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1.1 Overview Completions User Guide

1.1 OVERVIEW

The InEight Completions application is used for managing forms and tasks that also lets you capture
data, send out notifications, and use the information in all types of reports and dashboards. This
includes:

¢ Creating and storing form and task templates in the Template manager.
¢ Selecting, filling out, and submitting events and tasks.

¢ Tracking the status of and managing data on the Events and Tasks pages.

1.1.1 Workflow

Completions provides a workflow for creating templates, executing events and tasks, and managing
them.

Templates Manager

View / Edit Ffﬁjﬁ Form(Task T—
Templates
p Tempkiles Execution s agement

Form/Task
Execution

1.1.2 Landing page

Completions contains standard templates for construction quality processes and the ability to
customize any other template. You can access events, tasks, and administrative functions depending
on your role and permissions.
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Completions > Quality ~

Allevents To do list £ January
8 9 10 n 12 13 14
Inspection & Test Plans
. Fomms a sonaiciom o [ Tasks a | | Upcoming Planned Work =n)
-

There is no planned work
You are all caught up!

1.1.3 Templates manager

You can access the Templates manager to view templates and check statuses (Published, Draft, or
Inactive). You can also create new templates using the form builder or task builder. The creation of
forms or tasks templates is an administrative function performed using web Completions.

1.1.4 Form & task execution

1.1.4.1 Mobile application

When you are out in the field, you can fill out and submit inspections, forms, questionnaires, and tasks
using the Completions mobile application. You can complete events or tasks offline using the mobile
app, and then synchronize the results when you are online.
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al Verizon LTE 9:17 AM @ 100%, (emm)

Cancel Quality review - | Save

1 6 6 0

QUALITY HEADER

iU yUU ITLUYITILZT Ally yualily wilia:

Sections | Questions | Answered | Exceptions @

Please provide location information

Latitude : 33.5758931154505

Longitude : -111.885464591354
Clear GPS

Supervisor's signature

L T RE
rad
Select to approve

1.1.4.2 Web forms and tasks

Completions User Guide

To fill out a form or task, select and launch the form or task using the Forms or Tasks dialog box.

Page 20 of 277
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Forms =9 Schedule form Q Tasks Q
- Favontes (0) v

Favorites (1)

Assessment

SuneethaForm

No items found

TOTAL: 1 TOTAL: 0

1.1.4.3 Form and task builders

Completions has an intuitive form and task builder to create forms or tasks. The module includes
numerous question types to collect the information you need from the field and provides functional-
level permissions with customizable workflows for each form or task.

Manager quality review

Module landing > Templates manager > Form bulder
BuLD PROPERTIES FORMFLOWS HISTORY @
Layout type: 7
o = s
Cuestiontypes
SECTION HEADER
hment 0 &
< g Dste-Time
. * Event date
@ Fom Bution £ Fom Flow 02/06/2023 (=]
@ Rl
= * Number
© Peplepicker  (# Signature Review section |
&
B Ted
 quality
A ds ur for it ! to th b
023108 a5t " ne
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Completions User Guide

Finalize quality review process -

Module landing Templates manager > Task builder

8ULD PROPERTIES HISTORY g
Layout types 4
@ Column @ Section
Question types

Finalize quality review process
% Attachment O Butten
© Choice ra’na:»mm
* Expiration date
Form Bt o 2072023 &
% Refer = Lst
# Numb O Peoplep
@ Signature = “ qualystep
p

* Raenancihle narms

1.1.5 All events and all tasks

When you submit forms, you can track forms as events on the events page. You can track the status

(i.e., Pending, With Claims Manager, Complete) of your events approval process. The due dates shown

in red indicate the event form is overdue.

Quality > Events ~ @ Glasalgvent v My
¥ © Q
© Automat date iterappled - o clear use th event date conam fer
Event e Event daie Erentip Foun name Projeciomganization St

O e oz 2023030001 Header 1 -Simple - DOND_. Van i ) pending
i oz 20300013 vani ) pending

O om a o1/05r2023 2022011300005 ieader 1 -Simple - DONO_ Van u) Scheduled
=l S—— 0132023 S — ) Scheduied
1 = QA Petomance oIz 2022011300004 Qualty TP Header 1 -Simple - DONO... Van e w) Scheduied

0 e oz 2023011200067 Iste OND.MA (TPFour)  The 8e ) Pending
o oz 2023011200063 Thess ) Pending

0 o 2023 2022011200059 These ) pendig
oo 2023 2022011200055 The ge ) Pending
22 223 The 86 ) seheduied

0 s 3 2023011200053 van b u) pendng
s z0za0m200052 Scheduied

When you submit tasks, you can track them on the tasks page. The due dates shown
task is overdue.
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1.1 Overview

Quality > Tasks = @ Global Events/Tasks View: My vi
G © Q
® ppied.- o lear,
Tosk tte 0 Responsible party Status Task 4 Task name
0 Meghanal Scheduled 2023011200070 23215k
0 = Meghana Scheduied 2023011200069 232128k
O 121 QA Performance Meghana Scheduled 2023011200068 2120k
0 154 A Perform Meghana Scheduled 2023011200065 232tk
0 = 141 A Performance Meghana Scheduied 2023011200065 212usk
O Meghans Scheduled 2023011200064 2120k
0 m® Meghana Scheduled 2023011200062 232tk
[aR™ 111 04 Performance Meghana Scheduied 2023011200061 2121
0 15 QA Perform Meghana Scheduled 2023011200060 23215k
0w 111 0 Performance Meghana Scheduled 2023011200088 2121k
O m 121 QA Performance Meghana Scheduied 2023011200057 2128k
s 141 QA Performance Meghana Scheduled 2023011200055 232tk

1.1.5.4 Exports

You can export events or tasks. Click the Export icon to begin the export of your selected items from

the Events or Tasks page. The system generates an Excel file that is sent to your email.

Export Tasks to Excel
‘Youwilleceive an email with the Excel file once completed.
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2.1 LAUNCH COMPLETIONS

To open a project in Completions, use the link provided to you by your manager or other source.

Click the Main menu icon at the top left, and then select All projects & organizations.

@ Welcome

Contractor (Default) 2.4 Y @

INEIGHT®

& My links 33 Photo

Main menu

FAVORITES Y A

Root Organizations
Fountain H

)
& |

SETTINGS ”;5' @ Add links E"‘
>, i

\J @ Add image

All projects & organizations ,[
{ Paradise Valley |/
| {

ii Master data libraries {
| Scottsdale
28 Suite administration | 1

renixi=———\ 7
ey oy g ; Tamma | © OpenStreetMap contributors

® Profile

INEIGHT ONLINE

@ Explore products Tasks Tasks Tasks

@ InEight learning and support 0 0 0 I

(2 _InEight.com

Click the project link in the Name column to open the project. You can use the Search function at the
top right to find a specific project.

= @ Allprojects & organizations

PROJECTS ORGANIZATIONS
\ ® Q
Cantractdate c
0813172008 1145 P
) 110772018 80208 AM
enta 10/20/2020 15515 PM
eeeeeeee 01/08/2019 1:3334 PM
Sty 091172018 102837
VW P Y o A aam b A Y N

The Project home page opens.
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2.1 Launch Completions

& Links

Organization

Leam ingight

Steel Structure Training Job | 105091 night Uiversiy
Project
B e =

Workspaces InEight University
Project library

Plan

Guantiy tracking
‘Werk packaging

Progress

Oaily planning

Weekly iime sheet

<) Control

Manage budgets and forecasts

Launch

3) Quantity tracking

Build components and document quantities

Launch

1) Work packaging

Group work into plans and packages

Launch

%) Daily planning

Assign tasks for your crew

Launch

Contract

B Project notes
8id packages

contracts.

Change

Compliance
Completions

Report

B -

&

Oastboards @ Settings

APl documentation
Projectbome.

Project details

Settinae

néghtine. | Pumcrsiatement | Teom

Click Completions on the left navigation.
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Project and application settings

5) Contracts

Status. Court

oraft 3
Executed 1

5) Supporting documents

7) Bidpackages

INEIGHT S
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fr  Steel Structure Training Job | 105081 / Project home

Add project image
Minimum of 540px x 360px

Steel Structure Training Job | 105091 (1]

Frupcu oy

Plan

Quantity tracking

Wark packaging

Progress

Daily planning
Time center

Weekly time sheet

Contract

Bid packages
Contracts

[le Change

Compliance

Completions.

Report

Explore

Dashboards

APl documentation

Project home

Project details
Settings

Workflows

The Completions landing page opens.

Completions > Quality +

Aevents To do list £ January

Inspection & Test Plans

Inspection & test plan report

Administration

Templates manager

of
©Ff

Tue Wed Th Fi sat

10 n 12 13 14

Roles:
Tt Ovdeeents 0 Owrditasks: 0
Settngs

Forms £ Scheduleform  Q Tasks a | | Upcoming Planned Work
Inspection & Test Plans

Faverites (0) . Favorites (0) -

v

There is no planned work
You are all caught up!

Noitems found No items found

TOTAL: 0 ToTAL 0 ToTAL 0
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{{eJ =0 In the Projects home landing page you can launch Completions in other ways not
mentioned here.

2.2 LANDING PAGE

When you launch Completions, the landing page opens. The landing page is the home page that
contains all the quality processes.

On the landing page you can find and fill out forms or tasks.

Notemstouwnd L omemstoond

TomL o

Overview - module landing page

T T S

1 Module navigation Navigation showing your current landing
page. You can use it to navigate the

application.
2 Left navigation Access all events (filled out forms) or tasks
menu and view their status. If you have

Administrator settings permissions, you can
access the Administration options:

e Templates manager - Library of all
forms and tasks in your organization,
where you can manage blank forms
and tasks, and build new ones.
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Overview - module landing page (continued)

T e i

* Roles - Manage roles and permissions
for Compliance.

¢ User Assignments - Assign users to
organizations, projects, categories, and
roles.

» Settings - Edit modules, categories,
statuses, roles, email templates, and
user assignments.

» Create Natifications - Send email
notifications to users or roles with a
personalized message.

3 To do list A week’s view of your current assigned and
pending tasks and scheduled or pending
events.

4 Forms or Tasks Fill out a form or task by selecting a category

from the Forms or Tasks drop-down list. You
can also search by title. You can schedule a
form for a specific date by using the button at
the top right of the Forms section.

5 Upcoming planned  You can view upcoming planned or scheduled
work work from InEight Plan IWPs associated with
an activity.

The following steps walk you through navigating the landing page. You need to have admin
permissions to access Administration settings.
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2.2 Step by Step 1 — Navigate module landing page

1. Launch web Completions to open the home landing page.

fat  S100000 - PKSInc / Completions

Completions > Quality ~

Links

All events To do list

All tasks sun Mon

i 29 30
Inspection & Test Plans

Inspection & test plan report

Administration

Templates manager
Roles
User assignments
Settings
Forms =] Schedule form Q

Inspection & Test Plans

Favorites (0) v

2. Click All events in the Links section of the left navigation menu.

The All events page opens where you can see all filled out events and their status.

@ 5100000 - PXS Inc / Completions

Quality > Events ~ @ Glotal Events/Tasks My view

Cuality TP Header 2. Form Flow &L AT Stage 2 (104133) yothimay Pending

Guestion Email $100000 - PKS Inc (Root0rg1) Elakiiya Pending

J{e =0 You can select All tasks to open the Tasks page where you can see all filled out
tasks and their status.

3. Click Quality on the top left navigation menu to go back to the Completions home landing page.

4. On the landing page, in the Forms section, click the Favorites drop-down menu to view the form
categories.
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Forms B schedule form Q

Favorites (1)
Field Forms (1)

Incidents (8)

Medical (Confidential) (1)
Mew Category' Bug (1)
QA (1)

Quality (2)

« .

Quality Issue (5)

-

TOTAL: 1
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5. Select a form from the category list.

Forms B Schedule form Q
Quality Issue (5) v
ITPRZZ12 -

Mobile2-Currency vs Ref

Mobile-Currency vs Ref

Quality Issue
Bef Ques Vs Number Ques 22 8 vs 2210

-

TOTAL: &

The form opens for you to fill out.
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Detailed Issue Information

e = You can select All tasks to open the Tasks page where you can see all filled out tasks and
their status.

Favorites (3) v Favorites (4)

Forms B Schedulefom @ Tasks\ -

6. You can manage, filter, and create new forms or tasks for your team or organization in
Templates manager. In the landing page, click Templates manager on the left navigation menu.
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it 5100000 - PKSInc / Completions

Completions > Quality ~

All events To do list

All tasks Sun Mon

i 29 30
Inspection & Test Plans

Inspection & test plan report

Administration
Templates manager

Roles

User assignments
Settings

Forms B Schedule form Q
Inspection & Test Plans

Favorites (0) v

The Template manager page opens.

Module landing > Templates manager > Qualiy +
=N oo * =
Filters Project Manager Safety Walk

search @

W S TSV S el N P P WS S SN e o N

7. Click Module landing at the upper left navigation to go back to the landing page.

2.2.1 To do list

The To do list shows the events and tasks assigned to y ou that need to be completed in the current
week.

You can scroll forward or backward to view events and tasks for other weeks. To scroll, click the arrow
icons to the left or right of the window. To go to a specific month, click the month button. Events are
shown in dark gray, and tasks are light gray. When events or tasks are overdue, their text color changes
to red. You can see how many overdue events and tasks you currently at the bottom right of the To do
list.
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B June
Wed Thu Fri Sat
24 25 26 27
Formwork inspection Batch plant checklist Concrete pre-placement ch...
Summit Mountain punchlist Bridge inspection

| & Clean drain inlets |

| View all (6) |

Overdue events: 0 Overdue tasks: 2

You can click View all to see a list of all your assigned items for that day when you have several events
or tasks assigned in one day.

B June
Wed Thu Fri
24 25 26
Formwork inspection Batch plant checklist Concrete pre-placement ch...
Summit Mountain punchlist Bridge inspection

& Clean drain inlets

View all (5)

Overdue events: C

The following Step by Step walks you through editing a To do list item:

2.2 Step by Step 2 — Edit a To do list Item

1. Inthe To do list, click an event or task.

¢ A box shows you the item’s name and reporter, a High importance icon to mark items of
importance, and the Edit icon
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2. Click the Edit icon.

Leader Safety Walk
Inspections

Event title:

To do list Leader Safety Walk_2022110700001 5 November
Sun Reporter Tue Wed
6 Julio Salguero ] 8 9

Leader Safety Walk_2022110700... !

The Edit item dialog box opens
3. You can make changes to the following fields
e Event title
e Reporter
e Event date
e |mportance:

Mel= When the Importance icon is red, the item is High importance, which is also reflected in
the Events or Tasks pages.

05091 / Compliance

Leader Safety Walk Z
nspections

2
To dolist Le Safety Walk_2022110700001

e Tue
uero 8
Leader Safety Walk 2022110700

Click Save.

2.2.2 Schedule a form

You can schedule a form to be filled out on a specific date. If the event goes beyond the scheduled
date, the state is changed to overdue.

The following step by step walks you through scheduling a form from the landing page.
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2.2 Step by Step 3 — Schedule a form

1. In the Forms section, click Schedule form at the top right corner.
The Schedule form dialog box opens.
2. Fill out the required fields.
3. You can click the High importance icon to flag this event as important.

4. You can click Schedule to set this event to repeat daily, weekly, monthly, or yearly and fill out
the required fields.

MeJg=n If you select to Exclude weekends , Saturdays and Sundays are greyed-out and will be
excluded, even if you have already selected those days.

Schedule form

week(s)

2.2.2.1 Forms and tasks categories

Under Forms you can select a category for the type of form you need. Aside from favorites, only
categories that have available templates show in the drop-down menu. The number of templates
associated with each category is shown next to the title.
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Forms B Schedule form Q
Favorites (1) -
Field Farms (1) N
Incidents (8)

Medical (Confidential) (1)
New Category’ (1)
QA (1)

Quality (2)

Quality Issue (5)

TOTAL: 1

2.2.3 Form and task favorites

When you open the module, the default view for Forms and Tasks is Favorites. In each category, you
can add your favorites by selecting the Favorite icon next to each category title. When you add forms
to your favorites, they show listed in alphabetical order. To remove from your favorites, deselect the

Favorite icon.
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Forms B Schedule form a Tasks Q
Favorites (3 v Favorites (4)

Assessment Assessment
Copy of -Quality Tour Form Report photo
Building Checklist

Report photo Task validation

Quality Issue District / Project Forms
Quality Issue Task vahidation
Quality Issue

Corrective Action

TOTAL: 3 TOTAL: 4

2.3 UPCOMING PLANNED WORK TILE

The IWP widget tile lets you track upcoming planned and scheduled work for InEight Plan IWP
components that have been mapped to Inspection and Test Plans. You can schedule events from the
IWP widget panel to components that have ITP mapped. For more information, see Inspection and Test

Plans. To enable the IWP widget, go to project > Module settings > Project Settings. Inspection & Test
Plans and Integrate with Plan components must be enabled before you can enable the IWP widget. For
more information, see Project Settings.

When enabled, the Upcoming Planned Work tile shows in the module landing page.

Page 40 of 277 InEight Inc. | Release 23.10



Completions User Guide 2.3 Upcoming planned work tile

@ Steel Structure Training Job 105091 / Completions

Completions  ” Quality ~

Allevents: My To Do List £3 October
Hlice sun Mon Tue Wed Thu Fri sat
Al component 1 2 3 4 5

Inspection & Test Plans

Inspection & test plan report

Administration

Templates manager

verdvements 0 Overdvetasks O

User assignments

Settings

Forms O scheduetom Q| | Tasks a | | Upcoming Planned Work [
Create notifications
Favorites (0) v Favorites (0) -
]
]
No tems found Mo tems focna
ToTaL o ToTAL: o ToTaL 2

Click the IWP to show status, end date, planner, superintendent, and field engineer information.

Upcoming Planned Work Planned
IWP-Test
61600 Status : Approved
e L "‘{b 09/2033 | endpate : o8rzs/2023
Planner

Superintendent
Field Engineer

You can schedule IWP forms from the Planned tab, and then mark them as scheduled to move them to
the Scheduled tab.

Upcoming Planned Work Fanned
IWP-Test -
618 e
ieadlpE DU

TOTAL: 1
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Items marked as Scheduled are listed in the Scheduled tab. You can schedule additional items from the
Scheduled tab if needed, or unschedule the item to move it back to the Planned tab.

Upcoming Planned Work :m

2.3.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

¢ Components must first be associated to ITPs in InEight Plan
¢ |IWPs must have a status of Approved or Work started.

¢ You must add your published template form to Required records — Compliance Forms in the ITP
activity.

2.3.2 Related information

InEight Plan Link activity components in Work Package Creation

2.4 PROJECT STRUCTURE

You can use the project structure hierarchy to view and filter the events performed on a project
structure in the Events page. The relationships in the hierarchy list are defined in InEight Platform in
Project values and Project Structure definition.
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@ Steel Structure Training Job | 105091 / Completions @ 4 0 @ =

Quality Events ~ @ Global Events/Tasks My view v
= -
v [] ®« T - 0 a
(@ Automatic date filter applied - to clear, use the event date column filter
Event titl i  Category Eventda Event ID, Form nai Project/( Reporter Status
Project structure X -
) placestruct. Building 09/20/2023  202309180.. PREPARATL. SteelStruct. Karenloftus  Pending
[m] Thisismye Field Forms 09/14/2023 202309140. STRUCTUR. Steel Struct. Michael sh. Pending
[m} Structural ¢ Building 09/11/2023 202309110 PREPARATI. Steel Struct. Karen Loftus Pending
# Collapse all Clear _ -
ea O Mikedemo FieldForms  09/11/2023 202309110 STRUCTUR.  Steel Struct. Michael Sh Pending
« Steel Structure Training Job (105091) [ MikeDemo Field Forms  09/11/2023  202309110.. STRUCTUR.  Steel Struct.. Michael Sh Pending
East ) Ps-East- FieldForms  09/05/2023  202309070.. STRUCTUR. Steel Struct. Michael Sh Pending
ASEGT [m} PS - East - Field Forms 09/07/2023 202309070. STRUCTUR. Steel Struct. Michael sh. Pending
v West
ASEGZ
Selected Item :
SEG1 7 events

When the project structure feature is enabled, you can click the Project structure icon on the Events
page to view the project structure. Component values are shown in the project structure, based on
their configuration defined in InEight Plan. For more information, see InEight Plan Work Package

Creation.

2.4.1 Considerations

e |tis imperative that the Platform project definition and Plan component configuration match
exactly for components to show in the structure. For example, when the project structure
definition is Area = North and Segment = 1, the Plan component configuration needs to be the
same. If the Plan component configuration has an area = South Area and a segment = Segment 1,
the component will not show in the structure.

e Commodity and Work Classification project structure values do not exist on a component and
should not be used in the project structure definition.

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.
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3.1 COMPLETIONS SETTINGS AND ADMINISTRATION
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3.2 SETTINGS OVERVIEW

Organization and project level settings provide the structure necessary to manage the application
successfully.

At the Organization level, you can manage the following:
¢ Product Settings — Module management and template integrations.
¢ Module settings — Manage individual module settings and configurations.
At the Project level, you can do the following:
¢ View Product, Template integration and Module settings configured at the organization level.

¢ View and manage Roles, User assignments, and Project settings.

3.2.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform, an admin role in the
assigned module or modules, or an assignment to the root organization based on permission
configuration.

e There are other ways to navigate to the organization or project level settings not mentioned in
this document.

3.2.2 Steps

Access organization level settings

1. From the Main menu, go to organization > Settings. The organization General Settings page
opens.

2. Click the Compliance or Completions icon on the left navigation menu. The settings page opens
to the Product Settings tab.

3. You can click the Module Settings tab to open the module tiles page. Click a module to open its
settings.
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Access project level settings

1. From the project's home page, click Settings on the left navigation menu, and then the
Compliance or Completions icon. The settings page opens to the Product Settings tab. In the
Product Settings tab, you can view Module management and Template integration settings
configured at the organization level.

2. Click the Module Settings tab to open the module tiles page.

3. Click a module to open its settings. The Module settings page opens. You can manage roles, user
assignments, and project settings.

4. Click the Project Settings tab to open the Project Settings page.

3. ORGANIZATION LEVEL SETTINGS

As an administrator, you can set up the correct settings at the organization level to manage and
organize the application successfully. These settings will apply to all projects in the organization. You
can view organization level settings at the project level, depending on your permissions.

Organization level settings include the following:

¢ Product settings

° Module management

° Template integrations
e Module settings

° Module summary

© (Categories

° Types

° Classifications

° Statuses

° Email-templates

° Roles

° User-assignments

° Inspection and Test Plans
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3.0.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.0.2 Steps

To navigate to Organization settings, go to steps to access organization level settings in Settings
overview.

3. PRODUCT SETTINGS

At the organization level, the Product settings page contains settings that apply to the entire
application in the following tabs:

¢ Module management - Manage modules for your organization and enable Inspection and Test
Plans for individual modules.

* Template integrations - Manage templates that integrate with other InEight applications for
your organization.

@  C-XYZ / Settings ® L ® @ =

PRODUCT SETTINGS MODULE SETTINGS

Module management Template integrations

Q
Module name Description Secandary module name Inspection and Test Plans(1)
) Ssafety Amodule to track and manage safety related business processes Safety (@]
Environmental A module to track and manage environmental related business processes. Environmental o
= Compliance A module to track and manage compliance related business processes. Compliance @
Change A module to track and manage change related business processes Change @
Custom A module to track and manage custom related business processes Custom ()
»
5 modules
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3.0.1 Considerations

3.1 Module management

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.0.2 Steps

To open Product Settings, see steps to access organization level settings in Settings overview.

3.1 MODULE MANAGEMENT

In Module management you can view the list of available modules. You can filter the module’s view

using the Filter icon. You can also choose from the available columns to update your list view using the

Column chooser icon.

In each module, you can enable the Inspection and Test Plans (ITP) feature. Inspection and Test Plans

are disabled by default.

PRODUCT SETTINGS MODULE SETTINGS

Module management |Template integrations

Module name Description

Safety A module to track and manage safety related business processes
Environmental A module to track and manage environmental related business processes.
Compliance A module to track and manage compliance related business processes
Change A module to track and manage change related business processes

Custom A module to track and m

3.1.1 Considerations

nanage custom related business processes.

¢ You can only view available default modules.

Q
Secondary module name Inspection and Test Plans @
Safety @
Environmental o
Compliance @
Change @
Custom o

¢ You can filter and update views at the organization level only.

3.1.2 Steps

To open Module management, see steps to access organization level settings in Settings overview.
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3.1.3 Related information

Inspection and Test Plans

3.2 TEMPLATE INTEGRATIONS

Completions User Guide

In Template integrations you can view, edit, and delete the list of templates created in the form

builder.

PRODUCT SETTINGS MODULE SETTINGS

Module management| Template integrations

Integration title
Change Task inteqration Template
Change Task Integration Template

Quality tagk for Change

Change Issue Creation KL NOT INTE

Associated products
Change
Change

Change

Click on a template title to Edit the template. In the dialog box, you can edit the following:

¢ Integration title

e Description

¢ Category association

¢ Associated products
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¢ Organization association

Edit template integration X

Task for Mobile

74
= Module: Change « Created by: Karen Loftus 08/31/2022 08:50 AM

* Integration title = Organization association Show selected items only O

Change Task Integration Template

A c-xvz (Rootorg)) (T

Description
Selectall Deselecta
Orgs/Project for which the template is applied Steel Structure Training Job (105091)
= Category association Steel Structure Training Job 2 (105092)
Task v Steel Structure Training Job 3 (105093)
Steel Structure Partner Job (105094)
* Associated products
¥ Training Job (Trainin
Change & Training Job (Training Job)
Wards Island WWTP (183850

Heavy PM Estimate (Heavy PM Estimate)
BMS Test (BMS Test) (BMS Test)
-~ C-X¥Z-ND (E0-1D)
Select all Desslect 2l

~ B c-xvz-s0 (E0-1D-1)

Selectall Deselect al

Cancel

3.2.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

e Currently template integration only integrates with InEight Change tasks.
¢ You can only edit and delete integration templates at the organization level.

e You cannot add new integration templates in this section.

3.2.2 Steps

To open Template integrations, see steps to access organization level settings in Settings overview.

Edit a template

1. Click the Templates Integration title. The Edit template integration dialog box opens.

2. Complete your edits, and then click Save.
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3.2.3 Related topics

Template Integration

3.3 MODULE SETTINGS

Configuring module settings at the organization level provides the structure necessary to organize and
manage the application successfully. In Module settings, you can configure:

e Module summary
° Configurations
e (Categories
e Types
 Classifications
e Statuses
¢ Email templates
* Roles
e User assignments
¢ Inspection & Test Plans

In settings, select the Module Settings tab, and then a module to open its settings.

@ 100000 - PKS Incz / Settings

Module settings Safety =
Module summa wy Categories Types Classifications  Statuses  Email templates Roles  User assignments  Inspection & Test Plans (=) Templates
o) (EEE
Module summary Configurations
- Module name B Altemat
o
Custom| & La
"
Description P

A module to track and manage safety related business processes

Email address

Activate module ? | (@
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3.3.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.3.2 Steps

To access Module settings, see steps to access organizational level settings in Settings overview.

3.4 MODULE SUMMARY

On the module summary tab, you can activate or deactivate the module, view and modify the module
name and description, and edit module configurations.

Module summary | Categories  Types Classifications ~ Statuses  Emailtemplates  Roles  User assignments  Inspection & Test Plans @) Templates

Module summary Configurations

coooo
rzgpz:

Email address

Activate medule? (@

The Activate module toggle can be used to activate or deactivate the module for the entire InEight
product portfolio, organization, and project. Each module is self-contained and does not share
information with the other modules. The changes made to a module will be shown throughout the
product portfolio, module page, tabs, landing page and mobile device.

