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Forms User Guide 1.1 Understanding Forms

CHAPTER 1 -USING THE FORMS
MODULE

For information on using the Forms Module, see the links below.

1.1 UNDERSTANDING 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 RFl 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.

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.
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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).

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.

6. 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.

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

m Area of the form

Form steps Logical steps connected via a workflow.

Next action Possible outcomes a user can select after completing
their first 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
values assist form management.
Distribution The distribution list for a form is separated by people

receiving the form For Action and those receiving it For
Info. For Action recipients can add information to the
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form (although workflow-based form access is restricted
by workflow steps).

Publishing the form or indicating you have completed
Complete action  your section, meaning the form can move to the next

step.
Workflow driven A workflow driven form is broken into steps related to
forms one or more sections to be completed by recipient(s).
Non-workflow A non-workflow form consists of two elements: the
driven forms initiator section and the recipient sections.

To Access the Forms register, select Forms on the dropdown on the Dashboard
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Document / Dashboard

Dashboard

i3 Workflow Mail

Documents

Transmittals

To Review
Packages
3 ToRelease

i Tasks
8 All overdue re

3 All overdue re Forms

2  Uploaded witjeElEY

Uploaded witeaeetie

Address book

Reports

The default view will be for your Personal forms. If you have access to your Company forms you can
toggle your Company view.

¥ Filter/Sort e System -
Actions v ¢ (3) * » - C | Managecoumns  [= Persona v | |searchall Forms Q
[ Form Ref Type Issued Subject Created Initiator 1nit Personal s
. - - Company .
[0 INEIGHESUB0DDO0Z | SUB 08-20-20 01:29 PM test 08-20-20 01:29 PM Daniel Gielb InEight OUTSTANDING
[]  INEIGHERFI-000005 RFI 06-30-20 0551 AM Relaxation of the requirement for T103 Artifi.. | 06-30-20 05:51 AM Joe Fredricks InEight CLOSED-OUT
[]  INEIGHERF-000004 RFI 06-30-20 05:42 AM Raise outlet level of C56.70 06-30-20 05:42 AM Joe Fredricks InEight ACCEPTED AS NOTED
[]  INEIGHTRFI-000003 RFI 06-24-20 11:20 AM Bundling of Re-Bars - please provide guidance | 06-24-20 11:20 AM Joe Fredricks InEight ACCEPTED AS NOTED
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SEE ALSO

1.2 UNDERSTANDING FORMS COMPONENTS

When creating a new form, there are multiple components to be completed.

1. Distribution Lists

a. For Action Participants: Participants listed in the For Action field are required to update
one or more sections of the form (other than the initiator section). The initiator can also
be added as a For Action recipient.

@ Request for Information

DETAIL

| For Action = Greg Harrison (Houston Contracting)  Joe Fredericks (Houston Contracting)  Frank Jacobs (Engineering Project Services)  Andrea Chadwick (Brookman Co.) |

For Info
* Subject:

©2021 InEight Inc. | ¥ 21.05 02

INEIGHT

b. For Info Participants: Participants listed in the For Info field are not able to edit the form,
but can add comments and view the history details of the form.

@ Request for Information
DETAIL
Actions ¥ Status: | gutstanding - Configure workflow Select reviewers Complete action
* For Action
ForInfo Amy Sanders (Colt Contracting) *  Greg Harrison (Houston Contracting)

* Subject:

©2021 InEight Inc. | v 21.0502 INEIGHT

2. Initiator section: The initiator section of the form contains a distribution list, subject, message
and standard fields (such as discipline, area and location). The recipient will also be able to see
who created the form, who last edited it and the corresponding dates. Note: Only the Company
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administrator or the creator of the form can edit this section.

* Subject: Steel Clash on Level 2

Message

Please advise course of action for the attached steel clash on level 2

Discipline: Area: Location:

ADMIN - Administration - L2- Level 2 - SITE- Site -
WF by on:

INEIGHT - Daniel Gielb v 08-19-20 =
Created by: On: 1900-01-01700:00:00
Last edited by: On: 1900-01-01T00:00:00

Eﬂ Attach files = 1 Download all

|:| Title/Subject Document No. Type Size

= |l
ONO/

D E-G-L-0001 EIFT.PDF File 660 KB
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CHAPTER 2 - INTERACTING WITH A FORM

For information on Interacting With A Form, see the links below.

2.1 NON-WORKFLOW FORM

2.1 Step by Step 1 — Initiate a new non-workflow form

Summary: Initiate a non-workflow form when the form does not need the workflow driven process.

1. Click the Add icon, and then select a non-workflow form type.

2. Type in the names in the For Action and For Info field, or click For Action, and filter by company
and Contacts. In this dialog box, you can change the level of access people, groups, and roles
have to different sections of the form (if applicable)
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Select recipients X
* Digplay. @ All contacts (O Contact groups (O Roles
Select contacts to allocate: Allocated: Clear allocated
Engineering Proje... 4 Search FEl L AL = T
Ne 01 02 03 04
[] MName Allocated .
Adrian Hinkley - Mo records to display
i d
[] FrankJacohs
To
[] George Robinson
-
Recipients added to: Ce
N: 01 02 03 04
-
No records to display
i d
Cc

- -

Cancel Save

Me =0 External contacts are recognized in roles. If a role contains an external contact, the
contact does not have to be added as a user.

3. Enter in the form details.

Page 12 of 60 InEight Inc. | Release 23.12



Forms User Guide 2.1 Non-Workflow Form

DETAIL

Actions = Save as draft Status: | Dutstanding - Select reviewers Cance | Complete action
* For Action
Far infa
* Subjict
Message
Discipline Area Location
Select one - Select one - Select one -
RFI by on
Housion Contracting - Greg Harmson - 270420 ™
Created by On

Last edited Dy

© 2020 InEight Ine. | ¥19.2 INEIGHT

4. Click Attach files to upload files.

Eﬂ Attach files 4 Download all

]  Title/Subject

Items: 0

5. Click Complete action. This initiates a notification to the person / people in the For Action and

For Info fields. You can save the form as a draft until you are ready to complete the form and
click Complete action.

2.1 Step by Step 2 — Participate in a non-workflow form

Summary: When you receive a notification that a non-workflow form needs action, you can access the
form and complete the form sections.

Considerations: Multiple users can receive a notification for the same form. All form participants will
receive a notification advising them of the forms they need to action.

