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CHAPTER 1 — INTRODUCTION TO
CHECKLISTS

For more information on checklist functions, see the links below.

1.1 CHECKLISTS IN INEIGHT DOCUMENT

The InEight Document Checklist Module provides a powerful mechanism for creating and completing a
number of different types of fully customizable, responsive checklists within InEight Document.

Features of this module include:

¢ Quick and simple way to create new electronic checklists based on fully customizable templates

e Wide variety of field options available including Y/N options, date fields, text fields and file
attachments (including photos)

¢ Mobile functionality, with an intuitive and streamlined interface for both mobile devices and the
desktop environment

¢ Real time data collection to increase workplace efficiency

e Checklist Register with Status and Progress fields to facilitate Checklist management.

1.2 TERMINOLOGY

The following terms are associated with Checklists in InEight Document.
Checklist Type: This field denotes the different Checklist templates available on a project.

Checklist Sections: Areas of the Checklist where access and other configuration settings can be
controlled separately.

Section Items: Numbered items within a section that each require completion.
Response Type: Type of response required against a section item.
For Action: Field to denote users with full visibility of the Checklist and ability to complete responses.

For Information: Field to denote users with read only access to the Checklist. They can view the
Checklist but are not able to complete responses.
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Verification: Point at which the final user is able to verify Checklist completion.

Published: If a Checklist Type is published, it can be used by those with sufficient permissions, to create
Checklists.

1.3 CHECKLIST REGISTER

The Checklist register consists of columns that describe the details of each checklist.

When there are multiple recipients from the same company for a checklist, the register might include
an entry for each checklist. To hide duplicate checklists, click Hide Duplicate company checklists
located at the bottom of the page. The view changes to show only one entry per checklist and is
reflected in the Items total. To show all entries, click Show Duplicate company checklists.

Training01 Projectfor Cocument | TR..

You can click Manage columns to customize the columns shown in the register view.

To open a checklist, click the checklist number. The checklist opens to its Details page.
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CHAPTER 2 — PARTICIPATING IN A

CHECKLIST

For information on Participating in a Checklist, see the links below.

2.1 STARTING A NEW CHECKLIST

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

2. Click @ and select the Checklist Type to be created.

= @ New Vv Document / Checklist EUI Stage 2 & 3 | UITST3
Y Filter/Sort
Actions ¥ @ hd C Manage columns IE Show
) checklist Ne Asset Management Register Created Status
Pipe line 1 5 hd

[J HCC-SQIR-0 Site Inspection - Entrance and Exits | ot 2 - Inspection 26-08-21 02:39 PM VERIFIED
[J Hce-sqiR-0 Site Inspection - Weekly Lot 1 - Inspection 23-07-2111:30 AM VERIFIED
[0 0ASTPS00 Supply Quality Inspection Report  Start 30-03-2111-21 AM ISSUED
[0 0AsTPS00 TruckPre-Start 03/2021 30-03-21 10:54 AM ISSUED

ltems: 4 Selected items: 0

© 2021 InEight Inc. | v21.07.11

& @ 0 @®
View System hd
Personal ~ | SearchallChecklists ~ Q
Checklist type ID Progress
v
SQIR 100
SQIR 100
TPS 0
TPS 0
»
INEIGHT

3. Ensure that all mandatory fields are completed. This includes For Action and any field with a red

asterisk.
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@ Clearing and Grubbing

DETAILS LINKS

Cancel Save m

* For Action

For Info

*Due date: | dd-mm-yy )

Preliminaries

1.1.Ensure ERSED plan has been developed and communicated to site team:
Checked

1.2 Traffic control are in place and Relevant TPC and VMP are approved:
Checked

1.3.1s the trees trunks diameter checked, marked and inspected by ENM (boundary fencing)?:
Checked

You can enter users, groups, or roles in the For Action field.

4. In the Verification section, select whether the checklist is to be verified by a user or a role, and
then complete the remaining required fields.

