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What’s new in Document 23.4

e PDF Viewer

O

Compare files — You can now compare a file in the PDF Viewer to a revision without
returning to the Documents register. When you have a file open in the PDF viewer,
you can now select a previous document revision for comparison. Read more

Highlight annotations — You can now click an annotation in a document in the PDF
viewer, and it is highlighted in the Comments & Annotations slide-out panel, so you
can quickly see the applicable comments.

e Submittals

@)

Create a set as a new document — You can now create a new PDF and exportitina
single action, so you do not have to create the PDF and then uploaditas a
document. Read more

Transmit set as a combined linked document — You can transmit a submittal set as
a combined linked document. Read more

Add or delete submittals in a set — You can now add or delete submittals in a set, so
you can change the submittals after the set has been created. Previously, you would
have to know all the submittals in the set when you created it and could not modify
it later. Read more

Open the Review or Release register from a Submittal — You can now access the
Review or Release register directly from the Submittals Deliverables or Documents
page. Read more

e Documents

O

e Lots

Update review coordinator in bulk — You can now replace the review coordinator
for multiple documents in a single action instead of replacing them individually.
Read more

Manually run hyperlink batching — You can now manually link documents that
might have missed reference hyperlinking when the document was uploaded. Read
more

Expired downloads — The download queue now shows when an item in the queue
expires. Previously, you would have to click on the files to see if they have expired.
Read more

Update lot access in bulk — You can now update the security for multiple lots in
bulk. When managing a lot type and you add a new user to a lot type, Document
now lets you update the access to all lots of that type. Read more
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e Administration

o Define naming convention for downloaded files — You can now configure the
naming convention for files that are downloaded. The naming convention is applied
to the documents in the zip file that is downloaded. The option to configure the
naming conventions is in the project settings. Read more

o Configuration tables Select all — You can now click Select all items at the bottom of
the Configuration tables page (Settings >Admin > Configuration tables) to select all
items in a configuration table. Read more

o Carry forward submittal references — You can now specify whether Document can
carry forward a submittal reference when creating new versions of a document
outside of the submittal. Read more

e Bluebeam integration

o Inactive session notification — Document now sends a notification when a
Bluebeam Studio session is approaching 90 days of inactivity. The notification gives
you time to take action, so the documents are not removed from the session. Read
more

e Form builder

o Suppress form fields in PDFs — When you suppress the Discipline, Area, or Location
fields in a form, those fields are now suppressed in the PDFs export of the form.

e Dashboard

o Workflow and My statistics enhancements — You can now filter and drill down on
the To review line of the Workflow and My statistics tiles on the document
dashboard. Read more
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PDF viewer

Compare files

Previously, when you were viewing a file and wanted to compare it to a previous revision, you would
have to go back to the register to open the compare function. Now, when you have a PDF file open in
the viewer, you can select a previous revision from the Compare drop-down menu to open the compare
function.

@ Document No: 00-TE-O001 Rew.C Sts: IFI

DETAL LINKS COMMENTS FLEVEWER  USERACCESS  Thram - HISTORY

File names| POF - SB735F-25T6 2 IFR pdf v | | & compare | RevisionA-A v
Select one =

Viewinglools  Markup  Measure

E— Revision A-A “

@ R Q @ ®© ) P v | [ | revsions-8 Tram Next Document

Q

4

Disclaimer. Files will be rendered as best as possible. y text styl

Create a set as a new document

The option PDF (Complete) — New document has been added to the Export drop-down menu.
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Y Finer/Sort Vi

View | System -

3~ Transmitset v c Managecolumns 35 Search Sets Q
4 Excel y [mnnnmmm

Selected Sets ¥ ‘ HTML ; Date sent
O seo POF (Complete) Date created Status i\ Remarks Scheduled Forecasted