InEight Inc. | Release 23.12 Page 13 of 60



2.1 Non-Workflow Form Forms User Guide

1. From the Forms Tile at the Dashboard or the Forms Register, click on a form to open it.

Document / Dashboard InEight Document Training Project M_. 8 @ @ @

i EW  Unsaved (System Dashboard)

Personal Total overdue Mail Total overdue Total overdue
0 New mail 0 New mail 8  Alloverdue reviews
0 Inbox items awaiting response 0  Inbox items with status "OUTSTANDING” 3 Alloverdue releases
0 Sentitems awaiting response 0 Toreview 4 Awaiting activation
0  Toreview 0 Returned from review

0 Retumed from review

0 Inbox items with status "OUTSTANDING”

Type Total overdue Personal Total overdue Personal Total overdue o
1 Certificate 0 Total sent - 3 Awaiting Action/Review
109  Drawing 1 Total received - 3 Status Outstanding
18  Drawing-Shop 0 sent with an acknowledgement pending v 3 Status Closedout
18  Drawing Sketch 0 Toreview 0 Forms tobe Issued
9 Manual 0 Sentwith a response cutstanding v 2 Unread Forms
1 Plan 0 Returned from review

1  Procedure

©2021 InEight Inc. | ¥21.0502 INEIGHT

3. The relevant sections of the form are enabled for completion. Enter the form information as
required.

4. Save the form. When you save the form when other users are working simultaneously in the
same form, Document shows a message warning that other users have made changes. When a
form is left open and other users have made changes prior to anyone saving it, a list of changes is
shown. You can then choose to overwrite the changes with your own or accept the updates
other users have made to the form.
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Form updates

Other user/s have made changes 10 the

First name Last name
Brad Richards
Fob Branson

form since

Company title

Houston

1 was opened These changes have been summarized below

Changes made
Madified comments 1o « tes: -
Modified Int_Adr 10

Modified Company Name to < TeamBinder Training =

Modified DT_Requested On to <13/09/2023 12:00:00 AM =

Modified Test date 01 1o <14/00/2023 120000 AM =
Modified comments 1o « test »
Modifed Int_Adrto

Medifed Campany Name 1o « TeamBinder Training »

Modifed DT_Regquested On to <13,/09/2023 12:0000 AM =

Modified Test date 01 to «14/08/2023 12-00:00 AM »

2.1 Non-Workflow Form

Time of changes

10.33 AM

11.00 AM

5. After the form is completed, change the form status to Closed Out, select Yes on the Form status
change dialog box, and then click Complete Action.

DETAIL

Status:  Qutstanding

Closed-out

Outstanding

LINKS

Form status change

——

Changing the form status to 'Closed-out’ will put the form into read only mode and
close it out. You can reactivate the form to make changes. Do you want to continue?

X

Yes

5. Once aform is closed out it cannot be edited unless the Initiator or a user with Full Access to

Forms from the same Company reactivates the form within the Forms Register. Forms with a

InEight Inc. | Release 23.12
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status of Outstanding can still be edited.

Actions ~ % -

Duplicate
Reactivate form

Export from data

2.2 WORKFLOW FORM

2.2 Step by Step 1 — Initiate a new workflow form

Summary: Initiate a workflow form when there are multiple form sections to be completed as steps.

1. Click the Add icon, and then select the form type.

¥ Filter/Sort

Actions ¥ @ - @ I_Trl -

L] Form Re Mon Conformance Report

Request for Information  *

kv 0AS-RFI-000003.01 "RA
0 | HCC-RFI-000003 RFI
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2. Click Select reviewers.

@ Testlk-01 TESTLK-01 No:HCC+0018

DETAIL LINKS COMMENTS REVIEW STATUS HISTORY

Actions = Save as draft g + Status:  Qutstanding v Configure workflow Select reviewers Complete action

© 2020 InEight Inc. | ¥19.2 INEIGHT

3. Select the workflow distribution group from the drop-down menu, and then click Save.

Select Reviewer X

*Distribution

WK1 -

Cancel Save

4. Enter in the form details.

@ Request for Information

DETAIL

Actions ¥ Status: | Qutstanding - Configure workflow Select reviewers Cancel Save Complete action

* For Action
For Info

* Subject:

Message

Discipline Area Location

Select one. - Select one. - Select one. -

*Response Requested by R by
da-mm-yy = Heuston Contracting -
on:

Greg Harrison - 28-06-21 (=]

Created by. on
Last edited by on

©2021 InEight Inc. | ¥21.05.02 INEIGHT
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5. Click Attach files to upload files.

Eﬂ Attach files ~ L Download all

] Title/Subject

Items: 0

6. Click Complete action. Document sends a notification to the people in the next step of the
workflow. You can save the form as a draft until you are ready to complete the form and click

Complete action..

@ Request for Information
DETAIL

Actions ¥ Status: | Qutstanding v Configure workflow  Select reviewers m Complete action
*ForAction | Greg Harrison (Houston Contracting) ~ Joe Fredericks (Houston Contracting)  Frank Jacobs (Engineering Project Services)  Andrea Chadwick (Brookman Co.)

For Info Amy Sanders (Colt Contracting)
* Subject Contract Details
Message
|
Discipline: Area: Location:

Select one - Select one. v Select one. -
* Response Requested by RF1by

dd-mm-yy = Houston Contracting -

On

John smith v 28-06-21 =
Created by on
Last edited by On

© 2021 InEight Inc. | ¥21.0502 INEIGHT

2.2 Step by Step 2 — Participate in a workflow form

Summary: When you receive a notification that a workflow form needs action, you can access the form

and complete the form sections.
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Considerations: Multiple users can receive a notification for the same form. All form participants will
receive a notification advising them of the forms they need to action.

1. From the Forms tile on the Dashboard or the Forms register, click a form name to open it.
3. The relevant sections of the form are enabled. Complete the form as required.

4. Save the form. When you save the form when other users are working simultaneously in the
same form, Document shows a message warning that other users have made changes. When a
form is left open and other users have made changes prior to anyone saving it, a list of changes is
shown. You can then choose to overwrite the changes with your own or accept the updates
other users have made to the form.

ther user/s have made changes 10 the form since it was opened. These changes have bean summarized beloy

First name Last name Company title Changes made Time of changes

Modified comments 1o « test

Modifed comments 1o « test »
Madified Int_Adrto

Bk Branson T™R Modified Company Name to < TeamBinder Training »
Modifed DT_Requested On to «13/09/2023 12:00:00 AM

odified Test date 01 to «<14/09/2023 12:00:00 AM

5. After you have completed your section, click Complete Action.

6. If form steps have been configured, you will be prompted to nominate the next step of
progressing forward or reverting to a previous step.

7. After the final step for a form has been completed and the status updated to Closed Out, the
form becomes locked and can no longer be edited. The linitiator or a user with full access to
forms from the same company can reactivate the form within the Forms register. Forms with a
status of Outstanding can still be edited.

InEight Inc. | Release 23.12 Page 19 of 60



2.3 Remove a workflow from a form Forms User Guide

2.3 REMOVE A WORKFLOW FROM A FORM

Sometimes a form has a workflow that is not necessary. You can remove the workflow from the
Configure Form Types
1. From the Forms register, expand the Actions menu.