Verification

*Verified by

@® User O Role

* Verified by company: * Verified by: Date verified Result:

Select one v Select one. v Passed Failed

¢ If the checklist is to be verified by a user, you must select values for the Verified by
company and Verified by fields.

¢ If the checklist is to be verified by a role, you must select a value for the Role field.

5. Click Save to save the checklist without issuing. It can be issued at a later date as required.

NOTE » The “For Action” field recipients need to update one or more sections of the
Checklist.

* The “For Info” recipients are not able to edit field values in the Checklist sections
but can view the Checklist as it is being worked upon.
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2.2 ISSUING A NEW CHECKLIST

1. Locate and open the Checklist from the Checklist Register.

2. Click Issue in the upper right corner of the Checklist.

@ Clearing and Grubbing

DETAILS LINKS

(o ) (oo |

* For Action John Smith (Houston Contracting) <

Far Info Greg Harrigon (Houston Contracting)
* Subject: Clearing and Grubbing Checks for Area 425
*Due date: | 10-04-21 ™

el g= When issued, overdue or completed, notifications will be sent to the For Action and For
Information users listed.

2.3 PARTICIPATING IN A CHECKLIST

1. Click on the Checklist Module to open the Checklist Register.
2. Double click on the Checklist that needs an action completed.

3. Complete the items as required in each section. The items may have different associated
response types such as free text, checkbox, dates etc.
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@ Safety Inspection Checklist Ref:HCC-SAF-000002

DETAILS LINKS HISTORY
= [ Cancel ] [ Save ] Complete
General ~
*1.Posters and safety signs/wamings?:
Yes -
* 2.Safety meetings held periodically?:
Yes -

* 3.First-aid kit available and adequately stocked?:

Yes -

* 4 Job related safty training
complete?:

Mo -

* 5 When was the accident
reporting procedure
established?:

d-mm-yy m

* B6.Substance abuse policy types?:

Alchohol ~

Other Drugs

Pain Medication
0
0

Fantasy Football o

4. Click Complete to notify the system that you have completed the relevant Sections and move
the Checklist onto the Verifier.

e i=n Click Save to save progress on the Checklist. It can then be edited at a later time as
required.

2.4 VERIFYING A CHECKLIST

After all Checklist Sections have been completed, the Checklist will need to be checked by the Verifier,
as defined when the Checklist was first issued.
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VERIFY A CHECKLIST

Summary: Verify a checklist to confirm all steps have been completed.

Considerations: If corrections are needed, and you do not want the checklist to be closed, you can
reactivate the checklist to return it to the users completing the checklist details.

1. Double-click the checklist from the Checklist register.

2. Locate the Verification section of the Checklist.

Verification
Verified by company: Verified by: * Date verified: * Result:

dd-rmm-yy t | | (O Passed (O Failed
* Comments:

3. Select whether the Checklist has passed or failed.
e Passed closes the checklist, and it will no longer be active.

e Failed fails and closes the checklist, and it will no longer be active.

4. Add any required comments.
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CHAPTER 3 — CHECKLIST TYPES

InEight Document Checklists can be created by Project Administrators. Administrators can also define
sections, questions and response types.

3.1 CREATING A NEW CHECKLIST TYPE

A checklist type is like a template that lets you quickly create new checklists with predefined sections
and question types.

CREATE A NEW CHECKLIST TYPE

Summary: Create a new checklist type, so you can have a template to re-create checklists with similar
items.

Considerations: You can click Save draft at any time to save your work.

1. From the Checklist module, expand the Actions menu, and then select Manage Checklist Types.
A list of existing checklist types shows.

Manage checklist type X
@ Search all Types Q
O Checklist Type ID Title cat Published date Version Company Verifier
0O | ces Clearing and Grubbing SAFETY 1 Houston Contracting -3
O | eE Permit to Excavate Quality 28-08-17 04:07 PM 1 Houston Contracting -3
O | sae Safety Inspection SAFETY 28-07-18 02:10 AM 2 Houston Contracting fe)

O | = Site Induction SAFETY 06-07-17 09:08 AM 1 Houston Contracting [
Items: 4

2. Click the Add icon to create a new checklist type. The Checklist builder opens.
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3. Enter a Checklist type ID, Title and Checklist category.
The Checklist Type ID is an abbreviation of the title and shows in the Checklist reference number.

