Modified Cached i
£/24/2022 6:34:48 PM
5/25/2022 11:10:12 AM
7/18/2022 3:17:25 PM
£/7/2022 2:18:05 PM
7/26/2022 12:37:58 PM
7/18/2022 3:19:02 PM
7/19/2022 5:24:04 PM

7/19/2022 5:31:21 PM

.

Cancel Continue

2. Either double-click on the project, or select OK to load the project.

» The InEight Completions landing page appears
* In the example below, the first screen to appear is the Cx ltems screen

* Visibility of tabs and their associated records are based on roles and permissions
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1.2 Load and Access a Project

Completions User Guide

» You can navigate between tabs such as Cx Items, Issues and Inspections

vec | HQ
Project: | Training Test AM
In Progress @
Cx ftem d

Page 22 of 234

43 G\lil@ Irﬂrllmenlaﬁnn.

MEF mm@ Systu'n

Responsible Team

Status

Q

Search

Showing 47 of 47 records Y

CLEAR FILTERS

Location

C-CP-0101/P-0101

Campus A/ BLD-1/ Level 2/ 1-203
CAMPUSA-UTLELD-LVL1-101

Campus A/ Utility BLD / Level 1/
1-101

CAMPUSA-UTLELD-LVL1-203

Campus A/ BLD-1/ Level 2/ 1-203
CP-0101

Campus A/ BLD-1/ Level 2/ 1-203
CT-0001

Campus A/ BLD-1/ Level 1/1-101
CT5-0001

Campus A/ BLD-1/ Level 2/ 1-203
CWR-0456-02

Campus A/ BLD-1/ Level 2/ 1-203
CW5-0456-01

Campus A/ BLD-1/ Level 2/1-203
FP-CW-0001

Campus A/ BLD-1/ Level 2/ 1-203
HEX-0001

Campus A/ Utility BLD / Level 1/
1-101

HEXS-0001

Campus A/ BLD-1/ Level 2/ 1-203

Description
Pump Control Cable s
-
Utility Area se
-n
Utility Room '™
-n
Pump Control Panel -
-
Cooling Tower ™
-n
Cooling Tower Structural Steel ™
-n
Cooling water return '™
-n
Cooling water supply '™
-

Coaling Water System Flush Package gy
-

Heat Exchanger se
-n
Heat Exchanger Structural Steel '™
-n

In Progress

In Progress

In Progress

In Progress

¥ View Cx Item Details ¥ Reports...

Cx ltems

Project loaded

@O
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Navigate between.png

Completions User Guide 1.2 Load and Access a Project

J[eg = While working in one module, that selected module displays in black, while
the other modules are dimmed. In the example below, the Inspections

module is being utilized, therefore the remaining modules are not currently
in use.

If you have made changes to your project, don't forget to address any pending issues.

1.2 STEP BY STEP 2 — UPDATE CHANGES

1. Atthe bottom of your screen, click on the Pending Updates button to see the many
changes made.

PENDIMNG UPDATES @ @

2. As with other changes you make in Completions, cClick the Publish button to send all
updates to the server.
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PENDING UPDATES

Pending changes to be published "

A Checklists (22)
4 Mew Checklists (21) /
P Chk-TBD (2981cc..) (21)

4 Updated Checklists (1) Bl

b Chik-00006 (1)
A |ssues (3) /
A Mew lssues (2) k
b PLI-TBD (8f1d5b...) (2]
b Updated lssues (1) v

FUBLISH | DISCARD CAMNCEL

» As aresult, you will note the icon changes to No Pending Updates

®®

1.3 CLEAR CACHE

Clearing cache from HQ Completions and Mobile Completions lets you load the software from a clean
slate. For example, if there are configuration changes that did not go through the application correctly
or old login data files, you need to clear your cache to free up space and correct any data issues you
may experience.

1.3.1 CLEAR HQ COMPLETIONS CACHE

Follow this step-by-step to clear your HQ Completions Cache.
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1.3 STEP BY STEP 1 — CLEAR YOUR COMPLETIONS CACHE

1. Close HQ Completions.

2. In File Explorer, go to C:\Users\<user_name>\AppData\Local\InEight.

sk (C:) » Users AppData > Local > InEight
oncSoagxkirZouju

nplates

Teams Chat Files

te

3. Rename the Completions folder to OLD_Completions.

4. Loginto HQ and verify that you can still access your projects(s) (running the application will
recreate the HQ folder with freshly synced data from the server).

5. Delete the OLD_Completions folder.

Follow this step-by-step to clear your Mobile Completions Cache.
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1.3 STEP BY STEP 2 — CLEAR MOBILE COMPLETIONS CACHE

1. Go to your iPad Settings app icon and open Settings.

2. In the Settings column, scroll to select Completions.

336AM ThuSep s LR T,

Settings. Completions

& Photos

LLOW COMPLETIONS 0 ACCESS
B Comera B sii& search
() Books

Podcasts
& mnesu

@ Game Center PR
Developer Mode o

TV Provider Server Other

Inactive Timeout

D

7§  AnyConnect
O Apple Store
@ Chrome
Q clies

B Comp Portal

.
Clear Archive Library Snapshots.
| ‘

© comnect
@ Excel

P Garagesand
B HBO Max Element Hierarchy Filtering ()
iMovie
£ reynote
B vonx
B e

Max Noun Visibility Caching

3. Slide the Clear Project Cache toggle to green.
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%36 AM Thu Sep § UKL
Settings Completions
& Photos
ALLOW COMPLETIONS 10 ACCESS
& camera siri & Search >
D 8ooks
@ podeasts coupserons s
iunes U
@ Game Center DEVELOPER
Developer Mode D
B v rovider Server Other >
Inactive Timeout 12 hours >
0 aha
7§ AnyConnect
PROJECT OATA
O Apple Store
Clear Project Cache
. This eption will nd et
N iata. You ired to resync your proj iing to use.
Q clies Completions.
B Comp Portal
[ e O —— B
@ comect i opton il e a e o th metacta sord ordocumnts o
projects. I the app s currenty runring, you wil ba required to fo-logn to
@ Excel your project before continuing to use Completions.
7 Garagesand
B reova Element Hierarchy Fiering [ @)
iMovie This option wil
an element hierarchy is defined.
[= e
[
Max Noun Visibility Gaching Default (Automatic) >
@ rerix

4. Close settings and open the Completions app.

5. Select Yes in the pop-up window.

Clear Cache
Do you want to clear your local cache?
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o= The InEight Completions product is highly customizable per your specific project
requirements. Tab order and its functionality may differ than what is shown.

Cx, or commissioning, is the last process that's required before reaching owner acceptance. That
means as a permitted user, you will perform commissioning activities, steps and sign-offs along the
way. Each step, or phase, is customizable per project to fit whatever workflow is required.

Along with the overall design of the project, your Project Administrator will assign roles to give to
different Teams or individual Users which may limit your functionality based on the examples shown in
these lessons.

1 p 3 4
Choose a Cx Item Choose a Phase Answer a Checklist Identify Issues

Select and open Only permitted users Answer guestions Also known as a
Cx item can update a phase Punchlist

Complete Cx ltem Close Phase Close Checklist

All Phases must be Evaluate checkpoints, Checkpoint fOf_
signed links & statuses unanswered questions

Examples of Cx Items might include such things as loops, circuits, tags, system, and sub-systems.

From within a project, clicking on the Cx Items module brings up a list of the Cx Item Id's.
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Power Template

Cx Items Q

— — Showing 3387 of 3387 record A
m Progress Construction Tag Startup Tag [1111) 11
RFILTERS  REBUILD FILTERS

7-Fuel Gas Area Waste Water Majer Structural Stee T3 000-GEN

Collection Sump

S Bulk - Structures

S — Major Structural Stee sT1028 000-GEN GEN
Uit 1

SST-04-16 Bulk - Structures

88-HRSG Blectrical Enclosure Majar Structural Stee sT1028 000-GEN -
Unit 2

$5T-04-16 Bulk - Structures

9-Steam Turbine - Unit 1 Major Structursl Stee ST1050 o

$$T-03-01 Bulk - Structures

Ciwil Checkdist Demo Col Test Checklist Review Test Bulk
County Roads Samson 1 County Roads Samson 1 Samson 1
County Roads Samson 3 County Roads Samson 3

Direct Tension Indicators (DTI) Boit Quakfication Reports Direct Tension indicators (DT1) - Bolt 000-GEN
Bolt Qualification Report Py

DP Tests Electncal Power Tests
Electrical Checkdist Check Electncal Checkdist Check Electrical Checkiist Check Bectrical Checks
Electrical Tests Electnca Bectrical Checks

Example 01-CTG-ESD-01 SUIN-FM-003

Q View Cx Item Details ¥ Edit Cx item(s)  Reports...

5o

The rebuild filter action reloads all available filter options and automatically removes any option that
no longer applies based on your current selections. To maintain accurate results, it is recommended
that you rebuild filters regularly when you use them to clear out items that might have been previously
disabled. If selection types have been disabled, they will continue to show in the filter results unless
you adjust the filter accordingly. For more information, see Navigate element hierarchy.

Clicking on any line item, brings up that Cx Item Id.
From within the selected Cx Item Id, the screen is divided in two halves.

e The top portion includes all the metadata for the project, along with buttons to access
Attachments, Checklists, Comments, Inspections and Issues. Clicking on any of these buttons
take you to links specific to that project.

» The bottom portion of the screen identifies the sequence of each Phase of the project, as
described below.
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Completions User Guide

[\[e3ga If you have to change the metadata for a project, contact your Project Administrator.

As shown above, when a Cx Item is first created, the phases, and their sequence, also get created by
your Project Administrator.

Working through each phase and completing the required components are crucial to overall owner

acceptance. As shown in the sample below, within an single Cx Item, the Phases, and their respective
Status is shown.

Installation

Design Verification

Quality

Safety

Construction Complete

Startup

Owner Acceptance

Status

Complete

Complete

Complete

In Progress

In Progress

Functional Acceptance Testing

Date:

7/9/2019 12:00 AM 8/15/2019 4:30 PM

7/9/2019 12:00 AM 8/15/2019 5:00 PM
7/9/2019 12:00 AM 8/15/2019 5:16 PM

7/3/2019 12:00 AM

7/21/2019 12:00 AM

7/26/2019 12:00 AM

8/8/2019 12:00 AM

8/17/2019 12:00 AM

¢ InEight
-
jenny

e InEight
-
jenny

s InEight
-

jenny
e InEight

-
jenny

e InEight
e

jenny
s InEight

-
jenny

e InEight

-
jenny

¢ InEight
-
jenny

e InEight
-

jenny
s InEight
-

jenny
e InEight

-
jenny

¢
-

e
-

[\[eJ 2 If interested in learning more about Reports, accessed by the > Reports tab, check out the
Reports lesson.

PCP-0001
PMP-0001
SKID-0001

SKIDS-0001

? View Cx Item Details

Pump Concrete Pad

Cooling Water Circulation Pump

Vendor Skid

Skid Structural Steel

? Reports...

wa EBxample GC
-=® Jack Larry

@a Example GC

- jack Larry

we Example GC
-® jack Larry

wa Bxample GC

In Progress

Making an update to a Phase begins by selecting a Cx Item.
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With a Cx Item selected, a Phase is a discernible set of steps that need to be completed before the

Commissioned ltem gains Owner Acceptance. Phases are shown in sequence within a Phase List, and
are color coded by the phrases Complete, In Progress and Not Started.

Within any phase the option may exist to add Attachments, Checklists, Comments or Issues.

By clicking on the Attachments button, three options are available: Add a File from Archive
Library, Add Attachment, or Download All. You can also click on an existing attachment’s
Download button which then allows you to View the attachment.

By clicking on the Checklists button you access any pre-identified checklists that need to
be completed. You can also click the Add Checklist button to create a new checklist.

By clicking on the Comments button a free-form pop-up allows you to add notes about the
phase when the Add Comment button is clicked.

By clicking on the Issues button you can then click the Add Issue button to add an issue.
Alternatively, you can also click on a given Issue to be brought to that screen where you
can Update Phase Status, Reassign the Phase, Reschedule or Edit the Issue as your
permission allows.

With the data of a specific Cx Item from the Upload File at the top of the page, the lower portion of the
page identifies the Phase List. Columns include:

Phase Name and who updated it last
Status & to whom it's been assigned
Forecast Start Date

Finish Date Actual
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VEC HQ

Project: | Training Job A

4= Back to Cx ltems

Template Name Description
MEP Coaling Water Circulation Pump
Location Cx ltem Type

Campus A/BLD-1/ Level 2/ 1-203  Element

Responsible Team Subcontractor

wy Example GC @y Mechanical Sub #1
- Jack Larry ™™ Blackman Chris
Responsible Team Start Date Forecast
ay Example GC 7372019 12:00 AM

- Jack Larry

Finish Date Forecast Finish Date Actual

8/19/2019 12:00 AM

(%) MORE INFO
Phase Mame: Status:
Updated By: Aszigned Tor
Installation Complete
s InEight s InEight
-_ -_

jenny jenny
Design Verification Complete
- InEight - InEight
- -

jenny jenny
Quality Complete
wy InEight wy InEight
-‘:_..._.. -‘:_..._..

? Update Phase Status 2 Reassign Phase

Cx ltems

PMP-0001

Status

In Progress

Discipline
Mechanical

Owner
wy Example Owner Team
™™ Bates Sharon

Start Date Actual
8/15/2019 430 PM

Phase List:

Forecast Start Date:

7/9/2019 12:00 AM

71972019 12:00 AM

7/9/2019 12:00 AM

Project loaded

@ Attachments
Sy Checklists
B comments
Inspections

1 Issues

Finish Date Actuak

8/15/2019 4:30 PM

8/15/2019 5:00 PM

8/15/2019 516 PM

You can review data from Complete, In Progress or No Started phases.

Completions User Guide

FTO - B x

®®

Complete phase tiles mimic the look of In Progress and Not Started tiles, with the exception of

¢ An electronic signature

¢ A Finish Date Actual

¢ Attachments, Checklists and Comments may also be present
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€ Backto Cx ltems PMP-0001
pnase Mame: status: rorecast Start Uate: Hmish Uate Actuak:
Updated By: Aszigned Too
Installation Complete 7/9/2019 12:00 AM 8/15/2019 430 PM
wy InEight @y InEight
- -
jenny jenmny
Description: Signature: . g A .
sy Infig... | /
- Jenny \\\L = Zp Checklists o
E Comments
! Issues
Design Verification Complete 7/9/2019 12:00 AM 8/15/2019 5:00 PM

In Progress phases may certainly contain Attachments, Checklists, Comments and/or Issues as shown

below:

Safety In Progress 7/3/2019 12:00 AM

&g InEight &g InEight

'-‘jerm).r ‘jenny

Description: Signature: g A © o
Sg Checkiists (1]
E Comments
1 Issues o

Phases that have Not Started may include Attachments, Checklists, Comments, or Issues.

Startup 7/26/2019 12:00 AM
&y InEight ™

- JEI"I ny 1]

Deescription: Signature:

& Attachments
S Checkiists

E Comments

2.1.2.1 ADD AN ATTACHMENT

To learn more about attachments, see the Attachments lesson.

0 ATTACHMENT(S) LINKED TO CXITEM 'CP-000T'

InEight Inc. | Release 25.3
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ADD ATTACHMENT

DOWNLOAD ALL
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2.1.2.2 ADD OR LINK A CHECKLIST

To learn more about checklists, see the Checklists lesson.

4 CHECKLIST(S) LINKED TO CP-0001

ADD CHECKLIST LINK EXISTING CHECKLIST(S)

- 0 X

2.1.2.3 ADD A COMMENT

Comments are tied to a specific Cx Item, in this case "CP-001."

0 COMMENT(S) LINKED TO CXITEM 'CP-0001'

ADD COMMENT

2.1.2.4 ADD OR LINK AN INSPECTION

To learn more about inspections, see the Inspections lesson.

0 INSPECTION(S) LINKED TO CP-0001

ADD INSPECTION LINK EXISTING INSPECTION(S)

2.1.2.5 ADD OR LINK AN ISSUE

To learn more about issues, see the Issues lesson.

5 ISSUE(S) LINKED TO CP-0001

ADD ISSUE

= 0 X

LINK EXISTING ISSUE(S)
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2.1 Work with Cx Items

With a Cx Item selected, and then a Phase selected, click the Update Phase Status link.

Three options are available:
» Permission Denied
e In Progress

e Complete

Design Verification
@y InEight e
™ MatthewMacaras@ingight.com e

Update Phase Status

IN PROGRESS COMPLETE

I » Update Phase Status |> Reassign Phase

If the In Progress button is selected:

1. Add details to the Description field.

7/9/2019 12:00 AM

2. Change the Responsible Team, if appropriate.

3. Click OK.

InEight Inc. | Release 25.3
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S Checklists
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TIP If you've made an error, and didn't want to update the status, click In Progress, then
Cancel in the subsequent pop-up window.
UPDATING DESIGN VERIFICATION TO IN PROGRESS - 0 x
Status In Progress
ww InEight 7

Responsible Team  anh Karen.Loftus@ineight.com

Description

OK | CANCEL

2.1.2.7 REASSIGN A PHASE

While an individual will have ownership of a Phase, any phase can be re-assigned if you have the

permission-level to do so.

2.1 STEP BY STEP 1 — REASSIGN A PHASE

1. From within the desired Cx Item, click on the Reassign Phase button.

2. Click on the pencil icon.

3. From the drop-down list, select the person/team to whom the phase is to be reassigned.
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4. Click OK.
REASSIGM DESIGN VERIFICATION - B8 X
E #u InEight @ e
S o Responsible Team  aam s T e / 7
Updated By: Assigned To
Design Verification
;" InEight ;"
Matthew.Macaras@ineight.com
Description: Signature:
Description

? Update Phase Staig I) Reassign Phase | I oK | CANCEL

Project loaded @ @

If you are ready to close out a phase, and all checklists are complete:

2.1 STEP BY STEP 2 - COMPLETE A PHASE

1. From within the desired Cx Item, click Update Phase Status.
2. Click Complete.

(L BUTGE] Update Phase Status

» Update Phase Status > Reassign Phase

3. Inthe pop-up window, add additional comments if necessary.
4. Click OK.

5. In the Signature pop-up, add your signature.

6. Click OK.

The complete Phase will show the status of Complete, along with a Finish Date Actual, and with the
signature of the person.
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Within any phase the option exists to add Attachments, Checklists, Comments or Issues.

» By clicking on the Attachments button, three options are available: Add a File from Archive
Library, Add Attachment, or Download All. You can also click on an existing attachment’s
Download button which then allows you to View the attachment.

» By clicking on the Checklists button you access any pre-identified checklists that need to
be completed. You can also click the Add Checklist button to create a new checklist.

» By clicking on the Comments button a free-form pop-up allows you to add notes about the
phase when the Add Comment button is clicked.

» By clicking on the Issues button you can then click the Add Issue button to add an issue.
Alternatively, you can also click on a given Issue to be brought to that screen where you
can Update Phase Status, Reassign the Phase, Reschedule or Edit the Issue as your
permission allows.

With a Cx Item selected, and then a Phase selected, click the Update Phase Status link.
Three options are available:
e Permission Denied
» In Progress
o Complete
If the In Progress button is selected:
1. Add details to the Description field.

2. Change the Responsible Team, if appropriate.
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3. Click OK.

TIP If you've made an error, and didn't want to update the status, click In
Progress, then Cancel in the subsequent pop-up window.

While an individual will have ownership of a Phase, any phase can be re-assigned if you have the
permission-level to do so.

2.2 STEP BY STEP 1 — REASSIGN A PHASE

1. From within the desired Cx Item, click on the Reassign Phase button.

. Click on the pencil icon.

2
3. From the drop-down list, select the person/team to whom the phase is to be reassigned.
4. Click OK.

REASSIGM DESIGN VERIFICATION - 0 %
O 9:1
o & Karen Loftus@ineight.com .‘-—-—-- &

Degign Yerification

84 InEight ss

bty M Dinsighi.com TN
gty Mscaras Sinsight x

¥ Update Phase hg I)Rﬂuhnﬂiﬂl | Ok | CAMCEL
] tios [olc)

If you are ready to close out a phase, and all checklists are complete:
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2.3STEP BY STEP 1 —-COMPLETE A PHASE

1. From within the desired Cx ltem, click Update Phase Status.

2. Click Complete.

(L BUTGTEY Update Phase Status

COMPLETE

» Update Phase Status ) Reassign Phase

3. Inthe pop-up window, add additional comments if necessary.
4. Click OK.

5. Inthe Signature pop-up, add your signature.

6. Click OK.

The complete Phase will show the status of Complete, along with a Finish Date Actual, and with the
signature of the person.

[ryn Vvl atinn Carrpletr TG LD00 Ak LTG0 B nl:l:uhl R ulh;lqh

gl e g B e
I=E
™

Ouusliby TA2000 1200 am s Inllinisk -
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LESSON DURATION: 20 MINUTES

LESSON OBJECTIVES

After completing this lesson, you will be able to:
e Open & Close an Existing Checklist
Create a new Checklist

Add and modify data within a Checklist

Reassign a Checklist

Execute a Checklist

Create a Checklist Placeholder

TOPICS IN THIS LESSON

InEight Inc. | Release 25.3
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Checklists in Completions are electronic forms that admin users can generate as a checklist template,
which is a list of tasks required, things to be done, a reminder, and/or sign off. Generating checklist
templates creates consistency when creating tasks.

Only Project Admins can import checklists via the checklist import tool which allows you to create or
import new checklist templates into InEight Completions. The import tool also prevents double-
imports by validating against existing checklist template names, and shows errors for missing or
incorrectly-configured data.

You can create a checklist from any available Completion tab. As an example, you can create a checklist
by selecting the Inspections tab.

\[e3i= The InEight Completions product is highly customizable per your specific project

- requirements. Tab order and its functionality may differ than what is shown.

W82 As with other components within Completions, the order in which you access the icons at
the bottom of the screen depends on how your Project Administrator configured the
system.

EXAMPLE: A technician has completed the HVAC unit installation and is now ready to complete the
HVAC quality acceptance checklist. The technician navigates to the Checklists tab and Executes the
checklist. The technician then documents the checklist's tasks for the day, and clicks Pending Updates.
The technician can return to the checklist on subsequent days to complete the checklist, clicking
Update Status to close the checklist.

In order to create a standalone checklist, do the following:
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3.1 STEP BY STEP 1 — CREATE A STANDALONE CHECKLIST

1. Open a Project.
2. Click the Checklists button.
3. Click Create New Checklists.

Q) View Checklist Details » Reports... | » Create New Checklist

e

4. Inthe pop-up dialogue box, click on the system for which you want to create the new
checklist, in this example, Instrument Calibration, then click Next.
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SELECT CHECKLIST TEMPLATE

Q Search X il

4 Concrete
CV-0001 A-Concrete Installation Bl
4 Electrical
E-00024-Cable Installation
E-0003A Junction Bow/Control Panel Installation
E-0014A-Motor Control Center
4 |nstallations
Pipe Installation Checklist
4 |nstrumentation
|-001A-Instrument Installation
-+I-'I]'I B Instrument Calibration
|-02E Loop Check
I Mechanical
I Piping
I* Structural
I System
I Vendor

MEXT | CAMCEL

5. Click the Assign Team or Person button.

6. Select a Responsible Team/Team Member.
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Electrical Sub #1
Electrical Sub #2
Example Design Team #1
Horne Dawn [k,
Jones Paul "
Slirn Lester
Example Design Team #2
Example GC
Example Management Team
Example Cwner Team
Example QC Team #1
Example Safety Team #1
Example Safety Team #2
InEight
Mechanical Sub #1
Mechanical Sub #2

» By doing so, the Team or Person is automatically added to the dialogue box as the
Responsible Team

7. Click inside the Description box and add a description for the new checklist.
8. Click on the Select Location button.

9. From the drop-down, select the appropriate location, knowing you may need to drill down
to actual location within a complex or building, as shown below.

4 Campus &
[ Office Complex
[ BLD-1
4 BLD-2
4 Level 1

[ BLD-3

b Utility BLD
b Campus B
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» By doing so, the location is automatically added to the dialogue box as the Location

SET REQUIRED CHECKLIST FIELDS

B
. . g« Example Design Team #1 ’
Responsible Team aww Horne Dawn o
Description <Add a description for the new checklist here.»

E
(47 out of 750 characters) 1
(] Campus A / BLD-2 / Level 1/ 2-101 d 5

Priarity -
*Required Field 3

CREATE  CANCEL

10. Click the Priority drop down.

= Campus A / BLD-2 / Level 1/ 2-101 d
Pricrity =
*Required Field | low
medium
high
critical

11. Select a priority level, medium in this case.
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» By doing so, the priority level is automatically added to the dialogue box

12. Click Create.

SET REQUIRED CHECKLIST FIELDS

3
. . g2 Example Design Team #1 ;
Responsible Team aww Horne Dawn B
Description <Add a description for the new checklist here, =

3
(47 out of 750 characters) i
(EZU Campus A / BLD-2 / Level 1 / 2-101 d 3

Pricrity medium -
*Required Field &l

CREATE | CANCEL

You can create a checklist from any available Completions tab.
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3.1 STEP BY STEP 2 — CREATE A CHECKLIST FROM ANY AVAILABLE

COMPLETIONS TAB

1. As an example, you can create a checklist by selecting the Inspections tab.

Q View Inspection Details ¥ Reports... ¥ Create New Inspection

2. Select a specific Inspection tile.

t  Inspections Revi0
Inspections Q | Search x
@ @ Showing 3 of 5 records
templomantation (1] initiste A
1 record selected l z Y
CLEAR FILTERS
s
Initiate Insp-00001 472072022 6:00 AM Audits Test o Inkight Admin
-
8 Inspections Admin Test
-
Yadira
Implementation Insp-00002 6/15/2022 600 AM Audits Test #¢ |mspections Admin
= saan
84 Inspections Admin Testing Inspection Module
-
Sarah
Initiate Insp-00004 6/17/2022 700 AM Audits Test .‘ Inspections Admin
mily
oy Inspections Admin Batt up chack shest audit
- iy

Q View Inspection Details > Reports.. ) Create Mew Inspection » Reassign » Reschedule Y Edit Inspection(s) Show Closed / Invalid

@O

Inspections

3. Click Checklists.

There are two options for adding a checklist: either by creating a new one or linking to an existing

checklist.
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e = The InEight Completions product is highly customizable per your specific project
requirements. Tab order and its functionality may differ from what is shown.

As defined within the Create a Checklist topic, checklists are electronic forms that admin users can
generate as a checklist template, which is a list of tasks required, things to be done, a reminder, and/or
sign off. Generating checklist templates creates consistency when creating tasks.

A Checklist Placeholder looks exactly like a Checklist Record. There is no differentiation between a
Checklist and a Checklist Template, other than a placeholder checklist is not yet finalized and therefore
cannot be edited. In order to use a Checklist Template it must first be executed.

For more information on Checklists, visit the 3.1 Create a Checklist on page 44 topic.

Scenario

In general, quality controllers tend to have more interest in knowing how many checklists need to
be completed per day, versus the amount of materials that needs to be installed on a given day.

A quality control engineer is ready to execute the Completions Checklists for section one of an
HVAC system, located on the top floor of the building.

A portion of the HVAC work has already been completed and is ready for quality inspection. As
the quality controller navigates to the checklist, he notices that the Answer boxes within the
checklist are greyed out, and not able to be completed.
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e ]

< ooy i ]

Tag Number ‘ |
] A 6/11/2020
mmmmmmmmmmmmmmm ssves 1230yt
Tag Description
] B 6/11/2020
Attachments | Comments | 1 sves 1230 pm
Subsystem Number ‘ |
4 a 6/11/2020

Atachments | Comments | lsues 1530 puy

The QC engineer realizes that this is not yet an actual checklist, it's currently a checklist
placeholder. In order to convert the checklist placeholder into an actual checklist, it must first be
executed.

After selecting the Execute button on the bottom right of the screen, the system converts the
Checklist Placeholder Records into Checklist Records.

When a checklist is executed, it becomes a snapshot at that point in time.

This item cannot be modified because it is not executed | | expruTE

‘:'Z-_E:'. oaged PENDING UFPDATES @@

TIP To ensure quality workmanship, each element will likely have one or more
checklists, or placeholders if not yet finalized and executed.

Checklist Records are now ready to be filled out by the QC or person responsible for completing
the checklist.
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1
/ ﬂj E . 6/19/2020
Attachments Comments Issues 11:00 AM
Records |l
now Answer O
available for

data entry. ] B ! 6/19/2020
Attachments Comments Issues 11:00 AM

Answer O

|
ﬂj E . 6/19/2020
Attachments Comments Issues 11:09 AM

Additionally, the Attachments, Comments, and Issues buttons are also available after the Execute
button is selected.

