QUICK GUIDE

LOTS ESSENTIALS

InEight*

DOCUMENT

@ ACCESSINGLOTS
1. Click > Lots

@ CREATINGALOT

1. Click onthe Plusicon P> select Single Item or Bulk
Items

@~ ®

Single item »

Bulk items »

2. Select New Lot or New Sub Lot

3. Enter mandatory fields and/or additional fields

* Lot No: * Title: * Lot type:

AUTO Select a Lot Type... -
* Lot status Area

Outstanding - Select a Area. . -
4. Click Save

@ ADDINGWORKITEMSTOALOT
1. Click on a document number to open Lot / Sub Lot
2. Selectthe Items tab

3. Click ®icon

4. EnterInthe Search Criteria P> Search

Search criteria for | Mail-Inbox =
Show: Received
Personal - @ All mail (O New mail (O Outstanding mail
To: From
- All companies -

5. Select the checkboxes to add document/s

Search results

[ Document No. Rev Version Sts Title
00000-CN-DOC-001 B BE.01 IFI 00000-CN-DC
00000-CN-DOC-00TA A AOT IFI 00000-CN-DC
00000-CH-DOC-001A1 A A0 IFI 00000-CN-DC
I:l 00000-CN-DOC-001A2 A A IFI 00000-CN-DC
D 00000-CHN-DOC-001A958 A A01 IFI 00000-CN-DC

4, =P selectthearrow
5. Click Save p> Close

Note: Tick Supporting Doc Req if supporting evidence is
required against the item added within the Lot. Once
ticked, item status can only be closed-out when a
supporting file is added within the Lot item.

Supporting Docs Reg
M
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@ EXPORTINGLOTS DATA
1. Clickonthe Lot/ Sub Lot (s)

2. Select the Exporticon P> select Excel or Export Lot
data

Excel: All information in the
v Lot will be exported into an
Excel spreadsheet.

Export Lot data: All
information in the Lot will be
exported into PDF (mails
included) - including
attachments.

Excel

Export Lot data

@ CHANGING THELOT STATUS
1. Clickonthe Lot/Sub Lot
2. Select the Details tab

3. Under Lot status: P> select a status from the drop
down

4. Click Save

Note: You will only see the statuses that have been
assigned in security group settings (If you have Admin
access it can be found here: Settings > Admin > Manage
user access > Select the security group > Access type:
Security | Module: Lots > Edit Attributes > Lot Status)
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@ CLOSINGALOT @ LOTREPORTING
1. Click onadocument number to open Lot/ Sub Lot 1. Click » Reports P> Lots
tab

2. Change the Lot status to Closed-out

001 - Lot Register (S Report
* Lot status: egister (Summary Report)

010 - Lot Description (Detailed Report)
015 - Lot Status Change Report

Outstanding

Select a Lot Status. .

Closed-out
Outstanding 2. Chooseareport P> Enter Report details & Search
conditions
Note: If there are supporting files added with an S
outstanding status, they need to be closed out / checked o R
via the checkbox Lot Register (summary epoet) oo
Date Closed Due by Date Supporting Docs Req . B
dd-MM-yy | dd-MM-yy = L]
dd-MM-yy =] dd-MM-yy =3 O —

‘Set search conditiens for Lot
Manage By

Cantans - Al companies

Enginee By: Foreman By

Frp— - Al companies

Veified By. Crested By

NEED SOME MORE HELP?

A8 comparves - Al companies

Learn more in our Knowledge Library N . z
. . (@ AND  select one - -
learn.ineight.com i — B .

Take a course at InEight U 3. Click Search

university.ineight.com
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