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Forms User Guide 1.1 Forms in InEight Document

CHAPTER 1 —-INTRODUCTION TO FORMS

InEight Forms are documents that are completed on a step by step basis with inputs and sections often
completed by different parties within InEight Document. A simple example of an InEight Form is a
Request for Information (RFI) where an initiating party uses an RFI Form to raise a question from party
to another on a project. This question is then responded to on the same Form by one or more other
parties.

A more complex Form might be a Non-Conformance Report (NCR) Form where there may be multiple
steps required to be managed and recorded on the same Form from the initial raising of the issue to
the final close out.

An InEight Document Form has a single reference number, a single status indicator and is managed via
a separate Forms module. The Forms module also enables defining of a complex workflow driven
process for the completion of a Form type, which ensures that events in relation to the Form happen in
the required order.

Forms are mobile friendly and allow for offline and online completion.

1.1 FORMS IN INEIGHT DOCUMENT

There is no concept of “outgoing” and “incoming” with Forms. Rather, a Form uses a concept of a
Form being structured in Sections and with Steps to be taken to move between the Sections. The steps
can be managed via a Form Workflow. A Form typically works as follows:

1. An Initiator creates a new Form e.g. Request for Information (RFI) or Non- Conformance Report
(NCR).

2. Areference number is assigned to the Form.

3. The Initiator completes the initiator section of the Form. This includes the following:
a. Details about the issue/question being raised.
b. Reference documents.
c. The “Requested by” person.

d. The distribution list (Form recipients) clearly indicating who is intended to action each
subsequent section of the Form (listed in the “For Action” field) and who is just receiving
the Form for information (For Info field).
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4. Prior to being published, the Form is visible only to the Initiator and can be saved multiple times
and remain as a draft.

5. Once finished, the Initiator publishes the Form using the Complete Action button.
6. Based on the type of Form the following then occurs:

a. For Non-Workflow Forms (e.g. Hold Points): All Form participants are notified and all
remaining sections of the Form enabled and completed as required. Any user in the For
Action field can update and edit any Form sections except for the initiator section. Section
level control can be maintained by clicking the For Action button and updating
permissions for each user to each section on the Form.

b. For Workflow Forms (e.g. RFI): the status is changed and recipient(s) responsible for the
next step in the workflow are notified. The final recipient for each step chooses what the
“Next Action” will be (for example to return the Form to the Initiator or send it on to
additional recipients for further action). Each step has a default status, but an alternative
status can also be selected when selecting Next Action.

7. While the status of a Form remains as Outstanding, the Form can continue to be edited. When
the Form status is changed to Closed Out it becomes locked and can no longer be edited. If
required, an Administrator can reactivate the Form using the More button from within the
Forms register.

Form participant access can be set at a Form or Section level or defined by a workflow. Default
distribution groups and workflows can also be defined in advance or as required.

1.2 TERMINOLOGY

There are a number of terms used within InEight Document in relation to Forms.

Form

Sections: Separate areas of the Form to which access can be controlled.

Form Steps: Logical steps connected via a workflow

Next Action: Possible outcomes the user can select from after completing their step (configured
via the workflow). This outcome can also affect the Form Status.

Form Status Values that are assigned to one or more steps to further assist in the management of
Values: forms.

Distribution: The distribution list for a Form is separated into people receiving the Form “For
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Form

Sections: Separate areas of the Form to which access can be controlled.

Action” and those receiving the Form “For Information”. “For Action” recipients can
add information to the Form (although for Workflow based Form, access is further
restricted by workflow Steps).

Complete This is the process of publishing the Form or to indicate you have completed your
Action: section resulting in the Form being moved onto the next Step.

Workflow A workflow driven Form is broken into a number of steps with each step related to
Driven one or more sections to be completed by one or more assigned recipients.

Forms:

Non-

Workflow A non-workflow Form is comprised of two elements: The Initiator Section and one or
Driven more other recipients sections.

Forms:
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CHAPTER 2 - FORM COMPONENTS

2.1 Distribution Lists

2.1.1 For Action Participants ... ...l
2.1.2 For Info Participants ... ...

2.2 Initiator Section
2.3 Form Tab Options
2.3.1 Links Tab

2.1 DISTRIBUTION LISTS

Form participants are split into “For Action” and “For Info” groups.

2.1.1 For Action Participants

For Acticn

Frank Jacobs (Engineering Project Services) «  Adrian Hinkley [Engineering Project Services) «

The “For Action” field recipients can be required to update one or more sections of the Form other

than the Initiator’s Section. The initiator may also be added as one of the For Action recipients.

2.1.2 For Info Participants

The “For Info” recipients are not able to edit field values in the Form sections but can add comments

and view the history details of the Form.

For Info John Smith (Houston Contracting) »

InEight Inc. | Release 19.7
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2.2 INITIATOR SECTION

The Initiator’s Section of a Form contains a Distribution List, Subject, Message and standard fields such
as Discipline, Area and Location, similar to those standard fields used in the mail module. On some
Form types other fields such as a grid or date and time fields maybe available. The recipients will also
be able to view who created the Form, who last edited it and the corresponding dates.

|5ubject: |Conﬁrrna‘h'on of Dimensions

Message:

Please confirm on attached

02/03/17 - Updated to indude structural impacts as per commeants,

Discipline : | Cv - Civil | Area: |L1-Lewel1 [* Location : | HO - Head Office (™|
Response Required By: A

RFI By: Houston Contracting | T | Greg Harrison [~ On: EH

Created By: Greg Harrison (Houston Contracting) On: 7 Apr 2017, 10:14 AM +10:00

Last Edited By: On: 1 Jan 1900, 12:00 AM +11:00

Attach Files |1.

Al 2 The administrator or the creator of the Form is the only person able to edit this section.

2.3 FORM TAB OPTIONS

In addition to Form details it is possible to use the tabs at the top of the Form screen to:

Establish Links between the Form and other InEight Document objects.

Allow Comments and discussion around the Form.

View the Review Status (i.e. who is currently responsible for updating the Form).

View the complete History of all actions and events in relation to the Form.

h Details '\ Comments | ReviewStatus | History
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2.3.1 Links Tab

Form Links allow a user to link other InEight Document objects such as Mail, Documents, Transmittals,
other Forms, and Packages to the Form. These links are also shown in the corresponding module (i.e. it
is possible to see the Form in the mail thread should a Form have been linked to that piece of mail).

Links follow existing access rules. For example, if you do not have access to view a piece of mail in the
Mail register (because you aren’t the sender or a recipient and you don’t have company access to that
mail) then you do not see the link to this mail in the Form.

