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CHAPTER 1 — INEIGHT
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1.1 Compliance Overview Compliance User Guide

InEight Compliance is an electronic system for managing forms and tasks that allow you to capture
data within your organization, send out notifications and use the information in all types of reports and
dashboards. This includes:

» Creating and storing form and task templates in the Template manager
» Selecting, filling out, and submitting events and tasks

» Tracking the status of and managing data on the Events and Tasks pages

From within each of these modules, there is a workflow for creating templates, executing events and
tasks, and managing them. The following diagram illustrates how forms and tasks are managed within
the InEight Compliance application:

Compliance Web.

Templates Manager Form & Task Event & Task

Create
/
¥f: Edit R PuBLISH Susm Management
plates
Templates

Compliance Mobile

Compliance is organized into the following modules by default.

@ ©xXvZ / Compliance

Compliance

Safety Environmental Compliance Change Custom
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1.1 Compliance Overview

Overview - Compliance Modules

1 Safety

2 Environmental
3 Compliance

4 Change

5 Custom

Specific to the module you selected, the Module landing page is the working page where you can view
or click on both events and tasks lists or access Administration functions. Depending on your role, you
might have the job of creating new events or tasks, which you can also do from the Module landing

Module within Compliance that contains standard
templates for construction safety processes as well as
ability to customize any other templates.

Module within Compliance that contains standard
templates for construction environmental processes
as well as ability to customize any other templates.

Module within Compliance that contains standard
templates for construction compliance processes as
well as ability to customize any other templates.

Module to track and manage templates for integration
with InEight Change.

Module to track and manage custom related business
processes.

page, if you have the correct permissions.

Alltasis on
Administration
Leader Safety Walk 20221108

Templates manager

Forms

Favarites (0)

InEight Inc. | Release 26.1

''''''

Page 21 of 363



1.1 Compliance Overview Compliance User Guide

Within each Compliance module, you can access the Templates Manager to manage the templates for
the module you are in (i.e., the Templates Manager for the Safety module contains safety-related
templates).

Within the Templates Manager you can view the templates already created, along with their status
(published, draft, or inactive). You can also create new templates using the Form Builder or Task
Builder. The creation of form or task templates is an administrative function performed using the web-
based Compliance application.

In the field, users can fill out and submit inspections, forms and questionnaires, and tasks using the
Compliance Mobile application. You can complete the relevant event or task offline using the mobile
app and synchronize the results when connected to a network. Additional information will be
reviewed in 10.5 Filling out an Event or Task - Mobile on page 299.
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There might be times when a user needs to fill out a form or task via the web application. From one of
the modules, you can select and launch the form or task you need using the Forms or Tasks dialog

boxes.
Forms E1 Schedule form Q Tasks Q
Corporate Safety Forms (35) v Corporate Safety Forms (7)

22.6 Report a Safety Incident

22.8 Mobile app -Copy of-Mobile Reference - Supporting Document Bug

check_mandatory

Copy of-Exception_count

Copy_of-Mobile Reference - Supporting Decument Bug

Copy_of-Non-Injury / lliness - Only access this form through the "Report a Saf.

Copy_of-regresion testing

Copy of-Ref Task

Exception for Task

large Configuration Task 22.6

Ref Task

Safety Task - Large tem

Sample Task

task with exception

Copy_of-Report a Safety Incident

Copy of-Safety Tour Safequards DRAFT _DO NOT EDIT

DATE TIME format testing

DT/default response list

Dupe check -EXP and RNW date and Date check

Event Date check
Exception of list and choice
Eall Protection Inspection Checklists -

TOTAL: 35 TOTAL: 7

Compliance has both an intuitive Form builder and Task builder that allows the desired level of
complexity to be built into your forms/tasks. It yields numerous question types to collect the
information you need from the field and provides functional-level permissions with customizable
workflows for each form/task.
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Accident form -
Medule landing emplate: 3 Form builder
suLo PROPEATIES  FORMFLOWS  WISTORY o)
Layout types neh been saved +
Guestion types
SECTION HEADER
0 s
s
Date the incident accurred Tene theincident occurred
@ Fome Form - & : 2
o
% ]
# Mumbe © Peoplepicke * speciiclocatonofthe mcident et e et
@s =
Add fe
Corrective Action [ onn |
Module landing Templates manager Task builder
suLD PROPERTIES HisToRY &
e s (o) NN
Ouestiontypes
Corrective Action
8 s
© Fomp
e
% =
* o re
* Due date
* Responsibe party Woarznez =] .
Assign
5 =
Schedue
Add task by dragging typ th he bl

Once forms are submitted, you can track forms as events on the Events page of the web-based
Compliance application. There is an Events page within each Compliance module, where you can track
the status of your event in the approval process (e.g. Pending, With Claims Manager, Complete). Due

dates shown in red indicate the event form is overdue.
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Safety Events - @ Global Eventa/Tasks View, My view
w B @ Q
u) applied - to clear,
Event title §  Category Event date EventID. Form name Project/Organization Reporter Status.
O CoerolTe: Category &+ 0O HOT EOIT W 20221031 (R1 HO Piatiorm Pendng

O zoopvelC Checkist w2022 20221031 (R HO Platform Repl Pending
O losicopy: Checkist Torsir2022 2022103
O theckemn. Checkist 1010812022 20221031
FY-ors Incigents N0z 20z10m
O  chidolco ncidents 103172022

1 2w Checklst w022
O o Incigents Tonzrz0z2

] Befcheck Checkist ww2rr2022 Pending
O veusionuge Checkist scheduied
O veision e Checkist (R HO Plattr Scheduled
O seimion ug Checkist (R1 HO Prattorm R schedued

] Sendd Checkist (RY HO Platform Replacement) Scheduled

Once tasks are submitted, they can be tracked on the Tasks page of the web-based Compliance
application. There is a Tasks page within each Compliance module, where you can track the status of
your task, shown as Submitted. Due dates shown in red indicate the task is overdue.

Safety Tasks ~ @ Global Events/Tasks View My view
w B ® Q
polied - tocles
Taskiitle 9 Responsibieparty Status Toskld Tosk name
O i o Schedued
i il o Scheduled 22
St z o Seheduied 220
o i Vo022 o Scheduied 20109
o0& . N2 ne o Scheduled 20mom
S Checkist ne o Scheduled 20mon
i oy Checkist /032022 ne o Scheduied 20mon
0O & kAL Checkist /022022 ne ] i Scheduled 20221031
i kAL check Nz ne o Seheduied 20210
O & SEALL G Scheduled 2022103
n G Scheduled 20221031
5 o Scheduied 2000
0O & il [ Scheduled 20221030
i z o Scheduled 20z0m
O | & 22022 ne o Schedued 20220m

1.1.5.4 Exports

Click on the Export icon so that you can export selected items from the All Events page or the All Tasks
page. The system will generate a .ZIP file that can be extracted.

Export events to Excel
Vou will eceive s emil withthe Excel i once compited
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To help you get familiar with InEight web Completions and Compliance, the following reference table
includes common acronyms and terms you'll see throughout the documentation.

1 Automapping The process of mapping placeholder forms in
Completions/Compliance onto the values of your project
structure. For example, you can assign 50 Instrument
Install Checklists to 50 instruments on your project
structure. Users will then be able to filter for the
instrument and fill out the Instrument Install Checklist.

2 Button vs Form Button vs There are multiple button types you can add to a
Form Flow Button form/task template.

Button: Used to change the status of a form/task.
Form Button: Used to open another child template in a
form or task. Can also change the status of the parent
form.
Form Flow Button: Adds a button that facilitates a
specific step in a form flow. Form flow buttons can also
go back to a previous step.

3 Category vs Classification Categories, Classifications and Types are used to help
vs Types organize forms and tasks.
Category:

Categories provide two main functions: organizing forms
and granting user permissions. For example, in a project,
a user can access a category named Daily Tasks, which
includes forms like the Job Hazard Analysis and
Employee Sign-in sheet. Similarly, if the user needs to
find the Cable Installation form, they can navigate to the
Electrical category. By grouping forms into categories,
users can easily locate and access the specific forms
they require for their tasks or responsibilities. In addition,
categories allow for user permissions to be controlled.
For example, the same user might be restricted from
accessing the Human Resources category, which
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contains sensitive forms and documents related to HR
processes.

Classification:

Classifications can be used to categorize a form for
association to filters and reporting, as well as to facilitate
logic in a form. For example, when you are conducting a
safety audit and filling out the associated form. There is a
question on the form that asks what work activity is being
inspected. There are multiple work activities associated
with each potential discipline. Choosing cable
termination, for example, will classify this form as
Electrical. This classification can then be used to show or
hide additional form sections containing relevant
electrical questions. This logic-driven approach ensures
that relevant questions are asked based on the specific
context of the form, leading to more tailored and efficient
data collection. In the above example, because the form
is classified as Electrical, you will now be able to filter in
the All Events/All Tasks lists to find all Safety Audit forms
that are classified as Electrical.

Type:

Types are an additional way to organize and identify a
form. They can be used in addition to classifications or
independently. For instance, you can assign the
classification High Voltage to an electrical form, and
additionally assign it a type of Pre-Commissioning. In
another example, you can classify a punch list item as
Internal Punch and assign it a type of High Risk. This
enables more comprehensive labeling and organization
of forms based on their characteristics.

4 Classification Logic Classification logic is configured in two places. A
classification must first be assigned to an individual
option in either a choice or a list type question. This
classification can then be assigned to a given section to
show the section when that choice or list option is
selected by the user.

5 Compliance vs Completions Compliance:
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tool Digitizes paper processes with a form builder and mobile
application designed to streamline EHS and other field
capture workflows. The following key functions are
included in this solution:
» Comprehensive form builder.
* Flexible form completion on mobile devices.
» Workflow development based on event types.
Completions:

Provides the platform and controls needed to design and
enforce a quality program. The following key functions
are included in this solution:

» Mobile functionality allows for field data collection.

» Comprehensive form builder to create quality control-
related forms. For example: inspections, checklists and
punch lists.

* Project structure function allows the organization of
quality forms into a hierarchy reflecting the project
execution plan.

» Automapping function to create and associate
thousands of checklists with the relevant project values.
» Enable turnover status & progress reporting via
reporting APIs.

+ Simplify assembly of turnover documentation via
Document Integration.

6 Component A distinct, measurable unit of work in a project that
represents a specific part of a construction activity or
asset. In InEight Plan, components are defined to break
down larger work items (WBS codes) into smaller,
quantifiable elements for precise tracking and
forecasting. In InEight Compliance, these same
components could serve as the basis for recording and
managing safety, environmental, and operational
compliance activities, linking planned scope to verified
adherence and ensuring traceability across regulatory
and procedural requirements.

7 Form vs Task Forms and tasks are similar in that they are both fillable
templates that can be customized with questions.
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However, there are differences such as:

Forms:

» Can be assigned a Form Flow.

» Can be assigned to an individual, but this is not required
and does not require a scheduled date.

» Can be automapped to the project structure.

Tasks:

» Cannot be assigned a Form Flow.

* Must be assigned to an individual along with a schedule
date.

» Cannot be automapped to the project structure.

8 Event An event is the documentation of something that has
occurred or will occur. For example, observing and
documenting a grading operation follows the project
requirements for soil lifts and compaction.

9 Exceptions A form or task can create exceptions. It is an individual
option in either a choice or list-type question that can be
flagged as an exception. An exception icon shows in the
events or tasks page when that option has been chosen.
Also, when the record is opened, there is an exception
count at the top right of the record that will let the user
quickly navigate to any question on the form with an
exception.

10 Form Flow Forms can add a form flow. This adds workflow
functionality to your form so that responsible parties can
be actively engaged in an event’s process life cycle.

11 +Future Children The +Future Children option allows you to associate
templates and users with an organization's new children
projects. This eliminates having to manually add or
associate templates and users for each project.

12 Integrated List Question A type of question that lets you build lists that integrate
with the InEight Platform master data libraries. The
Integrated list question lets you add resource column
fields in a series of cascading questions. You can use
cascading questions to narrow down the selection of a
resource.
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13 Inspections & Test Plans An Inspection and Test Plan (ITP) is documentation
(ITP) outlining what project activities require inspections and
tests, by whom, and when. ITPs can be associated with
Components in InEight Plan. This connection will make
component values available in the ITP header on forms.

14 Kiosk Mode An SQC application feature intended to allow mobile
devices to be turned into collection terminals for users
that might not have InEight cloud platform credentials
but still want to collect data and feedback via events and
tasks. Kiosk mode will limit non-essential application
functionality, allowing users to see basic settings pages,
change preferred language, and fill out and submit
events and tasks.

To lock the device to the SQC application, please
use this feature in conjunction with the native iOS
Guided Access functionality.

15 Master Data Library Databases of master information available for use in
different projects, specific to your company. Examples
include account codes, operational resources, and
vendors.

16 Project Structure Project structure is used as a logical method of
organizing project values in the InEight cloud platform,
whether it be by physical location, functional system, or
custom nodes determined useful to the project team.

17 Project Value Types Project value types in the InEight cloud Platform
represent the different entities common in construction
and engineering work. The system-managed project
value types include Area, Segment, System, Subsystem,
Turnover package, Construction commodity, and Work
classification. A business can also configure their own
standard entities in the system.

18 SQC Mobile vs InEight SQC mobile:
Mobile App « Offline capability
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19 Template Integration

20 To Do List

21 Upcoming Planned Work tile

InEight Inc. | Release 26.1

* No access to existing records.

» Downloads events and/or tasks that are scheduled for
you.

» Automatically checks out your to-do list items.

* Only one project at a time can be synced.

» SQC links and shortcut exists in Daily Plan app.
InEight Mobile:

* Online capability only

 Can access existing records with an online connection.
* Able to access all events and tasks depending on
permissions.

* Selective check out of records.

* When performing events or tasks, a lock is placed on
the form, like what is done when opening events or tasks
in the web application.

* All projects are available depending on permissions.

Facilitates the use of a given template in an integration
with another InEight product. For example, configure a
task template to be available for use in InEight Change.

List of all events and tasks that have been scheduled for
or assigned to you. A subset (7,14,21 days) of this list
will be available offline in the SQC mobile application
depending on application settings.

When the integration is set up with InEight Plan and
InEight Progress, an Upcoming Planned Work tile shows
on the module landing page. This provides a list of IWPs
that are set up in Daily Plan and show in Completions
and Compliance. This provides the user with a list of
components assigned to the IWP.
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As an administrator, you can configure which templates can be printed in the application. The
application uses a standard report to print events and tasks for the configured templates. Event and
task data is captured, and then copied to a reporting database in near real time. The time of this
process varies depending on the environment. As a result, you might experience a slight delays before
a new or updated event or task data are shown in the report.

For more information about configuring template print options, see Enable print functionality in
Template Properties.
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To open a project in Compliance, use the link provided to you by your manager or other source.

Click the Main menu icon at the top left, and then select All projects & organizations.

@ Welcome

INEIGHT®

Main menu

FAVORITES
Root Organizations
SETTINGS
& All projects & organizations
ili Master data libraries
Suite administration
Profile
INEIGHT ONLINE
@ Explore products
@ InEight learning and support

(2 _InEight.com

Contractor (Default)

© Map Y C & My links 33 Photo
a
- & =
v —~_
| \.\\
] |
AZ"S‘ &\ | Fountain H
;@ Add links

» N ) ®

Paradise Valley /
{

|
Scottsdale
| |}

renix =) 7
I3 =TT © OpenStreetMap contributors

Tasks Tasks

Add image

Tasks

Click the Name hyperlink to open the project. You can use the Search function at the top right to find a

specific project.

@  Allprojects & organizations

D Name

))O00j00o0|oobo0O0cooocloo oo
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If your project is not displayed, you can search by selecting the Search icon in the top right corner. This

o [

Created b Search

search function will search all terms in all columns.

Service A Cedar|

The Project home page opens.

ing Jab | 105091 / Project home.

E‘j & Links = <) contrel #) Quantity tracking
+
Manage budgets and forecasts Build components and document quantities
Project
nkight Universty
) Work packaging %) Daily planning
Group work inta plans and packages Assign tasks for your crew
@ Project notes © 5) Con Jpporti
Status Count
: :
exeevted )
@
© Settings 8id packages
Status Count
Project and application settings

Click Compliance on the left navigation menu.
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Steel Structure Job | 105081 / Project home

Add projectimage
Minimum of 540px x 360px

Steel Structure Job | 105091 3]

Li' Quantify
Quantity sources

2D takeoff

@ Estimate
@ Control

Waorkspaces

Project library

3] Fian
Quantity tracking

Work packaging

53] Frogress
Daily planning
Weekly time sheet
Contract
Bid packages

Contracts

Change
Compliance

The Compliance landing page opens.

In the Projects home landing page you can launch Compliance in other ways not mentioned
here.
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The Compliance landing page is the home page for Compliance. It is the starting point from which you
can access any of the Compliance-related modules to track and manage forms.

The landing page contains the following modules by default:

o Safety

Environmental

Compliance

Change

Custom

When you click on a tile, it opens to that module’s corresponding landing page, where you can access
and manage the forms or tasks related to that category.

The modules shown on the Compliance landing page depend on your assigned permissions for the
selected project. You can only see the modules you have access to.

@ ©XVZ / Compliance

Compliance

Safety Environmental Compliance Change Custom
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The Module landing page is the working page where you can look up and fill out forms or tasks related
to the module you selected (e.g., Safety, Environmental, etc.). Depending on your role, you may have
the job of creating new forms or tasks, which you can also do from the Module landing page, if you
have the correct permissions. From the Compliance landing page, assume you select the Safety module
tile. This takes you to the Safety Module landing page.

Overview - Module Landing Page

I T ™ S

1 Module
navigation
2 Left
navigation
menu
3 To do list
4 Forms or
Tasks
Page 38 of 363

Move from the current module landing page back to the Compliance
landing page.

From this menu you can access all events (filled out forms) or tasks for
the module you are in and view their status.

If you have Administrator settings, you can perform additional functions
by selecting any of the following Administration options:

» Templates Manager - library of all forms/tasks in your organization,
where you can manage blank forms/tasks and build new ones

* Roles - Manage roles and permissions for Compliance

¢ User Assignments - Assign users to organizations/projects,
categories and roles

» Settings - Edit modules, categories, statuses, roles, email
templates, and user assignments

» Create Notifications - Send email to users or roles with a
personalized notification

A week’s view of your current assigned and pending tasks and scheduled
or pending events.

To fill out a form/task, select the appropriate category from the Forms or
Tasks drop down list, or search for it by its title. You can then select the
form or task to fill it out. You can also schedule a form for a specific date
by using the button in the top right corner of the Forms box.
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@ Steel Structure Job] 105091 / Compliance

Compliance safety -

Links
Alevs To do list £ October - November
Alltasks sun Mon Tue wed e Fri Sat
30 31 1 2 3 4 5
Administration
Templaes manager e
Roles
Crese roicatons Owceavnts 0 Owidvetasks 0
Forms ‘Schedule form Q Tasks Q
p—— . Faveres 0) .
Noicems found Noitems found
Tora 0 oL 0

The following Step by Step walks you through navigation of the Module landing page. It assumes you
have privileges to access the Administration settings.

Navigate Module Landing Page

1. From the Compliance project landing page, select the Safety module tile.

@ cXvZ / Compiiance

Compliance

Safety Environmental Compliance Change Custom

Amodule to
business pro

ianage safety related Amodule to track and n
related business proces

A module to tracl mpliance related

Amodule to track
business processe:

EVENTS Tasks @ EVENTS Tas

» The Safety Module landing page shows.

2. Click the Compliance button in the upper left of the page to go back to the Compliance landing
page.
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f 111 / Compliance

all events To do list

All tasks Sun

— 30

Templates manager
Roles

User assignments
Settings

Create notifications

Click the other module tiles such as Environmental, to open their landing page.
Click the Compliance button to go back to the Compliance landing page.
5. Click the Safety module, and then click on All events on the left side bar menu.

¢ This opens the Events page, where you can see all filled out Safety forms and their status

appied - to clear,

Formname PrejcctOranization Reprter

2 Incidents 10/28/2022

You can select All tasks to open the Tabs page showing all the Safety tasks and their
statuses.

6. Inthe Module landing page Forms section, click the Favorites drop-down to view the form
categories.
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Forms = Schedule form a

Favorites (0)
Favorites (0)
Audits (2)
Injuries (4)
Inspections (2)
JHAS (3)
JEA's(T)

Permits (2) g

No items found

TOTAL: ©

7. Select a category form from the Favorites drop-down list.

Forms = Schedule form a
Favorites (0) E
Favorites (0) -
Audits (2)

Injuries (4)
JHA'S (3)
Jsas(1)
Permits (2) M
No items found
TOTAL: ©

8. Select from the forms in the category.
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Forms £ Schedule form Q
Inspections (2) -
Fall Protection Inspection Checklist -
Leader Safety Walk

-

TOTAL: 2

» The form opens for you to fill out.

Leader Safety Walk

Compliance User Guide

AREA / TASK OBSERVED

ASK / CONSIDER THE FOLLOWING QUESTIONS:

STEP 1: Stop and observe work, Ensure it is safe to enter by asking “Can | enter your workspace?”

STEP 2 Introduce yourself if you are not know to the person. "Hi, 'm the General Manager of

Date & Time.
monthiday/year Hour Minute

* People Observved

B O sk
* Activity Observed Specific Job Task
Sub-contractors involved?

If yes, which company?
Yes

No

LEADER SAFETY WALK CHECKLIST

Person Protective Equipment (PPE)

Comments

You can follow the same steps for tasks in the Tasks section.
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ing Job 105091 / Compliance

Compliance Safety -

Alevents To do list £5 November
Al tasks Sun Mon Tue Wed Thu Fri Sat
6 7 8 9 10 n 12

Forms B Scheduefom  Q Tasks a

Inspections @ v Favorites (0)

Noitems found

TOTAL: 2 TOTAL: 0

You can manage and create new forms or tasks for your team or organization in Templates manager. In
the module landing page, click Templates manager on the side bar menu to open the Templates
manager page.

f@  Steel Structure Training Job |

Compliance -~ Safety -

All events

All tasks

Administration

| Templates manager |

Roles
User assignments
Settings

Create notifications

You can create new templates and manage existing ones. You can also filter forms or tasks by
Categories or Organization.
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@ Steel Structure Job 105091 / Compliance mzw @ 0 ® ® =
Module landing mplates manager Safety -
-] D] IR R R Crecicrew fom

Filters Regulatory Agency Citation Form - Only access this form through the Reg. Contact Fo.

search @

Contact Form - Regulatory Agency - START HERE - DRAFT

Consent Form For COVID-19 (Confidential)
Conset Form For COMID-19 (Conbdentis

Fall Protection WP DRAFT

SystemDefined - UserDefined

SampleTest

> > >

| Copy section form

>

| Release demo

| References

9133 Forms

The To do list shows the events and tasks assigned to y ou that need to be completed in the current
week.

You can scroll forward or backward to view events and tasks for other weeks. To scroll, click the arrow
icons to the left or right of the window. To go to a specific month, click the month button. Events are
shown in dark gray, and tasks are light gray. When events or tasks are overdue, their text color changes
to red. You can see how many overdue events and tasks you currently at the bottom right of the To do
list.

B June
Wed Thu Fri Sat
24 25 26 27
Formwork inspection Batch plant checklist Concrete pre-placement ch...
Summit Mountain punchlist Bridge inspection

| @& Clean drain inlets |

| View all (6) |

Overdue events 0 Overdue tasks: 2

You can click View all to see a list of all your assigned items for that day when you have several events
or tasks assigned in one day.
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= June

Wed

24

Formwork inspection

Summit Mountain punchlist

Thu

25
Batch plant checklist
Bridge inspection

& Clean drain inlets

View all (5)

Fri

26

Concrete pre-placement ch...

Overdue events: C

The following Step by Step walks you through editing a To do list item:

2.3 Step by Step 1 — Edita To do list Item

1. In the To do list, click an event or task.

¢ A box shows you the item’s name and reporter, a High importance icon to mark items of
importance, and the Edit icon

2. Click the Edit icon.

Leader Safety Walk
Inspections
Event title:
To do list Leader Safety Walk_2022110700001 [ November
Sun Reporter Tue Wed
6 Julio Salguero 1 8 -]
Leader Safety Walk_2022110700... !
. The Edit item dialog box opens

3. You can make changes to the following fields, if necessary:

Event title

Reporter
Event date

Importance
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When the Importance icon is red, the item is High importance, which is also reflected in the
Events or Tasks pages.

Click Save.

You can schedule a form to be filled out for specific event dates.If the event goes beyond the
scheduled date, the event state is changed to overdue.

The following Step by Step walks you through scheduling a form from the module landing page.

2.3 Step by Step 2 — Schedule a Form

1. In the Forms box, click Schedule form in the top right corner.
¢ The Schedule form dialog box opens
2. Fill out the required fields.
3. You can click the High importance icon to flag this event as important.

4. You can click Schedule to set this event to repeat daily, weekly, monthly, or yearly and fill out
the required fields.

If you select the Exclude weekends check box, Saturdays and Sundays are greyed-out and will
be excluded, even if you already selected those days.
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Schedule form X

Form name

- Selectone -

Eventtitle

Repeat Start date

Weekly v vor202 =]

Repeat every Repeat

Ow Or Ow O Or

Importance

Oon | momzz I

In the Module landing page, under Forms, you can select a category for the type of form you need.
Only categories that have available templates show in the drop-down menu.The number of templates
associated with the category shows next to each category title.

Forms B Schedule form Q

Favorites (0) R
Favorites (0)

Audits (5)

Claims (3)

Crane (2)

Daily Safety Huddle (3)

Injuries (8)

Inspections (4) -
U e ruung

TOTAL: 0
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When you open the module, the default view for Forms and Tasks is Favorites. In each category, you
can add your favorites by selecting the Favorite icon next to each category title. When you add forms

to your favorites, they show listed in alphabetical order. To remove from your favorites, deselect the
Favorite icon.

Forms a | Tasks

Favorites (5)

Favorites (3)

Claims

TOTAL: 5§
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The IWP widget tile lets you track upcoming planned and scheduled work for InEight Plan IWP
components that have been mapped to Inspection and Test Plans. You can schedule events from the
IWP widget panel to components that have ITP mapped. For more information, see Inspection and Test

Plans. To enable the IWP widget, go to project > Module settings > Project Settings. Inspection & Test
Plans and Integrate with Plan components must be enabled before you can enable the IWP widget. For
more information, see Project Settings.

When enabled, the Upcoming Planned Work tile shows in the module landing page.

@ Steel Structure Training Job 1105091 / Completions

Completions  » Quality ~

All events My To Do List B October
All task sun Mon Tue Wed Thu Fri sat
Allcomponents 1 2 3 4 5 6
Inspection & Test Plans
Inspection & test plan report
Administration
Templates manager
Overdueevents: 0 Overdue tasks: 0
Forms B Schedulefom  Q Tasks a Upcoming Planned Work

Favorites (0) - Favorites (0) -

Noitems found No items found

TOTAL O TOTAL: 0 TOTAL 2

Click the IWP to show status, end date, planner, superintendent, and field engineer information.

Upcoming Planned Work ranced [l

IWP-Test

End Date 0
Planner

@ Status : Approved
r L

Superintendent
Field Engineer . Dominic Cozzetto

You can schedule IWP forms from the Planned tab, and then mark them as scheduled to move them to
the Scheduled tab.
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Upcoming Planned Work ranned [

Items marked as Scheduled are listed in the Scheduled tab. You can schedule additional items from the
Scheduled tab if needed, or unschedule the item to move it back to the Planned tab.

Upcoming Planned Work :m

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

e Components must first be associated to ITPs in InEight Plan
e |[WPs must have a status of Approved or Work started.

¢ You must add your published template form to Required records — Compliance Forms in the ITP
activity.

InEight Plan Link activity components in Work Package Creation
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CHAPTER 3 — COMPLIANCE
SETTINGS AND ADMINISTRATION
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Organization and project level settings provide the structure necessary to manage the application
successfully.

At the Organization level, you can manage the following:
¢ Product Settings — Module management and template integrations.
¢ Module settings — Manage individual module settings and configurations.
At the Project level, you can do the following:
¢ View Product, Template integration and Module settings configured at the organization level.

¢ View and manage Roles, User assignments, and Project settings.

¢ You must have Level 3 — Account Admin permissions in InEight Platform, an admin role in the
assigned module or modules, or an assignment to the root organization based on permission
configuration.

¢ There are other ways to navigate to the organization or project level settings not mentioned in
this document.

Access organization level settings

1. From the Main menu, go to organization > Settings. The organization General Settings page

opens.

2. Click the Compliance or Completions icon on the left navigation menu. The settings page opens
to the Product Settings tab.

3. You can click the Module Settings tab to open the module tiles page. Click a module to open its
settings.
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Access project level settings

1. From the project's home page, click Settings on the left navigation menu, and then the
Compliance or Completions icon. The settings page opens to the Product Settings tab. In the
Product Settings tab, you can view Module management and Template integration settings
configured at the organization level.

2. Click the Module Settings tab to open the module tiles page.

3. Click a module to open its settings. The Module settings page opens. You can manage roles, user
assignments, and project settings.

