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1 Publication Space

Publication Space is the repository for revision controlled documentation relating to a project. Documents can be shared,
reviewed, marked up and approved within iTWOcx or by downloading and uploading new revisions.

1.1 Landing Page

The landing page shows a list of folders for the project. Depending on the project structure there may be specific folders
for business units, document types, vendors etc. Users only see folders they have access to. Folder structure and
authority levels are configured by the System/Project Administrator for the project.

Folders are not being used initially but may be introduced in the future with a standard format for each
project instance.

iTWOQcx | MIRVAC ACTMP 01 ¥ Kylie Hall MIRVACKHT) £F | @ ® ® @
A * . . ~
> A Activities Publication Space 2 MORE | Q Search All folders ¥
> @ Contract Admin X . . _ -
&} > Completion Documents and O&M Manuals > 2. General Project Information £ H & Ce m |ao

> Publication Space
> QMS ‘ Y| Folder/Doc# 1 Y | Title Y Rev Y RevDate Y | Rev Status Y | Type Y Discpline Y FileFormat Y Uploadedy Y
v W Help ’ 1. Brief Compliance Matrix (1) - - - folder

2, Keying Matrix & Key Handover (0) - - - folder

3. Essential Services Matrix (0) - - - folder

4, Confined Space Register (0) - - - folder

5. HVAC Function Description (0) - - - folder

6. Shadew Report (0) - - - folder

| 7. Day Light Views and Lines of Sign analysis re - - - folder

8. Facade Reflection Analysis (0} - - - folder

9. Photography - Time-lapse significant events - - - folder

10. Marketing Documentation (0) - - - folder

11. Award Submissions (0} - - - folder

12. CPTED Report (0) - - - folder

13. Community Engagement (0} - - - folder

14, PCG Meeting Minutes (0) - - - folder

Screen Element Description

1. Folders List List of folders the user has access to. The number of sub folders or documents is shown in
brackets after the folder name.

e Click the folder icon or folder name to open the next level of folders or documents.

e Breadcrumbs are available for easy navigation to higher level folders.

e Each column can be filtered to further refine documents.

2. Document Search |A search tool to locate items within a specific folder or all folders. There are two main search
options:

1. Click McRE to view a traditional search option.

2. Type inthe search field for a dynamic search. Criteria can be added to narrow the search. A
complete list is available by pressing /. Use * for wild card searches.

Some examples of searchable items include Document #, Uploaded By, Revision Status,
Keyword and File Type.
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Screen Element Description

3. Actions Allows for additional actions to add items and change the view of the folder. Hover over the
button to see the name.

Icon Description

T Add Placeholder - ability to add a placeholder for a future document. Add
the document number, revision status and any other criteria.

& Upload - used to add a new document to the current folder. Opens a pop up
— to browse for documents.
e Add Folder - used to create a new sub folder.
I Columns - add or remove columns from the display.
i 0 Basket — used to gather documents together across multiple folders. Useful

to create a bulk list of documents to download, print, move or distribute.

The columns can be added / removed where needed and there is the ability to filter the list by a specific attribute.
Discipline File Format Y Stage

Mechanical

Landscape
Mechanical Legal
Landscape Marketing
Mechanical
Landscape

Project Administration
Health Safety

1 items selected

Clear All Clear

1.2 Document Icons

At the lowest folder level, the individual documents are visible.

|TWch | Aconex Replacement Config Project v Kylie Hall (MIRVAC-KH) @ | @ @ @ @
o E 4 . . _
> A Activities Publication Space MORE| | Q@ Search All folders v
> @ Contract Admin L
& Contracts @ > Training G b 2 ] | o

> B Correspondance Y| Folder/Doc # 1 Y| Ttle Y| Rev Y| RevDate Y | RevStatus Y| Type Y Discipline T FileFormat Y| Stage

> Publication Space i A103-ARCHITECTURAL PLAN A 29-APR-22 1134 AM  Preliminary Plan Architectural pdf ACTIVE
PDF

> QMs

S 07 Tt Eg g DOT-ME-BIT-3000-0001 1 05-MAY-22 0740 AM  Accepted - Mirvac  Drawing - Other  Mechanical txt ACTIVE

enders

> ¢f Configure Q ¥ DOT-ME-BIT-3000-0002 H 04-MAY-22 03:29PM  Prefiminary Drawing - Other  Mechanical txt ACTIVE

> N Help
J TRN-123 TEST B 13-APR-2208:13 AM  Submitted Scope of Works Landscape pdf ACTIVE
PDF
Q g TRN-123 TEST Garden.. D 26-APR-22 1008 AM  Resubmit - Mivac  Scope of Works Landscape docx ACTIVE
Q + TRN-456 TEST Test Doc.. - 14-APR-22 02:57 PM Preliminary Form Health Safety .. it ACTIVE

The icons provide information about the type of document and the status of the document. Refer to the table below for
more information about the icons that may appear.
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Icon Description

g Q File icons. Identifies the extension type of document.
La
= Fut For example .docx, .pdf, .xlsx, .txt, .jpeg, .png, .zip, .cad etc.
Placeholder icon. Placeholders can be created in anticipation of a document. Set the
Q attributes or rules for distribution while waiting for the document.
™ No entry symbol. Indicates the document is not available as the document has not been
? distributed to the user.
T Padlock. The document is locked or is going through a workflow. The document can be
*.ﬁ viewed, downloaded and shared but new revisions of the document can’t be added until the
workflow has finished.
Hover over the icon to see the Lock Status and details of the workflow.
; Exclamation Point (blue). Indicates a document has never been distributed.
. Exclamation Point (orange). Indicates a document requires distribution. Generally, this is after
’ a document has been through a workflow review but has not been re-distributed.
J Tick. Indicates a document has been distributed.
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2 Upload Documents
When adding documents to the project you can upload the content in two ways:

e Drag and Drop files directly to the folder
e Use the Upload Button to browse for files

Depending on the project set up there may be specific folders to upload documents to such as drawings, certifications,
reports etc. Folders are managed on a per project basis and the structure may differ.

It is best practice to navigate to the folder location before uploading as it prevents the need to move
documents at a later stage.

Once uploaded the document attributes need to be completed. iTWOcx uses the attributes of the document when
managing revisions of an existing document in the system and when searching for items. It is imperative that this is
added correctly when uploading documents.

2.1 Dragand Drop

The fastest way to add a document to iTWOcx is to use the Drag and Drop function. Navigate to the required folder and
drag the document into the folder or list.

Once added the Upload Files page is displayed.

= iTWOQOcx | Mirvac Demo Project v Kylie Hall MIRVACkH1) £F | @ @ ® @

. * i
> A Activities Up\oad Files @ Add More x
> @ Contract Admin
v Publication Space Show validated files [ Private [ Get Metadata from

> % Trensmittals

Upload% v | Doc#* v | Title | Rev* v | RevDate* v | RevStatus* v | Type*  ~ | Discipline v | Notes  ~ | Uploadeddate  ~  File forma

| UploadType  ~
(@ Recent Activity

Document Review

@ Version Sets New KH-123 TEST A 21-Mar-22 1505 0 21-Mar-22 15:05 pdf

v [ Folders

\Completion Documents and 0&M Manuals\Test Folder\

> I Completion Documents :
Im Drawings (3)
8 OMR: O&M Register
> b ams
> # Tenders
N Help
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Step Description

1. Complete required |Complete the required for the document by selecting options from the dropdown
Attributes menus. Mandatory items are marked with an asterisk (*).
| Upload Type ~ ‘ Upload % ~ ‘ Doc#~ ~ ‘ Title Reaw* ~ | Rev Date™ ~ | Rev Status™® ~

\Completion Documents and 0&M Manuals\Test Folder\

KH-123 TEST A 21-Mar-22 15:20 v

Accepted - Mirvac
Resubmit - Mirvac

Submitted

2. Click Upload After clicking the upload button, the Distribution Popup screen appears. Refer to
section for steps.

If you do not have permission to upload to a specific folder a message is displayed.

Informational Message X

You do not have permission to upload to this folder.

OK

2.2 Upload Button

Another method to add documents is via the upload dialogue box.

= iTWQcx | Mirvac Demo Project ¥ Kylie Hall (MIRVAC-KH1) | @@ ® @
B ~ . . _
> A Activities Publication Space MORE| | @ Search Allfolders v
> @ Contract Admin .
fat > Completion Documents and Q&M Manuals > Test Folder &, UPLOAD Ce M &0
v [ Publication Space
> % Transmittals ‘ Y| Folder/Doc # 1 Y Tile Y Rev Y| RevDate Y | RevStatus Y Type Y Ditcplne Y| FileFormat Y| Uploaded By

(@ Recent Activity
Document Review
@ version Sets
~ [ Folders
v Il Completion Documents ¢
> Im 1. Pre Development Inft
> Bm 2. General Project Infon
> I 3. Certifications (0)
> Im 4. Reports (0)
> Im 5. As-Built Documentat
> I 6. Operation & Ma'\nteri
> B 7. HSE - DOOR (0)
> I 8. Fine Tuning (0)
> Im 9. Digital (0)
2> Im 10. Property Managem:
I Test Folder (0)
Bm Test Folder 2 (0)
I Drawings (3)
g OMR: O&M Register
> m QMs
> ¥ Tenders
N Help
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Step Description

1. Click Upload Navigate to the required folder in Publication Space and click Upload.
2. Locate Document |Browse files to locate the required document to upload. Click Open.
and click Open PS
« < 4 Bl s ThisPC » Desktop v |0 O Search Desktop
Organise = Mew folder =z » [MH 0

|| Documents ~ MName . Status Date medified Type Size

& Downloads my stuff =2 File folder

=] Pictures 3] KH-123 test (A).docx ® Microsoft Word D... 12KB

[ Desktop & KH-123 test (A).pdf ] Microsoft Edge P... TKB

J», Music ﬁ Microsoft Teams @ Shortcut 3KB
my stuff =] stuffbxt @ Text Document 0KB
templates and g

@ OneDrive - Mirvac

[ Desktop

|5 Documents
Microsoft Teams

&=| Pictures

v
File name: | KH-123 test (A).pdf ~ | | All Files {(*%) ~
Open Cancel

Once added the Upload Files page is displayed.

= iTWOQOcx |

Mirvac Demo Project ¥ Kylie Hall MIRVAC-kH1) £¥ | ® @ ® @
> A Activities

Bulk Edit Add More Upload (1) 4
> & Contract Admin

v Publication Space Show validated files [ Private B Get Metadata from Filename

Upload Files

> % Transmittals
(‘3 .
Doc #* ~ | Title Rev™ ~ | RewDate™ ~ | Rev Status™ ~ | Type” ~ | Discipline ~ | Notes ~ | Uploaded date ~ | File forma

| Upload Type ~ | Upload % >
@ Recent Activity

Document Review

©) vemmoaE LED KH-123 TEST A 21-Mar-22 15:05 ° 21-Mar-22 15:05 pdf

~ [ Folders

\Completion Documents and 0&M Manuals\Test Folder\

> I Completion Documents ¢
Im Drawings (3)
Fd OMR: O&M Register
> m QMs
> # Tenders
N Help
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Step Description

3. Complete required |Complete the required for the document by selecting options from the dropdown
Attributes menus. Mandatory items are marked with an asterisk (*).
‘ Upload Type ~ | Upload % ~ ‘ Doc #* ~ ‘ Title Rev* ~ | RevDate™ ~ | Rev Status*® ~

\Completion Documents and O&M Manuals\Test Folder\

New KH-123 TEST A 21-Mar-22 15:20 -
Accepted - Mirvac
Resubmit - Mirvac
Submitted
4. Click Upload After clicking the upload button, the Distribution Popup screen appears. Refer to

section for steps.

2.3 Adding Zip Files

Zipped/compressed folders can be added to iTWOcx by or via the button. iTWOcx presents a popup
giving the option to either unzip the files or not. The required attributes need to be completed as normal.

‘ There are zipped files in this upload.
Would you like to upzip them?

No Thanks! Yes unzip files

You can always manually upzip files by clicking Unzip in the

New
m - Upload page

2.4 Adding Multiple Documents

There are times when multiple documents need to be uploaded. iTWOcx can manage the addition of up to 2000
documents at once. There are no file size restrictions for individual or bulk uploads.

Multiple documents can be uploaded by or via the button.

After adding the documents, the Upload screen shows each document and their upload status. To complete the attributes
for each document, the Bulk Edit feature can manage all documents at the same time.

= iTWOcx | MIRVAC AC TMPOT v Kylie Hall MIRVAC-KHT) £ | @ ® ® @
»

R e Upload Files

> & Contract Admin

v Publication Space W show validated files [ Private [ Get Metadata from Filename

> % Transmittals
(@ Recent Activity
Document Review

Upload % ~

|L|p:a:r;.-pe ~ Doc #* V|Tte Rev® v | RevDate* ~ | Rev Status™ v | Type ~ Notes v Uploadeddste  ~ Fileformat v Size  ~

\Completion Documents and 0&M Manuals\Test Folder 2\

v Il Completion Documents &

@ Version Sets KH-123 TEST A 22-Mar-22 1127 | Under Review 22-Mar-22 11:27 doex 0.01MB
v m Folders
KH-123 TEST A 22-Mar-22 1127 | Under Review 22-Mar-22 11:27 paf 0.01MB

> Im 1. Pre Development Inft New STUFF E 22-Mar-221127 | Under Review 22-Mar-22 11:27 bt OME |
> M 2. General Project Infon

> Im 3. Certifications (0)

> Im 4. Reports (0)

> Im 5. As-Built Documentat

‘ Description

1. Click Bulk Edit Click Bulk Edit to open the bulk edit control panel.
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Mirvac Demo Project ¥

iTWOcx | Kylie Hall (MIRVAC-kH1) ¥ | @ ® ® @
>#swe " Upload Files

> @ Contract Admin

1 File Selected

v Publication Space Show validated files
£ & TrmmiE: ‘ Upload Type v| Upload %~ | Doc#* «|Tile |Re* | RevDate* | RevStatus™ ol g v | ol EEEIETEEE
© Recent Activity Mo Upload Template Applicd v
Document Review ‘ompletion Documents and 0&M Manuals\Test Folder\ e
@ Version Sets New KH-123 TEST A 21-Mar-22 1505 Submitted Text
v I Folders
> I Completion Documents ¢ e e Date -
I Drawings (3) 5 o
F§ OMR: O&M Register Rev Status *
> aQMms Please select a status v
> ¥ Tenders Type*
N Help Please select 3 type v
| Discipline
Please select 3 discipline v
Notes
Always unzip compressed files
Stage
Save as Upload Template
O
Step ‘ Description
2. Complete fields Complete the mandatory fields and optional fields where required.
3. Applyto Click Apply to Selected or Apply to All and the attributes are populated across the files.
Documents
4. Click Upload Click Upload and then distribute where required.
e ™
@ Uploaded documents are automatically available to all members of the project from your company.
You'll need to distribute the document to provide access to anyone outside your company.
\ J

2.4.1 Upload Template

If the attributes completed is common for documents that will be uploaded in the future, the details can be saved as a
template. Complete the fields and save as upload template.

Save as Upload Template

When documents are uploaded in the future, select the applicable upload template from the dropdown menu to prefill the
details.

Upload Template

MNo Upload Template Applied v
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2.5 Naming Convention / Attributes

iTWOcx has inbuilt smarts that populates some of the metadata / attributes based on the filename of the document being
uploaded when a standard naming convention is used. It also uses the filename to determine whether a document is a
new document or a revision of an existing document.

A standard naming convention is recommended for project files where possible and includes the discipline, document
number and current revision. The preferred format is:

Discipline Code Unique Identifier Company Code
|| |

2 letter code Number, title or A . Number or Letter in
description [Tor()

e Discipline Code = 2 letter prefix denoting the discipline (e.g. AR = Architecture)

e Unique Identifier = pre-defined doc number system (e.g. codes used by Mirvac Design), the document title or a code
indicating building and floor.

e Company Code = each company is represented by a 4 letter code. This is either the first 4 letters of their name or a
logical fit (e.g. initial). Note: this is not mandatory for Mirvac Design but is highly recommended.

e Revision = current revision of the document. Revisions must be listed within brackets [] or () for version control.
e Use hyphen within document name (e.g. AU-council approval-MDEV(3].pdf).

Here is an example using the preferred naming convention ME-4003-MDES|1].txt

This filename structure pre-populates the relevant fields when uploaded (doc #, revision and file format).

Upload Files

Show validated files [ Private Get Metadata from Filename

Doc #* ~ | Title Rev® ~ | RevDate™ ~ | RevStatus™ ~ | Type™ ~ | Discipline® ~ | Notes ~ | Uploaded date ~ | File format ~ | Size

Upload Type ~ | Upload % ~

Controlled Documents\

ME-4003-MDES 1 24-Aug-22 1242 24-Aug-22 12:42 tuct OMB

The remaining mandatory fields, marked with a red asterisk, are to be manually updated. These include:

e Title — name of the document

e Revision Status — preliminary, for construction etc

e Document Type — drawing, plan, model, schedule, etc

e Discipline — architectural, electrical, HSE, marketing etc

Other fields may be required for different divisions or stages of the project but are not used across the whole project.
Ensure to update attributes where required.