Request For Information

Save Print |=| Close More ™= Cutstanding s
| Details | Links Comments | History
B 1 Links
= Mail (1)
Mail Ref Subject Mailbax Type Date Status From
HCC-000001 Confirmation and Authorsation to Mail LETTER.  30-03-17 02:10 PM  OUTSTANDING  Greg Harrig

Commence works

Links are displayed at the bottom of the form when exported to HTML or printed.

Links

Document Links:

Document No. | Title Rev. | Sts | Disc. | From From Company

E-G-L-0001A High Voltage Electrical Outline Level 1A | C IFI | ELEC | Greg Harrison | Houston Contracting

E-G-L-0002A High Voltage Electrical Outline Level 2A | C AB | ELEC | Greg Harrison | Houston Contracting

E-G-L-0002B High Voltage Electrical Outline Level 2B | C AB | ELEC | Greg Harrison | Houston Contracting

2.3.2 Comments Tab

The Comments tab captures informal discussions among Form participants. Comments can be made by
all users with access to the Form (for action OR for information). When creating a comment, users can
select which of the form participants are to be notified.
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I Details ?'_ Links Comments | History
Comments
[0 4 Itema Date Raised By Company Comments
[ 01 02-03-17 Greg Harrison Houston Contracting Pleasze note that this is a

structural issue

Add Response

2.3.3 Review Status Tab

The Review Status window displays a history of reviewer actions (including the step during which the
action was taken), number of days taken to review the Form, completion dates and the current
recipient(s) reviewing the Form.

Request for Information
I Configure Workflow 02-DT Comments -
- Details | Lnks |\ Comments | Review Status |
Review Details
Step Step Title Reviewer Name Reviewer Company Total Days Total Days Total Days Scheduled Actual Optional /
Scheduled To-date Left Completion  Completion  Either
01 Design Team Review Adrian Hinkley Engineering Project 2 0 0 22-11-15 19-11-15
Services
02 PE Review Joe Fredericks Houston Contracting 2 133 0 22-11-15 24-05-16
01 Design Team Review Adrian Hinkley Engineering Project 2 0 0 25-05-16 24-05-16
Services
03 PV Review Greg Harrison Houston Contracting 2 0 2 25-05-16

2.3.4 History Tab

The History tab displays a complete history of events and actions regarding the Form.

Every action (the download of attachments, editing of text, changing of Form Distribution and change
of Status), will be recorded in the history. Form content edits will show both the before and after state.

The Form History can be filtered by date range of edits, company, Contact making changes or event
type.

If a section is not visible on the Form for a given user, then the History for that section is hidden for
that user.
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2.3 Form Tab Options

History
Event/Action Date = Name Company
Comments Added 02-03-17 01:23 PM  Greg Harrison Houston Contracting
Form Created 02-03-17 01:22 PM  Greg Harrison Houston Contracting

InEight Inc. | Release 19.7

|Search form History | Go  Advanced  Saved

Description

Modified Comments from < Please confirm on aftached™ to

< Please confirm on attached 02/03/17 - Updated to indlude
structural impacts as per Mitch s comments.>

Form Comments < Please nofe that this is a strucfural issue>
added

Recipient < Mitch Meadows (Houston Contracting = notified
Modified Form Reference No to < HOC-RFI-000002>

Modified Subject to < Confirmation of Dimensions:

Modified Form Initiator to < Greg Harrisan (Houston Confracting,)
=

Modified Requested by to < Greg Harmison (Houston Contracting)
=

Modified Form Status to < QLTS TANDING:

Modified Date Created to <2/03/2017 1:22:19 PM=

Modified AREA to < (LU=

Modified LOCATION to <H0=

Modified DISCIPLINE to <ARCH=

Modified UserGenerated to < 1>

Modified FromCompId to < HCC

Modified Fromld to < GH=

Recipient < Mitch Meadows (Houston Contracting)> added
[Section DO - RFI]

Modified Comments to < Mlease confirm on attached
Modified Int_Adr to < Greg Harrison (Houston Contractimgt>
Modified CompanyMame to < Howusfon Contracting

Modified Position to < Project Administrator=

[Section 01 - Lot Details]

Modified FromChainage to <=

Modified ToChainage to < 0>
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CHAPTER 3 - FORM REGISTER

The Forms Register is accessed using the Forms module button on the left hand side of InEight
Document. The register includes Form Type, Initiator, Status and Company Information. Available Links
are denoted by the chain (link) icon and forms that have been allocated to a folder have the folder icon

displayed.
Forms
MHew = | Cancel Refresh | Print | Export = | More =
[] Form Ref Type Subject Created ~  Initiator Initiator ~ Status gy ﬂ
Company |

| I | ]l hd [dd-meyy | = | = &
[] HCC-NCR-D0D002 NCR Steel Clash 10-04-17 Greg Harrison Houston Cor OUTST
[0 HCC-RFI-00D006 RFL Coenfirmation of Dimensicns 07-04-17 Grag Harrisan Houston Cor COR g
[] HCC-RFI-000005 RFI Confirmation on piping dimensions 07-04-17 Greg Harrison Houston Cor COR
[] HCC-RFI-D00004 RFI Confirmation of Dimensicns 07-04-17 Greg Harrison Houston Cor COR
D BPS-CO-000001 co test 2 06-04-17 George Robinson Engineering COR
[] HCC-RFI-000003 RFI 30-03-17  Greg Harrisan Haouston Cor OUTST —
[] HCC-CAR-000003 CAR Confirmation on new dimensions for concrete slab 24-03-17 Greg Harrison Houston Cor OUTST
[] HCC-RFI-000002 RFI Confirmation of Dimensions 02-03-17 Greg Harrison Houston Cor QUTST
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Forms User Guide 4.1 How to Initiate a New Form

CHAPTER 4 — PARTICIPATING IN A FORM

This section covers the standard user process for initiating and reviewing Forms using default
workflows and distribution groups.

4.1 How to Initiate @ New Form . .. 17
4.1.1 Creating Forms in Bulk ... L. 20
4.2 How to Review and Update @ FOrm ... 22

4.1 HOW TO INITIATE A NEW FORM

1. Click on the Forms Module to open the Forms Register.

2. Click New and select the type of Form to initiate.

New v Forms
m Cancel ||Refr&nh‘ Print ‘Export
1 Change Request
~
® Dashboard Communications Requirement
i Concrete Order
= Mail Corrective Action Report
Defect Notice Approval
B Documents

Documentation Record
Drawing Review Comments
¢ Transmittals Engineering Change Motification
Hold Point

=
Forms Inspection Measuring and Testing Equipment

| s S s I e AN s Y s N s |

3. For a Workflow Form, click Select Reviewers and choose the appropriate Distribution group then
OK. This will automatically populate the For Action and For Info fields.