Once all of the Answer boxes are completed, you can now publish and close the checklist.

3.2STEP BY STEP 1 —CONVERT A CHECKLIST PLACEHOLDER TO A

CHECKLIST

1. Click on the Checklists icon at the bottom of the screen.
» The list of existing checklists appears

2. Search through the existing checklists, then double-click on an open checklist, such as
Coatings Inspection Checklist in this example.
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Checklists Qo X

Shawing 4190 of £309 records
opem (09 z
)] recordslected 1Y

open S/30/2022 209 PM Chic- A-03596 PKS-FRM-COAT-0.01.01 Contings  PRS-FRM-COAT-5.01.01 Contings  COAT
nspection Checidist REV 0 Inspestion Checklist REV 0
GEP /26X 2o
open S/3072022 206 M Chk-A-04215 PKS-FEM-COAT-5.01.01 Coatings  PKS-FRM.COAT-901.01 Costings  COAT
Inspection Checkiist REV 0 inspection Checkist REV 0
VGCP/ 26X ™
-
open /3072022 208 M Chic-A-04341 FXS-FRM-COAT-901.01 Coutings  PKS-FRM-CORT-9.01.01 Costings  COAT
Inspection Checklist REV 0 nspection Checklist REV D
VIBCR / 26X n
open 5/30/2022 209 P Chic-A- 04090 PHS-FRM-FIPE-S0607 Post Test PS-FRM-PIPE-S.0607 Post Test Piging
Inspection REVO nspection REV
VIGCP 7 26X s
open 573072022 209 PM Chic-A- 04287 PXS-FRM-COAT-301.01 Coatings PKS-FRM-COAT-8.01.01 Costings  COAT
Inspection Checklist REV 0 inspection Chackist REV 0
VGCP/ 26X A
open 573072022 209 P Chic-A- 04059 PKS-FRM-PIPE-5.02.02 Pipe Support PKS-FRM-PIPE-5.02.02 Pipe Suppont Piging
Checklist REV O Chedkst REV 0
VGCP/ 26X .
-
QView Checklist Details > Reports... > Reassign ¥ Execute Placeholder  Edit Checklist(s) Show Closed Checklists

e The given checklist appears

Jleag= Clicking on the checklist once places a yellow box around the checklist.
Clicking on the checklist a second time opens it.

4. Expand one of the Categories so that the questions appear.

a ‘ Header ‘
+ [y i |
| | o
ot
[} a L)
mmmmmmmmmmmmm | [

B o

o = L)

Tag Description

mmmmmmmmmmmmm || e | S
Subsstem Number | . |

v A ! e

mmmmmmmmmmmmmmm | 12020

» Notice how the Answer checkbox is greyed out, along with the Last Update checkbox

Jlelga Categories can include such rows as Header, General, and Acceptance, but
can vary from project to project.
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5. Select the Execute button at the bottom right of the screen.

This item cannot be modified because it is not executed | | ewpcuTe

Project loaded FENDING UPDATES @ @

o The Execute button converts the Checklist Placeholder into a Checklist

* Once executed, notice how the Answer checkboxes are now editable

e = After selecting the Execute button, the system pulls in the current template that is
associated with this checklist.

6. Selectthe Pending Updates button.

Project update complete PENDING UFDATES a @

7. Select Publish.

PENDING UPDATES

Pending changes to be published

A Checklists (2)
4 Updated Checklists (2)
A Chk-A-25369 (2)

Updated Modification Info on checklist 'Chk-4-25389", Changed FMD_LAST_MODIFIED_DATE from '

b (ES) Comentarios:
[EN) Comments: (1)

PUBLISH | DISCARD CAMCEL
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8. Click on the Update Status menu option and select Closed.

Update Status

CLOSED

¥ Update Status 2 Reassign » Edit

Open checklists are checklists that have not yet been executed, do not have answers, or haven't
been finalized and closed.

On the main Checklists page, you are able to quickly jump to the desired checklist in two ways:

1. Using the Filter function.

2. Clicking on the Closed / Open / High / Medium buttons or as defined by your ADMIN.

3.3STEPBY STEP 1 -FILTER TO LOCATE A CHECKLIST

1. From the main Checklists page, click on the Filters button.
* In this case there are 9 records

2. Click on any of the carrots preceding an item, in this case by Cx Item Id.
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Showing 9 of 9 records g

(1]

CLEAR FILTERS

el Checklist Template
| « Jox tem 1
CWR-0456-02
CW5-0456-01
HEX-0001
FMP-0001

I Cx Template Mame

I Created

I Created By

I Description

I Discipline

I Last Modified Date

I Last Modified By

I Location

I Phase

I Priority

I Responsible Person

I Responsible Team

I Status

I Has Attachments

Filter Summary:

3.3 Manipulate and Answer a Checklist

3. Click on an item from the drop down, in this case the HEX-0001.

Showing 1 of 9 records
open (1)
CLEAR FILTERS

Status 1d Checkiist Template I Checklist Template o
Lacation Category 4 Cx ltem Id [ crear)
open Chk-00005 M-005A-Pump Alignment . CWR-0456-02

“re., CWS-0456-01
Campus A / Utility BLD / Level 1/ Mechanical e
1-101 LopeettT PMP-DOOT

' Cx Template Name

I _Created

4. Double-click on the checklist to open.

InEight Inc. | Release 25.3
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1117 | Click either the Clear Filters, Clear or Clear All buttons to remove filtering.

Showing 1 of 9 records .
CLEAR FILTERS I

4 Cx Item Id |:Ii|
CWR-0456-02
CWSs-0456-01
HEX-0001
PMP-0001

I Cx Template Name

I Created

I C‘p‘atgﬂ-“u-'-‘ Py | e

[ Checklist Template

Filter Summary [ Cozar an |

Cx ltem ld: HEX-0001

The second way to quickly jump to a checklist from within the Checklists page is to click on any of the
open / critical / high / low / medium / Assigned To Me / Assigned To My Team or otherwise defined
buttons. Using this functionality might be important if you are seeking:

» Allthe closed checklists, regardless of ID, Responsible Person, Location, or Category

 All of the open checklists so you can begin to prioritize your work, or the work of others

Page 58 of 234 InEight Inc. | Release 25.3



Completions User Guide

3.3 Manipulate and Answer a Checklist

*  Project:  Infrastructure Template =~

Assigned To My Team

Chk-00300

Ay 3€

Chk-A-01442
Test May 24th

Chic-A-01441
Two Phase Test

Chik-00359

00-AS-TIT-04252022

Chk-00358

00-AS-TIT-04252022

Chike-00357

#s INFCONTEST
Tanai

se  INFCXADMINTEST
=% Christing
apen

eg INECXADMIN.TEST
= Cheisting

Solar Panel Array Installstion

e INFCONTEST
3
Tiana

Test 25 Revd)
8o KiewitAdmin
beyan

Grout Placement Form - Revl
Kiewit. Admin

-
bryan,

sq  INFCXADMINTEST
=% Christing)

INF.CXADMIN.TEST
Cheigting|

Checklists

MEC] CL-003 Devices
Installation Checklist REV 0

6/13/2022 703 AM

1/7/2022 1200 PM
Test 25 Rev0
5/24/2022 1:57 PM

Grout Placement Form - RevD
5/20/2022 247 PM

Electrical Equipment Checkout /Set
Up Record Revl
5/19/2022 152 PM

Matorized Valve Check out / Setup
Record Rev)
51972022 149 PM

Motorized Valve - Centificate of
Proper Installation Revl)

QView Checklist Details » Reports... » Reassign » Execute Placcholder ¥ Edit Checklist(s)

Checklists

Array 3
as  INECKADMINTEST

- aiyson

Area 1/ North
8¢ KiewitAdmin
bBeyan

Undefined
8  HiewitAdmin
-

beyan

Canada / BritishColumbia

e INECXADMINTEST
hrigtine.

Canada / BritishColumbia

s INFCXADMIN.TEST
= Chigtine

Canada / BritishCelumbia

X
Showing 1706 of 1787 records
ks
1 record selected A
CLEAR RLTERS

Electrical

1/7/2022 1200 PM

Test
5/24/2022 1:57 PM

NCWRP - Grout
5/20/2022 247 PM

EECOS

51972022 1:52 PM

MVCOSR

S/19/2022 1:49 PM

MVCOP

Show Closed Checklists

®®

Notice once you click on any one of those buttons, the checklist records page is narrowed, in this case

to eleven critical items.
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¢t Infrastructure Template ~

Checklists Q | search =
N z

CLEAR SELECTED ITEMS

Chk-00340 open Pre-pour checklist COMCRETE PRE-PLACEMENT Array 3 SFGR - Conerete

CHECKLIST - Rev 0
Ay 3E #a INFCHADMIN.TEST #s INFOXADMIN.TEST 51172022 903 AM #s INECXADMIN.TEST 5/11/2022 8:50 AM
= Michael = Michael =% Michael
/1272022 10:00 PM
Chi-00333 open test MECI-QA-EL-CL-001 Small Conduit  NCWRP / Area 16/ Sitework Electrical
Installation Checkdist REV 0
16" Blended Sludge Line Install 8¢ INFOCTEST sy KiewitAdmin 4/25/2022 809 AM 8¢ KiewitAdmin 472572022 807 AM
- - -
Allyzon bryan bryan
4/24/2022 11:00 PM
Chk-00325 open test MECI-Q&-EL-CL-003 Devices United States Electrical
Installation Checklist REV O
#4 HMWPE Positive Linear Anode g4  INF.QCTEST 0s KiewitAdmin 3/10/2022 12:40 PM #s KiewitAdmin 3/10/2022 12:36 PM
018-UG CTGE - Lllyson - pryan = bryan
3/10/2022 11:00 PM
Ch-00319 open TRANSFORMER MEGGER READINGS test NCWRP - Electrical
Brine Centrate - Pothole eg INFCXADMIN.TEST .‘ INECXADMIN.TEST 2/15/2022 10:48 AM #¢ INFCKADMIN.TEST 2/15/2022 10:48 AM
- athym = Kathryn = Kathom
Chik-00274 open test MECI-QA-EL-CL-003 Devices Undefined Electrical
Installation Checkdlist REV 0
C70-RTM-2020_06_05- s INFQCTEST ss KiewitAdmin 10/27/2021 6:33 AM se  KiewitAdmin 10/27/2021 623 AM
NFPAS02.11.2.1-VENT-CX-LOWER_... #% o o - pyan =" bryan)
10/26/2021 11:00 PM
Chie- 00079 Anan Dlanes s nractar ranart forshie  SS-00-F| 04 Ineylstinn Racietancs Cantesl: §100.5800 (Frtar Sracifie  Flartrieal -
Q View Checklist Details > Reports... » gn > Execute 2 Edit C Show Closed Checklists
Checklists . o

Within a checklist, there are many options. Some functions are about editing the checklist, while
others are about navigating to and from the checklist. In the table below, each aspect is described.

From | iy

1 Name of the Checklist by ID and Checklist Template name.

2 Data from the checklist regarding the checklist including Status, Category,
Responsible Team, Description, Location and Priority, Element Id, Sub type, Priority
and Creation, Modification & Resolution information.

3 Depending on project configurations and/or your role, each button creates links or new
records with links where you can add new Attachments, Comments, Cx Items,
Elements, and/or Issues.

4 A cascading drop-down, by category, of questions with room for question-specific
responses.
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fem | Deseiplon

5 While project/role/workflow specific, additional pop-ups appear when each of the
buttons is clicked. Updating a Status is the first option, Reassigning the Checklist
Template option is the second and Editing the primary checklist field is the third option.

6 This button returns you back to the previous window.

7 When On, the External Mode expects to receive a scan of the checklist PDF with a
QR code using the ADMIN module, taking the scan to complete the checklist.

Project: | NO UAT Testing 2 -
|(' "“WD‘E"’“G Chk-A-38342; |1-08A Instrument Installaticmo
Status Category Responsible Team Last Modified By Last Modified Dak@
closed Instrumentation e 2y Kiewit 6/25/2020 6:25 AM
- = Zach Dil
Description Location Element Id
PIT-5100 (X22240)
sub type Priority Resolution Date Resolved By
PRESSURE TRANSMITTER 6/25/2020 6:25 AM
Resolution Note Checklist Type
BITR
(4 )
Show Resolved: | cussons: 27 questions / 27 unresolved Checklist Questions: EXPANDALL  COLLAPSEALL
v Header |
v General |
[ ‘ Acceptance ‘
» Update Status 3 Reassign ¥ Edit I ¥ou do not have permission to modify this item.
a_ ‘ Project update complete ®®

The below Checklist Issue image shows an extension of TBD under the Id field. This is because the Issue
has not yet been published. Once published to the server, the TBD's will turn into a numerical
reference point for the Id.

Issue History:
Status Due Date d Assigned To Updated By

New 3/5/2020 8:00 AM PLI-TBD-HIST-TBD @e InEight we InEight
-n -

[

Within a checklist, users are able to link data such as issues, attachments, and comments based on
user permissions.
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€ Back to 04 DEVICENET POWER SURPLY:

Status Category

open Instrumentation
Description

sub type

LEVEL SWITCH HIGH HIGH

Resolution Note

Show Resolved: v o

= 27 questions / 27 unresolved

v | Header

Chk-A-33869:

Responsible Team

e
-

Location

Resolution Date

Checldist Type
BITR

1-08A Instrument Installation

Last Modified By Last Modified Date

2e M 6/11/2020 12:39 PM
ah
alexmazepa
Element Id
LSHH-42125

Resolved By

Completions User Guide

External Mode

0 Attachments

B Comments
 cxitems
o @
B inspections

Checklist Questions: EXPANDALL  COLLAPSEALL

v | General

[ | Acceptance

Using the first Equipment Inspection checklist item, simply checking the YES button makes the green
check box appear.

Show Resolved: v

s 20 questions / 20 unresolved

Checklist Questions: EXPANDALL  COLLAPSEALL
General ‘
- Equipment Inspection |
e
| Yes | No N/A o
Component detail {type, quantity, materials, etc) match current datasheet 1
P =g s @' E . 2/20/2020
Attachments ~ Comments Issues 202 PM
Yes No N/A O
IP ratings of enclosures, cable glands & sealing washers are hazardous area compliant 1
z g g P b A * 2202020
Attachments ~ Comments Issues 7:26 AM

Alternatively, selecting a NO response turns the item into a red X, and a new pop-up appears asking if
you'd like to create a new issue.

Show Resolved: v

P

ons: 20 questions / 20 unresolved

Checklist Questions: EXPAND ALL

COLLAPSE ALL
General |
- Equipment Inspection |
- -
Component detail (type, quantity, materials, etc) match current datasheet 1
? DG Z ﬂ" E - 2/20/2020
Attachments  Comments Issues 202 PM
IP ratings of enclosures, cable glands & sealing washers are hazardous area compliant 1
5 g g p ] A © 2202020
MNew Issue? Attachments  Comments Issues 212 BM
——

Tags & signage meet project language requirements & are visible

? Update Status > Reassign ¥ Edit
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==

Would you like to create a new issue?

(] A ]

Attachments  Comments Issues

®

2/20/2020

2112 PM
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TIP If you create an issue from a question (with prompt or by a manual link using issues

buttons) the question's issue description will get the question auto populated for
convenience.

3.3.3.1 LINK AN ELEMENT

To learn more about elements, see the Elements lesson.

1 ELEMENT(S) LINKED TO CHK-A-38342 - 0 X
MENT  LINK EXISTING ELEMENT(S)
1 linked directly to Chk-A-38342 Hide
Element Id Element Type Location
PIT-5100 (X22240) TAGGED EQUIPMENT

3.3.3.2 ADD AN ATTACHMENT

To learn more about attachments, see the Attachments lesson.

0 ATTACHMENT(S) LINKED TO "COMPONENT DETAIL (TYPE, QUANTITY, MATERIALS, ETC) MATCH CURR.." = B X

FILE FROM ARCHIVE LIBRARY ADD ATTACHMENT DOWMNLOAD ALL

3.3.3.3 ADD A COMMENT

Comments are tied to a specific checklist item, in this case "Component Detail."

0 COMMENT(S) LINKED TO "COMPONENT DETAIL (TYPE, QUANTITY, MATERIALS, ETC) MATCH CURR..."

ADD COMMENT
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If the Link Existing CX item(s) button is selected, a new pop-up window appears showing all of the Cx
Items, that in our case, can be tied to the ID CHK-TBD: E-001A-Motor Control Center.

To learn more about Cx items, see the Cx Items lesson.

0 CX ITEM(S) LINKED TO CHK-TED

LINK EXISTING CX ITEM(S)

el I= As a configurable item, your project may not have Cx Items, or you may not have the
permission to link to it.

3.3 STEP BY STEP 2 — LINK A CHECKLIST TO A COMPLETIONS TAB

1. From within a Cx Item, click the Checklists button, using our example.

* While there may already be a checklist shown, you can also add other checklists to
this Cx ltem Id

2. Click the Link Existing Checklist(s) button. Alternatively, 3.4 Open and Close a Checklist
on page 67 as in a previous lesson.

3. Select the desired checklist to link.

* By holding down the CTRL key, you can select multiple checklists
4. Click the Link Selected Checklist(s) button.

» A pop-up appears asking if you want to link the identified Cx ltem(s)
5. Check either Yes or No to confirm the linkage.

 If no, you will return to the same screen

« Ifyes, the Checklist(s) are linked and will appear on the Checklists' pop-up and a
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circled numeral will appear next to the Checklists button

) Attachments

Sg Checklists D!

E Comments

TIP If you add an attachment, comment or issue at the top right side of the page, itis
automatically linked to the specific record.

Responsible Team Last Modified By Last Modified Date Description
ag Electrical Sub #1 au InEight 2/20/2020 7:26 AM <Add description here»
- - @ Attachments
Karen Loftus
Priority Created By Created B comments
Level 1/..  high &g InEight 2/20/2020 7:26 AM
-, W Cxltems

0 ISSUE(S) LINKED TC CHK-TBD . Inspections

ADD ISSUE

1
o [lssues

The following step by step outlines the process of linking an element to a checklist.

3.3STEP BY STEP 3 - LINKAN ELEMENT TO A CHECKLIST

1. From the Checklists tab, double-click on the desired Checklist.
2. Click on the Elements button.

3. Click the Link Existing Element(s) button.
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Category Responsible Team
Instrumentation

S
-

2 ELEMENT(S) LINKED TO CHK-A-33869

Last Modified By
sy M-SIX

-
slexmazepa

Last Modified Date
6/11/2020 12:39 PM

LINK EXISTING ELEMENT(S)

IGH
2 linked directly to Chk-A-33869
Element Id Element Type: Loeation
04-DEVICENET POWER SUPPLY TAGGED EQUIPMENT
LSHH-42135 TAGGED EQUIPMENT

Hide

) Attachments

B comments

' Cxitems

}ﬁ( Elements (2]
Inspections

1 issues

4. In the resulting pop-up, select the desired Element Id(s).

5. Click the Link Selected button.

Element Template - Rev ~

4 Back to Chic-A-16622:

B o () concierow () comctontig () copinenring Tog (T77) 150 (511 toop () roect () Srmemt (173) trciore ) Sub-syvtem (520)

Test Package (3] Zane (10)

CLEAR SELECTED ITEMS.

VG-10-V080 Engineering Tag CHECK VALVE

Piping

VG-2-V045 Engineering Tag CHECK VALVE

Piping

VG-2-V049 Engineering Tag CHECK VALVE

Piping

V62 V051 Engineering Tag CHECK VALVE

Piping

VG-2:W052 Engineering Tag CHECK VALVE

Piping

VG-2-V053 Engineering Tag CHECK VALVE

Piping

VG-2:V055 Engineering Tag SELF CLOSING VALVE

Piping

VG-2:V063 Engineering Tag GATE VALVE (SPRING LOADED)
Fiping

VG-2-V064 Engineering Tag GATE VALVE (SPRING LOADED)

LINK SELECTED ELEMENT(S)|

Checklists

1. Click Yes to confirm the linkage(s).

Linking Elements to Chk-A-16622:

VENT (HE(‘K ;mwz

WVENT CHECK VALVE

WVENT CHECK VALVE

WENT CHECK VALVE

VENT CHECK VALVE

WENT CHECK VALVE

SELF CLOSING VALVE

(GATE VALVE (SPRING LOADED)

(GATE VALVE (SPRING LOADED)

2. Click Pending Changes and then Publish.

To learn more about inspections, see the Inspections lesson.
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Q search

1 record selected

NFE FAST LNG / Marine / U-

MTS-821 / 3U-MT5-821-01 / VG-1...

NFE FAST LNG / Marine / U-

MTS-821 / 3U-MTS-821-01 / VG-2-..

NFE FAST LNG / Marine / U-

MTS-821 / 3U-MTS-821-01 / ¥G-2-...

NFE FAST LNG / Marine / U-

MTS-821 7 3U-MT5-821-01 / VG- 2-..

NFE FAST LNG / Marine / U-

MTS-821/ 3U-MTS-821-01 / VG-2-...

NFE FAST LNG / Marine / U-

MTS-821 / 3U-MT5-821-01 / ¥G-2-...

NFE FAST LNG / Marine / U-

MTS-821 / 3U-MTS-821-01 / VG-2-~...

NFE FAST LNG / Marine / U-

MTS-821 / 3U-MTS-821-01 / VG-2-...

NFE FAST LNG / Marine / U-

X

Showing 19408 of 18410 records

iy

CLEAR FILTERS

renomis vroares (B) (@
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0 INSPECTION(S) LINKED TO CHK-00009 - 0 X%

ADD INSPECTION LINK EXISTING INSPECTION(S)

3.3.3.6 ADD OR LINK AN ISSUE

To learn more about issues, see the Issues lesson.

0 ISSUE(S) LINKED TO CHK-00009 - 0 Xx

ADD ISSUE LINK EXISTING ISSUE(S)

3.4 OPEN AND CLOSE A CHECKLIST

You can access Checklists by selecting the Checklists icon at the bottom of the screen.

> Update Status > Reassign 3 Edit

3.4.1 OPEN A CHECKLIST

3.4 STEP BY STEP 1 — OPEN AN EXISTING CHECKLIST

1. Click on the Checklists icon at the bottom of the screen.

» The list of existing checklists appears

2. Search through the existing checklists, then double-click on the desired checklist,
Coatings Inspection Checklist in our example.
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Completions User Guide

Checklists Q = X
Showing 4399 of 4399 records
apen [0179) - 3h ¢
1 recerd selected A
CLEAR PLTERS
CLEAR SELECTED ITEMS
open S30/2022 200 PM Chk-A-03996 PKS-FRM-COAT-0.01.01 Coatings  PKS-FRM-COAT-0.01.01 Costings  COWT =
nspection Checkdist REV 0 Inspection Checklist REV 0
VGER / 260 P
-
open /3072022 209 PM Chic-A-04215 PRS-FRM-COAT-5.01.01 Coatings  PKS-FRM-COAT-8.01.01 Coatings  COAT
Inspection Checklist REV 0 Inspection Checklist REV 0
VGCP [ 261 ™
-
open S/30/2022 200 PM Chik-A-04341 PKS-FRM-COAT-2.01.01 Costings  PKS-FRM-COAT-9.01.01 Coatings  COAT
Inspection Checklist REV 0 Inspection Checkdist REV 0
VGCP [ 261 .
-
open 5/30/2022 209 PM Chic-A-04090 PS-FRM-FIPE-506.07 Post Test  PKS-FRM-PIPE-50607 Post Test  Fiping
Inspection REV 0 Inspection REV 0
VGCP /26X I
-
open 5/30/2022 209 PM Chic-A-04287 PS-FRM-COAT-9.01.01 Coatings  PKS-FRM-COAT-8.01.01 Costings  COAT
Inspection Checklist REV O inspection Checklist REV O
VGCP /26X 2
open 5/30/2022 209 PM Chic-A-04059 PRS-FRM-PIPE-5.02.02 Fipe Support PKS-FRM-PIPE-5.0202 Pipe Suppont Fiping
Checklist REV 0 Chedidst REV 0
VGCP /26X

Q View Checklist Detalls > Reports... » Reassign » Execute Placeholder » Edit Checklistis)

e The given checklist appears

Show Closed Checldists

@@

#3120 Clicking on the checklist once, places a yellow box around the checklist.

Clicking on the checklist a second time opens it.

Where available, you can also open a checklist from within a specific Cx Item, Issue, Inspection or
Element. Though the Checklists button is available to select, it doesn't mean that each item has an
existing checklist created, as shown in this Inspection.

Page 68 of 234

InEight Inc. | Release 25.3



Completions User Guide 3.4 Open and Close a Checklist

Project | NO UAT Testing 2 -
4 Back to Issues PLI-TBD: New
Subtype Category Summary Responsible Team Subcontractor
Mech 09 - Mechanical Tagging &« InEight Training .
- -
Karen.Loftus
Location Description Due Date
Campus 8 Add description here 6/29/2020 8:00 AM

@ Attachments

Last Modified Last Modified By Created Created By . Resolufionates==+==**""""" ——— o
6/26/2020 7:54 AM & InEight Training 6/26/2020 TSAAM L, o InEight Trating """ """ @ Ehe
9

B comments
Resolution Note 0 CHECKLIST(S) LINKED TO PLI-TBD  Gotems 0"
M al R ired CREATE NEW LINK EXISTING CHECKLIST(S) ?ﬁ{ Elanll';s'
laterial Requi ., o
E-\nspe:lmns
(¥) Issue Category A ‘..’

If there were a checklist to address, there would be a number to the right of the Checklists button.

3.4 STEP BY STEP 2 — OPEN A CHECKLIST FROM WITHIN ANOTHER TAB

1. Open a Cx Item, Issues, Inspections or Elements tab.
2. Double-click on a specific item, in this case Element 04-DEVICENET POWER SUPPLY.

3. Seeing there are 3 linked checklists, click on the Checklists button.

€ Back to Elements 04-DEVICENET POWER SUPPLY: TAGGED EQUIPMENT
Hlement Id Hement Type Element Status Location
04-DEVICENET POWER SUPPLY TAGGED EQUIPMENT On-Hald
sub type Hierarchy Value
DISTRIBUTION BOARD .00 £ 04-DEVICENET POWER SUPPLY
D Attachments [1]
Certificates
() Tag Detail
@ System B comments
(%) Procurement Details gﬁ Clements [ 4]
(%) Cantractor Details
1 tssues
() Drawing Information
() Testing Information
(%) Engineering Information
() Vendor
() system Information
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 In the pop-up box, the link of checklists appear

3 CHECKLIST(S) LINKED TO 04-DEVICENET POWER SUPPLY

‘CREATE NEW

LINK EXISTING CHECKLIST(S)

3 Checklist(s) linked directly to 04-DEVICENET POWER SUPPLY

Hide

AITR

Status Spiid Template Name

Element Id Responsible Team Category

Checklist Type

open Chk-A-33869

LSHH-42135 - Instrumentation
-

BITR

open Chik-A-34628

LW-2414A (X20684) ™ Instrumentation
-

CITR

open Chk-A-39456

PSV-5202 (X22236) '™ Instrumentation
-

4. Double-click on a checklist, ID # Chk-A-33869 is our example.

3 CHECKLIST(S) LINKED TO 04-DEVICENET POWER SUPPLY

CREATE NEW

LINK EXISTING CHECKLIST(S)

3 Checklist(s) linked directly to 04-DEVICENET POWER SUPPLY

Hide

AITR

Status Spiid Templats Name

Elemaent Id Responsible Team Category

Checklist Type

open Chk-A-33869

LSHH-42135 ™ Instrumentation
-—

BITR

open Chk-A-34628

LV-2414A (X20684) - Instrumentation
-

CITR

open Chk-A-39456

PSV-5202 (X222360) -y Instrumentation
-n
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Completions User Guide

e The checklist appears

3.4 Open and Close a Checklist

External Mode
4 Back to 04-DEVI we Chk-A-33869: |-08A Instrument Installation )
Status Category Responsible Team Last Modified By Last Modified Date
open Instrumentation o 4 MSIX 6/11/2020 1239 PM
ah ah
alexmazepa
. ) O Astschments
Description Location Element Id
LSHH-42135 B comme s
sub type Priority Resolution Date Resolved By o o
LEVEL SWITCH HIGH HIGH
Resolution Note Checkdist Type K tements e
BITR
B2 inspections
1 tssues
Show Resolved: | Cuestions 27 questions / 27 unvesolved Checklist Questions: | b wa
v Header
v General |
e \

5. Assuming you have the authority to do so, click the Execute button, ensuring the most current

Checklist is applied to the Element.