Automatic document numbering / naming may be introduced in the future. This will create the unique
document identifier based off the metadata applied at the time of upload.

2.5.1 Editing Name / Attributes

Once a document has been uploaded, the document attributes can be changed if required. Ideally this should only be
done to correct errors, as changing a document name may impact version control.

To change the attributes of a document, view the document and access the details pane.
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1
TRMN-456 TEST Revision | _ n Details Access History Linked Issues

Title
Test Document
This is & document Doc £
TRN-456 TEST
Rev Rev Date
- 15-APR-22 00:27
Rev Status
Preliminary
Uploaded By
MIRVAC-KH
Type
Form
Discipline
Health Safety & Environmental

Notes

Green Star Category *

Stage *

Area f Room *

2

Step ‘ Description

1. Click Details Open the details pane

2. Click Edit Click edit

3. Change Details Type new details in the field or select the required option from the dropdown menu
4. Click Save Click Save

2.6 Revisions

When uploading a new version of a document, the system recognises it as a revision. iTWOcx can also identify if the
document already resides in another folder within the project instance.

When uploading a new version of an existing document, the Upload Type column displays

Upload Files x

show validated files [ Private Get Metadata from Filename

‘ Upload Type V‘ Upload S v | Doc#* ~ | Title Rev* ~ | RevDate* v | Rew Status* ~ | Type v | Notes ~ | Uploaded date ~ | File format ~ | Size v

Completion Documents and 0&M Manuals\Training\,

TRN-123 TEST g 23-Mar-22 12:34 23-Mar-22 1254 docx 0.01me
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The system prepopulates the Rev field with the next in the series (letter or number). To continue with the upload,
complete the remaining attributes and click upload.

When uploading a new version of an existing document that is in a different folder location, the Upload Type column

displays both the Revision and a Caution icon mm

Upload Files x

Show validated files ([ Private Get Metadata from Filename

|Up|:aET‘prE v | Upload% | Doc#* v | Title | Rev*  ~ | RevDate* v | Rev Status* ~ | Type v |Notes ~|Uploadeddate v Fileformat ~  Size

Completion Documents and 08M Manuals\Training\

mﬂ TRN-123 TEST E 23-Mar-22 12:58 23-Mar-22 12:58 docx 0.01MB

There are two options, move the new document to the same location as the original document, or move the original
document and the new version to the new folder location. If neither option is right, the alternate option is to rename the
file and create a new document.

Click the caution icon to see the confirmation pop up asking whether the document should be moved to the new
document location.

Confirmation X

Do you wish to move this document to
Completion Documents and O&M ManualsTest
Folder 247

Mo Yes

2.6.1 Revision Sequence Checking

iTWOcx has an inbuilt revision sequence check. If a document is uploaded that conflicts with the current revision in the
system an alert is displayed.

Revision Sequence Checking x

These revizions look like they are out of sequence.
Please correct and retry.

Uploading... Conflicted Revision

Doc= Rev Rev Date Rev Rev Date

TRM-123 TEST A 27-Apr-22 02:10 PM B 13-Apr-22 08:13 AM

If you are trying to upload an older revision please correct

*- o e rying P P

- the revision date.

“:- < If you are trying to make this revision the latest choose a
> higher revision code.

The conflict is displayed showing the revision and the date uploaded to the system. If the previous revision needs to be
uploaded, the revision date needs to be changed to sometime prior to the current version.
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3 Distribute Documents

After , the next step is to share it with the relevant people. This is achieved by distributing the
document as a transmittal.

Distribution can be done at the time of document upload or at any point after it has been uploaded, via manual
distribution, using a distribution list or via automatic distribution (note: the automatic distribution feature is currently
switched off but may be turned on at a later date).

To share a document the recipient needs to be a user within the system. To have a user added, contact the
System/Project administrator.

3.1 Distribute at Time of Upload
After uploading, the Distribution pop up is displayed. The Transmittal Status is Closed and cannot be changed.
Distribution - X
Distribution
TRANSMITTAL STATUS CLOSED
E) Fields -

0 Sent for *

= Show More

° & Attachments v

@V Manual Distribution

Select recipients manually

&
a Distribute Using a Distribution list

7—
D-li— e o
% || Use a pre-defined list of recipients for distribution

Automatic Distribution

?_@/_H
n/v\_h Distribute based on previous recipients of these files.
Skip Distribution Skip & Apply Workflow
Step Description
1. Select Sent For The Sent for field is used to indicate the action required for the recipients. Select the type of
reason action required.
Sent for *
A4
ACT: Action
APP: Approval
ARCH: Archive

CERT: Certification
CONST: Construction

COST: Costing

2. Add attachments | Attachments can be added to the transmittal to share non controlled documents.

Any document added as an attachment is not uploaded to the Publication Space. This is a
useful way to send supplementary information.
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Step Description

3. Select Distribution | There are three types of distribution:

Method ¢ Manual distribution is used to manually select the recipients each time. This can be

individuals, companies or roles / groups.

e Distribution lists can be created and used when documents are sent to the same
people/groups frequently.

e Automatic distribution is used to distribute a new revision of an existing to everyone that
received a previous version of the document. It is also available when there is an
automatic distribution set up for the folder.

Note: Automatic distribution is current disabled.

3.1.1 Manual Distribution

Selecting Manual Distribution presents the following screen.

Distribution -
Distribution
‘ Distribute to these recipients (] Hidden [ Private
Info
° Yardi Voyager (API-ASA) X | Data Reporting (API-DR) X
Title

Manual Distribution
Send message

B 7 U S SegoeU apt

|=
r
1]
1]
4

Step Description

1. Click Distribution to | Select the users to receive the documents that are required to take action. This can be an
these recipients individual, company, role etc.

[
w
]
i

Start typing names to filter the list

Distribute ta these recipients [ Hidden [ Private
ele x

Carmen Tonelete (A2K-CT)

Electrical Contractor ELET (ELET -¥)

Electrical Contractor ELE2 (ELE2 -¥)

Craig Thomson (HMC) (ELE1-CT)
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Step Description

2. Add usersto the
Info field

Add additional people to the Info field. These are the users that are not required to take action
but may need to be informed about the transmittal.

Note — some users will be prepopulated by the system and cannot be removed.

3. Enter title and
message

Add a relevant title and message, including any required action. This information appears in
the email notification that is sent to all users.

4. Add QuickText
(if required)

The QuickText option may be required. This is a templated message that has been created to
be included for transmittals or correspondence, either shared across a project or created and
used only by an individual user.

Examples: A standard message outlining the required timeframe for a response based on the
contract obligations. A personal message indicating office hours of a user.

5. Click Done Once the details have been updated, click done.
The distribution popup is displayed with the number of recipients.
§ @-" Manual Distribution .3.
D _{ ) B Recipients
& Select recipients manually Cancel
6. Click Done Click Done on the main transmittal screen to send the transmittal.

the transmittal with their name / company only. Recipients also see the name for anyone from the same

® It is possible to hide the names of recipients by ticking the Hidden checkbox. Recipients receive a copy of

company. Anyone in the Info field is visible to all recipients.

3.1.2 Distribution List

Selecting Distribute Using a Distribution list presents the following screen.

Distribution

Distribution

Distribute to these recipients

Title

Add New

[ Hidden [J Private

a Distribute Using a Distribution list

Send message

B U S SegoeUl
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Step Description

1. Click Distribution to
these recipients

Select the distribution list.

Distribution
| Add New
ELEC Private
MECH

The users from the distribution list are the populated into the relevant fields.
Distribution

m Add New

Distribute to these recipients [ Hidden [ Private
Ashton Briggs (HMC)(ELE2-AB) | Craig Thomson (HMC){ELE1-CT)
Info

2. Enter title and
message

Add a relevant title and message, including any required action. This information appears in
the email notification that is sent to all users.

3. Add QuickText
(if required)

The QuickText option may be required. This is a templated message that has been created to
be included for transmittals or correspondence, either shared across a project or created and
used only by an individual user.

Examples: A standard message outlining the required timeframe for a response based on the
contract obligations. A personal message indicating office hours of a user.

4. Click Done

Once the details have been updated, click done.

The distribution popup is displayed with the number of recipients.

a—| Distribute Using a Distribution list .4.
N-|2— Recipients

|| Use a pre-defined list of recipients for distribution Cancel

5. Click Done

Click Done on the main transmittal screen to send the transmittal.

If a new distribution list is required, refer to the section.

3.1.3 Automatic Distribution

Selecting Automatic Distribution presents the following screen. It shows a list of users that received a version of the
document based on previous distribution or folder settings.
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Distribution

Automatic Distribution

Distribution based on previous recipients of these files, or recipients in Folder Settings.

°Rec'o'9'1ts

Data Reporting (API-DR)

......

Screen Element

1. Recipients

Documents °

° Show Excluded
O MName Title Mew Rev Previous Rev

. ] TRN-123 TEST C B

Cancel

‘ Description ‘

A list of recipients who have received a copy of the previous document revision are displayed.
This includes people in both the action and info fields.

For folder-based workflows, the list shows users set to receive new documents and revisions.

2. Numbers

The numbers indicate how many of the documents from the transmittal the user will receive.

To ensure the user receives the new version highlight the name and tick the checkbox in the
Document section.

Note: This needs to be actioned for each recipient.

3. Broadcast

The broadcast icon allows for personal notifications settings to be overwritten.

Recipients Show Excluded
O& B om

“oowe [mINENS

Data Reporting (API-DR) 0/1 m O O O
Lauren (MIRVAC-LW) o [ 0 OO

Tick the relevant boxes to either suppress notification, force email notification or to indicate
the transmittal will be delivered by hand to the user.

4. Include / Exclude

The Include / Exclude button is used to toggle whether a recipient will receive the transmittal.

To prevent the document being sent to a user, click Exclude.

5. Documents

The document screen displays the current revision being distributed.

If the user is highlighted, the details of the previous revisions received are displayed on the
right hand side.

6. Next

Once selection has been made the Next button returns to the Automatic Distribution screen.
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Automatic Distribution

Distribution based on previous recipients of these files, or recipients in Folder Settings.

Info

Title

G\ummatic Distribution
end message

B 7 U S SegoeUl

e

Step

1. Enter title and
message

gpt A A = E G

Cancel

‘ Description ‘

Add a relevant title and message, including any required action. This information appears in
the email notification that is sent to all users.

2. Add QuickText
(if required)

The QuickText option may be required. This is a templated message that has been created to
be included for transmittals or correspondence, either shared across a project or created and
used only by an individual user.

Examples: A standard message outlining the required timeframe for a response based on the
contract obligations. A personal message indicating office hours of a user.

3. Click Done Once the details have been updated, click done.
The distribution popup is displayed with the number of recipients.
&, T /# | Automatic Distribution .3.
o—E3—0 Recipients

n/v\n Distribute based on previous recipients of these files. Cancel
4. Click Done Click Done on the main transmittal screen to send the transmittal.
( )

® The automatic distribution feature is not currently active but may be turned on in the future.

. J

3.2 Distribute a Document from the Tool Bar

At times existing documents need to be shared to additional users. The document can be shared directly the folder list or
when viewing the document within iTWOcx.
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Publication Space MORE| | @ Search
fat > Completion Documents and O&M Manuals > Training

| h i | Folder/Doc# 1 Y Title Y FRev Y RevDate h

! TRN-123 TEST 5 IR

Step

1. Select Document

‘ Description

Locate the document in the relevant folder.

Rev Status Y Type

Resubmit - Mir...

Y | Discipline

T

»

All folders v

LS ls m |uwo

File Format Y | Uploaded By h i

docx

Kylie Hall

2. Click Distribute

Click the distribute icon from the toolbar.

N

==

The distribution pop up displays. The remaining steps are the same as

@ If you are not ready to distribute a document, you can Skip Distribution. Remember, the document will not

be visible to anyone outside your company until you distribute it

3.3 Using the Basket

At times it may be necessary to send a group of documents that exist in different folders. This is where the basket is
most useful. The basket is a shopping cart where documents from various folders and locations are collected and

distributed in one transmittal.
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Publication Space

MORE| | @ Search

fat > Completion Documents and O&M Manuals > Test Folder 2

‘ T| Folder/Doc# 1 Y Title Y | Rev Y | Rev Date Y Rev Status Y Type Y Discipline

! 12345

Y [ B9 [ [0) BV

AD01

N A1003
1 A101

' A1011

]
=l
5

1 A1012

! A1013

1 AlD19

IPIRIRIEI I I

i
]
v
¥
=)
wn

Step

1. Select Documents

placeholder test

1st Floor Room...

1 _ATILES 3 17-FEB-22 10n.  Accepted - MA..,

Submitted

Under Review

Level 10 Floor... A 01-MAR-22 1...  Accepted - MA...

Level 2 Floor PL...

Resubmit - Mir...

Level 11 Floor... A 06-DEC-2108... Resubmit - Mir.. Manual

Level 11 Heor ...
Level 11 Floor ...

Level 14 Floor ...

‘ Description

Resubmit - Mir...

Resubmit - Mir...

Resubmit - Mir...

Under Review

Under Review

Under Review

Under Review

Resubmit - Mir...

Resubmit - Mir...

Resubmit - Mir...

Navigate to the relevant folder and select the required documents.

All folders v

2 | s Q i 0
Y  File Format Uploaded

pdf Craig Tho

Craig Tho
pdf Craig Tho
Craig Tho
pdf Craig Tho
Craig Tho
Craig Tho
Craig Tho
Craig Tho
Account b
Craig Tho
Craig Tho
Craig Tho
Craig Tho

Jan Stever
o

3

2. Click Add to Basket

-

Click the Add to Basket icon from the toolbar.

Navigate to other folders and continue adding to basket as needed.

3. Click Basket

W0 3 BASKET

The Basket displays.

Once all documents are gathered, Click the Basket in the top right.

4. Select Tools >
Distribute

Basket 0 of 3 selected

‘ ‘ Y| Doc# Y Tite T
N NEW TEXT DOCUMENT - COPY VI Test 02122021
I
' 1011 Level 11 Figor ...
POF|
v #1003 Level 10 Floor ..

POF|

The remaining steps are the same as

| Distribute

Select Tools > Distribute from the dropdown menu.

Tools v Columns Bulk Edit Empty Basket Download All

Remove Selected Rev Status Y Type Y Discipline

vove Selected
Move Select; Finslied

Add to Version Set
Resubmit - Mir...  Manual

| Create Tender Package | Accepted - MA..

Apply Workflow
Retire

Export to Excel

Y| FileFormat Y| Uploaded By 1

bt Craig Thomson [...
pdf Craig Thomson (...
pdf Craig Thomson [...
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3.4 Distribute via Workflow

A workflow is used to send documents along a defined path before being distributed. This may involve one or more
reviewers to approve the document before it can move to the next step in the workflow.

Workflows may be set up on a folder to automatically take effect on any uploaded document, applied when distributing a
document or set on an individual existing document or basket of documents.

Publication Space MORE| | @ Search All folders ¥
2t > Completion Documents and O&M Manuals > Training £ i LA (e M | &@o
0 ‘ Y | Folder/Doc# 1t Y | Title Y Rev Y RevDate Y | Rev Status Y | Type Y | Discipline Y | File Format
1 TRN-123 TEST B 23-MAR-22 1...  Resubmit - Mir... docx
BOCX|

Step Description

1. Select Document |Navigate to the relevant folder and select the required document.

2. Click Apply Click the Apply Workflow icon

Workflow

The configured workflows appear.
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— e AN s
(“hoose Workflow TITLE
ck which workflow you would like to use Pocument(s) for 0&M Manuals Workflow

y als Wi
@ O&M Manuals Workflo INFO USERS

(O O&M Manuals Workflow v2 Vardi Ve (API-ASA) X | Data R ing (API-DR) X
Site Engineer / Project Engineer (SEPEC) X

REVIEW NOTES

ATTACHMENTS

I Select files...

Workflow Security

Norma v
Design Issue Addressing

Document Uploader v
Generating Consolidated Mark up

Manually v

Mirvac Review 1.1 . Ly
i ) 10 » dayls)
Alice Craven (MIRVAC-AC...

Consultant Review 1.1 _ A . i

Assocate Cancel Apply

Step ‘ Description

3. Select Workflow Select the workflow from the list and the details populate on the right hand side of the screen.
Review the recipients and the flow to ensure the correct workflow is selected

Note: If there is only one workflow configured the choose workflow part of the screen is not
displayed.