Non Conformance Report (&) workdlow Distribution

Distribution™ | NCR workflow] Gl

. 5 Select Reviewers
| Save | Complel:em:hon” Print |-| Close HMore - HCcnﬁgureWorkﬂUw“ Select Workflow Distribution—

NCR Review for QA Software
MRCB Trial
NCR woridlow

Detalls

4. For Non-Workflow Forms, manually add recipients to the For Action field (who are required to
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Forms User Guide

update one or more sections) and recipients to the For Info fields (who need to view the Form

but can only add comments in the Comments tab and view the history details).

& Forms Testing Project - Internet Explorer - — e = -

Page: 10 of 24

CAR No:
Frank Jacobs (Engineering Project Services) »  Greg Harrison (Houston Contracting) » itiator  Status gy | e
i’
el Bt e pany
| -
ForInfo \ Adrian Hinkley (Engineering Project Services) « e ‘ Houston Cor OUTST
Houston Cc OUTS'
Subject: | | Houston Cor OUTST
Message: Houston C« OUTS'
Houston Ct CLOSE
Houston Cor COR g
Houston Cor COR
Houston Cor OUTST
P ST TE—— S — ineerin CLOSE
Discipline : | — Select a Discipline - Area : |- select an Area - | Location : |~ Select a Locetion h
CAR Type: | Select a CAR Type - |=
Reference: ‘ ‘
CAR By: | Houston Contracting |~ | [ 30hn smith |=]on: [sa-mm-yy]
Created By: E
9 items in 1 pages

on:
Last Edited By: on: |
b |

Words: 3,

5. Next, if required, define which users need access to each Form section by clicking the For Action

button and assigning None, View or Full access per user per section then click OK.
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|
(& Forms Testing Project - Internet Explorer =la] = s
. B ) @
2 n i i = =
(2 FORMSTEST - New Corrective Action Report - Internet Explorer - } . Logout
- Select Recipients a e
=== k-
[l " Individual contacts Filter by company - Clear All oK Cancel re
Ihd} .
ports Tk Admin =
Go |
-
] sonal
[ Name Company To 02 03 04 | =
No records to display. Frank Jacobs A |~
(Enginesring Frojec: -
Services) fInitiator  Status .‘| —
iCompany
Greg Harrison
> |(Houston e b (.
- Contracting) None Houston Cor OUTS
George Robinson View hiouston o o
(Engineering Project Full & REL0C OUTS
B Services) Houston Cor OUTST s
0 Houston C( OUTS' (=]
Houston C« CLOSE
Houston Cor COR gy
Cc 02 03 04 Houston Cor COR
Adrian Hinkley Houston Cor OUTST
(Engnatng et R
D Services) ngineerin
G >
Re
<<
a
G
o 9 items in 1 pages
| View Selected Selected: @ 3
Al =
v o
g B — - 7 5
Fage:110f 24 | Wardsi3,552 | o5 | Insert | B8R = = 100 (o) [} (+)

6. Complete all other required details in the Initiator section (fields will depend on the type of Form
and project) and attach documents or InEight Document Mail using the arrow next to the Attach
button, if required.

7. Click Save to save progress but keep the Form as a draft.

8. Once complete, click Complete Action to publish the Form. Form Recipients will then receive a
notification that a Form has been issued to them.
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InEight"
DOCUMENT

T TeamBinder
Motification of Form Issued

You have received the following Form in TeamBinder.

Project: Forms Testing Project (FORMSTEST)

Date: 11 Apail 2017, 01:53:08 PM +10:00
Form Reference No | Subject Form Initiator
HCC-NCR-000004 Tasl Greg Harmizon (Houston Conlracting) ;
Status Type  Tithe Created Date | lssue Date '

QOUTSTANDING | NCR  Mon Conformance Reporl | 11 April 2017 | 11 April 2017

Distribution:

For Action

Hame Company

Adrian Hinkley Engineering Project Services
Frank Jacobs Engineering Project Services
George Robinson Engineening Project Services

New distribution groups can be created from within the Configure Form Workflow table as outlined in
section 7.13 below.

4.1.1 Creating Forms in Bulk

Forms can be created in bulk to serve as place holders for future use, prior to the actual forms being
created.

To create forms in bulk:

1. From within the Forms register click on the More button and select Create Forms in Bulk and
select the Form Type.
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@ QA Software . .

TeamBinder Support Hotline: 1800 727 102 TB Admin  Settings v Help ~ Logout
WDEDEMO4 - Standard TB project including optional modules v Q search & contacts | v 1l Reports % Admin
New v Forms G Adwanced | aved (111 personal

luew -‘ Cancel Im‘ Print. ‘ Export ¥ “mre - - All - h
[ Form Ref Type sul Duplicate ’ Status g e
© Dashboard Register View ’ — 1
B Mail ‘ 52 h.d] Change Status to L B
No recards ta display. | Create Formsiin Bulk » Non Conformance Report
B pocuments Configure Farm Warkflow Request For Information
Transfer Ferm Ownership
&» Transmittals Generate Hyperlink for the current Register
# Packages
[@ Tasks
: <
88 Ppublished Reporis
i Lots
&= Gallery
¥ Checudist
|
[t | » (M| Pagesize: 100 |~ 0 items in 0 pages

2. You will then be prompted to enter standard information that is captured when creating a single
form of this type excluding any custom fields.

Bulk Forms Creation

O Subject* Disc Area

0= ‘ I | - Select a Discipline — | |— Select an Area — |
O ‘ ‘ | - Select a Discipline — *~| |— Select an Area — V]

NOTE o Use the New Rows button to enter the number of forms to create.

e Use the Validate button to check the entered data before clicking the Save button.
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4.2 HOW TO REVIEW AND UPDATE A FORM

1. Once notified there is a Form available to update, access it by selecting the “Awaiting
Action/Review” link in the Forms widget on the Dashboard or choose the appropriate Form from
the Forms Register using filters as needed.

Dashboard

ik —
J* Forms e~

g 1  Awaiting Action/Review

g 7  Status Outstanding
g 2 Status Closedout

0 Forms to be Issued
g 1 Unread Forms

Personal | Company

2. Next, enter the required data in the relevant fields in the section(s) which have been enabled. If
the Form is a Workflow driven Form, only one section will be available (all other sections will be
greyed out), however, if it is a Non-Workflow Form, then all sections the reviewer has access to
can be completed at this time.

