QUICK GUIDE

InEight*

SEARCHING ESSENTIALS S | DOCUMENT

@ SEARCHING IN THE MAIL INBOX @ SEARCHING IN THE DOCUMENT REGISTER Filterand Sort (top left):
In the columns above the Register, enter key words or
Simple search (top right): Q Simple search (top right): Q select the drop-down lists to apply filters to that column
Enter key words in the search box P> click icon Enter key words in the search box P> click icon
T Filter/Sort
View: ~ System hd View: | System v Fiter and sort X
Show: Personal w || Search all Inbox Q Show: Personal w ||| search all Inbox Q Shw: | Latest unvestrained ™ | [ Documents that  can downlo T
Filter by. Module Column Operator Value @
Filter and Sort (top left): Column filters (top center): ® Document « | selectone v | | Selectone - QRN
Click Filter/Sort and select filters for your search »> Click Filter/Sort and select filters for your search p> ® AND oocumen: <] setectone «| [ setectone - ®
CIICk Apply CIICkApply ® AND  Document - Select one - Select one... - ®
Y Fiter/sort Document No. Rev Sts ® AND  Document - Select ane - Select one - ®
Filters o ® AND  Document - Select one - Select one - ®
Show: Personal - ? v v Sort by Column
Received @aAlmail  ONewmail (O outstanding mail TR-SM-REVIEW-207 Contains - IFR ® Document No - @ Ascending order © Descending order ®
To - - T ® THEN selectone w @ Ascending order © Descending order ® -
TR-RTI0-JV-00001 IFR rese ) |
From: All companies - - Equals LRE;E(
R TR-RIOTINTO-0006 IFR
Does not equal
Attachment name: Contains - W IFR .
o Begins with Note:
Filter by: Column Operator Value & * . .
® o e R o8 TRRIOTINTO-000L| |\ "\t herin with ki » For projects using the Vendor data module, you can
filter the register based on metadata of a linked
® AND  select one - Select one. - Select someitems | v (X

deliverable or purchased item

Reset | Apply

* The Module column lets you identify whether the
filter is for a document, deliverable item, or

Column filters (top center): purchased item

In the columns above the Register, enter key words or Learn more in our Knowledge Library ] )
select the drop-down lists to apply filters to that column learn.ineight.com ° Th? Column golumn lets you f'ltef by a columnin the
register or a link type, such as Mail
P Matlret Take a course at InEight U + Use?to search forany character. E.g., searching for
- | university.ineight.com Document Number A?1 will return A01, A11, A12 etc.
Use * to match any number of characters. E.g.
MEM WE-MEM-0001 Structur® will return Structural, Structures,

Structuring etc.
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