4. Click Apply With the correct workflow selected, click Apply.
Apply

The workflow transmittal is sent to the required users.

4 )

The lock icon on a document means a workflow has been applied. A new version of the document
cannot be added until the workflow is complete.

Hover over the document name and click the hyperlink to see the workflow.

Lock Status Locked By Workflow WTX#£0027
- /

Once the workflow has reached the end, the documents are unlocked. Approved documents are distributed (if set up to
auto distribute) and versions can be accessed to review mark ups and/or add new versions. A summary transmittal is
issued with the status of each document to the users involved in the workflow.

Workflows are created and maintained by selected users. Refer to the section for steps.

Page 24 of 86 iTWOcx Publication Space-v1.1.docx MIRVAC GROUP Confidential



3.5 Version Sets

A version set is a bundle of documents that reflect a moment of time. The documents can still be updated and
superseded within the standard folder, but the documents within the version set will not change. This is useful for
creating point in time documentation for specific project milestones.

Version Sets are created by selecting files in a folder and selecting the Add to Version Set icon in the toolbar.

Publication Space
fat > Completion Documents and O&M Manuals

‘ Y‘ Folder/Doc # 4

1 _ATILES
PDF
@ 1 12345
0 B ®
v A1003
PDF
E 1 A101
' at011
POF
E 1 £1012
E 1 A1013
B 1 A1014
E 1 1015
E . A1016
E ' A1018
E 1 A1019
@ 1 A701
D 1 AR e
4 < o 2w m 25 ¥

MORE| | @ Search

Test Folder 2 7

Y | Title Y | Rev Y | Rev Date

3 17-FEB-22 10:..

placeholder test

1st Floor Room...
Level 10 Floor... A
Level 2 Floor Pl...
Level 11 Floor... A

Level 11 Floor ...

vel 11 Floor ...

.
o

m
w

14 Floor ..

m
ri\

15 Floor ..

16 Floor ...

m
m

18 Floor ...

m
m

19 Floor ...

m
m

Level 7 Floor Pl...

01-MAR-22 1...

06-DEC-21 08...

Rev Status T | Type

Accepted - MA..,
Submitted
Under Review
Accepted - MA...

Resubmit - Mir...

Resubmit - Mir...  Manual

Resubmit - Mir...

Resubmit - Mir...

Resubmit - Mir...

Under Review

Under Review

Under Review

Under Review

Resubmit - Mir...

All folders v
LA i I || o
Y Discipline Y  File Format

pdf

pdf

pdf

Step Description

1. Select files

Select the files from the folder

2. Click Add to
Version Set

Click the Add to Version Set icon from the toolbar.

The Add to Version Set popup displays.

Add to Version Se

Choose a version set to add selected files

Please select a version set v

Or Create 3 new version set to add selected files

Create a new version set

Cancel
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To add documents to an existing version set, select the item from the dropdown menu. To Create a new version set, click
the Create a new version set button.

Create Version Set "

Mame

Description

Who has access to this version set?
[ Everyone in my company
Myself and only these people

Who can edit this version set?
e Project Admins [PROJECTADMINS] X
Register Admins [REGISTERADMINS] X

4
Cancel Done
Step ‘ Description ‘
1. Add Name and Enter a name for the version set. This name displays in the menu frame.
Description A short description should be included to provide extra context.

Set access level to the version set. Either tick everyone in my company or manually add
users/groups.

2. Select access level

3. Add editable users |Add users that can edit the version set.

4. Click Done Click Done to save the version set.

@ The naming of a Versions Set should indicate the content/reason and the date.

For example: Electrical Documents 11/11/2022.

Version Sets are also created by adding files to the basket and selecting Tools > Add to Version Set.

Basket 0 of 3 selected Select All Tools v Columns Bulk Edit Empty Basket Download All X

| | Y | Doc# Y Title T Remove Selected Rev Status Y | Type Y  Discipline Y  File Format Y Uploaded By h|
Move Selected
W NEW TEXT DOCUMENT - COPY VI Test 02122021 Finalised tt Craig Thomson (...
X1
Add to Version Set
1 Al01 Level 11 Floor.. o+ . Resubmit - Mir..  Manual pdf Craig Thomson (...
PDE Distribute
~ A1003 Level 10 Floor..  © Create Tender Package — Accepted - MAL. pdf Craig Thomson (...
PDF
Apply Workflow
Retire

Export to Excel
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3.5.1 View Version Sets

Version sets can be viewed at any time by clicking on Version Sets in the menu frame.

— iTWch ‘ Aconex Replacement Config Project ¥ Kylie Hall (MIRVAC-KH) @ | @ @ ® @
o »
> Mp Activities \/“’ciO’" %e_— MORE| | Q Search
VEDS 2B8Ls
> & Correspondence
W |5 Fublication Space Test Version Set 28-4-2022
@® Recent Activity Created by Kylie Hall [MIRVAC-KH)  Created on 27-Apr-22 10:35:19 PM  Last Modified 27-Apr-22 10:35:27 PM Documents

Document Review

> Im Folders
B8 OMR: O&M Register
> m ams
N Help

The version set details are listed, with the number of documents. The version set can be edited or removed depending on
the access level provided when it was created.

3.6 Create a Distribution List

Distribution lists are created to make it easy to distribute documents to a set of users, rather than manually adding each
time. Distribution lists can be created by anyone and shared with the project or only a few selected users.

A new Distribution List is created at the time of distribution from the Distribute Using a Distribution list option.

Distribute Using a Distribution list

Use a pre-defined list of recipients for distribution

Distribution - X
Distribution
‘ Add New
Distribute to these recipients [ Hidden [ Private
Title

Distribute Using a Distribution list
Send message

B 7 YU & Segoeu apt

|=
=
[1]]
1]
§

‘ Description

1. Click Add New To create a new distribution list, click the add new button.

The Create Distribution List popup is displayed
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Distribution =)
Create Distribution List

What do you want to call this list?

Who can use this list?

’C hoose Recipients

Step ‘ Description ‘

2. Add Name Enter a name for the distribution list.

3. Add Users who can |Add the name of any users that can access the list. This can be individual users, groups / roles

use the list or a company.
4. Add recipients Add the users that will receive the documents.
5. Click Done Click Done to save the distribution list.

3.7 Edit / Delete a Distribution List

Once a distribution list has been created, the list can be edited or retired.

= iTWOcx |

Activit A CONTACT DETAILS
D 4 AEIHIES Naotifications ToDa List v Filtar

Kylie Hall MIRVACKH) £} | @ ® ® @

Aconex Replacement Config Project ¥

> & Contract Admin
& Contracts

UTILITIES
PROJECT REPORT
MULTI-PROJECT SUMMARY

v B Correspondence & 30-MAY-22  Lauren Wilcockson DTX#0066 Distribute Using a Distribution
&+ CA: Consultants Advice @  09-MAY-22  ADMIN WTX£0008 Test Review
@ DCN: Design Change Notic
B EML: Incoming Email
() EOT: Exiension of Time
I+ GEN: General Corresponde
&= INS: Instruction
== INSDEV: Developers Instrur
X NOD: Notice of Delay
= NPW: Notice to Perform W! . Nao items to display General Corr... Request for ...

) RFl: Request for \nformat\nl !

—are e TSR R R O A Tl L R

Due Date Due Time Reference = >}

= RFQ: Request for Quotatiol
= SUPINS: Superintendents |
> Publication Space

> B QMs Hotlist My Recently Cre...

D¢ TemEe CREATED  MODIFIED
> dg Configure ACTION ITEMS WY DOCS PINNED COMPANY DOCS  COMPANY ACTION ITEMS VIEWED
> Wb Help TX#0127 TX#0128
TX#0126 DRIZ0004
No results to display
TX#0123 TX#0122

View Calendar
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Step Description

1. Open Contact Click Cog > Contact Details.
Details Contact Detail screen appears.
2. Click Edit Scroll down the page to Distribution Rules section

Distribution Rules
DOCUMENT SUBMIT EBTumn off document preview

LETTERHEADS EBShow letterhead on documents
DISTRIBUTION RULES Edit Distnbution Rules
Mo rules have been specified
VERSION | Project Version
Uze Staging ServerJ
SESSION EXPIRY | 2 Days (Max 7)

SUPPORT [ Allaw my Company Administrator to log into my account

‘ Aconex Replacement Config Project ¥ Kylie Hall (MIRVAC-KH) {3} ‘ ®@E0OE

> e Activities
> @ Contract Admin Distribution L'\stse

& Contracts
DISTRIBUTIOM RULES  DISTRIBUTION LISTS ~ WORKFLOWS
> &I Correspondence

> [B Publication Space MECH: Mechanical
MS
>l q DocType ALL Access [ALL] Scope CreationAndReplies
> F Tenders Action cc Owner [PROJECTADMINS]
> o Configure
> M Help ELEC: Electrical
DocType ALL Access [ALL] Scope CreationAndReplies
Action cc Owner [PROJECTADMINS]

Design Team: Design Team

DocType TX Access RIB-AM Scope Creation

Action BLK-BB(JJIV-JV() cc Owner RIB-AM
Test Distribution List: Test Distribution List

DocType TX Access MIRVAC-KH Scope Creation

Action MIRVAC-LW(),MIRVAC-LD() cc Owner MIRVAC-KH

COOL KIDS: Cool Kids

DocType TX Access MIRVAC-LW Scope CreationAndReplies
Action MIRVAC-KH() cc Owner MIRVAC-LW

Step Description

3. Click Distribution Click the distribution list tab
List

4. Click Edit Click Edit next to the distribution list to edit / retire.
Opens the edit distribution list (separate tab).
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Edit Distribution List

MNAME | Test Distribution List
TITLE | Test Distribution List

TYPE | Distribution List: Predefined addressing lists
OWMNER | MIRVAC-KH -
APPLICABILITY | MIRVAC-KH -

APPLY TO ALL DOCTYPE [

DOC TYPE | Transmittal (TX)
e SCOPE | Document creation only
action MOVE
EXCLUDE USER ID ENUMERATE PREFERRED SELECTED FORCED SILENT REMOVE n
O | MIRvaCLW - O O a o 0o @ u
O | MIRvac-LD - O O a o o @
O - ] O ] 0o 0O @
info
EXCLUDE USER ID ENUMERATE PREFERRED SELECTED FORCED SILENT REMOVE
O - ] O ] o 0O @
6
Copy this to... Distribution Rules Retire  History
Step ‘ Description ‘
5. Make required Update the required fields depending on the action required:
changes

e Update who can use the distribution list by clicking - near applicability and selecting
the users, roles, groups etc.

e Toremove a user, click the (¥) next to their name.
e Toadd auser, clickn next to the blank action or info fields.

6. Click Save or Retire |Click Save to save changes.
Click Retire to delete the distribution list.
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3.8 Edit/ Delete a Distribution List (Admin)

Project / system administrators can edit or retire a distribution list created by any user.

= iTWch | Aconex Replacement Config Project ¥ Kylie Hall {(MIRVAC-KH) @ | @ @ @ @

o -
> & Actvties S
> @ Contract Admin
T x5 ¢2 S EEZZ2 R84 LY
&= Contracts Budget Transfer 'gj = 2 F§5 272 B =0 E ; . . . )
> C: d
i R S Era: BudgetTonstr 1B OO0 000000 @O0 00 Distribu Lists
> [B Publication Space
. f— Budget Transfer 0 Oo0o00O000 Ooooor DISTRIBUTION DISTRIBUTION LISTS  WORKFLOWS
Tzno2zZgZzzzegyget . :
# Tenders Budget Variation 'gj To=zgza 2 == 2 24 : g MECH: Mechanical
Configure o - T DocType ALL Access [ALL] Scope CreationAndRepl...
BGTNBSAL: New Original oooDooooooo ooooc
¢ Project Details ' Budget Action cC Owner [PROJECTADMI...
¢F' Document Triggers BVR Budget O OooDooooo OoooocC . .
& Uploaders Variation ELEC: Electrical
» # Modules BVRSAL:  Budget ooooooooo0o ooooc DocType ALL Access [ALL] Scope CreationAndRepl...
& Pinto Pian l faration Action cc Owner [PROJECTADMI...
| NEWBGT:  New Original (] OoOoDoooOooo OoooocC
¢ Groups Budget sxgposgzzzzesaey| Design Team: Design Team
Dashboard S22 FZE 2T EEREEAGS S
& Dashiboards Budgets = = = |§ o DocType TX Access RIB-AM Scope Creation
¥ Saved Searches X } .
‘)ﬁ Timel BGT: Construction a Ooo0oooooo OO0Ooo0ocC Action BLK-BB(.JIV-IV( CC Owner RIB-AM
imelines Budget
d’ Who Talks to Whom BGTSAL: Budget Oooooo oOoo OoooQgc Test Distribution List: Test Distribution List ’
\ / Document Types coMmmac: commmac OO0 00000000 @OOOOC DocType TX Access MIRVAC-KH Scope Creation
o" Edit Distribution Rules Action MIRVAC-LW(,M... CC Owner MIRVAC-KH
& Text Notes EST: Estimate oooooooooo®@mOooOooc
2522225 25¢2¢g ¢
¢ Utilities Calendar 2 - = G ow = Bl = 0 o= ;
> BN Help ~ ]
CAL Calendar Item ] 00 ] oo C
=Tz Qo022 2 2288 gL Er
13
E—
Step ‘ Description ‘
7. Click Configure Click Configure in the menu frame to expand the section.
This opens the configuration menu.
8. Click Edit Expand Document Types and click Edit Distribution Rules.

Distribution Rules This populates the screen on the right..

9. Click Distribution Ignore the left-hand section and click Distribution Lists tab in the right hand screen.

Lists tab This displays all current distribution lists.

10. Click Edit Locate the required distribution list and click Edit.
The Edit Distribution List page displays.

Page 31 of 86 iTWOcx Publication Space-v1.1.docx MIRVAC GROUP Confidential



Edit Distribution List

MNAME | Test Distribution List
TITLE | Test Distribution List

TYPE | Distribution List: Predefined addressing lists
OWMNER | MIRVAC-KH -
APPLICABILITY | MIRVAC-KH -

APPLY TO ALL DOCTYPE [

DOC TYPE | Transmittal (TX)
SCOPE | Document creation only
Q}n MOVE
EXCLUDE USER ID ENUMERATE PREFERRED SELECTED FORCED SILENT REMOVE n
O | MRvac-Lw O O O o 0O
© o
O | MRvACLD B - O O 0O O @
O - O O O O O ®
info
EXCLUDE USER ID ENUMERATE PREFERRED SELECTED FORCED SILENT REMOVE
O - O O O O O ®

6

Copy this to... Distribution Rules Retire  Hiswory
Step ‘ Description
11. Make required Update the required fields depending on the action required:
changes

e Update who can use the distribution list by clicking - near applicability and selecting
the users, roles, groups etc.

e Toremove a user, click the (¥) next to their name.
e Toadd auser, clickn next to the blank action or info fields.

12. Click Save Ensure to click Save otherwise the changes are lost.
Note: Click Retire to delete the distribution list.

3.9 Create QuickText

When distributing a document, the option to add a quick text message is available. These are saved messages/templates
that can be used to convey either standard messages used across a project or a personal message such as a mail
signature indicating office hours.

QuickText is created within the distribution screen (manual or distribution list).
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Distribution - X

Distribution

Distribute to these recipients ] Hidden [] Private
Info

Yardi Voyager (API-ASA) X | Data Reporting (API-DR) X
Title

Manual Distribution
Send messzage

B 7 U & SegoeUl apt A A = = REE

Description

1. Click QuickText From the distribution screen, click QuickText.

Opens the Select Quick Text window showing a list of existing QuickText options.

Q) iTWOcx - Submit - Google Chrome = O x

8 miwocx.cloudaZk.com/cxR/cx.aspx?page=docs/DocStdText8j= MGR_ACREP_018dsid=47059

Select Quick Text

Dollar Value not correct
Footer

John Valeondis - Signature
Mon General Quick text

‘ Description

2. Click New Click New.

Opens the Create Quick Text window.
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Create Quick Text

B 7 U 5 Segoel apt A A

|
thi
il
Wi
"

i

0 MNAME

APPLY TO ALL [
a OCTYPE
DOC TYPE
APPLICABILITY | ALL .
° EDITABLE | [DOCUMENTTYPEADMINS] -

Cancel Sawve

Step Description

3. Enter Message Enter the message into the comments box.
4. Addname Add a title of the QuickText. This is what appears in the list so be descriptive.
5. Select Doc Type Select the document types that the QuickText option will be available to select and apply:

e To be available for all documents and correspondence forms, select the Apply to all
doctype checkbox

e To be available for only specific documents or correspondence forms, use the dropdown
menu and select the options. Note multiple options can be selected.

6. Select Applicability |Choose who can use the QuickText. The default setting is that it is available to all. For a
and Editable personal message, ensure that this is changed.