2 - . ~ -
PDF (Content)

o2 i 20221220 1900-01-01 1900-01-01
O m 20211011 20221108 20221110
O w2z 202202:03 1900-01-01 1900-01-01
0|22 20211011 \
0 | 24331 20221118 SE| 20221124 1900-01-02
DO | sssssa 2022:11-22 s 1900-01-01 1900-01-01
O  BHIESE00001 20221117 1900-01-01 1900-01-01
0 | ddd 20221118 190001-01 1900-01-01
o i 20220202 20221020 20221027
GHATRAININGO1-001 Plans and drawings 20220523 — \ | — 20230420 19000103
O | Hecoo02 — 20220405 s}:, 1900-01-01 1900-01-01
[u}] ING01000001 20220523
O  mbonl 20230114
0O | NsK 15001 20230201
0O | NSK20230201-5002 2023-02-01
O | NsK20230201-5003 2023-02:02

When selected, you are prompted to select which documents to include based on status, and then
Document creates a PDF of the selected set.

Create new document

*Select submission status to create a new document

1 item(s) selected -

=l - |

When the document is created, the New document Detail page opens. The set ID populates the
Document No. field, and the title of the Set populates the Title field. You then enter the rest of the detail
information, and then save the document.

D New document

=3

+acument e ®

o bt [eomammsian
frilop s
e

Plans and draweged

Tog

B Aach fes

O 2 - *Bevaion Verson st

) GATRMNSNONONIZ P WK @ T Seeom v selocen

fecenes

*biscipine *Tipe *Caregory
Seect one . Selectone . Seactene
From

Grog Hamsen, Houston Contiacting

e seatn Onte corded Oute reeased

Ouedute

Serder comcany sender

Select one. . Select onn
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After the document is saved, it is automatically linked to the set and is shown on the Links tab for the
set.

Transmit set as a combined linked document

The Combined link document option has been added to the Transmit set menu.

When a combined link document already exists for the set, the Transmit Details page opens with the
linked document already selected. When a combined linked document does not exist for the set,
Document prompts you to create it.

Submittal Set X

. 00 you Want 1o create

ane now?

You can then follow the steps to create a linked document.

When a due date is assigned to the submittal set, Document uses that date to populate the Respond by
date in the transmittal details.

Add or delete submittals in a set

Now, when you go to the Submittals tab in the set, you can use the Add or Delete icons to add or delete
submittals from a set. When you add a submittal a dialog box opens, and then you can search for a
submittal and add it to the set.

Search criteria for Submittals
] Show cancelled submittale.

Fiter by, Column

@ D soecion

Search results
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Open the Review or Release register from a submittal

When a document on the submittal Documents or Deliverables page (depending on whether
deliverables are disabled for the project) has a review status of Awaiting Review/Release, you can now
go to the Review or Release register without exiting Submittals.

To go to the Review or Release register, expand the Actions menu, and then select Review documents
or Release documents.

A SUPPORTING TRANSMITTAL
DETAILS DOCUMENTS COMMENTS DOCUMENTATION LINKS HISTORY HISTORVH )
atons - @ B ®~ Link existing document cuments  Q
g Vews Original document no. Processed document no. Submission status Review Status/ Reason Review history T .sion  Sts
e = v

c . . 11:001 11001 Pending Submission Awating Review/Release ® 1, REOT 82
Cc 11002 11-002 Pending Submission Awating Review/Release o / X1 82

Review documents
c 00-413-TEQS 00-413-TE-0S Pending Submission Awalting Review/Release ® Te | IFC

Release documents

l

The Review or Release register opens with a filtered view that shows the documents in your review or
release queue, so you do not have to search for them.

Documents

Update review coordinator in bulk

You can now select multiple documents from the documents Workflow page (Documents > Manage
Workflow) and then select Replace review coordinator from the Actions menu. The Replace Review
Coordinator dialog box opens.

Replace Review Coordinator

* Document review coordinator ® User O Role

* Document review coordinator company: * Document review coordinator contact

You can then select whether a user or role is the review coordinator along with the document review
coordinator contact or role.