This item cannot be modified because it is not executed

EXECUTE

6. Click the carrot to the left of each Category to view each drop-down list of questions.

7. Answer each checklist question. Doing so turns the question into a resolved item -- with a
green check mark appearing along the right column, and an update date and time.

U = !

Attachments Comments Issues

Reassigning a checklist may be important when:

InEight Inc. | Release 25.3

3/30/2020
10:12 AM
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» Another individual or team is more knowledgeable

» Another team or person has the subject matter expertise, and want to get to the project site
more quickly

* Animproper team was initially identified to complete the checklist
» You have been pulled off this project

» You are going on vacation and won't return until after the checklist is due

3.4 STEP BY STEP 3 — REASSIGN A CHECKLIST

1. Click the Reassign button.

2. In the resulting pop-up window, click on the Pencil icon.
» Another pop-up appears showing the list of teams and people to be assigned
3. Click on the team, and further drop down as needed to indicate the proper person/team.

4. Select OK.

row Resolved: « Cusstions: 20 questions / 18 unresalved

| General

“ | Equipment Inspection lectrical Sub #2

Apple Tony
| Mark Stan Q_I
Example Design Team #1
Example Design Team #2
Example GC

I

I

I

I Example Management Team
I Example Owner Team
I

I

I

I

Component detail (type, quantity, materials, etc) match current datasheet

Example QC Team #1
Example Safety Team #1
Example Safety Team #2
InEight
I Mechanical Sub #1
Mechanical Sub #2

IP ratings of enclosures, cable glands & sealing washers are hazardous area complia
‘

Tags & signage mq&'f project lang

.
0

» Update Status| » Reassign | > Edit__.......:
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For those checklists you create, and where you have authority to do so, you will have the ability to edit
and close the checklist.

While an entire Checklist must ultimately be completed, you may only have the need or time to answer
a portion of the questions in one sitting.

After each series of questions have been answered, click the Pending Changes button. This ensures
your responses are locked in and cannot be overwritten by another user.

Once all questions have been answered in the checklist, click Update Status.

Add a comment to the Resolution Note field and click OK.

W[eag= If all questions have not been resolved, a pop-up appears indicating the checklist cannot
be closed, because either there are questions still unanswered, or haven't been saved.

Depending on the type of permissions you have, you might not have the correct permissions to modify
an existing checklist. If this is the case, when you open an existing checklist, a warning appears. Then,
the Update Status > Reassign > Edit link is disabled, as shown below.

| ? Update Status » Reassign ¥ Edit | <= You do not have permissicn to madify this item.

Project loaded PENDING UPDATES () (3)

You can close the checklist by clicking the Back to Checklists button.

Online completion of a checklist housed in Completions, might not be an option for you and your
organization if:

e Your organization or market do not have the ability, access or funds to deploy iPads at all
locations

¢ It might not be physically safe (exposure risk)

e Wet signatures are still needed on some documents
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If any of these is the case, a paper checklist fills the gap. The existing checklist in Completions is
downloaded and saved, manually completed, and then imported back into Completions as processed

and closed.

The system is designed to hand-off a stack of Checklists to the admin, who orders them, and scan in all
the paper into a PDF document. After all is scanned in, the above process would be completed and

many checklists would be completed.

3.5STEP BY STEP 1 - ENABLE EXTERNAL MODE

1. From an executed Checklist, turn the External Mode button to On.

2. Click OK in the dialog box to proceed.

Checklist Questions: BEPANDAL | COLLAPSEALL

> Update Status > Reassign > Edit

The following steps walk you through creating a PDF, or paper version, of a checklist.

3.5 STEP BY STEP 2 - CREATE A PAPER CHECKLIST

1. From the Checklists tab, locate and select the desired checklist.

2. Click Reports > Generate PDF Report.
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Excel Checklist Overview

3. Selectif a single PDF will be created. Multiple PDFs or a Summary Report are also
options.

Kiewit

EXPORT A PDF REPORT

Export a PDF Report

®) Single PDF for item Chk-A-28287
() Multiple detail PDF reports for all visible items
() Summary Report

[ ] Comments
|| Connected Records
[_] Attachments

3

SAVETO  CAMNCEL

P Flectrcal

4. Click Save To to confirm the export.

5. Navigate to where you want to save your PDF, and then click Save.

‘o= If the Multiple detail PDF reports option is selected, PDFs of all visible
records arwill be generated.

The resulting PDF paper checklist shows with the bar code on the top and all checklist questions
beneath it.
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oo =
i @ =

Checklist
Chk-A-28287

© HeDhs

7/2/2020 12:50 PM

NO UAT Testing 2

m
2z
<a
Q

Status
open

)

Attachments: 0 Comments: 0 Cx Items: 0 : Inspections: 0

Checklist Information

GNEEROOI 7NN

£

Description:

6. Manual documentation on the paper checklist can now be added.
7. When the checklist is completed, click the Close button on the PDF.

The following steps walk you through how to import the completed paper checklist into Completions.
This requires the project admin role assignment.

3.5STEP BY STEP 3 - IMPORT COMPLETED PAPER CHECKLIST FILE

1. Click ADMIN tab, and then select Import Record File.

e AN B s il B B B AN o g spnd B Do s promsaminnmn, _pomcsisnd® s, g

2. Pull up the completed checklist.
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Import Record File Document Manager
¥ | Status | Spid | TemplateName  Eementld | ResponsibleTeam | Category | CheckiistType | Template Class Version | PageNumber | Page Count | Import Summary Modified

7 open  Cricazeas 90722 rsrumentation — 1 0 Soccess 3

I

Lot ot st AN D BTV e i et a0 JT ot B B A ol e P I e NP WG gy

1 0f 1 records are selected save canceL

8 B8 B R [ wurontss| ® @

»

3. Select the check box, and then click the SAVE button to process the checklist and close.

4. Preview the PDF.

File: CA\Users\ username \Documents\Chk-A-28287-2020-07-02T12-52-39.pdf

Import Record File Document Manager

Checkdist Type | Template Class Version | Page Number | Page Count | Import Summary Modified

Success ra

v | Status | Spiid Template Name | ElementId | Responsible Team | Category

v| open

Chk-A-28287

BACK

[BBE%DHMH11 »ulkkwlseaa)

There can be more than one checklist in a PDF. The system reads the first page QR Code
and scans subsequent pages looking for other QR Codes. If located, it separates the PDFs
from each other.

TIP

The following steps outline how to preview and edit checklist record information before completing
the record. The Admin who is completing importing the paper checklists is automatically assigned as
the individual who Resolved the Checklist on the date and time that the admin imported the checklist.
Since this is not accurate to the checklist contents, the admin can use the edit feature to call out the
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individual who did execute the checklist and change the date in the system to reflect the executed
paper document.

3.5STEP BY STEP 4 — EDIT CHECKLIST RECORD INFORMATION

1. Click the Edit icon.

zam | Category Checklist Type | Template Class Version | Page Mumber | Page Count | Import Summary Meodified |

InstrumentationBITR 1 il Success M

UPDATE CHECKLIST RESOLUTION

Chk-A-28287 3

&
Resolved By - 4
Resolution Date | 7/2/2020 1254 PM

Resolution Note

(0 out of 750 characters) OK  CANCEL

2. Update the following three items in the dialog box, if necessary:
Resolved By name
Resolution Date and time

Resolution Note (freeform)
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3. Click OK when complete.

» This information is uploaded and the Modified column shows a dot

Import Record File Document Manager

v| | Status | Spiid Template Name | Elementld = ResponsibleTeam | Category | ChecklistType | Template Class Version | Page Mumber | Page Count | Import Summary Modified
el _-

@ J}npen Chk-A-28287 FIT-90722 InstrumentationBITR 1 10 Success

4. Click SAVE, and then click Yes to confirm the update.

il 12:52.39 pe
mportRecord FieDocument Mansger
v | status | Spid Template Name | Elementld | ResponsibleTeam | Category | ChecklistType = Template Class Version = Page Number | Page Count | Import Summary Modified
V| open  Cheazser fm.90722 nstrumentatin e 1 10 Success B/
DI R o WY NS W e Sy e e A ) — e | L

N Y e I sy O o Y e i Y V)

l 1.0f 1 records are selected save canceL

5. Return to your Checklist record, and the checklist shows as Closed.

Checklists Q | searc

conet (1) open (G5 o ()

closed { Chi-A-28287 FIT-90722 s Instrumentation BITR -

MeJg= If the checklist is re-opened and Attachments is selected, the Attachment can be viewed
and the Resolution Note is shown.

External Mode
€ Backto Checkdists Chk-A-28287: 1-08A Instrument Installation
Status Gategory Responsible Team " i Descrption
Josed nstrumentaion i 0 MSIX 77212020 1256 PM
- L -, [Ye——
Location Element 1d sub type Priority Resolution Date Resolved By B Comments
0722 FLOW INDICATING TRANSMITTER 7272000 1254 M oo MSIX
v ¥ cotens
P dlexmazepa
1 ATTACHMENT(S) LINKED TO CHECKLIST 'CHK-A-28287" % B 0
Inspections
1 e

v {1 Attachment(s inked directy to Checklist ‘Chk-A-28287"
Chk-A-28287.palf

6186K8 Downloaded N
Checklist Questions: | BxPAND ALL || CoLLAPSE ALL

Show Resolved: v/ cuessons 27 questions / 27 unresolved

Header

General

Acceptance

Now the checklist is completed.
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LESSON 4 — ISSUES
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\[e3g= The InEight Completions product is highly customizable per your specific project
requirements. Tab order and its functionality may differ than what is shown.

InEight Completions Issues can be defined as: a to-do list, a type of a deviation, or a type of non-
conformance that eventually needs to be corrected.
A Completions Issue can be created at several points during the Completion process.

Example: "A safety manager notices a safety hazard related to a piece of equipment. The safety
manager finds the relevant item, opens the safety phase, and creates the issue as "New" to be
reviewed and fixed.

Below is an example of how an Issue could flow through your project. This is only one representation
of an Issue flow; your organization may have a completely different setup.

1. Issue Validation
2. Issue Fix Validation
3. Final Approval
1. Issue Validation 2. Issue Fix Validation 3. Issue Final Approval
% New Fixed
7] - -
- ]
8 LJ s
':% Disputed 4—:—> Open _— Fix
- :
@ Fequestes Fequesh
% Withdrawn ‘ ‘M“ = :;:::’
S (= I
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Overview - Create New Issue

S

A Subtype is a pre-defined classification for the issue.

2 This is a drop-down option. A Category describes the issue that is being reported.
Both Category and Summary are conditional to one another.

3 This is a drop-down option. The Summary depicts issue. Both Category and
Summary are conditional to one another

4 The Responsible team is in charge of making sure the issue gets fixed. Each
project can interpret Responsible team differently, depending on business needs,
procedures, and associated people.

5 The Subcontractor is responsible doing the actual work to get the issue fixed. Each
project can interpret Subcontractor differently, depending on business needs,
procedures, and associated people.

6 The Location is where the Issue has taken place. This is a pre-defined set of
options.

7 This is brief Description of the issue with a 750 character length.

8 The Due Date is the date when the Issue is expected to be fixed.

Me)g= The Create New Issue fields and their associated values (drop-downs, text fields, etc.) are
all configurable. Each project has the ability to construct the appropriate field types and
their definitions.
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€ Cancel Create New Issue

* Subtype PLI | COR

* Category 9 -

* Summary -

* Responsible Team :" o 7
Subcontractor ;" rd

* Location @ s

: Description

© 9000 9

* Due Date 2/23/2020 8:00 AM
*Required Field
TIP In the Description field, it is important to provide a clear description of the issue in order

for the Responsible Team clearly understands the issue.

Once you determine a deviation or an action item for another party, you can start to create your Issue.
In the Step by Step below, some of the selection options may not be available to choose from.

4.1 STEP BY STEP 1 —CREATE A NEW ISSUE

1. Select the Issues module.

2. Click on Create New Issue.

Q View Issue Details ¥ Reports... |» Create New Issue
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w0 N o U R~ W N

Category

Summary

Responsible Team
Subcontractor

Location

Description

* Due Date

*Required Field

InEight Inc. | Release 25.3

For Subtype, select COR.

For Category, select Electrical.

For Summary, select 09-Grounding and Bonding.

For Responsible Team, select Electrical Sub #1.

For Subcontractor select Electrical Sub #2.

For Location select Campus A.

For Description type Missing/Incorrect Core Marker.

Leave the Due Date as current date.

o

Electrical

09 - Grounding & Bonding

wy Electrical Sub #1
Y

@y Electrical Sub #2
-

Campus A

Missing/Incorrect Core Markerl

(29 out of 750 characters)

2/27/2020 8:00 AM [77]

4.1 Create an Issue
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Completions User Guide

10. Select OK. The newly created Issue should look similar to what's shown below.

New

2/27/2020 8:00 AM

au InEight
= paul Trippi

Mote: Missing/Incorrect Core Marker  Signee Tea

dated: 2/24/2020 10:10 AM

Issue History:

COR-TBD-HIST-TBD

au Electrical Sub #1
-

mj Attachments

E Comments

MeJ= The below image shows an extension of TBD twice under the Id field. This is because the
Issue has not yet been published. Once published to the server, the TBD's will turn into a
numerical reference point for the Id.

TIP

& InEight
= paul Trippi

Mot=: Missing/Incorrect Core Marker  Signee Tea

dated: 2/24/2020 10:10 AM

The Issues screen by default displays open issues currently associated with this project.

2/27/2020 500 AM

Issue History:

COR-TBD-HIST-TBD

wu Electrical Sub #1
-

[ Attachments

B comments

Select the Show Closed/Withdrawn checkbox to view all Issues.

COR-00002

Instrumentation 03
Campus A/ BLD-1/ Level 2 / 1-203
COR-00003 Mech "
Campus A/ BLD-1/ Level 2/ 1-203
COR-00004 Lss 03
Campus A/ BLD-1/ Level 2 / 1-203
COR-00005 Electrical 06

Campus A / BLD-1/ Level 2 / 1-203

QView Issue Details  » Reports... ¥ Create New Issue

Page 86 of 234

- Verify Bolt Torque

- Sample Ports

- Conductor Labeling

- Missing/Incorrect Core Marker Failed checklist question: ‘Piping & g4
compenents are restored to sUppo..

Failed checklist question: ‘Al relief  gq
valves, bursting discs & orifice plat.. #m®

Failed checklist question: Flangs g4
check sheets are complete for all re... ™

NOTE ABC123

44 InEight

11/14/2019 2:18 AM

12/12/2019 5:07 PM

1/30/2020 4:48 PM

2/24/2020 2:29 PM

“®® Karenoftus@ineight.com

New

New

New

New

vl

Show Closed / Withdrawn
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As an example, you can create an issue by selecting the Inspections tab. To learn more about
inspections, see the Inspections lesson.

» Some tabs may not be available as they are dependent on how roles and permissions are
defined

> Update Status » Reassign 2 Reschedule » Edit

Within Inspections, double click on an open inspection.

Inspections Q, | Search X

. . Showing 2 of 2 records
Ready for Inspection GJ Ready for QC ﬁJ Y

CLEAR FILTERS

Ready for QC Insp-00001 8/16/2019 &:00 AM Initial Inspection
Campus A /BLD-1/ Level 2/1-203  ay Example GC wy InEight This is my initial inspection....
- -‘jenny

Select the Issues icon located at the bottom right of the page.
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‘(—' Back to Inspections

Inspection Type
Initial Inspection

Subcontractor
wy InEight

-
jenny

Permit #

Drawing #
111-111

Submittal #
1111

Created By

InFinht

Insp-00001: Ready for QC

Scheduled Time
8/16/2019 800 AM

Location
Campus A / BLD-1 / Level 2 / 1-203

Increment

C51 Spec Section

Last Modified
8/15/2019 422 PM

Responsible Team
wg Example GC
-

Note

This is miy initial inspection....

Discipline
Mechanical

REI
123

Created
8/15/2019 4:23 PM

Completions User Guide

mj Attachments
S Checkiists
ﬁ Comments

o

\/ Cx Items

! Issues

el =0 The buttons on the right of the screen are all customizable, and also permission based.

El] Attachments

B comments
W Cxltems o
Inspections
D tesues o

When a checklist response fails, you will get a prompt asking you if you want to create an issue. If you
select Yes, a new issue is created. To learn more about inspections, see the Checklists lesson.
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CABLE SPACING AND SEPARATION ADEQUATE Yes - N/A ®
a [ =] !
‘0‘ Would you like to create a new Issue? Attachments | Comment i | s }; S;SOPM

bryan
Yes No
€ Cancel Create New Issue
Title of Issue Subtype Category Issue Owner
15y . . l S’ -] &= .
Drawing Number Due Date Days Remaining Startup Code ing System Date

/812000 800 AM

Last Modified Last Modified By Created Created By
7/5/200 1237 PM _Admin 7/5/200 1237 PM " I Admin
-

a
bryan bryan

CANCEL

oG wouTss) (B ®
Checklists

ey = The Description field is automatically populated with the checklist question if a
description is required.

An Issue's situation can often change during the Completions lifecycle, and need to be updated to
reflect its current position.

In these cases, it's possible to update the current situation of an Issue using any of the following four
status updates:

« Update Status
» Reassign
» Reschedule

« Edit
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From the Issues tab, double click an issue that needs its status changed.

- o
= Project  Power Template - Wlss ~
Issues Q  search X
Showing 426 of 498 records
New (125) Assigned To Me (1)  Assigned To My Team A
o @ 1 record selected 127
CLEAR FILTERS
CLEAR SELECTED ITEMS
New 1SU-A-00057 NO HEAT TRACE & INSULATION Punchiist 8 peter. InEigl
INSTALLED ON HC LIQUID SYSTEM
New 1SU-A-00058 RO-7002 NOT INSTALLED Punchiist A peter! InEigl
New 1SU-A-00059 Missing/Incorrect Core Marker  punchlist A peter, InEig
Campus A
New 1SU-A-00060 VALVE 70-HL-0033 NOT INSTALLED  Punchlist A peter InEigl
New 1SU-A-00061 LINES 7002 & 7016 NOT INSTALLED  Punchiist A peter, InEigh
New 15U-A-00062 CHECK VALVE 70-HL-0032 NOT  Punchlist A peter. In€igh
INSTALLED
New 1SU-A-00063 VALVE 70-HL-0031 NOT INSTALLED  Punchiist A peter. InEigh
Q View Issue Details > Reports... ¥ Create New Issue 3 Edit Issue(s) ¥ Reassign ¥ Reschedule Show Closed / Withdrawn

Issues

On the bottom left of the Issues screen, notice the four options that play a key role in the maintenance
of an issue.

COMPLETIONS HQ =

Account *  Project  Power Template - W lsst ~

€ Back to Issues. ISU-A-00059: New

Title of Issue Issue Type Subtype Category Status Assignee

Missing/Incorrect Core Marker Isu Punchiist A ¢4 InEight Admin

ah

Campus A peter.

Issue Owner Drawing Number Due Date Days Remaining Resolution Date © Attachments
g InEight Admin Not applicable)

= peter. S Checktsts
Last Modified Last Modified By Created Created By B Comments
8/4/2021 9:58 AM a¢ [InEight Admin 8/4/2021 %:58 AM e¢ [InEight Admin

™ peter. =R peter V Cxltems

EXPANDALL  COLLAPSEALL

Details Worklist or Punchlist - FILLED BY INITIAT

Issue History:

| > Update Status > Reassign > Reschedule > Edit |

n B ®0

Issues
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J[eg= The options for Update Status, Reassign, Reschedule, and Edit options are all
customizable, and depends on how your system is configured. Options depend on how
your system is configured and your user permission level.

> Update Status ¥ Reassign » Reschedule » Edit

The options within the Update Status button can be configured to show various levels of issue
progression, depending on your role and permissions level.

? Update Status |» Reassign 2 Reschedule » Edit

Update Status options are specific to a project. In the below example, the project administrator has
created three Update Statuses: Valid, Withdrawn, and Disputed. Your company may choose a different
variation of statuses. Resolving an issue is discussed in the Resolve and Issue topic.

Update Status

VALID WITHDRAWM DISPUTED

» Update Status > Reassign » Reschedule » Edit

After selecting a status, the Update Issue pop-up window appears, like the one below.
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Completions User Guide

Status Valid

Respeonsible Team 25 y

UPDATE ISSUE - 0 x

Descnption

(0 out of 750 characters)

Ol CAMNCEL

Type in a description for why the Issue is being withdrawn, and select OK.
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UFPDATE ISSUE - O X

Status

Responsible Team 2% ”
The Core Marker has been located on 272472020,

Descniption

(46 out of 750 characters)

OK  CANCEL

After selecting OK, you return back to the Issues Detail view, where you can see all the history events
of this issue including the latest update.

Issue History:

Status Cue Date Id Assigned To
Updated By

2/23/2020 8:00 AM COR-00004-HIST-TED - Electrical Sub #1

-_
au InEight
- paul Trippi
Mote: Signee Team: Signee Person: @J A s
The Core Marker has been located
on 2/24/2020. =8 nte
ommel

Last Updated: 2/24/2020 11:55 AM

4.2.2 REASSIGN

¥ Update Status )lReassign ? Reschedule » Edit

By selecting the Reassign button, you are able to reassign the issue to another party.
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UPDATE ISSUE - 0 X
i &
Responsible Team I:;'-'. R ra
Description
(0 out of 750 characters)
Select a new Responsible Tearn 0K CANCEL

Click the Pencil icon to change the Responsible team, and type in a description for the reassignment
change, then select OK.
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UPDATE ISSUE - 0 x

Responsible Team ;*. Mechanical Sub #1 e
Rej'-.lssigning to Mechanical Sub because this issue needs an engineer to
fix

Description

(74 out of 750 characters)
0K CANCEL
4.2.3 RESCHEDULE
| ¥ Update Status > Reassign »|Reschedule | » Edit

Selecting the Reschedule button allows you to reschedule the issue.

InEight Inc. | Release 25.3

4.2 Issue Maintenance

Page 95 of 234



4.2 Issue Maintenance Completions User Guide

LPDATE ISSUE N o 4
Due Date 2/23/2020 8:00 AM [12]
Descnption

(0 out of 750 characters)

Please update the Due Date 0K CANCEL

Change the Due Date to the desired date, then enter a description for the reschedule reason.
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UPDATE ISSUE

Due Date 3/5/2020 8:00 AM

Rescheduling to March 5th due to resource constraints

Description

(54 out of 750 characters)

0K  CANCEL

4.2.4 EDIT

| » Update Status  » Reassign > Reschedule »|Edit

Selecting the Edit button allows you to edit an existing issue, as long as the correct roles and
permissions are assigned.
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€ COR-TED

Category

Summary

*

Responsible Team

Subcontractor

E)

Location

Description

*

Due Date

*Required Field

COR

Electrical

09 - Grounding & Bonding

wg Mechanical Sub #1
Y

@y Electrical Sub #2
-

Campus A

Missing/Incorrect Core Marker

(29 out of 750 characters)

3/5/2020 8:00 AM [7%]

Edit Issue

Completions User Guide

Below is an example of how an Issue could flow through your project. This is only one representation
of an Issue flow; your organization may have a completely different setup.

1. Issue Validation

2. lIssue Fix Validation

3. Final Approval

Page 98 of 234

InEight Inc. | Release 25.3



Completions User Guide

1. Issue Validation
Grygnal Requesier

New

Open Status

2. Issue Fix Validation

Trade, GC

Fixed

Validation

............

Closed Status

4.3 Resolve an Issue

3. Issue Final Approval

Gc ' Cnginal Reguester, GC
'

---] FixRejected |

Open

Fequester

Approved by
Requester

An Issue can be resolved by first navigating to the Issues tab, then double-clicking into the desired

issue record.

NCK@ New@ Assign!dTuMe

Issues

NCR-TBD Electrical

03 - Conduit 360 Degree Rule test 535

#g Mechanical Sub #1

“=™ Blackman Chris

2/25/2020 815 AM New Campus A/ BLD-1 / Level 2/ 1-203
NCR-TBD Electrical 06 - Conductor Labeling test 999 ay Mechanical Sub #1
- .
Blackman Chris
2/25/2020 &16 AM New Campus A/BLD-1/ Level 2 /1-203

At the bottom of the screen select the > Update Status menu option.

2 Update Status

» Reassign ? Reschedule 2 Edit

Your project administrator is responsible for creating the Update Issue status types. The status types

are determined by your project management team during the project kickoff meeting.

Below is showing an example of two possible Issue Update Status options.

InEight Inc. | Release 25.3
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Update 5Status

RESOLVED WITHDRAWM

¥ Update Status > Reassign » Reschedule » Edit

In this example, after selecting Resolved, an Update Issue pop-up box appears allowing you to:
* Modify the Responsible Team
» Add a resolved issue description

After typing in some notes to describe the resolution, select OK.

UPDATE ISSUE - 0 x

Status Resoclved

Respeonsible Team 25 Example GC y

lssue with the circuit breaker box has been fixed. New box has been
replaced.

Descnption

(79 out of 750 characters)

Ol CAMNCEL

The Issue is now resolved.
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Status

New 2/28/2020 200 AM

2/28/2020 8:00 AM

Issue with the circuit breaker box has
been fixed. New box has been repl...

InEight Inc. | Release 25.3

d

NCR-TBD-HIST-TBD

NCR-TBD-HIST-TBD

Assigned To

&y Example GC
-n

#y Example GC
-_

ed: 2/25/2020 9:32 AM

4.3 Resolve an Issue

&y InEight

™ Karen Loftus

#y InEight
=R Caren Loftus

0 Attachments

B comment:
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LESSON 5 — INSPECTIONS
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o= The InEight Completions product is highly customizable per your specific project
requirements. Tab order and its functionality may differ than what is shown.

EXAMPLE: A field engineer is performing a weekly walk. He finds the relevant inspection, updates the
information, assigns the responsible parties, and finally updates the inspection status.

In order to create a Inspection, do the following:

5.1 STEP BY STEP 1 - CREATE A NEW STANDALONE INSPECTION

1. Click on the Inspections tab.
2. Click on the Create New Inspection button.
QView Inspection Details » Reports...
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e The Create New Inspection window appears

€ cancel Create New Inspection

* Inspecticn Type -
* Scheduled Time | 2/25/2020 8:00 AM

* Responsible Team ;-‘. rd

@« InEight

Subcentractor *=® Karen.Loftus@ineightcom

* Location Fd

MNote

Permit # -
Drawing #

C5| Spec Secticn

RFI

Submittal #

*Required Field

nspections

3. Select the Inspection Type from the drop-down.

Inspecticn Type &

* Crheduled Time | Equipment Inspection

Final Inspection
el Initial Inspection
Material Inspection

B Y: L= M0 | a = e g el ]

Subcontractor

Location r

4. Update the Scheduled Time if not accurate by clicking on the Calendar icon.
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5. Select a Responsible Team/Person by clicking on the Pencil icon, and drilling down as

needed.

6. Select the Subcontractor by clicking on the Pencil icon.

7. Select the Location by clicking the Pencil icon and drill down to the appropriate location.

#

Inspection Type | Material Inspection

*

Scheduled Time | 2/25/2020 8:00 AM

* A @s InEight
SRR USRI ) Karen.Loftus@ineight.com
* Subcantractor :.'- InF_lght_ )
Jenny Libin
x .
Location Campus A / Utility BLD / Level 1/ 1-101
Mote
Permit #
Discipline () sELECT
Drawing #

C5l Spec Section
RFI
Submittal #

*Required Field
mP

Select Location

4 Campus A

b Office Complex

P BLD-1
[+ BLD-2
P BLD-3

4 Utility BLD

4 level 1

P Campus B

» These first five fields are mandatory, as noted by the red asterisk to the left of the

field's name

8. Complete the remaining fields as appropriate.
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9. Click OK.

» As aresult, the new Inspection item will appear in the Inspection History

Inspection History:
Stanus id Updsted Scheduled Time Updated By
Assigned To
Ready for Inspection Insp-TBD-IR-TBD 2/24/2020 11:58 AM 2/25/2020 8:00 AM

24 InEight
=™ Karen.oftus@ineight.c

5.1.2 OPEN AN EXISTING INSPECTION

With one or more inspections already planned and assigned, you might need to pull up an existing
inspection.

By double clicking on any singular Inspection tile, edits can be made via:
¢ Adding an Attachment
e Making a Comment

« Identifying an Issue

5.1.2.1 ADD AN ATTACHMENT

To learn more about attachments, see the Attachments lesson.

0 ATTACHMENT(S) LINKED TO INSPECTION HISTORY "INSP-TBD-IR-TBD"

FILE FROM ARCHIVE LIBRARY ADD ATTACHMENT DOWRNLOAD ALL

5.1.2.2 ADD OR LINK A CHECKLIST

To learn more about checklists, see the Checklists lesson.
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0 CHECKLIST(S) LINKED TO INSP-00003

ADD CHECKLIST LINK EXISTING CHECKLIST(S)

5.1.2.3 ADD A COMMENT

When added, comments are tied to a specific inspection, in this case "INSP-TBD-IR-TBD."