2. Select Admin, and then select Configure form types. The Configure Form Types dialog box
opens.

3. Select one or more forms that have a workflow, and then click Delete Workflow.

Configure Form Types

© @ C [

flow
O Form Type Title

% 001 001

The workflow is deleted from the selected files.

ey g= Workflows can only be removed from a form type for future forms that are created. Any
in-progress forms must complete the existing workflow.

2.4 CREATING NEW FORMS IN BULK

2.4.1 To create new forms in bulk:

1. Click Actions and select Create Forms in bulk.
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Y Filter/Sort

Actions - +) - %) Iy b
Admin *
Duplicate *
Change Status To *

Generate Form Hyperlink

Generate Hyperlink for the current r..

Create Forms in Bulk *
Ll - OAS-RFIO00003 " RFI
] | QAS-RFILO000D2 RFI
L] | QAS-RFIO0000T RFI

2. Enter in the details of each form.

@ Bulk forms creation - RFI

2.5 Using Forms tabs

Issued

B
28-06-21 03:05 PM
06-04-21 11:52 AM

06-04-21 10:51 AM

Mon Conformance Report  0:47 AM

Request for Information

8:42 AM

[730-03-21 02:42 PM

30-03-21 02:58 PM

e © ]
O &  +Subject *Sts Discipline Area Location Message
Form1 OUTSTANDING - Outstand.. = | ADM - Administration v | Lol -Levelmn ~ | HO- Head Office ~ | Level 01 Form
[} Form2 OUTSTANDING -Outstand..  + | Select one ~ | selectone ~ | selectone -
‘ 5
©2021 InEight Inc. | v21.05.02 INEIGHT
3. Click Save

NOTE e Click the plus icon to add rows.

¢ Click Validate to check the form details have been entered correctly.

2.5 USING FORMS TABS

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 on the form.

¢ View the complete history of all actions and events relating to the form.

InEight Inc. | Release 23.12
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@ Request for Information RFI No:HCC-RFI-000003

DETAIL LINKS COMMENTS REVIEW STATUS HISTORY
Actions ~ & ~ Status | 01 RFIResponse - Configure workflow m

Frank Jacobs (Engineering Project Services) Andrea Chadwick (Brookman Co.)

* For Action Greg Harrison (Houston Contracting) Joe Fredericks (Houston Contracting)
For Info

* Subject: Slab thickness for Level L03 Floor

Message

Please advise slab thickness for Level LO3.

Discipline: Area: Location:

Select one... A Select one. - Select one... -
* Response Requested by RFl by

02-04-21 i | Houston Contracting v

on:
Select one... - 06-04-21 (i
-
Ik INEIGHT

© 2021 InEight Inc. | v21.0502

2.5.1 Links tab

Link forms to other InEight Document items, such as mail, documents, transmittals, packages and other
forms. These links will be shown in the corresponding module (e.g. it is possible to see a form in the

mail thread it has been linked to).

@ Request for Information RFI No:HCC-RFI-000003

DETAIL LINKS COMMENTS REVIEW STATUS HISTORY

Mail (1)
O | Mail ref. Subject Mailbox = Type Date Status From From company
O | cc-oo0004 RE: Blocking of Construction Areas - 04122020 ... Inbox LET 04-12:20 QUTS.. Ray Colt Colt Contracting -
4 L3
Items: 1
©2021 InEight Inc. | v21.05.02 INEIGHT
n

Links follow existing access rules. For example, if you do not have access to view a piece of mail in the
Mail Register, then you will not see the link to this mail on the form.
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2.5.2 Comments tab

View informal discussions related to the form via the comments tab. Comments can be made by any
users with access to the form. When you create a comment, you can select which form participants will
be notified.If comments are truncated, you can click the View more link in the Comments field to see
the full comment.

oo0ooao

You can export comments from the Comments tab. Click the Export icon to export selected comments
to a Microsoft Excel spreadsheet.

2.5.3 History tab

View a complete history of events and actions regarding the form. Every action will be recorded in the
history, including:

¢ Attachment downloads.
e Text edits.
¢ Distribution changes.

e Status changes.
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@ Request for Information

=]
Event/Action

Comments Added

Form Viewed
Form Viewed
Form Viewed
Form Viewed
Form Viewed
Form Viewed
Form Viewed
Form Viewed
Form Viewed
Form Viewed
Form Viewed
Form Edited
Form Viewed
Form Viewed
Snapshot

Form Edited
4

Items: 26

©2021 InEightInc. | v 21.0502

RFI No:HCC-RFI-000003

Date

28-06-2105:14 PM

28-06-2105:10 PM
28-06-2105:09 PM
28-06-2104:59 PM
28-06-21 04:56 PM
28-06-2104:53 PM
28-06-2104:52 PM
28-06-2104:47 PM
28-06-2104:33 PM
28-06-21 02:57 PM
28-06-2102:44 PM
28-06-21 0219 PM
25-05-21 0312 PM
25-05-21 0312 PM
25-05-21 0312 PM
25-052103:12 PM

25-052103:12 PM

Greg Harrison

Greg Harrison
Greg Harrison
Greg Harrison
Joe Fredericks
Greg Harrison
Greg Harrison
Greg Harrison
Greg Harrison
Greg Harrison
Greg Harrison
Joe Fredericks
Joe Fredericks
Joe Fredericks
Joe Fredericks
Joe Fredericks

Joe Fredericks

Company

Housten Contracting

Houston Contracting
Houston Contracting
Houston Contracting
Housten Contracting
Housten Contracting
Housten Contracting
Housten Contracting
Housten Contracting
Housten Contracting
Housten Contracting
Housten Contracting
Housten Contracting
Housten Contracting
Housten Contracting
Houston Contracting

Houston Contracting

Forms User Guide

OMMENTS REVIEW STATUS HISTORY

searchallHistary Q@
Description
Form Comments =Colf Contracting Forme added
Recipient <Greg Harmison (Houston Contracting)> natified
Recipient =Joe Fredericks (Houston Contracting)> notified
Recipient <Frank Jacobs (Engineering Froject Services)> notified

Recipient <Andrea Chadwick (Brookman Ca_ > notified

Modified Form Status from <CANCELLED= to <07 RF] RESPONSE>

Download File

Modified Form Status from <07 RFf RESPONSE= to < CANCELLED=>

INEIGHT

The form history can be filtered by event/action, date, name, company and description. If a section is

not visible, then the user does not have access to view the related history for this section.

2.6 CREATE AN ISSUE IN INEIGHT CHANGE

You can create an issue in Change directly from a form. To implement this function, you must submit a
request to your InEight representative to enable it.