Choose who can edit the message apart from any document admins (they should be added as
a default option).

7. Click Save Saves the QuickText message.
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4 View and Review Documents

iTWOcx allows users view documents and directly compare versions as well as mark up drawings. It also allows users to
create a Design Issue Review while viewing and marking up drawings to save time.

4.1 View Documents
There are a few ways to view documents:
e From the email notification of a transmittal

e From the transmittal menu
e Searching / navigating to the folder

4.1.1 View Documents from a Notification

When a document is distributed to users, an email notification is sent. The email contains a summary showing who sent
the transmittal, the date and a link to view the notification within iTWOcx.

There are two types of email notifications available:
e Plain text email contains a link to iTWOcx. Users will view the notification in the Activities module and can access the
documents and other comments within the system.

e Preview email contains a copy of the document that can be downloaded without the need to log into the system.
Depending on the action required, users may need to access the system to view the notification from the Activities
module or the Transmittal menu to take action.

To switch the type of notification you receive, access Settings > Contact Details and select the required
option. Further information is available in the Correspondence user guide.

4.1.2 View Documents from Transmittal Menu

Another way to view documents is from the Transmittal menu. Navigate to Publication Space > Transmittals.

= iTWch | Aconex Replacement Config Project ¥ Kylie Hall (MIRVAC-KH) @ | @ @ G) @

> # Activities
> @@ Contract Admin

PROJECT MGR_ACREP 01 REF DTX#0033

MY DOCS ACTION ITEMS  INFO ITEMS COMPANY ADDRESSED

Distribution Transmitta ° Summary @ Filter Y Contract Review 6

i Contracts AUTHOR Kylie Hall (Mirvac Group) ISSUED 04-MAY-22 12:52 PM
Sl s VetiEs) || WeEenes S| e & || AEEr 7| AR Sy ACTION Lauren Wilkcackson (MIRVAC-LW) STATUS CLOSED
v Publication Space - n . .
TR B e | METET | DR INFO Yardi Vayager (API-ASA). Data Reporting (API-DR), Kylie Ha
v % Transmittals Show More
# DBDN: Download Record 04-MAY-22 DTX#0032 04-MAY-22 | MIRVAC-KH | MIRVAC-KH
NOTES =
DRI: Design Review lssue .
= . 26-APR-22 DTX#0026 26-APR-22 | MIRVAC-KH | MIRVAC-LW From Kylie Hall (Mirvac Group)
% DTX: Distribution TX Please review and comment,
£ TX: Transmittal 26-APR-22 DTX#0025 26-APR-22 | MIRVAC-KH | MIRVAC-LW
& WTX: Document Review ~ FIELDS =
14-APR-22 DTX#0021 14-APR-22 | MIRVAC-KH | MIRVAC-LW Sent for REV: Review & Comment
@ Recent Activity
Document Review 13-APR-22 DTX#0020 13-APR-22 | MIRVAC-KH | MIRVAC-LW ATTACHMENTS
Version Sets
° I . DOCUMENTS
£ Seitings I .
I Add to Basket [iRY Tools v
> Im Folders B
ﬁ OMR: O&M Register # Doc # Title Rev | Rev Date Rev Status
> m QMs 4 Training\
> # Tenders
1 D5-4003 1| D4-MAY-22 1240PM | Preliminary
> ¢ Configure i
> Wb Help COMMENTS  show changes

CLOSED

b Dacument Created

4L o )| v 25 v 7
Show: [ Changes [ Viewers .

Views Print Excel | Download Distribute Apply Workflow Print PDF Split Associate Respond
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Screen Element Description

1. Transmittal Menu | The Transmittal Menu provides in-built views for transmittals.
Options DBDN: Download Record |Shows documents the user has downloaded.
DTX: Distribution Shows documents that have been distributed by the user.
TX: Transmittal Shows documents that have been uploaded by the user.
WTX: Document Review |Shows the transmittals sent for document review via a workflow.
2. List View Displays a list of transmittals. Click on the relevant row to display the detail on the right.
3. Notification The notification shows details of the transmittal and the documents are visible in the
Document section. The folder location is also visible (eg Training)
Documents can be opened by clicking the icon.

4.1.3 View documents from Search / Navigation

The final method of viewing a document is by searching for the item or navigating to document within the folder. For
detailed steps on how to , refer to the relevant topic.

4.2 Document Viewer

After locating the relevant document and clicking the link or icon, it opens in the Document Viewer. The document viewer
allows for comparing versions, making mark ups and viewing details and history of the document.

Revision | A . Details Access History Linked Issues

e, JAPTE e . STUDIO

; i BV

| ; UNIT 14
I STUDIO ~ = o o

LG NG
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Screen Element

Description

1.

Filename / Doc #

The filename / document number is displayed.

2. Revision Shows the revision being displayed. Use the dropdown to switch to a previous version of the
document. allows you to download revisions with mark ups as a pdf.
3. Information Tabs |The various tabs show more information about the document.
Action Description
Details Shows the metadata / attributes of the document. Fields can be edited.
Access Displays the users or groups that have access to the document and the
level of access (e.g. read, write, all).
Shows actions taken on the document in chronological order. See when
the document was uploaded, downloaded, superseded, viewed or
distributed (with links to the transmittals). Events can be toggled on / off.
Linked Shows linked forms / correspondence relating to the document.
Issues Displays any Design Review Issues or mark ups related to the revision.
Items can be toggled on / off.
3. Toolbar The toolbar lists all available actions for the document.

Description

>
(7]
=2
(=]
S

Zoom in / out.

-
=

Set zoom. Change the zoom to a set percentage or fit the screen.

Download. Downloads the document.

Compare Revision. Opens the screen. When viewing two
revisions changes are highlighted for easy comparisons.

Mark Up. Let's you the document using the inbuilt tools.

Basket. Add the document to the basket.

Version Set. Add the document to a version set.

Distribute. Share the document to other users.

Lock Doc. Locks the document to prevent it from being superseded by
other users.

Generate Link. Creates a link directly to the document, revision or page
within a document to share with others.

Workflow. Apply a workflow to the document.

DO EREED

Retire. Remove a document from being visible to others.
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4.3 Compare Revisions

A useful feature of iTWOcx is the ability to view and compare revisions of the same document. The system highlights
changes between the two versions visually.

To compare revisions open the document.

TRN-123 TEST Revision - Details Access History Linked Issues

This is a test document.

With & revision. Mare ehanges made

me B

Step Description

1. Click drop down After opening the document, click the revision dropdown menu to see the available revisions.

Select one of the revisions to view.

2. Click Compare icon | Click the Compare icon on the Document Details Toolbar.

A+B

The compare screen is displayed.
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TRM-123 TEST Revision | p n Details Access History Linked Issues

This iz & test document.
With a revision. More changes made

Compare to

Step Description

3. Select Revision Select the revisions to view as a comparison from the dropdown menu. All options are
available for selection to make it easy to trace back to when a change was made.

None
C
E @ Q Fit A4 Compare to B I!. x 4

4. View Changes Changes are shown on screen for text, shapes etc:

¢ Red - item has been removed since the revision.
e Green - item has been added since the revision.

e ™
® Compare revisions only works if the revisions are the same size / layout / zoom etc. It is best practice to

upload drawings how they come out of modelling software to maintain integrity and take advantage of
this feature.
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4.4 Mark Up Documents

As part of a review, users can mark up a document with iTWOcx using the in-built tools.

Revision | A . Details Access History Linked Issues

STUDIO - o " _ UMNGIOMG
W 1 [T

-
LnwGioms &

Form

= W G S W . SRS o

j:

Description

1. Click Mark Up Open a document and click the Mark Up icon on the Document Details Toolbar.

[#

The Mark Up Toolbar becomes available in the document viewer.

The following table shows the Mark Up Toolbar icons and their use.
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Description

Move and Pan tool. Used to move around a drawing when zoomed in.

Al
O,

Zoom in / out.

.,.l
=
L

Zoom to a set percentage or fit to screen.

Change the colour of the line or shape.

If multiple people are reviewing and marking up a document this is an easy way to distinguish
between users.

Freehand drawing tool.

Shapes. Add a rectangle, ellipse or cloud.

Lines. Add an arrow or line.

i/ E‘I
O |

Add a text box or a callout box. A callout box automatically generates a

BT
b1

Add a QR code. The QR code contains a direct link to the document in iTWOCcx. It is
recommended a QR code is added to drawings/documents that are printed and used on-site.

Add a pre-configured stamp to the document.

Note: can be configured by System / Project Administrators.

Highlight. Creates a semi-transparent rectangle.

Log Issue. Opens the screen to create a design issue whilst

marking up the diagram.

©)

Edit. Puts the mark up into edit mode to be able to move existing marked up objects, text etc.

The check icon is used to exit edit mode.

Undo and Redo actions.

Save the mark ups.

mﬂiEEIH
2

Back. Exits out of the Mark Up screen and returns to the document viewer screen.

Select the tool, mark up the document. Once the mark ups are complete, ensure they are saved. If a callout has been
added but no issue logged, a popup will display for a new design review issue.

®

Adding a QR code to the document allows users on site to check they are looking at the most current
revision of a printed drawing (requires access to the iTWOcx mobile app).
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4.5 View Mark Ups

When viewing documents that are going through a review, the mark-ups of other users can be toggled on / off.

TRN-123 TEST Revision | p - Details Access History Linked = Issues
oTutal

+ Annotations
This is a test document.

With a revision. More ehanges made

Multiple annotation ()
Kylie Hal £ 26-4pR-22 (* 1]

new comment
for this bit " :
| Pagel |-
. here @
{1 Kylie Hal &Rz @B

| Pagel |

Step Description

1. Click Issues Open a document and click the Issues tab. The list of annotations / mark ups are visible.
Multiple annotation ()
! Kylie Hzl £# 26-APR-22 BD

| Page1 |-

This displays the colour of the mark up, the user that created them, the date and what revision
it was against.

2. Toggle view Toggle the annotations on / off by clicking the checkboxes.

4.6 Design Review Issue (DRI)

A Design Review Issue (DRI) is created within the document review process and is sent to the document uploader (or
others) automatically, it does not require a separate workflow or correspondence.

The document uploader (or others) can then review the issue, add comments and/or seek clarification. Once they have
resolved the issue they can mark as fixed and upload a new version of the document or supporting documents. These are
then reviewed and the fix is marked as resolved or failed.

The design review issues are linked to the document even if the workflow is complete. All issues are carried over to any
new revisions to ensure traceability.
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Design review issues are not being used initially but may be introduced at a future stage. Steps are listed
here for future need.

When viewing documents, the Linked tab shows design review issues.

Revision | B-MU1 (09-Jun-22 1" Details Access History Linked Issues

1
Sort by | Reference u
A0162 Wall and floor tiling

DRIZ0014

SUMMARY OF REVISIONS

This should not be checked

lssue  |Dale

A |2B.07.2021 lssued tor Pod balhvoom Tender
B

c

o

E

OPEN

13.08 2021 Issued for Pod Bathroom Tandar

SUBMISSIONS TABLE

.

'Shop drawings

‘Warranties

Item

-
«
+

| <[ <[ <K Jeeruncation
Bxgcution details
Man,
A Product difig sheels

Tiles

Azoustic underiay
Adhesive

Grout

Sealants

Sealers

Bathroom fitings and

l

LS ENENENEN RN

Jasusd by
MIRVAC DESIGN
Level 25, 200 George Sires! Sydney NSW 2000 Associate

Screen Element Description

1. Linked tab Open a document and click the Linked tab.

The Design Review Issues (DRI) are visible.

DRIZE0014

This should not be checked

OPEN

There is a link to the design review issue (e.g. DRI#0014), the date it was created, the contents
of the DRI and the status.

4.6.1 Create a Design Review Issue

Design Review Issues are created as part of the workflow review. Users can create a Design Review Issue within the Mark
Up tool by using the log issue icon.
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WTX#0008 Test Review Due: 10-May-22 06:20 AM

AUTHOR Kylie Hall(MIRVAC-KH) WORKFLOW Training Test Revie
ACTION Kylie Hall (MIRVAC-KH), Lauren Wilcockson (MIRVAC-LW)
INFO Yardi Voyager (API-ASA), Data Reporting (API-DR), Nicole Woods (MIRVAC-NW)

REVIEW NOTE =

Consultant Review > Mirvac Review >
Nicole Woods (MIRVAC-NW) @ Kylie Hall (MIRVAC-KH)

Hide Details
1
O  Document Number Title Rev Markup Verdict Comment ssues
L) TRN-123 TEST B o# A [ select verdict ~ : o ssuefs) )

L ELLOLE N Finish Review

Description

1. Click Start Online | Open the workflow transmittal. Click Start Online Review or click the Mark Up icon.

Review The document reviewer opens with the mark up toolbar.

TRN-123 TEST Review Verdict

TRN-123 TEST

This is & tes!t document. Select Verdict

Wwith & revision.
Approved For Distribution

- Requires Review

Comments

Add your comment here

Showing 1 of 1

4 00N —A

Description

2. Click Log Issue icon | Click the log issue icon to create a general design review issue for the whole document.

The New Design Review Issue popup displays.

Page 44 of 86 iTWOcx Publication Space-v1.1.docx MIRVAC GROUP Confidential



New Design Review lssue - X

New Design Review Issue

Title ssue title

o
Action |[EWEaELTLILE::) D 4

Info
Due 16-MAY-22 =
Status OPEN v

Further Details

Details of the general issue

FIELDS «
Cancel Save and Close

Step Description ‘
3. Complete fields Update the required fields:

e add the title of the issue

e update the action on field if required (defaults to document uploader)
e add users to info field if required

e update due date

e update status (defaults to open)

4. Click Save and The issue is created and linked to the document.
Close

4.6.2 Resolve a Design Review Issue

When a design review issue is created it is assigned to the document uploader or a nominated user. The user then adds
comments and/or and supporting documentation and indicates the issue has been resolved.
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= iTWOCX ‘ Aconex Replacement Config Project ¥ Kylie Hall (MIRVAC-KH) @ ‘ @ @ ® @

b4
> Activities g R, i N e eeria
* esign Review Issue Summary @ Filter Design Review Issue
> @ Contract Admin -
= MY DOCS ACTION ITEMS INFO ITEMS COMPANY ADDRESSED here
% Contracts _—
> | Correspondence Modified Yy Reference Y| lssued + | Author Yy Attention Yy Title Details

w [E Publication Space

. . P 09-MAY-22 | MIRVAG-KH | BLK-88 e title PROJECT Aconex Replacement Config Project REF DRIZ0002
v ransmittals
© AUTHOR Kylie Hall (MIRVAC-KH) STATUS Open
” DBDN: Download Record 0-MAY 2 DRIZ0003 09-MAY-22 | MIRVAC-KH MIRVAC-KH This should be a
i SSUED 14-APR-22 DUE 21-APR-22 03:30 PM
=% DRI: Design Review Issue
14-AP! DRIF0002 14-4PR-22 MIRVAC-KH MIRVAC-KH here
% DTX: Distribution TX
- Collaborators a
&= TX: Transmittal
ACTION Kyl (MIRVAC-|
4 WTX: Document Review Filie Rall (MIRVAC-KR)
O NFO Yardi Voyager (API-ASA), Data Reporting (API-DR)
ecent Activi
Document Review FURTHER DETAILS
@ Version Sets here
¢ Settings . . REVISION
> B Folders I I REVISION: TRN-123 TEST[B]
Fa OMR: O&M Register i ="
> Im QMs
> ¥ Tenders
> &F Configure
> BN Help FIELDS
ATTACHMENTS ¥
COMMENTS  show changes
e 4
) Kylie Hall (MIRVAC-KH) oPEN
o -A 0PM
« > 235 v
Views Print Excel PDF  Associate Spin
Step Description ‘

1. Locate the Design | Navigate to Publication Space > Transmittals > Design Review Issue
Review Issue

2. Openthe DRI Click the DRI reference ID hyperlink.

Displays on the righthand side.

3. Add Comments Add relevant comments to the DRI.

4. Click Issue Fixed If the issue has been resolved, click Issue Fixed.

A notification is sent to the original reviewer and the status of the DRI is changed to To Be
Checked.