4. Click the Project Settings tab to open the Project Settings page.

Assuming Project Values have already been created at the root level in Master Data Libraries > Project
Value Types you can add project value types to your project with the following steps.

Add a project value type to your project

1. Click on a project > Project Settings > Assigned project value types

2. Click Assign Project value types to project

3. Click the + sign next to the desired project values

» Options to choose must have been previously created in Master Data Libraries > Project Value Types

4. Click Add.

Add a project value to your project

With project value types created, you can add values into each project value type.
1. Click on a project > Project Settings > Project values

* Assigned values appear in the left panel.

InEight Inc. | Release 26.1 Page 53 of 363



3.2 Project values Compliance User Guide

2. Click on the desired Available project value.

€ Steel Structure Training Job] 105091 / Project values

Available project values ® @ Hide unavailable = Go to project structure ) Gz Q

Area ] D Nome Bescription Status

Segment

3. To manually add project values, click the + sign.

4, Type in an ID, Name, and Description.

U

. Select the Status from the drop-down list.

. Click the Save icon.

)]

7. Repeat as necessary.

Upload Project Values

1. Click on a project > Project Settings > Project values

» Assigned values appear in the left panel.

2. Click the Export icon.

3. If data already exists, click With data. If not, click Template.
4. Pull up the Excel file from your download folder.

e Instructions are available on the first tab, if needed.

5. Open the Project Values tab.

B = 1] E

1 Platform

2 Sereen Project / Project Values
3 Project Value Type -Name Area

4

5 System System generated
6 REQUIRED Field is required for impert

7 (OPTIONAL Field is optional for import

5 IGNORED Field not to be populated

9
10 SourceSystemid*
11 Text -Limit: 100 Characters

iD [Name [oescription
| Text -Limit: 50 Characters. [Text -Limit: 200 Characters Text -Limit: 250 Characters

e If you clicked Template, an empty template appears
e If you clicked With data, existing project rows per type are already populated.

6. Add additional rows of data as explained within the Instructions tab.
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7. Click File > Save.

Import Project Values

If the Project Values template was previously created:
1. Click on a project > Project Settings > Project values
* Assigned values appear in the left panel.

2. Click on the desired Available project value.

= | O  Steel Structure Training Job] 105091 / Project values

Available project values ® @ Hide unavailable = Go to project structure ) Gz Q

e | n Name Deseripton ~ Saws il

Segment

3. Click the Import icon.

4. Browse and select the file to import.

5. Click Import.

» Refresh your screen to view the import list.

6. Repeat for each desired Available Project value.

A separate Excel Template file must be created for each Available project value you wish
to import.

Define a project structure for your project

At this point you have Project Value Types and Project Values, but no hierarchy or structure created.

1. From the Project Values page, click Go to project structure.
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3 —
@ 4 0 ® =
® Hide unavailable | = Go to project structure | I:‘J D’ Q

Status o

Available

e Alternatively, you can access this via a project’s > Project Settings > Project Structure.

Steel Sructure Traming Job | 105091 / Project valees
INEIGHT &
KL Karen Lofus

West
East
South

North

2. Assuming no project structure has yet been created, the Project definition appears. Click on the
drop-down arrow.
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Project definition

Determine the project value type relationships for your project.

Definition

Discipline
Commodity

Block

You can only define one parent-child project structure per project, so it’s critical this step is
carefully created. It cannot be deleted. Before proceeding, contact needed stakeholders,
as others may need to utilize this project structure as well.

3. From the drop-down menu select the project value from the list that you want at the top, for
example System.

4. Click the + sign, and select the next level project value, for example, Sub-system.
5. Continue selecting next level project values, as desired.
6. Click the + sign after the last project value type is selected.

7. When complete, click Save.

Edit the Existing Project Structure

1. From the Project Structure page, click Structure definition to view the existing Project Structure.

® Hide unavailable = Structure definition < Project values D’

Status

2. To add a project value type to the bottom of the hierarchy, select the drop-down arrow.
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The only option is to add a new item to the bottom, you cannot reorganize the hierarchy.

3. Select the project value from the list.
4. Continue selecting next level project values, as desired.
5. Click the + sign after the last project value type is selected.

6. When complete, click Save.

Add values into the project structure

Manually Add Values

1. From the Project Structure page, click the Assign Node icon to the left to the first Project Structure
item.

2. Select the checkboxes to the left of each available segment you want to add.
3. Click the right arrow button to assign it/them.

4. Repeat as necessary.

5. Click Assign to save.

Upload Values

1. From the Project Structure page, click the Export button.

2. At anindividual level, select the desired option to export.
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3. Open the Excel file.

e |Instructions are available on the first tab, if needed.

4. Open the Project Structure tab.

3.2 Project values

5. Build the Child and Parent using IDs based off your Project Structure.

A 8

Frayect snacture

i

Lrn.m!nogu structure

strecters [system | Subsystem

igl

[Parent

bsystem-CWS- 560 1 CWS-D456-01) CW-0456
tem-PIWR-0020-01{PWR-0020-01) CW-0456
WS- 02 {CWR-D456-07) CW-0ase
WAL 055-D1 HVAC-D458-0i1) HPVAL-DASE
VAL ORS00 MV AC-O4 -0} HVAL-OI56
HPFLARE-3200-1 TI(HPFLARE-1200-1' FLARE- 1000
FRLARE-1L100- 1BLO{LPFLARL-100- 18 FLARL-1LI00

PP SSE

IEEERem v m e

6. Click File > Save.

7. Returning to the Project Structure page, click the Import button.

8. At an individual level, select the desired project structure option to import.

9. Click Import.

10. As a result, by clicking on the down arrow(s), the entire tree appears.

gt stins

InEight Platform Project Value Types
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You can enable and manage the following Inspection and Test Plans settings and related features in
either the individual Compliance modules or in Completions. The settings are applied throughout the

project:

¢ Inspection & Test Plans (ITP) - Create and manage ITP’s for your project. For more information,
see Inspection & Test Plans.

¢ Integrate with Plan components — Create templates with ITP headers and associate InEight Plan
components with events. For more information, see ITP header template.

¢ Show Installation Work Package (IWP) widget on module landing page — You can view and
manage IWP’s from the module landing page in the Upcoming Planned Work tile. For more
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information, see Upcoming Planned Work tile.

fd  Steel Structure Training Job| 105091 / Settings

B Module settings  »  Safety v

Module summary  Categories  Types Classifications  Statuses  Email templates  Roles Userassiqnments (DTemplales
=3
Project Settings

Inspection & Test Plans
@ = Open Inspection and Test Plans
Integrate with Plan components

@ — Go to Header Templates

Show Installation Work Package widget on module landing page

©

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

e To integrate with Plan, you must enable ITP mapping between Completions and Plan in InEight
Plan project settings.

To navigate to Project settings, see steps to navigate to project level settings in Settings overview, and
then click the Project settings tab.
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You can enable the Automapping setting for your project in either the individual Compliance modules
or in Completions. The setting is applied throughout the project.

When enabled, you can map templates to project values in the project structure or components and
create a series of checklists for project structure levels (nodes) or inspection and test plans.

Automapping is available on a project-by-project basis and can be enabled in project > Settings >
Project Settings > Automapping. This enables the Go to Automapping and Automapping setup links.

f  Steel Structure Training Job | 105091 / Settings

b Module settings  * = Safety =

Module summary  Categories  Types  Classifications  Statuses  Email templates  Roles  User assignments | Project Settings (3) Templates

Project Settings

(3¢ | (35 | e

(&)

Automapping

©) = Go to Automapping 2 Automapping setup

When enabled for a project, you can configure automapping in Go to Automapping, Automapping
setup, Map project structure, and Map templates. For more information, see Automapping Overview.
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You must have a Level 3 — Account Admin role in InEight Platform or a Compliance or
Completions role with the applicable permissions.

The Project structure or Integrate with Plan components setting must be enabled in addition to
published templates.

ITP or project structure associations must be configured.

A project structure and values must be set up in Platform.

Go to Project settings, follow the instructions in Settings overview, and then click the Project settings
tab.

You can enable the Project Structure setting in either the individual Compliance modules or in
Completions. The settings are applied throughout the project.

When enabled, a Project Structure Header is created in the Headers tab and the structure and
metadata defined in InEight Platform shows in the header template. You can use the structure to sort
and filter data.

To do this, enable the Project Structure toggle. This will enable the Go to Header Templates link to
access the Headers page.
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it Steel Structure Training Job | 105091 / Settings

> Module settings  »  Safety ¥

& Module summary  Categories  Types  Classifications  Statuses  Email templates  Roles  User assignments | Projeet Settings (3) Templates

Project Settings

%) | ey

) |

(&

Project Structure

@ = Go to Header Templates

In the Headers page, you can oversee and manage Project Structure Headers for projects. For more
information, see Project structure header template.

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

To navigate to Project settings, follow the instructions to access project level settings in Settings
overview, and then click the Project settings tab.
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You can enable user groups to be created and managed for your project in either the individual
Compliance modules or in Completions. The settings are applied throughout the project.

User groups provide access to events and tasks that may be beyond the usual permissions.

Rt Steel Structure Training Job | 105091 / Settings

> Module settings  »  Safety v

< Module summary  Categories  Types  Classifications  Statuses  Email templates  Roles  User assignments | Project Settings (3) Templates

Project Settings

User Groups

© — Open User Group

You can use a user group to give access to events and tasks to members of that group, even if they
would normally not have permission to view events or tasks in selected categories. User groups can
also be used in a template’s From Flow option as responsible parties.

After you create a user group, you can assign the user group to individual forms or tasks when you fill
them out or when you open an event or task after it has been started.

For example, when a subcontractor is performing work on a project, and another entity is doing quality
assurance, the subcontractor will not be part of the project’s NCR process and will not be assigned the
category for the form. However, if a piece of the subcontractor’s work was non-conforming, users from
the subcontractor can be associated to a specific user group, and the user group associated with the
events (NCRs) to address them.
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Click Open User Group to open the User groups page tab. In User Groups you can create, edit, copy,
deactivate, and delete user groups.

@ Steel Structure Training Job | 105091 / Settings

Quality Project settings

USER GROUPS INSPECTION & TEST PLANS

o I

TW InEight Quality tour viewers Inspection viewers

InEight group Viewers of quality forms Viewers of inspection forms

co B co : o0

3 user groups

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

¢ To delete a user group, you must deactivate it first, and then remove all users from the group.

e Only users with assignments to the project are shown on the list of Available users. For more
information, see User assighments.

To navigate to User Groups, follow the instructions to access project level settings in Settings overview,
and then click Open User Group.

Create User Groups

1. Click the Create user group button, and then fill in the User group name, Description, and select
users from Available users to include in the group. You can use the search box and select users
or use the Select all option.
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2. Click Save. The new group tile will show. The tile will show the group name, date and creator
name, description, and number of users in the group.

View, edit, or copy a group

1. Click a group tile. The group opens and shows the Detail and History tab. In the history tab, you
can view the history of changes, names, change dates, and changed by information.

2. In the Details tab, make your changes, and then click Save. Select the Show selected users only
toggle to view the selected users only.

3. To copy, click the ellipses in the group tile, and then select Copy. A copy of the group is created.

Deactivate and Activate a group

1. Click the ellipses in the group tile, and then select Deactivate. The group tile will turn gray when
deactivated.

2. Click the ellipses in the group tile, and then select Activate to activate the group.

Delete a group

1. You must first deactivate the group, and then remove all users from the group by editing the
group.

2. Click the ellipses, and then select Delete.

You can enable the components toggle in project settings to automatically generate the Component
Header template. This is managed for your project in either the individual Compliance modules or in
Completions. The settings are applied throughout the project.

When Components is enabled, the components that are flagged as having required documents in
InEight Plan will be available in the Components header in event and tasks. The Component Header
template can be created and added to forms and tasks to link forms to components records.
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(Xt  Steel Structure Training Job | 105091 / Settings

» Module settings >  Safety v

Module summary  Categories Types Classifications  Statuses  Email templates  Roles  User assignments | Projeet Settings (@) Templates

Project Settings

Components

@ = Go to Header Templates

When Components is enabled, the components that are flagged as having required documents in
InEight Plan will be available in the Components header in event and tasks. The Component Header
template can be created and added to forms and tasks to link forms to components records.

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

¢ Metadata being pulled into the component header is associated with Plan components.

¢ Only users with assignments to the project are shown on the list of Available users. For more
information, see User assighments.
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As an administrator, you can set up the correct settings at the organization level to manage and
organize the application successfully. These settings will apply to all projects in the organization. You
can view organization level settings at the project level, depending on your permissions.

Organization level settings include the following:

¢ Product settings

° Module management

°© Template integrations
¢ Module settings

° Module summary

° (Categories

° Types

° Classifications

© Statuses

° Email-templates

° Roles

° User-assignments

° Inspection and Test Plans

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.
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4.1 Product settings

To navigate to Organization settings, go to steps to access organization level settings in Settings

overview.

At the organization level, the Product settings page contains settings that apply to the entire
application in the following tabs:

¢ Module management - Manage modules for your organization and enable Inspection and Test

Plans for individual modules.

¢ Template integrations - Manage templates that integrate with other InEight applications for

your organization.

@ C-XYZ / Settings ® o ® ® =

PRODUCT SETTINGS MODULE SETTINGS

Module management Template integrations

Module name
g Safety
Environmental
Compliance
Change

Custom

Description

A module to track and manage safety related business processes.

A module to track and manage environmental related business processes
A module to track and manage compliance related business processes

A module to track and manage change related business processes.

A module to track and manage custom related business processes.

Q
Secandary module name Inspection and Test Plans (D
safety (@]
Environmental e
Compliance @
Change @
Custom ©

3

5 modules

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or

Completions role with the applicable permissions.
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To open Product Settings, see steps to access organization level settings in Settings overview.

In Module management you can view the list of available modules. You can filter the module’s view
using the Filter icon. You can also choose from the available columns to update your list view using the
Column chooser icon.

In each module, you can enable the Inspection and Test Plans (ITP) feature. Inspection and Test Plans
are disabled by default.

PRODUCT SETTINGS MODULE SETTI
Module management | Template integrations
Medule name Description Secondary module name Inspection and Test Plans(1)
Safety A module to track and manage safety related business processes Safety @

A module to track and m anage env

nmental related business processes Environmental o

esses Compliance ®

A module to track and man

A module to track and manage change related DUSINEsS pro

Custom A module to track and manage custom related business processes Custom o

e You can only view available default modules.

e You can filter and update views at the organization level only.

To open Module management, see steps to access organization level settings in Settings overview.

Inspection & test plans toggles
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4.3 TEMPLATE INTEGRATIONS

4.3 Template integrations

In Template integrations you can view, edit, and delete the list of templates created in the form

builder.

PRODUCT SETTINGS MODULE SETTINGS

Integration title

Template name
0 Change Task Inteqration Template Task for Mobile
O Change Task Integration Template Change Issue Creation KL NOT INTE

O Quality task for Change

Manager quality review

Category

Task
Task

Quality review

Associated products
Change
Change

Change

Click on a template title to Edit the template. In the dialog box, you can edit the following:

¢ Integration title

e Description

¢ Category association

¢ Associated products

¢ QOrganization association

Edit template integration

Task for Mobile

by: Karen Loftus D8/31/2022 0850 AM

* Integration title

Change Task Integration Template
Description

Org/Project for which the template is applied
= Category association

Task
= Associated products

Change

+ Organization association

v B C-x¥Z(RootOrgl) + Fure Children

Selectall Destlect al

Steel Structure Training Job (105091)
Steel Structure Training Job 2 (105092)
Steel Structure Training Job 3 (105093)
Steel Structure Partner Job (105094)
Training Job (Training Job)

Wards Island WWTP (183850

Heavy PM Estimate (Heavy PM Estimate)

BMS Test (BMS Test) (BMS Test)

~ @ c-xyZ-ND (E0-ID)

Selectall Desslect a

» & C-XYZ-5D (E0-ID-1)

Selectall Deselect al

Show selected items only ©

Cancel
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¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

e Currently template integration only integrates with InEight Change tasks.
¢ You can only edit and delete integration templates at the organization level.

¢ You cannot add new integration templates in this section.

To open Template integrations, see steps to access organization level settings in Settings overview.

Edit a template

1. Click the Templates Integration title. The Edit template integration dialog box opens.

2. Complete your edits, and then click Save.

Template Integration
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CHAPTER 5 — TEMPLATE
MANAGEMENT

InEight Inc. | Release 26.1 Page 75 of 363



5.1 Template Overview Compliance User Guide

Compliance Web

Templates Manager Form & Task Event & Task

" ) Create
View / Edit
Form/Task PUBLISH Execution SUBMIT Management
Templates
Templates

Compliance Mobile

Form/Task Sync
Execution

A template is a task or a form (or checklist) set up in advance for inspections and other tasks that
require documentation during the life cycle of your projects.

You can use templates to standardize your organization’s form and data capturing process. For
example, if your projects always require a safety tour, you can create a safety tour template, so the
same safety tour form is used for every project. This leads to capturing the same data from project to
project, and to reporting that is clear, concise and meaningful. At the same time, should your project
have unique requirements for a safety tour, you can customize your template for your specific project
needs.

The Templates Manager is the storehouse for all your template forms. You access the Templates
Manager from any of your Module landing pages.

Compliance > Safety

All events To do list

All tasks

Administration
Templates manager e

Roles N\

User assignments

Settings
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Depending on your permissions, you may not have access to edit or create new template
forms/tasks, but you will still have access to copy them.

Overview - Templates Manager

T T

1 Filters Search for a template by keyword or filter down
your templates by selecting the appropriate
category and/or organization.

2 Form/Task Toggles between each the Form and Task
toggle templates, per module.

3 Template status Each template has a status:
Published - available to fill out via web or mobile
device
Draft - being built and not yet available for use to
fill out
Inactive - not drafts, but available to activate when
needed
Selecting a status option filters to only templates
with that status.

4 Template form  Provides key information about the template,
including: form name and ID, associations,
creation date, time and author, and version. When
hovered over, options appear to delete the form (if
itis a draft) or to edit, copy, or deactivate the form
(if it is published).

5 Available on This option visually identifies if a template is
mobile available on a mobile device. [Shown as the
column “Mobile” when in the List View for Tasks.]

6 Favorites This option filters to templates tagged as
favorites.
7 Create new Click this button to launch the Form Builder/Task
form/task Builder page, where you can create a new

template form or task.
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¥  C-XYZ / Compliance

Module landjgeey > Templates manager > Safety ~ 6 7
Fos EZ (e % Create new rorm

Filters FILTERS APPLIED Project Manager Safety Walk
D Created Jun 12.2020 01:43 PM
search @

View associations

Leader Safety Walk

Categories Clear Leader Safety Walk [ | Created Jun 08.2020 09:23 AM 1
View associations PUBLISHED

L] Audits -

0 crane
O Daily Safety Huddle
O Injuries

Inspections

Organization Clear
v [ cxvz
2 Forms
© 2021 InEight Inc. Privacy Statement Terms & Conditions ¥215 LFESn INEIGHT @&

Each template form or task shows key information about the form or task, including:

+ Name and Description of the form/task
Associations

Availability on Mobile

Creation date, time, and author

Version

e Status

Incident Form
To be completed by the Lead/Supvr in charge [0  Created Mar 24,2020 11:57 AM Karen Loftus 3

View associations

A new version is created when a draft is published. Even if no information has changed on the
template. Once it enters a draft status and that draft is published it will move to the next version.

You can select the star at the right-end of the card to mark the template as a favorite.
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Creat 2 41 AM en Loftus
Created Oct 09,2019 09:41 AM Karen Loftu PUBLISHED @

When you hover over the card, additional options appear for the form/task. For draft templates, a
delete option appears.

Created Oct 09,2019 08:21 AM Karen Loftus

For published templates, options appear to either edit, copy, or deactivate the form/task.

4 = N

Created Oct 09,2019 09:41 AM Karen Loftus BUBLISHED

The left panel of the Templates Manager contains a search bar to look up templates by keyword, as
well as filtering lists to narrow down your template list.

There are two filtering categories: Categories and Organization. Checking the box for one of the filter
options filters the view to just the templates associated with that filter.
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C-XYZ / Compliance

Compliance User Guide

Module landing > Templates manager > Safety -

— 0 ow =
Filters Template check -
[ | Created Jul 01,2022 07:58 AM Go... 1
Search (@ View assaciations PUBLISHED
Project Manager Safety Walk
Categories Clear O | Created May 31,2022 1232 PM N 2
View associations PUBLISHED
O Audits
Safety Walk
0 claims Safety Walk [ CreatedMay 31,2022 1225 PMN
O Crane View associations PUBLISHED
[ Daily Safety Huddle
Form Flow Button Independence
0 Injuries P Created Jul 20,2021 11:03 AM Karen Loftus
O Inspections View agsociations PUBLISHED
[ JHAS
O Jsas Order Safety Item
- Created May 20,2021 08:02 AM Neil Stein -
[
View associations
Organization Clear
Notification
Created Mar 23,2021 12:34 PM Karen Loftus
~ [ C-XYZ (RootOrgl)
View associations PUBLISHED
[ steel Structure Training Job (105091)
[ Steel Structure Training Job 2 (105092)
multi-level
[ steel Structure Training Job 3 (105093) Created Mar 15,2021 08:45 AM Karen Loftus 4
[ steel structure Partner Job (105094) View associations PUBLISHED
[ Training Job (Training Job)
[ Wards Island WWTP {183850) Hide Form as Standalone
(] Heavy PM Estimate (Heavy PM Estimate) [ | Created Mar 15,2021 08:16 AMK... el
3
[ BMS Test (BMS Test) (BMS Test) View associations PUBLISHED -
— 37 Forms

The only items that appear as choices within the Filters side panel are the ones that have
templates associated to them. In other words, you can have more categories or projects in the
system, but they won’t display in the Filters panel unless you have created a template that uses
them.

All the filters work together. If you are not seeing what you need, clear all the filters and start
with a fresh search.

Selecting the Favorites icon filters down your view to just the templates you tagged as favorites. This is
a quick way to narrow down to only the templates you use most often.
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:
e
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With the correct permissions, you can create new form and task templates in the Templates manager.

From the Templates manager page, to create a new template, click the Create new form or Create
new task button.

oo« TS| or | @ x = (EEEETE

This launches a two-step process:

1. Creates a dialog box, which leads to:
2. The Form builder or Task builder

On the Create a form or Create a task dialog box, fill out basic information and settings for the form or
task.

You only have the options to create templates for organizations, projects and categories for
which you already have assignments.

Each new form or task requires these initial entries:

Overview - Create a Form Dialog Box

T ™

1 Form or task The name or title you give to the template. An optional description can
name also be added.
and Description

2 Category and Associating the form or task with categories and organizations makes
Organization it easy to find the form or task using the category and organization
associations filters on the Templates manager page. Categories also determine

who can use the forms or tasks. If you do not have assignments to
that category, you will not be able to view the form or task to fill it out.

3 Availability on A switch you can turn on to make it available on iOS mobile devices.

Page 82 of 363 InEight Inc. | Release 26.1



Compliance User Guide 5.2 Template Creation

Overview - Create a Form Dialog Box (continued)

T T

mobile devices

4 Event title and These settings indicate whether the date and title will be filled out
date settings automatically with the system default or if they will be filled out with a
custom title and date by the person filling out the form or task.
An expiration date can also be added if the check box is selected.

Create new form o
* Form name + Organization association
Description ~ [0 cxvz

Select Deselect al

* Category association

Select f?lfuﬁ'l'.gs you want to associate to your forg
Available on mobile ? @ 6

Eventtile

System default A
Eventdate @
System default o v
D Add expiration date (@

Available through form button only? (@ @

Select organizations you want to be able to perform this form

Cancel

After being filled out, clicking Create creates a new template form or task and the system
automatically progresses to the appropriate Form builder or Task builder page. You can continue
building your form or task or come back later.

The following steps walk you through creating a new template form.
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5.2 Template Creation

5.2 Step by Step 1 — Create a Template Form

1. From the Project home landing page, select Compliance from the left navigation menu.

Steel Structure Training Job | 105091 / Project home

Organization
[e) Learn Inight Manage budgets and forecasts Build components an
+ quantities

Add project image InEight University

Project
* Launch

Steel Structure Training Job | 105091
InEight University

Progress (%) Work packaging |‘4 Daily planning
Daily planning
Weekly time sheet . .
v Group work into plans and Assign tasks for your
Contract packages
Bid packages
Contracts Launch
Change
Compliance | =
’ B Project notes ©“ &) Contracts (%) Supporting documents
Completions
= Stat Count
)] Report i -
Explore
Draft 3

Dashboards
AP| documentation Executed 1

Project home
Project details
€3 Settings (®) Bid packages

Settings
Workflows Status
Assigned users - Project and application settings

< »
© 2023 Inight Inc. Privacy Statement Terms & Conditions v232 INEIGHT S

2. Select the Safety module.

Safety

Amodule to track and manage safety related
business processes update

EVENTS. TASKS o}

3. Select Templates manager from the side menu.
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10.

Compliance > Safety

All events To do list

All tasks

Administration
Templates manager e

Roles N

User assignments

Settings

From the Templates Manager page, select Create new form.

0 Create new form

On the Create a form dialog box, type Project Manager Safety Walk in the Form name field.

For Category association, select an appropriate item from the drop-down list.

Under Available on mobile, switch to the green check mark to indicate it will be available on a
mobile device.

Change Event title and Event date to User defined.

Selecting User defined allows the user to add a future or past date. If you want to control
this, consider the option to use.

For Organization association, select the check box for the highest organization level to make the
template available for the entire association.

Click Create. The Form builder opens with a section already created and Event title and Event
date already populated on the form.
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Project Manager Safety Walk -
Modulelanding > Templates manager > Form builder
©

SECTION HEADER

Add fields to your form by dragging types from the left panel to the blank section above

5.2 Step by Step 2 — Build a Template Task

1. Select the Safety module.
2. Select Templates manager from the side menu.

3. Select the Tasks item type in the upper-left.

Modulelanding > Templates manager > Safety

»
[}

TaskReport27

update check - 1494972 - V3

)

| Tas)

Ref

ers

Copy of-Ref Task
ers "

| Copy of-Ref Task

From the Templates manager page, select Create new task.

5. Add a Description if needed. On the Create a new task dialog box, type Finalize Safety
Walk Process in the Task name field.

For Category association, select an appropriate item from the drop-down list.

Under Available on mobile, switch to the green check mark to indicate it will be available
on a mobile device.

8. Set Task title to System Default.
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» The Due date field provides a mandatory date question on the template where the
user can provide a date that will become the due date

9. Select the Add expiration date check box.

11.
12.

13,
14.
15,
16.

For Organization association, select the check box for the highest organization level to
make the template available for the entire association.

Select the + Future Children button.
Click Create.

» The Task builder opens in the appropriate Category, in a section already created and
with Description, Responsible party, Due date and Assign fields already populated
on the task

In the Description field, change the Question text to Identify steps in the process.
Change the Assign button text to become Assigned, keeping the status as Scheduled.
Click Save.

Click the Publish icon.

Both tasks and forms can be deactivated, reactivated, and copied after being published. The following

step-by-steps use a specific task to walk through the processes.
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5.2 Step by Step 3 — Deactivate a Task

1. From the Templates manager, hover your cursor over your desired published task.

2. Click the Deactivateicon.

» The task remains visible in the Templates manager, but shows as Inactive in the
Status column.

Module landing > Templates manager > Safety ~

Tasks AL STATUSES PUBLISHED n] * = Create new task
Filters FILTERS APPLIED
search (@
View associations
ective

Safety Task
Categories Clear . Creat
g Corrective Actions, General Tasks & Safety Process Improvements (SP1) [ | Created Aug 04,2022 1209PM &

View associations PUBLISHED

5.2 Step by Step 4 — Activate a Task

1. From the Templates manager, locate your desired inactive task.
2. Select the check box to the left of the ID.

 After being clicked, two additional icons are shown: Activate and Delete tasks
3. Click the Activateicon.

View associations

e The task is shown in Draft mode in the Status column
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5.2 Step by Step 5 — Copy a Published Task

1. From the Templates manager, locate a published task.

2. InTile view, hover over the task. On the right side of the tile, three icons are available: Edit,
Copy, and Deactivate tasks.

3. Click the Copy taskicon.

Finalize Safety Walk Process NEW [E4 |

[] | Created Mar 24,2020 01:54 PM Karen Loftus 1

View associaf tions PUBLISHED

4. Inthe dialog box, edit all fields.

Copy a task
* Task name = Organization association

Finalize Safety Walk Process NEW

A @ S100000 - PKS Inc

Description
Selectall Deselect all

* Category association

Incidents % x

s you want fo associate to your tasks

Available on mobile ?

Task title ()

System default v

5. After all fields are filled out, the Copy button change colors. Click Copy. The Task builder
opens for further edits.

6. Save if edits are made, and then click the Publishicon.

7. After being published, the Templates manager opens with the copied task shown.
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The process is the same for copying, activating, and deactivating a form.

Foms 0 % =
- ”
Incident Form |E4] |

To be completed by the Lead/Supvr in charge [0  Created Mar 24,2020 11:57 AM Karen Loftus 3

View associal tions. PUBLISHED

The form builder and task builder consist of the following tabs:
 Build
» Properties
e Form flows (forms only)
e History

This section focuses on the Build tab.