Create an issue in Change to save time when working in forms. You can create the issue with the form
without leaving Document.

The functionality is available only for the form type, project, and tenant ID that has been enabled by

InEight.
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1. Click the Create Issue button on the form.

ID No: HCC-ID-000004

Forkoto [
Subject*:
Message:
=
Disciphne : | .. Seect 2 Drscipine - |*]  Area: |- seectanaves - - Location : | . Select 3 Locatl
s— —
Name Issue Status Change Project ID
Test Issue at 633 AM New a

L
=) Om: |02-06-21 [0
Created By: Greg Harrigon (Houston Contracting) On: 01 Jun 2021, 02:34 PM -
Last Edited By: on:

The Create new issue dialog box opens.
2. Specify the issue name, issue date, and description of the issue.

3. Click Save. The issue information is added to the form and the Change Issue log.
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3.1 Exporting forms

CHAPTER 3 — MANAGING FORMS

For information on Managing Forms, see the links below.

3.1 EXPORTING FORMS

You can export selected forms as HTML or PDFs. You can also export form details as a Microsoft Excel

spreadsheet.

3.1 Step by Step 1 — Export a form

Summary: Export a form when you need the form in HTML or PDF format. You can export multiple

forms.

1. Select the form or forms you want to export.

2. Click the Export icon.

3. In the Selected Forms menu, select either HTML or PDF. If you selected PDF Complete, the
Select files to download dialog box opens.

Actions - @ -

[ ]| Form Ref

INEIGHT-RFI-000008
INEIGHT-UIT-000003
i LN R Pl B b ol B i ol a Pt W Tyt

© B -

Ty Excel 4

Selected Forms * | HTML
RFI DE—EE—EI PDF (Complete)
UIm 06-18-2 PDF (Content)

1T

4. Indicate whether to include form comments, comment attachments, form review status, and the

form history.

InEight Inc. | Release 23.12
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Select files to download

Include form comments [J Comment attachments (J Form review status (J Form history

O select all files

Form No:INEIGHT-T-RFI-000002 0KB

Total items: 1 Selected items: 1 Selected file size: 0 KB

5. Indicate the files to download and whether to include form comments, and then click Download.

3.1 Step by Step 2 — Export form details in bulk to Excel

Summary: Export form details to an Excel spreadsheet so you can quickly see the details of the selected
forms outside of the Document environment.

1. Select the forms.
2. Click the Export icon.

3. Inthe Excel menu, select Selected Items.
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Actions - @ d @ @ -

L] | Forn Ref P Excel > | Allitems
Selected Forms * | Selected items

IMEIGHT-RFI-000008 RFI DE—EE—EID 03:46 AM

INEIGHT-UIT-000003 T 06-18-20 04:53 AM

Mel = Export the entire Forms Register by clicking the Export icon and then selecting All items.
If a specific form type has been selected in the Type drop-down list on the register, the

Export process exports the section data. Only one form type at a time can be exported in

this manner.

3.2 DUPLICATING FORMS

3.2.1 To duplicate forms:

1. Click Actions and select Duplicate.
2. Select either:
a. New Form.

b. New Revision.
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Actions - @ - @ @ -

| Admin - Issued
Change Status To 2 ™
| Create Forms in Bulk 4 09-04-20 12-07 PM
| [ |
Duplicate * | Mew Form 1:59 AM
| Generate Form Hyperlink | Mew Revision 1:03 AM
| Generate Hyperlink for the current .. g2 [ 08-04-20 08:45 AM
|:| HCC+0008 CATHYOZ2 08-04-2008:35 AM
3. Enter in the form details.
@ Request for Information
DETAIL
Actions ~ status: | putstanding || Configueoridion  Selest reviewers
* For Action
For Info
* Subject:
Message
Discipline: Area Location:
Select one. - Select one. - Select one. -
*Response Requested by RFI by
dd-mm-yy = Houston Contracting -
on:
GregHamson - 28-06-21 E
Created by: on:
Last edited by: On:
©2021 InEight Inc. | ¥21.0502 INEIGHT

4. Click Complete Action.
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NOTE e If New Form is selected, a new form with the same type is duplicated with the
header information copied over. The number of the new form will be the next

sequential number for the form combination (e.g. if the last form RFI form was
QAS-RFI-0004, then this form will be QAS-RFI-0005).

* If New Revision is selected, a new form with the same type is duplicated with the
header information copied over. However, the number of the new form will parent
the original form combination (e.g. if the last form RFI was QAS-RFI-0004, then this
form will be QAS-RFI-0004.01). This is useful for forms where resubmission of the
same content is required because the first form was rejected.

3.3 CANCELLING FORMS

Before you can cancel a form, you need:
e Full access to the Forms module.
e Send access to the related form type.

¢ The form must have been initiated by your company.
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3.3.1 To cancel a form:

1. Select the form and click the cancel @ icon..

Document / Forms ™

» Y Filter/Sort

m Actions = *) - @ hd

::

= 0 Form Rei Type Issued

=

= v =

m

=

5' b | HCC-MCR-D00001 MCR 07-04-21 0Z2-40 PM

I

g U | HCC-RFI-000003 RFI 06-04-21 11:52 AM

[#y]

E ] | HCC-BFI-000002 RFI 06-04-21 10:51 AM

(=]

—_

o ] | HCC-RF-000001 RFI 06-04-21 10:47 AM

=]

u%: ] QAS-BFI-000003 RFI 31-03-21 08:42 AM
2. Click Yes to confirm the form cancellation.

Cancel Forms X

Are you sure you want to cancel the selected Form?
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3. Enter a reason for cancelling the form and Click Yes.

Cancel Forms

The following forms were selected to be cancelled. Enter the Reason as to why they are to be cancelled.

[0 Apply same reason to selected items

Form Ref Type Subject Status * Reason

HCC-RFI-000003 RFI Slab thickness for Level LO3 FI... 06/04/2021 11:52:52 __

<

v

[ Confirm cancellation ]

Motify the form recipients that the selected forms have been cancelled.

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 in the Register.

3.3.2 Form Cancellation - Permissions

Administrators control the global settings for who can cancel a form via the forms tab within project

settings.

The options are:
e Administrators (includes primary, additional and company administrators).
¢ Company users.

e Form initiators.
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@) TRAINING504 - Project settings
General

Disclaimer )
Cancelling forms @

Contact Details
Allow cancellation of Forms by:

Partners Administrators O Company users O Initiators

Miscellaneous Reactivating forms (&

Allow forms to be reactivated by:

Mail

Administrators Initiators
Document

U] Allow closing out of form comments made by other users
Packages L] Allow responses to closed out comments
TenderDocs
Forms

3.4 CHANGING FORM STATUS IN BULK

3.4.1 To change form status in bulk:

1. Select the forms and click Actions.

2. In the Change Status To menu, select the new status.
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.Fu:tinns - @ - @ |_T'| -

. Admin b esued
Duplicate 4 h =
Change Status To ¥ | Cancelled 03:46 AM
Generate Form Hyperlink Closed-out 04:53 AM
Generate Hyperlink for the current r | |n Progress
Create Forms in Bulk ¥ | Outstanding

'[1 | NEIGHTRFL000007 | RFI

3. Click Yes.
Change form status X

Change the Status of the selected Forms now?