3.4.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

e To activate the module, you must select at least one module organization, a category, and a
published template.

¢ To make the module available, you must select the Activate module toggle.
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3.4.2 Steps

To navigate to Module summary, go to steps to access organization level settings in Settings overview.

To save any changes in Module summary, click Save.

3.5 CONFIGURATIONS

On the Module summary tab, you can configure additional settings in Configurations. Each link shows
an information dialog box you can hover over for more details.

Module summary Configurations

= Module name £+ Alternate hierarchy ®

£ Automatic user assignments @
9

Safety £ Language settings 0

& Module organization @

Description £ Reporting tags @

A module to track and manage safety related business processes

Email address

Activate module ? @ @

Alternate hierarchy Future children assignments applied to organization level
nodes on the default organization or project structure are
applied to the child project per their additional relationship.

Automatic user assignments Automatically add users from InEight Platform into
Compliance/Completions.

Language settings Select which languages you want to use in this module.

Module organization Include or exclude organizations or project in the structure
from seeing the current module.

Reporting tags Secure information displayed in reports.
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3.5.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

¢ Configuration settings must be done at the organization level.

3.5.2 Steps

To go to Configurations, see steps to access organization level settings in Settings overview.

3.6 ALTERNATE HIERARCHY

An alternate hierarchy is separate from the default organization and project hierarchy in InEight
Platform. You can set up an alternate hierarchy when you need to share templates and user
permissions across projects that do not follow the default hierarchy. For example, if your default
hierarchy is organized into legal entities for financial reporting purposes, you can create an alternate
hierarchy based on project locations. A project in the infrastructure division might need to share
templates and user permissions with a project in the Energy division because both are in the Western
region.

To set up an alternate hierarchy, you must perform the following steps:
1. Define hierarchy attributes in Platform.

2. Associate hierarchy attributes at the project level with other projects or organizations.

3. Extend templates and user permissions between future child projects or organizations via
hierarchy attributes in Completions organization settings.

3.6.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.6.2 Steps

To navigate to Alternate hierarchy, see steps to access organization level settings in Settings overview.
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Define alternate hierarchy attributes at the organization level in Platform.

1. From the Main menu, go to organization > Settings. The organization's Home Page opens.
2. Click the General icon on the left navigation menu, and then click the Attribute Definitions tab.
3. Click the Add icon. The Add attribute side panel opens.

4. Enter the required fields.

Alegg= For hierarchy purposes, the Data type field is most often set to text or data. When the
type is set to Data, you must select a data source.

J[elr= In alocation-based hierarchy example, an attribute might be named Region, Data type
set to Data, Data source set to Organization, and Category set to Location, which lets you
associate organizations with regions.

Associate alternate hierarchy attributes at the project level

1. From the Main menu, go to All projects & organizations.
2. Select the check box next to the project, and then click the Edit project icon.

3. Select the Attributes tab. For each attribute you want to associate, select an organization from
its drop-down list or enter a project ID in its field, depending on the attribute’s data source.

4. Click Save.

a2 In a location-based hierarchy example, you might associate an attribute named Region
with an organization that represents the Western region. If you set this association in a

project in the infrastructure division of your default hierarchy, you are saying that project
is also part of the Western region in an alternate location-based hierarchy.
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Apply alternate hierarchy to templates and user permissions

1. On the Module summary tab, click Alternate hierarchy under Configurations. The Alternate
hierarchy dialog box opens.

Alternate hierarchy X

Current structure

= User permissions to extend to all future children assignments

= Template associations to extend to all future children assignments

Cancel

2. Select attributes from the drop-down lists for user permissions and template associations.

Jlelp = User permissions and template associations are applied to all future child
organizations or projects of the attributes you select. If you remove the attributes,

the associations themselves are not removed.

ey g= In the example of a location-based hierarchy, if you add the Region attribute to these
fields, for projects that are both associated with the Western region, templates and user
permissions will be automatically assigned to users in future children of the Western
region organization.

3.7 AUTOMATIC USER ASSIGNMENTS

The Automatic user assignments configuration lets you save administrative setup time by automatically
assigning a Compliance or Completions role and categories to all InEight Platform users.

Users will need to be assigned a role and a Project assignment in Platform, and then they will
automatically get the following from automatic user assignments:

e User assignments for the role and category you provide.
¢ Assignment into any project they are related to in Platform.

The updates run nightly.
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3.7.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

Automatic user assignments will not be assigned when organization level is chosen as the assignment
in InEight Platform.

3.7.2 Steps

To navigate to Automatic user assignments, see steps to access organization level settings in Settings
overview.

Add automatic user assignments

1. Click Automatic user assignments under Configurations. The Automatic user assighments dialog
box shows.

Automatic user assignments X

= Select a role to auto assign users

L2 user EP v

« Select & category or categories te aute assign users

Corporate Safety Forms = X District / Project Forms =~ X x

The configuration has been set as of 08/24/2023 by Dinesh Aall users getting new or updated permissions to projects will automatically be
assigned the selected Role and Category(ies) applied above as of 09/07/2023 2:00.

Cancel

2. Select a role and categories from the drop-down menus, and then click Save.

3.8 LANGUAGE SETTINGS

You can select different languages to use in modules. All user-configurable fields can be translated into
the languages you select.

After you configure your languages, to translate user-configurable fields, click the Manage Translations
icon to select a language from the drop-down list.
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To apply translations to a template, use the import function in a template's Properties tab. For more
information, see Template translation.

3.8.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.8.2 Steps

To navigate to Language settings, see steps to access organization level settings in Settings overview.

Add a language

1. Click Language settings under Configurations. The Language settings dialog box shows.

Language settings

+ Select which languages you would like to use with this module

English x

2. Click in the Select which languages you would like to use with this module field to view the
language drop-down list, and then select a language or languages.

3. Click Save.

3.8.3 Related information

Template Translation
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3.9 MODULE ORGANIZATION

The Module organization lets you exclude any organization or project from seeing the current module.
By default, all organizations and projects are included. When you exclude organizations or projects,
you will not see the current module in those organizations or projects. When you exclude a project, the
project cannot be used in user assignments or templates.

You might want to exclude the safety module from your project, if for example, the project is using a
different software to keep track of safety data.

3.9.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.9.2 Steps

To navigate to Module organization settings, see steps to access organization level settings in Settings
overview.

Exclude projects or organizations

1. Click Module organization under Configurations. The Module organization dialog box opens. The
hierarchy shown, is your organization's operational structure.
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Module organization x

W[e) = You can expand and collapse organizations to view their projects.

2. Uncheck the organization or project to exclude it from seeing the module, and then click Save.

To select or deselect all projects in the organization click the Select all or Deselect all buttons. You can
also click the +Future Children button to automatically include future children projects. When
selected, the button will turn green.

To view all excluded organizations or projects, enable the View excluded jobs toggle.

3.10 REPORTING TAGS

Within Compliance or Completions individual modules, you can configure reporting tags to secure
information shown in reports. Reporting tags drive permissions when running reports. If a question is
assigned a reporting tag and you are not assigned that reporting tag, you cannot see the response to
the question in a report. Reporting tags are defined per module.
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Reporting tags X

® a -
Reposting tag

Claims

8 reporting tags

After you add reporting tags, you can assign reporting tags to users in Module settings > User
assignments.

When you build your form, you can define who can see the question reporting data in Template
manager > Form builder > Access section.

3.10.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.10.2 Steps

To navigate to Reporting tags, see steps to access organization level settings in Settings overview.

Add a reporting tag

1. Click the Add tag icon.

2. Enter the reporting tag name, and then click Save.

Delete a reporting tag

1. Select a tag or tags.

2. Click the Delete tag icon.
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3.11 CATEGORIES

You can create and manage categories in your organization to divide your templates into topics that
have shared characteristics. Categories are module specific and can be applied as another layer of
permissions to drive security within the module.

Each template must be associated with at least one category. You can associate categories to a
template in Template Properties > Category association. In the Templates manager page, under
Filters, you can also filter your templates by categories.

In User assignments, you must designate categories as part of the assignment. For more information,
see User assighments.

By creating categories, you can partition the module into smaller areas that can help define the
module’s purpose.

For example, you could break your module down into four different categories, such as:
e Work types
e Disciplines
e Processes
e Subcontractors

Categories can be created for anything you need based on your company’s business processes.

@ C-XVZ / Setlings

Module settings Quality ~

Module summary Types Classifications Statuses  Email templates Roles  User assignments  Inspection & Test Plans () Templates

Categories

Create at least one category for the module. (@)

® -
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3.11.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

¢ To activate the module, you must add at least one category created, in addition to a published
template.

¢ You cannot delete categories that are designated in user assignments or used in published
templates.

3.11.2 Steps

To navigate to Categories, see steps to access organization level settings in Settings overview.

Add a category

1. Click the Add category icon.

2. Enter the category name, and then click Save.

Delete a category

1. Select a category or categories.

2. Click the Delete category icon.

3.12 TYPES

Type values can be used to classify an event or task for association to filters and reporting. They allow
you to add identifiers to a template to further define the activity. These are typically associated with
identifying the risk of the event or task. Defining types lets you bring awareness to those risks during
the closing of a phase in your project.

Types can be defined and added in the Module settings > Types tab. They can then be used in the
Template Managers properties section, and on the reference question type.
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@ C-XYZ / Settings

Module settings Quality v

Module summary Categuuesmasswcamns Statuses  Emailtemplates  Roles  User assignments  Inspection & Test Plans @ Templates

Types

Create any desired number of types for the module. @®

® av

O Typea

Type B

Type C

In Templates manager, when creating a new form, the Types option is available to select or deselect in
the Create new form page. Select the option to associate types to the template. When selected, the
Types drop-down menu shows where you can then select from the list of defined types and make them
available to use in the template form.

Create new form

* Form name * Organization association

Types template form

Description A [0 c-xYZ (RootOrgl)

Form to use Types feature Selectall Deselectall

* Category association

Types

Type A
Type B

TypeC

Cancel

When building the form, the Types section is automatically populated as a header.

Like other question types, you can create a chain of associated events, set up default values, associate
classifications, add form details, among other options, depending on your business process.

After the template form is created, you can enable or disable the Types option in the template
properties tab.

When filling in the form, the Types option shows as a question. You can select a value from the pre-
defined list.
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3.12.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

You cannot delete Type values used in published templates.

3.12.2 Steps

To navigate to Types, see steps to access organization level settings in Settings overview.

Add a Type value

1. Click the Add icon.
2. Enter the Type name.
3. Click Save.

Delete a Type value

1. Select a type or types.

2. Click the Delete icon.

3.13 CLASSIFICATIONS

Classifications are used to further classify forms and associate them to filters and reporting, as well as
facilitate logic within a form. You can use classifications on any template in the module.
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@ CXYZ / Settings

Module settings Quality +

Module summary ~ Categories  Types | Classifications | Statuses  Email templates Roles  User assignments  Inspection & Test Plans @) Templates

Classifications

Create any desired number of classifications for the module. (D

® a-

Classification

Classification

Final Walkdown

Initial Walkdown
O Quality Classification 1

O Quality Classification 2

You can use classifications to apply logic to template headers.

Finalize quality review process | oan |
Settings Templates manager Task builder
Section X BUILD PROPERTIES HISTORY @
. o4
Details ~ —
* Label .

Finalize quality review process
O Associate task

@ Add supporting text @ § 3
Finalize quality review process

Access v

Logic ~
* Due date

071172023 @
Show this section for the following classifications @

x

Integrationtag @

* Name of person conducting the next quality review Date of upcoming quality review

s 071172023 =]

* Quality step

Go to Template creation > Form and Task Builder — Build Tab > Classifications section for more
information.

3.13.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

¢ You cannot delete classifications used in published templates.
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3.13.2 Steps

To navigate to Classifications, see steps to access organization level settings in Settings overview.

Add a category

1. Click the Add Classification icon.

2. Enter a name.

3. Click Save.

Delete a category

1. Select a Classification or Classifications.

2. Click the Delete classification icon.

3.14 STATUSES

Statuses represent the condition of a form or task. Default statuses of complete, pending, scheduled,
and canceled are applied to each module. New sub statuses can be created under Complete, Pending,
and Canceled statuses to facilitate your business processes. You can also change or add background
and text colors to statuses to customize your view.
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» Module settings > Quality ~

Module summary ~ Categories Types  Classifications Email templates  Roles  Userassignments  Inspection & Test Plans ® Templates

Statuses

Create any additional statuses for the module. (D

X u-
5 A System/User-defined status Background Text
& Gomplete [ B u- -
« Pending v u-
O Quality manager review - n-
D inreview . -
O  Final review - . -
Scheduled - n-
~ Canceled o u-
O  veid . - . -

You can apply statuses to a template, and when used as an option on the perform form, either through
a button or form flow, it will show on the Events and Tasks pages.

Safety > Events ~ @ Clobal Events/Tasks View: My view v
Y [} © Q
@ Automatic date filter applied - to clear, use the event date column filter

Event title ] Categon EventID Form name Reporter Status State Classifications Types
) safety Conve District / Pr... 202303310..  Safety Conversa. Scheduled -
) Safety Conve District / Pr... 202303310..  Safety Conversa. Scheduled
] ParentForm §  BridgeCate.. 08/29/2023 202308280..  Parent Formwit..  Suchith Ma. - Complete
O  ChidFormw. Bridge Cate..  08/29/2023 202308290, chitdrormwith.. - suehitn e | (D) Complete
O chidForm2 Bridge Cate..  08/29/2023 202308290..  Child Form 25J..  Suchith Ma Pending In Process
O chigFom2. Bridge Cate..  08/29/2023 202308290..  Child Form 25 Suchith Ma Pending In Process
O  ParentForm Bridge Cate.. 08/29/2023 202308290 Parent Form wit.. ~ Suchith Ma. - Complete
0 chidFomw. Bridge Cate..  08/29/2023 202308290..  Child Form with .. Suchith Ma Pending In Process
O ParentForm Bridge Cate..  08/29/2023 202308290..  Parent Formwit..  Suchith Ma Pending In Process
0O  chidFomw. Bridge Cate..  08/29/2023 202308290..  Child Form with ..~ Suchith Ma Pending I Process
O chigFom2. Bridge Cate..  08/29/2023 202308290..  Child Form 25 Suchith Ma Pending In Process
O chidFomw. Bridge Cate..  08/29/2023 202308290..  Child Form with ..~ Suchith Ma. Pending In Process
O ParntForm Bridge Cate..  08/29/2023 202308290..  Parent Formwit..  Suchith Ma Pending In Process
O ParentFor Bridge Cate..  08/29/2023 202308290..  Parent Formwit..  Suchith Ma Pending In Process
O ParentForm Bridge Cate..  08/29/2023 202308290... Parent Formwit..  suchithMa- | (D Complete
O Chiéform QA Perl..  08/30/2023 202308300..  Child Form - Mahi  Mahendra V... |  Pending I Process Mahi 4
() Referenceva. § !MQAPerf. 08/30/2023 202308300..  Mobile236For..  Mahendra V.. | (P | complete 2nd - Shot
)  Chidreference WIQAPerl..  08/30/2023 202308300..  Child Form - Mahi  Mahendra V... |  Pending In Process Mahi 5
() Reference on. UNQAPerf.  08/30/2023 202308300..  Mobile 236 For..  Mahendra V.. | (D Complete
O SafetyTou Corporate .. 202209150..  Safety Tour Scheduled

The following table provides more information on the default statuses.

Can Be
Status Notes when: Customizable Permissions Overdue Editable

Complete Formor Taskis Yes It has permissions  No Permission
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Can Be

completed, and tied to it such as based
workflow is when completed
done. form or task locks

and cannot be
reopened by certain

roles.
Pending FormorTask Yes All roles have Yes X
is started and permission to this
is in this status status.
until
completed.
Scheduled AnEventor No All roles have Yes X
Task has been permission to this
scheduled. status.
Canceled An Event or Yes All roles have No X
Task was permission to this
started but status.
there is no
intentto
complete it.

3.14.0.1 Differences between a state and a status

The state of a form or task is another indication of their condition that is different from a status.
Unlinke statuses, states cannot be changed or customized. States are driven actions you take in forms
or tasks. For example, they let you know that a work item is overdue regardless of its status in your
workflow or process.

The following table provides more information about states:

In Process Form or Task is pending. Forms and tasks.
Complete  Form or Task is complete. Tasks only.
Overdue Form or task workflow or due date has passed. Forms and tasks.
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Saved Task is not yet assigned.

Scheduled Form ortask has been scheduled.

Tasks only.

Forms and tasks.

Canceled Form or task was started but there is no intent to complete it. Forms and tasks.

3.14.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or

Completions role with the applicable permissions.

¢ The standard statuses cannot be renamed or deleted.

3.14.2 Steps

To navigate to Statuses, see steps to access organization level settings in Settings overview.

3.15 EMAIL TEMPLATES

You can apply system generated email templates to send to responsible parties when events and tasks

are assigned, overdue, or reversed, and to send reminders of upcoming events and tasks before they

are due.

5100000 - PKS Incz / Settings

» Module settings > Field Forms ~

&

) Neme Description Created by

- Assigned event Assigned event template Ineight Service Account
= Assigned task Assigned task template Ineight Service Account
k3

Ineight Service Account

) Overdue Event workflow step Overdue Event workflow step tem...  Ineight Service Account

5 Querduetask Overdue task template Ineight Service Account
~ Reminder of upcoming event Reminder of upcoming eventtem_  Ineight Service Account
=) Reminder of upcoming task Reminder of upcoming task templ__  Ineight Service Account

Reversed Event Workdlow Notifica..  Reversed Event Workflow notifica... Ineight Service Account

Created on
06/12/2020
06/12/2020
06/12/2020
06/12/2020
06/12/2020
06/27/2023
06/27/2023

06/12/2020

Module summary ~ Categories Types Classifications  Statuses Roles  User assignments  Inspection & Test Plans

Last updated on

08/14/2020
08/14/2020
08/14/2020
08/14/2020
08/14/2020
06/27/2023
06/27/2023

08/14/2020

) Templates

Last updated by
Ineight Service Account
Ineight Service Account

Ineight S

Ineight Service Account
Ineight Service Account
Ineight Service Account
Ineight Service Account

Ineight Service Account

Q

The system-generated emails leverage predefined templates that are configurable by module

administrators.
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» Assignedevent  Emails are sent to responsible parties when you assign a task or

» Assigned task event.
» Overdue event Emails are sent to responsible parties when their assigned event,
« Overdue Event task, or workflow step has passed its due date.

workflow step

e Overdue task.

» Reminder of Emails are sent to responsible parties prior to the event or task due
upcoming event  dates.

» Reminder of
upcoming task

» Reversed Event Emails are sent to responsible parties when a workflow is reversed
Workflow back to a step already completed by the responsible party.
Notification

You can edit the following items in the email templates:
e Template name.
¢ The body of the email, including the font.
¢ Change the email language.

e Add variables so that users can enter information such as reporter names or event titles into
emails. To add a variable, type @, and then select an option from the drop-down list.

¢ Click the Restore default template button to restore a template to its original state.

Overdue Task - [Task name] - Overdue as of [Due date]

Click the Restore default template button to restore a template to its original state.
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3.15.0.1 Assigned, overdue, and reversed event workflow templates

When building your template, you can use Email templates in the following form questions:

e Button

Form Button

¢ Form Flows
e Number
¢ People picker

e Text questions

Question types that support email notifications can be configured by selecting the question and
expanding the Email option on the question property panel.

Settings > Templates manager > Form builder

Form Flow X BUILD PROPERTIES FORM FLOWS HISTORY

¥

(@ You have not saved your template for 101

Details ~

* Button text
Reversal fq
Manager Approval STER button
Manager Approval =

(Manager Approval - Step 1)

Submit to Purchasing
= for Order

(Manager Approval - Step 2)

() Add supporting text (i)

O Mandatory

Question display ID: 506 =
Access v
Logic ~

el Defi

(3) Leading questions

Submit to Purchasing

(Mo MGR Approval Needed - Step 1)

Integration tag @

b+

Email ~

G o e

@ Add email
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3.15.0.2 Reminder of upcoming event and upcoming task

The feature can be enabled on a template-by-template basis when creating a new form or in existing
templates.

When creating a new form, select Enable reminder notifications, and then enter the number of days
of the reminder prior to the due date.

Create new form

= Form name = Organization association

Description A O 5100000 - PKS Inc:

Selectall Deselectall

« Cateqory association

O Types
Available on mobile 7 (<)
eventtile @

System default -
Eventdate @

System default v
O Add expiration date (D
Available through form button only? & O

Enable dynamic headers? @ o

Enable reminder notifications ®

= Send reminder notification: 7 day(s) prior to the due date

For existing templates, you can enable the feature in template properties, under Options. Select
Enable reminder notifications, and then enter the number of days prior to the due date.

Option:
ailable on mobile 7 ent t nt dat
[S) System default v System default v [[] Add expiration date (3
yr @ ntegrationtag (D & Enable reminder notifications (D)
* Send reminder notification: 7 day(s) prior to the due date

Enable dynamic headers? (L

@

Meyg= The default reminder notification is 7 days, and the maximum number of days allowed is
99. You will not receive a reminder when the number of notification days is past the due
date.
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3.15.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.15.2 Steps

To navigate to Email templates, see steps to access organization level settings in Settings overview.

3.16 ROLES OVERVIEW

Roles and permissions are maintained in both InEight Platform and the Compliance or Completions
applications respectively.

In Compliance or Completions, you can configure roles and permissions in the Roles tab. You can add,
copy, delete, and edit roles.

When creating or updating a role, you can configure permissions for the following items:
e Module
e Events
e Roles/Users
e Templates
¢ Project Settings

The History tab shows in existing roles.

3.16.0.1 Organization and project’s home page access to application

The Compliance and Completions icons show in your home's landing page left navigation menu and
tiles regardless of permissions.

When you click to open Compliance or Completions and do not have the applicable permissions
assigned, a message shows requesting you to coordinate permissions setup with your administrator.

3.16.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.
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3.16.2 Steps

To navigate to Roles, see steps to access organization level settings in Settings overview.

3.16.3 Related links

InEight Platform Roles and permissions

3.17 INEIGHT PLATFORM PERMISSIONS

InEight Platform account administrators must have Level 3 — Account Admin permissions and full
access to all modules to manage and set up Compliance or Completions roles and permissions. By
default, these permissions are assigned to the Account Administrator and Dev/Ops roles. These roles
should be assigned with discretion.

In Platform, you can access permissions by navigating to Main menu > Suite administration > Roles and
permissions. Permissions for Compliance and Completions are found in the Organization and project
drop-down menu.

Meyg= There is no drop-down menu for the Compliance or Completions application in Platform
Permissions.

During initial setup, a Platform role lower than level 3 will not have access to Compliance or
Completions. Other permissions to access Compliance or Completions outside of the Level 3 role need
to be configured and obtained within Compliance or Completions.

Platform level 3 roles are set up to edit all modules. These settings override all other Compliance or
Completions level permissions. There are no settings or permissions in Platform that will allow a level
lower than a Level 3 to access Compliance or Completions as an administrator.

A level 3 user must be the first user to log into the application to set up users and configure the
module or modules or set up a module administrator in the application to perform these tasks. It is
common practice for level 3 administrators to set up additional administrative roles in Compliance or
Completions.

The following table shows examples of InEight Platform’s user roles and definitions:

I T N

Platform account Level 3 - Account Admin - with edit and view e Account
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e T o T e

administrators permissions of all modules - Highest level administrator
access.
Compliance or Level 3 - Responsible for creating or » Quality Dept
Completions product modifying the roles for Compliance or Administrator
Administrator Completions Admins within each module. « Compliance or
Completions
Product

Administrator

3.17.1 Considerations

¢ In general, the average Compliance or Completions user does not need Platform permissions to
access the product. Users (other than a level 3 user) are maintained directly in Compliance or
Completions. A level 3 user assignment overrides all Compliance and Completions-level
assignments.

¢ The level 3 role must be maintained correctly in Platform to add subsequent users in Compliance
or Completions.

3.17.2 Related information

InEight Platform Roles and permissions

3.18 ROLES

The setup and design of Compliance and Completions roles and permissions are different than any
other of the InEight cloud platform applications. A Level 3 — Account Admin role, with full permissions
of all modules must be present and maintained correctly in Platform for subsequent users to get added
to the Compliance and Completions application. The level 3 administrator can set up module
administrators and configure modules according to business needs.

The image below shows the default seated roles:
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@ C-XYZ / Settings

» Module settings > Quality +
Module summary ~ Categories  Types  Classifications  Statuses  Email templates User assignments  Inspection & Test Plans (=) Templates
@ @ m Q

@ Name Deseription Created by Greated on Last updated on Last updated by

N [J  Module Module -Pr_  Service Account 11/04/2019 06/26/2023 Julio -

(0  Read-only Read-only - Allows users r Service Account 11/04/2019 11/04/2019 Service Account

%) O  Reporter Reporter - Allows performi..  Service Account 11/04/2019 11/04/2019 Service Account

I T

Module Full access to all the permissions.
administrator
Reporter A general role that allows the execution of forms in any category or project

assigned. It does not allow manipulation of other users, role creation, or
template creation.

Read-only A general role that allows the viewing of events and tasks in assigned
categories or projects. It does not allow manipulation of other users, roles,
templates, events, or tasks.

Role permissions are module specific. They are comprised of permissions that you can performin a
specific module. You can create different roles with specific permissions as needed to facilitate any
process you plan to do in a module. When you create a new role, it will default to Reporter role
permissions. After you create a role, you can update its permissions.

The following table shows examples of user roles and definitions:

e T oo | oo

Module Responsible for administering Compliance or » Compliance or
Administrator Completions daily per the organizational Completions
assignments. Module
administrator
Other general Specific job roles with limited access. e Form Creator
roles » Crane Manager
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Jfeg= In User assignments, you must designate roles as part of the assignment. The users in the

assignment will inherit the permissions in the designated role. For more information, see
User assighments

The roles tab page shows the following role columns:

Name
Description
Created by
Created on

Last Updated on

Last updated by

You can filter the columns and use the Column chooser to customize your view.

3.18.1 Considerations

InEight Completions is comprised of one module, Quality.

3.18.2 Steps

To navigate to Roles, see steps to access organization level settings in Settings overview.

Add a new role

1.
2.
3.

Click the Add role icon. The Add role dialog box opens.
Fill in the required role name and optional description.

Select the designated permissions, and then click Save.

Copy or delete a role or roles

1.
2.

Select the checkbox next to the role or roles.

Click the Copy role icon to copy or the Delete role icon to delete.

InEight Inc. | Release 23.10 Page 79 of 277



3.19 Module permissions Completions User Guide

Edit a role

1. Click the role name link. The Edit role dialog box opens.

2. Edit the role, and then click Save.

3.18.3 Related links

InEight Platform Roles and permissions

3.19 MODULE PERMISSIONS

Within Compliance or Completions individual modules, you can configure permissions for the module.
To go to Module permissions, go to Module settings > Roles. Select Add role or click an existing role to
edit the role, and then select the Module tab.

Edit role

* Name Description

Module administrator Module administrator - Provides access to all administration features

MODULE EVENTS ROLES/USERS TEMPLATES PROJECT SETTINGS HISTORY

Edit module summary Create and edit categories Create and edit statuses

Edit email templates Manage module erganization exclusions Create and edit classifications

Create notifications Create and edit types

] Make this role read enly (@

Cancel

The following table is a summary of permissions in the Module tab:

| pemision | tocaton | Alowed actors

Edit module Module settings > Module summary  Edit Module name and
summary tab. description.

o Activate and deactivate

Page 80 of 277 InEight Inc. | Release 23.10


https://learn.ineight.com/Platform/Content/SuiteAdmin/Roles and Permissions.htm

Completions User Guide

3.19 Module permissions

| pemision | tocaton | Alowed actors

Edit email
templates

Create
notifications

Create and edit
categories

Manage module
organization
exclusions

Create and edit
types

Create and edit
statuses

Compliance/Completions landing
page.