Overview - Form and Task Builder: Build Tab

e T oo

1 Layout Drag and drop columns and sections onto your form or task.
types

2 Question Drag and drop attachments, buttons, dates, times, form buttons, form
types flows, GPS, integrated lists, references, lists, numbers, people, signatures,
and text fields to your form or task.

3 Building The blank area you drag your sections and questions onto. It represents the
area template you are creating.

4 Edit For existing templates, allows you to edit the existing template.

5 Publish When finished building the template, click this button to make the template
available for use.

6 Section Lists each section on the form or task.

7 Save Saves the form or task in its current state. If not yet published, it is saved as
a draft.
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Project Manager Safety Walk -

Module landing Templates manager Form builder 5
BUILD PROPERTIES FORM FLOWS HISTORY 6
fopepes 0
m Column = Section e
Question types 6
SECTION HEADER
% Attachment O Button
© Choice (9, Date - Time
©
* Event title * Eventdate

Form Button  Form Flow 1072812022 =

GPs A Integrated list
% Reference = List

Add fields to your form by draqgging types from the left panel to the blank section above

# Number © People picker
(@ signature = Text

If you click Cancel, all changes are deleted since your last save. The system does not
automatically save.

Layout types let you divide your form or task into sections. Perhaps your form or task covers different
topics or areas and you want to organize the form or task accordingly.

When you first drag a section onto the form or task, it creates a section that extends the width of the
form or task.

Project Manager Safety Walk -
Modulelanding > Templates manager > Farm builder
o PROPERTIES FORM FLOWS HISTORY &
Layouttypes ¥
Question types
SECTION HEADER
c )
Bt dme
] 0728202 m
“
id fie
* X

You can let users copy sections when filling out a form or task. This feature lets users determine if
duplicate sections are needed, instead of creating templates with duplicate sections in advance.

InEight Inc. | Release 26.1 Page 91 of 363



5.2 Template Creation Compliance User Guide

To let users copy a section, click the section header, and then select the Enable copy section check box
in the side panel.

You can change the text of the button. By default, it is named Copy section.

You can enable the copy section option only for sections without mandatory questions, form
buttons, or associated tasks.

Section X BUILD PROPERTIES FORM FLOWS HISTORY =

«

Details ~

Q GPs

Latitude

* Label

Crew Information

O Associate task
Longitude

Enable copy section (3

Copy button text
Elevation

Copy section

(® Add supporting text @ Clear GPS

Access v

Logic v

Copy section

Crew Information

Select crew member

In the sections you create, you have different types of questions you can drag onto your form or task.
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Module landing > Templates manager > Form builder

SECTION HEADER

% Aeference = Ls

# Number © People picker /

The following is a brief overview of each question type and its key characteristics.

Overview - Question Types

Question
Type Description

Attachment Provide photos from the tour Enables an attachment (for
example, photos, documents) to
@ be added to the form or task. You

can include additional text with
this question if needed (for
example, for instructions.)
Attachments can be marked as
Mandatory. If integration with
InEight Document is set up,
attachments can be supporting
documents from the Document
application.

Adds a button to the form or task.
You can set the button to close
and/or change the status of the
form or task. The button type can
also be marked as single-use or
multi-use. Buttons can be marked

as Mandatory.

Select files or drag and drop

Button
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Overview - Question Types (continued)

Question
Type Description

Choice Did you recognize any safety wins? Adds a question with two options.
Settings include icons and
O Yes predefined text answers (e.g.,
O No yes/no, pass/fail, and

accept/reject) or you can
customize your own. Choices can
be marked as mandatory.

You can mark answers as
exceptions.

Date-Time Click to type your question Adds a field to fill out either date
and time, just the date, or just the
time. Dates can be marked as
Mandatory.

Form Button } Adds a button that opens another
Click to type your button text template from within your form or

task. It can be designated as
single-use or multi-use. Form
buttons can be marked as
Mandatory. You can set this
button to change the form or
task's status when it is clicked.
Status change does not affect the
form or task that is opened by the
button.

04/30/2019 04:22 PM =RO)

Form Flow Adds a button that facilitates a

Button specific step in a form flow. Form
flow buttons can also go back to
a previous step.
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Overview - Question Types (continued)

Question
Type Image Description

GPS

Integrated
list

Reference

List

Please provide location information
Q cps

Latitude
Longitude
Elevation

Clear GPS

% Reference

Indicate the quality of this section
O Very Good

O Good

O rair

O Poor

O very Poor

InEight Inc. | Release 26.1

Lets users enter their location
coordinates. Coordinates can be
entered manually or by clicking
the button.

Adds the integrated list question
type to your form that integrates
with InEight Platform Master data
list resources.

Adds a supporting document
attachment, event or task, or a
hyperlink to other pertinent
information. References cannot
be marked as Mandatory.

Adds a multiple-choice question
to the form or task. Answer
options include radio buttons,
check boxes, drop-down lists, or
multi-level drop-down lists. You
can select answers from
predefined lists or create your
own. Lists can be marked as
Mandatory.

You can set default values for
radio buttons, check boxes, and
drop-down lists. Default values
are selected when a user opens a
form or task and requires the user
to manually select a different
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Overview - Question Types (continued)

Question

Type

Description

Number How many widgets were fastened?
s
People Whoa led the tour
Picker
&
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value.

You can mark answers as
exceptions.

For more information about
multilevel drop-down lists, see
Multilevel Drop-Down Lists.

Adds a question that requires a
numerical answer to the form or
task. The number can be
formatted to be currency, decimal,
$, %, or phone number. Numbers
can be marked as Mandatory.

Adds a question that must be
answered by selecting users from
the drop-down list. People
pickers can be marked as
Mandatory. You can let end users
select multiple users or none.
You can also select whether end
users can choose from only
assigned users, who have a
Compliance role, or all project-
level operational resource, which
includes users who do not have
Compliance roles. You can also
show users' employee |IDs with
their names and set up an email
to send when a user is selected.
Operational resources are
managed in project home page >
Assigned operational resources.
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Overview - Question Types (continued)

Question
Type Description

Signature Click to type your question Adds a signature block to the form
or task. Signatures can be
X marked as Mandatory.
Text How many wins? Adds a question that requires text

for the answer. The field can be
short or long text, or you can use

(150 characters remaining)  this question type to onIy be a
label with no text field. Text can
be marked as Mandatory.

5.2.3.3 Question Settings

After a question is added, you can click the question in the section.

H ® <+

Click fo type your guestion

dhmy
o

{200 characters remaining)

A slide-out panel is shown on the left. You can type your question and define the settings related to
the question. As you type the question, the question populates into your template.

* Question text

Location of Safety Tour SECTION HEADER

Type your guestion

Type
@Short C'Long C'Labelonly 0]

Location of Safety Tour|

Supporting text (i) A/
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You can also click on the text within the question type on the form or task and it will enter the
text on the slide-out panel.

All question settings include the option to make the question mandatory. This means the person filling
out the form or task is not able to submit the form or task until the question is answered.

You can mark responses to list and choice questions as exceptions. This feature is useful to indicate
responses that are undesired or outside of normal business processes in some way and have those
exceptions show in reporting. To set a response as an exception in the form or task builder, select a
response to a list or choice question. In the Details side panel, select the Exception check box. An
Exception icon is added to the right of the response. This icon is visible only in the builder.

Module landing > Templates manager > Form builder

BUILD PROPERTIES FORM FLOWS HISTORY @

«

Details A

* Option text

No
SECTION HEADER

(® Add supporting text @

* Where is the safety walk being performed? Event date

05/31/2022 ]

Is PPE being worn correctly?
O Yes

® o

Settings for each question and section also include an Access section with a Manage access button. In
the Manage access dialog box, you can control which users or roles can view or answer each individual
guestion or entire sections when filling out the form or task. If they do not have access, they do not see
the question on the form or task.
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View and edit permissions are set separately from each other. You can manage access for all sections
and questions in a template in the dialog box. It does not matter which section you choose when you
click the Manage access button.

To control who can see data in reports on question responses, add reporting tags in the Access section.
Users with the same reporting tags that you set here are able to see this data when using reports.

The Logic setting lets you show or hide a question based on the response from another question on the
form or task. For example, you are creating template for a safety tour, and have added the Choice
guestion “Did you recognize any safety wins?”

Did you recognize any safety wins?
O Yes
@ No
Following this question, you add a Text question for them to indicate the wins they had, but you only

want this question to show up if they answered yes to the previous question (did you recognize any
safety wins?).

Under the Logic section of the Text question’s properties, you select Leading questions.
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* Question text Location of Safety Tour

Safety wins: explanation

Type
@ short QLong Q Labelonly @

)

Supporting text (i)
Did you recognize any safety wins?

@ Yes

[0 Mandatory O No

Access v
Logic ~
s Safety wins: explanation

(=) Leading questions
gty
=

Integration tag (3

A Leading questions dialog box opens, where you set the Text question to show when the user answers
Yes to the “Did you recognize any safety wins?” question.

Logic rules

(@) Add logic set

SHOW_ Safety wins: explanation

when ANY of the following rules match

Did yor e any safety wins?

@ Add logic rule

Depending on the form or task, you can show or hide the question depending on how the other
guestion is answered.
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If there is a form flow button that can be reversed, you can apply separate leading logic sets to
the reverse form flow button and the form flow button that advances to the next step.

You can use classifications to apply logic in your forms in List and Choice questions. For more
information, see Classifications.

When hovering over a question on your template, three options are shown:
» Copy creates a duplicate question in the same section.

» Delete removes the question from the template.

» Move lets you drag and drop the question to a different area on your template.

O ® +

Did you recognize any safety wins?

@ Yes

You can move questions by clicking and holding anywhere on the question and dragging it into
place.

The following Step by Steps walk you through building out a template using the Task builder and Form
builder.
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5.2 Step by Step 6 — Build a Template Using the Task Builder

1. From the Task builder page of the Finalize Safety Walk Process template you created in
the previous Step by Step, confirm your form mirrors this design:

Task builder

Module landing > Templates manager > Task builder

Finalize Safety Walk Process' =\ ~~ BULD  PAOPERTES  HIS TORY ®
xxxxxxxxx @ Allchanges have been saved (303 AN

Finalize Safety Walk Process

2. Drag and drop the People Picker question type into the existing section underneath the
Due date question.

3. Click on the question and type Name of person conducting the next Safety Walk in the
Question text field.

4. Select the Mandatory check box.
5. Click the People Picker X to close the settings slide-out panel.

6. Drag and drop the Date - Time question type to the right edge of the Name of person
conducting the next Safety Walk question, so it becomes a second column on the same
row.

7. Make the title of the Date-Time field, Date of upcoming Safety Walk.

8. On the Details panel, change the Type to Date so the answer selection will only be for a
date, not a time.

9. Close the settings slide-out panel.

10. Click the Assigned button and notice the “Close task upon the button selection" is selected
and grayed out. Ensure that Change status to is Scheduled.

Page 102 of 363 InEight Inc. | Release 26.1



Compliance User Guide 5.2 Template Creation

11. In the upper-right corner, click Save to save your new template task. A notification is
shown indicating the time the change was saved.

12. To make the template available for use, click the Publish icon.

5.2 Step by Step 7 — Build a Template Using the Form Builder

1. From the Form builder page of the Project Manager Safety Walk template you created in the
previous Step by Step, confirm your form mirrors this design:

SECTION HEADER

Location of Safety Tour Safety Tour date

03/24/2020 ﬁ

Did you recognize any safety wins?

O Yes
O No

Safety wins: explanation

2. As needed, close a settings slide-out panel.

3. Drag and drop the People Picker question type into the existing section underneath the Location
and Date questions.
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Question types

SECTION HEADER

% Attachment (0 Button

© Choice Ea):-a'e-ﬂme
* Location of Safety Tour * Safety Tour date
@ Form Button 21 Form Flow 01/28/2021
® cps % Reference
‘ © Peopj picker I
= Uust # Number
[ signature . .
- Did you recognize any safety wins?
I O Yes
) N

4. Click on the question and type Who is leading the tour? in the Question text field.
5. Close the People Picker settings slide-out panel.

6. Drag and drop the Date - Time question type to the right edge of the "Who is leading the tour"
guestion, so it becomes a second column on the same row.

Wha is leading the tour? ﬂ'a):-are - Time

&

7. Click on the Date - Time question and type Time of tour in the Question text field.

8. Under Type, select Time so the answer selection will only be for a time, not a date.

Details -~

* Question text

Time of tour

Type

QO Date-Time (0 Date |% Time

9. Close the Date - Time settings slide-out panel.
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10. Drag and drop the Text question below these two questions.
11. Click on the question and type Explain the agenda for the tour in the Question text field.

12. Under Type, select Long so the user has more room (4000 characters) to enter a response when
filling out the form.

* Question text

Explain the agenda for the tour

Type

O Short @ Long O Label only i

13. Close the Text settings slide-out panel.

14. Drag and drop the Choice question type into the existing section underneath the agenda
question.

15. Click on the question and type Did you find any unsafe items? in the Question text field.

16. Under Predefined lists, select Yes/No from the drop-down list.
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17. Select the Mandatory check box.

18.
19.

20.
21.

22.

Details

* Question text

Did you find any unsafe items?

Displa

@ Text | O lcons
A I
Option2 l

Predefined lists

Select one
Select one 9
Yes/No T /
Pass/Fail b/

Accept/Reject

Supporting text (i)

Mandatory

Close the Choice settings slide-out panel.

question.

previous question (Did you find any unsafe items?).

Expand the Logic section and select Leading questions.
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Drag and drop the Text question type into the existing section underneath the safety win

Click on the question and type Explain the unsafe items in the Question text field.

Under Type, select Long. You want to only show this question if the user answered Yes to the
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Details ~
* Question text o
Explain the unsafe items R4

Type
QO short Lona | Q Labelonly (@

Supporting text Eb-/

[0 Mandatory

Access v
Logic ~
ped

) Leading questions ﬂrz Q /

Integration tag (i)

e The Logic rules dialog box is shown

Logic rules X

® addlogi et

SHOW_ Explain the unsae items

when ANY of the following rues match

erethere any unsafe tems? oIS e - e

® addlogic nle

23. Switch the Show/Hide toggle to Show.

24. From the Select a question drop-down list, select Did you find any unsafe items?.
25. From the Select a response drop-down list, select Yes.

26. Click Save to close the Logic rules dialog box.

27. Close the Text settings slide-out panel.
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28.

29.
30.
31.

32.
33.

34.
35.
36.

» The "Explain the unsafe items" question now only shows if the user answers Yes to
the "Did you find any unsafe items?" question

Drag and drop the Attachment question type into the existing section underneath the existing
questions.

Click on the question and type Provide photos from the tour in the Question text field.
Close the Attachment settings slide-out panel.

Drag and drop the Button question type into the existing section underneath the existing
questions.

Click on the question and type Submit the completed tour in the Button text field.

Select the close the form upon the button selection box.

Details ~

* Button text

Submit the completed tour

1Iose form upon the button selection

Type
@ Single-use O Multi-use

Under Change status to, select Complete from the drop-down list.
Expand the Email section, and select Add email.

From the dialog box, add a Subject line such as "Tour has been completed"; select role and/or
user; and add content to the body of the email such as "Please review at your convenience."
Select the @Reporter if desired.
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Email draft (@

Subject g

Foles: Add I

Users: Add

[J @Reporter (i)

B I U

Type content here...

O |

37. Click Save.

38. In the upper-right corner, click Save to save your new template form.

- [ Cancel ]

» Adialog box is shown indicating the time the change was saved.

39. To make the template available for use, click the Publish icon.

BUILD PROPERTIES HISTORY

@ All changes have been saved (1:37 PM)
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Multi-Level Drop-Down Lists

Using the List question type, you can build branching questions using a multilevel drop-down list. For
more information, see Multilevel Drop-Down Lists.

Referenced Forms and Tasks

When you create a task or an event from another task or event, you see the referenced item in both
associated tasks or events, letting you see which events and tasks are associated. For more
information, see Referenced Forms and Tasks.
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You can use classifications to drive logic in your templates in List and Choice questions. Classifications

provide the following benefits:

¢ You can apply logic at a section level so that when the classifications are selected on a question
in the template, only that section with the classification is shown.

¢ In the events and tasks lists, you can sort and filter by classification.

®  CXVZ / Compliance

Safety > Events v @ Global Events/Tasks View: My view

§  Category Event date Event ID Form name Project/Organizatior Reporter Status. Location Source State.

Inspections 10-16-2025 2025101600001 Classification Logic  Steel Structure Training_. ~ Karen Loftus Pending onweb web

[ & Classification Logic. Inspections 10-16-2025 2025101600003 Classification Logic . C-XYZ (Rootorg1) Karen Loftus Pending onweb web In Process

The entire section of questions is hidden in the event or task until the List or Choice question that has a
classification associated is selected so that you do not have to apply question-level logic to each

guestion in the section.
To create classifications, see Classifications in Module settings.

Two steps are required to use classifications in logic as shown below.

Apply classification logic to a List or Choice question

1. Create a draft form/task, separating the questions into sections using the Section question type.

Classification Logic

Module landing > Templates manager > Form builder

BUILD PROPERTIES FORM FLOWS HISTORY

Layout types

2. Determine which List or Choice question uses question logic, moving the template forward
to that next section.

3. Open the List or Choice question.

Select the List or Choice question’s response that will have leading logic applied to it, which
results in the associated section to show.
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4. In the Logic section in the left panel, click Designate this option to display sections...to expand
it, and then select from the list of classifications. You can select one or multiple classifications.

Clissication Logic - Farm

O

5. Click Save.

Apply classifications logic to a section

1. After the classifications are assigned to the List or Choice entry, select the section you
want to show by clicking the section header text.

2. Inthe Logic section in the left panel, click Show this section for the following
classifications to expand it, and then select from the list of classifications. You can select
one or multiple classifications.

Classifcation Logi - Form
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5.3 Classifications

3. Click Save and publish the form.

In this example it shows that by selecting the Secondary re-classification required option it enabled the

guestion Additional Re-Classification — Classification Driven Logic Section to show. The section would
not show if the N/A option was selected instead.

Classification Logic - Form

+ 2nd Re-Classificatidh approved by

* 2nd Re-classification Date:

=]
cation (From)

*2nd - New Classification (To)
Selecione

- Seletone
A A

ADDTIONAL RE-CLASSIFICATION - CLASSIFICATION DRIVEN LOGIC SECTION

option is selected

Select the day of the week that corresponds with filling out this form.
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Using the List question type, you can build branching questions using a multilevel drop-down list.
When you make a selection from a list of question options, your response branches off to another
guestion. This functionality helps you manage list items better for greater control of data in the
database.

A multilevel drop-down list can be nested at several levels. For example, this type can be useful for
showing a complicated organizational structure.

In the List side panel, there are options to make features of a multilevel drop-down list mandatory:

e Mandatory — The multilevel drop-down list question must be answered.

¢ Mandatory terminal response — The user must go all the way to the last level of the list to make
a selection, instead of just clicking through without expanding the list beyond the first level. If
you select this option, you cannot select Mandatory required level.

¢ Mandatory required level — You must select a mandatory required level from a drop-down list
that determines how many levels down users must expand the list to make a selection, instead
of clicking through without expanding the list beyond the first level. If you select this option, you
cannot select Mandatory terminal response.

When you click Manage list options, the List options dialog box lets you organize list options manually
or through Excel import.

In the dialog box, there are buttons to add and remove options, as well as move them up and down in
the list, and in and out of other options to create a hierarchy.
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List options

Import List

Drag and drop the file here or browse @

Browse . .

Option1
1 Download multi-level list starter template Option2

Option3

Cance' m

There can be up to a maximum of 10,000 items in the complete list, including all items in the
levels.

5.4 Step by Step 1 — Add a manual multilevel list question

1. Inaform, drag the List question type onto the form or task.
2. Inthe Question text field, type in the question.

3. In the Type drop-down list, select the Multi-level drop-down option.

When a check box to the left of an option is selected, the up and down arrows are shown
to let you move that question response up or down in the listing.

If available, indenting can be done with the Move List in to and Move List Out of arrows.

Add list option and Delete list option icons are available for you to use.

4. Select the check box of the second list item, and then select the indent or the Move list option
in to icon.

» That option now falls below, or within, the item above it.
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5. Unselect the second list item.
6. Select the third list item.

7. Indent the third list option using the Move list option in to icon.

e Your List option dialog box should look similar to this example:

List

®

¥ List options
Vv Yes
Yes, absolutely

Yes, but with concern

8. Add three more list options, using the Add List Item icon.
9. With the final two items, use the Move list option in to icon to indent them.

¢ Your List option dialog box should look similar to this example:

List

®

¥ List options
v Yes
Yes, absolutely
Yes, but with concern
Vv No
No, though | have a question

No, no questions asked

10. Click Save.
11. Click Publish.
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e As aresult, when the form or task is opened, the first question can be answered, which
then leads to branched options for the second question.

Are you comfortable with this change?

B VYes
Home (Root)
ol
O o >

Are you comfortable with this change?

f Yes/ Yes,but with concern
< Back Yes
@ VYes, butwith concern

(O VYes, absolutely

To create a multilevel drop-down question using the template from Excel, first click the Download
multi-level list starter template. The template has one Example sheet with instructions on how to use
it. You can then fill out the Import sheet with list options for as many levels as necessary.

This step-by-step walks you through adding items through the multilevel list start template.

5.4 Step by Step 2 — Add a multilevel list using the list starter template

1.
2.
3.
4.

In a form, drag the List question type onto the form or task.

In the Question text field, type in the question.

In the Type drop-down list, select the Multi-level drop-down option.
Click on Manage List Options.
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Click the Download multi-level list starter template. The Excel file downloads.
Click Enable Editing if needed.
Save the template file to your desired location.

» There are two tabs, the Example tab, and Import, the latter of which you use to create
your multilevel branching template.

8. Open the Import tab.
9. Create aLevel 1itemin Column A, PMH1 in the example.
10. In Column B, create the Level 2 item, Segment 1 in the example.

11. In Column C, create the Level 3 items, or decision points, Roadway, Structure, and Walls in the
example.

» This means that when a user selects a Column B segment, they will have three
additional choices from Column C in the next drop-down list

12. In column D, add Level 4 options.

¢ In the example shown, there are only Level 5 options in Column E for Hwy 1, Eastbound
and Hwy 1, Westbound

13.
14.
15.
16.

(4 A/ 8 | Cc 0 _E |
Level 1 Level 2 Level 3 Level 4 Level 5

PMH1

ENPMHL  segment1

PMH1 Segment 1 Roadway

H PMH1 Segment 1 Roadway Hwy 1, Eastbound

ﬂ PMH1 Segment 1 Roadway Hwy 1, Eastbound Hwy 1 EB to Phoenix exit
PMH1 Segment 1 Roadway Hwy 1, Eastbound Hwy 1 EB to Central Ave
B PMH1 Segment 1 Roadway Hwy 1, Westbound

n PMH1 Segment 1 Roadway Hwy 1, Westbound Hwy 1 WB to 101

PMH1 Segment 1 Roadway Hwy 1, Westbound Hwy 1 WB to Scottsdale Rd
PMH1 Segment 1 Structure Segment 1

PMH1 Segment 1 Structure Segment 1 1st Ave

LN PMH1 Segment 1 Structure Segment 1 TUC #2 overpass

PMH1 Segment 1 Structure Segment 1 101 WB overpass

PIVIH1 Segment 1 Walls Segment 1

PIVIH1 Segment 1 Walls Segment 1 TUC AD

PIVIH1 Segment 1 Walls Segment 1 TUC Al

Save the Excel file.

Go to Compliance, and then click Browse.

Navigate to the folder where your Excel file is located.

Select the file, and then click Open.
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17. The Excel data populates. Click Save.

List options

Import List

Drag and drop the file here or browse @

Browse R .
¥ List options

v PMH1
1 Download multi-level list starter template v Segment 1
v Roadway

Vv Hwy 1, Eastbound

Hwv 1 FB to Phoenix exit v

There are no limits on how many levels can be added. Many levels down might not be the best
when using the list.

There is a maximum of 10,000 items in the complete list including all items in the levels.

There is a maximum of 200 characters, including spaces, for each item. Items that exceed 200
characters are truncated.

In a form, a multilevel list option looks similar in either the web or mobile versions:
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@ Summit Mountain Punchlist

Section 1

*ltem title

Hine

* Date identified *Type
ekist
st [=RC) ® worklist

Punchiist

eblsi
list Type of work *Responsible person
s

Select one - 5 ~Select one -
)
= *Due date Estimated manhours

[=]C]
licate
I3

Area/Level

Description

System * Priority

- Select one - - - Selectone-

* Area/Level

- Select one -

Attachments

& PCM1/ Segment2/ Readway/ Hwy 1 E8.Seg 2/ Brunette Ave S8 to Hwy 1 EB On Ramp

< mack
() Abie Auctions

@ Brunette Ave SB to Hwy 1 EB On Ramp h
(O Brunette NB to Hwy 1 EB On Ramp

) WBtoSB Brunette Ave Off Ramp

Section 1

Hwy 1E8Seq 2

* Item title

b

* Date identified *Type

M@ @ worist

Punchiist
Type of work * Responsible person
- select one - - select one
* Due date Estimated manhours.
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Description

System * Priority

- Select one- - - Select one -

* Area/Level

WE to 58 Brunette Ave Off Ramp

Compliance User Guide

* priorty
Select one - -
Type of work
Select one -

* Responsible person

Selectane- =
| - reartevet
&
* Due date
Janussry 22,208 =]

Estimated manhours

Roadway

Brusetie N

Vi 1 6B S22

Hory 1E8 5092

Able Auctions

Brunette Ave S8 to Hwy 1 EB:0n Ramp
' Brunette NB to Hwy 1 £8.0n Ramp

W8 10 S8 Brunetie Ave Off Ramp

~Selectone- =
Type of work
- Select one v

* Responsible person

-Selectone - -

Attachments.

* Area/Level

Brunette NE to HWlREB On Ramp b

Due date
January 22,2018 =]

Estimated manhours
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When you create a task or an event from another task or event, you see the referenced item in both
associated tasks or events, letting you see which events and tasks are associated.

When you create a new event, you can select the Associate Task check box.

Form builder

Module landing > Templates manager > Form builder

Section BUILD PROPERTIES FORM FLOWS

&«

Details ~
SECTION HEADER
* Label
SECTION HEADER]
* Location of Safety Tour
Supporting text (i:l
Logic v

When you do that, two things occur. First, the Task Button is shown, in this case in the Section Header.
Second, a number of changes in the Details panel occur, including:

» The Task Button Text area shows up where you can modify the name of the button
» The Type lets you choose from Single-Use or Multi-use

» The Template to Open Upon Button Selection drop-down list requires you to select a Task
template
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» And the Associated Categories drop-down list requires a selection

Form builder

Module landing > Templates manager > Form builder

Section X BUILD PROPERTIES
¥

Details A~

* Label

SECTION HEADER

SECTION HEADER
Associate task

*Task button text

(e
. o) B

O

Task button —
. * Safety Tour date L
Type Location of Safety Tour
06/12/2020 Jaz]
Q single-use @ Multi-use
*Template to open upon button selection
Corrective Action v
=Associated categories
Inspections v
a

supporting text (i)

After any other changes are made, select Save.

You are also able to start a task from the Section area of an event, not just a question, which is

useful for reporting purposes.
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5.6 INTEGRATED LIST

5.6.1 Summary

When building your template form, the Integrated list question lets you build lists that integrate with
InEight Platform master data library. The Integrated list question lets you add resource column fields in
a series of cascading questions. You can use cascading questions to narrow down the selection of a
resource. For example, you can add Vendor Region, Vendor Country, and Vendor City column fields of
cascading questions to narrow the selection down to a city. The list pulls data from Platform’s
resources in Main menu > Master data library.

Currently, the Integrated list feature is only available for Operational resources equipment and
Vendors master data.

After you add the integrated list question, select the question, and then click the Configure button to
choose from your selected resource’s column headings to add to the list.

The series of selected column headings fields show as a hierarchy and can be modified in any order.

Configure

Equipment list options [ ¥ Equipment list
::[J v Equipment Location
Equipment Display =0 ~ Equipment Category

E b ~+ Equipment Manufacturer
Equipment Construction Year « Equipment Model Type
Equipment Cost Center ~ Equipment ID

Equipment DoT Regulated ~ Equipment Serial Number

O
O
O
Equipment Currency =0 ~ Equipment Description
(]
O

Equipment Status

Equipment Qwnership

Equipment Unit Cost
Equipment UOM

Equipment Vendor
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After saving your integrated list configuration, each column heading option in the hierarchy shows as a

series of cascading questions in your template form. You can add multiple series of lists to your
integrated list.

Form builder

SECTION HEADER

To add and configure an integrated list:

1.

a B~ 0N

In a new or unpublished form, drag the Integrated list question into the form.
Click the Integrated list question.

In the left slide-out panel, select from the Master data lists drop-down resources.
Click the Configure icon, and then select the fields to add to the list.

Click Add to list.