0 COMMENT(5) LINKED TO INSPECTION HISTORY ‘INSP-TBD-IR-TBD"

ADD COMMENT

5.1.2.4 ADD OR LINK CX ITEMS

To learn more about Cx Items, see the Cx ltems lesson.

0 CX ITEM(S) LINKED TO INSP-00003

ADD CX ITEM LINK EXISTING CX ITEM(S)

5.1.2.5 ADD OR LINK AN ISSUE

If the Issues button is selected, a new pop-up window appears where an Issue can be added, or links
made to current, existing issues.

To learn more about issues, see the Issues lesson.

0 ISSUE(S) LINKED TO INSP-TED-IR-TBD

ADD ISSUE LINK EXISTING ISSUE(5)

If the Link Existing Issues button is selected, a new pop-up appears identifying New Issues.
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5.1 STEP BY STEP 2 — LINK EXISTING ISSUES TO AN INSPECTION

1. Click on Inspections.

Double-click on an Inspection line item.

Click on the most current Ready for Inspection line item in the Inspection History.
Click on the Issues button.

Click the Link Existing Issue(s) button.

From the resulting pop-up window, select the New Issue to link.

N o g M e DN

Click on the Link Selected Issue(s) button.

4 Backto Insp-00001: Linking Issues to Insp-00001: Q seerch X

- Showing 3 of 3 records Y
COR (3] New
1 record selected
CLEAR FILTERS

d Category Summary Description Subcontractor
Created Status Location o
COR-00002 Instrumentation 03 - Missing/Incorrect Core Marker  Failed checklist question: ‘Piping 8 @
components are restored to suppo... ==
11/14/2019 218 AM New Campus A/ BLD-1/ Level 2/1-203
COR-00003 Mech 17 - Verify Bolt Torque Failed checklist question: ‘All relief @y
valves, bursting discs & arifice plat.., ==™
12/12/2019 5:07 PM New Campus A/ BLD-1/ Level 2/ 1-203
COR-00004 LSS 03 - Sample Ports Failed checklist question: ‘Flange ™
-

«check sheets are complete for all re...

1/30/2020 448 PM New Campus A/ BLD-1/ Level 2 /1-203

| LINK SELECTED ISSUE(S} IE Show Closed / Withdrawn

8. Click Yes to confirm linkage.

Link lssue(s)

oy Do you want to link 1 lssuefs)?
. COR-D0002

Yes Mo
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* Now the issues button has a new item identified

4= Back to Inspections

Inspection Type Scheduled Time

Equipment Inspection 10/4/2019 8:00 AM

Location Note

Campus A/ ELD-1/ Level 2

Discipline Drawing #

Piping

Submittal # Last Modified
10/3/2019 953 AM

Status d

Assigned To

Ready for Inspection Insp-00001-IR-07

& InEight

= Matthew:Macaras@ineight.com

Note:

Insp-00001-IR-06
o InEinhs

» Update Status > Reassign » Reschedule » Edit

Insp-00001: Ready for Inspection

Responsible Team Subcontractor
& InEight & InEight
- an

Matthew.Macaras@ineight.com Matthew.Macaras@ineight.com

Permit # Increment
) Attachments
€51 Spec Section RFL S Checkists
B comments
Created Created By
10/2/2019 9:31 AM ay InEight W Cxltems
-

Matthew.Macaras@ineight.com

Inspection History:

Updated Scheduled Time Updated By
10/3/2019 8:53 AM 10/4/2019 &:00 AM g InEight
-

Matthew.Macaras@ineight.com

Signature. s InEight U Attachments
e P men
= MatthewMac.. ¢

B comments

10/3/2019 9:45 AM 10/4/2019 8:00 AM ¢ InEight

*=® Matthew.Macares@ineight.com

At times, rescheduling an Inspection may be necessary.

5.2 STEP BY STEP 1 — RESCHEDULE AN INSPECTION

1. Click on the Inspections tab.

2. Double click on a particular Inspection history tile.
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3. Click on the Reschedule button.

» Update Status 2 Reassign || » Reschedule | Edit

il

nspections

4. Click on the Calendar icon.

5. From within the pop-up window, select a new date and time for the inspection.

UPDATING INSP-TBD

Scheduled Time 2/25/2020 5:00 PM 114 ]

Su Mo Tu We Th Fr 5a

26 27 28 29 30 31 1
2 3 4 5 6 7 &
9 10 11 12 13 14 15
Note 18 17 18 19 20 21 22
23 L8 25 26 27 28 29
1 2 3 4 5 6 7

(19 out of 750 characters) AUTOFILL NOTE FROM LAST UPDATE

0K CANCEL

6. Click outside the calendar window area to return to the main pop-up window.

7. Type in an explanatory note.
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8. Click OK.

» As aresult, the Scheduled Time and Inspection History will be updated

€ Back to Inspections Insp-TBD: Ready for Inspection

Inspection Type Scheduled Time Responsible Team Subcontractor o
Material Inspection 2/25/2020 5:00 PM a4 InEight a4 InEight
= DaulTrippi@Inight.com ™ Jenny Libin
Location Note Permit # Increment
Campus A / Utility BLD / Level 1 /... U atachments
Discipline Drawing # CSl Spec Section REL S Checkiists
B comments
Submittal # Last Modified Created Created By
2/24/2020 12:24 PM 2/24/2020 11:58 AM a4 InEight V' Cxitems
- )
Karenloftus@ineightcom
1 issues
Inspection History:
Status. d Updated Scheduled Time Updated By
Assigned To
Ready for Inspection Insp-TBD-IR-TBD 2/24/2020 12:24 PM 2/25/2020 5:00 PM a4 InEight
*=® Karen.Loftus@ineight.com
23 InEight
PaulTrippi@InEight.com
Ready for Inspection Insp-TBD-IR-TBD 2/24/2020 12:08 PM 2/25/2020 8:00 AM 2 InEight
- .
Karen.Loftus@ineight.com

g2 InEight
=™ paul Trippi@InEight.com
Ready for Inspection Insp-TBD-IR-TBD 2/24/2020 11:58 AM 2/25/2020 8:00 AM au InEight A

» Update Status 3 Reassign » Reschedule Y Edit

Project upd PENDING UPDATES @ @

late complete

Editing an inspection, especially by adding data in non-required fields can be helpful to yourself and
others if you infrequently work on a given project, or as further information becomes available such as
a Submittal number, Permit number, Drawing number, etc.

5.2 STEP BY STEP 2 —EDIT AN INSPECTION

1. Click on the Inspections tab.

2. Click on the Edit button.
3. Update fields as appropriate.
4. Click OK.
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Mleli= The below Inspection Issue image shows an extension of TBD under the Id field.
This is because the Issue has not yet been published. Once published to the server,
the TBD's will turn into a numerical reference point for the Id.

Issue History:
Status Due Date d Assigned To Updated By

3/5/2020 8:00 AM PLI-TBD-HIST-TBD wg InEight wg InEight
I I “=® Karen.loftus @ineight.com - Karen.Loftus@ineight.com

At times, it may be appropriate to reassign an inspection to another team/person.

5.2 STEP BY STEP 3 — REASSIGN AN INSPECTION

1. Click on the Inspections tab at the bottom of the screen.
2. Double click on a particular Inspection tile.

3. Click the Reassign button.
4

. Inthe resulting pop-up window, click on the Pencil icon.
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5. Select a person or team from the list, drilling down as necessary.

UPDATING INSP-00003

@« InEight

Responsible Team  ad o | Trippi@InEight.com

e

I InEight

g4 MNote
|
(0 out of 730 characters) AUTOFILL NOTE FROM LAST UPDATE
Select a new Responsible Team 0K CANCEL
Signature: o

6. Type in an explanatory note.
7. Click OK.

» As aresult, the Inspection History is updated with the change

Inspection History:

Stanus Id Updated Scheduled Time Updated By
Assigned To
Ready for Inspection Insp-TBD-IR-TBD 2/24/2020 12:08 PM 2/25/2020 8:00 AM &4 InEight

a8

Ksren.l oftus@ineight.com

24 InEight
=™ DaulTrippi@InEightcom  -«ff—
Ready for Inspection Insp-TBD-IR-TED 2/24/2020 11:58 AM 2/25/2020 8:00 AM & InEight

"™ KorenLoftus@ineight.com
¢4 InEight

"™ Koren Loftus@ineight.com

5.3 COMPLETE AN INSPECTION

As an Inspection becomes complete, it's important to Complete the Inspection to attain an accurate
and timely project.
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5.3 STEP BY STEP 1 —COMPLETE AN INSPECTION

1. From within a specific inspection, click on Update Status.

2. Click on the Passed icon.

1-IR-07

Update Status

@ CAMCELLED

» Update Status » Reassign » Reschedule » Edit

InEimk

3. Inthe subsequent pop-up window, type in an explanatory note.
4. Click OK.

UPDATING INSP-00001

Status Passead

ww [InEight 7

Responsible Team ot Matthew.Macaras@ineight.com

<add note here>»

MNote

=

|[=7]

(15 out of 750 characters)

OK | CANCEL
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5. Inthe next pop-up window, add your signature, if required.

6. Click OK.

Completions User Guide

SIGNATURE REQUIRED

=N

ag InEight
MR KarenLoftus@ ineight.com

Signature Required

OK

CAMNCEL
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» As aresult, the Inspection item is shown as Passed

€ Back ta Inspections | Insp-00001: Passed |
Piping .
B comments
Submittal # Last Modified Created Created By
2/24/2020 1:27 PM 10/3/2019 8:31 AM a4 InEight V Cxitems
- ;
Matthew.Macaras@ineight.com
1 issues [1]
Inspection History:
d Updatec Schedule Updated By
Insp-00001-IR-TBD 2/24/2020 1:27 PM 10/4/2019 8:00 AM @y InEight
-
Karen.Loftus@ineight.com
s InEight
“* MatthewMacaras@ineight.com
Ready for Inspection Insp-00001-IR-TBD 2/24/2020 1:15 PM 10/4/2019 8:00 AM a4 InEight
-n .
Karen.Loftus@ineight.com
o InEight
=™ Matthew.Macaras@ineight.com
s 0 Attachments
B comments
I tssues
Ready for Inspection Insp-00001-IR-07 10/3/2019 9:53 AM 10/4/2019 8:00 AM a4 InEight
- :
MatthewMacaras@ineight.com
&4 InEight
=™ MatthewMacaras@ineight.com
Insp-00001-IR-06 10/3/2019 9:45 AM 10/4/2019 8:00 AM a4 InEight -~
L TP e
» Update Status 3 Reassign » Reschedule ) Edit
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LESSON 6 — ELEMENTS

LESSON DURATION: 20 MINUTES

LESSON OBJECTIVES

After completing this lesson, you will be able to:
» Work with Elements
» Navigate Element hierarchy

» Import and load data into Elements

TOPICS IN THIS LESSON
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Elements can be considered the smallest components that work is acted upon. Elements provide
structure to a project, are classified by type, and have unique features depending on type. Elements
are essentially items that hold specific meta-data about a component or a grouping of components.
They do not contain any status. Items like check sheets, issues, and inspections, which do contain
status, reference elements for the information they contain.

Element Id Blement Type Element Sub Type Discipline WP

Subsystem-CWR-0456-02 Sub-System Piping Sub-System Piping IWP-Piping Rack Run
Subsystem-CWS-0456-01 Sub-System Piping Sub-System Piping IWP-Piping Rack Run
Subsystem-HVAC-0456-01 Sub-System IWP-MECH EQUIP-021
Subsystem-HVAC-0456-02 Sub-System IWP-MECH EQUIP-021
Subsystem-PWR-0020-01 Sub-System Electrical

System-CW-0456 System

System-HVAC-0456 System

Tag-AHU-0303 Engineering Tag Air Handler Unit Mechanical IWP-MECH EQUIP-021
Tag-AHU-0304 Engineering Tag Air Handler Unit Mechanical IWP-MECH EQUIP-021
Tag-C-CP-0101-P-0101 Engineering Tag Control Cable Electrical IWP-ELECTRICAL-CABLE-007
Tag-CP-0101 Engineering Tag Control Panel Electrical IWP-ELECTRICAL-CABLE-007
Tag-CT-0001 Engineering Tag Cooling Tower Mechanical IWP-MECH EQUIP-013
Tag-CTS-0001 Engineering Tag Steel Structure Structural

Tam Mheerd ADIAD N4 Crmmfrmnncine Tan Phvrticn [Ny AN KAC, L COL N A0 A

The below table shows some of the different element types.

s

Block Functional area in a plant that can contain many systems or sub-systems.

System Sub-systems are parent elements that break larger systems into smaller,
more manageable scopes for commissioning and start-up.

Sub-System A module type element is for projects using a module fabrication and
installation philosophy for the project execution.

Construction A construction tag is a tag that can be created ad-hoc by construction to
Tag represent work that needs to be captured in the field.
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Engineering  An engineering tag is a tag that has been planned for and created from
Tag engineering sources or construction takeoffs.

ISO ISOs are most often used to organize spools, valves, bolt ups, and welds
typically shown on isometric drawings.

Spool Spool element types are typically associated under parent element types like
ISOs to indicate what piping spools make up the content of a Piping
Isometric.

Loop A loop is for instrument or control system loop checks that are a part of

commissioning and start up testing.

Test Package Test packages are used to capture piping hydro, pneumatic, or flushing
events.

Circuit Circuits are used for energization or testing of power circuits during
commissioning.

6.1.1 ELEMENT NAVIGATION

In the Completions HQ application, to open the Elements page, click the Elements icon at the bottom
of the page.

e = Module order and its functionality might differ from what is shown above.

While customizable, on the Element screen some core columns include:

™

1 Identification number of an element
2 Element types, as detailed in the table above

3  Element sub types
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Elements Q,  Search %

Showing 29 of 78 records |4 .

CLEAR FILTERS REBUILD FILTERS

f:-i Engineering Tag Loop G] Sub-System @ System @

CLEAR SELECTION

Subsystem-HVAC-0456-01 Sub-System =

IWP-MECH EQUIP-021
Subsystem-HVAC-0456-02 Sub-System
IWP-MECH EQUIP-021
System-HVAC-0456 System
Tag-AHU-0303 Engineering Tag Air Handler Unit
Mechanical IWP-MECH EQUIP-021
Tag-AHU-0304 Engineering Tag Air Handler Unit
Mechanical IWP-MECH EQUIP-021
Tag-Duct-0303-01 Engineering Tag Ducting
HVAC IWP-MECH EQUIP-024
Tag-Duct-0303-02 Engineering Tag Ducting
HVAC IWP-MECH EQUIP-024

When you select an element, the Element Details page opens.

€ Back to Elements 01-DEVICENET POWER SUPPLY: TAGGED EQUIPMENT
flement1d Hlement Type flement Status Location subtype
01-DEVICENET POWER SUPPLY TAGGED EQUIPMENT Active Instrument Cable st / 01-DEVICENET POWER SUPPLY

© Atachments

@ Certificates

o Checits
© Tgoesil 4
© Procurement Detais B Comments

X Elements -]

To expand additional attributes for each element description, click the down arrow next to the
Element Details description.
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Tag-I-TC-0303-01-ICP-0300-01: Engineering Tag
Element Id Element Type
Tag-I-TC-0303-01-1CP-0300-01 Engineering Tag

ocation Element Sub Type Discipline Description Milestone wBs
Campus A/ Utility BLD / Level 1/1-101 Instrument Cable Electrical

Temperature Instrument Cable 2020 Q2 500001
we

we- ICAL-CABLE-006
(@ Tag Details

Project Group Number Main Project

Demonstration Projects Demonstration Projects

Project Name Project Number Module i Physical Location Unit
System Demo DEMO-001

Site Number

(®) Electrical Information

By nesting elements together, you can create a defined structure to categorize your elements. System
elements can contain several sub-system elements. For example, sub-systems can contain many

engineering tag elements. To isolate, quickly identify, and locate these various types of elements, it is
helpful to arrange element types in a hierarchical manner.

A System Element (1)
Sub System Element (5)

Tagged Equipment Element (3000)

Some jobs can contain thousands of different element types, which could be difficult to search
through. If your goal is to access a specific section of a plant within a job (like an HVAC system), the

ability to nest your element types is useful for organizing and searching for specific elements within the
HVAC system.

HVAC air handlers are often located on the top of a building, which serves the purpose of supplying
conditioned air throughout the entire building. This would be labeled as the HVAC System Element.
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HVAC System

On each floor there are individual HVAC control units, which control the temperature for each one of
the floors or zones. An HVAC control unit is considered here as part of a sub-system element.

HVAC Sub System

In each of the individual HVAC floor control units, there are various pieces of equipment used to
connect the thermostats and flapper valves to these individual floor units. These parts can be labeled
as tagged equipment elements.
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HVAC Tagged Equipment

When these element types are nested together (systems, sub-systems, and tagged equipment), you
can better organize all the elements that make up your system. Below is an example of a nested
hierarchy. Your hierarchy could be configured differently depending on how your project is set up.

System Element

Sub System

Tagged Equipment
Element

1

Section of System

Components of System

In the Elements module, Element IDs are listed in the register view. To view the hierarchy behind those
elements, click the Hierarchy button in the upper left.
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TP Toggling the Hierarchy button hides the hierarchy slide-out panel but does not

clear any selection.

Looking at the hierarchy in the image below, Subsystem-HVAC-0456-01 is the direct parent to those
shown in yellow. System-HVAC-0456 is the direct parent to Subsystem-HVAC-0456-01.

Showing 14 of 78 records A .
& e ] ey 2
. — e — CLEARFILTERS  RESUILD ALTERS
4 Room-CAMPUSA-UTLBLD-LVL1-101 oy
Tag-CTS-0001 Loop-GS-HVAC-0303 Loop Piping Loop Piping IWP-MECH EQUIP-021 e T
Tag-HEXS-0001 Element Sub Type
Tag-TKCP-0001 -0456-01 IWP-MECH EQUIP-021 Element Description
4 Room-CAMPUSA-UTLBLD-LVL1-203 Crostod Dote
Tag-SKIDS-0001 Tag-AHU-0303 Engineering Tag Air Handler Unit Mechanical IWP-MECH EQUIP-021 & .
4 System-CW-0456 e
Loop-FP-CW-0001 Tag-Duct-0303-01 Engineering Tag Ducting HVAC IWP-MECH EQUIP-024 Last Modified Date
Loop-LT-CW-0001 Last Modified By
Subsystem-CWR-0456-02 Tag-Duct-0303-02 Engineering Tag Ducting HVAC IWP-MECH EQUIP-024 Location
Subsystem-CWS-0456-01 Tag Status
Subsystem-PWR-0020-01 Tag-I-TC-0303-01-ICP-0300-01  Engineering Tag Instrument Cable Electrical IWP-ELECTRICAL-CABLE-006
 System.HVAC-0456 Discipline
4 Subsystem-HVAC-0456-01 Tag-I-TC-0303-02-1CP-0300-01  Engineering Tag Instrument Cable Electrical IWP-ELECTRICAL-CABLE-006 Module
Loop-GS-HVAC-0303 Has Attachments
Tag-AHU-0303 Tag-ICP-0300-01 Engineering Tag Thermostat Control Instrumentation IWP-ELECTRICAL-002 Has Haraty eion
Tag-Duct-0303-01 o
Tag-Duct-0303- Tag-MCC-0002 Engineering Tag Motor Control Cabinet Electrical IWP-ELECTRICAL-002 Description
Tag-ICP-0300-01 Milestone
Tag-1-TC-0303-01-1CP-0300-01 Tag-P-AHU-303-MCC-002 Engineering Tag Power Cable Electrical IWP-ELECTRICAL-CABLE-006 wBS
Tag-1-TC-0303-02-1CP-0300-01 e
Tag-MCC-0002 Tag-P-ICP-0300-01-AHU-303  Engineering Tag Power Cable Electrical IWP-ELECTRICAL-CABLE-006
Tag-P-AHU-303-MCC-002
Tag-TC-0303-01 Engineering Tag Thermostat Control HVAC IWP-ELECTRICAL-002
Tag-TC-0303-02 Engineering Tag Thermostat Control Instrumentation IWP-ELECTRICAL-002
Subsystem-HVAC-0456-02 Tag-TFMR-0303-01 Engineering Tag Panel Integrated Transformer Electrical IWP-ELECTRICAL-002

Using an HVAC System as an example, when you click on the HVAC sub-system for one of the floors, it
is possible to isolate individual components in the HVAC systems and sub-system. You can view
detailed information for each of the individual components, which might include associated checklists,
issues, inspections, and certificates.

In the image below, you can see on the top right there are 36140 elements.
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@ Block @ Sub System System TAGGED EQUIPMENT

Elements

Search

0000-00

0000-00-00

0000-00-01

01-Compressor

01-DEVICENET POWER SUPPLY
02-DEVICENET POWER SUPPLY
03-DEVICENET POWER SUPPLY
04-DEVICENET POWER SUPPLY
05-DEVICENET POWER SUPPLY

1-FPP-1CS-C100

Sub System

Sub System

TAGGED EQUIPMENT
TAGGED EQUIPMENT
TAGGED EQUIPMENT
TAGGED EQUIPMENT
TAGGED EQUIPMENT
TAGGED EQUIPMENT

TAGGED EQUIPMENT

X

Showing 36140 of 36140 records l; .

Trecord selected ¢, pyurers  eBUILD FiLTERS

Spatial Hierarchy Id
Spatial Node Id
Inactive

Element Id

Element Type
Element Status

sub type

Has Attachments

If you select the Hierarchy button, you can better isolate the various groupings of elements in a nested

hierarchy. You are also able to view the relationships and details of each of the elements.

Block (1) Sub System System TAGGED EQUIPMENT

0000-00
1B-9220-01
1B-9240-01
1B-9250-01
1B-BLDG-1
1E-6710-01
1E-6720-01
1E-6730-01
1E-6810-01
1E-8610-01
1E-8610-02
1E-8720-01
1E-8740-01
1E-CP-1

I 1E-LGT-1

Element Id

0000-00

0000-00-00

0000-00-01

01-Compressor

01-DEVICENET POWER SUPPLY

02-DEVICENET POWER SUPPLY

03-DEVICENET POWER SUPPLY

Elements

Element Type

System

Sub System

Sub System

TAGGED EQUIPMENT
TAGGED EQUIPMENT
TAGGED EQUIPMENT

TAGGED EQUIPMENT

Q

Search

X

Showing 36140 of 36140 records l% .

CLEARFILTERS  REBUILD FILTERS

Spatial Hierarchy Id
Spatial Node Id
Inactive

Element Id

Element Type
Element Status

sub type

Has Attachments
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. Block @ Sub System System TAGGED EQUIPME

1MT-9810-01 -
1MT-9820-01
1N-6510-01
1P-1811-01
1P-1812-01
1P-1820-01
1P-2460-01
1P-4300-01
1P-4340-01
1P-4440-01
1P-5010-01
1P-5410-01
1P-AD-1
1P-DIE-1
1P-DIE-2
1P-HID-1

4 1P

A oe o e o e e e

103426-PI-HID-0110003-01
LA-0110001
LA-0110002
LA-JBX-01
LA-JBX-01-200 T d
LA-PNL-01 h agge
LA-PNL-01-200 Equ?:)?‘nent
LA-PNL-01-201
LVF-PPL-02-BKR-25
MA-JBX-01
MCC-01-BKR-05FAL
PK-0199601

I 1P-HID-1-2

I 1P-HID-1-3
I 1P-HID-2
I 1P-HID-3

I annnr e

When you are in an element within a specific hierarchy, to easily return to the listing of all elements,
click Clear Selection below the Hierarchy button.

Elements Q X

A
Showing 1 of 78 records
. Engineering Tag @ 9 12 .

CLEAR FILTERS REBUILD FILTERS

ot Tune Element Sub Type Instance Id
Created Date

4 Room-CAMPUSA-UTLBLD-LVL1-101

Tag-CTS-0001 2 i -

Tag-HEXS-0001 Tag-1-TC-0303-01-ICP-0300-01  Engineering Tag Instrument Cable Created By

Tag-TKCP-0001 Electrical IWP-ELECTRICAL-CABLE-006 Last Modified Date
4 Room-CAMPUSA-UTLBLD-LVL1-203 Last Modified By

Tag-SKIDS-0001

i T
System-CW-0456 Creating Instance Type

[

Loop-FP-CW-0001 Creating Instance Id
Loop-LT-CW-0001 Spatial Hierarchy Id
| Subsystem-CWR-0456-02 Spatial Node Id
| Subsystem-CWS-0456-01 et
I Subsystem-PWR-0020-01
4 System-HVAC-0456 Element Id
4 Subsystem-HVAC-0456-01 Element Type
Loop-GS-HVAC-0303 Element Sub Type
Tag-AHU-0303 Discipline
Tag-Duct-0303-01 =
Tag-Duct-0303-02 Description
Tag-1CP-0300-01 Milestone
Tag-I-TC-0303-01-ICP-0300-01 WeS
Tag-1-TC-0303-02-1CP-0300-01 we

Tag-MCC-0002
Tag-P-AHU-303-MCC-002
Tag-P-ICP-0300-01-AHU-303
Tag-TC-0303-01
Tag-TC-0303-02
Tag-TFMR-0303-01

| Subsystem-HVAC-0456-02

Has Attachments
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You can use the Hierarchy and Filter buttons in conjunction with each other. Hierarchy lets you filter

for specific hierarchical groupings of elements. The Filter button lets you filter for specific metadata in

those elements.

vic| HQ

Training Test AM

. Enginesring Tag (¢

CLEAR SELECTION

System-CW-0456
« System-HVAC-0456
4 Subsystem-MVAC-0
Tag-1-TC-0303-0°
Tag-1-TC-0303-0¢
Tag-MCC-0002
Tag-P-AHU-303-
Tag-P-1CP-0300-
Tag-TFMR-0303-
Subsystem-HVAC-04

Tag-1-TC-0303-01-1CP-0300-01
Electrical
Tag-1-1C-0303-02-1CP-0300-01
Electrical

Tag-MCC-0002

Electrical
Tag-P-AHU-303-MCC-002
Electrical
Tag-P-1CP-0300-01-AHU-303
Electrical

Tag-TFMR-0303-01

Electrical

Engineering Tag
IWP-ELECTRICAL-CABLE-006
Engineering Tag
IWP-ELECTRICAL-CABLE-006
Engineering lag
IWP-ELECTRICAL-002
Engineering Tag
IWP-ELECTRICAL-CABLE-006
Engineering Tag
IWP-ELECTRICAL-CABLE-006
Engincering Tag
IWP-ELECTRICAL-D02

QView Element Detalls ¥ Edit Element 3 Create New Element ¥ Admin...

&

Elements

Instrument Cable

Instrument Cable

Motor Control Cabinet

Power Cable

Power Cable

Panel Integrated Transformer

Showing 6 of 85 records 12 .

CLEARFILTERS  REBUILD FILTERS

| Element Id
| Element Type
| Element Sub Type
4 Discipline Clear
Concrete -
Electrical
HVAC
Instru
Instrumentation
Mech
Mechanical
b D
Milestone
was
I iwe
Has Attachments

Dvsciphne Electncsl

®®

When a parent element is made inactive in Microsoft Excel, it is dimmed in the Element Hierarchy and
cannot be edited. You can move the child elements to a new active parent deactivate them.

This feature lets you work on the same elements, system, and sub systems repeatedly in a single
session without having to expand the hierarchy tree and filter accordingly each time you want to go

back to the same group.

When a parent element is inactivated in Excel and the updates are accepted in HQ, and you have the
applicable permissions, you get a notification asking if you want to inactivate the child elements or

leave them active.
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Elemants Q
R
Engineering Tag
Enginesring Tag PROTECTION PANEL
.
“ Enginecring Tag PROTECTION PANEL
-
4
- Engineering Tag PROTECTION PANEL
Concrete
Earthworks
Rebar Inspection
Water proof
Elame st
Element Tone nat basn aesdtnated
Would you I te dractvate s chideen®
i | "o ]

If you deactivate the children, then the parent and children are removed from the element hierarchy
and are no longer visible to be selected or edited in the list view.

If you do not deactivate the children, the parent is dimmed in the element hierarchy and are no longer
visible, selectable, or editable in the list view. The children are still visible and selectable in the element
hierarchy and visible, selectable, and editable in the list view.

The Filter icon in the upper right lets you jump to a desired element by selecting from the detail filter
list. To select multiple items in the filters slide-out panel, hold down the Ctrl key and select items.
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Showing 78 of 78 records 1; .