Module landing page.

Module settings > Email templates
tab.

Template manager > Form builder
or Task builder.

Events and tasks lists (Project
level).

Module settings > Categories tab.

User assignments.
Template properties.

Module settings > Module summary
> Configurations > Module
organization.

Module settings > Types tab.

Template manager > Create new
form.

Template manager > Form builder >
Properties tab.

Module settings > Statuses tab.

InEight Inc. | Release 23.10

module toggle.
Manage Configurations.

View module tiles
according to your
assignments.

View side menu Settings
link.

Edit email templates.

Use Email templates in
form questions.

Create notifications for
projects, roles, and users
in your assignments.

Add and delete categories.

Designate categories.
Associate categories.

Exclude or include
organizations or projects.

Add and delete types.

Select or deselect Type
drop-down option.

Select or deselect Types
option.

Add statuses.

Edit statuses background
and text color.
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| permision | _____ocation | Alowed actons

¢ Delete a status.

Form or task. Edit statuses when performing an
event.
Create and edit Module settings > Classifications Add classifications. Delete
classifications tab. Classifications.

Template manager > Form builder  Select classifications in template
or Task builder. headers under the Logic drop-
down.

3.19.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

¢ The Make this role read-only option is available in all tabs, except for the History tab. For more
information, see Read-only role.

3.19.2 Steps

To navigate to Module permissions, see steps to access organization level settings in Settings overview.

3.20 EVENTS PERMISSIONS

Within Compliance or Completions individual modules, you can configure permissions for Events. To go
to Events permissions, go to Module settings > Roles. Select Add role or click an existing role to edit
the role, and then select the Events tab.
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3.20 Events permissions

Edit role

* Name

Module administrator

MODULE EVENTS ROLES/USERS

Edit completed events/tasks

TEMPLATES

Delete events/tasks
Edit event/task properties ©

Edit event/task proj/org

Edit event/task category

Edit event/due date

Edit event/task status

Edit event/task Reporter/Responsible party

Edit event/task title

[0 Only provide access to own forms/tasks on the event/task list

Categories

[ Allow access to event/task history

*For the following categories

(O Make this role read enly @

PROJECT SETTINGS

Description

Module administrator - Provides access to all administration features

HISTORY

View deleted categories in the event/task list

Copy events/tasks from event/task list

Cancel

The following table is a summary of permissions in the Events tab:

Edit completed events/tasks

Edit event/task properties

(The sub-permissions below can
be selected and deselected after
Edit event/task properties is
selected.)

Edit event/task proj/org

InEight Inc. | Release 23.10

Events and
Tasks lists

Event (inside)
Task (inside)

Events list
Task list
Event (inside)
Task (inside)

Form flow
panel for
event.

Events list

» Reopen a completed event/task to
pending status.

» Use the Complete button after a
closed event or task is edited.

« Editand event or task in your
assignments using the Information
slide-out panel.

e Edit user on the current active

step.

 Edit the project and organization
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Edit event/task category

Edit event/task due date

Edit event/task status

Edit event/task
Reporter/Responsible party

Edit event/task title

Delete events/tasks

Copy events/tasks from
event/task list

View deleted categories in the
event/task list

Only provide access to own
forms/tasks on the event/task
list
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Tasks list
Event (inside)
Task (inside)

Events list
Tasks list
Event (inside)
Task (inside)

Events list
Tasks list
Event (inside)
Task (inside)

Events list
Task list
Event (inside)
Task (inside)

Events list
Task list
Event (inside)
Task (inside)

Events list
Task list
Event (inside)
Task (inside)

Events list
Task list

Events list
Task list

Events list
Task list

Event list
Task list

field of any event or task in your
assignments using the Information
slide-out panel.

Edit the Category field of any event
or task in your assignments using
the Information slide-out panel.

Edit the Event date and Due date
fields of any event or task in your
assignments using the Information
slide-out panel.

Edit the Status field of any event or
task in your assignments using the
Information slide-out panel.

Edit the Reporter and Responsible
party fields of any event or task in
your assignments using the
Information slide-out panel.

Edit the title field of any event or
task in your assignments using the
Information slide-out panel.

Delete any event in the
assignments area.

Copy an event or task. You cannot
copy an event with form flow.

Filter to show inactive categories.

View only events where you are a
reporter. You cannot see any other
events or tasks you did not initiate
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(Select one or more categories as areporter.
from the drop-down list)

Allow access to event/task Event and task » View the history of the event or
history information task.
(Select one or more categories panel

from the drop-down list)

3.20.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

The Make this role read-only option is available in all tabs, except for the History tab. For more
information, see Read-only role.

3.20.2 Steps

To navigate to Module permissions, see steps to access organization level settings in Settings overview.

3.21 ROLES AND USERS PERMISSIONS

Within any Compliance or Completions individual modules, you can configure roles and user
permissions. To go to Roles/Users permissions, go to Module settings > Roles. Select Add role or click
an existing role to edit the role, and then select the Roles/Users tab.
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Edit rale

* Name Description

Module administrator Module administrator - Provides access to all administration features

MODULE EVENTS ROLES/USERS TEMPLATES PROJECT SETTINGS HISTORY

Create and edit roles
Create and edit user assignments

[ Restrict the ability to assign users to the following roles:

Roles

[ Restrict the ability to assign users to only the following reporting tags:

Reporting tags

[ make this role read only (@)

Cancel

The following table is a summary of permissions in the Roles/Users tab:

Hlowsd sctions

Create and edit roles Roles  Add, edit, copy, and
delete roles.

Add and edit role dialog ¢ Add and edit name.
box » Add and edit
description.
e Add and edit all
permissions.

Compliance/Completions » View tiles according
Landing page to your
assignments.

Create and edit user assignments User assignments » Add, remove and
(The sub-permissions below can be transfer user
selected and deselected after Edit assignments.
event/task properties is selected)  Add reporting tags.

Compliance/Completions View module tiles
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et

landing page according to your
assignments.

Module landing page ¢ View side menu
User assignments
link.
Restrict the ability to assign users to Add user assignments Restrict roles available to
the following roles: wizard create and edit user
assignments.
Remove user Remove icon is available
assignments only from roles list
associated with the
permissions.

Restrict the ability to assign users to Add reporting tags dialog  Can only assign the
only the following reporting tags: box in User assignments  selected reporting tags to
users.

3.21.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

The Make this role read-only option is available in all tabs, except for the History tab. For more
information, see Read-only role.

3.21.2 Steps

To navigate to Module permissions, see steps to access organization level settings in Settings overview.

3.22 TEMPLATES PERMISSIONS

Within any Compliance or Completions individual modules, you can configure template permissions. To
go to Templates permissions, go to Module settings > Roles. Select Add role or click an existing role to
edit the role, and then select the Templates tab.
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Edit rale

*Name Description

Module administrator Module administrator - Provides access to all administration features

MODULE EVENTS ROLES/USERS TEMPLATES PROJECT SETTINGS HISTORY

Create and Edit templates

[0 Make this role read only (@

Cancel

The following table is a summary of permissions in the Templates tab:

Create and edit Templates manager forms » Create, edit, copy, deactivate
templates and delete forms.
Templates manager tasks o Create, edit, copy, deactivate
and delete forms.
Form builder » Use all functions including form
flows.
Task builder e Use all functions.
Compliance/Completions * View module tiles according to
landing page your assignments.
Module landing page » View side menu Templates

manager link.
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3.22.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

The Make this role read-only option is available in all tabs, except for the History tab. For more
information, see Read only role.

3.22.2 Steps

To navigate to Module permissions, see steps to access organization level settings in Settings overview.

3.23 PROJECT SETTINGS PERMISSIONS

Within Compliance or Completions individual modules, you can configure project settings permissions
that can be associated to roles. To go to Project Settings permissions, go to Module settings > Roles.
Select Add role or click an existing role to edit the role, and then select the Project Settings tab.

The following table is a summary of permissions in the Project Settings tab:

T T

Enable/ Disable Project Enable or disable the ability to manage, add, and edit project
Structure structure header templates, and add them to forms, based on
(When selected, the Edit user assignments at the project level.

header template checkbox

is automatically selected)

Edit header template Enable the ability to edit header templates associated with the
project structure process at the project level.

Manage Project Inspection Enable the ability to manage, add, and edit Inspection and Test

and Test Plans Plans (ITPs), and edit ITP header templates in Module settings >
(When enabled, the Create Inspection and Test Plans tab at the project level. You can
and edit Inspection and access the Inspection and Test plan report in the module

Test Plans and Edit header landing’s page on the left navigation menu.
template checkboxes are
automatically selected)

Create and edit Inspection Enable the ability to create and edit Inspection and Test Plans
and Test Plans (ITPs) at the project level in the project’s Module settings >
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T T

Project Settings > Inspection and Test Plans section. You can
access the Inspection and Test plan report in the module
landing’s page on the left navigation menu.

Edit header template Enable the ability to edit the header template associated with the
Inspection and Test Plan process at the project level.

Manage Project User Enable or disable the ability to manage, create and edit User
Groups Groups at the project level in the project’s Module settings >
(When selected, the Create  Project Settings > User Groups section.

and edit User groups

checkbox is automatically

selected as well)

Create and edit User Enables the ability to create and edit user groups.
groups

3.23.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

The Make this role read-only option is available in all tabs, except for the History tab. For more
information, see Read only role.

3.23.2 Steps

To navigate to Module permissions, see steps to access organization level settings in Settings overview.

3.24 HISTORY

Within any Compliance or Completions individual modules, you can view the history of any changes
performed in a role. To go to the history of a role, go to Module settings > Roles. Click an existing role
to edit the role, and then select the History tab.

The History tab provides a list of changes made to a role. You can also edit the role’s Name and
Description fields. As with other InEight features, data in these columns can be filtered or sorted.
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Each time a role is updated and saved a new entry is created. Each change constitutes a new line item
on the History tab.

For auditing purposes and to meet ISO requirements, changes to roles are recorded with date and
version history.

The following is a summary of the contents in the History tab:

Column name Description

Permission Name of the category where the change occurred. Module, Events,
category Roles/Users, Templates, or Project Settings.

Permission Specific permission in the category that was changed.
Action The action that was performed.
Change date The date the change took place.

Changed by  The name of the user responsible for the change.

3.24.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.24.2 Steps

To navigate to Module permissions, see steps to access organization level settings in Settings overview.

3.25 READ-ONLY ROLE

Within Compliance or Completions individual modules, you can configure roles with read-only
permissions. To enable Make this role read only, go to Module settings > Roles. Select Add role or
click an existing role to edit the role, and then select Make this role read only. You can select the
option in the Module, Events, Roles/Users, Templates, or Project Settings tab.

The Make this role read-only option allows you to only view events and tasks based on their user
assighments.
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MODULE EVENTS ROLES/USERS TEMPLATES HISTORY
[[J Edit module summary [_] Create and edit categories [ Create and edit statuses
[ Edit email templates [CJ Manage module organization exclusions [0 Create notifications
[C] Create and edit User groups [7] Create and edit classifications (] Create and edit Inspection and Test Plans

[[J Create and edit types

] Make this role read only (@

The following table is a summary of the read-only role:

Compliance or Completions » View module tiles according to your assignments.
landing page
Module landing page » View links, forms, and tasks

e To-do list is not shown because forms and tasks
cannot be assigned.

Events page » View events according to your assignments.
+ View information side panel.
» Cannot enter information in fields.

Tasks page  View tasks according to your assignments.
» View information side panel.
» Cannot enter information in fields.

e Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

e When you select Make this role read only option, any other permissions previously selected will
be automatically deselected.

3.25.1 Steps

To navigate to Module permissions, see steps to access organization level settings in Settings overview.
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3.26 USER ASSIGNMENTS

You can use user assignments to assign any InEight Platform user to a Compliance or Completions
organization, project, category, and role. The user will have access to manage Compliance or
Completions, according to their assignment.

The User assignments tab page shows all users from InEight Platform. The user’s name, email, and
status are pulled from their profiles in Platform. The designated Roles, Reporting tags, and Last
updated information from their assignments are also shown.

Y C-XYZ / Settings

> Module settings > Quality «

Module summary Categories  Types Classifications  Statuses  Email templates Rolss Inspection & Test Plans @-Templates
® o Q

( EI > Name Roles Email Active/Inactive Reporting tags Last updated on Last updated by

&)

Y

(€3]

@

O0O0OO0OO0ODODOO0OO0OOo0OOoOOoOOoODaOo

|
“

User assignments are added by designating users to organizations, projects, categories, and roles. You
can also assign Reporting tags to users. For more information about reporting tags, see Reporting tags.

Module summary  Categories Types Classifications  Statuses  Email templates  Roles  User assignments  Inspection & Test Plans

b Add user assignments Roles Email Active/Inactive Reporting tags Last updated on
Add reporting tags .
p gtag Reporter, Module adm... . Active 09-11-2023
(] Reporter, Module adm._.. Active 08-30-2023
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o= Automatic user assignments can be configured to assign roles and categories to InEight
Platform users. For more information see Automatic user assignments.

After user assignments have been designated, they can be removed or transferred to other users.

ASSIGNMENTS HISTORY

®

Organization/Project Role Category

ABC Mining Group (ABC-W1),BMS Test (BMS Test), Module administr..  Checklist Checklist 0 Quality |,Quality Process,Quality review,Safety Category 1,Safety Category. =20

ABC Mining Group (ABC-W1),BMS Test (BMS Test),.. Read-only ChecklistChecklist . Quality 1,Quality Process,Quality review,Safety Category 1,5afety Category. = 0

ABC Mining Group (ABC-W1),BMS Test (BMS Test), Reporter ChecklistChecklist 0,Quality 1,Quality Process,Quality review,Safety Category 1,Safety Category. =20

In the Add user assignment wizard an assignment consists of one or more users, organizations,
projects, categories, and roles.

3.26.0.1 Assignments and History

When viewing a user assignment, the user assignment page shows the Assignments and History tabs.
The Assignments tab lists all user assignments. You can filter them by Organization/Project, Role, or
Category. The History tab lists the history of all assignment's changes. You can filter them by Change
type, Role, Category, Organization/Projects, Reporting tags, Change date, and Changed by.

3.26.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.26.2 Steps

To navigate to User assignments, see steps to access organization level settings in Settings overview.

Add a User Assignment

1. Click the Add icon, and then select Add user assignments from the drop-down list.

2. Select users to add assignments to, and then click Next.
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Mo = When you add multiple users, the assignment is listed individually for each user.

3. Select the organizations, projects, categories, and roles to designate for the selected users, and
then click Done.

e =0 You can be assigned multiple assignments. Assighments do not affect existing
Platform roles.

Transfer user assignments

1. Click a user’s name. The user assignment window opens that shows all user’s assighments.
2. Click the Transfer assignment icon next to the role you want to transfer.

3. In the assignment wizard, select the user, categories, organizations and projects to transfer the
assignment to, and then click Next.

4. In the Confirmation step, click Transfer. You can click the Transfer drop-down, and select
Transfer and select next user, or Transfer and close.

J[elg= You can only transfer one role's assighment at a time.

Remove user assignments
1. Click a user’s name, and then click the Remove assignment icon next to the role. The Remove
user assignment wizard opens.

2. Select organizations, projects, and categories to remove, and then click Done.

ey g= Email notifications are sent when adding, transferring, and removing assignments.

View user’s assignment history

1. Click a user’s name, and then select the History tab.

2. Click Close to close the window.
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Add reporting tags

1. Click the Add icon, and then select Add reporting tags.
2. Select users to add reporting tags to, and then click Next.

3. Select reporting tags to include, and then click Save.

J[e3g= To create reporting tags, see Reporting tags.

3.27 INSPECTION AND TEST PLANS

You can manage Inspection and Test Plans (ITP) in the Inspection & Test Plans tab. You can create, edit,
copy, create new versions, and import ITPs at the organization level.

2}  S100000-PKS Incz / Settings

» Module settings > quality =
= Module summary  Categories  Types Classifications  Statuses  Email templ Roles  User ion & Test Plans (3) Templates
&) 1 Download template  FH Q Create [TP
< Cast In Place Concrete - Update Cast In Place Concrete - Update Electrical Install
@ Version 2 - APPROVED Version 3 - Version 1 - APPROVED
i Description Description CSI-0000-EL-ITP-0009
()
3 @ i 3 : 42 @ i
Electrical Install Testing ITP name update
Version 2 - Version 1 - APPROVED
CSI-0000-EL-ITP-0009 ITP description
5 | 42 : 1 B i
51TPs

For more information about managing ITPs, see Inspection & Test Plans.

3.27.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

e To access Inspection & Test Plans, it must be enabled for the module in org > Product Settings >
Module management. For more information, see Module management.
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3.27.2 Steps

To navigate to the Inspection and Test Plans tab, see steps to access organization level settings in
Settings overview.

For more information about creating ITPs at the organization level, see Create ITPs At The Organization

Level.

3. PROJECT LEVEL SETTINGS

As an administrator, you can set up the correct settings at the project level to manage and organize the
project successfully. You can configure these settings on a project-by-project basis.

Project level settings include the following:
In Project Settings, you can manage the projects' ability to use the following:
¢ Inspection & Test Plans
° Integrate with Plan components
° |nstallation Work Package (IWP) widget
¢ Project Structure

e User Groups

3.0.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.0.2 Steps

To navigate to Project settings, see steps to navigate to project level settings in Settings overview, and
then click the Project settings tab.
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3. PROJECT LEVEL SETTINGS OVERVIEW

You can configure project level settings to manage projects successfully. The settings will apply
throughout your project.

In Module settings, at the project level, you can manage roles, user assignments, and project settings.
Roles and user assignments are also managed at the organization level. For more information about
roles, see Roles. For more information about user assignments, see User assignments.

You are only allowed to view and not edit other product and module settings that have been
configured at the organization level. To modify other product or module settings configured at the
organization level, click the Modify at the root level organization icon in the upper right hand of the

page.

PRODUCT SETTINGS MODULE SETTINGS

Module management Template integrations

Q

In Project Settings, you can manage the projects' ability to use the following:
¢ Inspection & Test Plans
° |ntegrate with Plan components
° |nstallation Work Package (IWP) widget
e Project Structure

e User Groups
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@ Steel Structure Training Job | 105091 / Settings

Module settings > Quality ¥

Module summary  Categories Types Classifications  Statuses  Email templates  Roles  User assignments | Project Settings (3) Templates

Project Settings

..?:(’\ Inspection & Test Plans

@] — Open Inspection and Test Flans

Integrate with Plan components

Q) i

— Go'to Header Templates
Show Installation Work Package widget on module landing page
o)
©
Project Structure
@ — G010 Header Templates

User Groups

These functions can be enabled on a project-by-project basis.

3.0.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

3.0.2 Steps

To navigate to Project settings, see steps to navigate to project level settings in Settings overview, and
then click the Project settings tab.

3.1 INSPECTION & TEST PLANS

Within Compliance or Completions individual modules, you can enable and manage the following
features for your project:

¢ Inspection & Test Plans (ITP) - Create and manage ITP’s for your project. For more information,
see Inspection & Test Plans.
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¢ Integrate with Plan components — Create templates with ITP headers and associate InEight Plan
components with events. For more information, see ITP header template.

¢ Show Installation Work Package (IWP) widget on module landing page — You can view and
manage IWP’s from the module landing page in the Upcoming Planned Work tile. For more
information, see Upcoming Planned Work tile.

) Steel Structure Training Job | 105091 / Settings

Module settings > Quality ¥

Module summary  Categories  Types Classifications  Statuses Email templates  Roles  User assignments | Project Settings @) Templates

Project Settings

£ Inspection & Test Plans

nspection and Test Plans

—+ Go to Header Templates

nstallation Work Package widget on module landing page

Project Structure

© — Goto Header Templates

User Groups

@ — Open User Group

3.1.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

¢ To integrate with Plan, you must enable ITP mapping between Completions and Plan in InEight
Plan project settings.

3.1.2 Steps

To navigate to Project settings, see steps to navigate to project level settings in Settings overview, and
then click the Project settings tab.
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3.2 PROJECT STRUCTURE

3.2 Project structure

Within Compliance or Completions individual modules, you can enable the Project Structure setting for

your project. The setting will apply throughout your project.

When enabled, a Project Structure Header is created in the Headers tab and the structure and
metadata defined in InEight Platform shows in the header template. You can use the structure to sort

and filter data.

To do this, enable the Project Structure toggle. This will enable the Go to Header Templates link to

access the Headers page.

@ Steel Structure Training Job| 105091 / Settings

Module settings  »  Quality ¥

Module summary ~ Categories Types Classifications  Statuses  Email templates  Roles  User assignments | Project Settings

Project Settings

% Inspection & Test Plans

©@ — Open Inspection and Test Plans

ntegrate with Plan components

®

— Go'to Headsr Templates

® £

nstallation Work Package widget on module landing page

Project Structure

@ = Go to Header Templates

User Groups

] — Open User Group

In the Headers page, you can oversee and manage Project Structure Headers for projects. For more

information, see Project structure header template.

3.2.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or

Completions role with the applicable permissions.

3.2.2 Steps

To navigate to Project settings, see steps to navigate to project level settings in Settings overview, and

then click the Project settings tab.
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3.3 USER GROUPS

Within Compliance or Completions individual modules, you can enable user groups to be created and
managed for your project. User groups provide access to events and tasks that may be beyond the
usual permissions.

@ Steel Structure Training Job | 105091 / Settings

Module settings > Quality ¥

Module summary  Categories Types Classifications  Statuses  Email templates  Roles  User assignments | Project Settings (3) Templates

Project Settings

User Groups

®@ — Open User Group

You can use a user group to give access to events and tasks to members of that group, even if they
would normally not have permission to view events or tasks in selected categories. User groups can
also be used in a template’s From Flow option as responsible parties.

After you create a user group, you can assign the user group to individual forms or tasks when you fill
them out or when you open an event or task after it has been started.

For example, when a subcontractor is performing work on a project, and another entity is doing quality
assurance, the subcontractor will not be part of the project’s NCR process and will not be assigned the
category for the form. However, if a piece of the subcontractor’s work was non-conforming, users from
the subcontractor can be associated to a specific user group, and the user group associated with the
events (NCRs) to address them.

Click Open User Group to open the User groups page tab. In User Groups you can create, edit, copy,
deactivate, and delete user groups.
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@ Steel Structure Training Job | 105091 / Settings

Quality Project settings
USER GROUPS INSPECTION & TEST PLANS
Q Create user group
TW InEight Quality tour viewers Inspection viewers
InEight group Viewers of quality forms: Viewers of inspection forms
25 i 28 : 78

3 user groups

3.3.1 Considerations

¢ You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

e To delete a user group, you must deactivate it first, and then remove all users from the group.

¢ Only users with assignments to the project are shown on the list of Available users. For more
information, see User assignments.

3.3.2 Steps

To navigate to User Groups, see steps to access project level settings in Settings overview, and then
click Open User Group.

Create User Groups

1. Click the Create user group button, and then fill in the User group name, Description, and select
users from Available users to include in the group. You can use the search box and select users
or use the Select all option.

2. Click Save. The new group tile will show. The tile will show the group name, date and creator
name, description, and number of users in the group.
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View, edit, or copy a group

1. Click a group tile. The group opens and shows the Detail and History tab. In the history tab, you
can view the history of changes, names, change dates, and changed by information.

2. In the Details tab, make your changes, and then click Save. Select the Show selected users only
toggle to view the selected users only.

3. To copy, click the ellipses in the group tile, and then select Copy. A copy of the group is created.

Deactivate and Activate a group

1. Click the ellipses in the group tile, and then select Deactivate. The group tile will turn gray when

deactivated.

2. Click the ellipses in the group tile, and then select Activate to activate the group.

Delete a group

1. You must first deactivate the group, and then remove all users from the group by editing the
group.
2. Click the ellipses, and then select Delete.
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TEMPLATE MANAGEMENT

Lesson Duration: 40 Minutes

Lesson Objectives

After completing this lesson, you will be able to:

» Explain the purpose of both form and task templates and how they are managed in InEight
Compliance

» Navigate the Templates Manager page

e Create and build out both a form and task template

Topics in this Lesson
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4.1 TEMPLATE OVERVIEW

Templates Manager

View / Edit Fuﬁzsk Form/Task Event/Task
Templates Execution Management
Templates

Form/Task
Execution

A template is a task, or a form (or checklist) that is set up in advance for inspections and other tasks
that require documentation during the life cycle of your projects.

You can use templates to standardize your organization’s form and data capturing process. For
example, if your projects always require a safety tour, you can create a safety tour template, so the
same safety tour form is used for every project. This leads to capturing the same data from project to
project, and to reporting that is clear, concise, and meaningful. At the same time, should your project
have unique requirements for a safety tour, you can customize your template for your specific project
needs.

The Templates Manager is the storehouse for all your template forms. You access the Templates
Manager from your Module landing page.
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! C-XYZ / Completions

Completions > Quality ~

Links

All events To do list

All tasks

Inspection & Test Plans

Inspection & test plan report

Administration

]

Templates manager

Roles
User assignments
Settings

) Forms
Inspection & Test Plans

e} g= Depending on your permissions, you may not have access to edit or create new template
forms/tasks but will have access to copy them.

| New Form for ITP

Overview - Templates manager

I T ™ S

1 Filters Search for a template by keyword or filter down
your templates by selecting the appropriate
category and/or organization.
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Overview - Templates manager (continued)

I T ™ S

2 Formor Task  Toggles between each the Form and Task
toggle templates, per module.

3  Template Each template has a status:

status Published - available to fill out via web or mobile
device
Draft - being built and not yet available for use to
fill out
Inactive - not drafts, but available to activate when
needed
Selecting a status option filters to only templates
with that status.

4 Template form Provides key information about the template,
including: form name and ID, associations,
creation date, time and author, and version. When
hovered over, options appear to delete the form (if
it is a draft) or to edit, copy, or deactivate the form
(if itis published).

5  Available on This option visually identifies if a template is
mobile device  available on a mobile device. [Shown as the
column “Mobile” when in the List View for Tasks.]

6 Favorites This option filters to templates tagged as favorites

7 List or Card Click this icon to view templates in list or card view.
view toggle

8 Create new Click this button to launch the Form Builder or
form or task Task Builder page, where you can create a new

template form or task.

4.1.0.1 Templates manager page view

Each template form or task shows important information including:

* Name and description of the form or task
» Associations

« Availability on mobile device
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» Creation date, time, and author
* Version
o Status

o Favorite selection icon

Quality review - |
To be compieted by the Lead/Supervisor in charge

4.1.0.2 Versioning

A new version is created when a draft is published. Even if no information has changed on the
template. Once it enters a draft status and that draft is published it will move to the next version.

4.1.0.3 Favorites

You can select the favorite icon at the right-end of the card to mark the template as a favorite.

E Created Jan 13,2023 11:21 AM Karen D

PUBLISHED

4.1.0.4 Additional Options

When you hover over a template in card view, additional options appear for the form or task. For draft
templates, a delete option appears.

E Created Jan 30,2023 10012 AM Julio «

For published templates, options appear to either edit, copy, or deactivate the form or task.

=

D Created Jan 13,2023 11:21 AM Karen @

PUBLISHED
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4.1.1 Filters
The left panel of the Templates manager contains a search bar to look up templates by keyword, as
well as filtering lists to narrow down your template list.

You can filter by categories and organization. Check the boxes in the categories to filter the view to
show the templates associated with your selection.