3.5 TRANSFERRING OWNERSHIP OF FORMS

3.5.1 To transfer form ownership:

1. Select the form and click Actions.

2. In the Admin menu, select Transfer form ownership.
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Actions ~ @ i @ @ v

- Admin * | Configure form types
Duplicate » | Transfer form ownership ™
Change Status To * | Provide bulk form access ;3:4EAM
Generate Form Hyperlink Remove Recipients .M:EE AM
Generate Hyperlink for the currentr.. | Replace Recipients |
Create Forms in Bulk 4
[] | INEIGHTRFI-000007 | RFI

3. Select the company and contact.

Transfer Form Ownership X

Select the User/Company to whom the ownership needs to be transferred to and click Save.

Company Contact
Select a company - Select a contact -
4. Click Save.

3.6 PROVIDING BULK FORM ACCESS

This option allows users to be added to the For Info section in bulk. This is useful at the end of a
project where another party may need to audit the forms that were generated during the project,
without having to reactivate each of the forms individually.
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3.6 Step by Step 1 — Grant form access in bulk

Summary: Grant form access when multiple users need access to a form.

Considerations: If the form has restricted sections, you must have access to those sections to grant
access to them.

1. Select the forms and click Actions.

2. In the Admin menu, select Provide bulk form access.

Actions @ - @ -

Admin * | Configure form types

: _ il
Duplicate * | Transfer form ownership —
Change Status To * | Provide bulk form access 13:46 AM
Generate Form Hyperlink Remove Recipients 14:53 AM
Generate Hyperlink for the currentr. | Replace Recipients
Create Forms in Bulk 4
1| INEGHTRF-000007 | RFI

3. Select the company from the drop-down menu.
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4. Select the contacts and click the arrow icon.

Select receipients for form access

* Display. ® All contacts Roles

Houston Contracting - Search Search

Name Name

: [=]

Company

External User

No records to display
Gayan Sam

Shamara Kulasinghe
External User

Extern,al User Testing,
Rohan Perera

ABCBC

MAD Django

Piumy Amarakoon
John Contact

Sharen Perera

/000000000 o

Nadia Pickford -

Forms User Guide

Cancel

Save

5. Click Save. When granting access to forms in bulk, if the form contains restricted sections, you

are prompted to grant access to these sections.

Granting access to document in bulk

There are restricted sections in the form/s selected. Do yvou want to include

these sections?
| Cancel | | Mo |

Click Yes to grant access to the restricted sections. Click No to grant access to the form but not

to the restricted section.

3.7 REMOVING AND REPLACING RECIPIENTS IN BULK

This option allows changes to be made to a form’s recipient list in bulk if a form participant is no longer

required for a particular action. If a user has completed their step, they cannot be replaced.
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3.7.1 To remove recipients in bulk:

1. Select the forms and click Actions.

2. In the Admin menu, select Remove Recipients.

Actions @ - @ @ -

- Admin * | Coenfigure form types

Duplicate * | Transfer form ownership | ™
| Change Status To * | Provide bulk form access .b3:4ﬁAM
| Generate Form Hyperlink Remaove Recipients ﬁ:EEAM

Generate Hyperlink for the currentr.. | Replace Recipients |

Create Forms in Bulk 4

[] | INEIGHTRFI-000007 | RFI

3. Select the recipients to remove.

Remove Recipients X

Please select a recipient to remove from the selected forms

Select a Recipients -

Cancel Remove

4. Click Remove.

5. Click Yes.

InEight Inc. | Release 23.12 Page 39 of 60



3.7 Removing and replacing recipients in bulk Forms User Guide

3.7.2 To replace recipients in bulk:

1. Select the forms and click Actions.

2. In the Admin menu, select Replace Recipients.

Actions - @ hd @ -

- Admin = : Configure form types

Duplicate ¥ | Transfer form ownership | =
| Change Status To * | Provide bulk form access .B:-iEAM
| Generate Form Hyperlink Remove Recipients ﬁ:EEAM
Generate Hyperlink for the current r. | Replace Recipients |

Create Forms in Bulk r

[] | INEIGHTRF-000007 | RFI

3. Select the current recipient you want to replace.

4. Select the new recipient’s company and name.

Replace Recipients X
Current recipients:

Recipients name{company):

Select a Recipients -
Recipients company: Recipient name:
Select a company - Select a Recipients -

5. Click Replace.
6. Click Yes.
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3.8 PROCESS FORM ATTACHMENTS AS CONTROLLED
DOCUMENTS

After a form is completed, you can publish the form and any attachments as controlled documents.

Process a form as a controlled document when you want the form to be an official document in the
Documents register. You have the option to include attachments as individual PDFs or as a single PDF.

1. Select the form

2. Click Actions, and then select Process Attachments as controlled documents.

Y Filter/Sort

Actions ¥ @ v @ v

Admin » Issued

Duplicate > hd =
Change Status To »

Generate Form Hyperlink

Generate Hyperlink for the current r...

Create Forms in Bulk »

Process attachments as controlled ...

3. Click Attach as PDF file.

Attach as PDF file? X

Attaching the form as a PDF will allow the form to be visible in the 'Select attachments
to process’ dialog. Do you want to attach the selected form as a PDF file?

[] Remember this setting for future

Ticking the checkbox will update user preferences

Cancel Attach as PDF file Do not attach
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4. Indicate whether to process each form as an individual document or to process each form
attachment as a single document.

Select attachments to process

The following attachments are available for processing as documents.
Please select how you wish to process them below.

() Process each form as an individual document with its attachments

@® Process each form attachment as a single document

Zip attachments
For your review ]

M For your review.Pdf

Cancel Process

Select the attachments you want to process.
Click Process to open the bulk upload window.
Enter the document details.

Click Validate.

© o N o O

Click Save. The documents are published to the Documents register.
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CHAPTER 4 — CONFIGURING FORMS

For information on Configuring Forms, see the links below.