Each field becomes a drop-down question in the form or task template and shows in a cascading
manner. You can use the Move up and Move down arrows to modify the columns in a logical
order according to your business process.

Click Save.

You can reorder, add, and delete from your list by clicking on any of the list column attributes,
and then clicking Configure.
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InEight Platform Master Data Libraries
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5.7 Template Properties Compliance User Guide

On the appropriate Form builder or Task builder page, the Properties tab contains the basic
information entered when the form was created (on the Create a form or Create a task dialog box).
This includes a header section containing the following:

e Form or Task ID (this is automatically assigned when the form or task is created)
» Version

o Status

» Module

» Creation date

» Creation time

» Created by

Templates manager > Form builder

Order Safety ltem -
Module landing > Templates
BuL AFLOW HISTORY

®

Properties

The Properties tab also includes the following fields, which you can edit at any time with the right
permissions:

Form or Task name

Description

Category association with + Future Children functionality

Organization association

Options
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5.7.0.1 Task and Form Builder Options

In Form builder, both the Event title and Event date fields have the option of being System defined or
User defined. Both can be used strategically to personalize your form.

Options

Available on mobile 7 Event title @ Eventdate @

[e) System default v System default v [ add expiration date ()

Available through form button only? @ ntegration tag (@

©

Enable print functionality

©

Form Builder: Event Options

_ System Default User Defined

Event title The event title defaults to  This provides a mandatory text
the "name of the form_ question on the form where the
event ID" and is presented user can provide a title that is
on the event list as the presented on the events list as the
event title. event title.

Event date The event date defaults This provides a mandatory date
to the date the form was question on the form where the
started. user can provide a date that is

presented on the events list as the
event date.

In Task builder, both Task title and Due date can be used strategically to personalize your task.

Task Builder: Task and Due Date Options

_ System Default User Defined

Task title The task title defaultsto ~ This provides a mandatory text
the "name of the task__ guestion on the template where the
task ID" and is presented user can provide a title that is
on the task list as the task presented on the task list as the
title. task title.

InEight Inc. | Release 26.1 Page 127 of 363



5.7 Template Properties Compliance User Guide

Task Builder: Task and Due Date Options (continued)

_ System Default User Defined

Due date Not applicable This provides a mandatory date
question on the template where the
user can provide a date that is
presented on the task list as the
due date.

5.7.0.2 Expiration Date

Notice that when the Add expiration date check box is selected, the Add renewal date option is shown.

Selecting Add expiration date makes this a mandatory field on the form. If selected, the Add renewal
date also provides a mandatory question on the form.

Form Builder: Date Options

I T

Add expiration This selection provides a mandatory date of expiration

date question on the form. This question and the value show
on the event list as well after the form has been filled
out.

Add renewal date This selection provides a mandatory date of renewal
question on the form. This question and the value show
on the event list as well after the form has been filled
out.

After the form is published, only certain fields in the properties may be changed without putting
the form into a draft status.

5.7.0.3 Template Availability

To hide a template from being started as a stand-alone form or task, turn on the Available through
form button only? toggle. When hidden, these templates can be used only through association with
the Form Button.
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You can add an integration tag to a template to include the form in reporting. Specific questions in that
form with the same integration tag are then reported on. This applies only to standard reports.

Template integration is helpful when you need to use a task in InEight Change. For more information
about template integration, see Template Integration.

You can enable a template to be printable from the Events or Tasks page, and from the event or task
detail page.

Pay special attention when enabling the print feature. This feature does not contain any
permissions associated with the event or task. If you have access to the work item and can print
it, you can print all questions and answers in the work item.

To enable a template to be printable, turn on Enable print functionality, and then select which report
to run. Currently, only the Compliance General Forms Integration is available.

Template language settings let you import translations for each question and section in a Microsoft
Excel spreadsheet. For more information about how to import translations, see Template Translation.

On the Properties tab, selecting a project is as simple as selecting the check box next to the project
name.

In any parent level, you can click the Select all or Deselect all option, if appropriate.
Projects not available to you are grayed out.

Clicking the + Future Children button in a parent organization allows you to associate templates and
users with that parent organization and all its children with just one click. The association can also
persist through any new children (projects) that get associated after the original selection, so you do
not have to manually add each project.
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After the + Future Children button is selected, it changes color.

Select Only the Parent Organization

When you select a parent organization, only that organization is selected. If the parent organization
has child suborganizations or projects, those children are not automatically selected when you select
their parent. This change gives you the flexibility to fine-tune which children to associate.

Select or Deselect All Child Organizations or Projects

The Select all and Deselect all buttons are available for each parent organization with children. When
you use these buttons, only the children are selected or deselected. The parent organization is not
affected.

4 [ XYZlInc

4 XYZ Infrastructure
Deselect all
North Bridge Project
City Street Improvements Project

Metro Line Improvement Project

When you select all, only existing children are selected. New projects are not automatically
selected unless you use the + Future Children option. See the next section for more information.

Persistently Associate Future Children

The + Future Children button is available for each parent organization. If you enable this option, all
new children of that parent are automatically selected. This option prevents having to constantly select
each new project when you create one.

4 XYZ Building +F.nuechi|dm

Selecta Deselect all
[[] Central Hospital Project

[] Pine Street Office Project
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The + Future Children option works independently of the Select all option. For example, if you
want to select all future new projects, but not necessarily all existing ones, you could select a
few existing projects, or none, and still enable + Future Children.

Custom IDs let you sort and filter forms and tasks for better management of your events and tasks. You
can also assign multiple custom IDs to one template and add or remove properties for existing custom
IDs.

Once a custom ID is configured on a template, it will be associated with any new forms or
tasks that are created. Custom IDs do not need a published template to start appearing on
events or tasks. However, please note that custom IDs are not applied to scheduled
events or tasks. Once a scheduled event or task is performed and saved, the next avail-
able custom ID will be used for that event or task.

The following Step by Step shows you how to create a custom ID.

5.7 Step by Step 1 — Add a Custom ID

1. Click Actions > Manage custom IDs in the upper-left of the Form or Task builder's Properties tab.

Module landing > Templates manager > Form builder

BUILD PROPERTIES

Managa custom IDs h

Manage template integrations Properties

¢ The Manage custom IDs dialog box opens

2. Click the Add icon to open the Add custom ID wizard.
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Manage custom IDs

3. Enter values in the Prefix, Starting number, and Suffix fields, and then click Next.

You must fill out at least one of the fields, but you are not required to fill out all of them.

Each of the fields can be up to 10 characters long. Prefix and Suffix are alphanumeric, and
Starting number is only numeric.

4. Select the organizations and projects you want the custom ID associated with.

5. Optionally, select Apply this custom ID to each selected project.

When this option is selected, the custom ID number increases independently for each
project. For example, if the custom ID starts at CUS-200-ID and this option is selected,
when you perform the form or task twice in Org/Project 1, the ID increases from CUS-200-
ID to CUS-201-ID. If you then perform the same form or task twice in Org/Project 2, the ID
also increases from CUS-200-ID to CUS-201-ID independently from the ID numbering in
Org/Project 1.

6. Click Next.
7. Select the categories you want the custom ID associated with.

8. Click Save & close.
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You can also click Save & add new to immediately add another custom ID.

When viewing the projects list, values in the Custom ID column are shown as hyperlinks to easily open
associated activities. You can also find a custom ID column in the Reference slide out panel. This lets
you quickly associate or reference other activities using a Custom ID instead of just the event or task

ID.
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Template integration lets you make tasks available for use with InEight Change. For example, you
might need to complete a task associated with a change issue.

Template integration works only with InEight Change tasks.

The functionality to add an integration is in the template Properties tab. To add a template integration
to a template, you must have a level 3 admin role, and the template must have already been
published. If you do not have a level 3 admin role, you can see the Add template integration button,
but you cannot use it.

The following steps explain how to add an integration to a template.

5.8 Step by Step 1 — Add a template integration

1. On the Properties tab of the task builder, under Options, click Add template integration. The
Add template integration dialog box opens.

BUILD PROPERTIES FORM FLOWS. HISTORY

X X %

a
[m]
I
Options
Available on mobile ? Eventtitle @ Eventdate @
o System default - System default - Ondd expiration date (&
® integration tag (0
Available through form button only? g g
[e) Add template integration

Enable print functionality

e

2. Fill out the required fields:
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¢ Integration title

e Category association - One category associated with this integration. For more information
about categories, see Categories.

e Associated products - Text-only field that indicates which InEight application this
integration is for.

¢ Organization association - Organizations and projects that this integration is associated
with. For more information about organization association, see Template Properties -

Organization Association.

¢ You can also optionally fill out the Description field.

Add template integration x

Online order
27114

« Module: Safety » Created by: 05/11/202106:31 AM

+ Integration title + Organization association Show selected items only e)

~ O Root Organizztions (RootorgT)
Selectall Deselectal

3. Click Save.

There are several ways to view existing integrations for a single template and for all your organization's
templates

After at least one integration has been added for a template, the number of integrations is shown to
the right of the Add template integration button. To view the current template's integrations, click the
number next to the button. The Template integrations dialog box shows all integrations for the current
template.
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Actions v
Manage custom IDs x  x
Manage template integrations x _
[m]
x
- (m]
m]
Options
@ o
Available on mobile 7 eventtite @ Eventdate ©
e) System default v System default v (O add expiration date (D)
Available through form button only? @ Integrationtag (1)
° ‘Add template integration
Enable print functionality

To view or edit all existing integrations for your organization, click the Actions button in the upper left
of the Properties tab, and then select Manage template integrations in the drop-down menu. The
Template integrations page opens. On this page, you can edit or delete integrations.

Template nome Module Category Associated products
Online orde Change Tasks Change
[= ask h

You can also access the Template integrations page from the Product Settings page. For more
information about product settings, see Product Settings.
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Templates can be translated into multiple languages with a Microsoft Excel template. When a template
has translations applied, users can change the language in their user profile and view events and tasks
in their selected language. Translation requires language setup in Module summary settings and Excel
template export and import in Template properties. The export functionality gives you a template
spreadsheet file with all of the questions and sections to fill out and import back into the form or task
template.

To make a language available in a module, go to Settings > Compliance > Module > Module summary,
and then select the language in the Module language settings section. See Language settings for more
information.

You can export and import the translations Excel file in the template Properties tab under Template
language settings.

Incident Report #2
Module landing Templates manager Form builder
BUILD FORM FLOWS HISTORY D’

Actions ¥

©
©

Options

Available on mobile eventtile © eventdate @

@ System default v System default v O add expiration date ()

Available through form button only? @ Integrationtag (W)

Enable print functionality

©

Template language settings o

English Espaiol (AméricaLatina) X x VExport Yimport
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You must publish the template before exporting the Excel file. The Export and Import buttons
are enabled only after you publish a template.

The following Step by Step shows you how to import translations.

5.9 Step by Step 1 — Import Template Translations

1. In the Template language settings, select a language from the drop-down menu.

If you do not see the language you want, go to Settings > Compliance > Module > Module
summary, and then select the language in the Module language settings section.

2. Click Export.

¢ A Microsoft Excel spreadsheet file is downloaded with all of the template questions and
sections in rows

After you export the Excel template, do not edit the published template until after you
import translations. If the template is edited, you must publish the new version, and then
export the Excel file again. If you try to import the old version of the Excel file, it results in
an error.

3. Under the column for your chosen language, enter translations for each question and section.

See the section below for more detailed information about translation template columns.

4. Save the file.

5. Inthe Template language settings, click Import, and then select the saved spreadsheet
file.

If you make any further changes to the template, you must publish the template again, and then
repeat the steps above.
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The translation template Excel file is created from the current published version of the form or task

template.

1 |Type

G H

columns you will see them
n a straight line going from a Z pattern

Info

2

Language Code EN £S

3

8

Ready

4 |TextShort Question What happened?

5 |Datetime Question When did the incident occur?
6 People
7 Form flow button Question Submit to Manager for Review

9 |List Checkbox Question Violations (select all that apply)

21 Text Short Question Findings:
22 |Form flow button  Question Incident Finalization

a

Section INCIDENT DESCRIPTION

Question Who observed the incident?

Section SAFETY MANAGER REVIEW

Template Name Incident Report #2
Form Flow Title Incident Submittal

Form Flow Description |Incident submitted to Safety manager

Template ® < R
& Display Settings i m - ] + 100%

The Excel file consists of the following columns:

A.

(hidden) Object ID — Do not edit this column. These are specific IDs for form or task items. The
numbers change between published versions of the form or task.

(hidden) Characteristic type — Do not edit this column. This is the question type and is required
for the migration path of information used in the import.

(hidden) Object type — Do not edit this column. This is the type of form or task item and is used
in the import process. The types are section, section supporting text, question, question
supporting text, option, option supporting text, hyperlink text to display, and form flow title.

D. Type — Do not edit this column. This shows each type of question.

Info — Do not edit this column. This shows what object type and part of the template the row
refers to. The object types are section, section supporting text, question, question supporting
text, option, option supporting text, hyperlink text to display, and form flow title.

Section/Section supporting text/Question/Question supporting text/Option/Option
supporting text/Hyperlink text to display/Form Flow Title — This is the English version of
entered text for each object type.
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Language Code of EN indicates English. Do not change the language code for any column.

G. All columns following F are for other languages. Enter your translations for each object in these
columns for each language.

You can apply HTML formatting such as bold, highlighted, and underlined to supporting
text. HTML code is shown in column F. If you want to apply the same formatting to other
language columns, you must manually enter or copy the HTML code to the other columns.

If you do not enter or copy the code in the translated columns, the translation is shown as
plain text.

Page 140 of 363 InEight Inc. | Release 26.1



Compliance User Guide 5.10 Template History

The History tab provides a listing by date of changes made to a form or task.

Not all changes made to a template are shown in the history.

Form builder

Module landing > Templates manager > Form builder

Accident Form BUILD PROPERTIES )

Change type Question/Option Section Old value New value Area Version Change date Changed by
Question Added Button - Submit form SECTION HEADER Submit form Builder 2 10/10/2019 312 PM Karen Loftus -
Question Added Manager's signature SECTION HEADER Manager's signature Builder 2 10/10/2019 3:02 PM Karen Loftus
Status Not applicable Mot applicable Published Draft Properties 2 10/10/2019 3:01 PM Karen Loftus
Status Not applicable Mot applicable Draft Published Properties 1 10/09/2019 9:45 AM Karen Loftus

Each time a form or task is updated and saved, a new Change date entry is created. Each of these
changes constitute a new line item on the History tab.

Form builder

Module landing > Templates manager > Form builder

Accident Form BUILD PROPERTIES HISTORY ()]
Change type Question/Option Section Old value New value Area Version Change date Changed by
Question Added Button - Submit form SECTION HEADER Submit form Builder 2 10/10/2019 312 PM Karen Loftus -

Questio
Module landing > Templates manager > Form builder
Status
sews | Accident Form BUILD. 5 HISTORY ©

Layout types (@) Alichanges have been saved (3:12 PM) |

As with other InEight features, data in these columns can be filtered or sorted on this tab.

BUILD PROPERTIES HISTORY
Mew value —= | Area Version Change dalD
Submit form 2/10/2019 312 PM
Manager's sign Contains v 2/10/2019 3:02 PM
Draft ED'I'EI 3:001 PM
Published 2/09/2019 9:45 AM
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For auditing purposes and to meet ISO requirements changes to both Form and Task templates are
recorded with date and version history.

5.10 Step by Step 1 — View User History on Templates

1. From module landing page, select Templates Manager, and then determine if you need to look
at an event or a task.

2. Switch the toggle in the proper direction, in this case, Forms.

Click on your preferred form.

4. Open the History tab.

Form builder

Module landing > Templates manager » Form builder

Activate & InActivate BUILD PROPERTIES HISTORY
Change type Question/Opti Section 0Old value New value Area Version Change date_, Changed by
. 01/07/2020 7:57 -

Status Not applicable Not applicable Draft Published Properties 2 Mu:'! ! Karen Loftus
. Not available for Available for 01/07/2020 7:57

Property Option Not applicable Not applicable Properties 2 | Karen Loftus

perty op PP PP mobile mobile P AM

. N 01/07/2020 7:56

Status Mot applicable Mot applicable Published Draft Properties 2 Y ! Karen Loftus
. . 01/06/2020 8:02

Status Mot applicable Mot applicable Draft Published Properties 1 ! Karen Loftus

AM
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CHAPTER 6 — FORM AND TASK
EXECUTION AND MANAGEMENT
(WEB)
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6.1 FORMS AND TASKS

Templates Manager

View [ Edit
Templates

Create
FormiTask
Templates

FormiTask

Execution

EventTask

I Management

FormiTask
Execution

6.1.1 Launching a Form or Task

You can launch a form or task by navigating to the Compliance landing page, and then choosing a
category in the Forms or Tasks window.

Compliance > Safety

Allevents To do list 5 October

Alltasks Sun Mon Toe Wed Thy Fri sat

10 1 12 13 14 15 16

Templates manager
Roles

User assignments
Settings

Create nofifications

Forms
Safety (Confidential)

Search forms.

No items found

£ Schedule form

TOTAL: 0

Tasks
Medical (Confidential) v

Search tasks.

Noitems found

TOTAL: 0
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In the Forms and Tasks windows you can select the Favorites drop-down list, and then a category
associated with the module needs to be selected. A category contains the forms or tasks that are
associated with Compliance. If you do not see a category that applies, it means you do not have
Compliance assignments to that category for that project.

An Item Locked message shows when the application detects that you or another user has the same
form or task open on another device or browser instance or when the system did not remove the lock.

When the application detects that you have the same form or task open, the Unlock and Edit option
shows in the Item Locked message. The message warns you that if you choose to unlock and edit the
form or task, any changes made to the form or task in other devices or instances will be lost, and the
application will load the form or task data from the last save performed on the server.

The duration of the lock is 15 minutes.

Item Locked

To avoid data loss, ensure it is not open on another tab or device. If you choose to
umbock this iterm you will lose any changes made elzewhere Data will be loaded from
the last zave registerad on the server

You can choose from the following options:

¢ Cancel — Returns you to the previous page. Clicking the Close icon to close also returns you to
the previous page.

¢ View — Opens the form to see the last saved form data in View mode.

¢ Unlock and Edit — Unlocks the form or task for further editing. Any changes to the previous form
or task are discarded upon saving or submitting. This option shows when the application detects
the same user has the form or task open elsewhere.
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1. Open the InEight project portfolio web application.
2. Navigate to the Compliance Landing page module.

3. Select the Safety module card.

Safety

Mroatad | 1R NA-NE DR Carvica Arcmnint

LU U L0200 1S LS Ly VT S0 WSS AL

A module to track and manage safety related
business processes update

EVENTS TASKE 21

4. Onthe Module landing page find the Forms box, and then select a category from the drop-
down menu.
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6.1 Forms and Tasks

» Alist of forms appears on the screen associated to the category selected

Forms

™ Schedule form
Inspections

[ Lead ernSafety Walk

3

TOTAL: 1

5. Select a form.

A new window opens showing the selected form

Leader Safety Walk

AREA / TASK OBSERVED

ASK/ CONSIDER THE FOLLOWING QUESTIONS:

STEP . Ensure

by asking “Can | pace?”

STEP 2: Introduce yourself if you are not know to the person. "Hi, 'm the General Manager of "

Date & Time

* People Observved
‘month/day/year HourMinute

® o Select one
* Activity Observed

Specific Job Task

You can close the form by selecting Cancel on the top right corner

Selecting Cancel results in the loss of any data you have entered since the last time you
saved. The system does not autosave your work.

InEight Inc. | Release 26.1
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Launching a Task follows a very similar process. After selecting the appropriate tile (Safety
in this case), you select the Task from the Task dialogue, selecting the appropriate
category and then task.

Tasks

Safety -

[ Finalize Safety Walk Process d}"]

TOTAL: 1
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After selecting the desired form from the Module landing page, it is now time to fill out the form and
submit it. A task might also need to be completed.

There are many types of question formats which can include different types of fields: free text fields,
calendar fields, time drop-downs, and more. Short free text fields have a 250 character limit. Long free
text fields have a 4000 character limit.

Form and task types can vary depending on the module type, and what is required to complete
prior to submitting. The below overview is only an example of what a typical form might require.

Overview - Forms or Tasks Page

T T S

1 Formname Name of the template.

2 Quick info The number of sections, questions, questions answered, and answers
considered exceptions. If you click the number of sections or exceptions,
a table of contents opens for easy navigation.

3 User groups Select what user groups have access to this form or task. This button is
available only at the project level.

4 Print Print a PDF of the form or task.

5 Information  The number of questions that have been answered. It also shows you
several details pertaining to the form or task.

6 Canceland Cancels the form or task. Any changes made since the last time you
Save saved are lost.
Saves the form or task in its current state, and you can continue to fill it
out if necessary. You can also save and close to exit the form. For tasks,
you can choose to save and start a new task.

7 Question Various ways of asking questions within a form or task. Examples
types include:
+ Attachments
e Choice
o Date-time
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Overview - Forms or Tasks Page (continued)

I ™

e Form button
e Form Flow
» People picker

8 Signature Some forms or tasks might require a user to sign off prior to submitting it.
block
9 Button The outcome of clicking on a form or task button vary depending on the

button’s configuration. The name of the button is defined by the
administrator who created it (for example, Submit the form).

10 View active  Lets you view which step and status in the form flow you are in. This only
form flow shows active after a form flow has started. If a form flow has not been
started, the option is disabled.

Form example:

AREA / TASK OBSERVED

- ] o Skttt ot S e et " N w—s.—'-
- f el 2 R B pmttir it v o
Supervisor's name Supervisor's Signature
Select one a
(7] . O
Duration in hours Start Time Stop Time %
HourMinute (o] HourMinute (o]
g prove for Work

Task example:
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Corrective Action

* Task title

* Description

Attach any documents, files of photographs

Seleet files or drag and drop

Most forms contain basic identifying information such as date, time, and location of the event, or free
text fields asking for details about the event. The header information is higher-level material needed to
complete a form. Not all forms have header information, however, as this is determined by the person
creating the template of the form. Filling out the required information accurately is important for

workflow and reporting reasons.

Tasks might also have header information as, at minimum, the Description, Responsible party and Due

date are programmed fields.

Accident Information

Description of the accident * Date of incident Time the incident occurred

month/day/year il hours:minutes (O]

Specific location where the accident occurred

Please add any pertinent photos
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Depending on how the form or task template is set up, you might be able to copy a section. If the copy
option is enabled, use the Copy section button in the section header to copy the section below the
current section.

The Copy section button might have a different name, depending on how the form or task
template was set up.

On the web, the Copy section button is shown in both the upper-right and lower-right of the
header.

You can also click the Remove icon to remove a copied section.

Some forms or tasks might include an option to include attachments such as photos. You can also
include any annotations to describe the attachment in greater detail. Annotations help clarify what the
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photo represents.

Please add any pertinent photos

Y

1 file(s) attached fe——

For example, you can include an attachment photo for an incident showing an injured thumb. After
you click Save, it is saved in the form or task. You can also annotate the photo by drawing a red arrow

to the specific injured mark on the thumb or adding descriptive text.

On mobile devices, a time stamp updates when edits are made.

If integration with InEight Document is set up, you can attach supporting documents from the
Document application. Click Select files or drag and drop, and then click InEight Document in the

dialog box.
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Select files from...

‘ Local system

‘ InEight Document ‘ o]

A new window opens where you can sign into Document, and then enter search criteria. Click Search.
Results are shown according to your Document user permissions. Select one or more documents, and
then click OK.

Register View: — All - =
Documents that [ can download

Status: - All - =

Discipline: | - all -- 1=

Type: - All - [l
Document No.: Contains | \| | a
Title: | Contains | \| | 7]

Category: - All - =

Date Recorded: @) Between I:l And I:l
() within the last l:l days

() within the last l:l days
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O Document No. « Rev Version Sts
() ABC-123 A A0l IR
() ABC-124 A A0l IFI
O AUDIT-00001-ABC A A0l IF

[ COMPLIANCE_VALIDATION_DitA A0l AB
[[J COMPLIANCE VALIDATION_DtA A02 AB
() COMPLIANCE_VALIDATION_DtA A03 AB

() DC-AUDIT-00001-ABC A AO01 IF
(] poc2aa A A0l AB
[ poc2aa A A02 AB
[ pocaa A A03 AB
() DOCUMENT1 A AOL AB
[J DOCUMENT2 B BO1 IFC
[J XvZ-123-ABC - =01 A
[ X¥2-123-ABC - 02 I\
[ X¥z-123-ABC - .03 A
() X¥Z-123-ABC A A0l IF
I 41| M| Pagesize:|100|~

Title

TEST_Document

Referential removal validation
Audit response

Validation check

Validation check

Validation check

Audit doc

Documentation check
Documentation check
Documentation check
QADoc1

QADoc2

House drawings for customer
House drawings for customer
House drawings for customer
House drawings for customer

Disc

ADMIN
ADMIN
P
ADMIN
ADMIN
ADMIN
P
ADMIN
ADMIN
ADMIN
v
ARCH
ADMIN
ADMIN
ADMIN
ADMIN

GEN

ALL
ALL
ALL
ALL

ALL
ALL
ALL

GEN
GEN
GEN

6.2 Filling out a Form and Task - Web

DOC  OTHER
O m] O

16 items in 1 pages

Search oK Cance!

Document links are shown in the list of attachments in orange with the document version numbers. If

you click a Document attachment, a new window opens to the Document application where you can

see the details of an attached document and see it in the File Viewer.

1 file(s) attached

®

Select files or drag and drop

If integration with Document is not set up, you cannot click the InEight Document button. If you are a

level 3 administrator, you can click the Set up InEight Document integration icon. On the Application

integrations page, add your InEight Document URL if it not already added. In the table, select your
InEight Document URL and project ID in the same row as your project, and then click Save.

£  Suite administration / Application integrations

* InEight Document URL  hittps:// com

Suite project ID

Suite project name

=

Suite organization

InEight Inc. | Release 26.1

InEight Document URL

hitps

Last synced on: 03/28/2022 730 AM | (* Sync all projects
InEight Document project ID InEight Document project name

com PLANTEST Plan Test Project
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The form might require you to fill out additional details. For example, for an incident-related form you
may need to determine if the incident required any first aid or if it was a near miss.

INCIDENT DETAILS

Incident classification * Did the injured party receive any kind of medical treatment?
() First aid O ves
() Lost time () No

) Restricted duty
) Other rec.
) MNon-work related
() Near miss

) Auto / Equipment

) Utility strike

) Fatality

What is the job type of the injured party? What was the cause of the injury? What is the type of injury?

Select one ~ Select one v Select one v

What was the injured party doing just before the incident occurred?

Other form questions might include determining if the injured party received any medical attention, or
what caused the injury.

Page 156 of 363 InEight Inc. | Release 26.1



Compliance User Guide

INCIDENT DETAILS

6.2 Filling out a Form and Task - Web

Incident classification

() First aid

(_)} Losttime

() Restricted duty
() Otherrec.

() Non-work related
() Near miss

() Auto / Equipment
() Utility strike

(_) Fatality

What is the job type of the injured party?

Select one v

() Yes

) No

* Did the injured party receive any kind of medical treatment?

What was the cause of the injury?

Select one

What was the injured party doing just before the incident occurred?

Tasks might also require you to fill out additional details.

What is the type of injury?

Select one v

Smart forms and smart tasks generate additional questions based on how the original question was

answered. For example, the below image is showing that only if the question "Was anyone injured

during the accident" is answered Yes, is the following question, "Did the injured party receive any kind

of medical treatment?," shown.

InEight Inc. | Release 26.1
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X
Leading questions /..-

Did the injured party receive any kind of medical treatment?

m this gquestion when the fellowing question is answered:

Was anyone injured during this incident? v is Yes - e

(¥) add leading question

There might be a need to open a new form from within the existing form or task you are working in.
For example, while working on an Incident form you might need to start a Worker's compensation

claim report.

CLOSUI‘\I‘ A IMIVIrEAADTIA ATIAK]

If you believe that a claim is required on this incident, please start the process by clicking h
ere

Click here to start a workers comp claim report R

By selecting the Workmans comp claim report form button, a new form generates, and you follow the
steps of that form to fill it out. After filling out the required information, you submit the form, which
returns you to the original form or task you were working in.

When you click a form or task button, the status of the current form or task might change, depending

on how it is set up by your administrator.
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Workers Comp Claim

Initial Information

Date of incident being referenced Safety manager at site of incident Phone number of manager

monthdayiyear HourMinute B O selcon a

Has the incident been fully investigated and completed? Reconstruction photos were added to the incident

O ve ©
S o ®

When the form you are filling out has a form flow associated with it, there are special buttons to
complete each step in the flow. These form flow buttons appear similar to other form buttons but have
an arrow icon next to them.

Form flow buttons that move the flow to the next step have a right arrow. Form flow buttons with a
left arrow revert to a previous step.

Who was present at the incident?

Select one

Submit to manager for review L |

When you click a form flow button after filling out all mandatory information, the form saves and
closes.

Some form flows can be re-enabled after an event is completed, depending on the form flow's setup.
Click the Re-enable form flow button in the upper-right of the page, if it is shown. When you re-enable
a form flow, you can move it back to the step of your choice. All step data is saved from previously

completing the form flow unless you change an answer in a way that leads to different questions based
on logic.
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If you re-enable a form flow, only the selected form flow is re-enabled, not all form flows associated
with the template. If a re-enabled form flow leads to another form flow that is not re-enabled, you
cannot see the other form flow.