The Title is the name of the checklist and should give a clear indication of what the Checklist will
be used for.

The Checklist category provides a classification for numerous checklists, for example, Safety,
Earthworks, Site Inductions.

4. In the Section box, specify the section name, which will show as the header for that section. The
section name can have multiple lines. You can optionally use the formatting tools in the Label
section of the Section details panel to format the section name.

@ it checklist type: Sit amet

FENE)
This is the check box section

5. Click the arrow at the top of the Section details panel to go to the Components panel.

6. Dragand drop a question type in the designated box in the section.
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=)

-----

| Selectone

7. Enter the item number of the question.

8. Click the field below, and then enter the question text. You can use the tools in the Field details
panel to format the question text.

9. If you want the question to be required, select the Required check box.

10. If you want to add additional sections to the checklist, click the arrow at the top of the Field
details panel to return to the Components panel, and then drag and drop the Section layout type
into the checklist. Any number of sections can be added to a checklist. At least one section item
must be specified in each section.

11. Repeat steps 4-9 for each section you add. If you want to change the order of the sections, click
the Move icon in the section, and then drag and drop to the new position.

{leJ =0 The item numbers are not validated or reordered. If you change the order of steps,
you must manually change the item numbers of all affected sections.

12. Click Publish to save and publish the checklist.

3.2 ADDING ITEMS TO A SECTION

Each section consists of a section type and a question type. You must also add the item number and
question type.

3.2.0.1 Question Types

The following Checklist question types are available:
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Address Book
Attach File
Checkbox

Checkbox
Group

Configuration
Table

Date

Date - time
Dropdown List
Dynamic table

Label

Reference file

Signature

System Action

Text

Text Area

Yes/No

Lets the selection of a company and subsequent contact to be available.
Lets supporting files be attached.
A single checkbox be selected.

Lets a user defined list of check boxes be available to be selected
individually.

Lets a drop-down list selection from an existing InEight Document
Configuration Table to be available.

Text box in format of dd-mm-yy and a date picker.

Text box in format of dd-mm-yy and date and time pickers.

Lets a drop-down list of administrator-defined options to be available.
Lets a dynamic table to be available.

Free text used to provide information that does not require a direct
response.

Lets a predefined attachment, such as a template, be available in the
checklist. The file is available for download when completing the checklist.

Text box used for a digital signature.

Lets Actions (Forms or Mail item) be raised from the checklist and linked.
After you add the System Action question type, you can specify the module,
and then the action, such as All, Create New, or Link Existing. When you
select Link Existing, a link, also called Link Existing, shows in the checklist.
The checklist user can then click the link to view the list of existing items.

Lets a single line of text to be typed. You can indicate whether to use plain
text or rich text.

Lets multiple lines of free text be typed.

A drop-down box with the option to select Yes, No, or N/A.

ey g=n If there are configured dependent fields, they are also supported when configuring the
checklist response types.
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3.3 PUBLISHING A CHECKLIST

Once a Checklist Type has been saved, it does not automatically become available to end users and is
only kept as a template. To make a Checklist available to project participants it must be published as
follows:

1. Locate the Checklist in the Manage Checklist Types screen.

2. Double click the Checklist and click Publish to make it available.

NOTE * The Input template can be viewed by clicking Preview.

¢ The Output can also be viewed on an active Checklist by clicking Print and Print
Preview.