Module landing Templates manager Quality ~

Fomms ALL STATUSES

I ¢

Filters FILTERS APPLIED Quality review - |

0 | Created Feb 062023 12:30 PM Jui
search
View associations

Categories Clea:

[] Checklist
Quality |
Quality review
[ Safety Category 1

[l safety Category 2

Organization Clea

~ [ C-XYZ (RootOrgl)
(O Steel Structure Training Job (105091)
] Steel Structure Training Job 2 (105092)
(0 steel Structure Training Job 3 (105093)
(0 Steel Structure Partner Job (105094)
(O Training Job (Training Job)
(] Wards Island WWTP (183850)
(] Heavy PM Estimate (Heavy PM Estimate)

(] BMS Test (BMS Test) (BMS Test) =

1 Form

ey g= The only items that appear as choices within the Filters side panel are the ones that have
templates associated to them. In other words, you can have more categories or projects
in the system, but they won’t display in the Filters panel unless you have created a
template that uses them.

TIP All the filters work together. If you are not seeing what you need, clear all the filters, and
start with a new search. When filters are selected, a Filters Applied button will show.
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4.1.2 Favorites

When you select the Favorites icon at the top right of the page, it filters your view to the templates
you marked as favorites. This is a quick way to filter to the templates you use most often.

Module landing > Templates manager > Quality ~ 1
1
o [ - y =
[ e | . 0

4.2 TEMPLATE CREATION

You can create new form and task templates in the Templates manager with the correct permissions.

On the Templates manager page, to create a new template, click Create new form when in Forms, or
Create new task when in Tasks.

Module landing > Templates manager > Quality - 1

1 —
Forms  [EERER ALL STATUSES PUBLISHED - 0 w Create new form

r e—

This launches a two-step process:

1. Creates a dialog box to begin the creation process.
After the first step is complete, it will lead to the second step.

2. The form or task builder.

4.2.1 Create a form or task dialog box

From the Create a form or Create a task dialog box, fill out basic information and settings for the form
or task.

J[eg= You only have the options to create templates for organizations, projects and categories
for which you already have assignments.

Each new form or task requires these initial entries:
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Create new form

+Form name + Qrganization association

0 Description A [0 C-XYZ (RootOrgl)

Selectall Deselect all

+ Category association

Select s you want to associate to your forms
el Available on mobile ? ©

Eventtitle (i

System default v
o Eventdate @

system default A

el D Add expiration date (@) I
e I Available through ferm button only? @ e I

o |Anach ITP header? @ [C] I

Cancel

Overview - Create a Form Dialog Box

T e

1 Form or task The name or title for the template. The description is optional and can
name also be added.
and description

2 Category and Associating the form or task with categories and organizations makes
Organization it easy to find the form or task using the category and organization
associations filters on the Templates manager page. Categories also determine

who can use the forms or tasks. If you do not have assignments to
that category, you will not be able to view the form or task to fill it out.

3  Availability on Enable the toggle to make it available on iOS mobile devices.
mobile devices
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Overview - Create a Form Dialog Box (continued)

T e

4 Event title and These settings indicate if the date and title will be filled out
date settings automatically with the system default or if they will be filled out with a
custom title and date by the person filling out the form or task.
An expiration date can also be added if the check box is selected.

5  Add expiration  Select the check box to add a mandatory date of expiration question

date on the form.

6  Available Enable the toggle so that the form can only be accessed through a
through form form button association on a template. The form will not show on the
button only? new events or tasks tile or be able to be scheduled as a stand-alone

item.

7  Attach ITP When the inspection and test plan process has been enabled for a
header? module, you can enable this toggle to add the inspection and test plan

header to the template allowing users to capture component related
data on events.

Click the Create button after you fill out the initial form entries. This will create a new template form or
task. You can continue building your form or task or return to it to complete later.

The following step-by-step walks you through creating a new template form.
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4.2 Step by Step 1 — Create a template form

1. From the Project home landing page, select Completions on the left navigation menu.

= {2t  Steel Structure Training Job | 105091 / Project home

X

Add project image

Minimum of 540px x 360px

Steel Structure Training Job | 105091

==
Bid packages

3

Contracts

Change

Compliance

Completions
Report
Explore

Dashboards

API documentation

Project home

Project details
Settings
Workflows
Assigned users
Assigned contacts

Assigned vendors

2. Select Templates manager on the left navigation menu.
In the Templates Manager page, select Create new form.
4. In the Create a form dialog box, enter a form name in the Form name field.
For this example, we will name it Manager quality review
5. For Category association, select an appropriate item from the drop-down menu.
6. Enable Available on mobile to indicate it will be available on mobile devices.
7. Change Event title and Event date to User defined.

TIP Selecting User defined lets you add a future or past date. Select this option to be
able to control user defined fields.

8. In Organization association, select the check box for the highest organization level to make the
template available for the entire association.
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YZ | Completions

Create new form

= Form name * Drganization association

Manager quality review

Description P ] C-XYZ (RootOrgl)

To be completed by the Manager/Supervisor in charge. Selectall Dessiects

= Category association

Quality review X

Available on mobile?| (&)

Eventtitle @
User defined
Eventdate (T
User defined
[ Add expiration date (D
Available through form button only? @

Attach ITP header? @ [S)

9. Click Create.

The Form builder opens with a section already created and Event title and Event date already
populated on the form.

Manager quality review ot |

Modulelanding > Templates manager > Form builder

Lo PROPERTIES FORM FLOWS HISTORY ©

o 7 (o) 2B

Question types
SECTION HEADER
AAAAA hment 0 &
£ Dete - Time
* Event tte *Eventdste
@ FomButon 1 FomFow P -
o % Rl
= # Number
Add fields 1o your form by dragging types from the left panel to the blank section above
© People picker @ Signoture

= Ten

Y I PSS SRIP N ReT f T Aash PN B R G arin | e

4.2 Step by Step 2 — Build a Template Task

1. Select Templates manager on the left navigation menu.
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2. Select Tasks in the top left.

Module landing > Templates manager » Quality ~

| Forms Tasks All STATUSES FUBLISHED

3. Click Create new task.

4. On the Create a new task dialog box, enter a task name. in the Task name field. Add a
Description if needed.

For this example, we will name it Finalize quality review.
5. In Category association, select an appropriate item from the drop-down menu.
6. Enable Available on mobile to indicate it will be available on mobile devices.
7. Select System default in the Task title drop-down menu.
[\[e3 = The Due date field provides a mandatory date question on the template where the
user can provide a date that will become the due date.
8. Check the Add expiration date check box.

9. In Organization association, select the check box for the highest organization level to make the
template available for the entire organization.

10. Select the + Future Children button.
11. Click Create.

The Task builder page opens in the appropriate Category, in a section already created and with
Description, Responsible party, Due date, and Assign fields already populated on the tasks form
Section.

12. In the Description field, change the Question text to Identify steps in the process.

Section X BUILD

«

Details A~

* Label

Finalize quality review process
Finalize quality review process

[ Associate task

@)
W

(® Add supporting text (@
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13. Change the Assign button text to Assigned, keeping the status as Scheduled.
14. Click Save.

15. Click the Publish icon.
I 1

4.2.2 Activate, deactivate, and copy published tasks and forms

You can deactivate, reactivate, and copy tasks and forms after they are published.

The following step-by-steps walk you through the processes.

o= All step-by-steps are shown in Card view.

4.2 Step by Step 3 — Deactivate a form or task

1. In the Templates manager page, hover your cursor over a published form.

2. Click the Deactivate form icon.

Manager quality review 4 , B @
[ | Created Feb 06,2023 01:07 PM Julio 1

To be completed by the Manager/Supervisor in charge j
View associations ) PUBLISHED

The form will remain visible in the Templates manager, but its status will show as Inactive.

View associations

4.2 Step by Step 4 — Activate a form or task

1. In the Templates manager page, locate the inactive form.

2. Hover over the form, and then click the Activate form or Activate task icon when visible.

< HE
£ O

View associations

InEight Inc. | Release 23.10 Page 117 of 277



4.2 Template Creation Completions User Guide

The form or task is shown in Draft mode in the Status column.

Manager quality review L) ersion

To be completed by the Manager/Superuisor in charge. o [ | Created Feb 06,2023 02112 PM Julio Salguero 2

View associations P

4.2 Step by Step 5 — Copy a published form or task

1. Hover over a published form and the Edit, Copy, and Deactivate form icons will show.

2. Select the Copy form or Copy task icon.

Manager quality review P L & ]
To be completed by the Manager/Supervisor in charge. [ | Created Feb 06,2023 02:12 PM Julio 2

L4 PUBLISHED @

I

View associations

A new copy of the form opens.

3. You can now edit the copy of the form or task.

Copy a form

= Form name * Organization association
Copy of-Manager quality review

Description A [0 ¢-x¥Z (RootOrgl)

Seiectall Deselectall

To be completed by the Manager/Supervisor in charge

* Category association

Available on mobile ?

Event title (@

User defined -
Eventdate (@

User defined -

(O add expiration date @
Available through form button only? (@ @]

Attach ITP header? @ 2]

Cancel

4. The Copy button will be available after you fill out the required fields.
5. Click Copy.
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The form builder opens to further edit the form.
6. Click Save after any edits are made, and then click the Publish icon to publish the form.

After the form is published, the Templates manager opens with your new copied form.

4.2.3 Form and task builder - Build tab

The form and task builder consist of the following tabs:
 Build
» Properties
» Form flows (forms only)
o History

This section focuses on the Build tab.

Manager quality review

Module landing > Templates manager > Form builder 4
ggggggg 6
E— Cg=—
@ cobmn @ secion
= (3]
e SECTION HEADER
ent D
© %Datz
° n fom
% Re
= # Nomber
O P ®
2
= T

Add fields to your form by dragging types from the left panel to the blank section above

Overview - Form and task builder: Build tab
I T ™
1 Layout types Drag and drop columns and sections onto your form or task.

2 Question Drag and drop attachments, buttons, dates, times, form buttons, form
types flows, GPS, integrated lists, references, lists, numbers, people,
signatures, and text fields to your form or task.
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Overview - Form and task builder: Build tab (continued)

T ™ S

3 Building area The blank area you drag your sections and questions onto. It represents
the template you are creating.

4 Edit For existing templates, allows you to edit the existing template.

5  Publish When finished building the template, click this button to make the
template available for use.

6 Section Lists each section on the form or task.

7  Cancel/Save You can Cancel new changes and they will not be retained since your
last save. Select Save to save the form or task in its current state. If not
yet published, it is saved as a draft.

Project Manager Safety Walk -

Module landing > Templates manager >  Form builder 5
BUILD PROPERTIES FORM FLOWS HISTORY )

T )
M Column @ Section e
Question types 6
SECTION HEADER
he O Button
© Che %Da- Ti

* Event date

@ Form Button 11 Form Flow 10/28/2022 =]

4
il

Add fields to your form by dragging types from the left panel to the blank section above
# Number © People picker

@ Signature B Text

J[el 2 The system does not automatically save your changes.

4.2.3.1 Layout Types

Layout types let you divide your form or task into sections. Your form or task may cover different
topics or areas and you want to organize the form or task accordingly.

When you first drag a section onto the form or task, it creates a section that extends the width of the
form or task.
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Manager quality review

Modulelanding > Templates manager > Form builder
BuLo PROPERTIES  FORMFLOWS HISTORY “
Layout ypes -
o @ s
Question types
SECTION HEADER
hment 0 e
© £ oue-
“Event date
@ Form Buten 1 Form Flow 02062023 [}
% Rel
= # Nomber
© Peslepicker @ Sgnatue Reviewsectn
= a
Ay qualty misses?
Add fields to youl I 1o the

You can let users copy sections when filling out a form or task. This feature lets a user determine if
duplicate sections are needed, instead of creating templates with duplicate sections in advance.

To allow a user to copy a section, click the section header, and then select the Enable copy section
check box on the side panel.

You can change the text of the button. By default, it is named Copy section.

e =0 You can enable the copy section option only for sections without mandatory questions,
form buttons, or associated tasks.

Quality review - | -
Module landing > Templates manager > Form builder

Section X suL PROPERTIES  FORMFLOWS  MISTORY ©

©  Michangeshavebeen saved (0630 A 1 [ | IEZE
Details ~
*Label
QUALITY HEADE|

QUALITY HEADER
© Add supporting text. ©
Access v
02/07/202306:32.40 (0]

Logic v

4.2.3.2 Question Types

You can drag different question types into your form or task sections area.

InEight Inc. | Release 23.10 Page 121 of 277



4.2 Template Creation Completions User Guide

M Column @ Section

Question types
QUALITY HEADER

% Attachment [0 Button

* Location of quality review Review date

02/07/2023

0 o peopiepiceer NN

Add fields to your form by dragging types from the left panel to the blank

The following is a brief overview of each question type and its key characteristics.

Overview - Question types

Question
Type Image Description
Attachment Provide photos from the tour Enables an attachment to be
added to the form or task, such
@ as photos and documents. You

can include additional text with
this question if needed, such as
instructions. Attachments can be
marked as Mandatory. If
integration with InEight
Document is set up, attachments
can be supporting documents
from the Document application.

Adds a button to the form or task.
You can set the button to close
or change the status of the form
or task. The button type can also
be marked as single-use or
multi-use. Buttons can be

marked as Mandatory.

Select files or drag and drop

Button
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Overview - Question types (continued)

Question
Type Image Description

Choice Did you recognize any safety wins? Adds a question with two options.
Settings include icons and
O Yes predefined text answers (e.g.,
O No yes/no, pass/fail, and

accept/reject) or you can
customize your own. Choices can
be marked as mandatory.

You can mark answers as
exceptions.

Date - Time Click to type your question Adds a field to fill out either date
and time, just the date, or just the
time. Dates can be marked as
Mandatory.

Form Button _ Adds a button that opens another
template from within your form or

task. It can be designated as
single-use or multi-use. Form
buttons can be marked as
Mandatory. You can set this
button to change the form or
task's status when it is clicked.
Status change does not affect the
form or task that is opened by the
button.

04/30/2019 04:22 PM =NO)

Form Flow Adds a button that facilitates a

Button specific step in a form flow. Form
flow buttons can also go back to
a previous step.
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Overview - Question types (continued)

Question
Type Image Description

GPS Please provide location information Lets users enter their Iocation
coordinates. Coordinates can be
entered manually or by clicking

the button.

Latitude
Longitude
Elevation

Clear GPS

Integrated Adds the integrated list question

list o - type to your form that integrates
with InEight Platform Master
data list resources.

Reference Adds a supporting document
% Reference
attachment, event or task, or a
hyperlink to other pertinent
information. References cannot
be marked as Mandatory.

List Indicate the quality of this section Adds a multiple-choice question
to the form or task. Answer

O Vvery Good options include radio buttons,

O Good check boxes, drop-down lists, or
multi-level drop-down lists. You

O Fair can select answers from

O Poor predefined lists or create your
own. Lists can be marked as

O Very Poor Mandatory.

You can set default values for
radio buttons, check boxes, and
drop-down lists. Default values
are selected when a user opens
a form or task and requires the
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Overview - Question types (continued)

Question

Type

# Number How many widgets were fastened?

&
People Who led the tour?
Picker

InEight Inc. | Release 23.10

Description

user to manually select a
different value.

You can mark answers as
exceptions.

For more information about
multilevel drop-down lists, see
Multilevel Drop-Down Lists.

Adds a question that requires a
numerical answer to the form or
task. The number can be
formatted to be currency,
decimal, $, %, or phone number.
Numbers can be marked as
Mandatory.

Adds a question that must be
answered by selecting users
from the drop-down list. People
pickers can be marked as
Mandatory. You can let end
users select multiple users or
none. You can also select
whether end users can choose
from only assigned users, who
have a Compliance role, or all
project-level operational
resource, which includes users
who do not have Compliance
roles. You can also show users'
employee IDs with their names
and set up an email to send
when a user is selected.
Operational resources are
managed in project home page >
Assigned operational resources.
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Overview - Question types (continued)

Question
Type Image Description
Signature Click to type your question Adds a signature block to the
form or task. Signatures can be
X marked as Mandatory.
Text How many wins? Adds a question that requires

text for the answer. The field can
be short or long text, or you can

(150 characters remaining) — yse this question type to only be
a label with no text field. Text can
be marked as Mandatory.

4.2.3.3 Question settings

After a question is added, you can click the question in the section. A slide-out panel is shown on the
left. You can type your question and define the settings related to the question. As you type the
guestion, the question populates into your template.

* Question text

B — \

Type
@shot  Otong O Labelonly @

@® Add supporting text @

TIP You can also click on the text within the question type on the form or task and it will
enter the text on the slide-out panel.

'

All question settings include the option to make the question mandatory. This means the form or task
cannot be submitted unless the question is answered.
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You can mark responses to list and choice questions as exceptions. This feature is useful to indicate
responses that are undesired or outside of normal business processes in some way and have those
exceptions shown in reporting. To set a response as an exception in the form or task builder, select a
response to a list or choice question. In the Details side panel, select the Exception check box. An
Exception icon is added to the right of the response. This icon is visible only in the builder.

Module landing Templates manager Form builder

BUILD PROPERTIES FORM FLOWS HISTORY @

Al changes have been saved (07:38 AM) o | Ccance m

©

Details ~

* Option text

Very Poor Quality conditions
D Very Good
O Default value
O Good

supporting text (3
O Fair

Exception (D)

D Poor

Logic ~ @® Very Poor (]

Email v

4.2.3.4 Access

In the Access section you can manage access using the Manage access button. In the Manage access
dialog box, you can control which users or roles can view or answer each individual question or entire
sections when filling out the form or task. If they do not have access, they will not see the question on
the form or task.
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Access ~

1 Manage access

Reporting tags

\ X
Manage access
¥  Section [ question Ability to view Ability to edit
Location of Quality area
~QUALITY HEADER All roles All roles
Location of Quality area. All roles All roles Ability to view
Al roles All roles @}-Illcles 0 Selectroles
Quality conditions All roles Allroles
Please provide location information All roles All roles
All roles All roles
[ cancel |

In Manage access, the ability to view and edit permissions are set separately from each other. You can
manage access for all sections and questions in a template in the dialog box. It does not matter which
section you choose when you click the Manage access button.

To control who can see data in reports for question responses, add reporting tags in the Access
section. Users with the same reporting tags you set here can see this data when using reports.

4.2.3.5 Logic

The Logic setting lets you show or hide a question based on the response from another question on the
form or task. For example, you are creating template for a Quality review, and have added the Choice
guestion “Did you recognize any quality wins?”

Page 128 of 277 InEight Inc. | Release 23.10



Completions User Guide 4.2 Template Creation

Did you recegnize any quality wins?
O Yes

O No

Following this question, you add a Text question for them to indicate the wins they had, but you only
want this question to show up if they answered yes to the previous question.

Under the Logic section of the Text question’s properties, you select Leading questions.

Module landing > Templates manager > Form builder

Text BUILD

«

() Alichanges have been saved (07:27 AM)
Details A
* Question text
Safety wins: explanation
* Did you recognize any safety wins?

Type O Yes
@ short O Long QO Label only @ @) No

(¥ Add supporting text ()

O Mandatory
Safety wins: explanation

Question display ID: 1202

Access w

Logic ~
o4

Approval after safety walk
(*) Leading questions

Integrationtag (i)

A Leading questions dialog box opens, where you set the Text question to show when the user answers
Yes to the “Did you recognize any safety wins?” question.
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Logic rules X
(@) Add logic set
SHOW  Quality wins: explanation
®
when ANY of the following rules match
Did you recognize any quality wins? - 1S Yes *x @
() Add logic rule
Pt o B P [" Y S UL SO Sy PRI R

TIP Depending on the form or task, you can show or hide the question depending on how the
other question is answered.

TIP If there is a form flow button that can be reversed, you can apply separate leading logic
sets to the reverse form flow button and the form flow button that advances to the next
step.

4.2.3.6 Classifications

You can use classifications to apply logic at a section level to show the section only if that classification
is chosen on a question somewhere else in the template. Using classifications to drive logic means you
do not need to apply logic to every question in the section you want to hide. Classifications also let you
sort and filter in the Events and Tasks lists.

The following step-by-step shows how to use classification logic to show a section based on a question
response.

4.2 Step by Step 6 — Show a section using classification logic

1. Select an option of a List question.

2. In the Details side panel, open the Logic section, and then select at least one classification from
the drop-down list.

Page 130 of 277 InEight Inc. | Release 23.10



Completions User Guide 4.2 Template Creation

Details ~
* Event title

* Option text

Optionl

) pefault value

® Add supporting text (&)

[ Exception ()

L " | ® Optionl
§ . O Option2
= /
O Option3
Designate this option to display sections wirthe
following classifications
| ®

Classification @

Final Walkdown Review section |

Initial Walkdown
Quality Classification 1

Quality Classification 2

Quality process

3. Click the section you want to show.

4. In the Details side panel, open the Logic section, and then select the classification from the
dropdown list.

4.2.3.7 Copying, deleting and moving questions

When hovering over a question on your template, three options are shown:

Did you recognize any quality wins?
O Yes

O No

» Copy icon creates a duplicate question in the same section.
» Delete icon removes the question from the template.

* Move icon lets you drag and drop the question to a different area on your template.

TIP You can move questions by clicking and holding anywhere on the question and dragging
it into place.

4.2.3.8 Using the form and task builder - Build tab

The following step-by-steps walk you through building out a template using the Task builder and Form
builder.
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4.2 Step by Step 7 — Build a Template Using the Task Builder

In the Task builder page, design the template with the following changes. In this example, we will use
the Finalize quality review process template you created in the Build a Template Task Step by Step:

Finalize quality review process -
Module landing Templates manager Task builder

BUILD PROPERTIES HISTORY g
Layout types 7
@ cok ]
Question type:

Finalize quality review process
0 e
© fgw».-
* Expiration date

@ FormBution s 0200772023 &
% Ref = L
# Numt (2] ple pi

Z Signature = Text .
& Signatu ER Quality step

1. Dragand drop the People picker question type underneath the Due date question.

2. Click the question and enter Name of person conducting the next quality review in the
Question text field.

3. Select the Mandatory check box.
4. Close the People picker settings slide-out panel by clicking the X at the top right of the panel.

5. Drag and drop the Date - Time question type to the right of the Name of person conducting the
next quality review question, so it becomes a second column on the same row.

6. Make the title of the Date-Time field, Date of upcoming Safety Walk.

7. On the Details panel, change the Type to Date so the answer selection will only be for a date, not
a time.

8. Close the settings slide-out panel.

9. Click the Assigned button at the bottom of the section and notice the Close task upon the button
selection is selected and grayed out. Ensure that Change status to is Scheduled.
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10. In the top right corner, click Save to save your new template task. A notification is shown
indicating the time the change was saved.

11. To make the template available for use, click the Publish icon.

4.2 Step by Step 8 — Build a template using the form builder

In the Form builder page, design the template with the following changes. In this example we will use
the Project Manager quality review created in the previous step by step. As needed, close the settings
slide-out-panel.

Manager quality review -
Module landing > Templates manager > Form builder
uio PROPERTIES FORM FLOWS HISTORY ©
- (o) EER
@ Column @ section
Question types
SECTION HEADER
At 0 &
© £ Oe- T
@ Fome: n Fm =]
% Rei
= # Number
‘Add fields to your form by dragging types from the left panel to the blank section above
=] @ s
et D P I L T S ol PV N S

1. Dragand drop the People picker question type into the existing section underneath the Location
and Date questions.

Question types.
QUALITY HEADER
0 &
© « £ vat
* Location of qualty review * Review date
@ FomBut g 0270772023
GPs % Ref

O reoplepicier IR

Add fields to your form by draqging types from the left panel to the blank

2. Click the question and enter “Who is leading the review?” in the Question text field.

3. Close the People Picker settings slide-out panel.
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11,
12.

13.
14,

Drag and drop the Date - Time question type to the right edge of the "Who is leading the
review" question, so it becomes a second column on the same row.

Click the Date - Time question and enter “Time of review” in the Question text field.

Under Type, select Time so the answer selection will only be for a time, not a date.

‘‘‘‘‘‘‘‘‘‘‘‘‘‘

Close the Date - Time settings slide-out panel.
Drag and drop the Text question below these two questions.
Click the question and enter Explain the agenda for the review in the Question text field.

Under Type, select Long so the user has more room (4000 characters) to enter a response when
filling out the form.

‘‘‘‘‘‘‘‘‘‘‘‘‘‘

Close the Text settings slide-out panel.

Drag and drop the Choice question type into the existing section underneath the agenda
question.

Click the question and enter “Was the review acceptable” in the Question text field.

Under Predefined lists, select Yes/No from the drop-down list.
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15.
16.
17.

18.
19.

20.
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* Question text

Was the review acceptable?

Display

Optionl

Option2

Predefined lists
Select one

Select one

I Yes/No .

Pass/Fail U

Accept/Reject

[ Mandatory

Select the Mandatory check box.

Close the Choice settings slide-out panel.

Expand the Logic section and select Leading questions.

4.2 Template Creation

Drag and drop the Text question type into the existing section underneath the Was the review
acceptable question.

Click on the question and enter “Unacceptable review: explanation” in the Question text field.

Under Type, select Long. You want to only show this question if the user answered “No” to the
previous question (Was the review acceptable?).
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Details ~

* Question text

Unacceptable review: explanation |

Type
QO short @ Long O Label only @

(®) Add supporting text (@)

[0 Mandatory

Question display ID: 1292

Access w

Logic ~
K

() Leading questions

Integration tag ®

Email w

The Logic rules dialog box opens.

Logic rules
® Addlogic set
SHOW  Unacceptable review: explanation

when ANY of the foll Jes match

© Add logic rule

PP SN PP G Uiy S G R S S PP PR S S SREPE Y TGIUURUINY S IP e Sr A S T NS U S

(oo )

21. Switch the Show/Hide toggle to Show.
22. From the Select a question drop-down list, select Was the review acceptable?

23. From the Select a response drop-down list, select No.
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24. Click Save to close the Logic rules dialog box.
25. Close the Text settings slide-out panel.

(\[sJ) 2 The "Unacceptable review: explanation" question now only shows if No is
answered to "Was the review acceptable?" question.

26. Drag and drop the Attachment question type into the existing section underneath the existing
questions.

27. Click the question and type Provide photos from the review in the Question text field.
28. Close the Attachment settings slide-out panel.

29. Drag and drop the Button question type into the existing section underneath the existing
questions.

30. Click the question and enter "Submit the completed tour" in the Button text field.
31. Select the close the form upon the button selection box.

32. Under Change status to, select Complete from the drop-down list.

Details ~

* Button text

Submit the completed review

Close form upon the button selection

Type
@ single-use O Multi-use

Change status to

Complete w

e

(@) Add supporting text (i

gy

[0 Mandatory

Access v
Logic w
Email v

33. Expand the Email section, and then select Add email.
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34. From the dialog box, enter a Subject line, such as "Review has been completed". Enter Roles
and/or Users, and then add content to the body of the email, such as "Please review at your
convenience." Select the @Reporter if needed.

35. Click Save.
36. In the upper-right corner, click Save to save your new template form.
A dialog box is shown indicating the time the change was saved.

37. To make the template available for use, click the Publish icon.

Multi-level drop-down lists

When you use the List question type, you can build branching questions using a multilevel drop-down
list. For more information about multilevel drop-down lists, see Multilevel Drop-Down Lists.

Referenced Forms and Tasks

When you create a task or an event from another task or event, you see the referenced item in both
associated tasks or events, letting you see which events and tasks are associated. For more
information, see Referenced Forms and Tasks.