4.1 EDITING FORMS SECTION REVIEWERS (WORKFLOW
FORMS ONLY)

4.1.1 To edit security settings for Forms sections:

1. Open the form.

2. Inthe relevant section, click Manage Reviewers.

@ Request for Information  RFI No:HCC-RFI-000003

DETAIL LINKS COMMENTS REVIEW STATUS HISTORY

Actions + & ~ Status:| Outstanding - Configure workflow Complete action

On:
John Smith - 08-04-21 [
Created by: Joe Fredericks (Houston Contracting) 0n:06-04-2021 11:52
Last edited by: on:

Eﬂ/mach files = i Download all

O | Title/Subject Document No. Type Size

O Floor Plan - 3.htm ABPO-103 Document 10KB

= e e
®
»

m} A-BPO-103.0.0FC.pdf A-BPO-103 Viewfile 792 KB

Items: 2

01 - RFl Response

Manage Reviewers

Name Company
Andrea Chadwick Brookman Co.

Greg Harrison Houston Contracting

Message -

©2021 Inight Inc. | 210502 INEIGHT

3. Select the company from the drop-down menu.
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4. Select the contact and click the arrow icon.

Edit workflow step: Response X

Title * Status * Review duration

Response Outstanding v 5 days :

Details v

Reviewers
(] only Initiator/reviewers assigned to this step can view the related sections (1)

*Display: © All contacts Roles
Select contacts to allocate: Allocated: Clear allocated

Houston Contrac... v Search Search

Name - Name Company  Optional Either

Greg Harrison - -
No records to display

Cancel Save

5. Click Save.

4.2 PREPARING A WORKFLOW FORM

4.2.1 Workflow forms:

Before activating a workflow form for the first time, the following preparation is required:

1. Status codes (if required) need to be configured.
2. Status codes need to be allocated.

3. Workflow steps need to be defined.
4

Form participants need to be assigned.
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4.2.2 Understanding status codes:

Form status codes are used to help recipients identify which step a form is at and what action is
required. The list 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.

Document / Admin / Configuration tables

InEight Document Training Project M.

Administration « Actions ¥ | (D

2 Manage administrators Module: All  Field: Areas

Manage administrators for the

project O Area Title
O BO1 Basement 01
© Manage user access
Define/Maintain user access and m} T External Areas
security
m] Lot Level 01
ﬁ Co_nflguratl_on la_hles_ | I Level 02
Define/Maintain configuration
tables [m] L03 Level 03
D Manage document rules [m] Lo4 Level 04
Define/Maintain document
workflow rules o Los Level 05
5 Project calendar
Define/Maintain working days s
Items:7 | Selected items: 0
©2021 InEight Inc. | v 21.05.02 INEIGHT

NOTE * Forms display the status drop-down in order of the Title values.
* For workflow based forms, status values are assigned per workflow step.

¢ For non-workflow forms, one or more status values are usually associated with
them.

4.2.3 Understanding 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.

¢ A form must have a mandatory start step (that initiates the form) and an end step (that closes
the form).

e Each step must have one or more sections allocated to it.

e 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 been marked as Either.

e Each step is assigned a status, which identifies the status of the form through the workflow.

¢ At the completion of each step (once Complete Action is clicked), Next Actions are presented to
the user. Each Next Action will drive which workflow step is done next. For steps that are
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assigned to multiple recipients, the last recipient to complete the step will select the Next

Action. The Next Action can also be assigned a status, in which case it will override the step
status.

4.3 STATUS VALUES FOR FORM TYPES

4.3.1 To allocate status values for form types:

1. Click Actions.

2. In the Admin menu, select Configure form types.

Actions - @ - -

~ Admin ' | Configure form types

Duplicate | Transfer form ownership | =
| Change Status To * | Provide bulk form access ;3:46 AM
| Generate Form Hyperlink | Remove Recipients ;4:53 AM

Generate Hyperlink for the current r__ | Replace Recipients |

Create Forms in Bulk 4 |
' [] | INEIGHT-RFI-000007 | RFI -
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3. Click the edit icon of the status you want to edit.

4.3 Status Values for Form Types

Configure Form Types X
O Form Type Title Assigned Status Published Distribution Workflow Status Status Distribution
D AF Audit/Review C-COMMENTS,CANCELLED,CLOSED-OUT,OUTSTANDING,UR Yes |Z; |Z; Z =
|:| CATHYO1 Cathy’s Test Form for UIUX CANCELLED,CLOSED-OUTOUTSTANDING Yes £ £ [£4 £
D CATHY02 cathy02 02 - DT COMMENTS,03 - PE REVIEW,04 - PV REVIEW,CANCELLE. Yes Z Z Z Z
|:| CRFI Client RFI CANCELLED.CLOSED-OUTOUTSTANDING Yes Z E z
D co Concrete Order CANCELLED,CLOSED-OUTOUTSTANDING Yes E; Z Z Z
|:| DR Documentation Record CANCELLED,CLOSED-OUTOUTSTANDING Yes Z E Z
|:| DYNAMICCT Dynamic Control Form CANCELLED,CLOSED-OUTOUTSTANDING Yes £ = £
D ECR External Communications Requirement CANCELLED,CLOSED-OUTOUTSTANDING Yes |Z; Z Z
|:| HD Hold CANCELLED,CLOSED-OUTOUTSTANDING Yes [£4 = £
D HP Hold Point CANCELLED,CLOSED-OUTOUTSTANDING Yes E‘ Z E Z
|:| NCR Non Conformance Report C-COMMENTS,CANCELLED,CLOSED-OUTMOREINFO,QUTSTAND. Yes B‘ Z B‘ z
|:| oc Oscar’s First Form CANCELLED,CLOSED-OUTOUTSTANDING Yes |Z‘ |Z; B z
|:| RFI Request For Information 03 - PE REVIEW,04 - PV REVIEW,CANCELLED,CLOSED-OUTOUTS Yes B‘ Z E Z
|:| SRFI Sub-RFI CANCELLED,CLOSED-OUTOUTSTANDING Yes [£4 = £
D SUBM Submittal Form CANCELLED,CLOSED-OUTOUTSTANDING Yes B‘ Z Z -
Items: 21
4. Click the plus icon to create a new status value
Status Allocated For AF X
* Title:
Audit/Review
Active Status Title Closed-Out
Z CANCELLED Cancelled Cancelled -
CLOSED-OUT Closed-out Closed-0ut
C-COMMENTS Closeout with Comments Closed-Out

OUTSTANDING Dutstanding Outstanding

UR Under Review

(ONONONO!

Outstanding

Items: 5
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5. Select the required statuses to be used with the form type.

Select Form Status X
Status Title Closed-Out
CANCELLED Cancelled Cancelled -
CLOSED-OUT Closed-out Closed-Cut
[] @ INPROGRESS In Progress Outstanding
OUTSTANDING Outstanding Outstanding
[tems: 4
ooy
6. Click Apply.
7. Click Save.

4.4 CONFIGURING A WORKFLOW FORM TYPE

You can configure a form workflow from the Forms register.