You must have permission to edit completed events to re-enable a form flow.

When you open an event from the Events page, and the event has a form flow that has been started,
you can click the View active form flow icon at the top of the page. The Active Form Flow dialog box
opens.

QUESTIONS

0

o IEEE

At the top of the dialog box is the name and description of the form flow and the number of steps.
Below them, each step is shown with its status and responsible party.
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Active Form Flow X
FORM STEPS
FLOW Faating 3
o

STEP1 m COMPLETED

Onie || porter

(Current Step) e

STEP 2 B 1 DAYS

Role

Completed

STEF3

If a form flow is not started, this option is disabled.

A GPS question lets you provide your location by clicking GPS or by entering your coordinates directly
in the fields. You can also click Clear GPS to remove information if you need to enter a different
location.

If you enter GPS coordinates automatically, you cannot manually edit the coordinates.

For more information on how to save and submit a form or task, see Complete a Form or Task.
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6.2 Step by Step 1 — Fill Out a Form

1. From the Compliance landing page, select a card module, Safety in this case.

2. From the Module landing page, select a category from the drop-down menu under Forms.

3. Under the category, select a form.

Forms

Incident v

(' Accident Form ﬁ

(4" Project Manager Safety Walk

TOTAL: 2

4. Complete all fields in the form, paying particular attention to those with an asterisk, which are
mandatory fields, as they preclude you from moving ahead.

Has the incident been fully investigated and completed? Reconstruction photos were added to the incident

©

I

o ®
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Some items require free-form data entry such as Description of the accident. Others require
selecting a time or date.

Accident Information

Description of the accident * Date of incident

month/day/year im)

Other question types may require attaching documents. Use the annotation feature to add text
or drawing to an image. In this case, you could draw an arrow showing the direct location of an
injury.

4 thumb hit with hammer.png

was injured

Some questions require selecting from radio buttons or icon type questions.

Has the incident been fully investigated and completed? Reconstruction photos were added to the incident

)

“\
J

) Yes

Q

) No

(X)

5. To update the photograph’s annotations, Select the Save check mark.
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6. On the top right of the form, select the Information button to see form information.

Workers Comp Claim

C-XYZ
fmani

{ent

06/08/2021
06/08/2021

Pending

@ History

7. Forms most often have a button at the end to move the form along in its process. In this case,
the Click here to start a workers comp claim report button initiates the form within a form
feature, where the system branches to another form, in this case the Workers Comp claim form.

CLOSURE OF INVESTIGATION

Click here to start a workers comp claim report 6}

Signature of Safety Manager

The process for completing a task is very similar to filling out a form.

The process is similar whether checking the status of a form or task.
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The check-in and check-out options make it easy to manage who is working on an event or task. You
can check out any event or task, no matter its status, to any user on the project as long as their
permissions allow it. Checking out will lock the item which means only the user who checked out can
make updates. When the work is finished, it can be checked back in so it's available for other crew
members.

If something is left checked out by accident or you can't get back into the project, anyone with the
right permissions can force check in to unlock it.

For events that include a form flow, you can also send them directly to the SQC mobile app to be
completed. For more information, see Event and Task Management.

InEight Inc. | Release 26.1 Page 165 of 363


../../../web Completions/Content/5 Form and Task Execution/4 EventsManagement.htm

6.3 Complete a Form or Task on the Web Compliance User Guide

There are several ways to finish filling out a form or task depending on how it is set up by your
administrator and what the next steps are.

There might be times when you do not have enough time to complete a form or task in its entirety.
When you do not have enough time to complete a form or task, or not all information about the event
is readily available, you can save your work and continue or save and close and come back later to
complete and submit it.

You can use the Button question type to facilitate a simple workflow outside of using the form
flow feature.

If you are filling out a task and want to start a new task immediately after saving the current task, click
the Save & close drop-down button, and then select Save and start new task.

When the form or task is locked, an Item Locked message shows. For more information about locked
forms or tasks, see Locked forms or tasks in Forms and Tasks.

As part of filling out a task, you might have to assign it to someone else to complete a portion of it. To
assign a task, click the Assign button. If you want to start a new task immediately after assigning the
current task, click Assign and start new task.
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When you have all the needed information in the form or task, you are ready to submit it or send for
manager review. This is the end of what you need to complete. An email notification, if applied, is
typically sent to the manager.

You can use the Button question type to facilitate a simple workflow outside of using the form
flow feature.

Send for manager review

W

As part of closing out the form or task, you might need to sign it, and the button varies depending on
what type of form or task it is.

CLOSURE OF INVESTIGATION

Signature of Safety Manager

N
Close and complete this incident

=l

Before submitting the form or task, you can click the Information icon to see if there are any other
guestions left to be answered.
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06/01/2021

06/01/2021

If there are mandatory questions on the form or task, you are not able to submit it until they are
answered.

The Edit button is only visible to those with authority to edit forms.
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A Compliance event is an occurrence that has already happened; it therefore refers to forms that have
already been filled out. Because events are part of a workflow, you can add more information to
events, review existing data in the event, or move the event through the workflow.

The Events page shows a repository of forms in various statuses such as pending, with claims manager,

manager review, and complete. The Task page is also a repository of forms that provides the same
functionality as the Events.

The following are common column headings and their descriptions:

Quality > Events ~

A G © Q

@ Automatic date filter appled - to clear use the event date columa filter

6 Eventid Project/Organization Category Form name Event title Reporter Status Eventdate] —  Location

=] 2023010400016 North Platform (103442) ' QAPerformance®™s  Quality TP Header 1 -Simple - DONO..  Multi Comgonent 1 Jyothimay! Pending 01/042023  OnVieb

I T ™

1 Attachment Indicates whether an event or task has attachments. Click the
icon to see the attachments.

2 Event or Task ID The unique value assigned to each event or task.
3 Project/Organization  The project or organization associated with the event or task.
4 Category The category associated with the event or task. It is specific per

module and defined by the organization. Allows the module to
be partitioned into smaller areas and assigned permissions.
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(continued)

T T

5 Form or Task name The name of the form or task template.
6 Event or Task title The title given to the event or task by the user or generated by
the system.

7 Reporter or For events, the user who initially submitted the form. For tasks,
Responsible party the responsible individual.

8 Event date or Due Date the event occurred or the due date of a task.
date

9 Status Four default statuses are provided, Complete, Pending,

Scheduled, and Canceled. Admins can create sub statuses
under each that best align with their business processes.

10 Location Shows whether the event or task location is On web or On
mobile. When an event or task is scheduled and synced to a
mobile device, a lock shows next to the Task title.

You can access events or tasks by going to the module landing page, and then selecting All events or
All tasks.

The event ID, Event title are shown on the Events page. The Event status is also shown, and changes
based on the state of the event.

f | Eventin Project/Organization Category Form name Event title Reporter Event date | Status Location

(m] 20230112 Platform ( ) GetegoryA- Quality ITP Header 2 . | Quality ITP Header 2 .. | Mahesh 01/12/2023 Pending on Web

The Tasks page also shows columns such as Task ID, Project/Organization, Category, and Status.
Columns unique to the Tasks page include Task name, Responsible party, and Due date. Tasks
automatically become overdue when the assigned due date expires. The tasks page shows a visual
indication of overdue states. Sorting and filtering capability in the lists lets you to quickly associate
tasks to individuals, categories, status, etc.
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In the Tasks page, like the Events page, you can update columns by clicking the Column chooser icon,
and then selecting or deselecting the check boxes for columns you want to add or remove.

® Q

Status

Attachment

Task Id
Project/Organization
Category

Task name

Responsible party
Due date
Status

) Assigner

[ Classifications
[ Custom ID

) Exceptions

) Expiration date
) Importance
[ Lecation

) References

[ Renewal date
[ source

[] Start date

[] State

When a task is assigned, the responsible party receives an email with a link to complete the
task.

Sorting or filtering by the Assigner and/or Responsible party, may be helpful.
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6.4 Step by Step 1 — Add additional columns to the list of all events or all

tasks

1. In the module landing page click All events or All tasks.
2. Click the Column chooser icon.

3. Select Assigner and Responsible party.

Attachment

Task Id
Project/Organization
Category

Task name

I Responsible party I
Due date
Status

| Assigner |
[] Classifications
[J Custom ID
[[] Exceptions

) Expiration date
[ Importance
[J Location

[CJ References

[J Renewal date
] Source

[] Start date

[ State

You are now able to sort or filter these columns.

6.4.1 Additional event or task functions

You can use the following functions in the All events and All Tasks pages:
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©O 060600600 0
rE,"Edit;:»|‘0|:>e|‘1i... Igl IEI IEI IHI

I " N

Edit properties Edit properties of one or many selected events or tasks. All the selected
events or tasks must be from the same template and you must have
permission to edit them.

2 Notifications Send notifications with messages to specific users, and roles for the
specific project. This is available only at the project level.

3 Exportevents Export data from the Events or Tasks list to Excel, with an email

or tasks generated once the file export is completed.

4 Print Print a PDF report of the selected event or task. The ability to print is
based on template configuration.

5 Information Open a slide-out panel to the right that outlines data about a specific
EventlID or TaskID. You can also see the history of changes to the event
or task.

6 Search Open a slide-out panel to search all columns in your view for specific
terms.

7 Clear allfilters Revert the listing to its unfiltered state if filters have been used.

6.4 Step by Step 2 — Edit an event or task properties

1. In the All events or All tasks list page, select events or tasks by clicking the check boxes.
2. Click the Edit properties button.

The Edit properties dialog box opens.
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Edit properties

3 selected items will be updated with the following:
* Property Value

- Select one - vy =

- Select one -

Category -

Event date

Reporter

® ® ® ®

Status

@
@
@ Organization/Project
®
®

Add new field

=l -

3. After making your changes, click Save.

6.4.1.2 Notifications

As an administrator at the system level, you can control the ability to send notifications to roles and
user in Organization home > Settings > Compliance > Module > Roles tab. You can also restrict users to
send notifications to their assigned projects only.

Edit role

* Name Description

Compliance module administrator Compliance medule administrator - Provides access to all administration features

MODULE EVENTS ROLES/USERS TEMPLATES HISTORY

Edit module summary
Edit email templates

Create and edit User groups

[ Make this role read only (@

Create and edit categories
Manage medule organization exclusions

[ create and edit classifications

Create and edit statuses

Create notifications

Create and edit Inspection and Test Plans

Cancel
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6.4 Step by Step 3 — Send notifications

1. At the project level, click the Notifications icon.
The Notify users dialog box shows.

2. Select Roles or Users recipients, and then use the drop-down lists to select recipients.

Notify users
Recipients
@ Roles O Users

3. Enter your message in the Message box. Messages can be up to 2000 characters.

4. Click Send when complete.

6.4.1.3 Export events and tasks

6.4 Step by Step 4 — Export events or tasks

1. In the All events or All tasks list page, click the Export icon.
The Export dialog box opens.
2. Select Export to export all items.

The export contains the filtered grid set that shows in your view. You can also export selected events
or tasks by checking each item’s check box, and then clicking the Export icon.
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Export events to Excel
You will receive an email with the Excel file once completed

You can print a report of an event or task that has been enabled to be printed. Print functionality can
be enabled in the template's Properties tab. See Template Properties for more information.

6.4 Step by Step 5 — Print an event or task

1. In the All events or All tasks list page, select an event or task.

2. Click the Print icon to print the event or task.

© T editpropert B E ® Q
P o Eventid i

mmmmmm

smauu
og/25/2021

08/09/2021 2021080900001 Reporta Safety ncident

A PDF of the report will open for the selected item in a new browser tab unless attachments
exceed 25 MB. If the file exceeds 25 MB, the process will run in the background. When
completed, you will receive an email with a link to download the PDF file.

The Print feature only works for one event or task at a time. To print in bulk, you can use InEight
Report.

You can view data, references, and history changes of an event or task and edit their properties in the
Form information slide-out panel.
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6.4 Step by Step 6 — Navigate to event or task information slide-out

1. In the All events or All tasks list page select an event or task, and then click the Form
information icon.

The Form information slide-out opens where you can view the form data.
2. Click Edit properties.

The editable fields show so you can edit them.

23.2 Template quality

QUESTIONS
ANSWERED

1/2

[& CEditproperties

Proj/org $100000 - .
Category 1 QA Performance M w
Event date 02/01/2023 [
Status Pending »
Reporter Meghana v

Event title 23.2 Template quality _20230201

Date started 02/01/2023
Module Quality
Version 1
() History

Cancel

3. After editing any fields, click Save.
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You must have permission to open the Form information panel.

Additional Form information panel options

You can also view attachments, references, and form history using the buttons at the bottom of the
slide-out.

® Attachments
@ neferences

@ History

Attachments

You can view and edit attachments other events and tasks referenced in a certain event or task.

6.4 Step by Step 7 — View and download attachments

1. In the Form information slide-out, click Attachments.

The attachments dialog box opens.

Attachments

DYDY

IMG_0024_10 232-OP~1PN
65368_6381.. ©

Close
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2. Click an attachment to view.

3. You can zoom in or out using the Zoom icons.

4. You can click the Download icon in the upper right to download the attachment to your
computer.

5. To close the attachment, click the Close icon in the upper right.

6. Click Close to close the Attachments dialog box.

The Attachments button is greyed out when there are no attachments in the form.

You can also view an event or task's attachments by clicking the attachment icon in the
Attachment column on the Events or Tasks pages.

References

You can view other events and tasks referenced in a certain event or task.

6.4 Step by Step 8 — View and edit references

1. In the Form information slide-out, click References.

The References dialog box opens where you can view and add references.
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SWPPP inspection X

EVENTS TASKS ® ,\dj"er?nces

Event ID Event title Reporter Event Date Status State

No event references

0 events

2. To add a reference, select Events, Tasks, or other available tabs, and then click the Add
References icon.

warehouse issue X
EVENTS TASKS CHANGE ISSUES CONTRACTS DOCUMENT ITEMS
Task ID Task title Task nam Responsil Due date Project/0 Status State Reference
-
No task references
P

- J—' A g i JPuTr e e | ,“’ FA . ’l‘ P — .
0 references

Integration is available with InEight Change, InEight Contracts, and InEight Document.

The Add References dialog box opens.

3. Select the Events or Tasks or other available tabs, and then select events or tasks to be
referenced.
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Add References X
EVENTS TASKS
TaskID Category Task name Task title Responsible pi Due date Project/Organi
2023032400001 Subcontractor Iss..  Task test for SUB SDAAsAASD Steel Structure Tr...
[ 2022090200001 Inspections Karen 09/02/2022 C-XYZ (RootOrg1)
] 2022090700009 Inspections Karen 09/02/2022 C-XYZ (RootOrg1)

4. Toremove references, select the reference, and then click the Remove references icon.

5. After editing references, select Close.

In Tasks, you can use the Delete task option to delete tasks.

In the References dialog box, a column named Reference type will show information on the reference
association.

EVENTS TASKS CHANGE ISSUES CONTRACTS DOCUMENT ITEMS

)
)

Event ID Event title Form name Reporter Event date Project/Organiz Status State Reference type

2023032700009 Form Flow - SUBy..  Form Flow - SUBu..  Karen 03/27/2023 Steel Structure Tra Pending InProcess External reference

The Reference type column can have the following values:
¢ Associated form — Started from a form or task button from within the form or task.
¢ Internal reference — Associated with a reference question.

¢ External reference — Associated by using the Add References button in the reference dialog box.

History for events and tasks

You can view the history of changes for events or tasks. You can sort and filter the list view.

6.4 Step by Step 9 — View form history

1. In the Form information slide-out, click History.

The history page opens where you can view changes made to the event or task.
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History X
Change type Question/Option Section Old value New value Change date Changed by
Did the tour result in a next No, there is no next step
Answer TOUR INFORMATION 03/27/202311:21 AM Karen
step? needed.
Karer 27/03/2023
Answer Update TOUR INFORMATION 1:;: P : 03/27/202311:21 AM Karen
Answer Who gave the tour TOUR INFORMATION Karen 03/27/202311:21 AM Karen
Answer Date & Time of the tour TOUR INFORMATION 03/27/2023 12:00 AM 03/27/202311:21 AM Karen
Answer ‘_‘i"'z"ﬂ of non-employeeson 1o\ o iMEORMATION John 03/27/202311:21 AM Karen
he tour.
N; f ¥ ny that
Answer ame of Company thatwas  roy o weormaTION JT Company 03/27/2023 11:21 AM Karen
given the tour
Status Mot applicable Mot applicable Manager Review 03/27/202311:21 AM Karen

2. Click Close when done viewing.

You must have permission to view the History dialog box.

The check-in and check-out options make it easy to manage who is working on an event or task. You
can check out any event or task, no matter it's status, to any user on the project as long as their
permissions allow it. Checking out will lock the item which means only the user who checked out can
make updates. When the work is finished, it can be checked back in so it's available for other crew
members.

If something is left checked out by accident or you can't get back into the project, anyone with the
right permissions can force check in to unlock it.

For events that include a form flow, you can also send them directly to the SQC mobile app to be
completed. For more information, see Filling out an Event or Task.

Check-out to mobile user

The options for the check-in and check-out of events and tasks can be found under the All Events or All
Tasks tab.

1. Select an event by checking the box to the left of the event title and select the checkout to mobile
user option.
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Quality Events = @ Global Eventa/Tasks \Vigw: My vew v
& o v u[F 9 « G s 0 a
Check n mobie actmiies
Event title Aasignes F Categery Crent date Cvant 1D Foem name Propect/Organazaton Aaporter Statuy
O i Woeky SafetyBeoon Kaeen Lofus Weeldy Safety Report Project A (100003) Karen Lafus | Scheduled ;
Email 2076062000084 Karen Loflus Cat? QAP D626 FTLOEI00084 Emad Project 4A (100003) Katen Lofhus | Seheduked
Eormfiew_Peomission 2 Category A - DO NOT EDNT  O&/200/ 2025 20ZSOLI00004T FormFlow_Permisseon Fropect 4A (100007) Suchath Madans Cosmplete
Evert Category A - DONOT EINT | DS/NVI0IS TOFSOETOO00LE FormPlomChek Propect 4A {100003) Suchith Madavs -

2. A dialog box will ask if you are sure you want to check out the selected events, click Yes to select a
user to checkout the event to.

Are you sure you want to checkout the selected Events?

Select a user to checkout the Events the selected items to

— fj/“ B

Item check out X
* Property * Value
e Select one v
User is required
Cancel

When an Event or Task is checked out, the location column shows who it's checked out to. When
attempting to checkout an item that is already checked out by another user, an alert shows stating the
item is locked by other users. Locked items remain locked unless you force a check in, complete the
form or manually check the item in.

Unable to checkout 2025062000085

Item locked by other users.

When you hover over the check in icon, you have the option to remove checkouts from the events or
tasks. This action removes the items from the users devices and all changes made on the device will be
discarded and cannot be recovered.
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Checking items in is considered an admin level action since it can overwrite data. For
more information, see Events Permissions.

For more information on checking in events or tasks, see Filling out an Event or Task.

To delete an event or task, select events or tasks, and then click the Delete icon.

Environmental > Events -

m |® ¥
Event title ] Category
Renew WWDP - Janitorial §  Matrix
[ MB535 - Rental Barge Weekly Inspec.. Forms

Your role must contain permission to delete.

The ability to copy a task, or an event, along with its associated tasks and attachments, is useful when
you have many tasks and attachments that mimic the last event, such as an environmental permit
event. You can copy one event at a time or multiple tasks at the same time.

6.4 Step by Step 10 — Copy event or task

1. In the All events or All tasks list page select an event or tasks to be copied, and then click the
Copy form icon.

Environmental > Events ~
o v

Event itle §  Category

‘Above Ground Storage Tank Inspec. Forms,
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When you copy one or multiple items from All tasks, the copied tasks are created with COPY OF
in front of the task title.

When you copy an event from All events, the Copy event page opens to edit form details,
attachments, and tasks.

Copy event

: Cancel |

Details

* Event title » Organization/Project

Copy of Above Ground Storage Tank Inspection_20210 30 Crossing -

* Category

Forms

* Reporter + Event date

v 03/29/2023 =}

2. In the Details page, you can edit the copied event, and then click Next.

3. In the Attachments page, you can uncheck any existing attachments to remove them, and then
click Next.

4. In the Tasks page, you can uncheck any existing tasks to remove them, and then click Next.

5. Click Copy to create a copy of the form.

The Query builder feature can be used on event and task list pages. It provides a more granular
filtering and querying option for events and tasks. These filtering options are an alternative to the
options found in the grid page columns.

6.4 Step by Step 11 — Using the query builder

1. Click the Query Builder icon.

The query builder dialog box shows.
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In the query builder you can add, edit, delete, and share queries. Your saved queries are listed
under the My Query menu, and your shared queries are listed under the Shared queries menu.

Queries can only be shared with users in the same project.

2. Click the Add icon to add a new query, and then enter the conditions to your query.

3. Click Apply.

You can then use the Reset, Cancel, and Save Query buttons at the bottom of the query window. If you
update an existing query, you can save the new query using the Save Query As

button.

Query builder column condition choices are dependent on events or tasks. For example, if you select
Events, you see column choices that are related to events.
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Query Builder X
Column Operator Value
@ And - Select v -Select - ®
® And - Select v Select v ®
® And - select v Select v ®
® And - Select v Select v ®
® And - select v Select v ®
® And - Select v Select v ®
® And - select v Select v ®
[(Reset | [ cancel | [ saveauery m

You can enter up to seven conditions in a query.

For more information on how to save and send views and use the Global Events/Tasks option, see
Event and Task Views.

6.4 Step by Step 12 — Manage an event

1. From the Compliance landing page, select a module card.
2. Select the All events link.

All events and tasks links are shown under Links in the upper left side of the page.
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All events

All tasks

3. On the Events page, select an event or task that requires additional review based on business
process requirements. For example, an event with a pending status.

Event ID Project/Organizati Category Form name Event title Reporter Event date Status

2019107100004 5100000 - PKS Inc Incident Project Manager Safe..  Johnson Branch facili..  Karen Loftus 10/09/2019 IManager Review

4. Advance the event or task to the next form flow step, as required.
5. The status of the event will update depending on how your form workflow is setup.

Managing tasks follow a very similar process, as shown below.

6.4 Step by Step 13 — Manage Tasks

1. Select the All Tasks link on the left side of the page.

All events

All tasks

2. Select a task by clicking on a Task title.

3. Advance the task to the next form flow step, as required.

You can monitor the events or tasks due dates, states, and status, and their adherence.

6.4 Step by Step 14 — View due dates, overdue states and statuses

1. From a module landing page, click All tasks.

You can also go to All events.

2. Inthe tasks page, find the Due date (or Event date for events), Status, and State columns.
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Click the Column choosericon to add the columns if they are not in the view.

® Q

O

Attachment
Task Id
Project/Organization

Category
Task name

Responsible party
Due date

Status

Assigner

[ Classifications
[J Custom ID

[J Exceptions

) Expiration date
[J Importance
[ Lecation

[] References

[J Renewal date
] Source

[] Start date

I State I

3. Click the Column chooser again to close.

An overdue event or task will make the Due date and State columns turn red. An overdue email
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is also automatically triggered.

Due date

02/01/2023

02/23/2023

03/01/2023

02/17/2023

01/31/2023

02/24/2023

02/28/2023

02/08/2023

02/08/2023

02/09/2023

03/07/2023

02/07/2023

01/25/2023

Status
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled
Pending
Scheduled
Pending

Pending

State

Overdue

In Process

In Process

In Process

Overdue

In Process

In Process

Overdue

Overdue

Saved

In Process

Saved

Saved

The State column changes to Overdue after the due date.

Compliance User Guide

When an event has an active form flow, you can click its Status column to open a dialog box with
detailed information about the current status of the form flow.

The current status box has the following areas:
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North Bridge Foundation
CURRENT STEF 1. Form Initiated 2. Quality Review o 3. Client Concurrence 4. Close and complete workflow
. Start date: 10/31/2018 Due date: 11/13/2018 Due date: 11/19/2018 Due date: 11/21/2018
ep
o Quality Review -
Abby Carter Karl Jensen Amy Peterson Sarah Montgomery
Original Reporter Site Auditor Project Engineer Administrator
STATUS l
e Jimmy Crammer Jeff Singleton Steven Taylor
Site Auditor Project Engineer Administrator
e Jennifer Bard Donald Thorton Menica Bremmer
o Site Auditor Project Engineer Administrator
Michael Lowe Jamie Conner
TR Site Auditor Administrator

o

Sondra Keppler

Site Auditor
TOTAL DAYS OPEN
Louis Brown
8 Site Auditor
ESTIMATED COMPLETION DATE Mary Johansen

Site Auditor

11/13/2018

(o)

T o

Current step.

Current status.

Current state.

Number of days until the form flow step becomes overdue.
Total days the form has been open.

Estimated form completion date.

N o 0 p WO N =

All steps and their responsible parties.

For each step you will see the step name, start date, responsible parties, and their roles.

Responsible parties have colored bars according to their sign-off status for each step:

Green Complete
Yellow  Pending
Red Overdue

Grey Step not started
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You can select different users to be responsible parties, depending on how a step is set up. The ability
to select different responsible parties allows for updating users who no longer participate in the
project, their roles have changed, etc.

2. Quality Review 3. Clie
Due date: 11/13/2018 Due de
Karl Jensen v An
Pra
e
Karl Jensen
Jimmy Crammer Je
Jennifer Bard Pra
Michael Lowe
Sondra Keppler Do
Louis Brown Pro
Mary Johansen
Mike White

Site Auditor

At the project level, you can give user groups permission to view events or tasks. User groups must first
be set up for the project. For information on setting up User Groups, see User Groups.

6.4 Step by Step 15 — Assign user groups to an event or task

1. Open the event or task, and then click the User groups icon in the upper-right of the page.

User groups
[ TwinEight
[J  Quality tour viewers

(J Inspection viewers

2. In the User groups side panel, select the groups you want to give permission to.

3. Click Save.
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You can filter, sort, and arrange columns in the Events and Tasks pages. The updated view can be saved
for quick access. Views can also be sent to other users to view outside the current organization and
project. In the module landing page, you can access the All events or All tasks pages links, under Links
in the upper left of the page.

After you filter, sort, or arrange your view, you can save the updated view to easily access it in the
View list.

6.5 Step by Step 1 — Save your view

1. Click the My view drop-down, and then select Save view as....

View Julios Saved View v

D, My view
Julios Saved View
orter
Save view
Shaw
J Save view as...
sha

Rename view
Shav

Delete view
Shav

Shav )
Send view

R T

2. In the Save view as dialog box, enter the view name, and then click Save.

X

Save view as

States and Statuses|

l-:a-'l(\ t‘l m
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You can access the saved view in the My view list.

View: States and Statuses A

D My view

Julios Saved View

Form n
States and Statuses

Save view
Save view as...
Rename view

Delete view

Send view

When a saved view is created, it is also available under Links at the top left of the

module landing page.

Compliance > Safety

Alltasks

Allcomponents

Julios Saved View

You can send your saved view to others. When you send a view, you are sending the organization,
project, and applied filters defined by the view, not the exact same forms and tasks that you can see.

What receiving users see depends on their permissions. If they do not have permission to view forms
or tasks within the parameters, they cannot see them.

6.5 Step by Step 2 — Send view to another user

1. Click the My view drop-down menu, and then select your saved view.

2. Click the My view drop-down, and then select Send view.
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States and Statuses
My view
Julios Saved View

States and Statuses

Save view
Save view as._.
Rename view

Delete view

I Send view

6.5 Event and Task Views

3. In the dialog box, select the users and roles to whom you want to send the view, and then click

Send.

Send view (States and Statuses) to

Users

Chrig x Mandy. x Paul

Roles

District Manager x|

Cancel

Remave al

Remave al

6.5 Step by Step 3 — Rename view

1. Click the My view drop-down menu, and then select your saved view.

2. Click the My view drop-down again, and then select Rename view.

InEight Inc. | Release 26.1
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States and Statuses v
My view

Julios Saved View

States and Statuses

Save view

Save view as...

Rename view

Delete view

Send view

3. In the dialog box, rename your view and then click Save.

Rename view

States and Statuses

(o] (N

1. Click the My view drop-down menu, and then select your saved view.

2. Click the My view drop-down again, and then select Delete view.
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States and Statuses
My view

Julios Saved View
States and Statuses
Save view

Save view as._.

Rename view

6.5 Event and Task Views

Delete view

Send view

3. Inthe dialog box, click Yes to delete view.

Are you sure you want to delete this view?

=)

Global Events/Tasks view lets you see events and tasks outside of the organization or project you are
currently viewing. To show the Events or Tasks page in global view, click Global Events/Tasks at the

top-right of the page.