Page 22 of 54 InEight Inc. | Release 19.7



Forms User Guide 4.2 How to Review and Update a Form

Design Request for Information

Last Edited By: Joe Fredericks (Houston Contracting) On: 12 Dec 2016, 03:47 PM +11:00

Action By:  Pac Userl (Pacific Complete) Manaae Reviewers
Message:

RFI Reviaw By: | Pacific Complete ll | Pac Userl |L On: |::|d-n1m-}.ry| E

Created By: Joe Fredericks (Houston Contracting) On: 12 Dec 2016, 03:45 PM +11:00

Last Edited By: On:

Action By:  Pac User2 (Pacific Complete),Pac User3 (Pacific Complete) Manage Reviswers
Message:

RFI Response By: -- Select a company - On: Bl

Created By: Joe Fredericks (Houston Contracting) On: 12 Dec 2016, 03:45 PM +11:00

Last Edited By: Oon:

3. If needed, actions required for a Workflow Form section can be delegated to another Form
Participant by anyone already assigned to the For Action field for the Section using the Manage
Reviewers option from the relevant Section and assigning an alternative participant.

Action By:  Frank Jacobs (Engineering Project Services) Manage Reviewers
Message

Review By: - Select a company — On: B

Created By: Greg Harrison (Houston Contracting) On: 11 Apr 2017, 01:33 PM +10:00

Last Edited By: on:

4. The Reviewer can link items from other InEight Document modules by selecting More>Link

InEight Inc. | Release 19.7 Page 23 of 54



4.2 How to Review and Update a Form Forms User Guide

Items. These items will then be visible via the Links tab.

5. Once the Reviewer has finished they click Complete Action. If there is more than one possible
next Step, this can be selected from the drop down options (e.g. Return to Initiator or Send for
Review).

~— =3 =
on %‘ A ﬁg v Logout
B conacts ] th Reports | S namin

Advanced  Saved [ || Personal
| CEVanCer J| aver )

=] TeamBinder [~} |

Next Action = & | }-- Select next Step —- x
Return to Initiator
Send for Review

6. For Workflow forms, the Review status/current reviewer(s) can now be seen using the Review
tab.
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Review Details

Step  Step Title Reviewer Name

01 Investigation Adrian Hinkley
01 Investigation Greg Harrison
01 Investigation Frank Jacobs

01 Investigation Matthew Scott

Reviewer Company

Engineering Project
Services

Houston Contracting
Engineering Project
Services

Houston Contracting

4

13

8
13

5

Left

Total Days Total Days Total Days  Scheduled
Scheduled  To-date

Completion
0 28-04-17

0 28-04-17
0 28-04-17

0 10-05-17

Actual
Completion

04-05-17

Optional /
Either

/2 FORMSTEST - NCR-HCC-NCR-000006 - Testing Manage Reviewers - Internet Explorer o[- 50 ] = &
NonionHmaeel el ith Settings . Help v Logout
Save ‘ Print |-‘ Close || More = || Configure Workflow Outstanding -]
& contacts vt Reports Ly Admin
" Details | . Comments 1 Review Status History |
Advanced  Saved |[] Personal

— Al ~

Initiator
‘Company

hd a i
Engineerin CLOSE
Houston Cor QUTST
Houston Cor OUTST

Status g

T —
L

Houston Cor OUTST
Houston Cor OUTST
Houston Cor OUTST
Houston Cor COR

Houston Cor COR g
Houston Cor CLOSE
9 items in 1 pages
i Clear Selection View Selected Selected: 0

7. Once the final Step required for a Form has been completed and the Status updated to Closed
Out the Form becomes locked and can no longer be edited. If required, an Administrator can
reactivate the Form using the Form More button. If it is a Workflow Form, the step the Form

should be reactivated from can also be defined.

If at any time the Form is cancelled, details are updated or comments sent to Form participants, they
will be notified by email, so long as these notifications have been enabled in User Preferences >

Notifications.

InEight Inc. | Release 19.7

Page 25 of 54



4.2 How to Review and Update a Form Forms User Guide

This page intentionally left blank.

Page 26 of 54 InEight Inc. | Release 19.7



Forms User Guide 5.1 Duplicating Forms

CHAPTER 5 -ADDITIONAL FORM
OPTIONS

5.1 Duplicating FOrmS 27
5. 2 FOrms OWNEI SN . 28
5.3 Cancelling @ FOrm ol 28

5.3.1 Form Cancellation — Permissions ... ... ... 29
5.4 Assign FOrm t0 FOlOer ..o 30
5.5 Change Form Status in Bulk ... L 31
5.6 Provide Bulk FOrm ACCeSS .. 31
5.7 Replace / Remove Recipients in Bulk ... 33

5.1 DUPLICATING FORMS

1. From the Forms Register select the Form to duplicate.

ar

Duplicate b Mew Form

Reqgister View 3 l New Revision

Change Status to b EUELUS

Create Forms in Bulk 3 01-02-18 Greg Hal
Configure Form Workflow 10-01-18 Greg H:
Transfer Form Ownership 17-11-17 John Sm
Generate Hyperlink for the current Register 27-10-17 Greg Hal

2. Select the More button then Duplicate.

a. If New Form is selected, then a new form of the same type is duplicated with the
header information copied over. The numbering of the new form is the next
sequential number for the given combination (i.e. if the last RFI created was QAS-
RFI-0004 then this form will be QAS-RFI-0005).
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b. If New Revision is selected, then as with “New Form” all header information is
copied over. The numbering will however inherit the parent number and a version
counter (i.e. in the case of QAS-RFI-0004 being duplicated as a new Revision it would
be numbered as QAS-RFI-0004.01). This is useful for Forms where resubmission of
the same content is required in the case of the first submission being rejected (i.e.
Submittal Forms).

NOTE e The user must have access to create a new Form for the Form type to be
duplicated.

e The duplicated Form will include the original forms initiator section including
recipients, attachments and links.

5.2 FORMS OWNERSHIP

If the owner of a Form leaves the project, ownership of the Form can be transferred to another user.
1. From the Forms Register select the relevant Form and click More.

2. Select Transfer Form Ownership and update the Owner details.

ﬁ Transfer Document Ownership B

Select the new Form owner
Select the User/Company to whom the ownership needs to be transferred to and dick OK

Company: | Houston Contracting -

Contact: John Smith -

Ok Cancel

5.3 CANCELLING A FORM

To be able to cancel a form the User needs: Full access to the Forms module; Send Access to the Form
Type; and for the Form to have been initiated by their company.
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1. From the Forms register select the relevant Form and click the Cancel button above the register.

Forms

Hew * Cancel REI‘rEh.| Print |Ex|:|ort - | More =

] Form Ref T Subject
ype

| I udl T
[¥] HCC-RFI-000006 RFI Confirmation of Dimensions

2. Provide a reason for cancelling the Form.

NOTE e Once the Form is cancelled Form access is removed and it will be removed from
the register.

e The Form can still be filtered and retrieved via the Reports or Advanced Filter
options on the Register.

5.3.1 Form Cancellation - Permissions
Administrators control the global settings for who is able to cancel a form via the Forms Tab within
Project Settings.