4.4 Step by Step 1 — Set up a workflow form

Summary: Configure a workflow form.

Considerations: The history of the specific form will not be visible to any user with None set as their
access.
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1. From the Forms register, click Actions.

2. In the Admin menu, select Configure form types.

Actions @ - -

4.4 Configuring a Workflow Form Type

Admin . ‘ Configure form types

Duplicate Transfer form ownership

Change Status To ¥ | Provide bulk form access

Generate Form Hyperlink

Generate Hyperlink for the current r.. Replace Recipients

Create Forms in Bulk »

[] | INEIGHTRFI-000007 | RFI

3. Click the Edit icon of the workflow you want to edit.

Cenfigure Form Types

®

[] | FormType Title Assigned Status

O | & Audit/Review €-COMMENTS,CANCELLED,CLOSED-OUT.OUTSTANDING UR

D CATHYO1 Cathy's Test Form for UIUX CANCELLED,CLOSED-OUTOUTSTANDING

[] | caTHYD2 cathy02 02- DT COMMENTS, 03 - PE REVIEW,04 - PV REVIEW,CANCELLE..
D CRFI Client RFI CANCELLED,CLOSED-OUTOUTSTANDING

O |co Concrete Order CANCELLED,CLOSED-OUTOUTSTANDING

D DR Documentation Record CANCELLED,CLOSED-OUTOUTSTANDING

D DYNAMICCT Dynamic Control Form CANCELLED,CLOSED-OUTOUTSTANDING

[] | EcR External i CANCELLED,CLOSED-OUTOUTSTANDING

D HD Hold CANCELLED,CLOSED-OUTOUTSTANDING

[] = Hold Point CANCELLED,CLOSED-OUTOUTSTANDING

D NCR Non Conformance Report C-COMMENTS,CANCELLED,CLOSED-OUTMOREINFO,0UTSTAND..
D oc Oscar's First Form CANCELLED,CLOSED-OUTOUTSTANDING

D RFI Request For Information 03 - PE REVIEW,04 - PV REVIEW,CANCELLED,CLOSED-OUTOUTS.
D SRFI Sub - RFI CANCELLED,CLOSED-OUTOUTSTANDING

[] | suem Submittal Form CANCELLED,CLOSED-OUTOUTSTANDING

ltems: 21
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4. Click the Add icon.

Workflow Steps for NCR
* Title:

NCR Workflow

D Do not show the forms to recipients until it is their turn to review

D Do not allow Form Initiator / Administrator to modify workflow reviewers

D Do not allow Form Initiator / Administrator to Modify Initiator Section outside of Initiator Step

® =
Step
00
01
02

03

O0O0O0

04

05

5. For each step, complete the following:

Title

00 Start / Return to Initiator
01 Investigation

02 Review

03 Resolution

04 Re-inspection / Closeout

Closed-Out

Forms User Guide

Configure

L

Lok« BE« BE o

a. Title - indicates the name of the step in the Workflow, can be the name of Section in the

form e.g. 01 Investigation

b. Status — Indicates the Status that will be assigned to this step.

C. Review duration — specify how many work days for completion. Once it has gone past the
number of days allocated this will appear as an overdue item in the Dashboard widget.

d. Sequence — automatically allocates the next Step in the sequence, once saved cannot be

edited
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6. Select the allocated sections for that step.

Add Workflow Step a
* Title

01 Investigation

* Stalus * Heview duration * Seguence

[X]

01 - NCR under Investigation - 4 days

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

* Allocated Sections
[¥] 01 - Investigation
D 02 - Rewiew
[_] 03 - Resobution

D 0 - Re-Inspection/Closeout

Next Action Steps (oplional)

®

A Step Title Status

Mo records available

Items: 0

|

7. Repeat adding steps for each Section of the Form.

8. Specify Next Action steps, either one or multiple. Click the plus icon and select your options
from the drop-down menu.
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11.

12.

Edit Workflow Step X
* Title

0 Investigation
* Status * Review duration * Sequence

01 - NCR under Investigation - 4 days

D On ¥ Initiator/reviewers assigned to this step can view the related sections

* Allocated Sections

| 01 - Investigation
Next Action Steps (optional)
®
& Step Title Status
00 Start / Return to Initiator 00 Start / Return to Initiator 00 = NCR with Initiator ;
02 Review - 02 Review 02 - NCR Review ’f\'

Select a Step
00 Start / Retum o Initiator

Itemr 01 Investigation

02
03 Aesolution Cancel m

. (14 Re-inspection

It is possible to define the Next Action to be the same step multiple times, but a different status
must be assigned each time. For example, the step might be Sent for Resolution; however, the
Status might indicate Allocated to 3rd Party or Internal resolution.

Click Save.
Select the following review rules, if applicable.
¢ Do not show the forms to recipients until it is their turn to review
¢ Do not allow users to modify workflow reviewers
¢ Do not allow Form Initiator / Administrator Section outside of initiator step

Specify the number of days before and after the due date that reminder notifications are sent to
reviewers.

Additional options are available to the workflow configuration, such as restricting viewing a step
to only the form initiator and reviewers. Click the Configure icon.
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Workflow Steps for AF
*Title:
testlk
[] Do not show the forms to recipients until it is their turn to review

[[] ponot allow Form Initiator / Administrator to modify workflow reviewers

4.5 Managing Reviewers and Distribution Groups

|:| Do net allow Form Initiator / Administrater to Modify Initiator Section outside of Initiator Step

® =
Step
00
|:| 01
02
Items: 3

12. Click Save.

Title
Start / Return to Initiator
Review 2

Closed-Out

X
Configure

{ Cancel ] [ Validate ] Save

4.5 MANAGING REVIEWERS AND DISTRIBUTION

GROUPS

4.5.1 To manage reviewers and distribution groups:

1. Click Actions.

2. In the Admin menu, select Configure form types.

InEight Inc. | Release 23.12
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Actions =

Admin

Duplicate

@v

Change Status To
Generate Form Hyperlink
Generate Hyperlink for the current r__

Create Forms in Bulk

[] | INEIGHT-RFI-000007

@'

¥ | Configure form types

F | Provide bulk form access

RFI

Remove Recipients

Replace Recipients

Transfer form ownership

13:46 AM

14:53 AM

™

3. Click the edit icon of the distribution group you want to edit.

®

AF

CRFI

co

DR

ECR

HD

HP

Oo0oDooOoooooooooo

SRFI

]

SUBM

items: 21

Configure Form Types

Form Type:

CATHY01

CATHYD2

DYNAMICCT

Title

Audit/Review

Cathy's Test Form for UIUX
cathy02

Client RF1

Concrete Order
Documentation Record
Dynamic Control Form
External Communications Requirement
Hold

Hold Point

Non Conformance Report
Oscar's First Form

Request For Information
Sub-RFI

Submittal Form

Assigned Status

G-COMMENTS, GANGELLED,CLOSED-QUT,0UTSTANDING,UR

CANCELLED,CLOSED-OUTOUTSTANDING

02- DT COMMENTS,03 - PE REVIEW,04 - PV REVIEW,CANCELLE..