4.3 MULTILEVEL DROP-DOWN LISTS

Using the List question type, you can build branching questions using a multilevel drop-down list.
When you select from a list of question options, your response branches off to another question. This
functionality helps you manage list items better for greater control of data in the database.
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A Multilevel drop-down list can be nested at several levels. For example, this type can be useful for
showing a complicated organizational structure.

SECTION HEADER

In the List side panel, there are options to make features of a multilevel drop-down list mandatory:

e Mandatory — The multilevel drop-down list question must be answered.

e Mandatory terminal response — The user must go all the way to the last level of the list to make
a selection, instead of just clicking through without expanding the list beyond the first level. If
you select this option, you cannot select Mandatory required level.

e Mandatory required level — You must select a mandatory required level from a drop-down list
that determines how many levels down users must expand the list to make a selection, instead
of clicking through without expanding the list beyond the first level. If you select this option, you
cannot select Mandatory terminal response.

If you click Manage list options, the List options dialog box lets you organize list options manually or

through Excel import.

In the dialog box, there are buttons to add and remove options, as well as move them up and down in

the list, and in and out of other options to create a hierarchy.
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List options

Impert List
Drag and drop the file here or browse @

Browse - -
¥ Listoptions

Option]
1 Download multi-level list starter template Option2

Option3

e} g= There can be up to a maximum of 10,000 items in the complete list, including all items in
the levels.

4.3 Step by Step 1 — Add a manual multilevel list question

1. Inaform, drag the List question type onto the form or task.

2. In the Question text field, type in the question.

3. In the Type drop-down list, select the Multi-level drop-down option.
4. Click Manage list options to open the List options dialog box.

TIP When a check box to the left of an option is selected, the up and down arrows are
shown to let you move that question response up or down in the listing

If available, indenting can be done with the Move List in to and Move List Out of
arrows.
The Add list option and Delete list option icons are available for you to use.
5. Select the check box of the second list item, and then select the Move list option in to icon.
That option now falls below, or within, the item above it.
6. Unselect the second list item.
7. Select the third list item.

8. Indent the third list option using the Move list option in to icon.
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Your List option dialog box should look like this example:

List

®

¥ List options
Vv Yes
Yes, absolutely

Yes, but with concern

9. Using the Add List icon, add three more list options.
10. With the final two items, use the Move list option in to icon to indent them.

Your List option dialog box should look like this example:

List

®

¥ List options
v Yes
Yes, absolutely
Yes, but with concern
v No
No, though I have a question

No, no questions asked

11. Click Save, and then click Publish.

Now, when the form or task is opened, the first question can be answered, which then leads to
branched options for the second question.

InEight Inc. | Release 23.10 Page 141 of 277



4.3 Multilevel Drop-Down Lists Completions User Guide

Are you comfortable with this change?

B Yes

Home (Root)

@

O o

Are you comfortable with this change?

Bs Ves/ Yes, but with concern
< Back Yes
@) Yes, but with concern

() Yes, absolutely

To create a multilevel drop-down question using the template from Excel, first download the starter
template. Click the List in the Section > Manage list options > Download multi-level list starter
template. The template has one Example sheet with instructions on how to use it. You can then fill out
the Import sheet with list options for as many levels as necessary.

This step-by-step walks you through adding items through the multilevel list starter template.

4.3 Step by Step 2 — Add a multilevel list using the list starter template

1.
2.
3.
4.
5.

In a form, drag the List question type onto the form or task.

In the Question text field, type in a question.

In the Type drop-down list, select the Multi-level drop-down option.
Click Manage list options.

Click Download multi-level list starter template.
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© © N o

10.

11.
12.
13.
14.
15.

4.3 Multilevel Drop-Down Lists

The Excel file downloads to your configured downloads folder. When you open the file, you will
see the Example and Import tab. The latter of which you use to create your multilevel branching
template.

Select to Enable editing if needed.

Select the Import tab.

Create a Level 1 item in Column A, PMH1 in the example.

In Column B, create the Level 2 item, Segment 1 in the example.

In Column C, create the Level 3 items, or decision points, Roadway, Structure, and Walls in the
example.

This means that when a user selects a Column B segment, they will have three additional choices
from Column C in the next drop-down list

In column D, add Level 4 options.

In the example shown, there are only Level 5 options in Column E for Hwy 1, Eastbound and Hwy
1, Westbound.

4 A '/ 8 . Cc |/ 0 _F |
N Level 1 Level 2 Level 3 Level 4 Level 5

| 2 VI

ENPVHL  Segment1

nPIVIHl Segment 1 Roadway

B PMH1 Segment 1 Roadway Hwy 1, Eastbound

ﬂ PMH1 Segment 1 Roadway Hwy 1, Eastbound Hwy 1 EB to Phoenix exit

PMH1 Segment 1 Roadway Hwy 1, Eastbound Hwy 1 EB to Central Ave

ﬂ PMH1 Segment 1 Roadway Hwy 1, Westbound

n PMH1 Segment 1 Roadway Hwy 1, Westbound Hwy 1 WB to 101

{08 PMH1 Segment 1 Roadway Hwy 1, Westbound Hwy 1 WB to Scottsdale Rd
N8 PMH1 Segment 1 Structure Segment 1

PMH1 Segment 1 Structure Segment 1 1st Ave

=8 PMH1 Segment 1 Structure Segment 1 TUC #2 overpass

PMH1 Segment 1 Structure Segment 1 101 WB overpass

{58 PMH1 Segment 1 Walls Segment 1

8 PMH1 Segment 1 Walls Segment 1 TUC AD

PIVIH1 Segment 1 Walls Segment 1 TUC A1

Save the Excel file.

Go to Completions, and then click Browse.

Navigate to the folder where your Excel file is located.

Select the file, and then click Open.

The Excel data populates. Click Save.
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List options :
Import List
Drag and drop the file here or browse @
¥ List options
~ PMH1 -
1 Download multi-level list starter template v Segment 1
~ Roadway

¥ Hwy 1, Eastbound

Hwv 1 FB to Phoenix exit e

Cance' m

There are no limits on how many levels can be added. Having many levels down might not be the best
when using the list.

TIP There is a maximum of 10,000 items in the complete list including all items in the levels.

TIP There is a maximum of 200 characters, including spaces, for each item. Items that exceed
200 characters are truncated.

In a form, a multilevel list option looks similar in both the web or mobile versions:

@ Summit Mountain Punchlist

Section 1

* Item title Description

Type of w
* Date identified *Type System * Priority Seiectone
-
st =NC IR s Selectone - Selectone =
Punchiist
st Type of work * Responsible person * Area/Level *areartevel
Selectone = Select one S Select one - & &
! * Oue date
* Due date Estimated manhours Attachments
018 (]
: 2 Estmated marhours
[
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Area/Level

& PCM1/ Segment 2/ Roadway / Hwy 1 EB Seg2/ Brunette Ave SB to Hwy 1 EB On Ramp

< BACK
Able Auctions

@ Brunette Ave SB to Hwy 1 EB On Ramp

I

) Brunette N8 to Hwy 1 EB On Ramp

) WB10 5B Brunétie Ave Off Ramp

Hwy 1 EB Seg 2

4.4 Referenced Forms and Tasks

Brunstte Ave 56 10 Hwy 1 EB On Ramp

~ Bunetie NB 1o Hwy | EB On Ramp

W' 58 Brunetie Ave Off Ramp

Section 1
* Item title Desctiption
Select one -
) Type of work
* Date identified * Type stem * Priorit
L < Y Select ane
B E © woks -Selectone- Select one
* Responsible person
Punchiist
Select ane -
Type of work * Responsible person * Area/Level
* Area/Level
- Select one - - - Select one WE 10 58 Brunetie Ave Off Ramp &
Brunetie NEto HgIES On Ramp &
* Due date Estimated manhours Attachments D0 date
e = -
=NC] ® January 22,2018 e
Ses oo ead Estimated manhours

4.4 REFERENCED FORMS AND TASKS

When you create a task or an event from another task or event, you see the referenced item in both
associated tasks or events, letting you see which events and tasks are associated. When you create a
new event, you can select the Associate Task check box.
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Manager quality review

Module landing Templates manager > Form builder
Section X BUILD PROPERTIES FORM FLOWS HI
E
@ All changes have been saved (10:42 AM)
Details ~
* Label
QUALITY HEADER
QUALITY HEADER

(3 Add supporting text (@
* Location of quality review

Access v

Logic ~

When you select Associate task, the Task Button is shown. In this example it is in the Section Header.
The Details panel also updates and shows the following:

¢ The Task button text field shows up so you can modify the name of the button.
e The Type lets you choose from Single-Use or Multi-use.

¢ The Template to open upon button selection drop-down list requires you to select a Task
Template.
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¢ The Associated categories drop-down list requires a selection.

Manager quality review -
Module landing > Templates manager > Form builder
Section BUILD PROPERTIES FORM FLOWS HISTORY ©
A

(@) Allchanges have been saved (10:42 AM) 4 m
Details ~
* Label
QUALITY HEADER

N QUALITY HEADER
Associate task
+Task button text
Task button
» * Review date
Type Location of quality review
02/07/2023 ]
@ single-use Q Multi-use
+Template to open upon button selection
Select one ~
*Associated categories Whais leading the review? Time of review
a 10:42 AM (0]
0]

(® Add supporting text @

Access o Explain the agenda for the review

Logic v

Select Save after any changes are made.

TIP You can also start a task from the Section area of an event, not just a question, which is
useful for reporting purposes.

4.5 INTEGRATED LIST

4.5.1 Summary

When building your template form, the Integrated list question lets you build lists that integrate with
InEight Platform master data library. The Integrated list question lets you add resource column fields in
a series of cascading questions. You can use cascading questions to narrow down the selection of a
resource. For example, you can add Vendor Region, Vendor Country, and Vendor City column fields of
cascading questions to narrow the selection down to a city. The list pulls data from Platform’s
resources in Main menu > Master data library.

ey g= Currently, the Integrated list feature is only available for Operational resources
equipment and Vendors master data.
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After you add the integrated list question, select the question, and then click the Configure button to
choose from your selected resource’s column headings to add to the list.

The series of selected column headings fields show as a hierarchy and can be modified in any order.

Configure

Equipment list options [ ¥ Equipment list
:[] v Equipment Location
Equipment Display :i[J v Equipment Category
 Equipment Manufacturer
Equipment Construction Year ~ Equipment Model Type
Equipment Cost Center ~ Equipment ID

Equipment DoT Regulated  Equipment Serial Number

O
O
O
Equipment Currency =0 ~ Equipment Description
(]
#0

Equipment Status

Equipment Ownership

Equipment Unit Cost
Equipment UOM

Equipment Vendor

After saving your integrated list configuration, each column heading option in the hierarchy shows as a
series of cascading questions in your template form. You can add multiple series of lists to your
integrated list.
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Module Iz

Layout types

anding Templates manager Form builder

SECTION HEADER

&F

4.5.2 Steps

To add and configure an integrated list:

1.

a & N

In a new or unpublished form, drag the Integrated list question into the form.
Click the Integrated list question.

In the left slide-out panel, select from the Master data lists drop-down resources.
Click the Configure icon, and then select the fields to add to the list.

Click Add to list.

Each field becomes a drop-down question in the form or task template and shows in a cascading
manner. You can use the Move up and Move down arrows to modify the columns in a logical
order according to your business process.

Click Save.

You can reorder, add, and delete from your list by clicking on any of the list column attributes,
and then clicking Configure.

4.5.3 Related links

InEigh

t Platform Master Data Libraries
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4.6 TEMPLATE PROPERTIES

On the correct Form builder or Task builder page, the Properties tab contains the basic information

entered when the form was created (on the Create a form or Create a task dialog box). This includes a

header section containing the following:

Form or Task ID (this is automatically assigned when the form or task is created)
Version

Status

Module

Creation date

Creation time

Created by

Modulelanding > Templates manager > Form builder

Actio

BUILD PROPERTIES FORM FLOWS HISTORY @

Properties

Form ID Wersion Status Medule Creation date Creation time Created by

126 3 Quality 02/07/2023 08:45 AM Julio

= Form namg + Orggpization association

The Properties tab also includes the following fields, which you can edit at any time with the right

permissions:

Form or Task name

Description

Category association with + Future Children functionality
Organization association

Options

Template language settings

Export and Import
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Module landing > Templates manager > Form builder

BUILD PROPERTIES FORM FLOWS HISTORY @
« Form name * Organization association
Manager quality review
v C-X¥Z (RootOrgl) (= Future Crildren -
Description Selectall Deselect al
To be completed by the Manager/Supervisor in charge, D) Steel Structure Training Job (105091)

[ Steel Structure Training Job 2 (105092)
- Steel Structure Training Job 3 (105093}
= Category association

Steel Structure Partner Job (105094)

O
m}

Quality review X % [J Training Job (Training Jot)
[ Wards Island WWTP (183850)
0

Heavy PM Estimate (Heavy PM Estimate)

[ BMS Test (BMS Test) (EMS Test)
A [ C-XYZ-ND (E0-ID)

all Deselect al

Options
Available on mobile ? Eventtide @ Event date ()
=) User defined v User defined - Add expiration date (T) [[] Add renewal date (7)
Available through form button enly? (D) Integrationtag @

o Add template integration

Enable print functionality @ Attach ITP header (D

© o

Template language settings @

4.6.0.1 Task and form builder options

In Form builder, both the Event title and date fields can be System defined or User defined. Both can
be used to personalize your form.

Options
Available on mobile ? gventtitle @ eventdate @
® User defined v User defined v [ add expiration date @
Available through form button only? @® Integration tag ®

S

Enable print functionality ® Attach ITP header @

©) ©
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Form builder: Event options

- System Default User Defined

Event The event title defaults to the "name of  This provides a mandatory text question on
title the form event ID" and is presented on  the form where the user can provide a title
the event list as the event title presented on the events list.

Event The event date defaults to the date the  This provides a mandatory date question
date form was started. on the form where the user can provide a
date presented on the events list.

In Task builder, both Task title and Due date can be used strategically to personalize your task.

Task builder: Task and due date options

- System Default User Defined

Task  The task title defaults to the "name This provides a mandatory text question on the

title of the task_task ID" and is template where the user can provide a title that is
presented on the task list as the presented on the task list as the task title.
task title.
Due Not applicable This provides a mandatory date question on the
date template where the user can provide a date that

is presented on the task list as the due date.

4.6.0.2 Expiration date

When the Add expiration date check box is selected, the Add renewal date option is shown.

Selecting Add expiration date makes this a mandatory field on the form. If selected, the Add renewal
date also provides a mandatory question on the form.

Form builder: Date options

T e

Add expiration This selection provides a mandatory date of expiration

date guestion on the form. This question and the value show
on the event list as well after the form has been filled
out.
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Form builder: Date options (continued)

e

Add renewal date This selection provides a mandatory date of renewal
question on the form. This question and the value show
on the event list as well after the form has been filled
out.

Jlelg = After the form is published, only certain fields in the properties may be changed without
putting the form into a draft status.

4.6.0.3 Template availability

To hide a template from being started as a stand-alone form or task, turn on the Available through
form button only? toggle. When hidden, these templates can be used only through association with
the Form Button.

4.6.0.4 Integration tag

You can add an integration tag to a template to include the form in reporting. Specific questions in that
form with the same integration tag are then reported on. This applies only to standard reports.

4.6.0.5 Template integration

Template integration is helpful when you need to use a task in InEight Change. For more information
about template integration, see Template Integration.

4.6.0.6 Enable print functionality

You can enable a template to be printable from the Events or Tasks page, and from the event or task
detail page.

Mol = When you enable the print feature, it will not contain any permissions associated with
the event or task. If you have access to the work item and can print it, you can print all
questions and answers in the work item.

To enable a template to be printable, turn on Enable print functionality, and then select which report
to run. Currently, only the Completions General Forms Integration is available.
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4.6.0.7 Template language settings

Template language settings let you import translations for each question and section in a Microsoft
Excel spreadsheet. For more information about how to import translations, see Template Translation.

4.6.0.8 Organization association

On the Properties tab, selecting a project is as simple as selecting the check box next to the project
name.

In any parent level, you can click the Select all or Deselect all option, if needed.
Projects not available to you are grayed out.

Clicking the + Future Children button in a parent organization allows you to associate templates and
users with that parent organization and all its children with just one click. The association can also
persist through any new children (projects) that get associated after the original selection, so you do
not have to manually add each project.

TIP The + Future Children changes color after it is selected.

Select only the parent organization

When you select a parent organization, only that organization is selected. If the parent organization
has child suborganizations or projects, those children are not automatically selected when you select
their parent. This change gives you the flexibility to fine-tune which children to associate.

Select or deselect all child organizations or projects

The Select all and Deselect all buttons are available for each parent organization with children. When
you use these buttons, only the children are selected or deselected. The parent organization is not
affected.

4 [] XYZInc

4 XYZ Infrastructure

Deselect all
North Bridge Project
City Street Improvements Project

Metro Line Improvement Project
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Jel = When you select all, only existing children are selected. New projects are not
automatically selected unless you use the + Future Children option. See the next section

for more information.

Persistently associate future children

The + Future Children button is available for each parent organization. If you enable this option, all
new children of that parent are automatically selected. This option prevents having to constantly select
each new project when you create one.

Selectall Deselect all

[[] Central Hospital Project

[J Pine Street Office Project

o= The + Future Children option works independently of the Select all option. For example, if
you want to select all future new projects, but not necessarily all existing ones, you could
select a few existing projects, or none, and still enable + Future Children.

4.6.0.9 Manage custom IDs

Custom IDs let you sort and filter forms and tasks for better management of your events and tasks. You
can also assign multiple custom IDs to one template and add or remove properties for existing custom
IDs.

The following step by step shows you how to create a custom ID.

4.6 Step by Step 1 — Add a custom ID

1. Click Actions > Manage custom IDs in the top-left of the Form or Task builder's Properties tab.

Module landing > Templates manager > Form builder

BUILD PROPERTIES

Managa custom IDs h

Manage template integrations Propertles

The Manage custom IDs dialog box opens.
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2. Click the Add icon to open the Add custom ID wizard.

Manage custom IDs

] Actions Custom ID Organization/Projects

3. Enter values in the Prefix, Starting number, and Suffix fields, and then click Next.

* Add custom ID
° Create custom 1D Select organizations/projects Select categories

Orgs/Projects: -
Categories: -

Create custom ID

+ To create a unique custom ID, please utilize the following fields:

Prefix Starting number Suffix Custom ID

them.

J[elg= Each of the fields can be up to 10 characters long. Prefix and Suffix are

Mejgan You must fill out at least one of the fields, but you are not required to fill out all of

alphanumeric, and Starting number is only numeric.

4. Select the organizations and projects you want the custom ID associated with.

Page 156 of 277 InEight Inc. | Release 23.10



Completions User Guide 4.6 Template Properties

,’ Add custom ID
niD Select organizations, projects ':/3/. Select categories Ca

Select organizations/projects

* Please select the organizations/projects you would like to associate 1o the custom ID. Apply this custom ID to each selected project ()

- o CEETD

5. You can select Apply this custom ID to each selected project if needed.

When this option is selected, the custom ID number increases independently for
each project. For example, if the custom ID starts at CUS-200-ID and this option is
selected, when you perform the form or task twice in Org/Project 1, the ID
increases from CUS-200-ID to CUS-201-ID. If you then perform the same form or
task twice in Org/Project 2, the ID also increases from CUS-200-ID to CUS-201-ID
independently from the ID numbering in Org/Project 1.

6. Click Next.

7. Select the categories you want the custom ID associated with.
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\1 c miD \z, Select organizations/project o 1 categories Cancel | Back |

Select categories

* Please select the categories you would like to associate to the custom ID.

8. Click Save & close.

TIP You can also click Save & add new to immediately add another custom ID.

4.7 TEMPLATE INTEGRATION

VIDEO | Template Integration

Template integration lets you make tasks available for use with InEight Change. For example, you
might need to complete a task associated with a change issue.

Mo = Template integration works only with Change and only for tasks.

The functionality to add an integration is in the template Properties tab. To add a template integration
to a template, you must have a level 3 admin role, and the template must have already been

published. If you do not have a level 3 admin role, you can see the Add template integration button,
but you cannot use it.

The following step-by-step shows you how to add an integration to a template.

4.7 Step by Step 1 — Add a template integration

1. On the Properties tab of the task builder, under Options, click Add template integration.

The Add template integration dialog box opens.
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Options
Available on mobile ? eventiie ® eventdate @
© User defined B User defined v O add expiration date @

= . @
Available through form button only? @ Integration tag (i

o

Enable print functionality () Attach TP header ()

© ©

2. Fill out the following required fields:
¢ Integration title

e Category association - One category associated with this integration. For more information
about categories, see Categories.

e Associated products - Text-only field that indicates which InEight application this
integration is for.

e Organization association - Organizations and projects that this integration is associated
with. For more information about organization association, see Template Properties -

Organization Association.

¢ You can also fill out the Description field.

Add template integration X
Manager quality review
126
« Module: Quality » Created by: Julio 02/07/2023 D8:45 AM
» Integration title + Organization association Show selected items only O
-XYZ (RootOrg1)
Descrption ~ [ C-X¥Z (RootOrgl)

Selectall Deselect al

« Category association
Select one v

« Associated products

Selectall Deselectall
Selectall Deselect all

Selectall Deselectall

Cancel

3. Click Save.
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4.7.1 Manage template integrations

There are several ways to view existing integrations for a single template and for all your organization's
templates

After at least one integration has been added for a template, the number of integrations is shown to
the right of the Add template integration button. To view the current template's integrations, click the

number next to the button. The Template integrations dialog box shows all integrations for the current
template.

Module landing | > Templates manager > Form builder

BUILD PROPERTIES FORM FLOWS HISTORY @]
Actions ¥ Cancel | m
G AT (e Ty
Description Selectall Deselect s
) Steel Structure Tra ob (105091)
To be completed by the Manager/Supervisor in charge. O Steel Structure Training Job (105091
[ Steel Structure Training Job 2 )
. () Steel Structure Training Job 3 {
* Category association o
[ Steel Structure Partner Job (105094)
Quality review X X ] Training Job (Training Job)
O w land WWTP (183850)
o Estimate (Heavy PM Estimate)
O est) (BMS Test)
A [J C-XYZ-ND (EO-ID)
ctall Deselect all -
Options
LA @
Available on mobile ? Eventtite (© Event date @©
@ User defined v User defined - Add expiration date () [CJadd renewal date ()
) gratio ®
Available through form button only? (i niegration tag 24

o

Enable print functionality & Aftach ITP header @

© o

To view or edit all existing integrations for your organization, click the Actions button in the upper left
of the Properties tab, and then select Manage template integrations in the drop-down menu.
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Module landing  »* Templates manager >  Form builder
BUILD PROPERTIES
Actions ¥
A
Manage custom IDs
Manage template integrations
@ 1w e v pleted by the Manager/Supervisor in charge.
*= Category association
Quality review X X
The Template integrations page opens.
PRODUCT SETTINGS MODULE SETTINGS
Medule management Template integrations
Integration title Template name Module Category Associated products
- [J  Change Task Integration Templ... Task for Mobile Change Task Change
- Change Task Integration Templ... Change Issue Creation KL NO.. Change Task Change
23
- QOuality task for Change Manager quality review Quality Quality review Change

You can manage template integrations by editing or deleting them.

You can also access the Template integrations page from the Product Settings page. For more
information about product settings, see Product Settings.

4.8 TEMPLATE TRANSLATION

Templates can be translated into multiple languages with a Microsoft Excel template. When a template
has translations applied, users can change the language in their user profile and view events and tasks
in their selected language. Translation requires language setup in Module summary settings and Excel
template export and import in Template properties. The export functionality gives you a template
spreadsheet file with all questions and sections to fill out and import back into the form or task
template.
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4.8.1 Module summary setup

To make a language available in a module, go to Main menu > Your organization > Completions. Click
Settings on the left navigation menu, and then select the Module Settings tab. Click the Quality tile,
and then Language settings under Configurations. See Module Summary for more information.

4.8.2 Template language settings

You can export and import the translations Excel file in the template Properties tab under Template
language settings.

Manager quality review

Module landing Templates manager Form builder
BUILD FORM FLOWS HISTORY [_ﬂ

To be completed by the Manager/Supervisor in charge. Steel Structure Training Job (105091)
Steel Structure Training Job 2 (105092)
Steel Structure Training Job 3 (105093)

* Category association
Steel Structure Partner Job (105094)
Quality review x X Training Job (Training Job)
Wiaras Island WWTP (183850)
Heavy PM Estimate (Heavy PM Estimate)
BMS Test (BMS Test) (BMS Test)
A [] C-XYZ-ND{EO-ID)

wiectall Devslect s -

Options
available on mobile 2 Eventtitle (D Event date (D
(&) User defined v User defined v (0 Add expiration date (D)
Fo " ®
Available through form button only? (L) ntegration tag L1/
[e) Add template integration [l
Enable print functionality @ Attach ITP header ()

Template language settings

English Espaiiol (América Latina) X Norgk (Bokmal) X x [FExport [Temport

J[ell= The template must be published to enable Template language settings.

The following step by step shows you how to import translations.
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4.8 Step by Step 1 — Import template translations

1. In the Template language settings, select a language from the drop-down menu.

ey g= If you do not see the language you want, go to Settings >Completions> Module >
Module summary, and then select the language in the Module language settings

section.

2. Click Export.

A Microsoft Excel spreadsheet file is downloaded with all the template questions and sections in
rows.

e g=0 After you export the Excel template, do not edit the published template until after
you import translations. If the template is edited, you must publish the new

version, and then export the Excel file again. If you try to import the old version of
the Excel file, it results in an error.

3. Under the column for your chosen language, enter translations for each question and section.

Jlelg = See the section below for more detailed information about translation template
columns.

4. Save the file.

5. In the Template language settings, click Import, and then select the saved spreadsheet file.

Moy g= If you make any further changes to the template, you must publish the template
again, and then repeat the steps above.

4.8.3 Translation Excel template

The translation Excel file template is created from the current published version of the form or task
template.
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A ] E F G H 1

text/! / t t If questions are in columns you will see them
text/ JOption supporting text/! shown here in a straight line going from a Z pattern
1 |type linfo | [Form Flow Title |from the form |
2 Language Code EN DT ES
3 Section SECTION HEADER ]
4 Question Expiration date
Question supporting | Selecting provides a mandatory date of
5 text expiration field.
6
7
8

section SECTION HEADER |
Question Event title
Question Event date

5 |People Question Review section |

10 Text Short Question Any quality misses?

11 |Pecple Question 'Who will conduct the next review?
12 |Date Question Next review date

13 |Text Long Question General | commenf its

14 |signature Question Approved by

15 |Button Question Submit review

16 Template Name Manager quality review [copy) |
To be completed by the Manager/Supervisor
17 Template Description |in charge.

Template @ Al

The Excel file consists of the following columns:

A (hidden) ObjectID Do not edit this column. These are specific IDs for
form or task items. The numbers change between
published versions of the form or task.

B (hidden) Characteristic type Do not edit this column. This is the question type
and is required for the migration path of information
used in the import.

C (hidden) Object type Do not edit this column. This is the type of form or
task item and is used in the import process. The
types are section, section supporting text, question,
question supporting text, option, option supporting
text, hyperlink text to display, and form flow title.

D Type Do not edit this column. This shows each type of
question.
E Info Do not edit this column. This shows what object type

and part of the template the row refers to. The object
types are section, section supporting text, question,
question supporting text, option, option supporting
text, hyperlink text to display, and form flow title.

F Section/Section supporting This is the English version of entered text for each
text/Question/Question object type. Language code of EN indicates
supporting English. Do not change the language code for any
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text/Option/Option column.
supporting text/Hyperlink

text to display/Form Flow

Title

G Other languages All columns after column F are for other languages.
Enter your translations for each object in these
columns for each language.