The options are:

o Administrators (includes Primary, Additional, and Company Administrators); and/or
e Company Users; and/or

e Form Initiators.
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(=] Project Settings

General Allow cancellation of Forms by [v/| Administrators [v/|Company Users [v/]Initiators

Disclaimers Note: To Cancel Mails the following criteria needs to be satisfied
¢ Send access to the Form Type

Contact Details ¢ Forms are initiated by your Company

Partners
Miscellaneous
Mail
Document
Packages
TenderDocs

Forms

NOTE o To be able to cancel a form the User needs: Full access to the Forms module; Send
Access to the Form Type; and for the Form to have been initiated by their company.

o For existing projects (prior to 5.29), all three options for cancelling forms will be
ticked.

o For new projects, only the Administrators option will be ticked.

5.4 ASSIGN FORM TO FOLDER

1. From within the Forms register, ensure the Folders view is open and select the Form(s) to move.

Folders  standurd . Forms |search ol Fomms____J| 6o
=~ Forms Testing Project | New = | Cancel | | Refrash | Print | Export = | More = |
F B ADMINISTRATION [ Form Ref Type Subject
" 7] AUTHORITY [ PERMITS [ NEIGHEOURS
r [ CONTRACT MAMAGEMENT INFORMATION [ T | T T
'- {7 CORRESPONDENCE HCC-RFI-000006 RFI Confirmation of Dimensions
" [0 DAILY REPORTS [0 HCC-RFI-000005 RFI Confirmation on piping dimensiens
" = FINANCIAL [] HCC-RFI-000004 RFI Confirmation of Dimensions
" 0 LEGAL [] EPS-CO-000001 co best 2
r 7 OCCUPATIOMAL HEALTH & SAFETY |:| HCC-CO-000002 co Testing of Access to sections
+ ~— PROJECT MANAGEMENT [ HCC-RFI-000003 RFI
| " [ QUALITY & COMPLETION [[] HCC-CAR-DOOO03 CAR Confirmation on new dimensions for concrete slab
" ] REGISTERS [] HCC-RFI-000002 RFI Confirmation of Dimensions

2. Drag the selected item(s) into the required folder.
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NOTE » The Form within the folder is provided as a link to the Form in the register.

e Forms can also be allocated to smart folders in InEight Document.

5.5 CHANGE FORM STATUS IN BULK

It is possible to change the status of selected forms in a single action.

1. From within the Forms register select the forms requiring a status change.

2. Then click the More button and select Change Status to before selecting the Status to apply to
the selected forms.

Duplicate i Initiator Comp
Register View b I |

Change Status to » 01 - AM COMMENTS

Create Forms in Bulk b 02 - DT Comments

Configure Form Workflow 03 - PE Review

Transfer Form Ownership 04 - PV Review ,
Generate Hyperlink for the current Register N 05 - RMS Review

MeJg= This process will take into consideration the Form setup (whether or not you are a
recipient on the form) and user access to change the Status (if for example manual status

change is disabled).

5.6 PROVIDE BULK FORM ACCESS

This option allows for users to be added to the For Information section in bulk. This is useful at the end
of the project where another party may require to audit the forms generated during the project
without having to re-activate each of the forms individually.

1. Select the appropriate the form(s).
2. Click More and select Provide Bulk Form Access.

3. Add the required For Information Recipients.
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5.6 Provide Bulk Form Access

Select For Info recipients

Forms User Guide

Company: | Engineering Project Services

™)

|Search all Contacts

[J Name

Frank

[ Adrian Hinkley
Jacobs

George Robinson

ILIILIILIIlI Page size: |E hd

3 items in 1 pages

>

<<

] Name
| Frank Jacobs

|| George Robinson

Company
Engineering Project Senvic

Engineering Project Senvic

0K Cancel

4. If users exist on the form in the For Action or in the Form Information field they cannot be added

back in.

TeamBinder

The selected users could not be added to the following forms.

Form Ref Subject Reason

HCC-MCR- Concrete is uneven Selected user "Frank Jacobs (Engineering Project -

000005 Services) already exists in the Form.

HCC-MCR- Testing Selected user "Frank Jacobs (Engineering Project

000006 Services) already exists in the Form.

HCC-RFI- Steel dash at RL 35.000 on Selected user "Frank Jacobs (Engineering Project

noon14 level 1 Services) already exists in the Form. Selected user
'‘George Robinson (Engineering Project Services)'
already exists in the Form.

LLioe« B T meeentn | oo oo Coalactnd vimeme Tememle T ek (Cmmiem s rinn Diendn - ]

| OK |
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5.7 REPLACE / REMOVE RECIPIENTS IN BULK

This option allows for changes to be made to the form recipient list in bulk if a form participant no
longer is required for a particular action. If the user has completed their step, then they cannot be
replaced.

1. Select the appropriate the form(s).
2. Click More and select Replace (or Remove) Recipients.

3. Select the Current Recipient (only recipients for the forms selected will show here).

Replace Recipients

Curent recipient: Select Recipients Il
Mew recipient: -- Select 3 company -- Il
Select Redipients hdl

Replace Close

4. On clicking Replace (or Remove) the recipients are removed in bulk.
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CHAPTER 6 —USER SECURITY

Access to Forms can be controlled at a Module (Security Group), Form, Section or Step level.

6.1 Module Level Form ACCess ... 35
6.2 FOrm Level ACCeSS .l 35
6.3 Section Level ACCESS .l 36
6.4 Step Level ACCeSS .l 37

6.1 MODULE LEVEL FORM ACCESS

Access to the Forms module is controlled at three levels:

1. By Security Group to define whether users in a group have personal, Department or Company
level access to Forms.

2. For Users within each Security group, you can define whether users will have Read / Send or No
access in regard to each of the available Form types:
Read: A user can contribute to a Form or be part of the Form’s distribution List (For Action or For
Information).
Send: The user has access to initiate this type of Form via the New > Forms menu.

| Mail Type Access : 1 Transmittal Type Access | Form Type Access | \ Users . Security

Form Type Title Read Send
SR Survey Request [ [
DRC Drawing Review Comments [ ™|
IMT Inspection Measuring and Testing Equipment [ [
Q0 Quarry Order
MCR Media Communications Request 1 ]
HP Hold Point ;| [

3. Ona per Form basis, access is controlled based on whether users are listed as For Action or For
Info and is then controlled on a per section basis — see below.

6.2 FORM LEVEL ACCESS

Access rules per Form are as follows:
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o Users who have Department/Company access to Forms can view forms assigned to any users in
their company.

e The Initiator is the creator of the Form.
o The Receiver is any user in the For Action or For Info distribution list on the Form.
o For Info is used for participants that are not required to fill in a particular section.

o User with For Action access to a Section can specify reviewers or delegate by clicking on the
Manage Reviewers link from the Review window.