CLEAR FILTERS REBUILD FILTERS

Element Id

4 Element Type
Engineering Tag *
Flush
Hydrotest
Leak Test
Loop
Room

Sub-System

Element Sub Type
Discipline
Description
Milestone

WBS

IWP

Although searching for an element using the Search function in the upper right might quickly lead you
to your desired element, filters can also be used in conjunction with the hierarchy filter. Starting with a
hierarchy filter quickly narrows the listing of all elements and the Filter option refines the search
parameters.

Quick filters are a way to quickly view specific element types. By selecting one of the quick filters, such
as Sub-System, you can view all of the elements that are tagged as sub-systems.

Elements Q  Search x
Sh 78 of 78 record A -
1 Engineering Tog (2] Frusn (3 tyarotest () teskrest (I toop () Room (3] sub-sysem () sysem (3 owing T8 o T recors | 13
CLEARFILTERS  REBUILD FILTERS
Element Id
4 Element Type
Loop-FP-CW-0001 Flush Flushing Piping

Engineering Tag
Flush

Loop-GS-HVAC-0303 Loop Piping Loop Piping IWP-MECH EQUIP-021 Hydrotest
~
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o) =0 Elements and their associated hierarchy should be created and structured according to
your project by your responsible team.

To move away from a drilled-down search, you can approach it in two ways:

1. Click the Clear All button to remove all quick filters from the list of records. As shown in the
image below, if you had filtered on all engineering tag elements and concrete and
electrical disciplines, clicking the Clear All button returns you to the listing of all records.

2. You can also remove advanced filters individually.

Element Id

4 Element Type |£|
Engineering Tag
Flush
Hydrotest
Leak Test

Loop
Room

Sub-5System

Element Sub Type

4 Discipline [ clezr

Architectural

Concrete
Electrical
HvAC
Instrumentation
Mechanical
Piping
[ o I T |
Description
Milestone
WBS
WP

Filter Summary | Clear Al

Element Type: Enginesring Tag
Discipline: Comncrete, Electrical

If you click the Clear button next to Element Type, all records are listed.
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fh Engineering Tag GJ

Tag-AHU-0303

IWP-MECH EQUIP-021
Tag-AHU-0304

IWP-MECH EQUIP-021
Tag-C-CP-0101-P-0101
IWP-ELECTRICAL-CABLE-007
Tag-CP-0101
IWP-ELECTRICAL-CABLE-007
Tag-CT-0001

IWP-MECH EQUIP-013
Tag-CTS-0001

Tag-Duct-0303-01
IWP-MECH EQUIP-024
Tag-Duct-0303-02
IWP-MECH EQUIP-024
Tag-Duct-0304-01
IWP-MECH EQUIP-024
Tag-Duct-0304-02
IWP-MECH EQUIP-024
Tag-Duct-0304-03
IWP-MECH EQUIP-024
Tag-HEX-0001
IWP-MECH EQUIP-013
Tag-HEXS-0001

Tag-I-1JB-0001-CP-0101
IWP-ELECTRICAL-CABLE-007
Tag-1-1JB-0001-CR-0001A
IWP-ELECTRICAL-CABLE-007
Tag-1-1JB-0001-CR-0001B
IWP-ELECTRICAL-CABLE-007
Tag-1-1JB-0001-CR-0001C
IWP-ELECTRICAL-CABLE-007

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Engineering Tag

Air Handler Unit

Air Handler Unit

Control Cable

Control Panel

Cooling Tower

Steel Structure

Ducting

Ducting

Ducting

Ducting

Ducting

Heat Exchanger

Steel Structure

Instrument Cable

Instrument Cable

Instrument Cable

Instrument Cable

Mechanical

Mechanical

Electrical

Electrical

Mechanical

Structural

HVAC

HVAC

HVAC

HVAC

HVAC

Mechanical

Structural

Instrumentation

Instrumentation

Instrumentation

Instrumentation

6.3 Elements Import

Showing 61 of 78 recorcs | & .

CLEAR FILTERS REBUILD FILTERS

Element Id |
Element Type Qisar|
Enginaering Tag |

Flush

Hydrotest

S

Leak Test
Loop
Room

Sub-System

Elcawent Subs Type

Discipline

~

Architectural
Concrete
Electrical
HVAC
nstrumentation
Mechanical
Piping

Description

Milestone

WBS

wp

Has Attachments

Element Type: Enginesring Tag

A typical job has many tagged objects in the system. To avoid manually loading or manipulating the

data individually requires an alternate technique. Importing a Microsoft Excel file with the data into

Completions HQ streamlines the process.

For example, the three highlighted areas in the image below can all come from your the design

engineering firm on a project, but even from there, the data might be compiled from many different

sources and get consolidated in the upload sheets.

Importing elements begins with an Excel import sheet. This Excel file is created and then imported into

Completions.

Upload sheets can import the following:
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» Base information into elements
e Other tables and fields of information into Completions

» Element hierarchy positions

Creating an accurate Excel file for import is critical. Your InEight representative will provide the import

templates for your projects.

The steps below show how to set-up and begin your Excel file.

6.3 STEP BY STEP 1 —IMPORT BASE INFORMATION INTO ELEMENTS

1. InEight will provide the names of the tables and Import templates at project set-up. The
following rows are important for data import:

¢ Row 1: Identifies which table you are writing information to.
¢ Row 2: Identifies the column that you are writing to in the table.

e Row 3: This is for reference only and identifies the data type. For example, a data type of
STRING:32 indicates that the field can only be 32 characters long.

e Row 4: This is for reference only and identifies the widget name. For example, it indicates
if the field is a picklist or not. If it is, ensure that information exists in the Generic Picklist
table before import.

o= You must delete rows 3 and 4 before you import the Excel file.

A B C D
Element Record Element Record Element Record Element Record
©  Elementid Element Type Element Sub Type Inactive
= STRING STRING STRING STRING
4 Picklist = Element.Type Picklist = Element.Subtype
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VEO™ Pulse

Bl €lement id Element Type Element Status SubType

Bl °cv-20100 TAGGED EQUIPMENT Active PRESSURE CONTROL VALVE

Pl 5+H-21230 TAGGED EQUIPMENT Active LEVEL SWITCH HIGH HIGH

Bl oo1-310118 TAGGED EQUIPMENT Active DIFFERENTIAL PRESSURE INDICATOR
Gl °sv-31012 TAGGED EQUIPMENT Active PRESSURE SAFETY VALVE

k&l sov-71000 TAGGED EQUIPMENT Active SHUTDOWN VALVE

il PBa-5060104 TAGGED EQUIPMENT Commissioned DIAPHRAGM PUMP

Cl Te-4130082 TAGGED EQUIPMENT Active TEMPERATURE ELEMENT

B 7310024 TAGGED EQUIPMENT  Active CONTROL POWER TRANSFORMER

il °o1-s0702 TAGGED EQUIPMENT Active DIFFERENTIAL PRESSURE INDICATOR
Blsc-20275 TAGGED EQUIPMENT On-Hold 'SPEED CONTROLLER

Field names must match exactly what is written in the database for both the table
and the column.

2. Enter, import, or copy data into the remaining rows of the spreadsheet for import to the system.

» Using the example above, in Row 3 Element PCV-40100 is a piece of Tagged
Equipment pertaining to a Pressure Control Valve

NOTE

If the field being uploaded to is a defined picklist, you must ensure that the
values in Excel match the values defined. If the picklist is a hierarchy picklist,
it must follow the convention of "Value 1", " /", "Value 2", " /", "Value 3".
This might require concatenation of multiple columns from the data source.

3. Save the Excel file with your desired file name as an .XLSX extension.

After you create an Excel Import file, you can import that file into your project.

For the import to work correctly, be sure to upload your data hierarchically from the top down. For
example, if you try to import an element and reference its parent but you have not imported the
parent yet, a warning is shown.

6.3 STEP BY STEP 2 — LOAD BASE INFORMATION INTO THE SYSTEM

1. Click on the Admin button.

2. Click on the Import Elements button.
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VEC | HQ T - o x
Project: | Training Test AM -
EXPORT RECORDS...
IMPORT ELEMENTS... h
®
d’ Project loaded @ @
Admin

3. Navigate to and open the newly created Excel .XLSX file.

e The system analyzes the top two rows of the . XLSX file for upload

e} g= There is an option to deselect, or not import, certain columns into the system
by deselecting the applicable Import column check box.

Ce) Import Element = o X
Choose columns to import.
Uncheck boxes to exclude columns from import.
[V Import | Table Name | Column Nome
3 Bement Record Blement Id
I Element Record Element Type
v Element Record Blement Status
¥ |Bement Record sub type
OK Cancel I
2]

4. Click OK.

» All the records from the sheet are analyzed against the current database. If any
values are different, those values are added.

» Adialog box shows what was created and modified.

Info x

Created 0 new record(s) to "Element Record".
Updated 2 existing recordls) to *Element Record".

Set 0 hierarchy parents

Please review the “Import Summary Report” before publishing
changes.
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5. Click OK.

MeJg= The import replaces all values for each record that is imported. If a field is uploaded
as blank from the import, any values in the system are overwritten. It is standard
practice to select the Ignore blank values check box in the lower right.

To see what the imported changes are, a new spreadsheet shows as an Import Summary Report which
identifies the changes made.

If there is a warning about a piece of data, that particular piece will not be shown. For example, a
warning about not recognizing a hierarchy parent results in the element not showing up in the
hierarchy.

To save this report, click Save in Excel.

TIP InEight recommends that the project admin retains the reports and the imports for
traceability.

Alternatively, the same data is presented in a different manner under the Import Summary Report
Data tab.

Row Number Element Id Table Name Column Name Diff
3 Test Package-HT-CW-0010 Element Record Element Sub Type -
3 Test Package-HT-CW-0010 Element Record - Mew Eler
3 Test Package-HT-CW-0010 Tag Details Stored Location
3 Test Package-HT-CW-0010 Tag Details - Mew Exte
3 Test Package-HT-CW-0010 Element Record

LI Import Summary Report Import Summary Report Data Sheetl )

To close the report, click the Don’t Save button.

Click on the Pending Updates button in the lower right.

Click Publish or Discard, and then click OK.
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Other tables and fields of information are also populated using the Import function.

Tag-I-TC-0303-01-ICP-0300-01: Engineering Tag

Element Sub Type Discipline Description Milestone wes

Element Type
Instrument Cable: Electrical Temperature Instrument Cable 20002 500001

Location
Engineering Tag Campus A / Utiity BLD / Level 1/1-101

Project Name Project Number
System Demo DEMO-001

Physical Location Unit

o500 ]
MOD-001 o
MOD-001 o
MOD-001

DEMO-001
DEMO-001 MOD-001
DEMO-001 MOD-001
DEMO-001 MOD-001

¢--118-0001-CR-0001C.

Jlell 2 As a precautionary measure to ensure extra uploading security, the term Tag Details is
shown on the HQ user interface and the name of the table as recognized by the server is

Element Tag Details. Refer to the data model provided by your PDC for correct table
names.

Scrolling across the top of the spreadsheet are different tables identified that align with the tables
within Completions.

Element Record  Element Record Tag Details Tag Details Tag Details Tag Details Tag Details
Discipline - Element Sub Type - Milestone  ~ WBS ~ Campus. - Building - Level - Room - WP - Project ~ Main Proj ~ [ Proje - Proje ~ Module -

Uploading data follows the same process as shown above.

If a tag for an existing element needs to change, but you do not want to lose corresponding data on
any other table, using an Instance ID makes that happen.

In all other situations, everything keys off the Element Id unless there is a column in the import called
Instance Id.

Jleg= This function is only available to ADMIN users.

When there is a value in that cell, the import looks up the Instance Id value in Column A, and not the
Element Id in Column B.
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6.3 STEP BY STEP 3 —ADD AN INSTANCE ID

1. Inserta new Column A.

2. Name A1 Elements Record and A2 Instance Id.
3. Locate and edit the tag to edit in Column B.
4

Add the updated Element Record information to the corresponding cell in Column A.

Element Record

Instance Id
9112870f-0219-463a-8d27-d6al9ee59ede
6874c295-2406-4246-8361-caBoda18aaB6
db3719df-8c4b-45b3-918a-c12a5e530ade
elefesf1-3ff2-45d3-8e22-268a969a9c56
aleca3fa-77f5-4db6-adf5-28630daa3dos
3a69dae9-70dd-4681-8371-a52cc0a13f7b
54a2730a-d0b7-4954-8a31-0d0ab1368028
1fd21ff6-2a93-4cbe-acal-ecf7323e72bb
9345732e-fded-4eae-b886-600444c509de
72a8009e-4bcc-41f5-alc5-5f332429a45d
535ca18-d099-423b-8a27- 783000460100
45ef33f4-1e42-46a4-ba12-828ef3012da9
065573d8-8919-45e8-b2e2-cab135a68a3d
caecdele-c68¢-46f5-achbf-c18b64fb8b72

Element Record

Element Id
ITEST-FPP-1CS-C100

0000-00

0000-00-00

10000-00-01

01-Compressor

01-DEVICENET POWER SUPPLY
02-DEVICENET POWER SUPPLY
03-DEVICENET POWER SUPPLY
04-DEVICENET POWER SUPPLY
05-DEVICENET POWER SUPPLY
1-FPP-1CS-C100
1-FPP-1CS-E137
1-FPP-1CS-E200
1-FPP-1CS-E201A

5. Save the Upload file.

6.

Progress roll-up reports provide a way to quickly view elements and the status of items linked to them

Import the file to Completions.

from a system or sub-system level.

In this example, and from within a sub-system, two drop-down lists provide a visual representation of

both checklist and issue status.

InEight Inc. | Release 25.3

Element Record Element Record
Element Type Element Status
TAGGED EQUIPMENT In Design

System Active
Sub System Active
Sub System Active

TAGGED EQUIPMENT Open
TAGGED EQUIPMENT Active
TAGGED EQUIPMENT On-Hold
TAGGED EQUIPMENT Active
TAGGED EQUIPMENT On-Hold
TAGGED EQUIPMENT Active
TAGGED EQUIPMENT In Design
TAGGED EQUIPMENT In Design
TAGGED EQUIPMENT In Design
TAGGED EQUIPMENT In Design

Element Record
sub type

RECYCLE COMPRESSOR
Instrument Cable

DISTRIBUTION BOARD
DISTRIBUTION BOARD
DISTRIBUTION BOARD
DISTRIBUTION BOARD
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1P-1820-01-01: Sub System
B Asacomenss

€= Backto
Element Id Element Type Element Status Location sub type Hierarchy Value
1P-1820-01-01 Sub System Active 1P-1820-01/ 1P-1820-01-01
@ et ©
S Checkists
B comments
HE tmens

(® system Information

(@ Sub System Checklst Reporting

Total Checklists 26| | Total Checklists 129| | Total Checklists

Tag BITR Checklist Status Tag AITR Checklist Status Tag CITR Checklist Status

(®) sub System Issue Reporting

Total PLI

Tag Issue Status

(O]C]

> Edit

After you click the Sub-System Checklist Reporting drop-down list, you can see three blocks showing
Outstanding, Completed and Total Checklist statuses for each of the checklist types:

@ Sub System Checklist Reporting

Total Checklists 26 Total Checklists 129 Total Checklists

Tag BITR Checklist Status Tag AITR Checklist Status Tag CITR Checklist Status

TIP Type A (AITR) qualify against the Construction Complete (CC) Certificate.
Type B (BITR) looks at the Ready for Commissioning (RFC) Certificate.

Type C (CITR) looks at the Ready For Startup (RFSU) Certificate.
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After you click on the Sub-System Issue Reporting drop-down list, the Tag Issue Status Report is
shown, which summarizes the issues against the children in the sub-system.

@ Sub System Issue Reporting

Total PLI 0

Tag Issue Status

With thousands of elements in a project, having a simple means to see multiple levels down in the
system in meaningful ways is both beneficial and a time-saver.

Many custom roll-up reports can be configured. In this example, for a tagged equipment element,
checklists are shown counting it against the overall total, as shown in the blocks above.

€ Back to Elements. GMO020-PI-1SO-226-TX-4410-937-SCA-01-01-RF-T1: TAGGED EQUIPMENT

Element Id Element Type
GMO20-PHISO-226-TX-4410-037-..  TAGGED EQUIPMENT

Location sub type Hierarchy Value
FLANGE 226-TX-4410-837-5CA-01-01-RE-TT

© Tog Detal
@ system
() Contractor Details

ICECER Bl 1 CHECKUIST(S) LINKED TO GMO20-PHISO-226-TX-4410-037-SCA-01-01-RE-T1
(&) Testing Information
(©) Engineering Information| 4
@ Vendor 1 Checklist{s) linked directly to GM020-PI-ISQ-226-TX-4410-937-5CA-01-01-RF-T1 Hide

CREATENEW  LINK EXISTING CHECKLIST(S)

open Chi-A-31056

20
-
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o= The InEight Completions product is highly customizable per your specific project
requirements. Tab order and its functionality may differ than what is shown.

Aside from signing phases, answering checklists, and creating/updating issues, users working in the
Completions application can also add and link attachments.

Attachments can be added to any module based on your permission level, using a Cx Item as an

example below. They can be added in the same manner to a Phase, an Issue, Inspection and a
Checklist.

= Ras b s bk Chik -DODOE;
P.OYE Pipeng Cleaning Restaration

Pt Fsgrirsostide Pries Ltie Mt iy
S s .
Lo vt [t [rovriptien [ T k
VL2009 2 N A [FENT S PP AL T —
Fubit ity Cotutedl By e o= Faraned r— Q

e LA 21T A

Ll 1 TR Y - B =
(=) haCEs e e .

0 ATTACHMENT(S) LIKEED T0 CHECELEST "CHE-D000E" - 3 H
—— Vi Pkl AR | MRANY DD AT L[ reRR T =

7.1 STEP BY STEP 1 —ADD AN ATTACHMENT

1. Starting from the desired Cx Item, Phase, Issues, Inspection or Checklist, click the
Attachments button.

2. Click the Add Attachment button.

3. Select the image from the desired folder or location.
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4. Click Open.

» A new pop-up window reflects the import

1 AT TACHMERNT[S) LUMEED 7O CHECOUST CHE-00008

Checklist Chi-00003

el 1 g

At GaTat 1 Fid-a e e F 2f 1 BEETDOM

A [T B

5. Click OK.

» The attachment now appears in the Attachment pop-up, along with additional data
about the attachment and the email of the individual that uploaded the attachment

FILL FROM ARCHIVE LIBRARY  ADD ATTACHBIINT

w | 1 Artachment(s) lnked directly to Chechlist 'Chic- 00008
G  OTDATATI-2FD6-4D64-96CF 4E1BSETD0RCE Epenlous@umeioht com

1.3 MB Downlosded Chedidist IDoousments
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» Additionally, you can now view the attachment by clicking the View button

DATAT-2FDE-4D64-96CF-2EIBEETDOGC0 PNG

ey
eiaHT E

J[eli= You can also select multiple images to bring in at once, resulting in multiple attach-

ments being linked.
5 ATTACHMENT(S) LINKED TO CHECKLIST 'CHK-00008" - 8 x

FILE FROM ARCHIVE LIBRARY ADED ATEACHMENT

.
W | 5 Attachment(s) linked directly to Checidist "Chil-00008
i O1DATAN-2F08-40M-SECF-LE1BEETONSCE Katen ottt oo
‘. WIEW
13 MB Downlaaded S0k .
i ACDRATSC-AITS-L0N0-B454-D3 5534005 Karen ot Bschioon
‘. WIEW
1T KR Doswnlosded reciiist Do
f DSEDODRA-SECC-45EC-596 5-000IFCFTARS KareriLoMusneight com
‘. WIEW
BTLEKE Dowslosded W —
F.-\ 3 pages of notes.pf Earer L oMy @ereght com
1 VIEW
I54KD Downlosded sckiist Do
L5 pages of netesdoc Earen Lo Binschioon
m WIEW
133 KB Downlossded reciiist Do

TIP To remove an image, right-click on the attachment record within the Attachment(s)
Linked to Checklist pop-up window.
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The following Step-By-Step outlines the process for adding a file from the archive library.

7.1 STEP BY STEP 2—-ADD A FILE FROM THE ARCHIVE LIBRARY

1. Starting from the desired Cx Item, Phase, Issues, Inspection or Checklist, click the
Attachments button.

2. Select the File From Archive Library button.

3. Navigate to your preferred folder, either using the folder structure on the left or by clicking
through each folder on the right.

4. Select animage(s).
5. Click on the Link Select Iltem(s) icon.

6. Click on the Yes button to confirm linkage of the attachment(s).

€ Back to Chk-00009: Linking Attachment(s) Q | search X
Home / Checklist_Attachments / Chk-00004 a B @ Y
4 [ Checklist Attachments ;
. Chk-00004 - 06719B5B-B42F-4F30-87DF-849FDDOF80C8.png 1.8 MB Downloaded VIEW
4 [ Cx_Attachments
. PMP-0001 a 7B25CB47-604B-4564-AD98-68E0CA9A100E.png 695.6 KB Downloaded VIEW
4 [ Issue_Attachments .
v z E90F4060-3013-400E- 1.2 MB Downloaded VIEW
[ Cor-00001 - Link Attachment(s)
- COR-00002
[ COR-00003 23 Do you want to link 1 Attachment(s)?
- 06719B5B-B42F-4F30-87DF-849FDDOF80C8.png
“

As a result, the linked image is now shown as an attachment.
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VEo HQ FTIO - & %
Project: | Training Job -
€ Back to Checkists Chk-00009: Pipe Installation Checklist
Status Responsible Team Last Modified By Last Modified Date Description
open e InEight e InEight 3/30/2020 1006 AM e
= aren ofvs Sharentoftus T
Location Priority Created B“Cuated B Comments
CampusB e inEig

V/ Cxltems 1]

2 ATTACHMENT(S) LINKED TO CHECKLIST 'CHK-00009' - 0 x Irapectiehs

FILE FROM ARCHIVE LIBRARY  ADD ATTACHMENT  DOWNLOAD ALL ! osies
V| 2 Attachment(s) linked directly to Checklist *Chk-00009" 2

Sho ﬁ‘ Photo 2019-11-22 04-30-21 PM,jpg jenny Checklist Questions: EXPANDALL  COLLAPSE ALL

= VIEW
3 [ 966.4 KB Downloaded Issue Photos, Checklist Documents

1 06719B5B-B42F-4F30-87DF-849FDDOF80C8.png Karen Loftus
a VIEW
1.8 MB_ Downloaded Checklist Documents

7.2 HQ ATTACHMENTS

7.2.1 VIEW AN ATTACHMENT

When an Image file is attached, viewing functionality is limited to:
1. Save and Print
2. Rotate clockwise and counter-clockwise

3. Zoom In and Zoom Out

When attaching a PDF document, all functionalities exist, including:

-~ Desopion

1 Save and Print

Page 148 of 234 InEight Inc. | Release 25.3



Completions User Guide 7.2 HQ Attachments

. Desoipton

Facing 2-up and 4-up

Single page, Single Continuous and Pan
First/ Last Page and Previous / Next Page
Select

Fit Page and Fit Width

Rotate Clockwise and Counter-Clockwise

0o N oo o b~ o w DN

Zoom In and Zoom Out

5 pages of notes.pdf

66 6 © 6000

When opening a Word or Excel document, a pop-up asks if you would like to launch the file in its
default application. Click Yes to proceed.

Wdepld reay Bhy B3 Bporerh Dhe Tie 0 il Oefeal arpliaplian”

[ |

7.2.2 LINK ATTACHMENTS

Linking an attachment is useful when a desired attachment exists in one area, and also when tying it to
another aspect of the project.

Click on an Attachments button, from Inspection History in our example.
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Completions User Guide

With no current attachments tied to this inspection, click on File From Archive Library.

O ATTACHMENTES) LINKED 0 INSPECTEON HISTORY TSP 0000 - IR -0

The File From Archive Library button directs you to the area where all attachments are housed in one
area for all Checklist and Cx Item attachments.
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6 ATTACHMENT(S) LINKED TO CHECKLIST "CHK=-00008"

7.2 HQ Attachments

FILE FROM ARCHIVE LIBRARY ADD ATTACHMENT

| 6 Attachment(s) inked dirsctly to Checkdist "Chic-00008
H'] O1DATAY-2FD8-4064-96CF-4E1BEETDOSL0

13 MEB Downloaded
HJ ACDOSTSC-A3T5-4050-B484-DISARL34005

O417KE Downloaded
H'] DSEDDDF4-4ECC-45EC-E9FS-0003FCFTASS:

B726 KB Downloaded
5 pages of notes.pdf
L)

154 KB Downloaded
m-i-- 5 pages of notes.doox

133KB Downloaded
H"s: VEO_Process-Training_Configuration_Book_

4693 KB Downloaded

Checkiist Documernts

Karen. Laftus @nesght. com

Checiiist Documents

ren.] ineight.com

Checkiitt Documents

Karen.Loftus@nesght. com

Checkiist Documents

ren. | ingsght.com

Checklist Documents

Karen.Loftus Binesght.com

Checkiist Documents

Ensure the No Pending Updates button is greyed out at the bottom of the page, meaning all

attachments will show in the Archive Library.

®®

7.2.3 THE ARCHIVE LIBRARY

The Archive Library is used to store and distribute versioned project documents.

InEight Completions also automatically stores files and photos making them accessible within all

Completions and Model applications.

Hipmmar | o iy it et

1) Cheviieg At ety
-m——n

-
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e following actions in the Archive Library can be accessed:

ST e

1

N oo O W

Search

Download All & Remove Local Activity
Stop Download

New Folder

Import Files

More Info

Label Filter

Archive Library o Q, | search 0 @ ¥
B

Home / Checklist Attachments BE B ® Y 6

[ . Checklist_Attachments
BB cwoom 991.9 KB e 0 28D
I [ Cx_Attachments

B cveooos 12 MB Downloaded

7.2 STEP BY STEP 1 —-VIEW ATTACHMENT LIST WITHIN AN ARCHIVE

FOLDER

1.
2.

3.

Click on the Archive Library button.
Open any folder by clicking on the folder tile or the Carrot to the left of the file folder.

Click on the desired folder, being aware additional sub-folders may exist.
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Archive Library Q, X

Hoime |/ Cu_Artshiments /| CWR-0456- 02 E h n ,:'D T

4 [J Cecidiny_Artachments
[ Chik-Do0z
[ Chik-D0005
[ Chik-Doo0n
[ Chik-0005
[ Chic-00810
4 [B x_Attachments

[ECeON

« If the file has not yet been downloaded, the phrase Not Downloaded will appear in yellow,
and the Download button is available

« If the file has already been downloaded, the term Downloaded will appear in Green, and
the View button is available

4. Click on the respective Download or View button.

Vi
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8.1 ACCESS AND REVIEW REPORT OUTPUT

8.1.1 ACCESS REPORT

You can access Reports within InEight Completions. Depending on how your project administrator
configured your system, you can find Reports by navigating to a tab, and selecting the Reports option.
You can generate reports within tabs Cx items, Issues, Inspections, and Checklists modules.

Project | Training Project Example - =
Cx ltems q Search X
Showing 23 of 23 records
In Progress @ 21| Gwil Instrumentation @ MEP @ Room @ System EI:] Y
CLEAR FILTERS
Cx Ieem 1d Description Responsible Team Status
Location
CT5-0001 Cooling Tower Structural Steel ™ In Progress -
-

Campus A/ BLD-1 / Level 2/ 1-203

CWR-0456-02 Cooling water return sy In Progress
-

Campus A/ BLD-1 / Level 2/ 1-203

CW5-0456-01 Cooling water supply ™
-n
w
> View Cx Item Details » Reporls...‘
v
9 ®O
Cx ltems

After running an InEight Completions report, you can view the report output in Excel and/or PDF
format.

Overview - InEight Completions Report List

Report
Name Items Checklists Description

Excel Cx This report is consumed by
ltem project admins or
Overview

Page 156 of 234 InEight Inc. | Release 25.3



Completions User Guide

8.1 Access and Review Report Output

Overview - InEight Completions Report List (continued)

Report Cx
Name Items Checklists Description

management. This report is
mostly used to view a full list
of Cx item details and their
phases, and to quickly track
current status and
accountability.

Excel Item X
Pivot Table

Excel Item X
Executive
Summary

Excel Item
Executive

System X
Summary

InEight Inc. | Release 25.3

This is one of the more
popular reports used by
admins, management,
owners users, etc. Thisis a
quick way to visualize items
progress, in a tabular color-
coded view conditioned by
status/date. This report
includes basic Cx item
information and an issue
count summary.

This report is mostly used by
management. Records are
grouped by Cx item type and
phases to compare counts
between the estimate,
forecast and actuals. This
report is useful for measures
like delta, percent complete,
and look-ahead.