TIP You can apply HTML formatting such as bold, highlighted, and underlined to supporting
text. HTML code is shown in column F. If you want to apply the same formatting to other
language columns, you must manually enter or copy the HTML code to the other
columns. If you do not enter or copy the code in the translated columns, the translation is
shown as plain text.

4.9 FORM FLOWS

The Form Flows tab of the Form builder lets you manage all the form flows associated with a form
template. A form flow adds workflow functionality to your form so that responsible parties can be
actively engaged in an event’s process life cycle. Adding a form flow can be helpful if your business
process needs to be handed off from the reporter to another individual or department. Each step of a
form flow has an associated form flow button in the template that you, as a responsible party, can
select to complete your part.

Multiple form flows can also be added to a form to suit your specific business processes. For example,
when filling out a form, you might need manager approval to proceed sometimes, but not every time.

In this case, you could have one form flow for when manager approval is required, and another form
flow when it is not required. Each form flow’s steps are independent of each other but contained in
the same form.

The Form Flows tab is separated into the following areas:

1. Each form flow is shown as its own card with a description and number of steps.

2. When a form flow is selected, each of its steps is shown as a card with information like the
associated button, the responsible party, and the number of days until the step is overdue. You
can also add a new step here.
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3. The side panel lets you edit fields associated with the selected form flow or step.

Manager quality review (copy) -

Module landing > Templates manager >  Form builder

E BUILD PROPERTIES FORM FLOWS HISTORY
Unsatisfactory report workflow Create form flow

* Form Flow Name

Unsatisfactory report workflow
Unsatisfactory report workflow Submit and complete quality report

* Description

Submit and complete quality report

Creation date 02/08/2023
Creation time 844 Step 1 Step2 O 3DAVS ] Step 3 (Final Step)
Created by Julio Original Reporter Julio

Submit to Quality Manager for review 5> < Completed

[ Re-enable form flow on completed events

4.9.1 Create a form flow

To create a form flow, you must use both the Build and Form Flows tabs to associate form flow

guestions with a form flow and its steps.

TIP To efficiently plan and create a form flow, you can build your form with all its questions
before moving to the Form Flows tab to associate those questions with steps.

There are two ways to start creating a form flow:

e From the Build tab, in the Form Flow Button’s side panel under Details, click Step setup, and
then click Next if you see a dialog box that says no form flows exist.
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Form Flow

&«

Details ~

* Button text

Submit to manager for approval

(¥ Add supporting text (@)

O Mandatory

Question display ID: 1321

¢ From the Form Flows tab, click Create form flow.

PROPERTIES FORM FLOWS HISTORY

Create form ﬂl:lwb

No form flows exist.

Click the Create form flow button to create a new form flow.

The following step-by-step walks you through the process of creating a form flow from the Build tab.
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4.9 Step by Step 1 — Create a form flow

1. In the Build tab, add a form flow question.

Module landing Templates manager > Form builder

BUILD PROPERTIES FORM FLOWS HISTORY @
— . =
m Column @ Section
) Who will conduct the next review? Next review date
Question types
s 02/08/2023 ]
4 Attachment O Button
© Choice Ea)Dam Time
Form Button 1T Form Flow
General comments
Approved by
GPs % Reference
B Lst # Number
X
#
© People picker @ signature

= Text

Add fields to your form by dragging types from the left panel to the blank section above

2. In the Form Flow Button’s side panel under Details, click Step setup.

Module landing > Templates manager > Form builder

Form Flow X BUILD PROPERTIES FORM FLOWS HISTORY ©
¥
. =
Details ~
* Button text

Click to type your button text

=1

(@ Add supporting text (@)

O Mandatory

Access ~
Lagic ~
Email ~

Click to type your button text e

3. Click Next if you see a dialog box that says no form flows exist.

Page 168 of 277 InEight Inc. | Release 23.10



Completions User Guide 4.9 Form Flows

4. In the Create form flow dialog box, fill out the form flow name and description, and then click

Create.

Create form flow

* Form flow name

* Description

Cancel

5. Select the Step 1 card, and then on the left side of the page, in the Details section, select who is
responsible and which form flow button to use for this step.

Module landing > Templates manager > Form builder

BUILD PROPERTIES FORM FLOWS HISTORY
Step 1
T — Unsatisfactory report workflow
P ! Submit and complete quality report

= Who will be responsible for this step?

Original Reporter

* Which form flow button will be used for this step?

Click to type your button text A Step 1
Original Reporter
Email ®

Add Step

6. Click Add email in the Email section and complete the dialog box if you want to send an email
notification to the responsible party for this step.

Meyg= The email notification indicates the start of the step after clicking its form flow
button, not the step’s completion.

4.9.2 Set up form flow steps

You can add a new step to a form flow through the Add Step button in the Form Flows tab or the Step
setup button of a form flow question in the Build tab. The Add Step wizard contains several pages of
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options. After you have added a step, you can edit any of this information by selecting the step card
and editing the fields in the left side panel.

There are two ways to start setting up an additional form flow step:

e From the Build tab, in the Form Flow button’s side panel under Details, click Step setup.

Form Flow

&«

Details ~

* Button text

Submit to manager for approval

() Add supporting text (&)

[ Mandatory

Question display ID: 1321

¢ From the Form Flows tab, click Add Step.

Unsatisfactory report workflow
Submit and complete quality report

Step 1

Original Reporter

Submit to manager for review Q @

The following step by step walks you through the process of setting up additional form flow steps from
the Build tab, having at least one form flow and form flow question.

4.9 Step by Step 2 — Set up an additional form flow step

1. Add a new form flow question in the Build tab.

2. Inthe Form Flow button’s side panel under Details, click Step setup.
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3. On the Step details page of the Add Step wizard, select the form flow button to use for this step.

e = If you already started the Add Step wizard from the Build tab, this option is already
filled with the form flow button you selected.

4. Select if this step can move to the next step when all responsible parties complete it or any one
of them completes it.

5. Select who is responsible for this step.
¢ If you select Users, you must select a specific user.
¢ If you select Role, you must select which role and whether the user can choose an

individual from the selected role to be responsible.

TIP You can let the user choose an individual from the selected role if, for example, one
individual with that role is off work and cannot complete the step.

6. Click Next.

7. On the Email page, select if you want to add an email that notifies responsible recipients each
time this step is reached, and then enter the contents of the email.

(\[e])2 The email notification indicates the start of the step after clicking its form flow
button, not the step’s completion.

TIP You can personalize the email by pressing the @ key and selecting responses to

questions in the form to insert.

8. Click Next.
9. On the Actions page, select the status the event changes to when this step is initiated.

10. Select how many days until this step becomes overdue and whether the days are counted from
the initiated date or the previous step.

11. You can select Make this step reversible to let users go back to a previous step. Select which
step to go back to, whether to cc recipients to the email, and whether to require a comment
when reversing.

W[e)p= If you make a step reversible, you must go back to the Build tab after the step
setup to edit the text of the new button, which is named Reversal form flow button

by default.
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TIP The reverse form flow button can have leading logic applied to it independently
from the button that advances to the next step.

12. On the Step access page, set view or edit access by role for each form question or section when
the event is in this step. Access rules are shown as a table with the ability to view and edit as
columns and questions and sections as rows. When you select a cell, a slide-out panel shows
options for all roles, a select role, or no roles.

Manage step access %
#  Section / question Ability to view Ability to edit
ASECTION HEADER Allroles Allroles LS
Expiration date All roles Allroles Ability to edit
@Al\roles OSeIeclrales O Mo roles
ASECTION HEADER All roles Allroles
Event title All roles Allroles
Event date All roles Allroles
Review section | Allroles Allroles
Any guality misses? All roles All rales
Who will conduct the next review? All roles Allroles
Next review date All roles Allroles
General comments All roles Allroles >
Cancel ‘

MeJg= The view and edit permissions you set on this page are applied to the form only
when in this specific step of the form flow. Step access does not override question

access given in the template. If you cannot view a question using the access given
in the template, you cannot view it when step access is applied.

13. On the Button details page, select what form flow button is used to advance to the next step.

J{eJ =0 You can select None.

14. Select whether this button completes the form flow.

15. Click Save.

4.9.3 Re-enable form flow

You can let users re-enable a form flow of a completed event by selecting a form flow, and then
selecting the Re-enable form flow on completed events check box in the side panel.
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When you re-enable a form flow, it will move it back to the step of your choice. All step data is saved
from previously completing the form flow unless the user changes an answer in a way that leads to
different questions based on logic. Only the selected form flow is re-enabled, not all form flows
associated with the template. If a re-enabled form flow leads to another form flow that is not re-
enabled, the user cannot see the other form flow.

e =0 Users must have permission to edit completed events to re-enable a form flow.

4.10 TEMPLATE HISTORY TAB

The History tab provides a listing by date of changes made to a form or task. Not all changes made to a
template are shown in the history tab.

Module landing Templates manager Form builder
BUILD PROPERTIES FORM FLOWS
ge type i Section 0ld value New value Area Version Change date Changed by
Access Click to type your button text  SECTION HEADER View, All Roles Builder 3 02/08/202310:57 AM Julio
Access Cliek o type your SECTION HEADER Edit, All Roles Buildes 31057 AM Julio
Question Added Cliek 1o type your button text  SECTION HEADER Cliek 1o type your button text  Builder 31057 AM Julio
Status Not applicable Not applicable Saving Oraft PROPERTIES 3 02/08/202310:57 AM Julio

Submit to manager for Submit to manager for Submit to manager for

Question Changed ? SECTION HEADER “ - Builder 3 02/08/2023 1048 AM Julio
review approval review

Status Not applicable Not applicable Saving Oraft PROPERTIES 3 02 Julio
Submit to manager for , Submit to manager for

Question Changed ! SECTION HEADER Click 1o type your button text ! Builder 3 02/08/2023 1047 AM Julio
approval approval

Each time a form or task is updated and saved a new entry is created. Each change constitutes a new
line item on the History tab.

As with other InEight features, data in these columns can be filtered or sorted on this tab.
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Module landing > Templates manager > Form builder

BUILD PROPERTIES FORM FLOWS HISTORY
Change type = Question/Option Section Old value New value Area Version Change date Changed by
Status @ Published PROPERTIES 3 02/08/2023 7:29 AM Julio
Associated Task Removed | Builder 3 02/08/2023 7:29 AM Julio
Status O Access N Draft PROFERTIES 3 02/08/2023 7:29 AM Julio
Property Option (] Associated Task Expiration date PROPERTIES 3 02/07/2023 1:03 PM Julio
Associated Task O Associated Task Removed Task button Builder 3 02/07/2023 11:59 AM Julio
Status () Option Added Draft PROPERTIES 3 02/07/2023 11:59 AM Julio
ACCess (] Option changed View; All Roles Builder 3 02/07/2023 10:42 AM Julio
Access (] Property Option Edit; All Roles. Builder 3 02/07/2023 10:42 AM Julio
Access ) Question Added View; All Roles Builder 3 02/07/2023 10:42 AM Julio
Access (] Question Changed Edit; All Roles: Builder 3 02/07/2023 10:42 AM Julio
Question Added (] Question Removed Provide photos from the review  Builder 3 02/07/2023 10:42 AM Julio
Question Added (O Section Changed o Submit the completed review  Builder 3 02/07/2023 1042 AM Julio
Status Clear Draft PROPERTIES 3 02/07/2023 10:42 AM Julio
Status e Draft PROFERTIES 3 02/07/2023 10:30 AM Julio
Access Unacceptable review QUALITY HEADER View; All Roles Builder 3 02/07/2023 1024 AM Julio

explanation

Access Unacceptable review QUALITY HEADER Edit; All Roles Builder 3 02/07/2023 10:24 AM Julio

explanation

a“v . - ciia i e Option2, - - i s e - au

For auditing purposes and to meet ISO requirements, changes to both Form and Task templates are
recorded with date and version history.

The following step-by-step shows you how to view user history in templates.

4.10 Step by Step 1 — View User history in templates

1. In the module landing page, select Templates Manager, and then select Forms or Tasks.

In this example, select Forms.

2. Select a form, and then select the History tab.

Module landing > Templates manager > Form builder

BUILD PROPERTIES FORM FLOWS

Change type Question/Option Section Old value New value Area Version Change date Changed by
Status Not applicable Not applicable Saving Published PROPERTIES 3 02/08/2023 7:29 AM

Associated Task Removed Not applicable QUALITY HEADER  Task button Builder 3 02/08/2023 7:29 AM

Status Not applicable Not applicable Saving Draft PROPERTIES 3 02/08/2023 7:29 AM

Property Option 5:"’&“”0” date - Expiration General Expiration date PROPERTIES 3 02/07/20231:03 PM Julio
Associated Task Not applicable QUALITY HEADER Task button Builder 3 02/07/2023 1150 AM

Status Not applicable Not applicable Saving Draft PROPERTIES 3 02/07/2023 1150 AM

Access Provide photos from the review  QUALITY HEADER View; All Roles Builder 3 02/07/2023 10:42 AM

Access Provide photos from the review  QUALITY HEADER Edit; All Roles Builder 3 02/07/2023 10:42 AM

Access Submit the completed review  QUALITY HEADER View; All Roles Builder 3 02/07/2023 10:42 AM

Access Submit the completed review  QUALITY HEADER Edit; All Roles Builder 3 02/07/2023 10:42 AM

Question Added Provide photos from the review  QUALITY HEADER Provide photos from the review  Bilder 3 02/07/2023 10:42 AM
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INSPECTION AND TEST PLANS

4.11 INSPECTION AND TEST PLANS OVERVIEW

Inspection and Test Plans (ITP) is a feature that can be activated for templates to let you gather ITP
information for a project. They can also integrate with InEight Plan. You can collect information to
understand where you stand from a project perspective. At the organization level, administrators have
the option to enable Inspection and Test plans for any given module.

At the project level, with the applicable permissions, you can enable Inspection and Test plans on a
project by project basis.

4.12 CONFIGURE ITPS AT THE ORGANIZATION LEVEL

You can enable and disable Inspection and Test plans for a given module at the organization level in
Product Settings.

To enable and disable ITPs, in the Organizations home page, click Settings on the left navigation panel,
and then click the Compliance or Completionsicon.

Use the toggles to enable and disable ITPs for the module. When you enable ITPs, its related functions
will show throughout the module. ITPs are disabled by default.

Q

) Module name Description Secondary module name Inspection and Test Plans (D)

Safety @
ronmenta

000
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4.12.1 Configure project settings ITP permissions in Roles

When Inspection and Test Plans are enabled for a given module, you can then enable Project Settings
ITP permissions in Roles.

Add role

»Name

MODULE VENTS ROLES/USERS ~ TEMPLATES  PROJECT SETTINGS

() Enable/ Disable Project Structure Manage Project Inspection and Test Plans () Manage Project User Groups

[ Edit header template (O Create and edit Inspection and Test Plans O Create and edit User groups

Edit header template

0 Make this role read only (@

You can select the following options:

e Manage Project Inspection and Test Plans — When selected, this option includes Create and edit
Inspection and Test Plans and Edit header template options.

¢ Create and edit Inspection and Test Plans — Lets you create and edit ITPs at the organization
level.

¢ Edit header template — Lets you access and edit ITP header templates.

4.13 CONFIGURE ITPS AT THE PROJECT LEVEL

In the project’s module settings > Project Settings tab, you can enable Inspection & Test Plans for the
project to create and manage ITPs. This will also enable the Open Inspection and Test Plans link to
open the Inspection and Test Plans page where you oversee and manage ITPs.
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@ Steel Structure Training Job | 105091 / Settings

Module settings Quality »

Module summary  Categories Types Classifications  Statuses  Email templates  Roles Userasslgnmems ) Templates

Project Settings

Inspection & Test Plans

© — Open Inspection and Test Plan:

Integrate with Plan com

= -
@ — Go to Header Templates

Project Structure

e 1o Header Tempiates
©)] = Goto Header Templa

User Groups

© ~ Open User Group

To integrate ITPs with InEight Plan, enable the Integrate with Plan components toggle. This will allow
you to create templates with ITP headers and associate components with events. For more information
see the Header templates topic.

4.13.1 Considerations

To integrate with Plan, you must enable ITP mapping between Compliance and Plan option at the
project level in InEight Plan settings.

4.14 CREATE ITPS AT THE ORGANIZATION LEVEL

After Inspection and Test Plans have been enabled for the module, you can create and manage ITPs at
the organization level. Create new ITPs manually or import them using a template. The template is
available to download from the Download template link.

Navigate to Inspection and Test Plans at the organization level

1. From your organization home page click Settings, and then select Compliance or Completions.
The Module management page shows the available modules under Product Settings.

Jlelg = The Inspection and Test Plans toggle must be enabled for the module.
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2. Inthe Product Settings landing page select the Module Settings tab, and then select a module.

The Module settings landing page shows.

3. Select Inspection & Test Plans.

Module settings >

Quality »

Module summary  Categories  Types  Classifications  Statuses  Email templates  Roles  User assignments | inspection & Test Plans @ Templates
L Downloadtemplate Q Create ITP

Cast In Place Concrete
Version 1 - APPROVED
oP

9

11TPs

Create an Inspection and Test Plan

1. Click Create ITP. The create ITP dialog box opens.

Create ITP X

* [TP name

Account code

Discipline
Select one

* Descniption

1 Download template

2. Enter the ITP information, and then click Save.
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Import ITP

o~ 0 DN

. Inthe Inspection & Test Plans page, click the Download template link. The Inspection and Test

Plan Import Template is downloaded to your downloads folder.

Fill in the ITP information. Included in the template are the Instruction and Example sheets.
Click Create ITP. The Create ITP dialog box shows.

Enter the required fields, and then click Select file to Import.

Select the ITP template, and then click Open. The ITPs will show in the Inspection & Test Plan
page.

4.14.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or

Completions role with the applicable permissions.

4.15 CREATE ITPS AT THE PROJECT LEVEL

At the project level, you can create new ITPs manually from scratch, copy ITPs created at the

organization level, or import them using a template. The template is available to download from the
Download template button.

Navigate to Inspection and Test Plans at the project level

. From your project home page click Settings, and then select the Compliance or Completions

icon. The Module management page shows the available modules under Product Settings.

a3 = The Inspection and Test Plans toggle must be enabled for the module.
In the Product Settings landing page select the Module Settings tab, and then select a module.
The Module settings landing page shows.

Select the Project settings tab, and then click the Open Inspection and Test Plans link. The
Inspection & Test Plans page opens.
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A Steel Structure Training Job] 105091 / Settings

Completions User Guide

Quality Project settings

& Copy ITPs from Org

USERGROUPS  INSPECTION & TEST PLANS

Copy - Cast In Place Concrete
J Version 2 - APPROVED

cIP

E @ i

Owner Required Project Specifi
Version 1 - INACTIVE

Owner Requested Inspection

0

1 Download template  FR Q Create ITP

21TPs

Manually create a new ITP

1. Inthe Inspection & Test Plans page, click Create ITP. The Create ITP dialog box shows.

2. Enter the ITP information, and then click Save.

Copy ITP from organization

1. Click Copy ITPs from Org. The Copy ITPs from Org dialog box opens.

2. Select ITPs from the list and then click Copy. You can select up to 20 ITPs at a time.

3. The ITPs now show in draft mode in your projects Inspection & Test Plans page.

Import ITPs

1. Inthe Inspection & Test Plans page, click the Download template link. The Inspection and Test
Plan Import Template is downloaded to the downloads folder.

2. Fill in the ITP information.

e g=0 Included in the template are the Instruction and Example sheets.

3. Click Create ITP. The Create ITP dialog box shows.

4. Enter the required fields, and then click Select file to Import.
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5. Select the ITP template, and then click Open. The ITPs will show in the Inspection & Test Plan
page.

4.15.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

HEADERS

4.16 HEADERS OVERVIEW

You can create Inspection and Test Plan and Project Structure templates headers in the Headers tab.
When you enable the project’s header feature in Project settings, the headers are automatically
created. The header templates ensures that the data captured remains consistent through the use of
question types.

4.17 ITP HEADER TEMPLATE

When you enable Inspection & Test Plans for the project, you can also enable the ability for the form
to seamlessly integrate InEight Plan components using a template header. This ensures that
component data captured from Plan remains consistent through the use of question types.

To do this, enable the Integrate with Plan components toggle. This will enable the Go to Header
Templates link to access the Headers page.
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@ Steel Sruoture Training Job| 105091 / Settings

Module settings Quality =

Module summary  Categories  Types Classifications  Statuses  Emailtemplates  Roles  User assignments | Project Setiings @ Templates

Project Settings

Inspection & Test Plans

@ — G110 Header Templates

Project Structure

User Groups

@ — Open User Group

Click the Go to Header Templates link to open the Headers page. You can oversee and manage ITP
Headers for projects.

4.17.0.1 All components grid

View all component activities and their status in the All components option. You can track the work
performed against a component in the module landing page, under Links.

Sruchae Traning Job | 105091 § Completsons

Completions Quality =
Links
All pvenits by To Do List
All Eacsks S
2t

All comporents

Inspection & Test Plans

Inspection & test plam report

Administration

Templates manager
User assagnments
Settings
Forms
Create notfications

Favordtes | 3)

LS

The All components option groups events by component.
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Comporaniy +
T ; Q
L] ¥ vt oot ke [reon fare B drsten LT Trpen
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MOMATT0D. K LaR JTAl Pk v e - pporiig - S Tarieg T [T

4.18 PROJECT STRUCTURE HEADER TEMPLATE

You can use a Project structure template header to seamlessly integrate with InEight Platform master
data. The project structure configured in Platform is shown in the header template. This ensures data
consistency and provides a single source for InEight Platform data.

To do this, enable the Project Structure toggle in Project settings. This will enable the Go to Header
Templates link to access the Headers page. For more information, see Project structure under Project
level settings.

In the Headers page, you can oversee and manage Project Structure Headers for projects.

{?  Steel Structure Training Job | 105091 / Completions @ L ® @® =

Settings Templates manager Quality ~

Organization

Steel Structure Training Job (105091) £ Manage associations

Project Structure Header
Created Aua 30,2023 06.22 AM Michael Sha. 2

Steel Structure Training Job (105091)
A Collapse all Clear

v C-XVZ (ReotOrgl) Project Structure Header
- Created Aug 16,2023 03:45 PM Karen Loftus 1

Steel Structure Training Job (105097) Steel Structure Training Job (105091) PUBLISHED

Steel Structure Training Job 2 (105092)

ITP Header
Training Job (Training Job) Created Aug 16,2023 03:45 PM Karen Loftus ]
Steel Structure Training Job (105091) PUBLISHED

3 Headers

Under Organization, you can view the list of projects that have the Project Structure processes
enabled. Select a project to view the associated template headers.You can click a project structure
header to open and manage it.

To use a Project structure header in a template, you must associate it to the template. Click Manage
associations to associate the template. For more information, see Manage associations.
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4.18.1 Considerations

You must have Level 3 — Account Admin permissions in InEight Platform or a Compliance or
Completions role with the applicable permissions.

To integrate Project Structure header with Platform, all Project Structure values and definitions for
your project must first be made in InEight Platform.

4.18.2 Steps

To navigate to Project settings, see steps to navigate to project level settings in Settings overview, and
then click the Project settings tab. Click the Go to Header Templates link.

4.19 DYNAMIC HEADERS TOGGLE

ITP and Project Structure dynamic template headers are used to enhance your template forms. You
can enable and disable the use of header templates created for your project using the Enable dynamic
headers? toggle feature in your template properties.

Settings Templates manager Form builder

PERTIE: 0 R “
Actio
x
opt

Available on mobile ? Event title (U Event date

o ystem defa y d Onddexs d
Available through form button only? @ ntegration tag (&

O Add template integration

Enable print functionality (@ Enable dynamic headers? (0

o @

Temnlate lanaiiane settinas o

When enabled, the Project Header space will dynamically show to serve as a placeholder at the top of
the form and the form will show in the Manage associations page to associate headers to your form.
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This is my exciting section header text

This is where the magic happens

—

4.20 MANAGE ASSOCIATIONS

You can associate published header templates with template forms in the Manage associations page.
In the Headers page, click Manage associations.

Settings > Templates manager > Quality =

Organization Steel Structure Training Job (105091)
Project Structure Header
1220231225 PM Karen L
Steel Structure Training Jeb (105091)
~  C-X¥Z(RootOrg1) ITP Header
RAPTT
‘Steel Structure Training Jeb (105091) Steel Structure Training Job (105091)
Training Job (Trai &)
s !
[BMS Test (BMS Test)
2 Headers:

On the Manage associations page, you can view templates with dynamic headers that meet specific
conditions. In the header associations column, you can select which header templates to associate with
each template. If both header templates are selected, you can choose the header template that shows

when filling out the form. If the header association is not set, the header templates will not show in the
form.
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. X
Manage associations

Steel Structure Training Job (105091)

Actions v
[ Template name Header associations Default header
O incident Form Project structure X TP % x P -
O quality review - Dynamic Header Enabled Projectstructure X TP x TP
O test KL Dynamic Header Select header associations. Not set
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5.1 FORMS AND TASKS

Tempiates Manager

View / Edit F:“'"’T‘fn‘“e . Form/Task
Templates . = Execution
Templates

Event/Task

I Management

Form/Task
Execution

5.1.1 Launching a form or task

You can launch a form or task by navigating to the Completions landing page, and then choosing a
category in the Forms or Tasks window.

BN @ Steel Stucture Training Job | 105091 / Co

Completions > Quality ~

Links

Allevents To do list E5 February
Altasks sun Mon Tue Wed
Allcomponents 5 6 7 8

Inspection & Test Plans

Inspection & test plan report

Administration

Templates manager

©Z
£
£

Overdueevents: 0 Overduetasks: 0
Roles
User assignments
e Forms £ scheduleform  Q Tasks Q Upcoming Planned Work panned [
ettings

Search by IWP ID o IWP name

Inspection & Test Plans Favorites (0) v Favorites (0)

Create nofifications

Vv

There is no planned work
You are all caught up!

No items found No items found

TOTAL: 0 TOTAL: 0 TOTAL: 0
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In the Completions landing page you can find the Forms and Tasks windows. Select the Favorites drop-
down list under Forms or Tasks, and then a category associated with the module needs to be selected.
A category contains the forms/tasks that are associated with Completions.

TIP If you do not see a category that applies, it means you do not have Completions
assignments to that category for that project.

The following step-by-step will show you how to launch a form.

5.1 Step by Step 1 — Launch a form

1. Select the Main menu > your organization > Completions.
2. In the Forms window, click the Favorites drop-down menu.

A list of form categories is shown.

Forms = schedule form Q

Favorites (0) v

Favorites (0) @

Checklist (1)

Quality Issue (1)

TOTAL: 0

3. Select a category, and then a form in the category.

A new window opens showing the selected form.
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Quality Issue

Detailed Issue Information

* Issue Name / Title * Date Issue Occured Issue Number

monthyday/year =]

Detailed Issue Information

Segment / Area Location of Issue (@

Attachments

Select files or drag and drop

Reference Documentation (Spec #, Drawing #, etc..) * Discipline

- Selectone - &

Is this issue related to a subcentractor or supplier? * Issue identified by? Manager of Issue

O Yes Selectone - Selectane a
O Mo

* Type of Issue Repetitive Issue = Severity Level Severity Level Examples @

4. You can close the form by selecting Cancel on the top right corner.

Al = Selecting Cancel results in the loss of any data you have entered since the last time
you saved. The system does not autosave your work.

TIP Launching a task follows the same process. In the Task window, select a category to
launch the task.

5.2 FILLING OUT A FORM AND TASK - WEB

After selecting a form, you can now fill out the form and submit it. A task might also need to be
completed.