03 - Review

Action By:  Frank Jacobs (Engineering Project Services) Manage Reviewers
Message:

Review By: - Select = company — On: |dd-mm-yy

Created By: Greg Harrison (Houston Contracting) On: 11 Apr 2017, 01:33 PM +10:00

Last Edited By: On:

6.3 SECTION LEVEL ACCESS

In addition to the standard access rules, the level of user access can be modified when the recipients
are added to the “To” section of the Form.

None: The user will not have access to that Section of the Form. The history of the specific Form
section will not be visible to any user with None set as their access.

View: The user can only view the Form.

Full: The user can create and fill out certain sections of the Form.
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[=| Select Recipients

[ | Individual contacts | Engineering Project Services 7| Clear All oK Cancel

|Sear:h all Contacts | Go

[ Mame « Company To 02
[] Adrian Hinkley Engineering Project Services Greg Harrison
) . . . (Houston Full u <]
] Andrew Paoy Engineering Project Services Con ing)
[] Frank Jacobs Engineering Project Services John Smith (Houston R
[ George Robinson Engineering Project Services *> |Contracting)
€4

.|
|
Cc 0z

George Robinson

(Enginesring Project
Sarvices)

ke d

<<

6.4 STEP LEVEL ACCESS

When creating a new form, it is possible to control the visibility of Steps by restricting the viewing of a
step to only the form initiator and reviewers. As with None level section access, the history of the
specific Form section will not be visible to any user with None set as their access.

InEight Inc. | Release 19.7 Page 37 of 54



6.4 Step Level Access Forms User Guide

Edit Workflow Step: Response

Title*: | Response |

Status*: | Qutstanding [

Review duration®: |:| days
Seguence®: 2

Only Initiztor/reviewers assigned to this step can view the related sections

Allocated Sections™ | & 51 _ per Response

Bl Asrfinm Chamec:

This feature also applies at a Form Type level so that visibility can be defined at a form type level and
then new forms of this type will inherit this setting (with the provision for the Initiator to change it if
required).

J[eg2 From within the Forms register, select Configure Form Workflow form the More button
and then click the Add/Edit link in the Workflow column against the required form type.
Then click the Configure link against the required step to load the above screen.
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CHAPTER 7 —WORKFLOW FORMS

A Workflow Form is used when a Form requires a number of steps and contains one or more sections
that need to be completed by one or more recipients (such as a Request for Information). Each step is
assigned a status that identifies the current status of the Form. At the completion of each step there
are one or more possible outcomes that determine which Step is executed next.

By comparison Non-Workflow Forms consist of only two elements, the Initiators Section and the other
sections which are all enabled and modifiable by anyone with access, once the Form is initiated and
published.

7.1 PREPARING A WORKFLOW FORM

Before activating a workflow Form for the first time the following preparation is required:
Status codes (if required) need to be configured.
Workflow steps defined.

Form participants (distribution list) assigned.

Eal S

Status codes allocated.

7.1.1 Status Codes

Form Status Codes are used to help recipients quickly identify which step a Form is at and therefore
what action is required. The library of available Status codes is defined by the Administrator via the
Configuration Tables. The available status codes can be defined to be used generically on different
form types or can be defined specifically for each form type.
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Forms User Guide

Form Status Codes
New Delete | Duplicate Refresh | Print Export
[] Form Status Title
[ ] 01- RFIINITIATED 01 - RFI Initiated
[ ] 02 - RFIIN REVIEW 02 - RFI In Review
[ ] 03 - RFI RESPONSE 03 - RFI Response
[ ] 04 - CONSULTANT 04 - Consultant Review
REVIEW
[ ] 05- RFICLOSED 05 - RFI Closed Out

Type
Outstanding

Outstanding
Outstanding
Outstanding

Closed-Out

NOTE o Forms display the status dropdown in order of the Title values.

e For Workflow based forms, status values are assigned per workflow Step.

o For Non-Workflow forms, one or more status values are generally associated with

them.

7.1.2 Define Workflow Steps

Workflow Steps combine logically to Form a workflow that determines the process by which recipients

perform actions relating to each section of the Form.

e A Form must have a mandatory Start Step (that initiates the Form) and an End Step (that closes

out the Form).

e Each Step (including the Start Step) must have one or more sections allocated to it.

o Each Step also requires one or more recipients who are given a completion date. All recipients

must complete the Step by that date, unless they have been marked as “Optional” or there are

two recipients who have both been marked as “Either”.

e Each Step is also assigned a status. This will identify the status of the Form as it moves through

the workflow.

« At the completion of each Step (once the Complete Action button is clicked) a number of “Next

Actions” are presented to the user. Each Next Action will drive which workflow step is executed

next. For steps that are assigned to multiple recipients, it is the last recipient to complete the
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step that selects the Next Action. The Next Action can also be assigned a status. In this case it will
override the Step Status.

The Workflow for a Form can be setup from the Forms Type window.
1. From the Form Register click More > Configure Form Workflow

2. Click the Add/Edit link under the Workflow column for the appropriate Form type.

Form Types
Refresh | Print Close
Form Type Tite Assigned Status Distribution  |Workflow | Status
HF Hold Point CLOSED-OUT, OUTSTANDING Add/Edit Add/Edit Add/Edit
Inspection Measuring and Testing § § .
IMT Ecuinment Add/Edit Add/Edit Add/Edit
MAR Material Approval Request Add/Edit Add/Edit Add/Edit
MCR Media Communications Request Add/Edit Add/Edit Add/Edit
NCR Mon Conformance Report CLOSED-OUT,OUTSTANDING Add/Edit Add/Edit Add/Edit
NDC Motice of Design Change Add/Edit Add/Edit Add/Edit
Qo Quarry Order Add/Edit Add/Edit | Add/Edit
RFI Reguest For Information CLOSED-OUT,COR, OUTSTANDING Add/Edit Add/Edit Add/Edit

3. For each Step complete the following:
a. Add a Step title.
b. Select a Status.
c. Add Review duration.

d. Specify a Sequence for the Step.
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|=] Edit Workflow Step:

Title*: | |

Status™ | Qutstanding A
Review duration®: I:I days
Sequence®:

Allocated Sections*:

Mext Action Steps:

- Salect & Step — | | [ Select = Status - | Mares>

Tick the allocated section(s).
5. Select the Next Action Steps.
6. Allocate the Status for the Next Action if required.