The original reviewer then has the opportunity to check the comments and any new revisions of the document before
either marking the issue as resolved or failing the DRI resolution.
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‘ Aconex Replacement Config Project v

> A Activities

> d Contract Admin
& Contracts

> I3 Correspondence

Modified
v [B Publication Space
09-MAY-22
v &, Transmittals
#% DBDN: Download Record 09-MAY-22
DRI: Design Review Issue
= 14-APR-

)," DTX: Distribution TX
27 TX: Transmittal
% WTX: Document Review
0 Recent Activity
Document Review
(@ Version Sets
& Settings
> Im Folders I
8 OMR: O&M Register
> m aQMs
> ¥ Tenders
> & Configure
> N Help

Views Print Excel

Step

1. Locate the Design
Review Issue

Design Review lssue

MY DOCS  ACTION ITEMS  INFQ ITEMS

Kylie HallMIRVACKH) £ | @ ® @ @

) Design Review lssue
Summary @ Filter ¥ -
This should be a square

COMPANY ADDRESSED

Details «
Y Reference Y| Issued + Author 'y Attention Yy Title
PROJECT Aconex Replacement Config Project REF DRI#0003
RI*00 9-MAY-22 | MIRVAC- g ssue
DRED004 09-May MIRVAC-RH | BLE-B8 fssue titie AUTHCR Kylie Hall (MIRVAC-KH) STATUS To Be Checked
DRI#0003 09-MAY-22 | MIRVAC-KH  MIRVACKH This should be a SSUED 09-MAY-22 DUE 16-MAY-22 0440 PM
RI#0002 14-APR-22 | MIRVAC-KH | MIRVAC-KH here

Collaborators a

ACTION Kylie Hall (MIRVAC-KH)

NFO Yardi Voyager (API-ASA), Data Reporting (API-DR), Lauren Wilcockson (MIRVAC-LW), Nicole

Show More
FURTHER DETAILS
This should be a square
REVISION

I REVISION: TRN-123 TEST[B-MU1]

FIELDS &
ATTACHMENTS =
COMMENTS  show changes

b Kylie Hall (MIRVAC-KH)
09-MAY-22 06:05 PM
Show: [ Changes [ Viewers

° 7O BE CHECKED
Fail Delete

Description ‘

Print PDF Associate Split

Navigate to Publication Space > Transmittals > Design Review Issue

response

2. Openthe DRI Click the DRI reference ID hyperlink.

Displays on the righthand side.
3. Review resolution |Review comments, documents or attachments that show the issue has been addressed.
4. Click relevant Click relevant option:

¢ Issue Resolved — changes the status to resolved
e Fail — changes the status to open

®

If the DRI resolution is failed the document uploader is notified of the rejection. The review process
continues until the issue is resolved.

Remember that issues are linked to any revision of the document and therefore new versions can be
uploaded and reviewed without losing the linked issues.
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4.7 Create a Workflow (Admin)

Workflows are used to send documents through a set path for review and approval. Workflows are created for each
project instance by the System / Project Administrator.

= iTWch | Aconex Replacement Config Project ¥ Kylie Hall (MIRVAC-KH) @ | @ @ ® @
»

» A Activities . . )

> @ Contract Admin Publication Space Settings

& Contracts ) B -
MNumbering Fields Views ransmittals Design lssues Workflows Repaorts History

> &= Correspondence

Automate your document review and approval processes with Worldflows. Create new waorkflows or edit existing ones using the tools below.

v Publication Space

% T ittal - . .
> % Transmittals Setup Reminder Details

Send Reminder 1 Days before the Step Due date

@® Recent Activity
Document Review
® Version Sets Step Due Date

Oc Settings ‘ [ Exclude Weekends | 00:00 (B

> I Folders _
WeAr v \ardicte
Norkflow Verdicts
FR OMR: O&M Register i ' -

> Bm QMS Configure Verdicts
b T - E=EQ

> {F Configure |
> W Help Mame Y | Access Y | Status
Gate Keeper [ALL] Active Retire Duplicate
Step ‘ Description ‘
1. Click Settings Expand the Publication Space in the menu frame and click the module settings.

2. Click Workflows tab | Click the workflows tab.

A list of available workflows is displayed.

3. Click Add New The Workflow Configuration page is displayed

Page 48 of 86 iTWOcx Publication Space-v1.1.docx MIRVAC GROUP Confidential



Workflow Configuration - X

Create Workflow Workflow Configuration
Warkflow Name =
START
ar G
| Who can apply workflow
END Everyone on the project [All] X
a Add these people for INFO
Step Due Date
[CExclude Weekends [C]
Note

Workflow Security

Narma -

Workflow Type

Lock documents on this workflow (cannot add to another workflow) v

Document Revision Status when workflow ends

Based on workflow result -

Document Approval /Rejection decided by

Last Step in workflow v
PDF Cancel Create
Step ‘ Description ‘
4. Add Workflow Enter the name for the workflow
Name
5. Update users The default setting is the workflow can be applied by everyone. To change, add/remove as

required. Add people in the info field where required.

6. Add Workflow Step |Click +in the workflow to add the first step in the review.
The Step Details popup displays

Step Details X

‘:e p Mame*
Architect Review

8 John Architecture (AWC-JA) X

Duration

1 | 5 |day(s)

(] Automatically progress Workflow when due date is reached.
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Step Description

7. Add Step Name Enter the name for the step.

8. Add users Add users into the Action field. Multiple users can be added, as can groups / roles. It is best
practice to use a role rather than an individual to ensure the workflow continues working if
there is a change in personnel.

9. Setdays and auto |Determine the length of time for the step, in days. This is the length of time the reviewer has to
progress complete the review before it is considered late.

Select the Automatically progress checkbox if the required action for the workflow is to
continue at the end of the set timeframe irrespective of the completion of the review step.

Automatically progress Workflow when due date is reached.

Select Verdict to complete step(This will be applied to all documents in the Workflow)

Approved For Distribution v

Approved For Distribution

Requires Review

Select whether partial review verdict is required.

Partial Review Verdict
Select Verdict to Automatically apply if a reviewer has added any markups when the 5Step due date is

reached but has not completed the review

Approved For Distribution v

Approved For Distribution

Requires Review

10. Click Done Click Done to save the step.

11. Continue adding Click + to continue to add steps in the workflow until all have been captured.
workflow steps

Steps can be added in sequence or in parallel. When creating parallel steps, a decision box is required to set whether
each step needs to be complete, or just one.

Go to next step if x

All steps are finishad -

All steps are finished

Any step is finished

After setting up the required steps in the workflow, the overall workflow settings need to be checked and updated. This
determines how the documents are treated during the review stages, how to manage rejected reviews, notifications, etc.
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Workflow Configuration - X
g

Create Workflow

START Workflow Security

| MNormal v
+

| Workflow Type
Architect Review @) X
John Architecture (A.. {f

+ Lock documents on this workflow (cannot add to another workflow) v

| Document Revision Status when workflow ends
+

| | Document Approval /Rejection decided b
Mirvac Review 1 o b Mirvac Review 2 o » pp “ . y

Kilie Hall (MIRVAC-KH) £F | |Lauren Wilcockson (M... £

Based on workflow result v

+ Last Step in workflow v

| | Parallel Step Sharing

|
{f I Do not allow reviewers to see Markup's and comments v
| Design Issue Tracking
as :
| Design Issues and Comments v
END show Only Qutstanding Design Issues in a Workflow

Design Issue Addressing
Document Uploader v
Design Issues - Notify Info Users Setting

Do not Notify v

Generating Consolidated Mark up

Manually v

Parallel Review Notifications

Completion Only v
£l

Cancel Create

Step Description

|

12. Configure workflow |Select the relevant options from the dropdown menus.

Option Description

Workflow Security Select from Normal or Private.

Workflow Type Set whether the documents are to be locked whilst going through the
review. If locked, the documents can’t be distributed to others for
review until the workflow is complete.

Document Revision Set whether the document revision status is updated based on the
Status result of the workflow.

Document Approval / |Select whether the workflow is rejected as soon as one reviewer
Rejection rejects or defined by the final step in the workflow.

Parallel Step Sharing |Set whether parallel reviewers can see the mark ups and comments
left by other reviewers.

Design Issues Set what is tracked during the review - Design Issues and Comments,
Tracking Comments only or issues only.
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Step Description

12. Configure workflow |Select the relevant options from the dropdown menus.

(cont) Option ‘ Description

Design Issues Set the person to receive the action of the design issues that are
Addressing created during the workflow — document uploader, workflow initiator,
issue creator, a custom user (need to add the user) or set as manual
to be selected each time.

Design Issues - Select between Do not notify and Notify as per user settings
Notifications

Consolidated Mark Up | Select between manual or automatic consolidation of mark ups

Parallel Review Set how parallel reviewers are notified when the step is complete.
Notifications Completion only - notified once everyone has completed their review.
All reviews — notified each time anyone completes their review

13. Click Create Click Create to save the workflow.

To see the full details of the workflow, click PDF in the action toolbar. This downloads a printer friendly version that
shows each step in detail as per the below example.

START

Step Mame - Pre Distribution Review

Action - Account Manager (RIB-AM)
Duration - 1 dayi(s)

Auto Progress - Mo

Partial Review Verdict() - No

END

4.8 Complete a Workflow Review

When documents are shared for review they are sent via a Workflow Transmittal (WTX). The users that need to complete
the action are sent an email notification and the action item is visible in the Activities Module > Hotlist and in the
calendar widget.
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Aconex Replacement Config Project ¥

v Activities . .
& Notifications @  ToDo List v Filter ~

> E Tobo 5 Training ltems Waiting

> Calendar CON  DATE AME

E Tasks
» = Report 2 2
> @ Contract Admin
& Contracts

On Me By Me on Others.

»&=C d Help Desk: 1300 653 420
orrespondence

> Publication Space No results to display

> m OMS Calendar ACTION ITEMS v Create Another
> # Tenders
Due Date Due Time  Reference
» ¢F Configure = 2]
> Help 939 _’;‘C” 122z EM Documentis, General Corr...  Request for L.
I « 4 o oM [0 & I
Hotlist
My Recently Cre...
ACTIONITEMS WY DOCS PINNED COMPANY DOCS  COMPANY ACTION ITEMS CREATED  MODIFED
VIEWED
Design Review Issue Il TX£0107 DTX#0033
Document Review — v DTX#0032 TX#0104
pATE : ACTION - TE SIATL P—— T*20101 RFEMIRVAC
#0006 05-MAY-22  MIRVAC-KH MULTIPLE  Document(s) for Training Test Revi IN PROGRESS B

ITWOcx Blog ITWO On YouTube

21-Apr-22 03:43 Australia’s Pandemic 21-Mar-22 02:36 Meet RIB Software at BIM World
Construction Boom: What's The Future 2022
Predictions? -

To complete a review, open the item to view on the righthand side of the screen.

Aconex Replacement Config Project ¥

»
wv A Activiti — . - i) fr Tmina Toct Rovio
A Activties Notifications SEEEE  ToDo List v Filter v} Document(s) for Training Test Review
> E e AUTHOR: Kylie Hall (Mirvac Group) 06-MAY-22 09:57 AM
> Calendar co DATE AME TITLE 20006
B Tasks FLOW TYPE: Documents Not Locked
>H Report ACTION: Kylie Hall (MIRVAC-KH), Lauren Wilcockson (MIRVAC-LW)
> @ Contract Admin NFO: Yardi Voyager (API-ASA), Data Reporting (API-DR),
& Contracts
= Consultant Review > Mirvac Review >
> &% Correspondence cole Woods (MIRVAC- Kylie Hall (MIRVAC-KH
» [8 Publication Space No results to display
> W ams
NOTES ~
> ¥ Tenders
> ¢ Configure DOCUMENTS
> W Help Doc# Title Rev Rev Date Rev Status
3 i DOT-ME-BIT-30... 1 04-MAY-22 10:10 PM Preliminary
| | 1|
« 4 o» om0 ¥
Hotlist
ACTION ITEMS MY DOCS  PINNED  COMPANY DOCS  COMPANY ACTION ITEMS
Design Review Issue — >
Document Review — v DETAILS =
Kylie Hall (MIRVAC-KH) IN PROGRESS
o R N e - S 06-MAY-22 1252 PM
#0006 05-MAY-22  MIRVAC-KH MULTIPLE  Document(s) for Tr IN PROGRESS )
Changes by this user
06-MAY-22 1252 PM  For Action changed to -KH ({E), MIRVAC-LW (tE}
212:52PM  Added names to the CC list MIRVACKH [tE)
Notified: Author: MIRVAC-KH (1), Action: MIRVAC-LW (tE), Info: API-DR (|
Download Distribute SESIEIRNEREENE Split Associate
Step Description
1. Click item Click the review item to open it on the righthand side of the screen
2. Click Review Click Review Documents.
Documents
The Workflow screen opens
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WTX#0006 Document(s) for Training Test Review Due: 09-May-22 02:52 AM

AUTHOR Kylie Hall(MIRVAC-KH) WORKFLOW Training Test Revie
ACTION Kylie Hall (MIRVAC-KH), Lauren Wilcockson (MIRVAC-LW)
INFO Yardi Voyager (API-ASA), Data Reperting (API-DR), Nicole Woods (MIRVAC-NW)

REVIEW NOTE =

Consultant Review = Mirvac Review >

Hide Details

c-nw) @ Kylie Hall (MIRVAC-KH)

Document Number

[ | DOT-ME-BIT-3000-0001

Step

3. View Document

Title Rev P."a'ku::° Verdict e Ccmmsnt° ssues

1 P EA .1. ‘SEIE(t"JEﬂ'(t - - ° ssue(s)

Save and Close [l EERT

Description ‘
There are two options to view the document:

1. Click the Download button to save to your computer to open and view
2. Click the file name to open and view the document

The latest revision of the file, including any mark ups attached in previous steps of the
workflow, is displayed/downloaded

4. Complete Mark-up

If required, complete mark ups to the document by clicking the Mark Up icon [#] .

Refer to Mark Up Documents section for further details.

5. Apply Verdict

Select the Verdict from the dropdown menu:

e Approved

e Approved for Distribution
e Approved with Comments
e Requires Review

¢ Resubmission required.

Issues ° Review Verdict

WE-2023
Select Verdict

Approved

Approved For Distribution
Note: Users can also apply the verdict and add comments e —
within the mark up tool directly on the Review Verdict tab. —

Requires Review

Resubmission required
Comments

Add your comment here

Showing 1 of 1
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Step Description
6. Add Comments Add supporting comments.

7. Click Finish Review | Click Finish Review if all required actions are taken. Note: Button is greyed out until a verdict

has been applied to each document.

To save the work reviewed to date and pick up at a later time, click Save and Close.

Save and Close

Apply Bulk Verdict

If reviewing multiple documents, a bulk decision can be made. From the review tools, use Bulk Update and complete the
verdict and comments.

Cancel this Workflow
Skip Step
Remove Documents

Bulk Update

Bulk Upload Mark Ups
Delegate
Send Reminder

Associate

Apply the following review information to the selected documents.

Verdict Select Verdict v
Comment
Vi
Markup
Select files...

4.9 Skip a Step in a Workflow (Admin)

Steps in a workflow can be skipped by an administrator. The following steps outline how to achieve this.

i Aconex Replacement Config Project ¥ Kylie Hall (MIRVAC-KH)
I CX

> A Activities
> @ Contract Admin
&% Contracts
» & Correspondence
w [B Publication Space
v %, Transmittals
# DBDN: Download Record
== DRI: Design Review Issue
# DTX: Distribution TX
2= TX: Transmittal
% WTX: Document Review
@ Recent Activity
Document Review
(@ Version Sets

(f Settings I

> Im Folders
8 OMR: O&M Register
> lm OMS
> # Tenders
> & Configure
> N Help
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Document Review Summary @ Filter ¢ Document(s) for Training Test Review

MY DOCS  ACTION ITEMS  INFO ITEMS COMPANY ADDRESSED AUTHOR: Kylie Hall (Mirvac Group) 0B-MAaY-22 09:57 AM

WTX£0006
Modified Yy Reference ¥ lssued + Author ¥ Attention Y WORKFLOW TYPE: Documents Not Locked
ACTION: Nicole Woods (MIRVAC-NW)
06-MAY-22 WTX#0006 05-MAY-22 MIRVAC-KH MIRVAC-NW NFC: Yardi Voyager (API-ASA), Data Reporting (API-DR)
Consultant Review B >
Nicole Woods (MIRVAC-NW)
Ly NOTES ~
DOCUMENTS
Doc#* Title Rev Rev Date Rev Status
" DCOT-ME-BIT-20... 1 04-MAY-22 10:10 PM Preliminary
TXT]
DETAILS ~

< ] ° » » 25 v
[BLIVGEL I M TNl Apply Workflow Split Associate Review Documents
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Step

1. Open Document
Review Transmittal

Description

Navigate to Publication Space > Transmittals > WTX: Document Review. Click the required
workflow transmittal. Request is displayed on righthand side of screen.

2. Click Review
Documents

Click Review Documents. The Workflow screen opens.

WTX#0006 Document(s) for Training Test Review

AUTHOR Kylie Hall(MIRVAC-KH)

Due: 09-May-22 11:57 PM

WORKFLOW

ACTION Nicole Woods (MIRVAC-NW)

INFO Yardi Voyager (API-ASA), Data Reporting (API-DR)

REVIEW NOTE =~

Consultant Review S

Hide Details

Review Tools ¥ 3

] Document Number

[J | DOT-ME-BIT-3000-0001

I
Title Rev Markup Start Time Finish Time | Reviewer | Verdict Comment

1 0 06-MAY-22 07:27:51 PM

REVEELDReLER Finish Review

Step

3. Click Review Tools

Description ‘

Open the review tools dropdown menu

Review Tools ¥

Cancel this Workflow
Skip Step

Remove Documents
Associate

Send Reminder

Delegate

Note: Delegate can be used to assign to another user instead of skipping the step completely.