There are many types of question formats which can include different types of fields: free text fields,
calendar fields, time drop-downs, and more. Short free text fields have a 250 character limit. Long free
text fields have a 4000 character limit.
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J[eg= Form and task types can vary depending on what is required to complete prior to
submitting. The overview below is only an example of what a typical form might require.

Form example:

Manager quality review 1

AREA / TASK OBSERVED

.’.- f—-- T f- '}' Y SRRy g =l Ry B

Superes s raree LpeT Vs ) Sagranuee

=2

Overview - Forms or tasks page

T T

1 Form name Name of the template.

2 Quick info The number of sections, questions, questions answered, and
answers considered exceptions. If you click the number of sections or
exceptions, a table of contents opens for easy navigation.

3 User groups Select what user groups have access to this form or task. This button
is available only at the project level.

4 Print Print a PDF of the form or task.

5 Information The number of questions that have been answered. It also shows you

several details pertaining to the form or task.

6 Cancel/Save  Cancels the form or task. Any changes made since the last time you
saved are lost.
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Overview - Forms or tasks page (continued)

T T

Saves the form or task in its current state, and you can continue to fill
it out if necessary. You can also save and close to exit the form. For
tasks, you can choose to save and start a new task.

7 Question types Various ways of asking questions within a form or task. Examples
include:
» Attachments
» Choice
o Date-time
e Form button
e Form Flow
» People picker

8 Signature Some forms or tasks might require a user to sign off prior to
block submitting it.
9 Button The outcome of clicking on a form or task button vary depending on

the button’s configuration. The name of the button is defined by the
administrator who created it (for example, Submit the form).

10  View active Lets you view which step and status in the form flow you are in. This
form flow only shows active after a form flow has started. If a form flow has not
been started, the option is disabled.

Task example:
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Lg:] Finalize quality review process

Finalize quality review process

D date

i imguacted dut 13 qualy issues?

5.2.1 Header Information

Most forms contain basic identifying information such as date, time, event location, or free text fields
asking for details about the event. The header information is higher-level material needed to complete
a form. Not all forms have header information, however, this is determined by the person creating the
template of the form. Filling out the required information accurately is important for workflow and
reporting reasons.

Tasks might also have header information such as description, responsible party, and due date. These
are programmed fields.
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Accident Information

Description of the accident * Date of incident Time the incident occurred

month/day/year fim] hours:minutes (o]

Specific location where the accident occurred

Please add any pertinent photos

5.2.2 Copy a section

Depending on how the form or task template is set up, you may be able to copy a section. If the copy
option is enabled, use the Copy section button in the section header to copy the section below the
current section. You can rename the copy section button, so you may see it under its updated name.

The Copy section button is shown in both the upper-right and lower-right of the header.

Evidence

Is there evidence?
O Yes

O Ne

(O Not Applicable

Upload documents

®

Select files or drag and drop

You can also click the Remove icon to remove a copied section.
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& Copy section D

Evidence

Is there evidence?

) Ves

5.2.3 Attachments

Some forms or tasks might include an option to include attachments such as photos. You can also
include any annotations to describe the attachment in greater detail. Annotations help clarify what the
photo represents.

Upload documents

®

Select files or drag and drop

1 file(s) attached v

After you click Save, it is saved in the form or task.

You can click the file(s) attached button and view your attachments. You can also open the attachment
and annotate them using the edit icon.

/-section-remove-icon-option.png

s there ev

idence?

When you click the edit icon, you can annotate, edit, or use the delete icon to delete the attachment.
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Is there evidence?

If integration with InEight Document is set up, you can attach supporting documents from the
Document application.

Click Select files or drag and drop, and then click InEight Document in the dialog box.

Select files from...

Local system

A new window opens where you can sign into Document, and then enter search criteria.
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Click Search. Results are shown according to your Document user permissions. Select one or more
documents, and then click OK.

Register View: | - all -- h
Status: | all - 1™
Discipline: | -- all - |l
Type: | - All -- |
Document No.:| Contains L.| ‘ a
Title: | Contains L,| ‘ 7]
Category: | -- All -- |

(Oywithin the last I:l days

(Oywithin the last I:l days

PDF DWG DOC  OTHER

O Document No. = Rev Version Sts Title Disc cat 0 o) 0 O
[0 aBC-123 A ADL IR TEST_Document ADMIN GEN O
[ ABC-124 A ADL IFI Referential removal validation ADMIN GEN
() AUDIT-00001-ABC A A0l IR Audit response cp ALL )
[J) COMPLIANCE_VALIDATION_DIA AQ1 AB Validation check ADMIN ALL O ]
[) COMPLIANCE_VALIDATION_D(A  A02 AB Validation check ADMIN ALL O
[J COMPLIANCE_VALIDATION_D:A A0 AB Validation check ADMIN ALL (] ]
[J DC-AUDIT-00001-ABC A A0l IR Audit doc cp O
[ poczaa A AOL AB Documentation check ADMIN ALL O
() DOC2AA A AD2 AB Documentation check ADMIN ALL O
() DOC2AA A AD3 AB Documentation check ADMIN ALL
() DOCUMENT1 A AOL 4B QaDoc1 v 0
() DOCUMENT2 B B0l IFC QADoc2 ARCH O
[ X¥Z-123-ABC - -01 1F1 House drawings for customer ADMIN GEN O
O Xv2-123-ABC - -.02 1F1 House drawings for customer ADMIN GEN O
(] XYZ-123-ABC - 03 IF House drawings for customer ADMIN GEN O
() Xv2-123-ABC A A0l IFI House drawings for customer ADMIN GEN O
M4 /1 » M Page size: | 100 |~ 16 items in 1 pages

Search oK Cancel

Document links are shown in the list of attachments in orange with the document version numbers. If
you click a Document attachment, a new window opens to the Document application where you can
see the details of an attached document and see it in the File Viewer.

®

Select files or drag and drop

1 file(s) attached
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If integration with Document is not set up, you cannot click the InEight Document button. If you are a
level 3 administrator, you can click the Set up InEight Document integration icon. On the Application
integrations page, add your InEight Document URL if it not already added. In the table, select your
InEight Document URL and project ID in the same row as your project, and then click Save.

@ Suite administration / Application integrations

* InEight Document URL  https: com - ® &

Suite praject ID Suite project name Suite arganization InEight Bocument URL InEight Bocument project ID Infight Bocument project name

5.2.4 Form and task details

The form might require you to fill out additional details. For example, for a quality review form you
may need to know who was leading the review and a detailed explanation of the agenda.

Quality process

* Location of quality review * Review date

Who is leading the review? Time of review

Explain the agenda for the review

Other form questions might include determining if a quality issue is a repetitive issue, severity levels,
and impact in cost or future work.

TIP Tasks might also require you to fill out additional details.

5.2.5 Smart forms and tasks

Smart forms and smart tasks generate additional questions based on how the original question was
answered. For example, the below image is showing that only if the question "Was any work impacted
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due to quality issues?” is answered Yes, then the following question, " Work that was impacted:

explanation" is shown.

SHOW Work that was impacted: explanation
®

when ANY of the following rules match

Was any work impacted due to quality issues?

Was any work impacted due to quality issues?
O Yes
O No

Work that was impacted: explanation

5.2.6 Form within a form or task

You may need to open a new form from within the existing form or task you are working in. For
example, while working on a review form you might need to start a quality claim report.

|
C LOS L' If you believe that a claim is required please start the process by clicking here

Click here to start a claim report i

By selecting the quality claim report form button, a new form generates with steps of to fill out. After
filling out the required information, you submit the form, which returns you to the original form or task

you were working in.
When you click a form or task button, the status of the current form or task might change, depending

on how it is set up by your administrator.
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5.2.7 Form flows

When the form you are filling out has a form flow associated with it, there are special buttons to
complete each step in the flow. These form flow buttons appear similar to other form buttons but have
an arrow icon next to them.

Form flow buttons that move the flow to the next step have a right arrow. Form flow buttons with a
left arrow revert to a previous step.

Who was present?

e -

When you select a form flow button after filling out all mandatory information, the form saves and
closes.

Some form flows can be re-enabled after an event is completed, depending on the form flow's setup.

Click the Re-enable form flow button in the upper-right of the page if it is shown. When you re-enable
a form flow, you can move it back to the step of your choice. All step data is saved from previously
completing the form flow unless you change an answer in a way that leads to different questions based
on logic.

If you re-enable a form flow, only the selected form flow is re-enabled, not all form flows associated
with the template. If a re-enabled form flow leads to another form flow that is not re-enabled, you
cannot see the other form flow.

(\[e3g= You must have permission to edit completed events to re-enable a form flow.

5.2.8 View active form flow

When you open an event from the Events page, and the event has a form flow that has been started,
you can click the View active form flow icon at the top of the page. The Active Form Flow dialog box
opens.
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QUESTIONS

1 0

o =N

At the top of the dialog box is the name and description of the form flow and the number of steps.

Below them, each step is shown with its status and responsible party.

Active Form Flow X
FORM STEPS
FLOW esting 3
o
STEP1 COMPLETED
Original Reporte:
© Step) J/
STEP2 a 1 DAYS
Role
Completed
STEP3
-
CLOSE

Meyg=n If a form flow is not started, this option is disabled.

5.2.9 GPS questions

A GPS question lets you provide your location by clicking GPS or by entering your coordinates directly
in the fields. You can also click Clear GPS to remove information if you need to enter a different
location.

e g= If you enter GPS coordinates automatically, you cannot manually edit the coordinates.

5.2.10 Complete a form or task

For more information on how to save and submit a form or task, see Complete a Form or Task.
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5.2 Step by Step 1 — Fill out a form

1.

From the Completions landing page, in the Forms window, select a category from the Favorites
drop-down menu, and then select a form.

Forms = Scheduleform Q

Favorites (2)

Faverites (2) @

Checklist (1)

quality 1(1)

Quality review (2)
Safety Category 1 (1)

Safety Category 2 (1)

TOTAL: 2

MeJg=0 If you have forms you have selected as favorites, they will show in the form
window.

Forms £ Schedule form
Favorites (2)

Quality |
Quality review
Quality review
Quality review -

TOTAL 2

2. Complete all fields in the form. Required fields are marked with an asterisk.
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QUALITY HEADER

Location of Quality area Supervisor's name Review date and time

Select one a 02/09/2023 0855 AM Q 0

Did you recognize any quality wins? Please provide location information

D No Latitude :
Longitude
Reset
Supervisor's signature
X

INEIGHT@

Some items require free-form data entry such as Location of Quality area. Others require
selecting a time or date. Other question types may require attaching documents.

Quality process

Provide photos from the review

Select files or drag and drop

1 file(s) attached

‘Submit the completed review

You can use the annotation feature to add text or drawing to an image.
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Some questions require selecting from radio buttons or icon type questions.

Did the review get completed? Select one or the other

Yes o)

D No />_<\

3. To update the photograph’s annotations, click the Save icon.

4. On the top right of the form, select the Information button to see form information.
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‘SECTIONS QUESTIONS ANSWERED

4 8 8

® st
Manager quality review

To be completed by the Manager/Supervisor in _.

;l;;h\-;':m area
Stee\ StructureTralnl ng Joh (105091)
é:;l:n;' review
[ uzfuéy :uza
e
i Pendlng

Julio

(=) Attachments (®) History

) References

5.2 Filling out a Form and Task - Web

5. Most often forms have a button at the end to move the form to the next process. In this

example, the Click here to start a claim report button initiates the form within a form feature,
where the system branches to another form, in this case the claim report form.

CLOSU""

If you believe that a claim is required please start the process by clicking here

Click here to start a claim report i

o) g= The process for completing a task is very similar to filling out a form.

The process is similar whether checking the status of a form or task.
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5.3 COMPLETE A FORM OR TASK ON THE WEB

There are several ways to complete a form or task. This depends on how it is set up by your
administrator and what the next steps are.

5.3.1 Save a form or task

When you do not have enough time to complete a form or task in its entirety, or not all information
about the event is readily available, you can save your work and continue. You can also save and close
the form, and then return to the form later to complete and submit it.

Jleg= You can use the Button question type to facilitate a simple workflow outside of using the
form flow feature.

If you are filling out a form and want to start a new event immediately after saving the current event,
click the Save & close drop-down button, and then select Save & start new event.

5.3.2 Assign a task

As part of filling out a task, you might have to assign it to someone else to complete a portion of it. To
assign a task, click the Assign button. If you want to start a new task immediately after assigning the
current task, click Assign and start new task.

5.3.3 Submit a form or task

When you have completed the form or task, you are ready to submit it or send for manager review.
This is the end of what you need to complete. An email notification, if configured, is typically sent to
the manager, or assigned parties.

As part of closing out the form or task, a signature may be required, and the button varies depending
on what type of form or task it is.
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CLOSURE

Signature of Manager

N
Close and complete

Yl

ey g=2 All mandatory questions on the form or task need to be answered or you will not be able
to submit it.

5.4 EVENT AND TASK MANAGEMENT

A Completions event is an occurrence that has already happened; it therefore refers to forms that have
already been filled out. Because events are part of a workflow, you can add more information to
events, review existing data in the event, or move the event through the workflow.

The Events page shows a repository of forms in various statuses such as pending, with claims manager,
manager review, and complete. The Task page is also a repository of forms that provides the same
functionality as the Events.

The following are common column headings and their descriptions:

InEight Inc. | Release 23.10 Page 207 of 277



5.4 Event and Task Management Completions User Guide

i Eventip Project/Organization Category Form name Event title Reporter Status Eventdate] — Location

2023010400016 Van Nuys North Platform (103442) 11 QA Performancet™®  Quality TP Header 1 -Simple - DO NO... Malti Component 1 JyothimayBaner.. | Pending 017042003 onvied

I T T S

1 Attachment Indicates whether an event or task has attachments. Click the
icon to see the attachments.

2 Event or Task ID The unique value assigned to each event or task.
3 Project/Organization  The project or organization associated with the event or task.
4 Category The category associated with the event or task. It is specific per

module and defined by the organization. Allows the module to
be partitioned into smaller areas and assigned permissions.

5 Form or Task name The name of the form or task template.
6 Event or Task title The title given to the event or task by the user or generated by
the system.

7 Reporter or For events, the user who initially submitted the form. For tasks,
Responsible party the responsible individual.

8 Event date or Due Date the event occurred or the due date of a task.
date

9 Status Four default statuses are provided, Complete, Pending,

Scheduled, and Canceled. Admins can create sub statuses
under each that best align with their business processes.
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(continued)

I T T S

10 Location Shows whether the event or task location is On web or On
mobile. When an event or task is scheduled and synced to a
mobile device, a lock shows next to the Task title.

You can access events or tasks by going to the module landing page, and then selecting All events or
All tasks.

The event ID, Event title are shown on the Events page. The Event status is also shown, and changes
based on the state of the event.

§ | Eventid Project/Organization Category Form name vent title Reporter Event date.. Status. Location
=] 20230112 Platform (") Category A~ Quality ITP Header 2 .. | Quality ITP Header 2 . | Mahesh 011272023 Pending onWeb

The Tasks page also shows columns such as Task ID, Project/Organization, Category, and Status.
Columns unique to the Tasks page include Task name, Responsible party, and Due date. Tasks
automatically become overdue when the assigned due date expires. The tasks page shows a visual
indication of overdue states. Sorting and filtering capability in the lists lets you to quickly associate
tasks to individuals, categories, status, etc.

In the Tasks page, like the Events page, you can update columns by clicking the Column chooser icon,
and then selecting or deselecting the check boxes for columns you want to add or remove.
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® Q

Status

Attachment

Task Id
Project/Organization
Category

Task name

Responsible party
Due date
Status

(] Assigner

[] Classifications
[ Custom ID

(] Exceptions

(] Expiration date
[ Importance
(] Location

(] References

[ Renewal date
[ Source

(] Start date

[] State

the task.

J[eli= When a task is assigned, the responsible party receives an email with a link to complete

ey Sorting or filtering by the Assigner and/or Responsible party, may be helpful.

5.4 Step by Step 1 — Add additional columns to the list of all events or all tasks

1. In the Completions landing page, click All events or All tasks.
2. Click the Column choosericon.

3. Select Assigner and/or Responsible party.
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Attachment

Task Id
Project/Organization
Category

Task name

I Responsible party I
Due date
Status

| Assigner |
[] Classifications
[J Custom ID
[[) Exceptions

) Expiration date
[J Importance
[J Location

[CJ References

[J Renewal date
] Source

] Start date

[ State

You are now able to sort or filter the selected columns.

5.4.1 Additional event or task functions

You can use the following functions in the All events and All Tasks pages:

© 60600060 @
Ere][w] (] (3] [o] [o] NPT

T T S

1 Edit properties Edit properties of one or many selected events or tasks. All the selected
events or tasks must be from the same template and you must have
permission to edit them.

2 Notifications Send notifications with messages to specific users, and roles for the
specific project you are navigated to. This is available only at the project
level.

3 Export events  Export data from the Events or Tasks list to Excel, with an email
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- Icon Description

or tasks generated once the file export is completed.

4 Print Print a PDF report of the selected event or task.

5 Information Open a slide-out panel to the right that outlines data about a specific
EventID or TaskID. You can also see the history of changes to the event
or task.

6 Search Open a slide-out panel to search all columns in your view for specific
terms.

7 Clear all filters  Revert the listing to its unfiltered state if filters have been used.

5.4.1.1 Edit properties

5.4 Step by Step 2 — Edit an event or task properties

1. Inthe All events or All tasks list page, select events or tasks by clicking the check boxes.
2. Click the Edit properties button.

The Edit properties dialog box opens.

Edit properties

3 selected items will be updated with the following

* Property Value

@ - Selectone -
- Select one -

@ Addnew field

3. After making your changes, click Save.

5.4.1.2 Notifications

As an administrator at the system level, you can control the ability to send notifications to roles and
user in Organization home > Settings > Compliance > Module > Roles tab. You can also restrict users to
send notifications to their assigned projects only.
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X

Edit role
*Name Description

compliance module administrator Complianee module administrator - Provides access to all administration features

MODULE EVENTS ROLES/USERS TEMPLATES HISTORY

Edit module summary Create and edit categories Create and edit statuses -

Edit email templates Manage module organization exclusions Create notifications

Create and edit User groups (0 Create and edit classifications Create and edit Inspection and Test Plans

(] Make this role read only ()

Cancel

5.4 Step by Step 3 — Send notifications

1. At the project level, click the Notifications icon.
The Notify users dialog box shows.

2. Select Roles or Users recipients, and then use the drop-down lists to select recipients.

Notify users
Recipients.
@ Roles O users

Enter your message in the Message box. Messages can be up to 2000 characters.

4. Click Send when complete.
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5.4.1.3 Export events and tasks

5.4 Step by Step 4 — Export events and tasks

1. In the All events or All tasks list page, click the Export icon.
The Export dialog box opens.
2. Select Export to export all items.

The export contains the filtered grid set that shows in your view. You can also export selected events
or tasks by checking each item’s check box, and then clicking the Export icon.

Export events to Excel
You will receive an email with the Excel file once completed

5.4.1.4 Print

You can print a report of an event or task that has been enabled to be printed. Print functionality can
be enabled in the template's Properties tab. See Template Properties for more information.

5.4 Step by Step 5 — Print an event or task

1. In the All events or All tasks list page, select an event or task.

2. Click the Print icon to print the event or task.

pppppp

A PDF of the report will open for the selected item in a new browser tab.

M{eJ= The Print feature only works for one event or task at a time. To print in bulk, you can use
InEight Report.
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5.4.1.5 Form and task information

You can view data, references, and history changes of an event or task and edit their properties in the

Form information slide-out panel.

5.4 Step by Step 6 — Navigate to event or task informaiton slide-out

1. In the All events or All tasks list page select an event or task, and then click the Form

information icon.
The Form information slide-out opens where you can view the form data.
2. Click Edit properties.

The editable fields show so you can edit them.
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23.2 Template quality

Projforg
Category
Event date
Status

Reporter

Event title

Date started
Module

Version

(3) History

3. After editing any fields, click Save.

o= You must have permission to open the Form information panel.

Additional Form information panel options

QUESTIONS
ANSWERED

1/2

[& CEditproperties

5100000 - . v

1 QA Performance 1w
02/01/2023 5

Pending v

Meghana v

23.2 Template quality _20230201
02/01/2023

Quality

1

Cancel

Completions User Guide

You can also view attachments, references, and form history using the buttons at the bottom of the

slide-out.

® Attachments
@ neferences

@ History
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Attachments

You can view and edit attachments other events and tasks referenced in a certain event or task.

5.4 Step by Step 7 — View and download attachments

1. In the Form information slide-out, click Attachments.

The attachments dialog box opens.

Attachments

DYRP

IMG_0024_10 232-OP~1PN
65368_6381.. ©

2. Click an attachment to view.

3. You can zoom in or out using the Zoom icons.

4. You can click the Download icon in the upper right to download the attachment to your
computer.

5. To close the attachment, click the Close icon in the upper right.

6. Click Close to close the Attachments dialog box.

e} g= The Attachments button is greyed out when there are no attachments in the form.
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o= You can also view an event or task's attachments by clicking the attachment icon in the
Attachment column on the Events or Tasks pages.

References

You can view other events and tasks referenced in a certain event or task.

5.4 Step by Step 8 — View and edit references

1. In the Form information slide-out, click References.

The References dialog box opens where you can view and add references.

SWPPP inspection X

EVENTS TASKS

Event ID Event title Reporter Event Date Status State

PP P N I PRI S L S P o P

0 events

2. To add a reference, select Events, Tasks, or other available tabs, and then click the Add
References icon.

warehouse issue X

EVENTS TASKS CHANGE ISSUES CONTRACTS DOCUMENT ITEMS

Task ID Task title Task nam Responsil Due date Project/0 Status State Reference
No task references
— b b — . " e SV
gt pme — - - . SO N o~
0 references

e =0 Integration is available with InEight Change, InEight Contracts, and InEight
Document.

The Add References dialog box opens.

Page 218 of 277 InEight Inc. | Release 23.10



Completions User Guide 5.4 Event and Task Management

3. Select the Events or Tasks or other available tabs, and then select events or tasks to be
referenced.

Add References X
EVENTS TASKS
Task ID Categary Task name Task title Responsible pi Due date Project/Organi
2023032400001 Subcontractor Iss..  Task test for SUB SDAAsdASD Steel Structure Tr...

[0 2022090200001 Inspections Karen 09/02/2022 C-X¥Z (RootOrg1)

[J 2022090100009 Inspections Karen 09/02/2022 C-X¥Z (RootOrg1)

4. Toremove references, select the reference, and then click the Remove references icon.

5. After editing references, select Close.

el =0 In Tasks, you can use the Delete task option to delete tasks.

In the References dialog box, a column named Reference type will show information on the reference
association.

EVENTS TASKS CHANGE ISSUES CONTRACTS DOCUMENT ITEMS

@
)

Event ID Event title Form name Reporter Event date Project/Organiz Status State Reference type

2023032700009 Form Flow - SUBy.. Form Flow - SUBu..  Karen 03/27/2023 Steel Structure Tra. Pending InProcess External reference

The Reference type column can have the following values:

¢ Associated form — Started from a form or task button from within the form or task.
¢ Internal reference — Associated with a reference question.

» External reference — Associated by using the Add References button in the reference dialog box.

History for events and tasks

You can view the history of changes for events or tasks. You can sort and filter the list view.

5.4 Step by Step 9 — View form history

1. In the Form information slide-out, click History.

The history page opens where you can view changes made to the event or task.
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History X
Change type. Question/Option Section Oldvalue Hew value Ghange date Changed by
Didthe tour resuitin 3 next No, there s o next step
Ansuer TOUR INFORMATION 03/27/202311:21 AM Karen
step? needed
279037
Answer Update TOUR INFORMATION T:’;‘"W e 03/27/202311:21 AM Karen
Answer Who gave the four TOUR INFORMATION Karen 03/27/202311:21 AM Karen
Answier Date & Time of the tour TOUR INFORMATION 03/27/2023 12:00 AM 03/27/202311:21 AM Karen
Answer ::m:s' ofnon-employees o0 oy 1 INFORMATION John 03/27/202311:21 AM Karen
tour
Answer Name of Company thatwes 1oy, wicomuATION ar Company 03/27/2023 1121 AM Karen
given the tour.
Status Not applicable Not applicable Manager Review 03/27/202311:21 AM Karen

2. Click Close when done viewing.

o= You must have permission to view the History dialog box.

5.4.1.6 Delete an event or task
To delete an event or task, select events or tasks, and then click the Delete icon.

Environmental > Events -

@ [®] ¥

Event title §  Category
Renew WWDP - Janitorial B Matrix
] MB535 - Rental Barge Weekly Inspec Ferms

J[elg = Your role must contain permission to delete.

5.4.1.7 Copy an event or task

The ability to copy a task, or an event, along with its associated tasks and attachments, is useful when
you have many tasks and attachments that mimic the last event, such as an environmental permit
event. You can copy one event at a time or multiple tasks at the same time.

5.4 Step by Step 10 — Copy event or task

1. In the All events or All tasks list page select an event or tasks to be copied, and then click the
Copy form icon.
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Environmental > Events -

| ® Y

Event title i Category

Above Ground Storage Tank Inspec.. Forms

When you copy one or multiple items from All tasks, the copied tasks are created with COPY OF
in front of the task title.

When you copy an event from All events, the Copy event page opens to edit form details,
attachments, and tasks.

Copy event

[ Cancel |

Details

* Event title + Organization/Project

Copy of Above Ground Storage Tank Inspection_20210 30 Crossing v

* Category
Forms
* Reporter * Event date

v 03/20/2023 s}

2. In the Details page, you can edit the copied event, and then click Next.

3. In the Attachments page, you can uncheck any existing attachments to remove them, and then
click Next.

4. In the Tasks page, you can uncheck any existing tasks to remove them, and then click Next.

5. Click Copy to create a copy of the form.

5.4.1.8 Query builder

The Query builder feature can be used on event and task list pages. It provides a more granular
filtering and querying option for events and tasks. These filtering options are an alternative to the
options found in the grid page columns.

5.4 Step by Step 11 — Using the Query builder

1. Click the Query Builder icon.

The query builder dialog box shows.
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Environmental > Events ~

Eventtitle B Category

Safety > Events v \

Queries X

®

My Query

Shared queries

Cancel

In the query builder you can add, edit, delete, and share queries. Your saved queries are listed
under the My Query menu, and your shared queries are listed under the Shared queries menu.

Mo g= Queries can only be shared with users in the same project.

2. Click the Add icon to add a new query, and then enter the conditions to your query.
3. Click Apply.

You can then use the Reset, Cancel, and Save Query buttons at the bottom of the query window.
If you update an existing query, you can save the new query using the Save Query As

button.

Query builder column condition choices are dependent on events or tasks. For example, if you
select Events, you see column choices that are related to events.
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Query Builder X

Column Operator Value

>
=

- selectone - v -Selectone

h
=

- selectone - v -Selectone

.
=

- selectone - v -Selectone

© @008 0 e
® ®® ® ® 0 ®

- selectone - v -Selectone

i
=

- selectone - v -Selectone

.
B

- Selectone - v -Selectone

=
=

- selectone - v -Selectone

[ Reset ] [ Cancel ] [ Save Query

e g=0 You can enter up to seven conditions in a query.

5.4.1.9 Views

For more information on how to save and send views and use the Global Events or Tasks option, see
Event and Task Views.

5.4.2 Managing tasks and events

5.4 Step by Step 12 — Manage an event

1. From the Compliance landing page, select a module card.
2. Select the All events link.

All events and tasks links are shown under Links in the upper left side of the page.

All events

All tasks
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3. On the Events page, select an event or task that requires additional review based on business
process requirements. For example, an event with a pending status.