7. Specify multiple Next Action Steps by clicking More and selecting additional Next Action Steps
and then selecting the Status for each Step.
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Edit Workflow Step:

Title*:
Status™:
Review duration®;

Sequence*:

Main Contractor Response

7.1 Preparing a Workflow Form

|Main Contractor Response

| 01-Main Contractor Response

17

|| Only Initistor/reviewers assigned to this step can view the related sections

Allocated Sections*:

[+ 01 - Main Contract Response

Next Action Steps:

| Consultant Review - 02

v ||Send for Consultant Review

|| 02-Consultant Responst ¥ | Mores»

| Start / Return to Initiat

or-00 ¥ ||Return to initiator

|| 21-Returned to Sub Cor ¥ | &

| Closed-0ut - 03

v ||Close Out RFT

| | 99-RFI Closed v o

NOTE .

It is possible to define the Next action to be the same step multiple times. But each
time a different status must be assigned.

o The Closed-Out status can be pre-configured via the Form workflow window.

8. To make further changes to the workflow configuration once saved, use the Configure link from

the Workflow Steps window.
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7.1.3 Manage Reviewers and Distribution Groups

To create a default distribution list for Forms:

1. Within the Forms register, click on the More button and select Configure Form Workflow.

2. Click the Add/ Edit link next to the Form Type for Distribution.
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Form Types
| Refresh | prnt || Close |

Form Type Title Assigned Status Distribution | Worlflow  Status
AF Audit/Review CLOSED-OUT,COR,CSR,PVR Add/Edit add/Edit  Add/Edit
CHR Change Request Add/Edit Add/Edit  Add/Edit
CR Communications Requirement Add/Edit Add/Edit  Add/Edit
Cco Concrete Order CLOSED-OUT,COR, CSR, OUTSTANDING Add/Edit Add/Edit  Add/Edit
CAR Comective Action Report CLOSED-OUT,OUTSTANDING Add/Edit Add/Edit  Add/Edit
DN Defect Motice Approval Add/Edit Add/Edit  Add/Edit

3. Existing distribution groups are listed. Either Click on the distribution group title to edit an
existing group or click Add/ Edit link under the Distribution column to create a distribution list
for the Form type.

4. Specify a Title for the Distribution List.

5. Use the two radio buttons to select recipients to be assigned as part of the workflow (For
workflow-based form types) and those who are going to be accessing the form For Info only.

] E Edit Workflow Group: Structural RFI Distribution Group

M set as Default Group © Project ® Company
M set as Mandatory Group

Title™: |Strud'um| RFI Distribution Group |
Recipients: (@) Workflow(_) For Info

Step®: | Consultants Comments - 03 =i

Company: | - Selact 3 company — =l
|Sea'cf' all Contacts | Go

[1 Name [ Mame Company Optional  Either
Mo records to display. Mo records to display.

>

6. Select the Workflow option.
7. Select the Company and Contact.

8. Add recipient(s) to the step using the arrows.
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9. Click Save and Close once complete.
NOTE » Responsible recipient(s) are allocated to one step at a time. Each workflow step
remains active until at least one participant has been assigned.

o Itis possible to allocate a Default Contact Group (that can be altered by the
Initiator and other parties on the Form), for the entire Project or for the Company
Initiating the Form.

o Default Groups can also be set to become Mandatory (which prevents any user in
the group being removed for the given Form Type).

7.1.4 Allocating Status values for use with a Form Type

1. Within the Forms register, click on the More button and select Configure Form Workflow.

2. Click the Add/ Edit link in the Status column next to the appropriate Form Type or click on the
Form Type Title.

Form Types
Refresh | Print Close
|Fc\rm Type Tite Assigned Status Distribution ~ Workflow |Status
HP Hold Point CLOSED-OUT.OUTSTAMDING Add/Edit Add/Edit Add/Edit
Inspection Measuring and Testing ) ] e
IMT Enuinment Add/Edit Add/Edit Add/Edit
MAR Material Approval Request Add/Edit Add/Edit Add/Edit
MCR Media Communications Reguest Add/Edit Add/Edit Add/Edit
NCR Hon Confermance Report CLOSED-OUT, OUTSTANDING Add/Edit Add/Edit Add/Edit
NDC Motice of Design Change Add/Edit Add/Edit Add/Edit
Qo Quarry Order Add/Edit Add/Edit  |Add/Edit
RFI Reguest For Information CLOSED-OUT,COR,OUTSTANDING Add/Edit Add/Edit Add/Edit

3. Use the + button to assign which Form Status values are to be available for use with the Form
Type.
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7.1 Preparing a Workflow Form

Status Title Closed-Cut Active
01 - RFI INITIATED 01 - RFI Initiated Outstanding El
02 - RFI IN REVIEW 02 - RFI In Review Outstanding E]
02 - RFI RESPONSE 03 - RFI Response Dutstanding
04 - COMNSULTANT 04 - Consultant Review Dutstanding k|
05 - RFI CLOSED 05 - RFI Closed Out Closed-Out ]
CLOSED-OUT Closed-out Closed-Out ]
OUTSTANDING Outstanding Outstanding N
Note that the available Form Status values are defined by the Project Administrator.
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= Configure Form Werkflow a

4. Select the required statuses to include for use with the Form Type.
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8.1 001 - Summary - Report

CHAPTER 8 — FORM REPORTS

Form Reports can be found in the Standard Reports section of InEight Document.

8.1 001 — Summary — Report
8.2 005 — Report — History
8.3 010 — Report — Review Details
8.4 015 - Report — Comments

8.1 001 - SUMMARY - REPORT

This report shows a summary of all Forms and details such as the initiator, Form type and cancelled

forms.

Back 14 4 [t Joft b Bl 4 [100% =0 |Find [ next W~ @ &
Forms Summary ReportNo:  40.001 !
. . User: Greg Hartison
Forms Testing Project RunDate: 100417 05:6 M
Filtzr: {Created betwesn "2010-01-01" and '2017-04-10" and ="1"and cancelled = I and Restrcied to 10000 records) Pags: 1
Faorm Ref. Form Type Initiator Subject Created Ftatus Cancallad
(Yea/Noj
EPS-CO-000001 co Gaorge Robinsor(EPE) test2 060417 02:53 AM  COR Ne
HCC-CAR-000003 CAR Greg HamizonHCC) Confirmation o new dimenzions for conceate slab 2403171204 P QUTESTANDIMG No
HCC-NCR-000002 NCR Greg HamizonHCC) Stezd Clazh 10-04-17 03:08 PM QUTSTANDING Ne
HCC-RFI-000002 RFI Greg HamizonHCC) Confirmation of Dimensions 020347 01:22 PM QUTSTANDING N
HCC-RFI-000003 RFI Greg HamizonHCC) 300347 04:04 PM QUTSTANDING N
HCC-RFI-000004 RFI Greg Hamison(HCC) Corfirmation of Dimensions 0704171014 AM  COR No
HCC-RF-000003 RFI Greg Hamizon(HCC) Confirmation on piping dimensions 070417 0115 P COR No
HCC-BFI-000006 RFI Greg Hamizon(HCC) Corfirmation of Dimensions 07-04-17 0118 PM  COR No

8.2 005 - REPORT - HISTORY

This report shows a Form’s history details.
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4 [t Jof2z b P
Forms Report - History

Back U4

Forms Testing Project

& [1o0% W

|F.n|:| | Next 'L'!;'

Filier: ([Event Date between 2010-01-01" and '2017-04-10 and Restricted to 10000 records)

Form Typa Form Ref No.