Quality > Tasks =

Scheduled

In the global events and tasks page, you can narrow or expand your view using the query builder in the

side panel. You can narrow or expand according to module, organizations, and projects you are

assigned to.
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Events ~
Y Filters «
Module
x
Organization/Project Clear

v C-XYZ (RootOrg1)

Selectall Deselect all
Steel Structure Training Job (105097)
Steel Structure Training Job 2 (105092)
Steel Structure Training Job 3 (105093)
Steel Structure Partner Job (105094)
Training Job (Training Job)
Wards Island WWTP (183850)
Heavy PM Estimate (Heavy PM Estimate)

00D D

BMS Test (BMS Test) (BMS Test)
~ B C-XYZ-ND(ED-ID)
Selectall Deselectall
~ C-XYZ-5D (EO-1D-1)
Selectall Deselectall
~ C-XYZ-05D (EQ-1D2)

Selectall Deselect all

o

CHAPTER 6 — FORM FLOWS
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6.1 FORM FLOWS OVERVIEW

The Form Flows tab of the Form builder lets you manage all the form flows associated with a form
template. A form flow adds workflow functionality to your form so that responsible parties can be
actively engaged in an event’s process life cycle. Including a form flow can be helpful if your business
process needs to be handed off from the reporter to another individual or department. Each step of a
form flow has an associated form flow button in the template that you, as a responsible party, can click
to complete your part.

You can add multiple form flows to a form to suit your specific business processes. For example, when
filling out a form, a manager's approval may or may not be required to proceed. In this case, you can
use a form flow for when manager approval is required, and another form flow when it is not required.
Each form flow’s steps are independent of each other but contained in the same form.

The following image and table show the Form Flows tab sections:

105835 - Structure Framing Checklist - Copy

Module landing > Templates manager > Form builder

o PROPERTIES FORM FLOWS HISTORY

=

* Form Flow Name

Acceptance
Acceptance Acceptance

* Description

Acceptance

Creation date 06/11/2024
EE 1359 Step 1 Step2 O | apavs ® A Step 3

Created by michael shaw@ineight Form Flow Initiator Quality Reviewer

Sumto ity > > ®

[ Re-enable form flow on completed events Add Step

SETUP

- Form flow overview

1 The side panel lets you edit fields associated with the selected form flow or step.
2 Each form flow is shown as its own card with a description and number of steps.

3 When a form flow is selected, each of its steps is shown as a card with information
like the associated button, the responsible party, and the number of days until the
step is overdue. You can click the Add Step button to add additional steps.
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In the Form builder, you can add Form Flow questions as shown in the following image.

Module landing > Templates manager > Form builder

BUILD PROPERTIES FORM FLOWS HISTORY @
Layout types
- ’ =
wvenaors 1-4 venaers 1-3 -
M@ Column E= Section
Question types
% Attachment (J Butten

© Choice % Date - Time Form to be launched @)
@ Form Button 72 Form Flow \

@ GPS «Ie  Integrated list
%, Reference = List
Click to type your button text
# Number e People picker
(# signature = Text

Add fields to your form by dragging types from the left panel to the blank section above

You can set up the Form Flow question details by selecting the Form Flow question, and then configure
the details on the left panel as shown in the following image.
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Module landing > Templates manager > Form builder

Form Flow X BUILD @>
W

. o s |

Details ~ © U VENaors 1-4 . .

* Button text

Click to type your button text

Form to be |
(*) Add supporting text (5)

[ Mandatory

Access e
Logic w
Email e

6.1.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.
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To create a form flow, you must use both the Build and Form Flows tabs to associate form flow
guestions with a form flow and its steps. To plan and create a form flow efficiently, you can build your
form with its form flow questions before moving to the Form Flows tab and associate those questions
with steps.

You can create a form flow from the Build tab or the Form Flows tab.

e Build tab - In the Form Flow Button’s side panel under Details, click Step setup, and then click
Next when you see a dialog box that says no form flows exist. When there are existing form
flows, the Form Flows tab opens.

¢ Form Flows tab — Click the Create form flow button.

Create a form flow from the Build tab

1. Add a Form Flow question.

2. Select the new form flow button question, and then on the left panel, under Details, fill in the
Button text name.

3. Click Step setup. The No form flows exist dialog box shows. If you have existing form flows, you
will automatically land in the Form Flows tab.

4. Inthe No form flows exist dialog box, click Next. The Create form flow dialog box shows.

5. In the Create form flow dialog box, enter the Form flow name and Description, and then click
Create. A new form flow shows with Step 1 as the first default card.

6. Select the Step 1 card.
7. On the left panel under Step 1, in Step details, select the following:
¢ Who will be responsible for this step — Original Reporter or Form Flow Initiator

¢ Which form flow button will be used for this step — The buttons that are available have
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been added and configured in the Build tab in step 1 and 2.

105835 - Structure Framing Checklist - Copy

Module landing > Templates manager > Form builder

PROPERTIES FORM FLOWS HISTORY
Step 1

Create form flow

, &« X

Step details Acceptance

Acceptance
« Who will be responsible for this step?

Form Flow Initiator ~

* Which form flow button will be used for this step?

‘Submit to Quality v

Step 1 Step2 ‘2 | 4DAYS

Form Flow Initiator Quality Reviewer

Email

Submit to Quality ccept and Close A > @

Add Step

8. Optionally, if you want to send an email notification to the responsible party for this step, click
Add email in the Email section and complete the dialog box. The email notification indicates the
start of the step after clicking its form flow button, not the completion of the step.

Access configuration is not available in Step 1. You can configure access for each individual step
thereafter.

6.2.2 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

6.3 SETUP ADDITIONAL FORM FLOW STEPS

Add additional steps to your form flow using the Add Step button in the Form Flows tab.
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Module landing > Templates manager > Form builder

Julios

* Form Flow Name

Julios

* Description

Sample form flow

Creation date
Creation time
Created by

[J Re-enable form flow on completed events

105835 - Structure Framing Checklist - Copy

PROPERTIES FORM FLOWS HISTORY

Create form flow

Acceptance Julios
Acceptance Sample form flow

06/12/2024
9:32 4 Step 1

Julio Salguero Original Reporter

Add Step

You must have form flow buttons on the form’s Build tab available before you add a step. You can
configure each step independent of each other.

The Add Step wizard has the following 5 configurable options:

“Topion | ppion

1 Step
details

2 Email
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Select who is responsible for this step. The options are dependent on who is
selected.
* Who will be responsible for this step?
» Select the role responsible for this step.
 Allow the opportunity to choose a single user from this group when the
button is selected.
» When can this step move to the next step ?

When you select Users, you must select a specific user.
When you select Role, you must select which role and whether the user can
choose an individual from the selected role to be responsible.

You can select to add an email notification that notifies responsible recipients
each time this step is reached. When selected, you can configure your email
notification contents. The email notification indicates the start of the step
after clicking its form flow button, not the step’s completion. You can also add
variables so that users can enter information such as reporter names or
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“Topon | o

event titles into emails. To add a variable, type @, and then select an option
from the drop-down list.

3  Actions » What should the status be when in this step?

» How many days until this step become overdue from initiated date or
from previous step.?

» Make this step reversible - The make this step reversible option allows
users to reverse to a previous step. Select which step to go back to,
whether to cc recipients to the email, and whether to require a comment
when reversing. When you make a step reversible, you must go back to
the Build tab after the step setup to edit the text of the new button, which
is named Reversal form flow button by default. The reverse form flow
button can have leading logic applied to it independently from the button
that advances to the next step.

4 Step You can set view or edit access by role for each form question or section
access when the event is in this step. When you select a cell, a panel shows options
for all roles, select role, or no roles . Step access does not supersede
question access set up in the template.

Manage step access e

A Section / question Ability to view Ability to edit

Time stamped pictures of installed work collected Al roles Allroles « Acceptand Close

Attachment(s)/Field Photos: Al roles All Ability to view
@aliroles O -selectroles O Noroles

Comments/Field Notes: Al roles All

Final Acceptance All roles Al

Level 1 - Low - JL {Print Name) All roles Al

Date All roles All

Submit to Quality Allroles Al

| roles
[ roles.
I roles
[ roles.
Level 1 - Low - JL (Signature) Allroles Al roles
[ roles
[ roles
Accept and Close All roles Allroles
cancel Allroles Al roles

The user permissions set up in InEight Platform supersedes access
configured for the step.

5 Button » What form flow button will be used to advance to the next step?
details  Will this button complete the form flow ?
» The Button details is available after step 1.
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You can edit any of the step's information by selecting the step card and editing the fields in the left
panel.

Configure additional form flow steps from the Build tab

To configure additional form flow steps from the Build tab, you must have at least one form
flow question or a form flow set up.

1. In the Build tab, add a new form flow question.

2. Select the new form flow button question, and then on the left panel, under Details, fill in the
Button text name and other optional items.

3. Click Step setup. You will automatically land in the Form Flows tab.

4. The form flow step shows with a green link named SETUP.When there are multiple form flows,
choose a form flow to add the step to.

Step 2 )

SETUP >

5. Select the new form flow button, and then configure the Step details on the left panel.

When you start the Add Step wizard from the Build tab, the form flow button shows as
the next step in the flow.

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.
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6.4 Re-enable form flow

6.4 RE-ENABLE FORM FLOW

You can let users re-enable the form flow of a completed event by selecting a form flow, and then
selecting the Re-enable form flow on completed events check box in the side panel.

Module landing > Templates manager

> Form builder

Acceptance

* Form Flow Mame

Acceptance

* Description

BUILI

Acceptance

Acceptance

Creation date 05/29/2024
Creation time 5:14
Created by michael shaw@ineight
[C] Re-enable form flow on completed events ‘

Acceptanc

When executing a form, click the Re-enable form flow button.
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Re-enable form flow

Select which form flow step to re-ena.. (i)

Submit to Equipment

When you re-enable a form flow, you can move it back to the step of their choice. All the completed
form flow step data is saved unless you change an answer in a way that leads to different questions
based on logic. Only the selected form flow is re-enabled, not all form flows associated with the
template. If a re-enabled form flow leads to another form flow that is not re-enabled, the user cannot
see the other form flow.

6.4.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

CHAPTER 6 — AUTOMAPPING
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Automapping is a feature that lets you create a series of events in bulk for project structure levels
(nodes) or components associated with inspection and test plans. Automapping is enabled on a
project-by-project basis.

By leveraging mapped values, you can associate them with project structure nodes and templates.
Leveraging values sets the mapping of templates and the quantities for each template to be created for
each project structure level or component value, which eliminates the need to manually create and
schedule processes.

When enabled, you can configure automapping in the following areas:

* Automapping setup - Create map values to associate to the project structure. The map values
serve as tags to associate them to the project structure node levels and templates.

Quality >  Automapping Automapping setup

(‘) @ Map project structure 233 Map templates [t ‘q v Q (.)
[] | Map value name = | Description =
[J | ABSORBER VESSEL DES ABSORBER VESSEL

[J | ACDISTRIBUTION PANEL DES AC DISTRIBUTION PANEL

[J | ACINDUCTION MOTOR DES AC INDUCTION MOTOR

O | AcmMoTOR DES AC MOTOR

) APACAOTOISEORIISN el NEGRC MRTORSELZIPRIIN 40

_1 Ak sYe JE. R, YR

[J | AIRHANDLING UNIT DES AIR HANDLING UNIT

[J | AIRRECEIVER DES AIR RECEIVER

[J | AIR SAMPLE PANEL DES AIR SAMPLE PANEL

e Map project structure - You can map tag values to project structure nodes such as areas,
subsystems, and commodities. Mapping to structure nodes link your tag values to specific
project structure levels. You can also map multiple values to a single node if needed.

When you export a mapped project structure, an email is sent with a link to download. Clicking
the link in the email saves the file in your downloads folder.
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Quality *  Automapping setup Map project structure

x5 Map templates [‘j D Q @

A | Project structure = | Map value =
A | Calcasieu Pass LNG - EPCM and BOP (103389)

A | 011 - A/G General Liquefaction/Jetty Pumps X | | Structures X | |Electrical x

~ 1 Pumps X | | Electrical X x

GEN Pumps X | | Electrical X x

A1 Pumps x

GEN Sub-System ¢ x

A~ 2 System X x

NNV NN N N N N N N N N Y Y N N N Ny N N N N N NP T LT T N N N N N N N N N N N N Y

s <
GEN Sub-System X ®
A~ 25 System X x

¢ Map templates — From the list of published templates, you can select mapped values,
associating them to the template. This creates a relationship between the tag values and the
templates. You can map multiple values to a template.

Quality »  Automapping setup Map templates

2@ Map project structure £ Manage associations [ﬁ B Q @

Template name =  Defauliquantity = Category = Types = | Map value =
105622 - PKS-FRM-PIPE-5.06.06 - Pressure Test Re. 1 Checklist Electrical ¢ | | PIPING TESTP. X | |Pumps X x
105622- PKS-CHE-PIPE-5.07.01 -Flange Bolt Tighte... 1 Checklist Electrical % | |FLANGE X | Pumps x x
105622-PKS-FRM-PIPE-5.02.01, Piping Installation 1 Checklist FLANGE FLANGE INSU - x

W S R S W S N N P N NP NP N N N S Y Y Ny N P NP Y Y N Sy N N NP NP N P NP N N Y AP N N W

¥y B e e a . " %
KD Test From flow 1 Checklist Type 1 CLEANOUT x
ORT-PR & ORT (21 13 13) - Wet Pipe Fire Sprinkler Sy... 2 Facilities Commissioni... ISOMETRIC % | |SPOOL X x
ORT-PR & ORT (21 13 13) - Wet Pipe Fire Sprinkler Sy... 1 Facilities Commissioni... ISOMETRIC x| | UNDEFINED S < x

¢ Go to Automapping — To run the mappings configured in Project Settings, click Go to
Automapping. Select a mapped value, category, project structure nodes, templates, and default
quantities to create forms (events) for each level. You can filter by type to narrow list results.
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Quality * Module landing | Automapping

Map Value Clear g3 Setup Calcasieu Pass LNG - EPCM and BOP (103989)
Electrical - & Manage associations m
Template name "= Header associations = | Defaultqu. =
Category Clear
. 105622 - PKS-FRM-PIPE-5.06.06 - Pressure Test Report ITR, Project Structure 1
Checklist M 105622~ PKS-CHE-PIPE-5.07.01 -Flange Bolt Tightening Record ITP Project Structure )
Type Clear Care, Maintenance, & Prevention ITR Project Structure 1
_ Select one - - CHPE-FRM-ELEC-07.01.05, Duct Bank Cleaning & Testing Report ITR, Project Structure 1
CHPE-FRM-ELEC-07.04.03, Grounding & Bonding Installation Checklist - Op.. | ITR Project Structure 1
Project Structure
.| CHPE-FRM-ELEC-07.04.05 Ground Systems Test Record ITR Project Structure 1
A

A [ 011 - A/G General Liquefaction/Jetty
~ 1
[ GEN

Electrical

[ civil utilities
6 templates

When you run the selected automapping items, a dialog box opens to confirm the creation of the
activities. An email confirmation is sent to you with a Microsoft Excel file showing a summary of the
new forms.

The new events show in the Events list in a Scheduled status where you can add an event date, and a
reporter. As soon as a reporter and event date are provided, the user is notified.

You can view events associated to the project structure in Events > Project structure.
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Quality Events ~ @ Global Events/Tasks My view R
p | | - = -
\X) h g [ Edit properti = =] (D Q
@ Automatic date filter applied - to clear, use the event date column filter
. Event titl (] Category Event dal Event ID, Form nar Project/C Reporter Status
Project structure X _
[0  Public Inter.. PublicInter..  01/29/2024 202401250. Public Inter..  Calcasieu P..  Kori Dooley Schedu..
O & CHPE-F Checklist 01/01/2024 202312180 CHPE-FRM- Calcasieu P Michael Sha Schedu
# Collapse all

wCalcasieu Pass LNG - EPCM and BOP (103989)
~011 - A/G General Liquefaction/Jetty

vl

w2

Selected Item :
011 - A/G General Liquefaction/Jetty

2 events

¢ The setting Project structure or Integrate with Plan components must be enabled to use the
Automapping feature. For more information, see Project level settings .

¢ You can enable Automapping at the project level in Project settings. For more information, see

Automapping in Project Settings.

Auto mapping using attributes lets you easily create attributes and map values to connect project
structure and components with templates. You first need to assign map values in InEight Platform and
Plan spaces to ensure consistency across the project set up. To create an attribute value, you must go
to the Master data library > Attributes. Components or project structure must be enabled in Module
settings > Project settings and you must have published templates with expected headers already set
up. To automap components, they must already be configured in InEight Plan
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Access a project in Compliance or Completions, select a module, and then go to Settings > Roles.

Level 3 admins can access these abilities as well.

Open the project-level role that will manage the automapping process at the project level.

Make sure the Automapping toggle is enabled on the Project Settings tab .

@ Steel Structure Training Job | 105091 / Settings

> Module settings > Safety v

C Module summary  Categories  Types  Classifications  Statuses  Email templates  Roles  User assignments | Project Settings (%) Templates
(= . .
Project Settings

Automapping

@ — G0 to Automapping @1 Automapping setup
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Automap with Attributes

1. Select the Go to Automapping with Attributes option in Project Settings.

ed fo nality, Fro
© —+ GO to Automapping with Map Values £3 Automapping setup with Map Values | — Go to Automapping with Attributes & Automapping setup with Attributes

2. Select the Project Structure or Components tab.

3. Select a Category.

Safety > Modulelanding > Automapping

PROJECT STRUCTURE
Category Clear @ Setup
- Select one -
Type Clear
- Select one -

COMPONENTS

Step 1

Specify an attri
automapping

setuy|

Step 3

Step 4

Select templates based on attribute

Filter to narrow

results.

value and ¢

Step 5

Click "Run Project Str
Component” to e
configured map

cture” or "Run

4. Check the boxes for the desired Project Structure or Component values.
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5. Select the check box next to the Template name to add the template.
6. Select templates based on attribute value and category. Filter to narrow results.

7. Click the Run Project Structure or Component button to execute the configured mapping.
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CHAPTER 7 —- DYNAMIC HEADERS
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You can create Inspection and Test Plan (ITP) and Project Structure templates headers in the Headers
tab. When you enable the project’s header feature in Project settings, the headers are automatically
created. The header templates ensures that the data captured remains consistent through the use of
question types.
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ITP and Project Structure dynamic template headers are used to enhance your template forms. You
can enable and disable the use of header templates created for your project using the Enable dynamic
headers? toggle feature in your template properties.

Settings Templates manager Form builder
BUILD PROPERTIES FORM FLOWS HISTORY @
- -
x
Options
Available on mobile ? Event title Eventdate D
() System default v System default v O add expiration date ()
Available through form button only? © ntegrationtag (&)
O Add template integration
Enable print functionality @ |  Enable dynamic headers? ©
Temnlate lanaiiane settinas &

When enabled, the Project Header space will dynamically show to serve as a placeholder at the top of
the form and the form will show in the Manage associations page to associate headers to your form.

This is my exciting section header text

This is where the magic happens

[
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When you enable Inspection & Test Plans for the project, you can also enable the ability for the form
to seamlessly integrate InEight Plan components using a template header. This ensures that
component data captured from Plan remains consistent through the use of question types.

To do this, enable the Integrate with Plan components toggle. This will enable the Go to Header
Templates link to access the Headers page.

Steel Structure Training Jobs | 105091 / Settings

Modu
uality »
Module summary  Categories Types Classifications  Statuses Email templates fioles  User assignments | Project Setiings @) Templates

Project Settings

Inspection & Test Plans

Project Structure

User Groups

Click the Go to Header Templates link to open the Headers page. You can oversee and manage ITP
Headers for projects.

View all component activities and their status in the All components option. You can track the work
performed against a component in the module landing page, under Links.
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e Trasnang Job | 185381 F Completsons

Completions Guality -

All pvenits My To Do List

All Eacsks

]
| All comporents | 2"

Inspection & Test Plans

Inspecson L test plam repord

Administration

Ternplates mardager

U assagniments

Settings
Forms
Create rotfications
Fawvorstea | 2)
Ea———

The All components option groups events by component.
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You can use a Project structure template header to seamlessly integrate with InEight Platform master
data. The project structure configured in Platform is shown in the header template. This ensures data
consistency and provides a single source for InEight Platform data.

To do this, enable the Project Structure toggle in Project settings. This will enable the Go to Header
Templates link to access the Headers page. For more information, see Project structure under Project
level settings.

In the Headers page, you can oversee and manage Project Structure Headers for projects.

@ Steel Structure Training Job | 105091 / Completions

Settings Templates manager > Quality -

Organization Steel Structure Training Job (105091) 15 Manage associations

Project Structure Header
Created Aug 30,2023 06:22 AM Michael Sha.

Steel Structure Training Job (105091)
Project Structure Header

v C-XYZ (ReetOrgl)
Created Aug 16,2023 03:45 PM Karen Loftus

Steel Structure Training Job (105097) Steel Structure Training Job (105091) PUBLISHED

ITP Header
Training Job (Training Job) Created Aug 16,2023 03:45 PM Karen Lottus.

Steel Structure Training Job (105081) PUBLISHED

3 Headers

Under Organization, you can view the list of projects that have the Project Structure processes
enabled. Select a project to view the associated template headers.You can click a project structure
header to open and manage it.

To use a Project structure header in a template, you must associate it to the template. Click Manage
associations to associate the template. For more information, see Manage associations.

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.
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To integrate Project Structure header with Platform, all Project Structure values and definitions for
your project must first be made in InEight Platform.

To navigate to Project settings, see steps to navigate to project level settings in Settings overview, and
then click the Project settings tab. Click the Go to Header Templates link.

When you enable the Component Header feature in Project Settings, the system automatically
generates the Component Header template. The Attributes question seamlessly integrates with InEight
Platform

master data, ensuring data consistency and providing a single source for Platform data. Components
headers are configured by enabling components, adding attribute questions, managing associations,
and enabling dynamic headers for template mapping

There are two ways to access the component header template:

1. From the Project Settings page, ensure the Components toggle is on and then click the Go to
Header Templates link.

Components

@ I — Go to Header Templates I

2. Open the project's templates manager page, click the forms drop-down and select Headers.

Settings » Templates manager » Safety ~ > Forms ~

Farms
ALL STATUSES PUELISHED

Tasks

e ‘ [oiee I
L

search (@ ) o
View associations
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Publish the Component Header

1. At the project level, click to open the Component header draft.

Rt Steel Structure Training Job | 105091 / Compliance

Settings » Templates manager > Safety + > Headers ~

Organization Steel Structure Training Job (105091) {83 Manage associations

Component Name Header
Created Nov 17, 2025 10:58 AM Karen Loftus
Steel Structure Training Job (105091)
# Collapse all Clear
Version

v Gxvz (Rootorgl) Project Structure Header

Created Aug 16, 2023 03:28 PM Karen Loftus

1
L PUBLISH
Steel Structure Training Job (105091) Steel Structure Training Job (105091)

Steel Structure Training Job 2 (105092) fersion
ITP Header

A C-XYZ-ND (EO-1D) Created Aug 16, 2023 03:28 PM Karen Loftus

Steel Structure Training Job (105091)

PUBLISH

2. Add the Attribute question and click to open the question.

3. Click Configure attribute.
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Component Name Header -
Steel Structure Training Job (105091)

Settings > Templates manager > Header builder

Attribute X BUILD PROPERTIES HISTORY O

¥

Details ~

* Question text

Component Name Header

* Attribute

£ Configure attribute

(@ Add supporting text * Component

Logic v

Attribute

- Selectone - A

Add fields to your form by dragging types from the left panel to the blank section above

4. Select the desired attributes by checking the boxes.

InEight Inc. | Release 26.1 Page 225 of 363



7.5 Component Header Template

Configure attribute

# Collapse all

v Location

Building

B 00

Elevation
Ground
Line number

Phase

Ooooao

Unit
~ Specifications

Account code

o o

Account code description

Component data list

5. Click Add to list. and repeat as necessary.

6. Click Save.

Compliance User Guide

7. Re-order and/or add Component questions by dragging and dropping them into position to fit

your preference.

8. Click Save and then Publish.

Unlike the ITP and Project Structure Headers, multiple Component Headers can be cre-
ated to allow for Discipline-specific use.

To remove an item from the Component data list, check the box of the attribute to remove and click

the eclipses icon.
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Configure attribute «
S
A Collapse all Component data list
Component options Location -
O Parent record a Elevation
O Unit of measure .
O WBS Name
O Work package ID
~ Location
O Battery limit
O Building
+ Specifications
O Account code
O Account code description o .
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You can associate published header templates with template forms in the Manage associations page.
In the Headers page, click Manage associations.

Settings > Templates manager > Quality =

Organization Steel Structure Training Job (105091)

| Project Structure Header
Steel Structure Training Job (10509

ITP Header

Steel Structure Training Job (10509

Steel Structure Training Jeb (105091)

On the Manage associations page, you can view templates with dynamic headers that meet specific
conditions. In the header associations column, you can select which header templates to associate with
each template. If both header templates are selected, you can choose the header template that shows
when filling out the form. If the header association is not set, the header templates will not show in the
form.

Manage associations

Steel Structure Training Job (105091)

Template name Header associations Defauit header
Projectstructure X P X x

namic Header Enabled Project structure x TP x x

Cancel | m
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CHAPTER 8 — INSPECTION AND
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Inspection and Test Plans (ITP) is a feature that can be activated for templates to let you gather ITP
information for a project. They can also integrate with InEight Plan. You can collect information to
understand where you stand from a project perspective. At the organization level, administrators have
the option to enable Inspection and Test plans for any given module.

At the project level, with the applicable permissions, you can enable Inspection and Test plans on a

project by project basis.
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At the project level, you can create new ITPs manually from scratch, copy ITPs created at the

organization level, or import them using a template. The template is available to download from the
Download template button.

Navigate to Inspection and Test Plans at the project level

1. From your project home page click Settings, and then select the Compliance or Completions
icon. The Module management page shows the available modules under Product Settings.

The Inspection and Test Plans toggle must be enabled for the module.

2. In the Product Settings landing page select the Module Settings tab, and then select a module.
The Module settings landing page shows.

3. Select the Project settings tab, and then click the Open Inspection and Test Plans link. The
Inspection & Test Plans page opens.

@ Steel Structure Training Job | 105091 / Settings

Quality Project settings

USERGROUPS  INSPECTION & TEST PLANS

= Copy ITPs from Org 1 Download template ) (= Q Create ITP

Copy - Cast In Place Concrete Owner Required Project Specifi...
Version 2 - APPROVED Version 1 - INACTIVE

ciP Owner Requested Inspection

9 ® @ 0

2ITPs

Manually create a new ITP

1. Inthe Inspection & Test Plans page, click Create ITP. The Create ITP dialog box shows.

2. Enter the ITP information, and then click Save.
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Copy ITP from organization

1. Click Copy ITPs from Org. The Copy ITPs from Org dialog box opens.
2. Select ITPs from the list and then click Copy. You can select up to 20 ITPs at a time.

3. The ITPs now show in draft mode in your projects Inspection & Test Plans page.

Import ITPs

1. In the Inspection & Test Plans page, click the Download template link. The Inspection and Test
Plan Import Template is downloaded to the downloads folder.

2. Fill in the ITP information.
Included in the template are the Instruction and Example sheets.

3. Click Create ITP. The Create ITP dialog box shows.
4. Enter the required fields, and then click Select file to Import.

5. Select the ITP template, and then click Open. The ITPs will show in the Inspection & Test Plan
page.

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.
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You can enable and disable Inspection and Test plans for a given module at the organization level in
Product Settings.

To enable and disable ITPs, in the Organizations home page, click Settings on the left navigation panel,
and then click the Compliance or Completions icon.

Use the toggles to enable and disable ITPs for the module. When you enable ITPs, its related functions
will show throughout the module. ITPs are disabled by default.

Sacondary module name Inspection and Test Plans()

(©]

Safety

000

B
5 modules

When Inspection and Test Plans are enabled for a given module, you can then enable Project Settings
ITP permissions in Roles.
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Addrole

*Name

MODULE EVENTS ROLES/USERS

() Enable/ Disable Project Structure

[ Edit header template

(0 Make this role read only (@

TEMPLATES

PROJECT SETTINGS

Manage Project Inspection and Test Plans
Create and edit Inspection and Test Plans

Edit header template

You can select the following options:

() Manage Project User Groups

Create and edit User groups

Compliance User Guide

e Manage Project Inspection and Test Plans — When selected, this option includes Create and edit

Inspection and Test Plans and Edit header template options.

¢ Create and edit Inspection and Test Plans — Lets you create and edit ITPs at the organization

level.

e Edit header template — Lets you access and edit ITP header templates.

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

Page 234 of 363

InEight Inc. | Release 26.1



Compliance User Guide 8.4 Create ITPs At The Organization Level

After Inspection and Test Plans have been enabled for the module, you can create and manage ITPs at
the organization level. Create new ITPs manually or import them using a template. The template is
available to download from the Download template link.

Navigate to Inspection and Test Plans at the organization level

1. From your organization home page click Settings, and then select Compliance or Completions.
The Module management page shows the available modules under Product Settings.

The Inspection and Test Plans toggle must be enabled for the module.

2. In the Product Settings landing page select the Module Settings tab, and then select a module.
The Module settings landing page shows.