Manually run hyperlink batching

Previously, if a document had references that were not hyperlinked, the references could not be added
later. Now, you can run the hyperlinking process manually to ensure all references in a document are
hyperlinked.

To run the hyperlinking process, select one or more documents in the Documents register, and then
select Bulk link PDFs from the Actions menu. A notification shows that the request has been submitted
successfully. The document hyperlinking process runs in the background.
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Expired downloads

Now, a yellow exclamation point shows in the Download column on the Manage download queues page
to indicate the download has expired.

@ Manage download queue

c
[0 Timerequested Title Status No. of fles Expires Download
| O | 20230331 0250PM Completed 1 20230407 0250 PM D

O | 202303220406PM Completed 2 202303:29 0406 PM

O 202209280336PM Completed [ 202210050336 PM

O | 202209280332PM Completed 2 202210050332 PM

O | 2022072710297PM Completed 4 2022:08031029PM

0O 202206220815AM In progress ] &

O 20220621 0349 AM Completed 124 2022:0628 0349 AM

O 20220621 0347AM Completed 124 202206280347 AM

O | 20220621 0344AM Completed 5 202206280344 AM

If a download has expired, you cannot download the documents to your workstation, and the
documents must be downloaded to the queue again.

Lots

Update lot access in bulk

When you add a user to a lot type (Actions > Manage lot types) and then click Save, Document now asks
if you want to update lot security for already created lots. If you click Yes, the user is given access to all
existing and new lots of that type. If you click No, the user is given access to only new lots created of
that lot type.

Do you want 10 update Lot Security for al Lots akeady created?

Administration

Define naming conventions for downloaded files

The Autonumbering tab in Project settings has been changed to the Project Configuration tab. The
Project area drop-down menu has been added, so you can switch between autonumbering and
download file name conventions.

10
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- Project settings

Cancel Save

General Project area: | Autonumbering
Disclaimer [m] oy | (RO Jisplay format Show Trigger
. | Download file name

Contact Details [} ur, e

[m} Mail
Partners @

O Package [origComplDl- qCompIDl{###} [Ef
Miscellaneous

O Transmittal “
Mail [m] Lots AUTO [LotstsHLotTypeld stsh{LotTypeldi#s##} [Ef O
Document O Forms [E)

[} Defects AUTO [INSPCOMPIDIT] [INSPCOMPID]TEST{##%}
Packages

] Checklist ©
TenderDocs O | submiteal auTo Ic N panyldHCategoryH#44) i =]
Forms. O Submittal Deliverable AUTO [Delstatush- status)- g m}
. [} Submittal Set AUTO CNCOMPANYID)- [COMPANYID] 23024348}

‘ A, ¢

Gallery
Defects
Project
Configuration
Submittals
History

User preferences

When Download file name is selected as the project area, you can choose to maintain the original file
name or to set up a file name format. To set up a file name format, click the Add icon. The Define
Download File Name dialog box opens. You can then select the fields, such as File name or Discipline,

and the static characters to use as the download file name.

Define Download File Name - Mail
“Fieid selection Static charactess () -
Select afiekd

Download file name crested

The autonumbering features are in the Auto numbering project area.

11
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Configuration tables Select all

‘Administration & Actions * . (& G C Module: | an v Field: Area v | Seachal Q

So Manage administrators Module: All - Field: Areas

Manage administrators for the

project O Awes e Subarea
P \pesugs &
© Manage user access o ominde.
Define/Maintain user access and O oo 0000 ‘SAREO) SARED
security
o o 000 SAREO!
B Configuration tables
Define/Maintain configuration 0 oo 0000 SAREO1 SAREO2
tables o o \RE
[ Manage document rules () 1 AE L
Define/Maintain document
workflow fules o d L ARG .
B3 Project cal . (m] 003 Title
Define/Maintain warking days n) ‘ s
o

]

hread
0 | am Area 331
(] A4 Aread
0 45 rea$

fleme 364 Selectediems 0 = : -

You can use the selection check box at the top of the grid to select the first 100 items.