4. Select Skip Step

The Skip Workflow Step pop up displays
Skip Workflow Step - X

In order to Skip this step you must fill in the mandatory fields below
Consultant Review

Select a Verdict for these documents on Behalf of Nicole Woods (MIRVAC-NW)

Select Verdict v

Add a Reason for Skipping this step

Cancel
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Step Description

5. Select Verdict and |Select the required option for the verdict:

Add reason e Approved

e Approved for Distribution

e Approved with Comments

e Requires Review

o Resubmission required.

Add the reason for skipping the step.

6. Click Skip Step Click Skip Step.

The Workflow screen opens.

WTX#0006 Document(s) for Training Test Review Due: 09-May-22 02:52 AM
AUTHOR Kylie Hall(MIRVAC-KH) WORKFLOW
ACTION Kylie Hall {(MIRVAC-KH), Lauren Wilcockson (MIRVAC-LW)
INFO Yardi Vioyager (API-ASA), Data Reporting (API-DR), Nicole Woods (MIRVAC-NW)
REVIEW NOTE =
Consultant Review = Mirvac Review B
Hide Details
[0 Document Number Title Rev Markup Verdict Comment ssUes
0| DOT-ME-BIT-2000-0001 1 L . Select Verdict v . o ssuels)

Save and Close N8 =00

The step shows the green tick next to the step that has been skipped. Relevant notifications are sent to the next user /
group / role in the workflow.

When skipping a step, the other users in the workflow receive notification the step has been skipped and
the reason why.

08-MAY-22 12:52 PM Kylie Hall changed verdict of DOT-ME-BIT-3000-0001 to Approved For Distribution (Skip Step)
06-MAY-22 12:52 PM Kylie Hall Completed the Step on Behalf of Nicale Woods [MIRWVAC-NW) with the reason @ User left company
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4.10 Create a Stamp (Admin)

Stamps are useful tools to add to documents to indicate something is approved, rejected, certified etc. Stamps can be
created and customised on a per project basis and are text based.

= jTWOcx | Aconex Replacement Config Project ¥ Kylie Hall MIRVAC-KH) £F | @ ® @ @
»
> A Activities i i .
> & Contract Adrmin Publication Space Settings
& Contracts Numbering Fields Views Transmittals Design Issues Workflows Reports History
> @ d B . . R
e Distribution Transmlt’e“ence Numbe B
> Publication Space
S B QMS Status Se) From To Sample
> ¥ Tenders Issued : O [m] DTX#0001

wv ¢ Configure
(f Praject Details
¢Ff Document Triggers

¢ Uploaders

v & Modules

Automatic Distribution

Would you like to Automatically distribute  new revision of a Document to it's previous recipients?

ipient(s)

£y Publication Space ). Do not Auto addrass

& Matrix "
L I Configure Due Date
£ Administrators -
Due| 7 |Days
Public Files
o OExclude Weekends
o Login
% S @y [OYeu can not reply to this decument, but you may split from it
£ Contacts

Hide Split button

£ Contract Admin
Orx

¢F Pinto Plan Do
¢ Groups 2
¢ Dashboards Stam p Show Retired Add Stamp

€ Saved Searches
¢ Timelines
& Who Talks to Whom

» /& Document Types
ave
¢ Utilities

Stamp Name Has Access Stamp Style

No records available.

Step Description ‘
7. Navigate to Navigate to Configure > Modules > Publication Space
Tran.smlttal Click the Transmittal tab.
Settings
8. Click Add Stamp Scroll to the bottom of the transmittal tab to the Stamp section.
Click Add Stamp.
9. Create Stamp Enter a name for the stamp. Select the users that can access the stamp. Select the colour for

the stamp from the dropdown menu.

gta m p Show Retired Add Stamp
Stamp Name Has Access Stamp Style

r
HSE Certified [ALL] . w | Preview

Save

10. Hover mouse over |Hover the mouse over the preview link to see the stamp.
Preview

11. Click Save The stamp is now available for use within the mark-up tools.
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5 Move, Download, Print and Delete

Over the course of a project, documents may need to be moved, downloaded, printed or deleted.

5.1  Move Documents
If a document is uploaded into the wrong folder, it can be moved to another folder by:

e Using the move to folder feature
e Using the basket

5.1.1 Move to Folder

Move to folder is generally used to move one or more documents from one folder to another folder.

Publication Space MORE| | Q Search Allfolders ¥
fat > Completion Documents and Q&M Manuals > Training 7 i L (e M |&6o
‘ h i ‘ Folder/Doc# 1 Y | Title Y  Rev Y  RevDate Y  Rev Status Y | Type Y Discipline Y | File Format Y Uploaded
Q 1 TRMN-123 TEST B 23-MAR-22 1.  Resubmit - Mir... docx Kylie Hall

Action Description

1. Select Document | Highlight or tick the required document

2. Click Move to Click the move to folder icon

Folder icon

The Move Files pop up displays.
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Action Description

3. Select folder Locate the required folder location from the folder hierarchy.
location
Move Files

Select folder to move files to

» W 2. General Project Information -
» I 3. Certifications
» I 4. Reports
» Il 5. As-Built Documentation
» MW 6. Operation & Maintenance Manuals
» I 7.HSE - DOOR
» Il 5. Fine Tuning
» Il 9. Digital
|

Only folders you have permission to add files to will appear in this list.

Cancel Move

4. Click Move Click Move and the file is moved to the new location.

5.1.2 Move Using the Basket

The Basket is used when moving multiple documents to a new folder. This can include a whole folder, or documents
across different folders.

Publication Space MORE| | @ Search Al folders ¥
2t > Completion Documents and O&M Manuals > Test Folder 2 b LA e e i 0
‘ h | Folder/Doc# + Y Title Y | Rev Y | Rev Date Y Rev Status Y Type Y Discipline Y | File Format Y | Uploaded
1 _ATILES 3 17-FEB-22 10:..  Accepted - MA.. pdf Craig Tho
PDF
@ 1 12345 placehalder test - - Submitted
E 1 AD01 1st Floor Room... - - Under Review - Craig Tho
N A1003 Level 10 Floor... A 01-MAR-22 1...  Accepted - MA... pdf Craig Tha
0 @ ! A1 Level 2 Flaor Bl - - Resubmit - Mir... - Craig Tho
1 Alon Level 11 Floor... A 06-DEC-2108... Resubmit - Mir.. Manual pdf Craig Tho
[3 1 Al012 Level 11 Floor... - = Resubmit - Mir... = Craig Thoi
@ 1 A1013 Level 11 Floor... - = Resubmit - Mir... = Craig Tho
@ 1 Al014 Level 14 Floor ... - - Resubmit - Mir... - Craig Tho
B 1 A1015 Level 15 Floor... - - Under Review - Craig Tho
@ 1 Al016 Level 16 Floor ... - - Under Review - Account b
@ 1 Al018 Level 18 Floor... - - Under Review - Craig Tho
@ 1 A1019 Level 19 Floor... - - Under Review - Craig Tho
E 1 ATON Level 7 Floor Pl... - - Resubmit - Mir... - Craig Tho
@ 1 ABD1 Level 8 Floor Pl.. - - Resubmit - Mir... - Craig Tho
[3 1 COP2-657 a = Resubmit - Mir... = Jan Stever
E -[,i |D- 1 b ’
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Action Description

1. Select Document | Tick the required documents to move.

2. Click Add to Click Add to Basket icon.
Basket
A

Navigate to other folders and continue adding documents to the basket as needed.

3. Click Basket Click Basket from the top right.

=

mr 3 BASKET

The Basket displays.

Basket 0 of 3 selected Select All Tools Columns Bulk Edit Empty Basket Download All

| | Y | Doc# Y  Title Remove Selected Rev Status Y | Type Y  Discipline Y  File Format Y  Uploaded By h|
Move Selected
@ + NEW TEXT DOCUMENT - COPY VI Test 02122 Finalised tt Craig Thomson |,
Add to Version Set
1 A1011 Level 11 Floor .. ' Resubmit - Mir..  Manual pdf Craig Thomsan |,
PDE Distribute
< AT003 Level 10 Floor... | Create Tender Package — Accepted - MAL pdf Craig Thomson (
PDF
Apply Workflow
Retire

Export to Excel

Action Description

4. Select Tools > From the basket, select Tools > Move Selected from the drop down menu.
Move Selected The Move files popup displays.

5. Select folder Locate the required folder location from the folder hierarchy.
location

Select folder to move files to

> 2. General Project Information -
» 3. Certifications
> 4. Reports

. As-Built Documentation

. Operation & Maintenance Manuals

> 7. HSE - DOQR
> 8. Fine Tuning
> 9. Digital

hd
1o

Cnly folders you have permission to add files to will appear in this list

Cancel Move

6. Click Move Click Move and the file is moved to the new location.
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5.2 Download Documents
At times you'll need to download a document, or multiple documents, to complete required actions.
There are a few ways to download:

e From the folder list

¢ When viewing a document

e Bulk download from the basket

e Downloading from a transmittal notice

5.2.1 Download from Folder List

Download from the folder list is an easy way to access a document or an entire folder of documents.

Publication Space MORE| | @ Search Allfolders ¥
it > Completion Documents and O&M Manuals > Training & 0 A i m | @o
‘ Y | Folder/Doc# + Y  Title Y | Rev Y RevDate Y  Rev Status Y | Type Y Discipline Y  File Format h
1 TRN-123 TEST L B 23-MAR-221.. Resubmit - Mir... docx

[h]

Action Description

1. Locate Document | Navigate to the folder containing the document.

2. Hover over Doc# Hover over the name to reveal the download icon #, or select the document to reveal the

or Select document toolbar.
document
3. Click Download Click the download icon.

The document is downloaded to the computer and available.

5.2.2 Download while Viewing a Document

When viewing a document, the download icon is available in the toolbar. Simply click the download icon g

TRN-123 TEST Revision | p - Details Access History Linked Issues

This Is & test document.
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5.2.3 Bulk Download from the Basket

The Basket is used to download multiple documents across a range of folders.

Publication Space MORE | @ Search Allfolders v
b > Design & i X Ce ° i 4
‘ Y ‘ Folder/Doc # + Y | Title Y | Rev Y RevDate Y  Rev Status YT Type hi
1 co1s9 8 O7-APR-2212:17PM  Preliminary Form -
POF
v CONSTRUCTION DOCUMENT 1 1 06-APR-220527PM  Preliminary
0 v CONSTRUCTION DOCUMENT 2 D6-APR-2203:25PM  Preliminary
J CONSTRUCTION-DOCUMENTATION-SAMPLE Sample Construction 1 05-APR-2204:15 P Accepted - Mirvac
v SAMPLE FILE 1 06-APR-2203:12PM  Preliminary
v SCHEDULE_1_SINGLE_STOREY Building House Skectch 2 O7-APR-22 1204 PM  Submitted Drawing
v TESTING DOC 1 - 06-APR-22 1243 PM  Accepted - Mirvac

o TESTING DOC 3 Accepted - Mirvac

Action Description

1. Select Documents | Tick the required documents.

a
Q7
-
[
Ln
4

2. Click Add to Click Add to Basket icon.
Basket
=
[+]

Navigate to other folders and continue adding documents to the basket as needed.

3. Click Basket Click Basket from the top right.

e

oo 4 BASKET

The Basket displays.

Basket 0 of 4 selected Select All Toals v Columns Bulk Edit Empty 80 Download All

‘ ‘ hd ‘ Doc # Y | Title Y  Rev Y | Rev Date Y | Rev Status Y Type Y | Discipline
‘t SAMPLE FILE 1 06-APR-22 03:12 PM Preliminary
‘t CONSTRUCTION DOCUMENT 1 1 06-APR-22 05:27 PM Preliminary
& W TRN-123 TEST Garden North D 26-APR-22 10:08 AM Resubmit - Mirvac Scope of Works Landscape
% W TRMN-456 TEST - 13-APR-22 10:27 AM Preliminary Form Health Safety & Environmental

Description

4. Select Download From the basket, select Download All

All The Move files popup displays.
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5.2.4 Download from a Transmittal Notification

When a transmittal notification is received the document can be viewed within the publication space or downloaded
directly from the notification. Click on the link in email to view notification in iTWOCcx.

ENEN

mirvac

Manual Distribution
PROJECT MIRVAC_AC TMP_D1
AUTHOR Kylie Hall (Mirvac Group)

REF DTX=0051
ISSUED 22-MAR-22 02:43 PM

ACTION  Lauren Wilcockson (MIRVAC-LW) STATUS CLOSED

INFO' Yardi Voyager (API-ASA), Data Reporting (API-DR), ¥yli= Hall (MIRVAC-KH1)

Show More

NOTES =«

From Kylie Hall (Mirvac Group)

Testing

FIELDS ¥
ATTACHMENTS ~
DOCUMENTS

= Doc#

Add to Basket [l Tools

Title Rev | Rev Date Rev Status

| 4 Completion Documents and O&M Manuals\Test Folder 2\

0 1 KH-123 TEST

COMMENTS  show changes

how: ] Changes [ Viewers

2

A 22-MAR-22 02:39 PM | Under Review

~ownload Distribute Apply Workflow Print PDF Split Associate Respond

Action Description

1. Tick Document

Tick document(s) to download.

2. Click Download

Click Download in the bottom menu bar.

If required, click the document name to open it in the viewer first and then click download
from the toolbar.

-

-

The transmittal notification shows whether the document has been superseded. This allows users to
quickly see if there is another version available.

TRM-123 TEST
[l

To view a current revision, open the document and change the revision in the document viewer. You can
compare revisions directly and download the required version

~

J
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5.3 Print Documents

Direct printing through iTWOcx is not available. Documents need to be downloaded locally and then printed.

Documents can be sent to a print vendor via a transmittal for them to download and print, providing they
are a user in the system.

Individual documents and revisions can be saved as a single pdf by using the Print Revisions feature in the Document
View and then downloaded. There are options to download with the mark ups, with all revisions etc.

Navigate to the document and open it.

1
TEST FILE 8 Revision | MU1 i Access  History Linked Issues

sy

dooritoo
i narrpw

Description

1. Click Print Click Print Revisions. The Print screen appears.
Revisions
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Select Revisions to Print

Document #
TRN-123 TEST

Select All Expand All
Revision

Form Types

D 4 Page
Group By 4 ] Annotatiens
By Page v
% [J | Ref Y Ti. Y Author Y Rev Y Status T
Show Closed Issues - here  Kylie Hall B -
Show Layers for All Revisions - Mult... | Kylie Hall D
[JInclude all pages
Include Summary I
Ticking this will include a summary of the
Issues at the end of the PDF Report
Basic(Ref, Title, Author, Rev, Status)
[] Detailed(Including Comments)
3
Cancel Download
Action Description
2. Select criteria Sort via page number or by reviewer. Choose whether to show layers on revisions or which

pages to include etc. Tick the required layers and form types to include.

3. Click Download Click the download button.

A pdf document is created and downloaded ready for local printing

5.4 Delete / Retire Documents (Admin)

Deleting documents on iTWOcx is not possible. If you accidentally upload the wrong file, you can retire a document to
remove it from view, but it cannot be removed from the system.

Publication Space MORE| | Q Search Allfolders ¥
&t > Training & 0o LA Ce m ||wwo
‘ Y | Folder/Doc# *t Y Title Y | Rev Y RevDate Y | Rev Status Y | Type Y  Discipline
+ TRMN-123 TEST B 13-APR-22 08:13 AM Submitted Scope of Works Landscape
’ W TRN-123 TEST Garden North D 26-APR-22 10:08 AM Resubmit - Mirvac Scope of Works Landscape
Q ~ TRMN-436 TEST - 13-APR-22 10:27 AM Preliminary Form Health Safety & Environmerr

q<°b>
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Action Description

1. Select Document | Tick the document to retire.

2. Click Retire Click the Retire icon

The Retire Revision popup displays.

3. Select Retirement | 4. Select option to retire — All revisions or Just this revision
option

Retire Revision

Do you want to retire this revision or all revisions of this document?

Cancel All revisions Just this revision

The document is removed from the list but is still available on the system.

Only a System/Project Administrator can retire a document. The System/Project Administrator can view
retired documents and restore if required.

5.4.1 Restore a Retired Document (Admin)

System / Project Administrators can restore retired documents. The easiest way is to use the advanced search option to
locate retired documents.