3. Select Inspection & Test Plans.

@ Templates

lodul in
Module summary ~ Categories  Types  Classifications  Statuses Email templates  Roles  User assignments | Inspection & Test Plans
wiosdremplate | EB =) a

11TPs
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Create an Inspection and Test Plan

1. Click Create ITP. The create ITP dialog box opens.

Create ITP X

* [TP name

Account code

Discipline

Select one v

* Description

1 Download template Cancel

2. Enter the ITP information, and then click Save.

Import ITP

1. In the Inspection & Test Plans page, click the Download template link. The Inspection and Test
Plan Import Template is downloaded to your downloads folder.

Fill in the ITP information. Included in the template are the Instruction and Example sheets.
Click Create ITP. The Create ITP dialog box shows.

Enter the required fields, and then click Select file to Import.

o & 0N

Select the ITP template, and then click Open. The ITPs will show in the Inspection & Test Plan
page.
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You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.
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In the project’s module settings > Project Settings tab, you can enable Inspection & Test Plans for the
project to create and manage ITPs. This will also enable the Open Inspection and Test Plans link to
open the Inspection and Test Plans page where you oversee and manage ITPs.

@ Steel Structure Training Job | 105091 / Settings

Module settings Quality »

Module summary  Categories Types Classifications  Statuses  Email templates  Roles  User assignments | Project Settings ) Templates

Project Settings

Inspection & Test Plans

Project Structure

— Go

User Groups

To integrate ITPs with InEight Plan, enable the Integrate with Plan components toggle. This will allow

you to create templates with ITP headers and associate components with events. For more information
see the Header templates topic.

e To integrate with Plan, you must enable ITP mapping between Compliance and Plan option at
the project level in InEight Plan settings.

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.
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CHAPTER 8 — PROJECT
STRUCTURE
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You can use the project structure hierarchy to view and filter the events performed on a project
structure in the Events page. The relationships in the hierarchy list are defined in InEight Platform in
Project values and Project Structure definition.

@ Steel Structure Training Job | 105091 / Completions @ 4 0 @ =
Quality Events ~ @ Global Events/Tasks My view v
= -
v ] ® D ® Q
@] Automatic date filter applied - to clear, use the event date column filter
Event titl §  Category Eventda Event ID, Form nai Project/( Reporter Status
Project structure X -
) placestruct. Building 09/20/2023  202309180.. PREPARATL. SteelStruct. Karenloftus  Pending
[m] Thisismye Field Forms 09/14/2023 202309140. STRUCTUR. Steel Struct. Michael sh. Pending
[m} Structural ¢ Building 09/11/2023 202309110 PREPARATI. Steel Struct. Karen Loftus Pending
# Collapse all Clear . -
ea O Mikedemo FieldForms  09/11/2023 202309110 STRUCTUR.  Steel Struct. Michael Sh Pending
« Steel Structure Training Job (105091) [0 MikeDemo Field Forms ~ 09/11/2023  202309110.. STRUCTUR.  Steel Struct.. Michael Sh. Pending
East ) Ps-East- FieldForms  09/05/2023  202309070.. STRUCTUR. Steel Struct. Michael Sh Pending
ASEGT [m} Field Forms 09/07/2023 202309070. STRUCTUR. Steel Struct. Michael sh. Pending
v West
ASEGZ
Selected Item :
SEGT 7 events

When the project structure feature is enabled, you can click the Project structure icon on the Events
page to view the project structure. Component values are shown in the project structure, based on
their configuration defined in InEight Plan. For more information, see InEight Plan Work Package
Creation.

e [tis imperative that the Platform project definition and Plan component configuration match
exactly for components to show in the structure. For example, when the project structure
definition is Area = North and Segment = 1, the Plan component configuration needs to be the
same. If the Plan component configuration has an area = South Area and a segment = Segment 1,
the component will not show in the structure.

e Commodity and Work Classification project structure values do not exist on a component and
should not be used in the project structure definition.

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.
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Compliance User Guide 8.2 Project Structure

When you enable the Project Structure Header feature in Project Settings, the system automatically
generates the Project Structure Header template. The Project Structure question seamlessly integrates
with InEight Platform master data ensuring data consistency and providing a single source for Platform
data.

Publish the Project Structure Header

To complete the publishing process for the Project Structure Header, your Admin must set up your
Project Structure within InEight Platform at the project level.

1. Click to open the draft Project Structure header.

Module landing > Templates manager > Quality ~ > Headers ~

L L . - Create new
Organization Training Job (Training Job) 81 Manage associations

Project Structure Header

Created Jan 12, 2026 10:04 AM Karen Loftus
Training Job (Training Job)
# Collapse all Clear

R Component Name Header )
Created Jan 05, 2026 01:01 PM Karen Loftus PUBLISH..

Steel Structure Training Job (105091) Training Job (Training Job)

Steel Structure Training Job 2 (105092)
Project Structure Header

Training Job (Training Job) Created Aug 21, 2023 09:03 AM Karen Loftus PUBL]SH

Training Job (Training Job)
Wards Island WWTP (183850)

Heavy PM Estimate (Heavy PM Estimate) ITP Header

N N Created Aug 21, 2023 09:02 AM Karen Loftus PUBLISH.
Training Job (Training Job)

2. Select the first question to open the details confirmation box.

3. Click Configure.
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Module landing > Templates manager > Header builder

System X BUILD PROPERTIES HISTORY (&)

¥

Details A

* Question text

System

oy

(®) Add supporting text (@)

Project Structure Header

D Mandatory Area System Subsystem
- Selectone - - Selectone -+ - Selectone -+
Question display ID 2260
pPlay Project Structure - Level 1 Project Structure - Level 2 Project Structure - Level 3

Add fields to your form by dragging types from the left panel to the blank section above

4. Review the Project Structure Definition and click Save to close the Project Structure Definition
page.
5. Click Save and then Publish.

For more information, see Manage Associations.

In InEight Plan, Quantity Tracking is where Components are created as activity or material types, linked
to disciplines or commodities, and marked to require Compliance or Completions records, with
mapped values assigned for later automapping within Completions or Compliance.
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The administrator creates master data libraries at the organizational level, including attrib-
utes, disciplines, commodities, and project value types, establishing mapped value lists to
link project values with components.

View all component activities and their statuses in the All components option. You can track the work
performed against a component in the module landing page, under Links.

Seel Pruchee Traenng Job | 105091 § Completsons
Completions Quality =
All events My To Do List

All components

]

Inspection & Test Plans

Inspection & test plan report

Administration

Termplates mandger
Usir assagnmants

Settngs
Forms
Create mob i Catons

Fawvardes | 2)

Pcallina i

The All components option is used to group events by component.

Comporants. =

When you associate a discipline with a component value, it looks at the discipline and then shows all
the attribute data that is associated with the discipline. This information becomes metadata in the Plan
space for that component.
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You can check the status of your syncs in Menu > Sync Status.
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9:27

<{ Menu Sync Status

Last Sync: 01-12-2024 9:26 AM

Project Master - 105091

01-12-2024 9:26 AM Complete

Project List

09-11-2023 12:38 PM Complete
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You can customize how the mobile application syncs with the web application in Menu > Settings >
Sync Settings.

13:50

<{ Menu Settings

Last Sync: 06/20/2024 1:10 PM

Sync In Advance

>

Sync Over
Li8 ?
Sync Profile 5

Pending Sync Messages ()

Default Language

Syncing in advance lets you choose whether to sync items from the web in 7, 14, or 21 days in the
future.

As events and tasks are assigned, they need to be available on your mobile device days ahead of the
due date so that they can be done on time.
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12:00

< Settings Sync In Advance

7 Days @
14 Days O
21 Days O

Choose the number of days synchronization will take
place in the future.

> 3 Q

Projects To-Do List Notifications

You can choose whether to allow syncing only over Wi-Fi or over both Wi-Fi and Cellular.

This gives you the flexibility of choosing the most reliable connection available in your location.
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12:01

< Settings Sync Over

Wi-Fi

Wi-Fi or Cellular Vv

Q

Notifications

8.2.0.3 Sync Profile

The Sync Profile settings lets you sync assigned work items to your device.
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11:22

< Menu Settings

Last Sync: 01-12-2024 9:49 AM

SYNC SETTINGS

Sync In Advance

7 Days >
Sync Over S
Wi-Fi or Cellular

Sync Profile S
Events & Tasks

LANGAUGE SETTINGS

Default Language S

English

< 5 al

Notifications

You can select to enable syncing for events and tasks. Both are disabled by default.
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12:01

{ Settings  Sync Profile

SYNC ASSIGNED WORK ITEMS

Events

Tasks

When you have assigned work items on your device, and then disable one of the sync toggles, you are
asked to confirm whether you want to remove the work items from your assignments and unlock them
on the web.

8.2.0.4 Pending Sync Messages

You can receive pending sync alert messages when you launch the SQC application.
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The Pending Records alert messages remind you that there are submitted events or tasks that have not
synced to the web. You can manage the setting in Menu > Settings > Pending Sync Messages.

13:54

< Menu Settings

Last Sync: 06/20/2024 1:10 PM

Sync In Advance 5
Sync Over
Sync Profile

>

ents & Ta

Pending Sync Messages o

Default Language
1glisn

You can manage the feature by setting the toggle to On or Off. The feature is set to On by default.

When you open the SQC application and have pending forms or tasks that need to be synced, a
Pending Records message prompts you to perform a sync.
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> o

Tod ]
< 13:1? Edit

Pending Records

There are 1records pending.
Please perform a sync.

Don't show this message again

Compliance User Guide

To perform a sync, you must open the SQC application in a connected environment, and the

application must remain active in the foreground until the sync is complete.

You can choose to not show the message again by setting the toggle to On, and then tapping OK.
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9.1 PINNED TASKS
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The pinned task feature integrates InEight Document’s Pinned links feature and Compliance tasks.
Oftentimes, project members need to mark on a file or drawing to fix or address a finding and assign it
to the right team member for action. The pinned task feature lets users create and pin a new task from
the Document viewer and sync it with the Compliance application.

Although Compliance is referred to throughout the topic, the Pin Task feature is available for
both Compliance and Completions.

As an administrator, you can use the pinned task feature between both applications by configuring the
feature in Document and Compliance. After you configure the integration, you can go to Document >
File Viewer > Markup and place a pin on a drawing. From the pin, you can link it to a task in
Compliance based on configuration. To do this, right- click the pin, and then select Link new InEight
item > Link new Compliance task from the menu.

DETAIL LINKS COMMENTS FILEVIEWER

You can also create a new task in Links > Add > Link new InEight item.
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@ Document Mo: A-ARC-DRG-005-000002 Rew A Sts: IF

DETAIL LINES COMMENTS
Mail (2)
Mailbox
Link temns Subject .
Dacument (2)
Link rv BnEi ling Structure Inbox
Link niw INEight em | add new Compliance tack
| = L P E L L sansnaenad AT TACHMENT - 2023-11-20 Inbox

When you select Link new Compliance task, a dialog box shows to enter details for the task.

Mew Compliance Task
* Task Name
Replace ceiling tile in office 44

* Task due date

122223 i

User contact

Tyler Ellerbeck -

Description

Cealng tile 15 damaged and needs 1o be replaced

[ Cancel

After saving the task, and then saving the markup in File Viewer, a link is saved in the Links tab that is
associated with the task created in Compliance.

The following image shows the link in the Document > Links tab:
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You can launch the task by clicking the link in the Document Links page after the task has been created.
When you click the link, the task opens in the Compliance web application. When the task has not been
completed, a dialog box shows to create the task.

The following image shows the associated task created in Compliance:

D dinte.

[ETeTe e ]

Assigned tasks will be available to complete in Compliance web or the SQC mobile application as

shown in the following images:
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@—) Pinned Task
F= ) Task i 2023120600024

9.2 Pinned tasks overview

Pinned Task

* Issue name

Replace ceiling tie in office 44

* Issue due date

12222023 -]

Issue number

] Not Applicabie

Tyler Ellesbeck 12/06/27023 843 PM

Notes:

InEight Inc. | Release 26.1

* Responsible user

* Description

Cestin

3108 it damaged snd needt 10

be teplacea
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1528 5= T 100

Cancel Pinned Task Save

Sections | Questions  Answered Exceptions | -,

1 2 0 1]

Pinned Task

* Issue name

Replace ceiling tile in office 44

* Issue due date

12/22/2023 ™

B Schadule

* Responsible user
Tyler Ellerbeck n

Issue number

] mot Applicable

* Description

Ceiling tile is damaged and needs 10 be replaced

Any updates to task values, such as task start date, issue date, and responsible user are synced with
the pinned task in the Document links page.

¢ Although Compliance is referred to in the topic, the Pin Task feature is available for both
Compliance and Completions.

¢ In Document, you must configure the integration in Address book > Companies > <company> >
InEight Integrations tab.

¢ In Compliance, you must configure a module template that integrates with Document. For more
information, see the Pinned task setup guide in Integrated Solutions.
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CHAPTER 10 — SQC MOBILE
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Module Settings. Templates Manager Forms/Tasks Events/Tasks

The InEight SQC mobile app lets you incorporate technology when completing inspections and tasks
instead of a traditional method of using a paper form. The SQC mobile app is available to download
from the Apple App Store.

You can perform inspections and complete tasks using the forms, questionnaires, and tasks created in
the Compliance or Completions web application. You can complete them while connected online or
complete them offline, and then synchronize the results when online using your iPhone or iPad. You
can also easily locate your forms or tasks based on your project assignment.
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@ Compliance

O Sync Status 5
ﬁ- Settings N
9 Submission Histary 5
(W xioskMode 5
(wp signow

For more information about mobile device requirements, see Client System and Mobile Device
Requirements Specification.
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10.2 Navigation Compliance User Guide

In the mobile application you can view your project assignments, use notifications, and navigate to
your forms or tasks. After opening a project, you can then select a module, category, and then choose
your assigned forms or tasks in the Templates page.

You can view listed items as a list or tiles. Switch by tapping the List or Tiles icon at the top right of the
page. This option is available on every list page, such as the Projects and Modules page.

all T '

Projects Projects Y

Last Sync: 01-12-2024 9:49 AM Last Sync: 01-12-2024 9:49 AM

Q |as

jo
I

You can also tap the Sync icon at the top of any list page to manually sync the data when you are in a
connected environment. For more information, see Sync .

You can navigate to the Projects, To-Do List, Notifications, and the Menu pages from the buttons at the
bottom of the page. The following image and table show the bottom navigation buttons and
descriptions:
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Bottom navigation buttons

ame |

Projects View and select projects for which you have permission.

To-Do List View forms and tasks under the Saved or Assigned tabs that need attention.
Forms and tasks are listed within organizations and projects you have been
assigned to.

Notifications Send notifications with messages to specific users, roles, projects, or
organizations.

Menu Go to Sync Status, Settings, Submission History, Kiosk Mode, and Sign Out.

10.2.3 Navigate to forms and tasks

From the Projects window, you can navigate to your forms and tasks.
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Go to your assigned forms or tasks.
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1. In Projects, select from the list of projects assigned to you.
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Projects

Last Sync: 01-12-2024 9:49 AM

0 BMS Test (BMS Test) (BMS Test) >
V (BMS Test)
0 C-XYZ (RootOrg1) >
V (RootOrg1)
O C-XYZ-ND (EO-ID) >
V (EO-ID)
<> C-XYZ-ND-BC (EO-ID4) >
v (EO-ID4)
<> C-XYZ-ND-HC (EO-ID3) >
v (EO-1D3)
<> C-XYZ-ND-M (EO-ID5)
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The Modules page opens.

2. In Modules, select from the modules assigned to you.
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9:34

£ Projects

Last Sync: 01-12-2024 9:33 AM

;B

Compliance

Modules

Change

Compliance User Guide
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The Categories page opens.

3. In Categories, select from the list of categories.

07:50

< Modules Categories

Safety

@

IDF

Safety

Projects

The Templates page opens.

4. In Templates, select templates from the Forms or Tasks tab.

Incident

InEight Inc. | Release 26.1

il

10.2 Navigation

Page 269 of 363



10.2 Navigation

{ Categories Templates

9:35

Last Sync: 01-12-2024 9:33 AM

Complianc...

E

Site Safety
Observation

W
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The form or task opens on your mobile device.

5. Complete the form or task.
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Cancel Site Safety Observation

Sections | Questions Answered‘Exceptions @

2 9 0 0

INSPECTION

*Event Date

*Event Time

*Who conducted the Safety Observation?

Safety Category
Select one -
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Go to your assigned forms or tasks.

All projects, modules, and categories are assigned by your administrator through permissions on the
Compliance or Completions web application.

InEight Inc. | Release 26.1 Page 273 of 363



10.3 Projects Compliance User Guide

On the Projects page, you can view all projects or the two most recent downloaded projects using the
All or Recent tabs at the top of the page. You can also tap the Search icon to find a specific project.
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Projects

Last Sync: 01-12-2024 9:49 AM

O BMS Test (BMS Test) (BMS Test) >
v (BMS Test)
0 C-XYZ (RootOrg1) >
v (RootOrg1)
<> C-XYZ-ND (EO-ID) >
\// (EO-ID)
0 C-XYZ-ND-BC (EO-ID4) >
v (EO-IDA4)
<> C-XYZ-ND-HC (EO-ID3) >
\// (EO-ID3)
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You can have one active project at a time. In the Recent tab, the current open project shows as Active.

Projects

Last Sync: 02/27/2024 7:48 AM

: =
~ Q Project 4 X |
o o
Project 4A (100003) Project 4B
(100003) (Project 4B)
(Project 4B)
* Active

10.3.0.1 Opening a project with pending project changes

Any project changes must be synced prior to opening another project. When you have an active (open)
project with pending saved forms or tasks, and select to open another project, an alert message
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prompts you to go to your To-Do List Saved tab to sync, submit, or delete the items in the list prior to
opening a new project:
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Action Required!

At least one or more forms and/or tasks are
saved to your To-Do List.

Please sync, submit, or delete them prior to
downloading a new project.

Open To-Do List
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¢ Sync — Swipe right on the form or task, and then tap the Sync icon.
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1:63

Steel Structure Training Job (105... 3

Last Sync: 07-09-2024 1:51 PM

Safety - Injuries

6 broken window

07-09-2024 1:52 PM

i

To-Do List
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¢ Submit — Open the form or task and complete a workflow or complete the form or task to
submit to the web.

¢ Delete — Swipe left on the form or task, and then tap the Delete icon.
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1:56 al

Steel Structure Training Job (105... ¥

Last Sync: 07-09-2024 1:51 PM

Em o a

Safety - Injuries

task KL 08JUL 1048am
07-08-2024

window 1 task 1/8/24 1054am
07-08-2024

5

To-Do List

Page 282 of 363 InEight Inc. | Release 26.1



Compliance User Guide 10.3 Projects

¢ In the Recent tab, you can remove the project by tapping the screen and holding it until you see
the Delete icon. Select to delete the project.

¢ The Recent tab shows the current and previous active project. When you switch back to the
previous active project, the existing data is updated, improving the sync performance.
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Kiosk mode limits mobile functionality to filling out and submitting forms or tasks without requiring
users to sign in. Kiosk mode is useful if your project has subcontractors who are not users in your

system, but who need to report information.

To enable kiosk mode, go to Menu > Kiosk mode, and then switch the toggle to On.
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1:17

< Menu Kiosk Mode

Last Sync: 01-12-2024 9:49 AM

Kiosk mode is intended to allow mobile
devices to be turned into collection terminals
for a user base that may not have suite
credentials, but still want to collect data/
feedback via events/tasks. Kiosk mode will
limit non-essential application functionality
allowing users to see basic settings pages,
change preferred language, and fill out and
submit events/tasks.

Kiosk Mode
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If you want to limit kiosk mode to a default project, module, or category, you can set those in Menu >

Settings when kiosk mode is off. After you set defaults, and then enable kiosk mode, you can only see
forms within the default settings.

CHAPTER 10 — SYNC

10.1 SYNC

The application must be synced to get the most recent updates from the web application, such as the
latest template revisions, permissions, or access to newly assigned projects.

When you are in a connected environment, tap the Sync icon at the top of any list page to manually
sync the data. A banner at the top of the application informs you when the last sync took place.

Projects

Last Sync: 09-21-2023 9:52

You can access Sync Status and Sync Settings from the Menu page.
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Menu

Last Sync: 01-12-2024 9:49 AM

Completions

Version 23.12.0 (23.12.130.8)

Karen Loftus

Customer Code:
training-qa-2312

( Sync Status >

@ Settings >
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You can check the status of your syncs in Menu > Sync Status.

Page 288 of 363 InEight Inc. | Release 26.1



Compliance User Guide 10.2 Sync status

9:27

< Menu Sync Status

Last Sync: 01-12-2024 9:26 AM

Project Master - 105091

01-12-2024 9:26 AM Complete

Project List

09-11-2023 12:38 PM Complete
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You can customize how the mobile application syncs with the web application in Menu > Settings >
Sync Settings.

13:50

£ Menu Settings

Last Sync: 06/20/2024 1:10 PM

Sync In Advance

>

Sync Over
LB ?
Sync Profile 3

Pending Sync Messages O

Default Language

Sync in advance

Syncing in advance lets you choose whether to sync items from the web in 7, 14, or 21 days in the
future.

As events and tasks are assigned, they need to be available on your mobile device days ahead of the
due date so that they can be done on time.
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12:00

< Settings Sync In Advance

7 Days @
14 Days O
21 Days O

Choose the number of days synchronization will take
place in the future.

> 3 Q

Projects To-Do List Notifications

You can choose whether to allow syncing only over Wi-Fi or over both Wi-Fi and Cellular.

This gives you the flexibility of choosing the most reliable connection available in your location.
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12:01

< Settings Sync Over

Wi-Fi

Wi-Fi or Cellular Vv

Q

Notifications

10.3.0.2 Sync profile

The Sync Profile settings lets you sync assigned work items to your device.
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11:22

< Menu Settings

Last Sync: 01-12-2024 9:49 AM

SYNC SETTINGS

Sync In Advance

7 Days >
Sync Over S
Wi-Fi or Cellular

Sync Profile S
Events & Tasks

LANGAUGE SETTINGS

Default Language S

English

< 5 al

Projects To-Do List Notifications

You can select to enable syncing for events and tasks. Both are disabled by default.
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12:01

< Settings  Sync Profile

SYNC ASSIGNED WORK ITEMS

Events

| @)
rasks O

S i Q

Projects To-Do List Notifications

When you have assigned work items on your device, and then disable one of the sync toggles, you are
asked to confirm whether you want to remove the work items from your assignments and unlock them
on the web.

You can receive pending sync alert messages when you launch the SQC application.

The Pending Records alert messages remind you that there are submitted events or tasks that have not
synced to the web. You can manage the setting in Menu > Settings > Pending Sync Messages.
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13:54

<{ Menu Settings

Last Sync: 06/20/2024 1:10 PM

SYNC SETTINGS

Sync In Advance S
7 Days

Sync Over

Sync Profile

g >

Events & Tasks

Pending Sync Messages o

LANGAUGE SETTINGS

Default Language S

English

You can manage the feature by setting the toggle to On or Off. The feature is set to On by default.

When you open the SQC application and have pending forms or tasks that need to be synced, a
Pending Records message prompts you to perform a sync.

InEight Inc. | Release 26.1 Page 295 of 363



10.3 Settings

> o

Tod ]
< 13:1? Edit

Pending Records

There are 1records pending.
Please perform a sync.

Don't show this message again

Compliance User Guide

To perform a sync, you must open the SQC application in a connected environment, and the

application must remain active in the foreground until the sync is complete.

You can choose to not show the message again by setting the toggle to On, and then tapping OK.
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You can setup push notifications on your iOS mobile device to alert you of any updates of assigned
events and tasks. Use the iOS notification settings to control notification alerts.

16219 al TE
£ Compliance Meatifications
Allow Notifications (,

4 Immediate Delivery

v
Scheduled Summary

B

o e —

— —

b, .I |
Lock Scroen Motification Centar Bannrs
Banner Style

Sounds ' @
Badges (_,\'

Announce Matifications

When an assigned item is set up, you receive a notification on your mobile device.
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Verizon

945

Monday, August 1
Compliance
Event Title - 07/27/2022
Compliance Tue 15:00
Task Title - Due: 07/29/2022

Task description goes here ..

Compliance User Guide

You can tap on the notification to launch the application automatically. If you are logged in, it takes
you directly to the item in the To do list. You must be logged into the application to receive

notifications.
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Mobile tasks have all the same abilities as using tasks on the web with the added ease and
efficiency of offline use.

When filling out a form or task, the top of the page shows the following information:

¢ Sections — The number of sections. Tap this number to open a slide-out panel of sections that
you can navigate to without scrolling.

e Questions — The total number of questions.
e Answered — The number of questions answered.

e Exceptions — The number of answers flagged as exceptions. Tap this number to open a slide-out
panel of questions answered with exceptions. You can go to those questions by tapping them in
the panel.

Cancel Exceptions Template Exam...

Sections | Questions | Answered | Exceptions

1 4 (0] 0 @

General Information

Next to the header numbers is the Information icon. When you tap this icon, a slide-out panel opens
that provides more information about this event, which functions the same way with a task.

In the below example, there are four questions on this event, three of which are answered.
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X

Can Accident Form

Descri

Hid h

Event title Accident For
Specif

8th fl. Date started 01/16/2020
Module

Version

Compliance User Guide

This page also provides you with the project and organization information, the category, event date,

status, reporter, event title, start date, module and version. To close this, click the Information icon

again or click the Close icon at the top right of the page.

Using tasks will follow the same process.

The Information icon shows the project/organization, category, due date, status, responsible party,

task title, date started, module, and version number.
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Finalize Safety Walk Process «f (D

Can Finalize Safety Walk Process X

284
Final

*Ident

One,

*Resp
Proj/org
Category
*pue Duedate )1/0

Status
Janui
Responsible party Karen Loftus
Task title
*Nam
Safe!
Date started 01/07/2020
Kare
Module

Version
Date o

Janu:

Some questions on an event or task might be mandatory. They are denoted with an asterisk (*). On
some occasions, an Information icon provides more information. When selected, they provide
information such as cautions or general information to help you complete the event or task.
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o VIW Wi-Fi ¥ 2:44 PM ol VZW Wi-Fi & L3 2:42 PM L 74% .. )

Accident Form £ Back Details

Cancel m Description of the accident
y . Please do not includes individuals names in
Accident Information this field

Description of the accident

On Friday morning | ran into

* Date of incident
Time the incident occurred

Specific location where the accident occurred

You can use voice dictation within the Compliance mobile application. Select the microphone from the
keyboard on the screen and speak.
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File View Help
ul VZW Wi-Fi ¥ 2:29 PM L 77%mm

Accident Form 4 ®

Cancel 2
Accident Information

Description of the accident O

*Date of incident

&

Time the incident occurred

QIWIEJRITIYJU]JI JOP

AJSIDIFJGIH]JIK]L

4 Z X CVBNM &

123 @ 0 space return

The dictation will be transferred to the area you selected, making it convenient to fill out the event or

task without the keypad.
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File View Help
! VIW Wi-Fi ¥ 2:30 PM Q@ 77% =

Accident Form 4 ©

‘ Cancel

Accident Information

Description of the accident |

On Friday morning | ran intol

* Date of incident

Time the incident occurred

The check-in and check-out options make it easy to manage who is working on an event or task. You
can check out any event or task, no matter its status, to any user on the project as long as their
permissions allow it. Checking out will lock the item which means only the user who checked out can
make updates. When the work is finished, it can be checked back in so it's available for other crew
members.

If something is left checked out by accident or you can't get back into the project, anyone with the
right permissions can force check in to unlock it.

For events that include a form flow, you can also send them directly to the SQC mobile app to be
completed. For more information, see Event and Task Management.
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Check-in Tasks or events

To check-in an event or task, you must enable the Checkout Sync option under Settings > Sync profile>
Checkout Sync. This option will sync items that have been checked out and assigned to you.

1. Events and Tasks that have been checked out and assigned to you can be found in the To-Do list
under the Assigned tab.

8:58 7

Steel Structure Training Job (105... ¥

Last Sy Al

em o

Injuries ~

Safety protocel needed
07-17-2025 2025011700004

@ Incident Form_2025072500001
07-25-2025 2025072500001

2. If an active form flow is moved to a non-step user, you can still fill out the form but not advance it.
The form flow step responsible party can be found by clicking the information icon.
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Cancel Tour Outcome form_2...

Sections | Questions | Answered | Exceptions

Save

1 8

TOUR It Tour Qutcome form

- ProjfOrg
Category
Event date
Status

Reporter

6

Steel Structure Training Job
(105091)

Tours

0

07-25-2025

Karen Loftus

Pending

Namel] rorm Flow step
responsible party

Karen Loftus

Event title
Eventid

Date started

Module
Who g

Version
Kare

Date &

07-2¢

*Did t

On

07-25-2025

Tour Outcome
form_2025072500002

2025072500002

Safety
2

Compliance User Guide

2. After completing the form, sync the event or task by swiping right to sync and check it back in to

Web Competitions.

Page 306 of 363

InEight Inc. | Release 26.1



Compliance User Guide 10.5 Filling out an Event or Task - Mobile

1018 7
7:349 w FTE
Steel Structure Training Job (105... 7
Last Sync: 07-31-2025 10:17 AM
E Incident Form_2025072500001
07-31-2025 10:17 AM 2025072501
-
Syncing...
@ 22{56 References

To-Do List

Completing the form unlocks the event or task and makes it available to another user for check-out on
the web.