This report is mostly used
by management. Records
are grouped by disciplines,
Cx item types and phases to
compare between the
estimate, forecast, and
actuals. This report is useful
for measures like delta,
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Overview - InEight Completions Report List (continued)

Report
Name Items Checklists Description

percent complete, and look-
ahead.

Excel Plan
vs Actual
Type

Excel
Issues per
Phase

Excel Issue
Overview

Excel
Inspection
Overview

Generate
PDF Report

Page 158 of 234

This report is mostly used by
management and owners.
This reports the gap
between planning and
execution, per week. The
accumulative lines are
helpful visuals for evaluating
performance.

This report is mostly used
by management and
owners, and is used to
measure the rate of issue
creation vs. selected
completion.

This Issues report displays a
listing of Issues along with
columns such as Status,
Summary and Description.

This Inspection report
displays a listing of Issues
along with columns such as
Phase, Status, Summary
and Description.

This PDF report is used for
final hand-overs. There are
two ways to export this
report: 1. a multiple detailed
report only showing visible
items, and 2. a summary
showing items all within one
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Overview - InEight Completions Report List (continued)

Report
Name Items Checklists Description

report. This report can be
customized per project
needs. The PDF reports
harvest all the data, links,
and attachments and
provide a final document.
They also include QR scan
codes that can be utilized in
the field.

MeJg= The InEight Completions Reports are configurable, therefore the structure may vary from
project to project.

8.1.1.1 EXPORT A PDF REPORT

PDF reports are based on option selections, and can be customized per your project needs. The PDF
reports gather all the data, links, and attachments and provide a final document. They also include QR
scan codes that can be utilized in the field.

When running any of the PDF reports at the header level, you have two options that allow you to:
e Output the report so that multiple PDF reports show all visible items

« Output a summary report

InEight Inc. | Release 25.3 Page 159 of 234



8.1 Access and Review Report Output Completions User Guide

EXPORT A PDF REPORT - b4

Export a PDF Report

Single PDF for item
(®) Multiple detail PDF reports for all visible items
() Surmmary Report

Comments
Connected Records
Attachments

SAVETO  CANCEL

When running any of the PDF reports at the detail level, you have three options that allow you to

show:
e Comments

e Connected records
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¢ Attachments

EXPORT A PDF REPORT

Export a PDF Report

Single PDF for item
(®) Multiple detail PDF reports for all visible items
() Surmmary Report

Comments
Connected Records
Attachments

SAVETO  CANCEL

8.1.2 REVIEW REPORT OUTPUT

8.1.2.2 CXITEMS MODULE REPORTS

The Cx Item module reports can be found by navigating to Cx Items > Reports.
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SKID-0001 Bxcel Cx ltem Owverview
Excel Cx ltern Pivot Table

SKIDS-0001 Excel Cx ltemn Executive Summary

Excel Cx ltem Executive System Summary

Excel Plan vs Actual by Type

TC-0010 Excel Issues per Phase

Generate PDF Report

» View Cx Item Details|| » Reports...

EXCEL CX ITEM OVERVIEW

This report is mostly used to view a full list Cx item details and their phases, and to quickly track
current status and accountability.

Finish
Cx Item Equipment Cx Item Finish Date  Finish Date  Date
Template Name Discipline Cx Item Type Type Cx Item Id Description Status Phase Name Estimate Forecast Actual Campus  Building
Room Architectural Room Room CAMPUS_A-UTLBLD Utility Area Started 7/21/2019 7/24/2019 Campus A Utility BLD
Design
Room Architectural Room Room CAMPUS_A-UTLBLD Utility Area tarted Verification 7/12/2019 7/2/2019 Campus A Utility BLD
Room Architectural Room Room CAMPUS_A-UTLBLD Utility Area Not Started Quality 7/12/2019 7/2/2019 Campus A Utility BLD
Construction
Room Architectural Room Room CAMPUS_A-UTLBLD Utility Area {ot Started Complete 7/21/2019 7/24/2019 Campus A Utility BLD
Room Architectural Room Room CAMPUS_A-UTLBLD Utility Room Mot Started 7/21/2019 7/24/2019 Campus A BLD-1

EXCEL CX ITEM PIVOT TABLE

This is a quick way to visualize items progress, in a tabular color-coded view conditioned by
status/date. This report includes basic Cx item information and an issue count summary.
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Issues

WBS Main Equipment

M (-]
1000.01|CAMPUS_A-UTLBLD (blank)
7000.01 PMP-0001
2000.01CT-0001
3000.01| CWR-0456-02
3000.01| CWS-0456-01
3000.01|Fuel Gas System-00(
2000.01| HEX-0001
7000.01 | 1JB-00001
7000.01 PMP-0001
3000.01| NG-0891-01
1000.01 PMP-0001
5000.02|SKID-0001
2000.01/SKID-0001
4000.01|Tk-0001
4000.01/PMP-0001
4000.01/SKID-0001
1000.01 TK-0001 (blank)
3000.01|Cooling System-000] (blank)

Functional

Acceptance

Testing ||

Sumof Sum of Sum of
Open Total Open
COR COR PLI

(blank)

(blank) __|(blank) __|(blank)

(blank) __|(blank) __|(blank) __

(blank) __|(blank) __|(blank)

(blank)

(blank)

{blank)

(blank)

{blank)

(blank)

{blank)

(blank)

{blank)

(blank)

EXCEL CX ITEM EXECUTIVE SUMMARY

{blank)

Records are grouped by Cx item type and phases to compare counts between the estimate, forecast
and actuals. When this report is first selected, a Create Executive Summary Reportpop-up window
appears. This is where you can make selections based upon what you want to see in your report.

InEight Inc. | Release 25.3
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CREATE EXECUTIVE SUMMARY REPORT

Completions User Guide

Cx ltem Type:
(choose at least one)

Phass:

[choose at least one)

Primary Phase:
Issue Types To Summarize:
Report as of Date:

Options:

Create Excel Executive Summary Report

Room
Element

System
Subsystem

[«lInstallation [ Istartup
[#/|Design Verification [IFunctional Acceptance Testing
[ lQuality [lOowner Acceptance

[Isafety
[IConstruction Complete

Installation -

[+|cor
[Jpul

3/5/2020 WW: 2020 10

[ 1 Include Inactive ltems

OK  CANCEL

Based upon the Installation and Design Verifications Phase selections made in the above pop-up

window, only those you can see in the Installation and Design Verification phase types are shown in

the report below.

o o oo oaooo
o o o o oo oo
o oo r ooo
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EXCEL CX ITEM EXECUTIVE SYSTEM SUMMARY

This report is mostly used by management. Records are grouped by disciplines, Cx item types and
phases to compare between the estimate, forecast and actuals. When this report is first selected, a
Create Executive System Summary Report pop-up window appears. This is where you can make
selections based upon what you want to see in your report.

CREATE EXECUTIVE SYSTEM SUMMARY REPORT

Room
Cx ltem Type: Element
{choose at least one) Subsystem

System
Diccinline: Architectural

|::|p |nva;:I t Structural

[choose at least one) Biping

[¥linstallation

[ |Design Verification
Phase: CIQuality
(choose at least one) [ Isafety

[ Iconstruction Complete

Report as of Date: 3/6/2020

Options: [] Include Inactive ltems

Create Excel Executive Summary Report

Electrical
Mechanical
Concrete

[ Istartup
[IFunctional Acceptance Testing
[ lOowner Acceptance

WW: 2020 10

0K

Instrumentation

CANCEL

Based upon the Installation Phase selections made above, in the example below, you can see the data

represented by Discipline in the report.

InEight Inc. | Release 25.3
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Element Installation Room Installation Subsystem Installation System Installation

Forecast Actual Next 3 Forecast Actual Next 3 Forecast Actual Hext 3 Forecast Actual Next 3
Total toDate toDate % Comp Weeks | Total toDate toDate %Comp Weeks | Total toDate toDate % Comp Weeks | Total toDate toDate % Comp Weeks

0 0 0

Hlo o oo oo
2IRRERR8R
olo o o o o oo
ol 2o o o o o
olo o o o o oo
olo o o o o oo
cIRR3RRIE
olo o o o o oo
Mo m o oo o
Mo m o oo oo
ol o o o o o o
gRRRRREE
olo o o o o oo
olo o o o o o
olo o o o o oo
olo o o o o oo
S EIEIEIEE
ol o o o o o o

~
-
-

EXCEL PLAN VS ACTUAL BY TYPE

This report addresses the gap between planning and execution, per work week. The accumulative lines
are helpful visuals for evaluating performance. When this report is first selected, a Create Plan vs
Actual by Type Report pop-up window appears. This is where you can make selections based upon
what you want to see in your report.

CREATE PLAN V5 ACTUAL BY TYPE REPORT

Create Plan vs Actual by Type Report

Room
Cx ltem Type: Element

(choose at least one) System
Subsystem

[#lInstallation [ Istartup
[+/|Design Verification [ IFunctional Acceptance Testing
Phase: [ lQuality [ lOwner Acceptance
[choose at least one) DSafet}r
[|construction Complete
Work Week Range: Entire Project A
Options: [ Include Inactive Items

OK CANCEL
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Based upon the selections made in the above pop-up window above, you can see the chosen results in

the below report.

Room [ Installation Room [ Design Verification
1 1 25 25
0.9 || mm—aseline Wiy 0 —pzseline WIW
. Forecast WW . Forecast WW
08 08 g L o N I 2
— Atz WW — it WW
07 — 07
—+— Bassline Tatal —— Basaline Tatal
06 +— 0.6 15 H 15
—— Forecast Total —— Forecast Total
05 +— 0.5
—— Actuzl Total —— Actual Total
04 0.4 1 1
03 0.3
02 0.2 05 05
01 0.1
O i o 0 o
& 8 5 R R B A F FFEERDE o2 & & 5 8 A K AR F T SERLDE DT
2 2383333 233z:a3s:s§8§8 888 2 2233833322 3@as:s$§8§8 88§
# 8 8 8 8 R B 8 B 8 8 & 8® # B 8 8 8 8 8 B B8 B &8 8 ®
Element / Installation Element / Design Verification
12 12 14 14
[ paceine ww ] p—— e S G R e e
10 | = Forecast WW 10 12 1 e rorecast ww 12
— Atz W 10 || m——cnuww a1
8 1| —— Basaline Tata g —+— Basaline Totzl
== Forecast Total 8 | ——roreczst Toral 8
[ 6
—— Actuzi Tossl —— ctual Total
6 153
4 4
4 4
2 2 2 2
L T ey [ A T Ywaw s I —+ 0
N m e e mm @ e e m i e re = m w s @ e m owm @ m m m @
O - S - - -1 - S - S S
2 9 o 9 § § 9 § & 0 84 O 09 2 8 8 8 8 2 9 4 2 8 8 3 a g g g a9 5 5 5 5 =
® 8 8 R B 8 8 8 8 B 8 B B®” " 8 8 B R BE R R R R 8 R 8

EXCEL ISSUES PER PHASE

This report is used to measure the rate of issue creation vs. selected completion. When this report is

first selected, a Create Issues per Phase Report pop-up window appears. This is where you can make

selections based upon what you want to see in your report.

InEight Inc. | Release 25.3
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CREATE IS5UES PER PHASE REPORT =

Create Issues per Phase Report

Work Week Range: Entire Project A
Goal: 06 + —
Select Primary Issue Type: | COR -
Phase: Installation -
Options: [] Include Inactive Items

O CANCEL
Report results are shown below.
Issues by subtype per Installation for Project "Training Job"
25 45
— COR WW
——COR / Instzllation Goal
e COR  Inztzllztion ; : -4

15

15

0.5

0.5

(=]
201927
201928
201929
2019'30
21931
201932
—
201933
19 '34_
201935 -_
201936 ]
201937 ]
201938 ]
201939 ]
019 ‘40-
201941 ]
201942 ]
201943 ]
2019 44 ]
2019'45 ]
2019'46 ]
201947 ]
201948 ]
201949 ]
019 'ED_
201951 ]
201952 ]
20201
20202
20203
20204 ]
20205 ]
20205
20207
2020'8
20209
T T T
o =
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GENERATE PDF REPORT

8.1 Access and Review Report Output

The (Cx) Generate PDF report is summary of a Cx item that displays information such as the number of
Attachments, Checklists, Comments, Inspections, and Issues. A QR scan code is also included, to be

utilized in the field. While the example below is for Cx Items, the same sort of PDF Report is available in

the Issues, Inspections, and Checklists modules.

Training Job

Template Name Status
MEP Not Started
Attachments: 0 Checklists: 1 Comments: 0 Inspections: 0 Issues: 3
Cx Item Information
Description Pump Control Panel
Discipline Cx ltem Type Location
Electrical Element Campus A/ BLD-1/ Level 2/ 1-203
Finish Date Actual Finish Date Estimate Finish Date Forecast
812/2019 12:00 AM 8/19/2019 12:00 AM

Responsible Person Subcontractor Person Owner Person
Jack Larry Apple Tany Bates Sharon

no-raply@m-six.com no-raply @ m-six.com no-raply@m-six com

The Issues report module can be found by navigating to Issues > Reports

InEight Inc. | Release 25.3
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Q View Issue Details | Reports...| » Create New lssue
Excel lssus Cverview

n Generate PDF Report

EXCEL ISSUE OVERVIEW

This Issues Overview report displays a listing of Issues along with columns such as Phase, Status,
Category, Summary and Description.

Template Name' Cx Item Id Cx Item Description Discipline Phase Subtype Id Status Open Status Category Summary
COR COR-00002 New Open Instrumentation 03 - Missing/Incorrect Core Marker
MEP CWR-0456-02 Cooling water return Piping Installation COR COR-00003 New Open Mech 11 - verify Bolt Torgue
MEP CWR-0456-02 Cooling water return Piping Installation COR COR-00004 New Open LSS 03 - sample Ports
Civil CTS-0001 Cooling Tower Structural Steel Structural Quality COR COR-00005 New Open Electrical 06 - Conductor Labeling
COR COR-00006 New Open CSA 01 - Support issues
Civil TKCP-0001  Tank Concrete Pad Concrete Design Verification COR COR-00007 New Open CSA 04 - Tagging issues
Civil CTS-0001 Cooling Tower Structural Steel Structural Quality COR COR-00008 New Open Electrical 03 - Conduit 360 Degree Rule
MEP CP-0001 Pump Control Panel Electrical COR COR-00009 New Open Electrical 10 - Circuit Breaker AIC
Civil TKCP-0001  Tank Concrete Pad Concrete PLI PLI-00001 New Open CSA 11- Other

GENERATE PDF REPORT

The (Issues) Generate PDF Report is a summary of an Issue that displays information such as
Attachments, Checklists, Comments, Cx Items, Issues, and Issue Description. A QR scan code is also
included, to be utilized in the field. While the example below is for Issues, the same sort of PDF Report
is available in the Cx Items, Inspections, and Checklists modules.
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Training Project Example

Subtype Status
COR New
Attachments: 0 Checklists: 1 Comments: 0 Cx Items: 1 Inspections: 0

Issue Information

Description Failed checklist question: ‘Box is clean and free of construciton debris'
Category Due Date

Electrical 11/30/2019 2:00 PM

Summary Locations

07 - Wire Management Campus A/ BLD-1/ Level 2 /1-203

Resolution Note

Subcontractor Responsible Team
InEight

Created By Last Modified By

Nicole. Tudor@ineight.com Micole. Tudor@ineight. com

11/27/2019 2:24 PM 11/27/2019 2:24 PM

The Inspections module reports can be found by navigating to Inspections > Reports.

Q View Inspection Details > Create New Inspection

& Excel Inspection Overview

Generate PDF Report
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EXCEL INSPECTION OVERVIEW

Completions User Guide

The Excel Inspection Overview report displays Inspection ID's along with columns such as: Status,

Description, Created By and the various Inspection locations.

Instance Id “id Inspection Type Status

21da%91d0-c518-42al1-a18a-468bb54a0481  Insp-00001 Initial Inspection Ready for QC

60d91b91-f6a3-4c5e-b3c7-0870ddfc01c8 Insp-00003 Initial Inspection Ready for QC

GENERATE PDF REPORT

This is my initial inspection....
5b57ef0b-70d2-47f8-96ca-0611c1da70d8  Insp-00002 Initial Inspection Ready for Inspection please inspect this and that

Created By Created Campus  Building Level Room Responsible Tear
jenny 8/15/2019 Campus A BLD-1 Level 2 1-203 Example GC
jenny 8/28/2019 Campus A Office Complex Example GC
Karen Loftus 3/2/2020 Campus A Office Complex Level 1 Example GC

The (Inspection) Generate PDF report is a summary of an inspection that displays information such as:

Attachments, Checklists, Comments, Cx Items, Issues, and Inspection Description. A QR scan code is
also included, to be utilized in the field. While the example below is for Inspections, the same sort of
PDF Report is available in the Cx Items, Issues and Checklists modules.
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8.1 Access and Review Report Output

Training Job

Inspection Type

Initial Inspection

Attachments: 0 Checklists: 0

Status
Ready for QC

Comments: 0 Cx ltems: 1 Issues: 0

Inspection Information

Description: This is my initial inspection. ...
Permit #
Discipline Mechanical

Scheduled Time

Location

8/16/2019 8:00 AM Campus A { BLD-1/ Level 2 / 1-203
Drawing # CSl Spec Section

11111

RFI Change Order

123 1111

Subcontractor Responsible Team

InEight Example GC

Created By Last Modified By

jeny jenny

B8/15/20194:23 PM BM15/2019 4:22 PM

The Checklists module reports can be found by navigating to Checklists > Reports.

Q, View Checklist Details

InEight Inc. | Release 25.3
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GENERATE PDF REPORT

The (Checklists) Generate PDF report is a summary of an inspection that displays information such as
Attachments, Checklists, Comments, Cx Items, Issues, and Checklist Description. A QR scan code is also
included, to be utilized in the field. While the example below is for Checklists, the same sort of

PDF Report is available in the Cx Items, Issues and Inspections modules.

Checklist
Chk-00001
Training Project Example
Status
open
Attachments: 0 Comments: 0 Cx Items: 1 Inspections: 0 Issues: 0
Checklist Information
Template Name E-0003A Junction Box/Control Panel Installation
Description
Priority Category Location
Elactrical Campus A | Office Complax
Created By Responsible Team Last Modified By
Alax InEight Alax
10/2/2019 225 PM 10032019 11:05 AM

The following Step by Step walks you through how to execute a PDF Summary Report within a tab
menu path.
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8.1 STEP BY STEP 1 - RUN A PDF SUMMARY REPORT

Using the Cx Items module as an example, follow the Step by Step instructions below to run
the Generate PDF Report.

1. Navigate to Cx Items > Reports and select Generate PDF report.
» The Export a PDF Report pop-up window appears
2. Check the Summary Report radio button.

» The selection options for Comments, Connected Records, and Attachments no
longer appear

3. Click on Save To.
4. Save the Summary Report list PDF file to your local drive.
5. Open the Summary Report list PDF file.

» Navigate through the report to become more familiar with the layout

Cx Item Summary Report

CAMPUS_A-UTLBLD-LVL1-101 Mot Startad 1_ o1 Roam
Utility Ares Finish Date Forecast
TI24/2019 12:00 AM
Discipline Subcontractor Person Owner Person Finish Date Actual
Architecturs]
CAMPUS A-UTLEBLD-LVL1-203 Nat Stariad Campus A/ BLD-1/ Level 2/ 1-203 Room
Utility Room Finish Date Forecast
TI24/2019 12:00 AM
Discipline Subcontractor Person Owner Person Finish Date Actual
Architecturs]
Naot Stariad Campus A/ BLD-1 / Level 2/ 1-203 MEP
Pump Caontrol Pansl Finish Date Forecast
SIM192019 12:00 AM
Discipline Subcontractor Person Owner Person Finish Date Actual
Elactrical
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A Certificate is a legal document used to transition between phases of a project led by different
parties, functions or companies.

ling. ‘Commissioning Start Up
v
Certification by Elements of Certification by Elements of Certification by Elements of Certification by Elements of Certification by Elements of
Elements type Sub-System type Sub-System type System type System type Block
4= All CON Checklists of type A-ITR |  All PRECOMMSs Checklists of All COMS Checklists of type C- Performance Test Criteria
Checklists must be completed type B-ITR must be completed ITR must be completed Reports.
! Allissues of type Punch and All issues of type Punch and All issues of type Punch and All issues of type Punch and
Issues category “A” category “A / B" category “A/B/C" category “A/B/C"
T’ Inspections of type “System \L:ﬂ:i&:ﬁs:?z‘g:‘ fevts;:n‘;' Inspections of type “System Inspections of type “System
@ Walkdown™ are completed by Pre- commlsslo:in ¥ Walkdown" are completed by Walkdown” are completed by
Inspection Construction, Commissioning . g, Commissioning, Startup and Startup, Operations and client
) ‘Commissioning and client - .
and client representatives N client representatives representatives
representatives
RFSU certificate signed by
e . Commissioning Authority and
= RFPC certificate signed by RFC Certificate signed by tl’}e Startup Authority.
= ) Pre-Commissioning Authority
— Construction Authority and and the Commissionin
Certificate Commissioning Authority ! € MC Certificate sign by
Authority i .
Commissioning Authority and
Startup Authority.
Turnover dossier containing Turnover dossier containing
application redlines, and application redlines, and
Attachment reports stating how the as-is reports stating how the as-is
conditions of the system. conditions of the system.
f’@ Preservations are managed through the project lifecycle
Preservations

A certificate is a summary document that officiates multiple aspects of the Completions database for a

scope of work. For example, in a Ready for Pre-Commissioning (RFPC) Certificate, the requirements

include:

¢ The scope of work for the certificate is all pieces of equipment associate to the Sub-System

¢ All construction checklists (A-ITR) for equipment in that scope are complete

¢ Any issue of type Punch and Category A are resolved

¢ A Final Walkdown Inspection of the work has been completed

e Aturnover package has been created for review

After all those conditions are met, the project can initiate the certificate sign off process where the
Issuer individuals (Construction) and the Receiver individuals sign the certificate. After all signature are
collected, on most projects, the scope of work transfers from the Issuer team to the Receiver team
where they are able to perform their work activities.

Examples of types of Completion Certificates include:
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» Construction Complete (CC)

» Ready for Commissioning (RFC)
» Ready for Start Up (RFSU)

» Ready for Operation

» Facility Acceptance

Signed Certificates becomes part of the final Turnover Package that the issuer signs off, saying that
they have met all their obligations, and is handed over to the receiver.

From the Certificates tab, certificates are listed by columns such as Certificate ID, System Number,
Discipline, Status, and Template Name.

COMPLETIONS HQ D — u] %

Client OGC Market Templat. ~

Certificates Q, | searct X

Showing 6 of 6 records A
f:'i Not Ready @ Mechanical Completion - MC E] Ready for Commissioning - RFC Ready for Pre-Commissioning - RFPC Ready for Startup - RFSU 0 = 12 T

CLEAR FILTERS

MC-00002 System-HVAC-0456 Not Ready 2/2/2021 11:44 AM Alex Mazepa Mechanical Completion - MC

RFC-00003 Subsystem-HVAC-0456-01 Not Ready 2/2/2021 11:44 AM Alex Mazepa Ready for Commissioning - RFC
RFC-00004 Subsystem-HVAC-0456-02 Not Ready 2/2/2021 11:44 AM Alex Mazepa Ready for Commissioning - RFC
RFPC-00003 Subsystem-HVAC-0456-01 Not Ready 2/2/2021 11:44 AM Alex Mazepa Ready for Pre-Commissioning - RFPC
RFPC-00004 Subsystem-HVAC-0456-02 Not Ready 2/2/2021 11:44 AM Alex Mazepa Ready for Pre-Commissioning - RFPC
RFSU-00002 System-HVAC-0456 Not Ready 2/2/2021 11:44 AM Alex Mazepa Ready for Startup - RFSU

¥ View Certificate Details » Create New Certificate ) Edit Certificate » Reports... ) Reassign Phases

G 2 ®O®

Certificates  Admin

You can double-click on a specific Certificate to show you the Certificate’s detail information and Phase
List. You can also select a Certificate ID, and then click View Certificate Details.
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RFPC-00003

System Number Template Name Status Contractor Person Contractor Team Owner Person
Subsystem-HVAC-0456-01 Ready for Pre-Commissioning - RFPC Nt Ready Pp——
Description Discipline Start Date Estimate Start Date Forecast Start Date Actual Finish Date Estimate -
So Chec st
h Dat. Finish Date A Last Modified Date Last Modified By B comments
222021 123 M Alex Mazepa & o
Elements
Inspact
1 issues
Phase List:
i Not Signed o4 InEight Demo
Authority P NexMazepa
Signed Date:
B imspections
1 e
Construc tion E&I Authority Issuer E81 Not Signed se InEight Demo ¢ InEight Demo
a8 a8
ANexMazepa
Commissioning Mechanical Receiver Mechanical Not Signed o ¢ InEight Demo
Authority - -
Commissioning E&l Authority  Receiver E&l Not Signed P o2 InEight Demo
Construction Manager Issuer Authority Not Signed se ¢ InEight Demo
Commissioning Manager Receiver Authority Not Signed .0 so InEight Demo
- -
> Update Phase Status > Reassign Phase > Edit
Certficates —

Before the certificate phases can be signed by the appropriate authorities, the project admin is
required to reassign each phase to the appropriate team responsible for signing the Phase. Reassigning
tells the user who is responsible to sign that line item, and tells the application to allow signatures.

Although editing a certificate’s Phase Status is a function of the Completions Coordinator or Admin,
reassigning a Phase is used by the Coordinator to tell the system, and the user, who is supposed to sign

that line item.

> Update Phase Status |  Reassign Phase | ¥ Edit

8.1 STEP BY STEP 1 - REASSIGN A PHASE

1. From the Certificate tab, select a Certificate ID to reassign.

2. Select a Phase.
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3. Select Reassign Phase.
4. Select a new Responsible Team.
5. Click OK.

At this point, Completions starts to evaluate the Workflow Gates defined by the project. It evaluates
content for a scope of work such as completion of:

¢ Checklists of a certain type
¢ Issues of a certain type and severity

¢ Inspection of a certain type

Assigning each phase of a certificate can be a long task for an admin. The admin can assign multiple
phases of multiple certificate records at the same time.

Bulk Reassign a Phase
1. From the Certificate tab, select one or many Certificates while holding the CTRL key.
2. Select Reassign Phases.
3. Choose Phases from the lower drop-down menu, and then select to add them.
4. Choose the Responsible Team and add any notes.
5

. Select Save.
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e The system reassigns the phases for all selected certificates with those phases

COMPLETIONS HQ

Client OGC Market Templat: ~

Select phases to reassign:

PHASE NAME RESPONSIBLE TEAM NOTE WARNING
Construction Mechanical Authority (Ready for Pre-Commissioning - RFpC) B 0@C Testing P
Construction E&I Authority (Ready for Pre-Commissioning - RFPC) feslabightliema P

[ ]

Commissioning Mechanical Authority (Ready for Pre-Commissioning +-RFPC)
Commissioning E&! Authority (Ready for Pre-Commissiening - RFPC)
Construction Manager (Ready for Pre-Commissioning - RFPC)

Commissioning Manager (Ready for Pre-Commissioning - RFPC)

| Ovenwrite existing assignees Save Cancel

&‘%tes Project loaded @@

After all Completions requirements are met, you can update the Phase Status to Signed.

A sequencing of certificate signatures is built into Completions to ensure the proper authorities review
the turnover package.

In the example of this certificate:
¢ Construction Discipline signatures need to sign first

» After a single Construction Discipline has been signed, the Commissioning Authority of the same
discipline can sign

e The Construction Manager can only sign after all the Commissioning Discipline Authorities have
signed

e The Commissioning Manger can only sign after the Construction Manager has signed
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Construction Mechanical
Authority

Construction E&| Authority
Commissioning Mechanical
Authority

Commissioning E&I Authority

Construction Manager

Commissioning Manager

Issuer Mechanical

Signed Date:

lssuer B8

Receiver Mechanical

Receiver E&:l

Issuer Authority

Receiver Authority

Signed

Signed

Signed

Mot Signed

Not Signed

Mot Signed

8.1 Certificates Overview

It is critical to know that Certificate Gates, created at the admin level, prevent someone from signing
off on a Sub-System Certificate unless all Phase Checklists have previously been signed off on.

In the example shown, this system has seven pieces of tagged equipment with a total of 17 checklists.

Each checklist must be completed as dictated by the created Certificate Gates.

InEight Inc. | Release 25.3
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System

KB

i Ei—% 1x System with due date
i—l?;; 1x System Certificate
il _ |

— 7x Tagged Equipment

-

é 17x Checklists
Tags Checklists

To validate that all certificates are completed, you can look at the Progress Roll-up Reports. These
reports are configured to be in the context of how the project evaluates completeness.