3.4 RESTRICT VERIFIERS BASED ON
CHECKLIST TYPE

1. Select the More dropdown menu and click Manage Checklist Types.

Document / Dashboard

Y Filter/Sort
,:_._-“r_:,r'b - @ - j -
E@age checklist 13-%_:) tle

Impaort checklist types from project

[[ Delete ifety Inspection Form

HCC-SH000004 Site Induction for Bill Saunders

2. Click Configure in the Verifier column.
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Manage checklist type X
@ Search all Types Q
O Checklist Type ID Title Cat Published date Version Company Verifier
0O | ces Clearing and Grubbing SAFETY 1 Houston Contracting -3
O | eeE Permit to Excavate Quality 28-08-17 04:07 PM 1 Houston Contracting £
O | saF Safety Inspection SAFETY 28-07-18 02:10 AM 2 Houston Contracting £
O s Site Induction SAFETY 06-07-17 09:08 AM 1 Houston Contracting =3

Items: 4

3. Check Selected users.

Configure checklist verifiers X

Valid Verifiers for Clearing and Grubbing

(O All users @ Selected users

Available Users Selected Users Clear allocated
I The Client - I Search Search
|:| FirstName LastName Name Company
D Jeff Jones Joe Fredricks Demo )

Cancel Save
[ see ]

4. Select the company, then check the users to be listed as verifiers. Click the button to add
them.

5. Click Save.
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CHAPTER 4 — ADDITIONAL
CHECKLIST OPTIONS

For information on Additional Checklist Options, see the links below.

4.1 CHECKLIST EXPORT

From the Checklist Register, click the button, then select Excel to export All Items or

Selected Items.

Actions - @ - A

[ ] Checklist No.

X sated

Excel | Al tems

Selected checklists  * | Selected Items

HCC-SAF-000002 Safety Inspection Form 28-07-18

4.2 DELETING A CHECKLIST

To delete a checklist (so long as relevant permissions are enabled):

1. From the Checklist Register select the tick box against Checklist(s) to delete.

Actions - @ - -

B Manage checklist type f

Import chechlist types from project

ife

HCC-S1-000004 Site
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2. Click Actions, then Delete.

J{e = Users can delete Checklists that they have created but only if they are not yet issued.

4.3 REACTIVATE A COMPLETED CHECKLIST

When a checklist has been closed out in error, you can reactivate it, so you can correctly complete
checklist items.

REACTIVATE A CHECKLIST

Summary: Reactivate a checklist when a checklist if a checklist question was missed or the checklist
should not have been verified.

Considerations: You must be a member of the Reactivate Checklist security group in the Checklist
module security. If you have Personal security in this group, you can only reactivate your own checklist.

Quick steps:
1. From the Checklist register, select a completed checklist.

2. Expand the Actions menu, and then select Reactivate checklist. A Reactivate checklist
confirmation box opens.

3. Click Proceed.

What's next: The checklist is set to an active state, and is returned to the For Action recipients to
update the information.

4.4 TRANSFER CHECKLIST OWNERSHIP

You might need to transfer checklist ownership to another user if they need ongoing revisions to the
checklist.

TRANSFER OWNERSHIP OF A CHECKLIST

Summary: Transfer the ownership of a checklist when you want another user to be responsible for the
checklist.
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Considerations: You must be a member of a security group that can transfer ownership of a checklist.
These instructions start at the Checklist register. If you are already in a checklist, you can use the
Actions menu for that checklist.

1. From the Checklist register, select a checklist, and then click the Actions menu.
2. Select Transfer checklist ownership. The Transfer Checklist Ownership dialog box opens.

3. Select the company and contact, and then click Save.

4.5 IMPORT CHECKLIST TYPES

Importing checklist lets you use checklists across different projects.

IMPORT A CHECKLIST

Summary: Import a checklist when a checklist you want to use already exists in another project, so you
do not have to recreate it.

1. In the Checklist register, click Actions, and then select Import checklist types from project.

Actions - @ - hd

B Manage checklist type F

Import checklist types from project

B Delete e
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2. From the Project drop-down menu, select the project the checklist was created in.