Carry forward submittal reference

The Document project settings has a new check box, Carry forward link to submittal when revised via
document register.

- Project settings

General

Disclaimer
General ~
Contact Details

&2 Allow changing details of multiple documents (i)

Partners

& Allow deleting of transmitted documents (i)
Miscellaneous & Notify users about document deletion by default
Mail & Allow changing details on superseded revisions.

Attaching restricted document access’ documents to mail/forms:
Document @ Enable O Disable
Packages Upload ~~
TenderDocs Minimum document No. Length
Forms 4 2 0]
Lots &4 Extract document metadata from file name

4 Enable OCR PDFs an document upload
Gallery Allow uploading of superseded document revisions by:

[ Administrator [ Cther document uploaders.
Defects "

Carry forward document access for superseded documents from previous revisions
Project &2 Enable upload of additional view files by review coordinator within the release wizard (1)
Configuration
g 4 Enable upload of additional view files by originator for restrained documents (D)
Submittals K4 Carry forward links when documents are revised
. [ Cary forward link 1o submittal when revised via document register.

History Ffer upToading Focoment

© Prompt to Start review ® Prompt 1o transmit restrained documents.

User preferences

When the check box is selected, and you revise a document from the Document register, the document
shows as revised in any submittal that includes the document.

12
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Bluebeam integration

Inactive session notification

The notification includes information about the session, the creation date, how many days it has until it
goes 90 days without activity, and the reviewers in the session.

Notification

(] ! - 0O X

InEight
@ DOCUMENT

Inactive Bluebeam Studio Session Reviews - Upcoming to 90 Days of Inactivity
The following studio sessions are approaching 90 days of inactivity and require completion/ action.
After 90 days, you may need 1o complete the review in InEight Document and start a new session.

Project:  TRAININGO1
Date: 20 November 2022

Session ID & Title | Session created date Number of days until 90 days without activity \ Session created by user Reviewers in session
80340343 . Project [ 1401.2022 [ 14 [ George Williams | Scont Harrison
Quenview -
Eva Anderson
Reviewers yet to complete review
John Smith
Teydefos
Document No Rev Status Tite md;ﬁmi
TBAOMNSPECTROTION |1 s | Abityto create and use Uses Profies when cresting newusers | T8
TB-ADA;N»SPEC-TBDM 1 ; o8 Raised by to be able 10 Close-out comments TE
TB-ADMIN-SPEC-TBO7303 ' 2 es Ability to attach existing Documents A

Cenerated by Inkight Document © 2001 - 2023 Inkight Inc,

Disclaimer:

This emad &5 an automated nouficanon from Intight Document. Please do Nt reply 1o this mail as It 1s sest from an unmonitored emall account. I
YOU (50 NOT WANT 10 recenve Mty emuls piesse login 10 INEIGHT Docum ent and (Urn off the NOUNCAIONS via User Preferences. If you need further
asstance please Contact your intight Dotument Project Administrator of Intight in

Dashboard

Workflow and My statistics enhancements

You can now expand the To review line of the Workflow and My statistics tiles to see how many reviews
assigned to you are optional, mandatory, or either.

13
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Total overdue @

26 ToReview | 26 Overtie | 26 ToReview == a7

1 Optional | 1 overie | 1 Optional [ ) oo [ ]

2 Either | 20mie | 2 Either [ 20venoe | 1

2 ety [0 I8 23 ey = 7

304  ToRelease [ 26 overioe | 304  ToRelease | 296 v | 2
4999 Awaiting activation 595 All overdue reviews

4999 Awadting review where | am the Review Coordinator | .

1 Uploaded since last login

© Transmitta

Personal - Total overdue @
Test Test™

4999  Total sent

S§77  Total receved

4999 Sentwith an acknowledgement pending

8 Toreview

oy i e @ | 4999 Sentwith a response outstanding [""575 Oveioe |
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