Publication Space ‘ MORE | @ Search TS A—

o Y& [ Gs M o
‘ h ‘ Folder/Doc# 1T Y | Title Y  Rev Y | Rev Date Y FRev Status Y Type Y Discipline Y File Format Y  Stage

I;] Beveridge Williams & Co PL (0} - - - folder

I;] Blocklt (0) - - - folder

I;] Completion Documents and O&M M - - - folder

I;] Design (32) - - - folder

Action Description

1. Open Advanced Navigate to the Publication Space.

Search screen Click MORE in the search section to open the advanced search section.
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Publication Space
Document #

Title

Rev Status is Please select a status

Add more criteria

[J Show all re: Show retired

ot Search result

HIDE Q, Search All folders v
Rev Discipline is Please select a discipline
Rev Date = | Uploaded By
Type is Plea pe File Name

M |wo

Export to Excel || Exportto PDF Add All Results to Basket Hide Group

Doc#

4 File Path: Design\,

1t Title Rev Rev Date Rev Status Type Discipline File Format Stz

Action Description

2. Click Show Retired

Tick the Show retired checkbox

3. Click Search

The retired documents are displayed.

4. Open document

Click the document to open it.

5. Click Restore

From the document toolbar, click the Restore icon.

6. Select what to
restore

Decide which revisions to restore and click the applicable option.

Restore Revision b4

Do you want to restore this revision or all revisions of this document?

Cancel All revisions Just this revision

The document is restored to its original folder location.
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6 Searching

Searching within the Publication Space can be achieved by a simple search, advanced search or by a smart search
function. Searches can be saved to make it easier to locate the same information in the future. Searches can be run
within a single project or across multiple projects.

Searching in iTWOcx does not allow for keyword searches within the body of the text of the document itself.
6.1 Search for Documents
6.1.1 Simple Search

The Simple Search uses keywords entered directly into the search field.

Kylie Hall (MIRVAC-KH) | ®® ®®

= iTWOQcx |

Aconex Replacement Config Project ¥

P d
> A Activities

> I Correspondence
1 [5] Publication Space o
%4 Transmittals
@ Recent Activity
Document Review
@ Version Sets
> Im Folders
FS OMR: O&M Register
> m OMS

N Help

Publication Space MORE | Q Search (K] ° Allfolders ¥
T[T m w0

‘ Y | Folder/Doc# 1t Y Title Y Rev Y RevDate Y  Rev Status Y Type Y | Discipline Y | File

U Completion Documents and O&M Manuals (0} - - - fold

U Design (30) - - - fold

U Training (3) - - - fold

U UAT Company Folder (2) - - - feld

r

p o v o s .

Action Description

1. Navigate to the
Publication Folder

Click Publication Folder in the menu to access the document search tool.

2. Select Folder
Level

Change the folder level to perform the search from the dropdown menu.

MORE| | @ Search All folders v
= N Current folder
= ub folders
Y Title Y FRav Y RevDate Y  Rev Status Y Type h @R All folders

Specfic folder(s)

3. Enter Keyword

Type a Keyword in the search field.

4. Press Enter

Press Enter to conduct search.

The search results display.
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Search Results

Publication Space MORE| | @ (X Keyword: test ) Allfolders ¥
fat > Search result m i 0
Export to Excel || Export to PDF Hide Group
‘ ‘ ‘ ‘ Doc# t Title Rev Rev Date Rev Status Type Discipline File Format

4 File Path: Completion Documents and 0&M Manuals\Training\,

- TRN-123 TEST B 23-MAR-22 1...  Resubmit - Mir... docx
DO |

4 File Path: Completion Documents and 08&M Manuals',
2 1.2_CoPY VL Test 2 01-MAR-22 1...  Accepted - Mir.. M | f
. 2. AR-22 cepte ir. anua pd

4 File Path: Completion Doci ts and O&M M Is\2. General Project Information\1. Brief Compliance Matrix\
. MTWO TESTNO 2 1.0 21-DEC-2112...  Accepted - Mir..  Manual docx
DO |

4 File Path: Completion Documents and 08M Manuals\Test Folder 2,
@ - 12345 placeholder test - - Submitted
Eﬁ ' KH-123 TEST A 22-MAR-220..  Under Review pof

g2}

. NEW TEXT DOCUMENT - COPY VI Test 02122021 1 03-DEC-2109.. Finalised tt
TXT|
E 1 TESTFILET - 03-DEC-2112..  Resubmit - Mir... pdf
PDF
A ! TEST FILE & MU1 03-DEC-2102... Resubmit - Mir... pdf

]
(=]
Gl

4 <°b 3 25 v

From here the results can be exported or added to the basket. Standard actions can be performed such as view,
download, distribute etc. See relevant topics for detailed steps.

6.1.2 Advanced Search

The Advanced Search provides additional criteria in a standard search format. The advanced search allows searching for
revisions and retired documents.

= iTWch ‘ Aconex Replacement Config Project v Kylie Hall (MIRVAC-KH) | @ @ @ @
- * . .
> A Activities Publication Spa[e ° MORE| | Q Search All folders v
» = Correspondence o = ~ = i “0
v Publication Space ‘ e — @ o
> I’ Transmittals ‘ Y | Folder/Doc# 1 Y Title Y Rev Y RevDate Y | Rev Status Y Type Y | Discipline Y | File
@ Recent Activity ! Completion Documents and &M Manuals (0) - - - fald
Document Review
G Version Sets ! Design (30) - - - fold
> I Folders [ ] Training () - - - fold
FS OMR: O&M Register
S m QIS ! UAT Company Folder (2) - - - fold
BN Help
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Action Description

1. Navigate to the Click Publication Folder in the menu to access the document search tool.
Publication Folder

2. Click More Click More next to the search field to reveal the advanced search screen.

Publication Space HIDE Q Search Allfolders ¥
Document # Rev Discipline is

Title ° Rev Date | Uploaded By

Rev Status is not Type is File Name

Add more criteria °

[ Show all revisions ] Show retired Save h

Action Description

3. Enter Criteria Complete the fields as required.

Additional criteria can be added if required by clicking the Add more criteria link

Tick the Show
4. Add additional If required, additional criteria can be added by clicking the Add more criteria link. Tick Show
criteria all revisions or Show retired checkboxes if needed
5 Click Search Click More next to the search field to reveal the advanced search screen.

The search results display and the standard actions can be performed - view, download, distribute etc. See relevant
topics for detailed steps.

6.1.3 Smart Search

The smart search feature allows specific criteria to be entered to filter the results. ltems such as uploaded by, distributed
to, dates, file name, keyword, revision status etc.

MORE| | Q |>< Uploaded By: Associate 01 {DES-ASC) | |>< Distributed To: Electrical Contractor ELET (ELE1-* All folders ¥

Description

1. Navigate to the Click publication space in the menu to access the document search tool.
Publication Folder
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MORE | Q |>< Uploaded By: Associate 01 (DES-ASC) | |>< Distributed To: Electrical Contractor ELE ZE_E"-'I: All folders v
° X Rev Status is:|
Accepted - MAM | w@o
°ﬁ.cce:-te:l - Mirvac Hide Group
L Finalised ev Rev Date Rewv Status Type Discipline File Fermat

Preliminary

Resubmit - Consultant
Resubmit - MAM
Resubmit - Mirvac
Submitted

Under Review

Action Description

2. Type/ or criteria Start typing the criteria or type / in the search field
name

to bring up a list of options.

3. Select first option | Select first option from the dropdown.

4. Select secondary | Click withing the search option to show the dropdown or field. Complete secondary option
option from the dropdown or type in field (depends on option selected)

5 Add more criteria | Continue to add criteria as needed

performed — view, download, distribute etc

6. Press Enter Press enter on keyboard. The search results display and the standard actions can be

6.2 Searching Across Multiple Projects

It is possible to complete a search across multiple projects within iTWOcx using the advanced search feature.

PUb -Ca_\iOﬁ SDGCG HIDE Q |>< Rev Status is: Under Review | |>< Uploaded during: month | All falders v
Document # Rev Discipline is
Title Rev Date & Uploaded By
Rev Status s 1 item(s) selected ¥ Type is File Name
Uploaded during month v Project |
Add more criteria ‘ ° SRR IO RE
MGR-CV2-20008
[ Show all revisions [ Show retired MGR-CV2-90009 Details Save Criteria Save As
MGR-CV2-90035
faf > SAVE TEST > Search result MGR-CV2-80036 M || d5o
Export to Excel | Export to PDF | [Nl WAV TN o (ol Y ot MGR-CV2-50027 Hide Group
MGR-CV2-90038
‘ ‘ ‘ | Doc# t | Rev Date Rev Status Type Disciplin
MGR-CV2-90039
4 File Path: Completion Documents and O&M Manuals\Test Folder 2%
E‘é ! KH-123 TEST A 22-MAR-22 0.  Under Review
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Action Description

1. Click Add more From the advanced search screen, click add more criteria hyperlink.
criteria
2. Tick Project Select project from the dropdown menu.

Add more criteria

Project
DistributeTransmittal #

Uploaded

The new Project field is displayed.

3. Select required Select the required projects from the list. Multiple projects can be selected.
projects
4. Click Search The search results

6.3 Exporting Search Results

A feature of all search options is the ability to export the search results to excel or pdf. This is a great way of sharing
information in an easy to view format. Click on the required option and the file will download.

Publication Space MORE| | @ [X Keyword: test |

a
a

fat > Search result

Export to Excel Export to PDF Add All Results to Basket

Export to Excel result — provides direct hyperlinks to the document

A B C D E F G H | J K L
j§ Distribution Status Rev Status Type Discipline File Format Uploaded By Modified Date  Notes
2 Alldistributed 12 COPY VL Test 01-MAR-22 11:52 AM  Accepted - Mirvac  Manual pdf Vivek Leuva 01-MAR-22
3 |Never been distributed. 12345 placeholder test - - Submitted - - "18-MAR-22
4 |Require distribution KH-123 TEST A 22-MAR-22 02:39 PM  Under Review pdf Kylie Hall 22 MAR-22
5 Al distril MTWO TESTNO 2 ".0  21DEC-2112:48 AM Accepted - Mirvac  Manual docx Jan Stevens "20-DEC-21 Add notes here
6 All distributed MEW TEXT DOCUMENT - copy | VI Test 02122021 7 03-DEC-2109:40 AM  Finalised t Craig Themson (HMC)  03-DEC-21 Test 1
7 |Never been distributed. TESTFILE7 - 03-DEC-2112:51PM  Resubmit - Mirvac pdf Craig Themson (HMC)  03-DEC-21
8 |Never been distributed. TESTFILES MU1 03-DEC-2102:12PM  Resubmit - Mirvac pdf Craig Themson (HMC)  03-DEC-21
9 |Require distribution TRN-123 TEST B 23-MAR-22 10:45 AM  Resubmit - Mirvac docx Kylie Hall "23-MAR-22
Export to PDF result shows the folder location of the documents
Search Result
Distribution Status Doc e Title R Rew Date R Status Type Discipline | Flie Formiat | Uploaded By Madified Date | Motes
Campletion Decuments ard Of&M Manuals,
Al distributed 1.2 _COPY WL Test 2 O1-MAR-22 11:52 AM | Accepted - Manvac | Marual petf Wivek Leuva 01-MAR-22
Comgletion Doouments ard O MarualTest Folder 2,
Newer been distibuted. 1345 placehoider test Sulbmitted 18-MAR-22
Require distribution KH-123 TEST A 22-MAR-22 02:39 PM | Uinder Review pudf Eylie Hall 22-MAR-22
Al distributed HEW TEXT DOCUMAEMT - COPY | W1 Test 122021 (1 03-DEC-21 =40 AM | Finalised bt Craig Thomsan [HMC) | 03-DEC-21 Test1
Newer been distributed.  TESTRILE T 3-DEC-21 1251 P | Resubmit - Manac pef Craig Thomsan [HMC) | 03-DEC-21
Never been distributed.  TESTPuEd M | 3-DEC-21 0212 P | Reswbmit - Manac pef Craig Thomsan [HMC) | 03-DEC-21
Comgletion Dacuments and &M Manuals\ 2. General Project Information’,1. Brief Comgpliance Matn,
Al distributed MTWO TESTNO 2 10 | 21-DEC-21 1248 AM | Acoepbed - Manac | Manual doos lan Stevens 20-DEC-21 Add noites here
Completion Documents and O&M Manuals\Training,
Require distributicn TRA-123 TEST a 23-MAR-22 10:45 AW | Resubmit - Manac doox Eylie Hall 23-MAR-Z2
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6.4 Saved Searches

To assist with repeat searches, iTWOcx can save a search created by Advanced Search or Smart Search. Saved searches
can also be set to automatically run and send a report to users. Complete the search using advanced or smart search and
open the advanced search screen.

PUb -CatiO N 50—3[6 HIDE Q |>< Rev Status is: Under Review | |>< Uploaded during: month | All folders v
Document # Rev Discipline is

Title Rev Date fF Uploaded By

Rev Status is Type is File Name

Uploaded during month v

Add more criteria

(] Show all revisions [ Show retired I Save Search

Action Description

1. Click Save After completing the required search, go to the advanced search screen. Click Save.

The Save Search popup displays

LU TNIR A Kylie Hall (MIRVAC-KH1) X
° RUIEGILY Kylie Hall (MIRVAC-KH1) X

FOLDER

Enable Schedule O °

Distribute real-time search results to configured recipients as scheduled

Action Description

2. Enter name and Enter a name and description for the search.
description

3. Addusersto Users that can view the saved search are added to the Applicability field. This could be a user,
Applicability and | @ group / role, company etc.
Editable fields Users that can edit the search are added to the Editable field.

4. Tick Enable To set up a recurring report for the search that is automatically distributed to users, tick
Schedule (if enable schedule.
required) The page is expanded with distribution options (image below).
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Enable Schedule &

Distribute real-time search results to configured recipients as scheduled
Freguency ()Once (ODaily @Weekly (OMonthly
Start Date | 31-MAR-22 11:36 B o

End Date @ Run Forever

(O Run Until Date

2 Times
NGB v0003342 User (V0003342-BG) X
Distribute Via | PRID:Project Details b

() As a PDF attachment to the document

(@ As an excel attachment to the document

Motification Option @Default (CE-mail (QE-mail + Attach

Action Description

5. Enter schedule Enter the details of the schedule, distribution, format and notification.
criteria

6. Click Create Click create to save the search.

6.5 Locating Saved Searches

Saved searches are available in the Publication Space Menu Frame. (eg SAVE TEST in below image)

= iTWOcx | MiRvA

-,
» Jp Activities

> @P Contract Admin
> i Correspondence
w [B Publication Space
» % Transmittals
(D Recent Activity
[B] Document Review
G} Version Sets
> B Folders
5 OMR: OM Register

v {5 SAVE TEST: Test Saved Search

¢ Delete from Favorites
" Edit Favorites
> b QMS
AR Help

Click the Search Name to get a refreshed version of the search result. The results can be exported, distributed,
downloaded etc.

The saved search can be Deleted or Edited at any time by the search creator or anyone provided with editable access.
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7 View History and Approvals

There are times when it is necessary to view the history of a transmittal, an individual document or an approval workflow.
There are a few methods depending on the type of history required.

7.1 View Transmittal History

Transmittals can be tracked in the Transmittals section within the Publication Space. This provides a view on when a
transmittal was sent, who was included in the transmittal, the version of the document and any comments on the
transmittal. It also shows if there was any correspondence linked from the transmittal.

= iTWOcx | MIRVAC AC TMP 01 ¥ Kylie Hall (MIRVAC-KHT) 3 | @ ® ® @
*
> M Activities PR s Tran P 2 - fetribag
s Distribution Transmitta Summary @ Filter Y Manual Distribution
> Contract Admin et e . . NP,
_ MY DOCS  ACTION ITEMS  INFO ITEMS COMPANY ADDRESSED PROJECT MIRVACAC_TMP_01 {EF D005
v [ Publication Space . AUTHOR Kylie Hall (Mirvac Group) ISSUED 22-MAR-22 02:43 PM
v % Transmittals o arence I Auth P
* WIiis] 3] FEERER Gy (sl & || GEEP §/)| A= Sg)| ACTION Lauren Wilcockson (MIRVAC-LW) STATUS CLOSED
L) ownload Record _ . .
23-MAR-22 DTX#0052 23-MAR-22 | MIRVAC-KHT | MIRVAC-KHI WManual Distribu INFO Yardi Voyager (API-ASA), Data Reporting (API-DR), Kylie Hal
L3 ribution TX Show More
£° TX: Transmittal 22-MAR-22 DIX#0051 22-MAR-22  MIRVAC-KH1 | MIRVAC-LW Manual Distribu
p NOTES =«
o WS D i [ From Kylie Hall (Mirvac Group)
0 Recent Activity Testing
Document Review
(® Version Sets FIELDS =
N~ Sent for NFO: Information
Folders
E@ OMR: OM Register ATTACHMENTS ~
MS
pD@ DOCUMENTS
BN Help .
I‘ \ Add to Basket [ Tools »
I, # | Doc# Title Rev  RevDate Rev Status

4 Completion Documents and 0&M Manuals\Test Folder 2\

1 KH-123 TEST A 22-MAR-2202:39PM | UnderReview
COMMENTS  show changes

CLOSED

< @ v - -
Show: |_]Changes [ Viewers

Views Print Excel | Download Distribute Apply Workflow Print PDF Split Associate Respond
Screen Element Description

4. Transmittal Menu |The Transmittal Menu provides in built views for transmittals.
Options DBDN: Download Record |Shows documents the user has downloaded.
DTX: Distribution Shows documents that have been distributed by the user.
TX: Transmittal Shows documents that have been uploaded by the user.
WTX: Document Review |Shows the transmittals sent for document review via a workflow.
5. List View Displays the items of the selected transmittal view in a list, with the most recent at the top.
Tabs across the top provide additional views.
My Docs Transmittals created by the user.
Action Items Transmittals sent by others with the user listed in the action field.
Info Items Transmittals sent by others with the user listed in the info field.
Company Addressed Transmittals sent to anyone within the same company as the user.
6. Detail View Displays details of the transmittal selected from the list view.
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7.2  View Document History

To view the history of a specific document, open the document and access the History tab.