CANCELLED,CLOSED-QUTOUTSTANDING
CANCELLED,CLOSED-OUTOUTSTANDING
CANCELLED,CLOSED-QUTOUTSTANDING
CANCELLED,CLOSED-OUTOUTSTANDING
CANCELLED,CLOSED-OUTOUTSTANDING
CANCELLED,CLOSED-QUTOUTSTANDING

CANCELLED,CLOSED-OUTOUTSTANDING

C-COMMENTS CANCELLED CLOSED-OUTMOREINFO,0UTSTAND..

CANCELLED,CLOSED-OUTOUTSTANDING

03 - PE REVIEW,04 - PV REVIEW CANCELLEDCLOSED-OUTOUTS

CANCELLED,CLOSED-OUTOUTSTANDING

CANCELLED,CLOSED-OUTOUTSTANDING

Distribution

£
=

#

X
Workflow Status. Status Distribution
4 4 = -
4 4 =
4 4 E4
4 4 =
£ £ =
4 4 =
[E4 [E4 =
4 4 =
4 4 =
£ £ £
£ 4 =
4 4 £
4 4 =
4 4 =
[E4 [E4 = -

Close
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4. Click the plus icon to add a new distribution group.

Distribution Groups For RFI

® =

[] Tite Created By Created On

There are no items in this project.

5. For each new workflow group, fill out a Title and select a Step

Add Workflow Group

*Title

RFI Workflow

Recipients: @) Workflow () For Info
*Step

PE Comments -

6. Select the All contacts or Roles radio button. Use the dropdown to select the Company and
select the contact and click the arrow icon to add the reviewer.
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*Display. @® All contacts (O Roles
Available users Selected users Clear allocated
Engineening Project Services - Search Search
Name - Name Company Optional Either
Adrian Hinkley
No records to display
Frank Jacobs
George Robinson

7. Click Save.

NOTE * Available in workflow forms only.

o Edit distribution groups by clicking on the title.

e Responsible recipients are allocated to one step at a time. Each workflow step
remains active until at least one participant has been assigned.

* ltis possible to allocate a default contact (which can be changed 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).
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CHAPTER 5 - APPLYING FORMS
SECURITY SETTINGS

For information on Applying Forms Security Settings, see the links below.

5.1 UNDERSTANDING FORMS ACCESS RULES

5.1.1 Access to the Forms module is controlled at three levels:

e Security group: Defines whether users in a group have personal, department or company access
levels.

* Read/Send access: Defines whether users have read or send access.
e Read: A user can contribute to a form and be part of the form’s distribution.
¢ Send: A user has access to initiate this type of form via the New > Forms menu.

¢ Per form basis: Defines whether access is controlled on a For Info/For Action basis on each
form.

5.1.2 Access rules per form are as follows:

e Users who have company/department access to forms can view forms assigned to any users in
their company.

e The initiator is the creator of the form.
¢ The receiver is any user in the For Action or For Info distribution list on the form.
¢ For Info participants are not required to fill in a particular section.

e For Action participants have access to a section and can specify reviewers or delegate
sections by clicking Manage Reviewers on the form.

5.2 ACCESSING USER SECURITY SETTINGS
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5.2.1 To access user security settings for forms:
1. Click the cogwheel icon and select Admin.

&

INEIGHTS

SETTINGS
Project settings

Admin

2. Select Manage user access.
3. Click the Access type drop-down menu and select Forms.

4. Select the security group.

Document / Admin / Manage user access -

InEight Document Training Project M_.

Forms User Guide

2 @ @ @

Administration « Aions + | (B & ®
25 Manage administrators Manage user access: CONS Access type:
Manage administrators for the ) B )
project [0 security group Title Mail type Title
0 0 AA Architects Advice
© Manage user access
Define/Maintain user access and CONS Consultant LET Farmal Letter
security
O ke Head Contractor MEM Memorandum
@ Configuration tghles O HeAr Head Contractor Restricted MOM Minutes of Meeting
Define/Maintain configuration
tables 0O own Owner NOD Motice of Delay
[J) Manage document rules O sus Sub Contractor I RFI Request for Information
= 3
:E?Eflnwarm:m dosnet RFIR Request for Infarmation Response
X sl Site Instruction
=3 Project calendar
Define/Maintain working days TRN-R Transmittal Response

VAO Variation Order

VAR Variation Reguest

©2021 InEight Inc. | v21.05.02

Read

B EEBEEEEE@ @B

Draft for review

008088 E @@

Send | Visibility

3]

Company

®

Company

9]

Company

®

Company

i3]

Company

®

Company

i3]

Company

O

Company

®

Company

Company

oo

Company

»
INEIGHT

5. Select the checkboxes to give the users Read and Send access to each form type.

6. Click Save.

5.3 EDITING USER ACCESS SETTINGS

In addition to standard Forms section rules, the level of user access can be modified when recipients

are added to the For Info section of the form (non-workflow only).
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5.3.1 To edit user access for forms:

1. Open the form.
2. Click For Info.

@ Tyler Test  TYTEST No:HCC0001

Actions = | saveasdrat | /b~ | Status:| outstanding

*ForAction | Electrical Engineers (Role)

*Subject: | TE-Testing Workflow Logic

Message
Testing the workflow logic.

Discipline:

Electrical - ELEC

TYTESTby
Houston Contracting
Categories G160 B:Greg Harison (Houston Contracting)
0n: 0403:2020 01:42 AM
on

[0 Atachfies = b Downlosdal

O | Tiersubiec

Items: 0

01 - Reviewer 1

Message

©2020 Ingightinc. | ¥192

InEight Inc. | Release 23.12

~ || Configueworkflow  Select reviewers

Avea

- Select one.

Document No.

DETAIL

Greg Harison

Last edited by:

Type

There are no attachments uploaded.

Location:

Select one.

5.3 Editing User Access Settings

on:

040320

Complete action

INEIGHT
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3. Select the access level for the reviewer.

Select recipients

* Display. ® All contacts Contact groups Roles
Select contacts to allocate:

Select a company - Search

[] Name Allocated

Mo Records to Display

Forms User Guide

Allocated: Clear allocated

Recipients added to: To

Name 01 02

Electrical Engineers (Role) Full v| view ~ &
None
View
Full

Recipients added to: Ce

Name 0 02

No records to display

5.3.2 The levels of user access are as follows:

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 this option set as their access level.

View: The user can only view the form.

Full: The user can create and fill out this section of the form.
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