Event ID Project/Organizati Category Form name Event title Reporter Event date Status

2019101100004 5100000 - PKS Inc Incident Project Manager .. Johnson Branch facili.. Karen 10/09/2019 Manager Review

4. Advance the event or task to the next form flow step, as required.
5. The status of the event will u pdate depending on how your form workflow is setup.

Managing tasks follow a very similar process, as shown below.

5.4 Step by Step 13 — Manage tasks

1. Select the All Tasks link on the left side of the page.

All events

All tasks

2. Select a task by clicking on a Task title.

3. Advance the task to the next form flow step, as required.

5.4.2.10 Monitor due dates, overdue states and statuses

You can monitor the events or tasks due dates, states, and status, and their adherence.

5.4 Step by Step 14 — View due dates, overdue states and statuses

1. From the Completions landing page, click All tasks.
You can also go to All events.
2. In the tasks page, find the Due date (or Event date for events), Status, and State columns.

Click the Column chooser icon to add the columns if they are not in the view.
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® Q

O

Attachment

Task Id
Project/Organization
Category

Task name

Responsible party
Due date

Status

Assigner

[ Classifications
[J Custem ID

) Exceptions

[J Expiration date
[J Importance
[ Location

[] References

[ Renewal date
] Source

[ start date

I State I

3. Click the Column chooser again to close.

An overdue event or task will make the Due date and State columns turn red. An overdue email
is also automatically triggered.
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Due date

02/01/2023

02/23/2023
03/01/2023
02/17/2023

01/31/2023

02/24/2023
02/28/2023
02/08/2023

02/08/2023

02/09/2023
03/07/2023
02/07/2023

01/25/2023

e = The State column changes to Overdue after the due date.

5.4.2.11 Monitor form flow status

Status
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled
Scheduled
Pending
Scheduled
Pending

Pending

State

Overdue

In Process

In Process

In Process

Overdue

In Process

In Process

Overdue

Overdue

Saved

In Process

Saved

Saved

Completions User Guide

When an event has an active form flow, you can click its Status column to open a dialog box with

detailed information about the current status of the form flow.

The current status box has the following areas:

Page 226 of 277

InEight Inc. | Release 23.10



Completions User Guide

North Bridge Foundation

5.4 Event and Task Management

CURRENT STEP

Step 2
Quality Review

STATUS

4
QE Q

DAYS UNTIL OVERDUE

o

TOTAL DAYS OPEN

8

()

ESTIMATED COMPLETION DATE

(o)

11/13/2018

1. Form Initiated
Start date: 10/31/2018

Abby Carter
Original Reporter

2. Quality Review
Due date: 11/13/2018

Karl Jensen
Site Auditor

Jimmy Crammer

Site Auditor

Jennifer Bard

Site Auditor

Michael Lowe
Site Auditor

Sondra Keppler
Site Auditor

Louis Brown

Site Auditor

Mary Johansen

Site Auditor

o 3. Client Concurrence

Due date: 11/19/2018
Amy Peterson

Project Engineer

Jeff Singleton

Project Engineer

Donald Thorton

Project Engineer

4. Close and complete workflow
Due date: 11/21/2018

Sarah Montgomery

Administrator

Steven Taylor

Administrator

Maonica Bremmer

Administrator

Jamie Conner

Administrater

I T

N o 0 p WO N =

Current step.
Current status.

Current state.

Estimated form completion date.

Total days the form has been open.

All steps and their responsible parties.

Number of days until the form flow step becomes overdue.

For each step you will see the step name, start date, responsible parties, and their roles.

Responsible parties have colored bars according to their sign-off status for each step:

Sign-off status

Green Complete
Yellow  Pending

Red Overdue

Grey Step not started
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You can select different users to be responsible parties, depending on how a step is set up. The ability
to select different responsible parties allows for updating users who no longer participate in the
project, their roles have changed, etc.

ccccc

5.4.2.12 Assign user groups

At the project level, you can give user groups permission to view events or tasks. User groups must first
be set up for the project. For information on setting up User Groups, see User Groups.

5.4 Step by Step 15 — Assign user groups to an event or task

1. Open the event or task, and then click the User groups icon in the upper-right of the page.

User groups
(J TWInEight
[0  Quality tour viewers

O Inspestion viewers

2. In the User groups side panel, select the groups you want to give permission to.

3. Click Save.

5.5 EVENT AND TASK VIEWS

You can change the column views in the All events and tasks pages. The custom viewsets can be saved
and sent so that the global events and tasks can be viewed outside your current organization and
project.

5.5.1 Save a view

After you filter or sort the view to your preference, click the Viewset drop-down list, and then Save
view as... option. You can save the views you use often.
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@ Global Events/Tasks View

w

Reporter

In this example, the page is filtered to only include Incident related events.

JS - Tasks Statuses

When a saved view is created, it is also available as a link to the left of the module card.

@ $100000- PKS Inc / Conf

Completions > Quality ~

Links

Allevents

Alltasks

JS - Tasks Statuses.
Inspection & Test Plans

Inspection & test plan report

Administration

g

Inspection & Test Plans

5.5.2 Send a view

My view

My view

Save view as_..

5.5 Event and Task Views

You can send your saved view to others. When you send a view, you are sending the organization,

project, and applied filters defined by the view, not the exact same forms and tasks that you can see.

What receiving users see depends on their permissions. If they do not have permission to view all

forms or tasks within the parameters, they cannot see them.

InEight Inc. | Release 23.10
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5.5 Step by Step 1 — Send a view to another user

1. Click the View drop-down menu, and then select Send view.

JS - Tasks Statuses

2. Inthe dialog box, select the users and roles to whom you want to send the view, and then click
Send.

Send view (JS - Tasks Statuses) to X

Users Remove all

Roles Remove all

Cancel

5.5.3 Global view

Global Events/Tasks view lets you see events and tasks outside of the organization or project you are
currently viewing. To show the Events or Tasks page in global view, click Global Events/Tasks at the
top-right of the page.

@ S100000- PKSIac / Completions

Quality > Tasks ~ Global Events/Tasks| J5 - Tasks Statuses

v G © Q
Due date Stote Statia Besponsible party Assianer Takld Tosk name Tasktitle

Scheduled Elakkiya Meghana 20230201 2221k

scheduled Elakkiya Meghana

In the global events an tasks page, you can narrow or expand your view using the query builder in the
side panel. You can narrow or expand according to module, organizations, and projects you are
assigned to.
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Tasks =
h 4 Filters &
Module
*®

Organization/Project Cies
w [ S100000 - PKS Inc (RootOng1) =

Select all Deselect af
‘ = »
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6.1 COMPLETIONS MOBILE NAVIGATION

Templates Manager

Creat Form/Task

View / Edit
Templates i =k Execution
Templates

EventiTask

I Management

Form/Task
Execution

The web Completions application lets users incorporate technology when completing events and tasks,
instead of the traditional method of using a paper form.

In Completions mobile, you can use forms, questionnaires, and tasks created in the web Completions.
You can perform events or complete tasks using the Completions mobile application on an iOS device.
You can also complete forms or tasks, online or offline, and then synchronize the results when you are
connected to an applicable network.

Using your iPhone or iPad device, you can download InEight SQC mobile application. You can easily
locate forms and tasks based on your project assignment.

When you first log in and launch Completions mobile, you will land on the Projects home page.
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6.1 Completions Mobile Navigation

Projects

Heavy PM Estimate
(Heavy PM Estimate)

(Heavy PM Estimate)

&

A

Steel Structure
Partner Job
(105094)

(105094)

o

Steel Structure
Training Job
(105091)

(105091)

S

Steel Structure
Training Job 2
(105092)

(105092)

InEight |

o

Steel Structure

Lo ThakingJob 3
(105093)

MNENQ?2)

&

X/

Training Job
(Training Job)
(Training Job)
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o= You can select list or card view using the View icon at the top right. We will use card view
for our examples.

In the Projects home page, it will show projects that you are assigned to. At the top of the screen, you

will see the Recent and All buttons. When you select All, you will view all of the available projects.
When Recent is selected, you will view projects that have been recently opened. You can also search

for a project using the Search icon.

Jlelg= You can have up to 2 recent projects. When you sync, it will only sync the recent projects
information.

TIP You can remove a job from the recent tab by touching and holding it until it shows an X

for deletion.

Also, at the top of your screen is the Sync icon. When you tap the Sync icon, it will sync the latest

information from the website if you are in a connected environment.

e g=0 You can work offline as long as you have performed a sync to download project
information while online.

At the bottom of the screen are four options:

5 Al

Projects To-Do List Notifications

Mobile application - Bottom 4 icons

I ™ S

Lists and gives access to all the projects for which you have permissions.

Projects
To-Do List Shows the items which need attention.
Notifications Sends notifications with messages to specific users, roles, projects or
organizations.
Menu Enables you to view the submission history of all the items which you have

completed and synced off of that device for a user for the past 30 day.
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When selected, these will open other screens which will help you navigate to all your permission-based
projects, give you a list of pending forms/tasks, and a menu for statuses of syncing and a history of
submissions.

TIP If you have been assigned a task it will show up in your To Do list under the assigned
toggle.

When you tap a project from the list or tiles, it opens the templates Categories screen.
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{ Projects  Categories

Quality Q =

* L

Quality | Quality Process

*

Quality review
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When you tap a category, the Template screen shows the available templates for the category. You can
select a form from the list shown.
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{ Categories Templates

Quality re...

Q

E w| |B W

Manager Quality review - |
quality review
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Tap on one of the forms or tasks to open the form. You can now fill out the form.

e = You can switch from forms to tasks using the Forms and Tasks toggle at the top of the
screen. You can use the same process when using Tasks.

6.1.1 Kiosk mode

Kiosk mode limits mobile functionality to filling out and submitting forms or tasks without requiring
users to sign in. Kiosk mode is useful if your project has subcontractors who may not be users in your
system, but who need to report information.

To start kiosk mode, go to Menu > Kiosk mode, and then turn on the toggle.

If you want to limit kiosk mode to a default project, module, or category, you can set those in Menu >
Settings when kiosk mode is off. After you set defaults, and then turn on kiosk mode, you can only see
forms within the default settings.

TIP You might find it useful to create a category for only the forms and tasks you want to see
in kiosk mode. You can then set this special kiosk mode category to be the default.

6.2 FILLING OUT AN EVENT OR TASK

TIP Mobile tasks all have the same abilities as using tasks on the web with the added ease
and efficiency of offline use.

When filling out a form or task, the top of the form or task shows the following information:
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Cancel Finalize quality review... Save

il 3 2

Sections | Questions | Answered | Exceptions

RO

Finalize quality review process

quality review

Julio

Date of upcoming quality review

02-16-2023 ™

* Quality step

T ™

Sections The number of sections. Tap this number to open a slide-out panel of sections
that you can navigate to without scrolling.

Questions The total number of questions.

Answered The number of questions answered.

Exceptions The number of answers flagged as exceptions. Tap this number to open a
slide-out panel of questions answered with exceptions. You can go to those
guestions by tapping them in the panel.

The information icon is next to the header numbers. When you tap it, a slide-out panel opens that
provides more information about this event. Task functions the same way.

In the example below, there are four questions on this event, three of which are answered.
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Descri

Hid h

QUESTIONS
ANSWERED

3/4

* Date

Proj/Org Appomattox Topsides
Janui

Category

Event date 01/16/2020
Timec

Status

118 P
Reporter Karen

Event title Form
Specif

8th f| Date started 01/16/2020
Module

Version

The slide-out also provides you with the project and organization information, category, event date,
status, reporter, event title, start date, module, and version. To close the slide-out, tap the
Information icon again or tap the Close icon at the top right of the page.

Mo =0 Using tasks will follow the same process.

Mandatory questions on an event or task are denoted with an asterisk (*). Sometimes the Information

icon may provide more information such as cautions or general information to help you complete the
event or task.
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o VZW Wi-Fi ¥

wl VZW Wi-Fi ¥ Q 2:42 PM

{ Back Details
Cancel m Description o S s e
5 Please do not includes individuals names in
X »x Information this field

Description G)

On Friday morning | ran into

* Date of
Time the occurred
Specific location where the t occurred

You can use voice dictation in the Completions mobile application. Tap the microphone on the
keyboard and speak.
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Cancel Finalize quality review... Save

Sections | Questions | Answered | Exceptions

il 3 2 o @

Finalize quality review process

quality review
Julio n

Date of upcoming quality review

02-16-2023 ™

* Quality step

I
I The I'm

QWERTYU I OP

A 'S DF GH J KL

4 Z X CVBNM &

(L W W W W N —

123 & space return

The dictation will be transferred to the area you selected, making it convenient to fill out the event or
task without the keypad.

6.2.1 Copy a section
You can copy sections of a form or task when the template sections have been set up to allow it. If the

copy option is enabled, you can use the Copy section button in the section header to copy the section
below the current section.
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ey g= Depending on how the form or task template was set up, the Copy section button might
have a different name.

You can also tap the Remove icon to remove a copied section.

Crew Information
Select crew member

Copy section @
Crew Information

Select crew member

6.2.2 Question types

6.2.2.1 Date - Time

Your event or task might include a field to indicate the date and time and lets you collect the date and
time together or separately.

Select a date field. Scroll to the date you want, and it is shown in the date field.

Page 246 of 277 InEight Inc. | Release 23.10



Completions User Guide 6.2 Filling out an Event or Task

o VZW Wi-Fi ¥

Cancel m

S Information

* Date of

October 15, 2019 m

Time the

Specific location where the

September 14 2018
October 15 2019

November 16 2020

The Time question defaults to the time at your current location. Use the scroll bar to move to the time
in AM or PM for your selection.

6.2.2.2 Choice

Choice questions are used for options like yes/no, pass/fail, accept/reject. These questions use a radio
button oricon.
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CONCRETE FOUNDATION RELEASE 4 @
Cancel

CONCRETE FOUNDATION RELEASE

COMPRESSIVE STRENGTH MEETS, OR WILL MEET,
SPECIFIED 28 DAY STRENGTH

®
CONCRETE SURFACE: FLATNESS; HI/LO; SLOPE;
FINISH; PREPARATION FOR GROUT; CLEANLINESS

©
[X)

6.2.2.3 Text

Text questions are areas in the event or task that capture free text in short (250 characters) or long
form (4,000 characters). For example, this can be used for descriptions, short descriptions,
explanations, names of subcontractors, and locations.

In the long text fields, you can tap the expand icon to expand the box for you to continue typing or use
the microphone to dictate.
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w ! VZW Wi-Fi % wll VZW Wi-Fi ¥

Cancel

Specific location

Please add any pertinent photos
o1
Attach photos

[aa) 0 photo(s) attached

4000 characters remaining

TIP On free text fields, the mobile application opens a full page for efficiency.

6.2.2.4 People picker
A people picker question is available to use to select those users that have access to the module at the
organization level in which the event or task is being performed against.

To access the names, begin typing the name or select the People Picker icon. Depending on how the
administrator sets up the question, you can select multiple users or none, and the list of users can
include only users with Completions roles or all users in the project.

A new page is shown with the names of users. Select the name and it appears in the indicated field on
the event or task.

Depending on how the question is set up, the selected user can receive an email notification.
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Cancel Quality review - | Save

1 7 4 0

QUALITY HEADER

Location of Quality area.

Sections | Questions | Answered | Exceptions ®

SW corner of Building B

227 characters remaining
Supervisor's name

Karen H

Review date and time

02-16-2023 9:01 ™M O

Did you recognize any quality wins?

Page 250 of 277 InEight Inc. | Release 23.10
Yes



Completions User Guide 6.2 Filling out an Event or Task

< Back People picker

J

Jorge

Jorge @ineight.com

Juliow

Julio @ineight.com
A
B
C

K D
E

Karen % ?

Karen @INEIGHT.COM J
K
L
M
N

L P
R

. S

Lorraine U

Lorraine @ineight.com '
Z
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MeJg= The people who show in the list are the users who have a Completions assignment to the
project for which the event or task is being filled out.

6.2.2.5 Attach photos

The Completions mobile application lets you take photographs and annotate the areas of focus while
filling out the event or task. Select Attach photos to add photos to the form or task. After tapping
attach photos, it will open a page from which you can select an option from the Photo Library or Take
Photo using your device.

For example, you might attach location photos of buildings or objects, or a picture of a letter or
certification.

ol VZW Wi-Fi ¥

Cancel Save
Information

3969 characters remaining g"

Please add any pertinent photos

[Z] 0 photo(s) attached

* Manager's signature

Photo Library

Take Photo

Cancel

After the picture is taken, you can edit the photo by selecting the Edit button at the top right of the
page. This opens editing and annotation options. There are colors, widths, and text options available. A
time stamp is added when edits are made, and the stamp can be moved around the screen for optimal
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viewing. You can also edit the name of the image file to be more meaningful than the default name

given by your device.

vancei Markup

Prior to the image being saved, the Undo icon in the lower left removes edits.

When finished, tap Done and return to the event or task page. You will see the included photo
attachments links. If you want to view a photo, tap the attachment link to open. Alternatively, if you
want to include more photos, tap Attach photos again.

Please add any pertinent photos

(O]

Attach photos

| [Ga] 1 phmo(s) attached |
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If integration with InEight Document is configured, you can also see if supporting documents from the

Document application are attached when performing a form or task. Document links are shown in the
list of attachments with the Document icon and document version numbers.

Photos Attach

Audit response
(InEight Document)(Version A.01)

To remove an attachment, swipe left, and then tap the Remove icon.

Crew Information
Select crew member

Copy section @

Crew Information

Select crew member
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wl VZW Wi-Fi ¥ 31 PM L 69% =

Accident Form 4 ®

[omen | o
Accident Information

Please add any pertinent photos

01
Attach photos

| [a] 1 phpto(s) attached |
!

‘m

If you have set up integration with InEight Document, you can also see if supporting documents from
the Document application are attached when performing a form or task. Document links are shown in
the list of attachments with the Document icon and document version numbers.

Photos Attach

Audit response
(InEight Document)(Version A.0T)

To remove an attachment, swipe left, and then tap the Remove icon.
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Photos Attach

Audit response
(InEight Document)(Version A.0T)

6.2.2.6 Form flow

A form flow button can complete the first step of a form flow from the mobile application. Additional
steps must be completed by responsible parties in web Completions.

Form flow buttons have a right arrow next to them.

Cancel
Party Information (Confidential)

Date of Birth

&

Date of hire

Send for Manager Review

6.2.2.7 GPS

A GPS question lets you provide your location by tapping GPS or by entering your coordinates directly
in the fields. You can also tap Clear GPS to remove the information if you need to enter a different
location.
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ul Verizon LTE 9117 AM @ 100% (w=m)
Cancel Quality review - | Save
Sections | Questions | Answered | Exceptions
i 6 6 o @

QUALITY HEADER

ViU yuu 1cuuyllicc dily yuailiLly wilis:

Please provide location information

Latitude : 33.5758931154505
Longitude: -111.885464591354
Clear GPS

Supervisor's signature

. % f
7 7
Select to approve

To use the GPS button on your mobile device, you must allow the Completions app to access your

location when prompted.

e = If you enter GPS coordinates automatically, you cannot manually edit the coordinates.

6.2.3 Complete a Form or Task

For more information on how to save and submit a form or task, see Complete a Form or Task.
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The following step-by-step walk you through performing an event on a mobile device.
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6.2 Step by Step 1 — Fill out an event form
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1. Open the InEight SQC mobile application and launch Completions by tapping Completions.
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4 |

(©) COMPLIANCE

2 COMPLETIONS

Sign Out

InEight
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2. In the project landing page, open your project.
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Projects

Heavy PM Estimate
(Heavy PM Estimate)

Steel Structure

<

7

Partner Job

(Heavy PM Estimate) (105094)
(105094)
> >

Steel Structure

Steel Structure

InEight Inc. | |

Training Job Training Job 2
(105091) (105092)
(105091) (105092)

< >

Steel Structure Training Job

Training Job 3
(105093)

RelEHISOD)

(Training Job)

(Training Job)
Page
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3. Select a category from the Categories screen, and then select an event from the template list.
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{ Projects  Categories

Quality Q =

* *

Quality | Quality Process

Quality review
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4. Fill out the form and complete all required fields.

.l Verizon LTE 9:17 AM @ 100% ()

Cancel Quality review - | Save

Sections | Questions | Answered | Exceptions @

1 6 6 0

QUALITY HEADER

iU yuu IcLuyllicT ally yuailiLy wilia:

Please provide location information

© opPs

Latitude : 33.5758931154505
Longitude : -111.885464591354
Clear GPS

Supervisor's signature

§ %@%
Select to approve

6.3 COMPLETE A FORM OR TASK

There are several ways to complete a form or task depending on how it is set up by your administrator

and what the next steps are.
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6.3.1 Save a form or task

If you do not have enough time to complete a form or task, or not all information about the event is
readily available, you can tap Save to save your work. You can then continue or close the form or task,
and then come back later to complete and submit it.

Cancel Finalize quality review... Save

1 3 3 0

Finalize quality review process

3979 characters remaining g’

Sections | Questions | Answered | Exceptions @

Was any work impacted due to quality issues?

O Yes
@ no

* Responsible party

* Due date
02-17-2023 m

=] Schedule

*®
Assigned

Assign and start new task
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6.3.2 Assign a task

As part of filling out a task, you might have to assign it to someone else to complete part of the task. To
assign a task, tap the Assign button. If you want to start a new task immediately after assigning the
current task, tap Assign and start new task.

6.3.3 Submit a form or task

After you complete your event or task, tap the Submit button to submit it. Depending on how the form
or task is configured, the buttons may have other labels. In this example, the button is labeled Select
to approve. This syncs with Completions (web) for manager approval.
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al Verizon LTE 9:17 AM @ 100%; (e=m)

Cancel Quality review - | Save

1 6 6 0

QUALITY HEADER

ViU yuu 1cuuyllicc dily yuailiLly wilis:

Sections | Questions | Answered | Exceptions @

Please provide location information

Latitude : 33.5758931154505
Longitude: -111.885464591354
Clear GPS

Supervisor's signature

. % f
7 7
Select to approve

6.3 Complete a Form or Task

TIP If you have not completed your event or task, you can tap Save, and it goes to the to-do
list, where you can retrieve it when you are ready to complete it.

e = After you sync the completed event or task to the web, it is removed from your device.

In Completions (web), you can view the event to review or open it to continue filling out the form.

InEight Inc. | Release 23.10
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Safety > Events View Al
® [ ©® Q
Event ID Project/Organizatio Category Form name Event title Reporter Event date Status

2019101100005 $100000 - PKS Inc Form Form 20191 Karen 10/16/2019 With Claims Mana.

The manager can now sign off on the event in the web application. Click the event title to open the
event to the closure of investigation section. This is where the manager signs and taps on the Close and
complete this incident button to complete the form.

Report form

Signature

CLOSURI
==

Signature of §

After the event is sighed and completed, its status on the Events page changes to Complete.

6.4 LOCKED EVENTS AND TASKS

When you are in the process of completing a task or event on a mobile device, a locking mechanism is
in place to ensure your completion of the task or event. This means another user cannot open your
task or event as long as you are synced to the mobile device and the list shows the item as locked.
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4

Quality > Events ~

|

‘ [ ® Q
Event 1D Project/Organization Category Form name. Event tide Reporter Event date Status
2019112700063 ismant ismart_o01 Al ' Testingnov 21 Krishna 212009 -
2019112700060 ismart iSmart_001 All_Questions_Oct_15 & Festing for web lock Krishna 272000 -
2019112700055 ismant iSmart_001 Al Guestions_Oct_15 i Jesting for checking do list Krishna M"/272019 -
2019112700047 ismart iSmart_001 All_Questions.0ct_15 Testing for email associated Pradeep 1172172019 -

If the Event title of a locked item is tapped, the event will open, but will be unavailable for editing.

All_Questions_Oct_15 X
302N

QUESTIONS

ANSWERED
Projforg iSmart
Category 1Smart_001
Event date 11/27/2019
Status Pending
Reporter Krishna
Event title Testing for checking do list
Date started
Module Quality
Version 4

M= If the Information icon is selected, edit properties are also unavailable.

6.4.0.1 Unlock

If you prefer to complete a task on the web rather than on mobile, you can delete the task from your
To-Do List.

To delete a task, go to To-Do List > Assigned. Swipe to the left on the task, and then tap the delete icon
that is shown to the right.
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< To-Do List RootOrg1 (S100000 - PKS Inc)

@ 13 ABC 123 - Corporate """ Forms

Crane | |
10/15/2021 ﬁj @

Meyg= When you delete a task from the To-Do List, you must be online. If you delete a task
when not online, the item is deleted but not unlocked on the web application. In this
case, you must resync when connected, and then delete again.

After you delete a task from the To-Do List, it is recommended that you not sync your device until the
assigned task's status is changed from Scheduled to Pending in the web application. To update the
status, you can start the task on the web or, if you have permission to edit properties, you can bulk
update unlocked tasks.

Mejga If the task status remains Scheduled the next time you sync, the task is locked and
downloaded to your device.

6.5 SYNC

Syncing automatically occurs when you are connected and use a form or task button. The Syncicon in
the top right is used when you want to get more data from Completions (web) to your device.
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a

Incident

Appomattox Topsides (102747)

Lgrl Form 2
01/16/2020 1:18 PM

5100000 - PKS Inc (RootQrg1)

I? Form 2

01/07/2020 7:54 AM

E Form

12/30/2019 8:03 AM

5100000 - PKS Inc (RootOrg1)

= Finalize Walk Process

01/07/2020 8:21 AM

To-Do List

6.5.1 Sync settings

Sync settings are in Menu > Settings.
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< Menu Settings

PROJECT SETTINGS

Default Project 5

(Please select a default project)

SYNC SETTINGS

Active Sync 5
off
Sync In Advance S
7 Days
Sync Over S
Wi-Fi or Cellular
Sync Profile

>

off

LANGAUGE SETTINGS

Default Language S

cnalisn

6.5.1.1 Active sync

If you enable Active Sync, data is synced when you open the application or a project. If Active Sync is
off, the application waits 24 hours after each project sync before attempting to sync again. You can
manually sync at any time.

6.5.1.2 Sync in advance

As events and tasks are assigned, they need to be available on mobile device days ahead of the due
date so that they can be done on time.

Sync In Advance lets you choose whether to sync items from the web to your mobile device one, two,
or three weeks in the future from the current date to the due date or scheduled date.

6.5.1.3 Sync over Wi-Fi or cellular

In Settings > Sync Over, you can choose to allow syncing only over Wi-Fi or over Wi-Fi and cellular.
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6.5.1.4 Sync Profile

The Sync Profile settings lets you choose to automatically download assigned events or tasks to your
mobile device.

To enable automatic syncing, go to Settings > Sync Profile, and then enable the toggles for events or
tasks.

ey g= The sync profile settings are off by default.

If a sync toggle is disabled and you sync your device, work items are not downloaded to your device.

If you have assigned work items on your device and turn off one of the sync toggles, you are asked to
confirm whether you want to remove the work items from your assignments and unlock them in
Completions (web).

6.6 PUSH NOTIFICATIONS

You can setup push notifications on your iOS mobile device to alert you of any updates of assigned
events and tasks. Use the iOS notification settings to control notification alerts.
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16:21 4
¢ Compliance  Motifications
Allow Matifications

4 Immediate Delivery

8 Scheduln?d Summary

sl

Lock Scroen Motification Center
Banner Style
Sounds

Badges

Anmounce Notifications

Completions User Guide

When an assigned item is set up, you receive a notification on your mobile device.
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Verizon

945

Monday, August 1
Completions
Event Title - 07/27/2022

Completions Tue 15:00
Task Title - Due: 07/29,/2022

Task description goes here ...

You can tap on the notification to launch the application automatically. If you are logged in, it takes

you directly to the item in the To do list. You must be logged into the application to receive
notifications.
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