Import Checklist Type
Project selection

Select a Project v

Checklist type ID Title Category Import as ID Import as Tithe
ACT-TEST ALT Testing Images Iinapection

=] Safety Inspection Inspection

TOOL_TP Teat Toal Tip and Date Time Inapection

3. Select the Checklist Type IDs you want to import.

Optionally enter the ID and title that you want to use in the import in the Import as ID and
Import as Title fields, respectively. If the fields are blank, Document uses the original ID or title.

5. Click Import.

NOTE ¢ Imported Checklist types by default are not published.

e Projects listed are ones added to your profile.

¢ You must have Company security level to see the checklists to import.

4.6 CHECKLIST HISTORY PRINT TEMPLATE

1. Select Print Preview from the Print drop-down menu.

@ Safety Inspection Checklist Ref:HCC-SAF-000002
DETAILS LINKS HISTORY
5~
~
Print

tks (Houston Contracting)

ror e

* Subject: Safety Inspection Form

*Due date: | 20-10-18 =
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2. The History template appears and is ready to be printed.
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5.1 CHECKLIST SECURITY

In InEight Document, Checklist access can be managed at a User level, by Security Group and then also
by Checklist Type.

5.1.1 Individual User Level Access

There are four levels of Checklist access available.
None: User have no access to the Checklist module.

Personal: Users can only access Checklists that they have personally created or been nominated in the
For Action/For Info fields.

Department: Along with the Personal access rights, users can access Checklists where another user
from the same Department (of the same Company) has personally created or been listed in the For
Action/For Info fields.

Company: Along with the Department access rights, users can access Checklists where another user
from the same Company has personally created or been listed in the For Action/For Info fields.

To provide a user with access at an individual level:

1. Click Contacts from the InEight Document Dashboard and locate the required contact. Then
double click to open the User’s details.

2. Click on the User Security Tab.

3. Select the Checklist Module drop down and choose the appropriate level of access.
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@ Edit contact: Frank Jacobs

Security Group:

Consultant

Standard mail:

USER SECURITY

Unregistered mail:

HISTORY

Folders:

Company None Create, View & Allocate items
Document: Packages: Transmittal:
Full Full Company

Published report: Defects: Tasks:
Mone Naone MNone
Gallery: Lots: Forms:
Mone Naone Cempany
Checklist: Vendor data: Manuals:
Mone None MNone
None
Personal
Department
Company

J[elg= User Checklist Access can also be defined from the User tab within Security Group
Settings.

5.1.2 Security Group Level Access

For users with access to Checklists, additional access options can be managed via the Security Group
they belong to.

1. From the InEight Document Dashboard, click the Admin button, then Manage User Access and
then choose the relevant Security Group.

InEight Inc. | Release 25.9 Page 26 of 27



PRODUCT NAME DOCUMENT TYPE

.ﬁ Manage administrators Manage user access Configuration tables
Manage administrators for the Define/Maintain user access and Define/Maintain configuration
project security tables

Manage document rules
Define/Maintain document
warkflow rules

Project calendar
Define/Maintain werking days

2. Click on the Security Tab then choose Checklist from the drop down list on the right hand side of
the window.

Administration « Eq] ®

2. Manage administrators Manage user access: HC Access type: Module: EeE: -

Manage administrators for the

project Security group Title Description Allow
#~ Create
# Manage user access
Define/Maintain user access and [J] cons Consultant Checklist Templates
security
HC Head Contractor Checklist
@ Co_nflgu_ratl_on ta_hles_ ] Hcr Head Contractor Restricted ~ Delete
Define/Maintain configuration
tables ] own Owner Checklist Templates
[, Manage document rules ]| sus Sub Contractor Checklist
Define/Maintain document i i
workflow rules Action Checklist

From here, controls can be chosen to define the actions and available values that can be used by those
assigned to the Security Group.

This includes:
1. Create or delete Checklists.

2. Action Checklists

Me3g= The Checklist creator can update the For Action/Info, Subject and Due Date fields of an
issued Checklist.
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