8.1 STEP BY STEP 2 - PROGRESS ROLL-UP REPORT REVIEW

. From the Certificates tab, double-click to select a Certificate ID.

[y

Click on the Elements context path button.
. Click to open the Sub-System.

. Click on the Sub-System Readiness Reporting drop-down arrow.

a A W N

. View the number of Completed Checklists as compared to Total Checklists.
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o= In the example shown below, only one of the 13 needed A Checklists are completed.

Sub-System Readiness Report

Outstanding Checklists 12 Outstanding Checklists Outstanding PLI 0 Outstanding Checklists
Completed Checklists 1 Completed Checklists Completed PLI 1 Completed Checklists
Total Checklists 13 Total Checklists Total PLI 1 Total Checklists

A Checklist Status C Checklist Status lssue Status B Checklist Status

To view the details on those certificates, click the Certificates context path button to view the current

status of the Certificates linked to the Sub-System.

Subsystem-HVAC-0456-01: Sub System

O Attachments

system Position

2 OUT OF 2 CERTIFICATE(S) LINKED TO SUBSYSTEM-HVAC-0456-01 ® certificates (2]
LINK EXISTING CERTIFICATE(S) -
=@ Chacklists
2 out of 2 Certificate linked directly to Subsystem-HVAC-0456-01 Hide E
Comments
@ Elements
RFC-00005 Subsystem-HVAC-0456-01 Not Ready 2 tnspections 0o
2/2/2021 2:08 PM Alex Mazepa Ready for Commissioning - RFC 1,
! lssues
- RFPC-00005 Subsystem-HVAC-0456-01 Issuer Signed _
2/2/2021 3:41 PM Alex Mazepa Ready for Pre-Commissioning - RFPC
TIP Type A (AITR) qualify against the Construction Complete (CC) Certificate.

Type B (BITR) looks at the Ready for Commissioning (RFC) Certificate.
Type C (CITR) looks at the Ready For Startup (RFSU) Certificate.

If all Certificates are complete, go back into the Certificate and click Update Phase Status > SIGN.

When changes have been made, updates need to be synced to send all updates to the server.
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8.1 STEP BY STEP 3 — PENDING UPDATES

1. Hover over the up arrow to show the number of changes waiting to be published.

PENDING UPDATES @ @

2. Click Pending Updates.
3. Review the pending changes.
4. Click Publish.

» After doing so, the red Pending Updates button changes to a dimmed No Pending
Updates

Certificate status can be documented as an artifact, or snapshot, of progress.

8.1 STEP BY STEP 4 —- GENERATE PDF REPORT

1. Click Certificates > Reports..., and then select Generate PDF Report.

:ate New Certificate | ¥ Reports... |
Generate PDF Report

Page 184 of 234 InEight Inc. | Release 25.3



Completions User Guide

2.

In the dialog box, adjust the options, if necessary.

EXPORT A PDF REPORT

Export a PDF Report

® Single PDF for item -00025
(O Multiple detail PDF reports for all visible items
) Summary Report

Comments
Connected Records
Attachments

SAVE TO

8.1 Certificates Overview

CANCEL

. Click Save To.

Rename the file, if necessary.

» Wait for the file to be generated

e The PDF shows in a separate window

InEight Inc. | Release 25.3

3
4. Navigate to the folder where you want to save the PDF file.
5.

6. Click Save.
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-00025
1struction g e
Ng Certificates
-00025
m NO UAT Testing 2
: Template Name Status
cC Mot Ready
missioni
Attachments: 0 Checklists: 0 Blements: 1 Issues: 0
i pertiﬁcates Information
Template Mame
cc
commiss
Finish Date Actual Finish Date Estimate Finish Date Forecast
Description
mmission
M
— e IR
Responsible Person Owner Person
Seplember 23, 2020 1152 AM Page1 ofg N0 LIAT Tasting 2

LESSON 8 — PRESERVATION PLAN
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8.1 PRESERVATION PLAN SETUP OVERVIEW

8.1.1 ROLE OF PROJECT ADMIN

All equipment that is subject to a reoccurring Preservation activity requires a Preservation Plan. For
each piece of equipment, a scheduled frequency of care is identified. Each of these scheduled
frequencies is called a Preservation Plan. The schedule of steps to be completed is configured by the
Project Admin in the InEight Excel Plugin.

8.1.2 SETTING UP A PRESERVATION PLAN

To set up frequency-bound Preservations, the following tasks need to be completed by the Project
Admin.

8.1.2.1 PRESERVATION PLAN SETUP IN A NUTSHELL

Create Import
Preservation Preservation
Template Import Template Import
Schema Schema

Register
Checklist
Template Classes

Create Question Import Question

Template Template

Substeps Substeps Substeps Substeps Substeps
1a - "Generate Question 2a - Select "Import 3a - Query "Checklist 4a - Query 5a - Click "Import”.
Template” Worksheet Question Templates”. Template Class” and "Preservation
from Excel. "Checklist Template™ Template Import 5b - Select

2b - Select tables. Schema. "Preservation
1b - Populate appropriate values. Template Import
worksheet. 3b - Copy/Paste 4b - Copy/Paste Schema”.
~ . Template Name from columns from
AOAALESEEITES Checklist Template "Preservation 5¢ - Publish changes.
table into the Name Template Import
column in the Checklist Schema" into a blank
Template Class table. Excel worksheet.
3c - Copy/Paste 4c - In blank
Template Name from worksheet, cop)’
Checklist Template Instance ID from
table into the Checklist Checklist Template
Template ID column in Class (able to the
the Checklist Template Checklist Template
Class table. Class ID column into

the new worksheet.
3d - Publish changes.

4d - Add an Instance

ID into the new

worksheet using the

Onifine GUID

Generaror.
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Question Template creation has the same process as Checklist question creation.

Follow this step-by-step to create the question template.

8.2 STEP BY STEP 1 - CREATE THE QUESTION TEMPLATE

1. Login to the Excel Plugin and select your project.

2. Select the Generate Question Template Worksheet.

File Home Insert Page Layout Formulas Data Review  View Help InEight™ Debug Acrobat

| User: @ J | SetiDTag <none> | [ AutoSelect E SetiDTag <none> [y Q IT Team Info Generate Question Template Worksheet
o »
Acct: — | % Bulk AssignTags | || Frame Selected ~ | SetColor <none> - Define Spaces port Question Templates
Table |mport Audit Show in | Pending Advanced
wt | Project = 7 Select Tag Tags Model | Changes  Settings Mark Editable Fields
Project Data Adtions Modifiers Visual Reporting Settings Question Template Tool

3. Inthe Type column, specify the applicable checklist type by selecting the Type drop-down.

4. Then, select either checklist or preservation.

¢ |f the project has the Preservations module enabled, it shows as an option in the drop-
down menu.

Al
Type Terpplate Category Template Name Question Category Question Subcategory Question Text Question Type Input Range Resolution Criteria
e

¢ If the project does not have the Preservations module enabled, checklist is then the only
option in the drop-down menu

& B C D E E G H 1
Type  Ten plate Category Template Name Question Category Question Subcategory Question Text Question Type‘lnput Range Resolution Criteria

¢ [f left blank, the template can be used in both modules.
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5. Enter the values from the Checklist Template tab in your Config Book into the Question
Template worksheet.

Tooe Checklist Template Name of the Checklist Parent Category ::T:eo‘;;::::mw “The Text of the Question
Category *Required *Required *Required
-] [ [-1

preservation  Preservation Shaft Rotation ROO General Activity Rotate Shaft clockwise 3 times

Proservation  Preservation Shaft Rotanon ROO Ganaral Signatura Tachnician Signature
Preservation  Preservation Equipment Storage ROO General |nclwny _Ensure equipment is stored in a dry location and sheltered from the elements
Preservation  Preservation Equipment Storage ROO General Signature Technician Signature
Preservation Preservation Preservation Gil ROD General Activity Drain and replace the preservation Oil with the project approved oil

reservation  Preservation Preservation Oil ROD General Signature Technician Signature
Preservation  Preservation Pause Perservation General Activity Reason for Pausing the Preservation
Preservation  Preservation Pause Perservation General Signature Authorized Signature
preservation  Preservation Check for Leaks ROO General Activity Inspect equipment for fluid leaks
Preservation  Preservation Check for Leaks ROO General Activity Inspect Equipment for decrease in Nitrogen purge pressure
Preservation  Preservation Check for Leaks ROD General Activity Nitrogen purge pressure value (psi)
Preservation Preservation Check for Leaks ROD General Signature Technician Signature

Confirm the temperature of the area the equipment is stored in has not dropped bel,

Preservation  Preservation Temperature Storage General Activity degrea celcius
Preservation  Preservation Temperature Storage General Activity Temperature Recorder Lowest temperature reading
preservation  Preservation Temperature Storage General Slgnature Technician Signature

:
= T S S R oo oo | R é;

e =0 It is best practice to always include a revision number to the Template Name. This
will serve an important role in the Register the Checklist Template Classes step-by-
step.

8.2.2 IMPORT QUESTION TEMPLATES

Follow this step-by-step to import question templates.

8.2 STEP BY STEP 2 — IMPORT QUESTION TEMPLATES

1. Select Import Question Templates

File Home Inset  Pagelayout  Formulas  Data  Review  View  Help  InEight™ e B Debug  Acrobat
——

User: D % ‘, SetID Tag <none> [ Auto Select Set ID Tag <none> ll q l Team Info Generate Question Template Worksheet
{3 »
Acct: I “—! | O BulkAssignTags | || Frame Selected | SetColor <none> - h Define Spaces ort Questic Jates
) — Table Import Audit Showin | Pending Adva -
Project: | Training |+|| . 27 Select Tag - Model | Changes = Settings Mark Editable Fields
Project Data Actions Medifiers Visual Reporting Settings Question Template Tool

2. Make the appropriate selections based on the values expected by the application.
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Mleyg= If the headers in the worksheet match the information in the Question Template
Tool, the values then autofill.

Type Template Category Template Name Question Category Question Subcategory Question Text Question Type Input Range Resolution Criteria
Rotate Shaft
clockwise 3
Prese Preservation Shaft Rotation RC General Activity times choice Pass,Fail Pass
Technician
Shaft Rotation RC General Signature Signature signature
Ensure

Prese Preservation

equipment is
stored in a dry

location and
sheltered
from the
Prese Preservation Equipment Stora General Activity elements choice Pass,Fail Pass
el
Type Type -
Template
Choose Category Template Category
Choose Template Template Name
Cuestion Category
Cheose Parent Category Question Categery
Choose Category Guestion Subcategory
Question
Choose Question Text Question Text
Choose Question Type Guestion Type
Chaose Input Range Input Range
Choose Resolution Criteria Resalution Criteria
oK Cancel

3. Publish the pending changes.

Checklist Template class registration is important because the Preservations module references the
Template Class as opposed to the Checklist Template. This allows a Project Admin revise the checklist

template in the application without first having to delete the existing preservation.

Follow this step-by-step to register checklist template classes.
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8.3 STEP BY STEP 1 - REGISTER CHECKLIST TEMPLATE CLASSES

1. From the Excel Plugin, query the following tables:

¢ Checklist Template Class

Alelg = This table may be blank is data does not exist.

e Checklist Template

2. Copy and then paste the Template Namecolumn from the Checklist Template table into the
Name column of the Checklist Template Class table.

If editing the Checklist Template ID is all that is needed, use of the drop-down selection in the
CHECKLIST TEMPLATE ID column.

Instance Id CreatedDate  Created By  Last Modified Date Last Modified By Name Current Template Id Noun Type
02e4f370-3a9¢-4831-80e1-52f8ede702e8  6/8/2021 8:20 AM username 6/8/2021 8:24 AM username E-001A-Motor Control Center E-001A-Motor Control Center I~
Oae5413e-cOaf-a51e-achb-3255009506d5  6/8/2021 8:20 AM 6/8/20218:24 AM P-01C Gross Leak Test l"'wef \
0bb53056-b5a5-4580-9573-ce18b62d8018  6/8/2021 8:20 AM 6/8/2021 8:24 AM M-005A-Pump Alignment Exchanger System Commissioning Procedure
0dc95278-1ca2-41b2-8449-7380ed0da27a  6/8/20218:20 AM 6/8/20218:24 AM P-028 Piping Cleaning Restoration u‘;“’;_‘.:;‘:,ﬁ.“;::. Installation
10465929-99aa-4a8b-80b3-1403e4893cad  6/8/2021 8:20 AM 6/8/20218:24 AM 1-018 Instrument Calibration 1-01B Instrument Calibration

1058341a-5ca2-4cb6-bIec-d b 6/8/20218:20 AM 6/8/20218:24 AM 1-028 Loop Check 1-02B Loop Check

M-001A-Equipment Setting
14ba446f-31d2-4f10-bdee-2fd026216827 6/8/2021 8:20 AM 6/8/2021 8:24 AM M-03A Equipment Closure M-03A Equipment Closure

3. Copy and then paste the Template Name column from the Checklist Template table to the
Current Template ID column in the Checklist Template Class table.

|Instance Id Created Date Created By  Last Modilled Date  Last Modified By Template Name
12137417-b15-0dd0-5506-¢dIIZIBTI]  6/7/2021 11DPM usemame: semame Temperature Sorage 10

&/7/2021 1:10PI M-02R Reseruci.s0.
Tosu

W1, 0PI
99830 6/7/2021 L10PM Gopy Template Name to
024 Pipe Test Package Recard 0

Name and current Template ID

£17bscs0-d2a7-4858. ecrl? b Pl
2430365 2025 40TF 2342 (54b1dadOF3  6/7/2021 110 PM
2726265 0cb0 4737 a4 bedeced2b62d  6/7/2021 1:10 Pl

A G/TF2021130PM
Exthanger System Commissiening Procedure.r0 o

Created By Last Modifled Date ~ Last Modifled By Name
/1712021 10:57 AM (i Temperature Storsge

Checklist Template table

6/8/2021 824 AW
6/17/202110°57 AM

60006338 7900 A5ed bad2 dacd51T84%e0 618,201 6:20 A

Checklist Template Class table

O checkiist Template [JETT)

As a best practice, add a revision number to each Template Name, similar to the circled labels in the
screenshot above, in the checklist Template table. Then in the Checklist Template Class table, remove
the revision number from the Name column and keep it in the Current Template ID column.
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Copy——Jrom —Jr0

Table Checklist Checklist
Template Template
Class
Column Template Name and
Name Current
Template ID

Similar to the Question Template Worksheet, there is a column in the Checklist Template Class table
called Noun Type. This column is used to indicate a Checklist or Preservation.

If you do not specify a Noun Type, the template is then accessible in both the Checklist and
Preservation modules. This is identified in both tables because there may be times that a checklist may
not contain a checklist template class, but the admin still wants to make the checklist visible in only
one of the modules.

Follow this step-by-step to create the Preservation Template Import Schema.

8.4 STEP BY STEP 1 - CREATE THE PRESERVATION TEMPLATE IMPORT

SCHEMA

1. Query the Preservation Template Import Schema table.

2. Copy and then paste the columns from the Preservation Template Import Schema table into a
blank Excel Worksheet
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A[eg= You cannot directly edit the queried table from step 1. New Preservation Plans
need to be imported from an offline worksheet.

In the blank worksheet, copy the Instance ID from the Checklist Template Class table to the
Checklist Template Class ID column into the new worksheet, Preservation Import Template
Schema.

Add an Instance ID into the new worksheet, Preservation Template Import Schema

o= The import does not create an Instance ID. To obtain Instance IDS, go to the Online
GUID Generator and generate values based on the number of rows. These values

remain permanently static.

Instance Id reated Date Created By Last Modif

650074¢7-9386-deed-8f36-b1bd396dafef .20 AM ﬁh?lll)l H
e e PR «me Checklist Template Class table
f2b7dfel-98e4-48ee-b04a-3cd303696d30 6/8/2021 8:20 AM 6/8/20.

14bad46f-31d2-4710-bdee-2d026216827 6/8/20218:20 AM

3e06fb53-5953-4db0-bb1b-a0aef579c875  6/8/20218:20 AM 6/8/20
38642871-22¢-4751-8913-bbasf57c20ab 6/8/20218:20 AM 6/8/20
69396933-7902-45ed-bad2-dac95178d9e0  6/8/2021 8:20 AM 6/17/202

(2)

@ guidgeneratar.com/online-guid-gene

Instance Id
faced335-82ff-aab7-8f1e-ce77305bads6
84571139-a80-4451-9¢53-9f0d37ee160d
4fab5f00-40a8-466b-82e4-830be3890da8
e86938fa-692e-4606-9384-4687d16373¢5
a97c6e10-157d-4737-8125-a9c67d19bbf9
f7a16908-07f2-42a7-83f6-292881a5a32a
1182f850-6363-4a22-a051-032607cIa98a

Created Date

Preservation Plan Id

Checklist Template Class Id t
650074c7-3386-deed-2f36-b1bd39edafef
7e7047e6-7c74-4951-b2e5-e375ecceas6f
f2b7dfel-98e4-48ee-b04a-3cd303696d30
14bad46f-31d2-4f10-bdee-2fd026216827
3e06fb53-5853-4db0-bb1b-a0aef579c875
a8642871-2¢2¢-4751-8913-bba6f57c20ab.
6939693a-7902-45ed-bad2-dac95178d9e0

Created By  Last Modified Date Last Modified By Template Name

New worksheet with columns from the Preservation Template Import Schema table

rator.aspx

Online GUID / UUID Generator

How many GUIDs do you want (1-2000): |7 |

Uppcaze {} Braces:

Ganerate some GUIDs!

Results: | Copy to Clipboard

BEC 7515

Hyphans
URL encode:

£9ced335-82££-44b7-8fle-ce77305badBé
£4571139-a8d£-4451-9c53-9£0d3 Tee1 604

30ba38904a8

©86938a-692e-46b6-9384-4687AL63T3cE
297c6e10-£57d-4737-8125-a9c67d19bbE9
£7a16908-07£2-4ea7-03£6-292881a5a32a
1182£850-636a-4a22-a051-032607c9a98a

InEight Inc. | Release 25.3

Copy the Instance ID from the Checklist Template Class table into
the Checklist Template Class ID column in the new worksheet.

e Add the Instance ID into the new worksheet by using the Online
GUID Generator.
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Value Description

Template Name This is the NAME from the Checklist Template Class
table.

Preservation Plan ID  This can be anything you assign to this column name.
It does not need to be a unique value.

Scheduled Value This is the unit of how many days, weeks, months, or
years new Preservation Plans are created.

Scheduled Time Unit  This is the unit of reoccurrence. Acceptable values are
Days, Weeks, Months, or Years.

Yfegr= The Schedule Value MUST be plural. For
example, days not day.

TRIGGER COLUMNS

Trigger columns represent different conditions that define whether a Preservation Plan is going to be
created or not.

Trigger columns include the following:
e element: Sub Type Trigger
e element_tagdetails: Manufacturer Trigger
¢ element_tagclassification: Preservation Pause Trigger

An example of this is shown in the screenshot below. For the Circulation Pump Sub-Type, if the physical
location is Energized, for any manufacturer type (*) including blank, and preservation is not paused,
the system creates this Preservation Plan. Provided that the triggers do not change, the system
continues to make the Preservation Template, Preservation Qil RO0, every six months.
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| J [3

| L

8.5 Import Preservation Template

N

Schedule Value Schedule Time Unit element: Sub Type Trigger element_tagdetails: Physical Location Trigger element_tagdetails: M. er Trigger el & ion: Preservation Pause Trigger
1 Weeks Heat Exchanger Laydown, Warehouse, Installed * NO
1000 Days = = = Ives 1
1 Days Circulation Pump Laydown, Warehouse * No
1 Days Heat Exchanger Laydown, Warehouse * No
1 Weeks Air Handler Unit Laydown, Warehouse, Installed * No
x blo
6 Months Circulation Pump Energized - No 1
1 Months "Circulation Pump "Laydown, Warehouse - "No
3 Months Circulation Pump Energized . No
3 Months Circulation Pump Laydown, Warehouse, Installed * No
3 Months Air Handler Unit Energized * No
1 Weeks Circulation Pump Laydown, Warehouse, Installed * No
& Months Circulation Pump Laydown, Warehouse, Installed * No
1 Months Air Handler Unit Laydown, Warehouse, Installed * No
1 Months Heat Exchanger Laydown, Warehouse * No

The Pause Preservation trigger allows for a pause in the Preservation Plan. For example, a vendor may

have taken the equipment off-site to work on it for a given period, for which that Preservation Plan can
be paused. To create a pause in the preservation for a particular element, the Project Admin can Edit

the element data field called Preservation Pause to Yes. See below screenshot.

€~ Tag-12-VN-1710

Tag-12-VN-1710

Element Id

Location
Transport-400 / CWA-01

Type
Engineering Tag

Edit Element

Sub Type

Vessel

System Position
..LARE-1200-1710 / Tag-12-VN-1710

Yes

Function Description

Mechanical Vessel

Delete this text and replace it with your own content.

Vendor Installed
N/A

c issionabl
No

Area Classification
Hazardous

Is Maintainable

N/A 7
I 1 riel
No r
Zone
None

Follow this step-by-step to import the Preservation Template Import Schema.

InEight Inc. | Release 25.3
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8.5 STEP BY STEP 1 —IMPORT THE PRESERVATION TEMPLATE IMPORT

SCHEMA

1. Click Import.
Select the Preservation Template Import Schema.

Click Ok.

LN

Publish pending changes.

The system will recognize if there are any Preservations that need immediate action that need to
be created immediately

File Home Insert Page Layout Formulas Data Review View Help BLUEBEAM InEight™ Acrobat

bl Bulk Assign Tags Frame Selected Set Color <none Define Spaces Import Question Temy
Table Import Audit o Advanced

Select Tag Tags e Settings Mark Editable Fields

p User: + SetID Tag <none> Auto Select Set ID Tag <non I Team Info Generate Question Tel
Acct:
Log

out | Project Preservation...

Project Data Modifiers Visual Reporting Settings

= & 0a265c¢00-9f8a

il Instance Id ~ Created Da ~ Created | ~ | Last Modified Daf ~ | Last Modified | ~ Template Name ~ | Preservation Plan Id ! Checklist Templ
Bl 6175da55-c692-4173-aa7¢c-9d9111c47401 Temperature Storage  AHU Construction Preservation  69b440e7-bc66-¢
£l 5e5591e5-95df-4ade-ac60-6dac02d95aba Equipment Storage RO0 AHU Construction Preservation  8ebdf22e-fbas-4
3 ecdcd09b-4f1e-467F-0840 NNakn2 202067 -Chark farlsake RO AUl Cancteuction Preservation  6b0e12d5-56da~
Sl bf69c11d-cedd-43] 4 d Preservation 6b0e12d5-56da~
Gl 10613182-1e65-42! an Preservation 69b440e7-bc66-¢
il 09d62d2¢-2008-4d Schema Preservation Template Import Sches v an Preservation 8ebdf22e-fbas-4
[ f457e526-7c3b-4d| an Preservation 6b0e12d5-56da-

Worksheet
0a265c00-9f8a-488 o Loaders [ lnstanceld  CrestedDate  Created By Last Modfied Date  Last Modfied By  Template Name  Preservation Plan 4| [3tion 9edbdae6-e7bs-
o 64ac3c31-1320-477 ¢\ o o GreatedD.. = |CeasdBy = |Last o - ([P = 5 = 3 .| loning Preservation e6326c18-92b1-4
il 99acb35f-b6d1-42 < > Jllcmlng Preservation 6b0e12d5-56da~

(el 0c0778da- 1c09-49

(B} 5ba348e7-8ccf-4ff Info X
(BN cfesf7b2-55¢8-443
(Bl e6ab2c6e-d554-4f55-8868-b1f3e8fd3b73 ' T r TTTTSHaft Rotation®  Note that a database table already exists with this schema. Any

imported data will be added to the existing database table.

Ay

5 85083201-f997-4a91-a80a-32ab02234c08 Check for Leaks

If you import an item that currently has a value registered in the system, a value you
forgot to strike out for example), it will be rejected without providing an alert. Only add

records through the import. If you need to change these values after the fact, this can
only completed through querying and editing the Preservation Template Import Schema
table.
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When completing a Preservation activity, the next plan date reflects the completed date cadence
specified in the template. For example, 1 week.

There are now two dates presented in Update Checklist Resolution:
¢ Resolution Date (non-editable): This date represents when the activity is closed in the system.
e Completed Date (editable): This date represents when the activity was physically completed.

The reason both fields exist is because you may have completed the activity out in the field on Monday
but did not have access to Wi-Fi until Wednesday. Resolution Date is then set as that Wednesday and
the Completed Date is set as that Monday.
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Completions User Guide

COMPLETIONS HQ

Project: | Preservation Demeo -

(— Back to Preservations

Preservation Mumber Status Element Id
PRES-00018 open Tag-AHU-0304
Preservation Template Name reating lnstance T Preservation Plan Id
Equipment Starage ROD preservation_plan

Description
A preservation checklist

Last Modified By
PRES-DDD18

Resched By

Schedule Information

Resolution Date

6/13/2021 213 PM

Complete Date

p | Activity

- ) . Resclution Note
Ensure equipment is stored in

a Signature [0 out of 730 characters)

Element Description

Praservation

oK CAMNCEL

Technician Signature

> Update Status » Reassign ¥ Reschedule ¥ Edit ¥ Reports...

®

Presarvations

Page 198 of 234

InEight Inc. | Release 25.3



Completions User Guide 8.6 Edit a Preservation Plan

As a Project Admin, you can edit conditions in a Preservations Plan. Simply query the Preservation
Template Import Schema and edit as needed. The changes then reflect on the Preservation Plan
Template in the Completions HQ and Mobile applications.

The changes are not reflected in Preservation activities that are in progress, but rather on the next
scheduled activity. For example, if you change the Preservation activity in the screenshot below from 1
week to 3 weeks, the Frequency is then shown as 3 weeks next time it iterates and creates a new
activity.

ey g= If you delete a line in the Preservation Template Import Schema Worksheet, the current

activity cannot be deleted and it will prevent the next activity from being created.

€ Back to Preservations PRES-00001: Equipment Storage R0OO
Preservation Number Status Element Id Element Description Tag Type Element Type
PRES-00001 open Tag-HEX-0001

Preservation Templ. ing In: T Preservation Plan Id Category Responsible Person Responsible Team
Equipment Storage ROO preservation_plan Preservation

Description Priority Resolution Date Resolved By Resolution Note

A preservation checklist Normal

Last Modified By Created By Created Date
mbadmin mbadmin 6/9/2021 9:33 AM

(~) Schedule Information

Planned Date Scheduled Date Complete Date Days Overdue
6/10/2021 933 AM 6/10/2021 9:33 AM
Frequency Element ID Element Sub Type Manufacturer WES Vendor Required
1 Week Tag-HEX-0001 Heat Exchanger 62003 No
L
™ 1 Week [0
Etions for the...
Show Resolved: ' Cuestons 2 questions / 2 unresolved
d I General

Al = Be mindful if you change the frequency midstream, 3 weeks to 2 weeks for example. The
Project Admin needs to change the Planned Date on the current activity to ensure it is
not done late.
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There are circumstances that warrant the transition of a piece of equipment to a different Preservation
Plan.

The Project Admin needs to reconcile between the previous and new plans to ensure continuity in the
maintenance. For example, if a piece of equipment is changed from Energized to Laydown,
Warehouse, the frequency changes and needs to be reconciled.

For another example, the equipment is moving from a 3-month to a 6-month frequency cadence. If the
activity for the first month was completed under the previous plan, then the new plan date needs to
reflect a completed date 5 months out. The old plan is then abandoned.

COMPLETIONS HQ

Project: | Preservation Demo -

€ PRES-00002 Edit Preservation
Preservation Number Status Element Id Element Description Tag Type
PRES-00002 open Tag-PMP-0001
Creating Instance Type Preservation Plan Id Category Responsible Person Responsible Team
preservation_plan Preservation :& 7 :-‘ 7
Priority Resolution Date Resolved By Resolution Note

- Select a date [&] == Vs

V_‘_-:l Schedule Information

Complete Date Days Overdue
6/16/2021 8:38 AM 6/16/2021 8:38 AM fi@)| | Select a date 1) 0 DAYS

v ) Preservation Information

A Preservation can be paused directly from Completions. If a piece of equipment is paused, the current
Preservation Plan is abandoned, and it transitions to the Pause Preservation Plan.

