QUICK GUIDE

DOCUMENT BASICS (CLASSIC)

InEight”

DOCUMENT

@ SINGLE DOCUMENT DOWNLOAD

1. Searchforadocument.
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A-G-EL-0002 | L
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2. Click the relevanticon within the PDF,
DWG, DOC or OTHER columns to
download the document.

® BULKDOWNLOAD

1. Select multiple documents then click Download.

] New | Duplicate ‘. Download 1 Bulk Upload | Review
O y 2 Q Document No. Rev
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a A-G-EL-0002 B
a A-G-EL-0003 A

2. Use tick box to sort documents by document
number or file type.

[E) pownload View Files

There are 3 files available. Select the files you wish to download.
([ Include Document meta data spreadsheet

Group By
(® Document No. () File Type

Select All
Document No: WWCD-TR-07-05-19-03 Rev: C Sts: IFI Version: C.01 (1
[¥] StellarGolf_sectionBB.pdf (339 KB)
Document No: WWCD-TR-07-05-19-02 Rev: C Sts: IFI Version: C.01 (1
[¥] StellarGolf_sectionAA.pdf (423 KB)
Document No: WWCD-TR-07-05-19-01 Rev: C Sts: IFI Version: C.01 (1|
StellarGolf_roof_plan.pdf (379 KB)
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Total Selected File Size: 2 MB Download Cancel

3. Click Download to download to a zip file.

@ ONLINE VIEWER

1. Select the magnifying glass next to a document

= 1.
= to open the online viewer for a document.
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@ SUPERSEDE A DOCUMENT

1. Double click adocument to open the document
upload screen.

2. Update the revision (and other attributes if
required).

3. Attach the new revision file(s) and click Save.

@ CHANGING REGISTER VIEWS 3.

To change the Register view from Latest Unrestrained
to Latest, Superseded or All, use the radio buttons 4.
indicated below.

% Admin

Latest Unrestrained

Q search & contacts |v I]. Reports

ants Go  Advanced Saved ||

J Refresh ‘ Print ‘ Export = | Transmit = ‘ More = [
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® DOCUMENT UPLOAD

Click New then Document.
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% Package >

Enter all required document metadata.

A-G-P-0009 - B - PD

| Save ‘v] ’V Print Close | [More - w [Amch Files v“

Document No.*: | A-G-P-0009

Rev#: B - Revision B i Version: (o1 |
Status*: PD - Preliminary Design ]
Titlex: Foundation Plan ‘
Discipline*: ARCH - Architectural

Category: EXT - External Areas 1)
Area : -- Select an Area - 7]
Type*: DRAWING - Drawing I
Review Status: @

From User: Frank Jacobs, Engineering Project Services

Sender: -- Select a company -- | ¥ || -~ Select a contact -- |

Date Recorded: 13-09-07 Date Released: |13-09-07

Revision Notes: |

& 1 View Files

O File Name Size
(J A-G-P-0009.B.PD.PDF 718 KB Download View

Click Attach Files to attach up to 4 formats of the
document to the current revision.
Click Save.
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