Event Data Event Typs

Hama

- ik
(%

oyl
Repaort No:
User:
Fun Date:
Page:

Company

Forms User Guide

40.005 !
(Greg Hamison

10-04-17 05:17 PM

1 :

Description

CAR HCC-CAR-000003

HCC-CAR-000003

HCC-CAR-000003

HCC-CAR-000003

HCC-CAR-000003
co EPS-CO-000001

20T 12:04:31 PM Form Created

42017 12:05:55 PM Form Edited

42017 12:05:56 PM Form lssued

ATIAMT 34347 AM

ATI2MT 124553 PM
41512047 3:33:10 AM

Form Viewad
Form Viewed

Form Crested

Greg Harison

Greg Harison

Greg Harison

Greg Harison

Greg Harrison

George Richinson

Housion Contracting

Housion Contracting

Housion Contracting

Houston Contractieg
Houston Contracting

Engineering Project
Serices

8.3 010 - REPORT - REVIEW DETAILS

Madified Form Reference Mo to <HCC-CAR-000003=

Modified Subject to <Confirmation on new dimensions for conorete
slah>

Modified Form Inifiator to <Greg Hamison (Houston Contractingl>
Modified Requesied by fo <Grag Hamson (Houstan Contracting)=
Madified Foem Status fo <OUTSTANDING=

Madified Date Created to <24032017 12.04:31 PM=

Madified UserGenerated to <1

Modified FromComphd to <HCC>

Madified Framid to =GH=

Recipient <Adrisn Hinklgy (Enginesnng Project Senvices|> added
Recipient <Frank Jacobs [Enginsering Project Sendses)> added
Recipient <John Smith (Houston Comiracting)= added

[Section 00 - CAR]

Modified Commends fo <The correct dimensions are atfached below,
[please maks changss to prewous drawings.>

Madified Int_Adr to <Greg Hamizon (Houston Confracting)>
Modified CompanyMame to <Howstan Gontraciing

Madified Position to <Prajest Administrators

[Section 01 - Lot Detaile]

Modified FromChainage b <0=

Modified TeChainage fo <>

[Section 01 - Lot Details]
Whodified Lota to <LOT-CIV-0001 - Gisaring Sections

Recipient =Frank Jacobs (Enginsering Project Sendses)> Notfied
Recipient <Adrian Hinkley (Engineenng Project Senvices)> Motified
Recipient <John Smith (Houston Confracting> Notified

Madified Form Refizrence Mo fo <EFS-C0-000004=

Modified Subject to <test 2=

Modified Foem Inifistor to <George Robinson (Enginearing Frojest
Fandces>

This report shows the Form’s total review days and completion dates and who has reviewed the Form.

Back U4 4 [t Jofz b ki 4 [100% v | |Find | Hext EL- &) &
Forms Report - Review Details Report Mo: 40.010 !
User: Greg Harison
Forms Testing Project Fun Date: 10-04-17 0521 PM
Filter: (dt_compleded between "2010-01-01 and '2017-04-10 and Restricted to 10000 records) Pags: 1 i
Total days Complation

Form Form Ref Mo. Step  3tep Titla Reviawar Name Raviewar Gompany Sheduled |ToData |Laft Sheduled Actual Optional’
Type [ln]} Either
NCR HCC-NCR-0a0004 NCR-  Investigation Miifch Meadows Haoustan Contracting 2 o o 07057 030347

000303
NCR HCC-MCR-0a0004 NCR-  Review Mifch Meadows Houston Contraciing 2 o o 07057 030317

000004

Tatal Hems: 2
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8.4 015 - REPORT - COMMENTS

This report shows the forms with comments against them and who has raised those comments.

Back 14 4 [t Joft b ki & [100% v | |Find | Nexe - 3 &
Forms Report - Comments Report Mo: 40015 !
] ] User: 3reg Hamson |
Forms Testing Project Run Date: 10-04-17 0520 PM
Filler: (dt_comment betwaen '2010-09-01" and "2017-04-10" and Restricted to 10000 reconds) Page: 1 !
Form Typa Form Raf Na. ttam Mo Data Raised By Company Comments
NCR HCC-NCR-100002 i} AAN0T 31240 PM Greg Hamizon Hawstan Contracting

Plesse slso advise on document TR-001

AFI HCC-REH00002 i3] JEENT 12320 PM Greg Harizon Houstan Confracfing

Flease note that this iz a structural issue
RFI HCC-RFHI00003 i3] 32017 413:22 P Greg Harizon Houston Contracting

George please see comment
RFI HCC-RELOD0A0S i3] ATEMT 11815 P Greg Harison Houstan Confracting

John, | don't think that the drawing has been provided,
can you send this through

Tatal Hems: &
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Forms User Guide 9.1 Export Individual Forms

CHAPTER 9 - FORM EXPORTS

It is possible to import forms individually and in bulk (useful for project handover).

9.1 Export Individual FOrms .. L 53
9.2 Export Forms in BUlK .l 54

9.1 EXPORT INDIVIDUAL FORMS

To Export individual forms, follow the steps below

1. Open an Individual form and click on the More button and select Export Form Data.

Request For Information

Duplicate

Link Items
| Export Form Data |

2. Save the resulting ZIP file.
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9.2 Export Forms in Bulk Forms User Guide

3. The ZIP file is broken down by the Form Number > Attachments and Links.

E E FORMSTRAIN_FORMS_2013000¢

Mame

Attachments

“% HCC-RFI-000015_Coversheet.pdf

9.2 EXPORT FORMS IN BULK

Forms can be exported in Bulk by selecting the Export button after ticking the forms required for
export. The following can be exported:

1. Excel Exports - If the Form Type drop down list is set as All Items then the complete Forms
register is exported with all visible columns on screen.
If a specific Form type has been selected in the Form Selector dropdown on the register, then
then Export process exports the Section Data into Excel. Note that only one Form Type at a time
can be exported in this manner.

Forms Search all Forms Go
MNew = | Cancel Refresh | Print | Export = | More =
Form Ref Type Excel - All Ttems
Selected Forms 3 Selected Items

| Y — —
2. Selected Forms — If Specific Forms are to be exported in bulk with their tick only the Forms

required and then Export the data to PDF or HTML. PDF Complete exports a zip file containing a
folder per Form Exported with all contents as per 9.1
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