Follow this step-by-step to pause a Preservation Plan.
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8.8 STEP BY STEP 1 - PAUSE A PRESERVATION PLAN

1. From the Elements module, select the equipment you need to pause the Preservation Plan and

click Edit.
COMPLETIONS HO
Preservation Demo -
& Back to Elemants Tag-12-VN-1710 Engineering Tag
Element Id Type Sub Type Location System |
Tag-12-VN-1710 Enginesring Tag Vessel Transport-400 / CWA-01 .LARE-1i

[SEaa]> aprs.
&

Elemenits

2. Click to Edit the Preservation Pause field. Then, select Yes, and then Save.

Edit Element

Location
Transport 400 / CWA-01

Engincering Tag Statis
Hone TQL085 50032007 Designes
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3. Publish pending changes.
In the screenshot below, you will see Tag-12-VN-1710 is on a Pause Preservation Plan. Change
the Pause Preservation to No to restart the previous Preservation Plan based on the date it was

unpaused.

COMPLETIONS HQ

Tag-12-VN-1710: Engineering Tag

Element Id Type Sub Type Location System Position
: Transport-400 / CWA-01 LARE-1200-1710 / Tag-12-VN-1710.

Tog-12:-YN-1710 Engineering Tag Vessel

Show closed Presenvations. ) A0D PReses
PP T ™ \

Pres-00022 Tog-12-VN-1710

Peuse Perservation

open

Follow this step-by-step to create an Ad Hoc Preservation Plan from an Element.
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8.9 STEP BY STEP 1 - CREATE AN AD HOC PRESERVATION PLAN FROM

AN ELEMENT

1. Click Preservations, and then Add Preservation.

COMPLETIONS HQ = a 4
2 Breserva . -

Tag-PMP-0001: Engineering Tag

System Panition
tem-CWS-0456-01 / Tag-PMP-0001
0 Atiscnments

2. From the Select Checklist Template window, select the appropriate Checklist. Then click Next.
3. Fillin required preservation detail information. Then click OK.

4. Click Pending Updates to publish pending changes.

JeJ = An Ad Hoc Preservation Plan does not include scheduled information by default as it does
not follow a plan. It includes the information from the creating Element.

TOPICS IN THIS LESSON

Admin Tools is a central portal for administrators to configure the settings for Completions and Model

projects and user accounts.

InEight Inc. | Release 25.3 Page 203 of 234



8.2 Login Completions User Guide

Admin Tools is compatible with the following browsers:
e Chrome
e Firefox
e Safari

e Edge

Single sign-on (SSO) reduces the need to maintain separate credentials to access Admin Tools. You can
use existing credentials to open Admin Tools.

({3 Conversion to single sign-on (SSO) applies across all InEight Model and Completions
applications including Admin Tools and the Excel Plugin.

W[epa You must go through your InEight services representative to convert to SSO.

{832 One SSO user per email address is permitted in an account.

The Login screen lets you use a single set of credentials and authenticate with SSO provide (Google or
Microsoft) to sign into any projects that you have access to. SSO increases administrative efficiency by

mitigating new user creation. Existing users can continue to sign in using their existing user name and
password.

SSO authentication reduces the need to maintain separate credentials, and also minimizes the need to
maintain a standalone set of credentials.

To enable SSO functionality for your organization, contact your account administrator.
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INEIGHT & I

Muodel | Completions '
@ Sign in with password }
B Sign in with Microsoft

G Sign in with Google

Having trouble? Send us & Mesdags ke

8.2 Login

User organizations can integrate with the Excel Plugin authentication service with their own existing
authentication servers, which eliminates the need for standalone Excel Plugin user credentials.

Single sign-on recognizes which accounts users have access to, and presents a helpful account drop-
down list. Authenticated users are then presented with a list of projects within the selected account

that are controlled and assigned by the administrator.

I | o e
INEIGHT @ INEIGHT @
Model | Completions | Model | Completions |
Username
tobert ohnson
-
Password
Sign in with M t el
G Sign in with Google
o Send Cancel

InEight Inc. | Release 25.3
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RESET PASSWORD

If you forget your password when signing in via your username and password, click Forgot Password.
Enter your user name, account, and email address, and then click Submit. If your request is successful,
an email is sent to you with instructions to complete your password reset. Return to the login page to
enter your new password.

o= The Submit button is disabled until you enter a valid email address..

INEIGHT &

Model | Completions

@ Sign in with pasewond

BY Sign in with Microsoft

& Sign in with Google

Mping troubleT Send U @ TeEBage
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INEIGHT®

Model | Completions

@ Sign in with password

=. Sign in with Microsoft

{5 Sign in with Google

Hiwing troukie? Send us 8 TeERIgE b

The Switch account button, located on the lower left panel, lets SSO users change between accounts to
access different project lists.
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2 User Account Management
L] online Training Portal

Completions Web

Feature Request

Support

Switch account

Sign out

The slide-out panel gives you quick links to pages both inside and outside of Admin Tools. You can also
use the slide-out panel to log out of Admin Tools.
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S

INEIEHT@

paul trippi@ineight.com
ADMIN

Quick Links

B»  User Account Management
[] Online Training Portal

Completions Web

Contact InEight

Q Feature Request

Support

Switch Account

Log Out

To open the slide-out panel, click the hamburger menu icon.
The slide-out panel contains the following links:

e User Account Management — See User Account Management for information about this page

¢ Online Training Portal — Takes you to the Knowledge Library

e Completions Web — Opens the Completions web interface in your browser
e Feature Request — Submit a request for a new feature

e Support — Opens an email to InEight support

¢ Switch Account - Lets SSO users change between accounts to access different project lists
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The Projects page shows all available projects. When you log into Admin Tools, the Projects page is the
first page that opens. You can also click the Home icon to open the Projects page.

There are several methods to open the Configurations page opens for a specific project:
¢ Double-click the project name.
¢ Select a project, and then click Configure.

¢ Right-click a project, and then select Configure from the drop-down menu.

@ Projects Dev-intel Ococ @

Name 1 Created Created by

NewProjectTest 4/28/21 Jay
NewProjectTest2 4/28/21 Jay
NewProjectTest3 7/26/19

NewProjectTest4 1/25/17

NewProjectTest5 1/22/18 Vickie
NewProjectTest6 3/28/18

NewProjectTest7 3/29/18

‘7‘ Show projects with no users or groups

You can create a new project by duplicating an existing project and adjusting certain project settings,
as necessary.

(\[e] 2 You must be an account administrator to duplicate a project.

You can duplicate a project in the following ways from the Projects list:
¢ Select a project, and then click the Duplicate button.
¢ Right-click a project, and then select Duplicate from the drop-down menu.

The following Step by Step walks through how to duplicate a project using the Duplicate button.
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8.5 STEP BY STEP 1 —-DUPLICATE A PROJECT

1. From the Projects list, select a project, and then click the Duplicate button.

2. Inthe dialog box, enter a name for the new project in the top field.

e = You can use the same name as an existing project, but this is not recommended. If
the new project name matches an existing project name, a warning message is

shown.
Source
X
Project name
Modules Required
Cx Roles
Cx Item Templates and Phases Picklists

Issues
Category Summary
Checklists Optional

Checklist Templates

Preservations PDF Templates

Preservation Templates Email Notifications

Archive Folders

8ces

Locations

Certificates

Certificate Templates and Phases

This will create a duplicate project, which cannot be
removed.

|

-

3. Inthe Modules section, turn on the toggle for content from each module, such as templates,
that you want to include in this project.

Jlelg = By default, all modules' content is copied. Copied content is only the project
structure, not actual data records.

4. Inthe Optional section, turn on or off the toggles for PDF Templates, Email Notifications, Archive
Folders, or Locations, as necessary.
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MeJg= The Archive Folders toggle is set to off by default.

5. Click Create.

J[ell 2 After you create a duplicate project, you cannot remove it.

After you create the project, the Configurations page opens for the new project. You can now assign
user groups and use Completions HQ and Microsoft Excel to import project-specific data. You are also
assigned project administrator permissions so you can update project configurations.

The Configuration page lets you manage the configuration related settings for a project. The page is
organized into tiles for each group of settings.

Project Roles is a project role based configuration setting where you can assign roles to teams and
individuals.

far Configuration IDuplicateeddemo

@ All Project Configurations

Project Roles
Assignment

Define roles and assign them to Teams and Individuals
Open
Excel Tasks

Locations
Excel

Use the Excel Plugin to Define Spaces and configure the Spatial
Hierarchy

Help

There are three types of users:
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Admin Allows you to have complete access and control of all functionality in the

environment.

Standard Allows you to have limited access and functionality in a project. You will not be

able to:
» Create users.
» Create projects.
» Delete an object in Viewer.

Read-Only Allows you to have read-only rights to a project. You can access and utilize all
functionality in a project. You will not be able to:

« Save any changes to a project.
e Create users.

» Create a project.

¢ Publish models.

The default user type is Standard. You can assign a user type when creating a new user.

InEight Model

STANDARD C

Reapony | x| x x| ol 1 ] 1 | 1 | =] | | | | |

*Group (Write) *
*growp(Read) | x | % [ % [ x| (v [ [ [ [ [ [ [ [ x| | | | | |

Denotes User has full Control

+ Denotes User is able to
Denotes User has no A
Note ' Importing of model streams can be restriced for different Model Groups

Note ? Objects are not truly deleted, objects are turned invisibile t rs in the project for current and future re

Note ? By Default, Standard Users cannot manage Coordination Issues. InEight can toggle the following to have permi

(Standard user, individual users and/or user groups)

J[elg = Users can have Read or Write access to a project.
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TIP If a Read Only type user is applied to a project with Write access, they will still only have
read only rights to the project.

TIP If a Standard or Admin type user is applied to a project with Read Only access, they will
only have read only access.

User Account Management settings let you manage users, user groups, and access to projects. You can
navigate to User Account Management through the quick link in the slide-out panel.

o3 = You must be an account administrator to manage user accounts.

The User Account Management has two tabs:
e Users & Groups — Manage users and user groups.

¢ Project Permissions - Assign users and user groups to projects.

The Users & Groups tab has two panels. The Users panel lets you manage users, and the Groups panel
lets you manage groups. You can use the buttons in the center of the page to add and remove selected
users to and from groups.
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User Account Management

Users&Groups | Project Permissions

Users Q Groups Q
(S ®
Type User Name Email Status S50 ¥ Name
Admin Hadt testsso030@gmail.com Activated - 28 mest
Admin Naditi_g1 i@gmail.com Activated v 28 sttest
Admin Haditi_g2 testssoflow222@gmail. com Activated v 28 'Steve SSOTest
Admin Waditi_google testssoflow111@gmail.com Activated v v 8% TestRead Only
Admin Naditi_ms '@ineight.com Activated e v 28 Testers
Read_only taditiro test Activated 2} meTestt
Admin talina »@ineight com Activated 2R omiscreants
s@ineight. Per
Admin @ineignt.com enang Add > v 2% 1272 A2TRI0- DESIGN
Admir othe t Activated
o amisial e v 28 127247TRIO - EHS
Standard talina_ext oW Activated € Remove
v 28 12724zTRIO- 6C
Admin _google letustest2021@gmail com Activated v
- E v 2% 1272 AzTRIO- OWNER
Admin talina_googlel ineight testing@gmail com Activated
v & 1273azTRI0- SUB
Read_only talina_guest B Activated
28 sseL
Admin talina_ms: >@ineight com Activated v
28 nem
Admin talina_ms.2 letustest2021@outlook.com Activated
v 2& ssmcx
Admin telina_muitiple multiplesso@gmail.com Activated v
2% aceox
Standard talina_read_only d Activated
v 28 asro
Ademin tagl ssotesting@gmail com Activated v
+ 28 aerocx
Standard Billy @gmail.com Activated v
22 ses
Admin teolin testmail@m-six.com Activated
Admin Ieolin2 test-mail@m-six.com Activated e w1k -

@ Show deactivated users

8.8.1.1 USERS

You can select the following user types:

Admin Create and manage users and duplicate projects.
Standard Limited access and functionality in a project.

Read-Only Unable to make changes to a project even if you have other roles that would
otherwise allow it.

JeJ =0 See User Access Overview for additional information.
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When creating a new user, the SSO On toggle lets you choose between creating a single sign-on (SSO)
user, or a user that logs in using their user name and password. The default setting is On. This cannot

be changed in edit mode.

Create User

User Details

* Email

*Uzer Name

Contact Info

* First Mame
Work Phone Number

Address

ADD USER

* Confirmn Email

* User Type
STANDARD

* Last Mame

Mobile Phone Number

Title

The following Step-by-Step walks you through adding a new user.

Page 216 of 234

x

S50 On o# S50 Off .i-

InEight Inc. | Release 25.3



Completions User Guide 8.8 User Account Management

8.8 STEP BY STEP 1—-ADD USER

1. Click the Add user icon in the Users panel.

The Create User dialog box opens.

Create User b
User Details 550 On "
* Ema * Confirn Emad
* User Nams ¥ User Type
STANDARD -

Contact Info
* First Mame * Last Name
Wark Phone Nurnber Mobile Phone Number
Address Title

]

2. Fillin the required fields indicated by an asterisk, and then click Save.

The SSO toggle lets you choose between creating an SSO user, or as a user that signs in with a user
name and password. To add a user that signs in with a user name and password, switch the SSO On
toggle to Off.

EDIT USER

8.8 STEP BY STEP 2 — EDIT USER

1. Select a user from the Users panel.

2. Click the Edit user icon at the top of the Users panel.
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You can also right-click a user, and then select Edit User in the drop-down menu.

3. Make the updates in the dialog box, and then click Save.

[\[eXg= The user name cannot be edited, and the SSO toggle cannot be changed in edit mode.

ACTIVATE USER

To activate a user, right-click the user, and then select Activate User in the drop-down menu.

(Mo To see a list of deactivated users that you want to activate, enable the Show deactivated
Users toggle at the bottom of the Users and Groups panel.

DEACTIVATE USER

To deactivate a user, right-click the user, and then select Deactivate User in the drop-down menu. A
deactivated user can no longer access their account.

RESET A USER'S PASSWORD (SSO OFF)

To reset a user's password, right-click the user, and then select Reset Password in the drop-down
menu. The user receives an email with instructions and a link to reset their password.

SET A USER'S TEMPORARY PASSWORD (SSO OFF)

To set a temporary password for a user, right-click the user, and then select Set Temp Password in the
drop-down menu. A temporary password lets you manually set a new password for the user.

DELETE A PENDING USER

To delete a pending user right-click the user, and then select Delete User in the drop-down menu.

\[e) 2 You can only delete pending users for non-SSO users.
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RESEND ACTIVATION EMAIL (SSO OFF)

To resend an activation email to a pending user, right-click the user, and then select Resend Account
Activation Email in the drop-down menu.

Groups are made up of multiple users. You can assign multiple users to projects using groups.

ADD A GROUP

To add a new group, click the Add group icon at the top of the Groups panel. In the dialog box enter a
group name, and then click Save.

DELETE A GROUP

To delete a group by right clicking a group, and then selecting Delete Group in the drop-down menu.

o3 = A group must unassigned to be deleted.

RENAME A GROUP

To change a group's name, right click a group, and then select Rename Group in the drop-down menu.

(\[e]= The new group name is shown in all historical data about the group.

The Project Permissions tab has two panels. You can add and remove selected users and Groups As
Teams using the center buttons.
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@ Projects Ineight Demo

vrers s -

Groups Q Projects Q

¥ Name T A Project name T Read Only Write Team

~ &8 Al Users - [inEight Demo] - ~ Baseball Facility -

+ &8 industrial Template Completions Admin
’ ’ 28 coordinationsubContractor

o @
v 2R testers 2% coordinationsuperadmin @®
v &8 Client Team > e ®
v 3& commissioning Team — v iR neigh ®
v 28 completions Demo - CON/Elec . v 28 Froject Admin ®
v ;2 Completions Demo - Project Management & Remove - “ Test Group @
2& coordinationCarpenterSub & andre ®
l.: CoordinationConcreteSub “ Building Market Demo - PB
zi CoordinationDesign v/ Canstruction 2021
22 coordinationElectricalSub ~ CAPRA - AREA A (TEST)
' CoordinationFieldEngineer . -
| Show projects with no users or groups
\/.7\\ Show deactivated users
©2023 InEight Inc v23.20 o pending update ineiaHT @)
T
Description
1 Groups panel Shows groups and their users.
. . .
2 Projects panel Shows projects and the users and groups assigned to each

project. You can manage user and group access to a project

3 Add, Remove,and You can use the buttons in the center of the page to add and
Add Groups As remove selected users and Groups As Teams to and from
Team projects.

assign a user to a team for a given project will result in a misconfiguration error.

ey = Best practice is to add Groups As Teams to projects instead of adding individual users.

MeJ =0 Every user must be on a team but can only belong to a single team per project. Failure to

Users and Groups As Teams have the following access types:

¢ Read Only — Unable to make changes to a project even if they have roles that would otherwise
allow it.

e Write - The default access given to a user or group.

Meyg= If you used the Add button, you can then simply click the checkbox in the Team column.
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You can export a Microsoft Excel file with user information and to which projects users are assigned to.
Export files are useful for audits.

To export, click Export in the top right of the page to download the file.

Project Roles Assignment lets you assign roles for groups or individuals in a given project.

Groups Q Acles Q
¥ Namo ¥ Rok name

v 88 AU Archive Only

.18 et Toster

@ ) Show Seactvaled users

[\eyg= If the group is not listed, navigate back to UAM and assign the group to the project.

The following step-by-step walks you through how to add a group or user to a role.
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8.9 STEP BY STEP 1 —ADD A GROUP OR USER TO A ROLE

1. From the Groups column, select the group or user you want to add to a role.
2. From the Roles column, select the role the previously selected group will be added to.

3. Click Add.

The following step-by-step walks you through how to remove a group from a role.

8.9 STEP BY STEP 2 -REMOVE A GROUP OR USER FROM A ROLE

1. Click the role drop-down to find the group or user you want to remove from a role.
2. Select the group or user you want to remove from the drop-down.

3. Click Remove.

You can export a Microsoft Excel file to show the users and group of the project. To export, click Export
in the upper right of the page to download the file.
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You can manage Completions in the Model mobile application for process and document management.

MleJ =0 Your Completions project administrator is responsible for providing you with instructions
and the proper credentials before downloading and installing the Model mobile

application. The Completions project administrators are also the first to contact for any
sign-in or account access issues.

Model mobile should only be installed if instructed by your project administrator. The Model mobile
application is available to download from the Apple App Store.

For more information about launching Model mobile, see Model mobile.

This topic explains how to use Completions' View Mode in Model mobile.

View Mode lets you select prefilters. This reduces the amount of information that loads into the
application so you can view the required data quickly and perform necessary actions.
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To see available views, in the Projects list, tap the Views binoculars icon. The list of available views
opens.

e =0 You can see the icon only when View Mode is enabled for a project.

Cancel Projects

Q Search

Client OGC Market Template
09/16/202119:06 PM m
Not Loaded

Notice For Inspection / Witness and Hold Inspections

All Assigned to Me

Punch List Item Issues

All Open Records
Due in Two Weeks

All Assigned to My Team
Final Walkdown Inspections

Due in a Week

Notice For Inspection Inspections

Completions Demo
10/06/202111:47 AM

Not Loaded

Low Valley Oil Demo
10/08/2021 09:40 AM

Not Loaded

Under each project name, you can see whether the project or view is already loaded or not.

From the Setting page, you can switch between multiple views and projects. To switch, tap on Settings
> Switch Project.

< Back Settings

Help

E] Advanced

Switch Project

This topic gives a brief description of checklists in Completions Mobile.
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Checklists in Completions are electronic forms that admin users can generate as a checklist template,
which is a list of tasks required, things to be done, a reminder, and/or sign off. Generating checklist
templates creates consistency when creating tasks.

For more information about checklists in Completions HQ, see Checklists.

This topic explains how to create a standalone checklist in Completion Mobile.

9.4 STEP BY STEP 1 - CREATE A STANDALONE CHECKLIST

After you log into Completions Mobile and select a project, follow the steps below to create a
standalone checklist:

1. Tap on the Checklists module.

2. At the bottom of the Checklists side panel, tap the Add icon.

(&) completions =

Checklists

GLOBAL LOCATION
{® Completions Demo

s5 Elements

Chk-00002
open
®  Elements Tag-Duct-0304-03

@ Interior Room Inspections Rev 0
3 aroup
| ngineering package
B issues
Chk-A-00001
B inspections open

Tag-AHU-0303
B Archive Library H-018 Skid Check - RevO

e
‘CON-VEN-001

Connectivity

MODULES

Chk-A-00002
@ Project Changes open

Tag-AHU-0303

() Project Updates M-001C Motor No Load Test - Revo

c
£ settings COMM-MECH-001

open

Tag-AHU-0303

Chk-A-00003
5 LegOut ‘

M-03A Equipment Closure - Rev0
In€ight
A

3. Tap Select Template.
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Create

open
| [=] !
Attachments Comments New! Cx Items New! Elements New! Inspections New! Issues

* Select Template

Id
Chk-TBD

Status
open

4. In the Templates list, select a template, and then fill in the details of the Checklist.

{ Create

Templates Placeholders

Q Search

Civil

Underground Utilities Rev 0

Concrete

5. Tap Done to create the standalone checklist.

All unsaved changes of the checklist are discarded if you tap Cancel.

The ability to create a standalone checklist is based on permissions. If you do not have permission to

create standalone checklist, then you can create a new checklist based on other modules through
Create & Connect.

This topic explains how to search for and view a checklist template in Completion Mobile.
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9.5 STEP BY STEP 1—-SEARCH FOR AND VIEW A CHECKLIST TEMPLATE

After you log into Completions Mobile and select a project, follow the steps below to search for and
view a checklist template:

1. Tap on the Checklists module.

2. At the bottom of the Checklists side panel, tap the Add icon.

3-) Completions
GLOBAL LOCATION

{® Completions Demo

Checklists

s5 Elements

MODULES Chk-00002

open
®  Elements | Tag-Duct-0304-03

Interior Room Inspections Rev 0
:Es Checkists @ | e Roomismectons v
¥ Engineering package
B issues
Chk-A-00001
B inspections open
Tag-AHU-0303
B Archive Library H-018 Skid Check - RevO
Client Team
:
‘CON-VEN-001
Connectivity
Chk-A-00002
(@ Project Changes open
Tag-AHU-0303
() Project Updates M-001C Motor No Load Test - Revo
c
* Settings. COMM-MECH-001
I .. 1 00003
5 Log Out open
Tag-AHU-0303

M-03A Equipment Closure - Rev0
In€ight
A

3. Tap Select Template.

Create
open
D | ' © []
:_l |___! Vv hd |~ ) | -
Attachments Comments New! Cx Items New! Elements New! Inspections New! Issues

* Select Template

Id
Chk-TBD

Status
open

4. Enter the template name in the search bar. You can also tap on the one of the disciplines to see
a list of available templates.
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5. Tap the Information icon to view details of the checklist template.

< Create

Templates Placeholders

|Q Search |

Civil

Underground Utilities Rev 0

Concrete

This topic explains how to answer a checklist in Completion Mobile.
When answering checklist questions, you can do the following:
e Select options for Pass, Fail, or NA.
¢ Add attachments, comments, and link issues related to the checklist.

¢ See the last updated or resolved time stamp for each question in the checklist questions.

Me =0 You cannot answer checklist questions for a checklist placeholder.

9.6 STEP BY STEP 1 — ANSWER A CHECKLIST

After you log into Completions Mobile and select a project, follow the steps below to answer a
checklist:

1. Tap on the Checklists module.

2. Inthe side panel, use the search or filter options to look up a checklist.
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Checklists

Chk-00002

open
Tag-Duct-0304-03
Interior Room Inspections Rev O

Engineering package

Chk-A-00001

open
Tag-AHU-0303
H-01B Skid Check - Rev0
Client Team

B
CON-VEN-001

Chk-A-00002

open

Tag-AHU-0303

M-001C Motor No Load Test - RevO

c
COMM-MECH-001

Chk-A-00003

open

Tag-AHU-0303

M-03A Equipment Closure - Rev0
InEight

A

3. Open a checklist.

4. Tap Checklist

r &

Attachments Comments Elements Inspections

Checklist Template

Questions.

Chk-00002

open
o
Checklist Questions

Interior Room Inspections Rev 0

Status
open

5. Answer the questions in the checklist.
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< Back &
v General

A Interior General

updated 09/28/202104:45:16 AM

Review Drywall Finish and Quality

Pass  Fal  NA

Review Millwork Finish

Pass  Fal N

0]
=
I
resolved 05/17/2021 0659712 Al
=
[

resolved 05/11/202106:25:23 aM | [

Review Tiing Finish B

Pass  Fail  NA “

resalved 05/11/202106:59:00 4| [ ]

Review HVAC ventilation =

Pass  Fail  NA “

( resolved 057172021 06:59024M | [l
V 9 records. A

This topic explains how to answer checklist questions in bulk in Completion Mobile.

Bulk answering supports all question types.

9.7 STEP BY STEP 1 - BULK ANSWER A CHECKLIST

After you log into Completions Mobile and select a project, follow the steps below to answer checklist
guestions in bulk:

1. Tap on the Checklists module.

2. Tap on a checklist to open it, and then tap Checklist Questions.

- -> /’
Chk-00002
open
e @ (]
G = ¥ By
Attachments Comments Elements Inspections Issues
Checklist Questions

Checklist Template
Interior Room Inspections Rev 0

Status
open
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3. Tap on the Bulk Answer icon to the right of the checklist question category name.

Chic-00001 n
open Components ane undamasged, have no defects & e not comoced
Chach for Lasks SO0 E
v roee | a
Tent
Chk-00002 18]
open Ductwork Leak Test complete
- Shid Chadk E
[T
Pana Fad I.I
Control Valvesactuatons installed and operabie E
LY Fad I I
DamperyfActuatons instaled and operable E

L (1]

4. Tap the arrow in the Bulk Answer Questions dialog box.

5. Select your answer, and then tap Done.

r Bulic Answer Questions

6 questions in this category D

¢ The ability to bulk answer is based on permissions. If you do not have permission to answer
checklist questions in bulk, the buttons and action items that initiate a bulk operation are
disabled.

¢ If an entire set of questions contains distinct types and input ranges, an alert is shown instead of
the Bulk Answer Questions dialog box.

¢ If you try to answer questions in bulk for a set with only a single question, an alert is shown
instead of the Bulk Answer Questions dialog box.
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¢ If you try to bulk answer a set of questions that has both answered and unanswered questions at
the start of the bulk operation, an alert is shown with the following options when you try to
commit the bulk operation:

e Override: All questions, either answered or unanswered originally, get updated with the
bulk response.

¢ Don't Override: Only questions that were unanswered before the bulk operation are
answered with the bulk response. Answered questions are left intact.

¢ Cancel: The bulk operation is canceled and no question responses are updated.

This topic explains how to reassign a checklist to another team in Completion Mobile.

9.8 STEP BY STEP 1 — REASSIGN A CHECKLIST

After you log into Completions Mobile and select a project, follow the steps below to reassign a
checklist:

1. Tap on the Checklists module.

2. Inthe side panel, use the search or filter options to look up a checklist.

Checklists

Chk-00002

open
Tag-Duct-0304-03
Interior Room Inspections Rev O

Engineering package

Chk-A-00001

open

Tag-AHU-0303

H-018 Skid Check - Rev0.
feam

B
CON-VEN-001

Chk-A-00002

open

Tag-AHU-0303

M-001C Motor No Load Test - RevO

c
COMM-MECH-001

Chk-A-00003

open
Tag-AHU-0303

M-03A Equipment Closure - Rev0
InEight

A

3. Tap the Assign Team icon in the upper right in detail view.
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-n S y
Chk-00002
open
(2] (] (1]
(0] B ¥ [
Attachments ~ Comments Elements Inspections Issues

Checklist Questions

Checklist Template
Interior Room Inspections Rev 0

Status
open

4. Inthe Assign Team dialog box, select the team you want to assign. Optionally, add a note.

5. Tap Save.
£ Assign Team
Assignee:
an

Note:

Note cannot be modified unless the checklist is moving from
open to closed

This topic explains how to update the status of a checklist in Completion Mobile.

9.9 STEP BY STEP 1 —UPDATE THE STATUS OF A CHECKLIST

After you log into Completions Mobile and select a project, follow the steps below to reassign a
checklist:
1. Tap on the Checklists module.

2. Inthe side panel, use the search or filter options to look up a checklist.
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3. Tap the Update status icon in the upper right in detail view.

Chk-00002
open
o @ ()
B = ¥ i
Attachments ~ Comments  Elements Inspections Issues
Checklist Questions

Checklist Template

Interior Room Inspections Rev 0
Status

open

4. Inthe Assign Team dialog box, select the appropriate team to assign to the checklist. Optionally,
add a note.
5. Tap Save.
'( Assign Team
Status:
closed
Note:
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