10.5.2 Copy a Section

You can copy sections of a form or task when the template sections have been set up to allow it. If the
copy option is enabled, you can use the Copy section button in the section header to copy the section
below the current section.
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The Copy section button might have a different name, depending on how the form or task
template was set up.

You can also tap the Remove icon to remove a copied section.

Crew Information

Copy section @

Select crew member

Crew Information

Select crew member

Your event or task might include a field to indicate the date and time and allows for collection of date
and time either together or separately.

Select a date field, in this case the Date the incident occurred. Scroll to the date you want, and it is
shown under the date of the incident.
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w ! VZW Wi-Fi ¥ 2:50 PM

Accident Form

B 3

Accident Information

* Date of incident

October 15, 2019 ™

Time the incident occurred

Specific location where the accident occurred

September 14 2018
October 1 2019
November 16 2020

The Time question defaults to the time at your current location. Use the scroll bar to move to the time
in AM or PM for your selection.
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ol VZW Wi-Fi & 2:54 PM % .

Accident Form ©)

Cooa | o
Accident Information

On Friday morning | ran into a post while walling
back to my rig

135 characters remaining

* Date of incident

October 15, 2019 m
Time the incident occurred
2:00 PM G)
1 59 AM
2 00 PM
3 01

10.5.3.2 Choice

This is used for options like yes/no, pass/fail, accept/reject. These questions are a radio button or icon.
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CONCRETE FOUNDATION RELEASE 4 (i)

CONCRETE FOUNDATION RELEASE

COMPRESSIVE STRENGTH MEETS, OR WILL MEET,
SPECIFIED 28 DAY STRENGTH

P
%,

CONCRETE SURFACE: FLATNESS; HI/LO; SLOPE;
FINISH; PREPARATION FOR GROUT; CLEANLINESS

r'e “\
()
L

[X)

Areas in the event or task that capture free text in short (250 characters) or long form (4,000). For
example, this can be used for descriptions, short descriptions, explanations, names of subcontractors,
and locations.

There are also large text fields. In this example, it's the Description of the incident. Clicking on the
double arrows expands the box for you to continue typing or use the microphone to dictate.

i VZW Wi-Fi T 259 PM @ 71% .

Accident Form 4 @

s ! m

Please add any pertinent photos
0]
Attach photos

[za] 0 photo(s) attached

4000 characters remaining

On free text fields, the mobile application opens a full page for efficiency.
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A people picker is available to use to select those users that have access to the module at the
organization level in which the event or task is being performed against.

To access the names, begin typing the name or select the People Picker icon. Depending on how the
administrator sets up the question, you can select multiple users or none, and the list of users can
include either only users with Compliance roles or all users in the project.

A new page is shown with the names of users. Select the name and it appears in the indicated field on
the event or task.

Depending on how the question is set up, the selected user can receive an email notification.

Incident form

 Back People picker
B
bhavna gup:
Brandi Hef

What time i the injured party start werk on the dy of the incident? bridgette quintero
v

Please 3dd ey pertneat photos i
paul bannion

(0]
attnch phatos s
(o o Susan Cappelloni

The people who show in the list are the users who have a Compliance assignment to the project
for which the event or task is being filled out.

The Compliance mobile application lets you attach photographs, or Microsoft Word and Excel files, or
PDF documents. You can also annotate the areas of focus while filling out the event or task. Select
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Attach photos to add photos to the form or task. After tapping attach photos, it will open a page from
which you can select an option from the Photo Library, Take Photo or Choose File .

For example, you might attach location photos of buildings or objects, or a picture of a letter or
certification.

Photo Library

Was anyone injured during this in

O Yes Take Photo
O N
Choose File
What time did the injured party
Pl dd any pertinent phot ®
©;
Attach photos
[Ea] 0 photo(s) attached

Attachments must be less than 50 MB.

After the picture is taken, you can edit the photo by selecting the Edit button on the top right of the
page. This opens editing and annotation options. There are colors, widths, and text options available. A
time stamp is added when edits are made, and the stamp can be moved around the screen for optimal
viewing. You can also edit the name of the image file to be more meaningful than the default name
given by your device.
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vancel Miarkup

—
T} Text

@ Timestamp

Prior to the image being saved, the Undo icon in the lower left removes edits.

When finished, tap Done and return to the event or task page. Here you see the photos you included.
If you want to view the photo, select the image and it takes you back to the photos. Alternatively, if

you want to include more photos, tap Attach photos again.

Page 314 of 363 InEight Inc. | Release 26.1



Compliance User Guide 10.5 Filling out an Event or Task - Mobile

wl VZW Wi-Fi ¥ 31 PM L 69% =

Accident Form 4 ®

Accident Information

Please add any pertinent photos

(0
Attach photos

| [a] 1 phpto(s) attached |
!

‘m

If integration with InEight Document is configured, you can also see if supporting documents from the
Document application are attached when performing a form or task. Document links are shown in the
list of attachments with the Document icon and document version numbers.

Attach

Audit response
(InEight Document)(Version A.01)

To remove an attachment, swipe left, and then tap the Remove icon.
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Attach

Audit response
(InEight Document)(Version A.0T)

A form flow button can complete the first step of a form flow from the mobile application. Additional
steps must be completed by responsible parties in the Compliance web application.

Form flow buttons have a right arrow next to them.

Cancel

Injured Party Information (Confidential)

Date of Birth

&

Date of hire

Send for Manager Review

A GPS question lets you provide your location by tapping GPS or by entering your coordinates directly
in the fields. You can also tap Clear GPS to remove the information if you need to enter a different
location.

To use the GPS button on your mobile device, you must allow the Compliance app to access your

location when prompted.

If you enter GPS coordinates automatically, you cannot manually edit the coordinates.
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Integrated list questions are lists that integrate with the InEight Platform master data library. The
Integrated list question includes resource column fields in a series of cascading questions. You can use
cascading questions to narrow down the selection of a resource. For example, you can add Vendor
Region, Vendor Country, and Vendor City column fields of cascading questions to narrow the selection
down to a city. When you are connected to the internet, the list pulls data from Platform’s resources.
For more information on Integrated lists, see Integrated List.

For more information on how to save and submit a form or task, see Complete a Form or Task.

The following steps walk you through performing an event on a mobile device.
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Fill Out an Event - Mobile

1. Open the InEight SQC mobile application and launch Compliance by tapping Compliance.

() comPLIANGE

& COMPLETIONS

Sign Out

2. Log in and select Compliance if selection is shown (You may be directly taken to the Compliance
projects screen).

3. The Projects screen is shown.

The mobile application saves your password for quicker log-in.

4. Open a project for which there is a report.

If your access allows, select the project 105091 — Steel Structure Job
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1:37 PM

Projects

&> Account Root Organization >
v (RootOrg1)

<> Steel Structure Job

v (105091) >

5. Select a module, in this case Safety.
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< Projects Modules

0O
1]

© &

Safety Compliance

Change

S n

Projects To-Do List Notifications

6. Find and select a Safety category, in this case, Incident, from the Categories screen.
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10.5 Filling out an Event or Task - Mobile

< Modules Categories

Safety Q 28
e ACME Construction >
e Audits >
'e Claims >
e Corrective Actions >
a Crane Group ’
e Crane Rigging .
e Observations »

7. Select an event from the templates list, in this case, Incident form.

{ Categories

Incident

&

Incident form

Templates

8. Fill in the form.
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Incident farm

*Initial desription of the incident
bt log when i fell on rocks

“Date of incident
May 13, 2019

Time L incident sccures
219

Specitic lacation the incident sccurred

north side of site

Description of the incident

Carrying & koad of 1rksh whan worbar ket Fis Booting and fell on rock bed

Whas anyone injured during this incident?
@
(@) res

Om

e
@ e
O erernn

Hamea of the injured party

paed bennion

Wt i i e Injuseed Bty SEAFT mork o6 Uhe day of the ineident?

1228 PM

Incident form

Piease 832 any pertinent phetss

incidant cassificatisn

(@) Fe e

() tostTime

() mestriersaputy

() ounesmee.

() won- waek retatea

() maarsass

() muno ftavipmens
) ity sarive

O rossiny

Didthe iy kind of
(@) ves

O

What s the jobs type of the infured party?
Carpanter

What was the cause of the infury?

Fall- Same Lavel

Compliance User Guide

9. Complete all fields as required. In this example, select Send for manager review.
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Injured Party Intermation (Gentidential)

10.5 Filling out an Event or Task - Mobile

Address of injured party

2224 W Evergreen
Anytown, USA

Gender of injured party

©Ma|e
OFernaIe

Date of birth

February 27,1990

Date of hire

August 14, 2018

Send for manager reveiw

3971 characters remaining "
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There are several ways to finish filling out a form or task depending on how it is set up by your
administrator and what the next steps are.

If you do not have enough time to complete a form or task, or not all information about the event is

readily available, you can tap Save to save your work. You can then continue or close the form or task,
and then come back later to complete and submit it.

Safety Task <4 (

SAFETY TASK INFORMATION

o

As part of filling out a task, you might have to assign it to someone else to complete some of it. To

assign a task, tap the Assign button. If you want to start a new task immediately after assigning the
current task, tap Assign and start new task.

After you have completed your event or task, tap the button to submit it. In this example, the button is
labeled Submit form. This syncs with the Compliance web application for manager approval.
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o VIW Wi-Fi ¥ 3:14 PM D 68% =

Accident Form 4 ©

=
Accident Information

0
Attach photos

[2a] 1 photo(s) attached

CLOSURE OF INVESTIGATION @
Click here to start a workers comp claim report

If you have not completed your event or task, you can tap Save, and it goes to the to-do list,
where you can retrieve it when you are ready to complete it.

After you sync the event or task to the web, it is removed from your device.

For the event used in this example to be completed, open it in the Compliance web application under
Safety > Events. In this example, the status for your event is With Claims Manager.

@ 5100000 - PKS Inc - Compliance -

Safety > Events View All v
w ® Q
(] Event ID Project/Organizatio Category Form name Event title Reporter Event date Status
[ 2019101100005 $100000 - PKS Inc Incident Accident Form Accident Form_20191 Karen Loftus 10/16/2019 With Claims Mana... &
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The manager can now sign off on the event in the web application. Click the event title to open the
event to the closure of investigation section. This is where the manager signs and taps on the Close and
complete this incident button to complete the form.

ncident Report form

X
Signature
CLOSURI [
Signature of §
X
X

(=

After the event is sighed and completed, the status of the event on the Events page changes to
Complete.

@) 105091 (Steel Training Job) - Compliance
SAFETY 2-HVT > Events View:  al v
® Q

Event ID Project/Organizatio... Category Form name Event title Reporter Event date Status
2002700003 S Tannguo  icidens dentepor o ammerhitrumb U5 Karen tofus oszr/2010 @
2019082700002 Steel Training Job Incident Workers Comp Claim Workers Comp Claim 20.. ~ Karen Loftus 08/27/2019 —
2019082700001 Steel Training Job Incident Incident Report form Hammer hit thumb - JD..  Karen Loftus 08/27/2019 _
2019082600002 Steel Training Job Incident Incident Report form Incident Report form 20..  Karen Loftus 08/26/2019 -

The following steps walk you through performing an event on a mobile device.
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When working through a task or event on a mobile device, a locking mechanism is in place to
ensure your completion of the task or event. This means another individual cannot open your
task or event as long they are synced to the mobile device and the list shows the item as locked.

> Events ~ My view v
F ® Q
EventIb Project/Organication Category Form name Event title Reporter Event date Status
2019112700063 ismart ismart_001 Al Questions_0ct_15 Testing nov 27 Krishna Prasad 1172772019 (Pending )
2019112700060 ismart ismart_001 All_Questions_Oct_15 esting for web lock Kishna Prasad /2772019  complete |
2019112700055 ismart ismart 001 Al Questions_0ct_15 esting for checking do lst Krishna Prasad N/zir2018 ((Pending )
2019112700047 ismart ismart_001 All_uestions_Oct_15 Testing for email associated Pradeep Kumar 11/27/2019 L Gomplete |

If the Event title of a locked item is tapped, the event opens, but will be unavailable for edits or saving
as long as the Locked icon is shown.

a7 0 EEm

If the Information icon is selected, edit properties are also unavailable.

X

All_Questions_Oct_15
3031

QUESTIONS
ANSWERED

/7
[ ee e |

Proj/org iSmart
Category ismart_001
Event date 11/27/2019
Status Pending
Reporter Krishna Prasad
Event title Testing for checking do list

Date started
Module Quality

Version 4
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If you prefer to complete a task on the web rather than on mobile, you can delete the task from your
To-Do List.

To delete a task, go to To-Do List > Assigned. Swipe to the left on the task, and then tap the trash can
icon that is shown to the right.

< To-Do List RootOrg1 (S100000 - PKS Inc)

1 oQ

@ Safety ABC 123 - Corporate Safety Forms

Repair Crane [] | \
10/15/2021 @

When you remove a task from the To-Do List, you must be connected to the internet via Wi-Fi
or cellular. If you remove when not connected, the task is removed but not unlocked on the
web. In this case, you must resync when connected, and then remove again.

After you remove a task from the To-Do List, it is recommended that you not sync your device until the
assigned task's status is changed from Scheduled to Pending in the web application. To update the
status, you can start the task on the web or, if you have permission to edit properties, you can bulk
update unlocked tasks.

If the task status remains Scheduled the next time you sync, the task is locked and downloaded
to your device.
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Compliance Web

Templates Manager Form & Task Event & Task

- - Create
View / Edit
Templates

-

InEight Mobile

Form/Task Save
Execution

The InEight mobile application lets you incorporate technology when completing inspections and tasks
instead of using a paper form. It can be downloaded from the Apple App Store for iPhone or iPad
devices.

Like the SQC mobile application, you can perform inspections and complete tasks using the forms,
guestionnaires, and tasks created in the Compliance or Completions web application. However, you
must have an active connection to the Internet to use the InEight mobile application. You can access
forms or tasks based on your project assignment and permissions, including forms with active form
flow.

The application offers a Live (online only) and Remote apps option, where you can select the
connection that best suits your environment. The Remote apps option references the existing SQC
mobile application.
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1Z10PM  Tue Oct 8

Project Structure Header

Area

Segment

System

Events

Steel Structure Training Job J Salety

Forms ] Tasks

Will this impact our timeline?

My Overdue ltems

INEIGHT @

For more information about mobile device requirements, see Client System and Mobile Device

Requirements Specification.
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Compliance User Guide 10.10 Navigation

Compliance & Completions Web

Module Ssttings Templates Manager Forms/Tasks Events/Tasks

— ——» PUBLISH — suBMIT —

Live internet Live internet
connection connection

InEight Mobile App

Syne Sync

SQC Mobile App

In the InEight mobile application, the Live (online only) option will display Completions and/or
Compliance based on your permissions and assignments. Once you have selected the desired
application, a list of projects for which you have assignments will be provided. After opening a project,
you can then choose a module. The Forms and Tasks screen provide quick access to your overdue,
scheduled, and in-progress items. The All Items option will display all events or tasks for the project
based on your permissions. The perform form option will display your favorite forms and categories for
the project to which you have access.

The available options under the main menu let you to navigate between the Completions and
Compliance applications. There is also an option to choose a different connectivity mode based on
your environment and whether internet connectivity or stability is questionable. The Reset customer
code option is available to access a different customer code. If the user no longer requires access to
the InEight application or if a device is shared device between users, the Sign out option is available.
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16:37 - = @)
Menu X
&) Completions
(@ Compliance
<> Connectivity mode

@ Reset customer code

INEIGHT®

App version: 24.9.141.1
Environment:
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I T S

Completions Select this option to access Completions
Compliance Select this option to access Compliance

Connectivity mode Choose the connectivity mode based on your environment and internet
connectivity

Reset customer Reset to access different customer codes
code

10.10.2 Navigate to forms and tasks

From the Events/Tasks screen, you can navigate to your forms and tasks. Read more
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7:22 ol ? m'

1
B

Q

< Modules Events

Steel Structure Training Job / Safety

[ Forms ] Tasks

My Overdue ltems My Scheduled ltems
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Go to your assigned forms or tasks.

1. In Projects, select from the projects assigned to you.

13:57 L el

1l
O

Projects

141

Add seaech criseria and peess rebam

Steel Structure Training Job

Training Job

2. In Modules, select from the modules assigned to you
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13:58 »>TE

Modules o

3. In Forms or Tasks, select ‘My Overdue Items’ from the list of options available to you.
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= ¢y
< Events My Overdue Items =
Training Job / Quality
Add search criteria and press retum
PREPARATION & PLACEMENT FOR S...
' 0]
FPREPARATION & PLACEMENT FOR S...
' L) i
WL

4. In Forms or Tasks, select ‘My Scheduled Items’ from the list of options available to you.
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10:08 all T €8

< Events My Scheduled Items |

Steel Structure Training Job / Quality

Add search criteria and press return

Quality review - Dynamic Header Enab...

Karen Loftus .
I

10-07-2024 @

Scheduled
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5. In Forms or Tasks, select ‘My Opened Items’ from the list of options available to you.

= &

Q

< Events
Training Job / Quality

Add search criteria and press retum

PREPARATION & PLACEMENT FOR S...

6. In Forms or Tasks, select ‘All Items’ from the list of options available to you.
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= D
< Events All Items <
Training Job / Quality
Add search criteria and press refum
PREPARATION & PLACEMENT FOR S...
' ®
FPREPARATION & PLACEMENT FOR S...
PREPARATION & PLACEMENT FOR S...
0]

7. In Forms or Tasks, select ‘Perform Form’ from the list of options available to you.
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14:04 =€
= )
< Events Perform Form .

Training Job / Quality

[ Favorites ] Category

Add search criteria and press return

Category A - DO NOT EDIT
Demo Template - DO NOT MODIFY
Concrete

PREPARATION & PLACEMENT FOR S...

< Events Perform Form

Training Job / Quality

10.10 Navigation

14:05 =T E

Favorites [ Category

Add search criteria and press return

Category A - DO NOT EDIT (1)

Checklist (1)

Concrete (1)

Quality (2)

Select a form from your ‘Favorites’ tab or select a category that corresponds with the form you

will be filling out

8. Complete the form or task.
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14:06 »7TE
Demo Template - DO NOT MODIFY
e v Cancel Save ‘

General Information

* Event title

* Event date

month/day/year
* Types

Select one -
* Expiration date (i

month/dey/yesr

* Renewal date

month/day/year

Compliance User Guide

Your administrator assigns all projects, modules, and categories through permissions on the

Compliance or Completions web application. You must have an assignment on an organization or

project for them to show in the InEight application.

You can select any projects you have permission for on the Projects page. You can also use the Search
bar to enter specific text characters and hit enter to filter down to a particular project.
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13:57 - FE

— =

Q

Projects

Add search criteria and press retumn

Steel Structure Training Job

Training Job

You can select any project to which you have access. The InEight mobile application
makes live calls and displays the content. No project data is loaded onto the device, so
the information displayed is near real-time, from the last refresh or loading of the screen.

To work properly, the InEight mobile application requires an active internet connection, either through
Wi-Fi or cellular data. The application does not store or sync any data outside of the content currently
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displayed on the screen. There may be situations where the internet connection is interrupted. While
the mobile application will try to protect any progress made on forms and tasks, an interruption in
connectivity could affect loading fields that require it and may even impact saving or submissions.
Therefore, it's important to ensure a reliable internet connection in the area where the device will be
used for a seamless experience. If internet connectivity is not available or if connection stability is a
concern, the SQC mobile application is better suited to handle offline scenarios.

14:26 *++E

< Back

INEIGHT &

i

When filling out a form or task, the top of the form or task shows the following information:
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13:48 L ol 771

Report a Safety Incident

SECTIONS QUESTIONS ANSWERED EXCEPTIONS

4 17 1 0

Cancel

* Incident date

month/day/year @

* Incident time (1)

Shame | o

Sections The number of sections. Tap this number to open a slide-out panel of sections
that you can navigate to without scrolling.

Questions The total number of questions.

Answered The number of questions answered.

Exceptions The number of answers flagged as exceptions. Tap this number to open a
slide-out panel of questions answered with exceptions. You can go to those
questions by tapping them in the panel.

The information icon is next to the header numbers. When you tap it, a slide-out panel opens that
provides more information about this event. Task functions the same way.

In the example below, there are 1 od 11 questions answered on this event.
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13:49 L

Report a Safety Incident

SECTIONS QUESTIONS ANSWERED EXCEPTIONS

4 11 1

Cancel

* Incident date

month/day/year

* Incident time @

Hour:Minute

(@ Details

o

* Date & Time that the Incident was reported

®
10/08/2024 01:48 PM O]
* Select the name of the individual that the
incident was initially reported to. (©
Select one F-

Click if

() Name was not available in the list.

Report a Safety Incident

Compliance User Guide

L gl 781

SECTIONS QUESTIONS ANSWERED EXCEPTIONS

4

Report a Safety Incident

Report a Safety Incident

Report a Safety Incident

e TR -
Safety

Incidents

10/08/2024
10/08/2024

1 Pending

129

" el

1 0

X

&Y

The slide-out also provides you with the project and organization information, category, event date,
status, reporter, event title, start date, module, and version. To close the slide-out, tap the

Close icon at the top right of the page.

Using tasks will follow the same process.
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Mandatory questions on an event or task are denoted with an asterisk (*). Sometimes, the Information

icon provides more information, such as cautions or general information, to help you complete the
event or task.

14:10 - = L

Report a Safety Incident

SECTIONS QUESTIONS ANSWERED EXCEPTIONS

4 11 1 0
Cancel - §

INITIAL INCIDENT INFORMATION -
REQUIRED WITHIN 24 HOURS

Ellncident date

month/day/year @

* Incident time

Hour:Minute @

* Date & Time that the Incident was reported

®

First level of supervision notified.

Search by Last name as multiple people go by different first
names and may not appear.

incident was initially reported to. @'

Select one -
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You can use voice dictation in the Completions mobile application. Tap the microphone on the
keyboard and speak.

14:15 [ ol 914
— )

Detailed Issue Information

* |ssue Name / Title

* Date Issue Occured

month/day/year @

A S DF GH J K L
4 Z X CVBNM &
123 space return
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The dictation will be transferred to the area you selected, making it convenient to fill out the event or
task without the keypad.

You can copy sections of a form or task when the template sections have been set up to allow it. If the
copy option is enabled, you can use the Copy section button in the section header to copy the section
below the current section.

The Copy section button might have a different name depending on how the form or task
template was set up.

You can also tap the Remove icon to remove a copied section.

Demo form

T

Crew information

* Crew had necessary tools and supplies on
hand?

Yes
No

Not Applicable

Work details

Your event or task might include a field to indicate the date and time and lets you collect the date and
time together or separately.
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Select a date field. Select the date you want, which is then displayed in the date field.

Mapper Template - DO NOT MODIFY

Date and Time

Date and Time

10/15/2024 02:56 PM 123 (©)
Date
10/15/2024 @

OCTOBER 2024

Su Mo Tu We Th Fr Sa

29 30 1 2 3 4 5 O
6 7 8 9 10 11 12
13 14 o 16 17 18 19 |

20 21 22 23 24 25 26
27 28 29 30 31 1 2 [°on

3 4 5 6 7 8 9

TUESDAY, OCTOBER 15, 2024

The Time question defaults to the time at your current location. Choose from presented times or input
your own time in AM or PM for your selection.

10.13.2.2 Choice

Choice questions are used for options like yes/no, pass/fail, and accept/reject. They use a radio button

oricon.
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Choice

Choice - Text

@ Optionl
() Option2

() Not Applicable

Choice - Icons - checkmark and cross

2
®

Choice - Icons - Slider

Text questions are areas in the event or task that capture free text in short (250 characters) or long
form (4,000 characters). For example, this can be used for descriptions, short descriptions,

explanations, names of subcontractors, and locations. In the short or long text fields, you can type or
use the microphone to dictate.
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Mapper Template - DO NOT MODIFY

Cancel Save -

Text

Text - Label only

Text - Long - with default text

This is default value for long text question

Text - Short

This is the default value for long text question

Form buttons

SU - Form button

On free text fields, the mobile application opens a full page for efficiency.

A people picker question is available to use to select those users that have access to the module at the
organization level in which the event or task is being performed against.
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To access the names, begin typing the name or select the People Picker icon. Depending on how the
administrator sets up the question, you can select multiple users or none, and the list of users can
include only users with Completions roles or all users in the project. A new page is shown with the
names of users. Select the name and it appears in the indicated field on the event or task.

Depending on how the question is set up, the selected user can receive an email notification.

— O

Mapper Template - DO NOT MODIFY

People picker

People picker - Assigned users - Send email

Select one &

People picker - Assigned users - Display
employee ID

Select ane i

People picker - Assigned users - select
multiple users

* o

People picker - Assigned users

Salect ane &

Mot Applicable

People Picker - Resource users - Select

muiltinla uears

The people who show in the list are the users who have a Completions web/Compliance
assignment to the project for which the event or task is being filled out.

The Completions mobile application lets you take photographs and annotate the areas of focus while
filling out the event or task. Select Attach photos to add photos to the form or task. After tapping
attach photos, it will open a page from which you can select an option from the Photo Library or Take
Photo using your device.

For example, you might attach location photos of buildings or objects, or a picture of a letter or
certification.
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Select files from...

Local system

Photo Library

Take Photo @

Choose Files

After the picture is taken, you can edit the photo by selecting the Edit button at the top right of the
page. This opens editing and annotation options. There are colors, widths, and text options available. A
time stamp is added when edits are made, and the stamp can be moved around the screen for optimal
viewing. You can also edit the name of the image file to be more meaningful than the default name
given by your device.
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Before the image is saved, the undo icon in the menu bar above can remove edits.

When finished, tap the disc icon to save and return to the event or task page. You will see the included
photo attachment links. If you want to view a photo, tap the attachment link to open it. If you want to
include more photos, tap Attach photos again.

Attachment

®

Select files

1 file(s) attached

ks image000002.jpeg 1
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If integration with InEight Document is configured, you can also see if supporting documents from the
Document application are attached when performing a form or task. Document links are shown in the
list of attachments with the Document icon and document version numbers.

Attachment

®

Select files

2 file(s) attached

k2 image000002.jpeg 4 X

SQC_D... (InEight Document)(Version A.01)

To remove an attachment, tap the Remove icon.

Users can access events with form flow in any step. The ability to advance or reverse the steps is based
on the template configuration and still must be completed by responsible parties.

Form flow buttons have arrows next to them.
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= ]
| iapper femglate -pOMOTMOOFY ]
Form flow
-
-
f
-
|
!—O
f
[—
Buttons

10.13 Filling out an Event or Task

A GPS question lets you provide your location by tapping GPS or by entering your coordinates directly
in the fields. You can also tap Clear GPS to remove the information if you need to enter a different

location.

GPS

Please provide location information

Latitsde
Langitude
Reset

Please provide location information = Manual
entry

Latitude

Langitude

Please provide location information - manual
entry with elevation
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To use the GPS button on your mobile device, you must allow the InEight app to access your location
when prompted.

If you enter GPS coordinates automatically, you cannot manually edit the coordinates.

You can check the status of your forms and tasks in the respective Form or Tasks options: My
Scheduled Items, My Opened Items, or All Items. All saved or submitted forms or tasks will be saved
directly to the web server.

There are several ways to complete a form or task depending on how it is set up by your administrator
and what the next steps are.

If you do not have enough time to complete a form or task, or not all information about the event is
readily available, you can tap Save to save your work. You can then continue or close the form or task,
and then come back later to complete and submit it.
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14:59 -

9)

Mapper Template - DO NOT MODIFY

Text

Text - Label only

As part of filling out a task, you might have to assign it to someone else to complete part of the task. To
assign a task, tap the Assign button. If you want to start a new task immediately after assigning the
current task, tap Assign and start new task.

After you complete your event or task, tap the Submit button to submit it. The buttons may have other
labels depending on how the form or task is configured. In this example, the button is labeled Submit
and Complete the form.
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PREPARATION & PLACEMENT FOR STRUCTURAL CONCRETE
covs RN

Date

10/17/2024 i

Signature

CheSactt

Name

Joe Smith

Date

10/17/2024 A

INFEIGHT @)

Once saved or submitted, the event or task will be available for others to access on the web via
Completions web, Compliance, or the InEight mobile application.

When you are completing a task or event on a mobile device via the InEight mobile application, a
locking mechanism ensures your completion is not impacted or overwritten. This means another user
cannot open your task or event. Additionally, events and tasks synced to the SQC mobile application
will show a locked icon.
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Events or tasks that are locked can be opened for viewing but may not be edited. If the same user has
an event or task locked, the user could see an option to unlock the item. This option will load the last
saved responses from the server.
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Push notifications are unavailable on the InEight mobile application and cannot be configured
currently. SQC mobile users who have set up push notifications on their devices may see notifications
related to that application while using the InEight mobile app. If you no longer want notifications for
the SQC mobile application, you can control notification alerts using the iOS notification settings.
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This is an index of video transcript pages. For the full video gallery, see the main video page.
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