A1003 Revision | a n Details Access History Linked lssues

i = 4

Asset Manager

Revision A was distributed on to All HC staff, Asset
Manager (MAM-AM), Yardi Voyager (API-ASA), Data Reporting
(API-DR)

Asset Manager 01-MAR-2 11:46
A71003 [A] Level 10 Floor Plan has been added to workflow
summary on

Craig Thomson (HMC) 01-MAR-2

AT003[A] Level 10 Floor Plan.pdf[A] have been issued for Review
on : Document(s) for O&M Manuals Workflow v2

Craig Thomson (HMC) 01-MA) 11:42
Uploaded A1003[A] Level 10 Floor Plan.pdf on TX#022!

STUDIO
UNT 14

&
{meiee | 2RT

TWO STOREY
REMDERED BUILDING

METAL AOOF
1, LEVEL 1 FLOCK PLAN EN:'JBS

Action ‘ Description

1. Click History The screen displays information relating to the document.

2. Toggleiconson/ |Toggle theicons to view the required details.
off

Download. Shows when a document was downloaded, including user details
and dates.

Upload. Shows when the document was uploaded and by whom.

Superseded. Displays the details of the revisions — which version was
superseded, when and by which user. It also contains links to the transmittal.

Change. Displays changes to the revisions status, changes to attributes etc.

Publish. Shows when the document was published.

EQdORE D

Distribute. Details the transmittal details — who sent it, who received it, when
it was distributed and contains a link to the transmittal.

r~

Viewed. Shows the users that have viewed the document and which revision.
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7.3 View Approval History

When transmittals are sent following a defined workflow, the progress can be tracked in the WTX: Document Review
view, or by clicking on the Transmittal Reference ID in any other part of the system.

= iTWQcx | MIRVAC AC_TMPO1 ¥

»
Activities - + : .
> & Document Review Summary @ Filter Y
> @ Contract Admin
MY DOCS  ACTION ITEMS INFO ITEMS COMPANY ADDRESSED
> =y Correspondence _—
n Publication Space Modified Y| Reference ¥ |ssued ¢+ | Author 'y Attention 7y Title Y | Stat
v %, Transmittals
22-MAR-22 WTH0034 22-MAR-22 | MIRVAC-KH1 | MRC-SEPE1 Document(s) for O&M Manuals Workflow v2 | LATE
#» DBDN: Download Record
# DTX: Distribution TX °
2= TX: Transmittal
% WTX: Document Review
(@ Recent Activity
Document Review
® Version Sets
> Bm Folders
fd OMR: OM Register
> B3 SAVETEST: Test Saved Seal
> m QMs :
BN Help I
Action ‘ Description
1. Open Document Navigate to Publication Space > Transmittals > WTX: Document Review.
Review menu The screen displays the workflows.

Note: The Tabs across the top and the Filter can be used to find specific transmittals.

2. Click Transmittal | Click the Transmittal Reference ID to view the details.

Reference
WTX#0020 Document(s) for O&M Manuals Workflow - VL Due: 27-December-21 11:07 PM
AUTHOR Craig Thomson (HMC){ELET-CT) WORKFLOW D& anuals Workflow v2
ACTION External Consultant (CNS1-EC)
INFO Jan Stevens (MRC-SEPET), Site Engineer / Project Engineer (SEPEC)

REVIEW NOTE =~

Mirvac Review 1.1 » Consultant Review 1.1 > E

an Stevens (MRC-SEPE External Consultant (CNS1-EC)
Hide Details

[ | Document Number | Title Rev Markup Start Time Finish Time Reviewer Verdict Comment
O] ato01s Level 15 Floor Plan | A 0 14-DEC-21 07:37:56 PM | 14-DEC-21 09:38:03 AM | Jan Stevens | Resubmit - Mirvac

Save and Close NahIERENETE

The process flow is listed in the Review Note section. In this example the first two stages of the review are complete, the
next stage is to be completed by the Asset Manager.
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Completed Review

The below image shows a completed review.

= iTWch | Aconex Replacement Config Project ¥ Kylie Hall (MIRVAC-KH) | @ @ @ @
*
> A Activities _ - . . - e . - .
5 Document Review Summary @ Filter ¢ Document(s) for Training Test Review
> Contract Admin TL AR - /33 00:5T
_ MY DOCS ACTION ITEMS INFO [TEMS COMPANY ADDRESSED AUTHOR: Kylie Hall (Mirvac Group] OB-MAY-22 0257 AM
4 Contracts - WTX20006 CLOSED
> &5 Correspondence Modified ¥ Reference ¥ lssued ¢+ | Author y Attention ¥ Title WORKFLOW TYPE: Documents Not Locked
w [B] Publication Space ACTION: Kylie Hall (MIRVAC-KH), Lauren Wilcockson (MIRVAC-LW)
v & Transmittals OEMAY22 Whooes 05-MAY-22 | MIRVACKH | MUITIPLE e NFO: Yardi Voyager (API-ASA), Data Reporting (API-DR), Nicole Woods (MIRVAC-NW)
% DBDN: Download Record
Consultsnt R > Summary
= DRI Design Review Issue cole AC ac-kH) @
& DTX: Distribution TX Workflow Step
27 TX: Transmittal R -
% WTX: Document Review NOTES +
® Recent Activity
Document Review DOCUMENTS
(D Versien Sets , § Doc # Title Rev Rev Date Rev Status
o Settings I | DOT-ME-BIT-30.. 1 05-MAY-22 .. | Accepted - Mirvac
> Im Folders i
Fd OMR: O&M Register
> m aQMms
> % Tenders
> ¥ Configure
> W Help
DETAILS =
REF ACTION DATE TITLE Status
T#0113 MIRVAC-KH 06-May-22  Summary - Send from Mirvac Group CLOSED

Download Distribute  Apply Workflow Split Associate Workflow Summary

Description

1. Click Workflow The Workflow Summary shows see details of all review steps and their actions.
Summary

WTX#0006 Document(s) for Training Test Review

AUTHOR Kylie Hall{MIRVAC-KH) WORKFLOW Training Test Revie
ACTION Kylie Hall (MIRVAC-KH), Lauren Wilcockson (MIRVAC-LW)
INFO Yardi Voyager (API-ASA), Data Reporting (API-DR), Nicole Woods (MIRVAC-NW)

Show Details

Y

O File Rev Y Markup V| Step Y  Start Time Y | Finish Time Y  Reviewer Y| Verdict Y  Comment hd
Consultant Review 06-MAY-22 0T:27:51 ... 06-MAY-22 10:22:0... | Kylie Hall Approved For Distrib... User left company
[J| DOT-ME-BIT-2000-0001 1 0
Mirvac Review (Parallel) | 06-MAY-22 10:22:06 ... 07-MAY-22 01:02:0... | Kylie Hall Approved For Distrib... Approved - no issues
REF ACTION DATE TITLE Status
TE#0113  MIRVAC-KH 06-May-22  Summary - Send from Mirvac Group CLOSED

Apply Workflow Close PDF

For each document, the review step is listed with the reviewer, comments and verdict listed.
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7.4 Document Review Dashboard

An inbuilt feature within iTWOcx is the Document Review Dashboard. It provides a snapshot of the workflows across the
project and their status.

= iTWOQOcx | MRvac ACTMP 01 ¥ Kylie Hall (MIRVACKHT) £F | ® ® ® ®
B - ,

: ; ’z“t':"':Ad MIRVAC_AC _TMP_01 Document Reviews 0

> : Corraspondence e 2}/ Browse / [=# Share

v Publication Space

> #p Transmittals WTX: documents Waiting On User (Top 10) Doc Reviews Open this month

Recent Activi
(D kd 450 10
Document Review 400 9
350 8
Version Sets
o 300 -
> I Folders 250 5
ﬁ OMBR: OM Register 200 5
150
» @ SAVE TEST: Test Saved Seal 100 :
> | ams 50 5
0
BN Help CNS1-EC MAM-AM MRC-SEPE1 1
Count of Documents e Sum of Waiting on Days 0
N PROGRESS

9 9 ’] Document Review Report

Doc Reviews Outstanding Doc Reviews Overdue Doc Reviews Overdue plus 2 weeks

19

Doc Reviews Withdrawn

Action ‘ Description

1. Click Document Open Publication Space > Document Review from the menu frame to open the dashboard for
Review the project.

2. Click tiles for more |Each tile can be interacted with to drill down to view more details.

information For example, the Doc Reviews Outstanding tile lists outstanding workflows with the oldest on
top. An example of this is displayed below.

3. Click Home Click Home ¢4 to return to the dashboard at any time.

MIRVAC_AC_TMP_01 Document Reviews 0

@&} / Browse / [ Share
9 Document Reviews | wee e o beginsearcring Q
List Map
Due a Plans
3 Update

Document(s) for O&M Manuals Workflow - VL IN PROGRESS

REF WTX#0004 ACTION Jan Stevens (MRC-SEPET) DUE 16-Dec-21

Document(s) for O&M Manuals Workflow - VL IN PROGRESS

REF WTX#0007 ACTION Asset-Facility Manager (MAM-AM) DUE 17-Dec-21

Showing 1to 9of 9
Export PDF

Each item can be clicked to view the workflow, see who was included, view documents and comments etc. Once open,
action can be taken directly from this screen (eg distribute, review etc) without needing to navigate to another location.

Page 80 of 86 iTWOcx Publication Space-v1.1.docx MIRVAC GROUP Confidential



7.5 Document Review Report

Users can access the Document Review Report to see a list of outstanding items. The report shows the workflow
reference, title, author, step of the workflow, due date and the status column indicating the number of days past the due
date. Users can export the report to excel or pdf to share with others if required.

= iTWOQcx | MRvAC ACTMP 01 ¥ Kylie Hall (MIRVAC-KH1) HOXOXOXC)

> A Activities ‘ MIRVAC_AC _TMP_01 Document Reviews 0

> dP Contract Admin
> I Correspondence G/ Browse / [=# Share

v Publication Space

> % Transmittals WTX: documents Waiting On User (Top 10) Doc Reviews Open this month

Recent Activi
o v 450 10
Document Review 400 9
. 350 8
Version Sets
°© 300 7
> I Folders 250 8
FR OMR: OM Register 200 5
150
> @ SAVE TEST: Test Saved Sea 100 ;
> Im QMs 50 5
0
AN Help CNS1-EC MAM-AM MRC-SEPE1 1
Count of Decuments = Sum of Waiting on Days 0
gl IN PROGRESS

-

Doc Reviews Quistanding Doc Reviews Overdue Doc Reviews Overdue plus 2 weeks

19

Dac Reviews Withdrawn

1 Document Review Report

1. Click Document Access Publication Space > Document Review from the menu frame to open the dashboard.
Review Report Click the Document Review Report button.
[ iment Review Repor
T
= Reference Y Tithe Y Author Y Step Y Action Y Info Y DOuveDate Y #2ofDrawings Y Status Y

» 1 WTXe0034 Documentt Kyhe Hat Mirvac Review 1.1 Jan Stevers..,  Site Engine. Apr 05, 2022 1

» 2 WTx=0027 Document( Donna Horton Mirvac Review 1.1 Jan Steverrs...  Site Engine Feb 22 2022 1 Overdue by 43 dayls)

> 3 WTX80022 Documentl.. Craig Thomson (HMC) Mirvac Review 3.1 Asset Mana..  Craig Thoen. Jan 23, 2022 1 Overdoe by 73 dayls)

> 4 WTX20020 Document{ Craig Thomson (HMC) Consultant Revi External Co. Craig Thom. Dec 27, 2021 L Overdue by 100 day(s)

> 3 WTX20012 Document..  Account Manager Mirac Review 1.1 Jan Stevens..  Azcount M Dex 27, 2021 1 Overdue by 100 day(s)

» 6 WTX=0010 Document] Craig Thomson (HMC) Consultant Revs External Co. Crasg Thom, Dec 17, 2021 1 Overdue by 110 day{s)

» 7 WTXe0007 Documenti. Craig Thoeson (HMC) Mirvac Rewvew 3.1 Azzet Mana. Craig Thom. Dec 17, 2021 1 Overdue by 110 dayls)

» 8 WTX=0005 Document! Ceaig Theenson (HMC) Mirvac Review 1.1 Jon Stevens..  Crang Thom Dec 16, 2021 1 Overdue by 111 day(s)

> 9 WTX20004 Document( Craig Thomson (HMC) Mirvac Review 1.1 Jan Stevens.. Crasg Thom. Dec 16, 2021 1 Overdue by 111 day()

<<°-- 3 v

< Back to Dashboard PDF

Page 81 of 86 iTWOcx Publication Space-v1.1.docx MIRVAC GROUP Confidential



Expand the section * to see the document details

4 3 WTX#0022 Document(.. Craig Thomson (HMC) Mirvac Review 3.1 Asset Mana...  Craig Thom... Jan 23, 2022 1
Document Mumber Title Rev Latest Rev Markup Rev Date
> AlD18 Level 18 Floor Plan A A 0 10-JAN-22 08:33 AM

Expand further to see the workflow steps that have been taken and any comments from the reviewers.

a 3 WTX#D022 Document(... = Craig Thomson (HMC) Mirvac Review 3.1 Asset Mana... Craig Thom... Jan 23, 2022 1
Document Number Title Rev Latest Rev Markup Rev Date
4 AlDiz Level 18 Floor Plan A A 4] 10-JAN-22 08:33 AM
Step Date/Time Reviewer Verdict

Mirvac Review 1.1 10-Jan-22 08:34:58 AM Jan Stevens Accepted - Mirvac

Consultant Review 1.1 10-Jan-22 08:35:39 AM External Consultant Resubmit - Consultant

Mirvac Review 3.1 Asset Manager Resubmit - Consultant

Users can export the report to excel (1) or pdf (2).

Document Review Report

# Reference Y Title Y Author Y Step Y Action Y Info Y DueDate Y #ofDrawings YT
> 1 WTX#0034 Document(.. Kylie Hall Mirvac Review 1.1 Jan Stevens.. = Site Engine... Apr 05, 2022 1
> 2 WTK#0027 Document{.. Donna Horton Mirvac Review 1.1 Jan Stevens.. = Site Engine... Feb 22, 2022 1
a 3 WTX#0022 Document{... = Craig Thomson (HMC) Mirvac Review 3.1 = Asset Mana... = Craig Thom... Jan 23, 2022 1
Document Number Title Rev Latest Rev Markup Rev Date
»  Al01E Level 18 Floor Plan A A 0 10-JAN-22 08:33 AM
> 4 WTH#0020 Document(..  Craig Thomson (HMC) Consultant Revi...  External Co...  Craig Thom... Dec 27, 2021 1
> 5 WTH#0019 Document{.. = Account Manager Mirvac Review 1.1 Jan Stevens.. Account M... Dec 27, 2021 1
> 6 WTX#0010 Document(..  Craig Thomson (HMC) Consultant Revi...  External Co...  Craig Thom... Dec 17, 2021 1
> 7 WTH#0007 Document(..  Craig Thomson (HMC) Mirvac Review 3.1 = Asset Mana..  Craig Thom... Dec 17, 2021 1
»> 8 WTXF0005 Document{.. Craig Thomson (HMC) Mirvac Review 1.1 | Jan Stevens... | Craig Thom... Dec 16, 2021 1
> 9 WTHH#0004 Document(..  Craig Thomson (HMC) Mirvac Review 1.1 | Jan Stevens..  Craig Thom... Dec 16, 2021 1

< Back to Dashboard

Rev Status

Under Review

Overdue by 73 day(s)

Rev Status

Under Review

Comment

accepted jan 10-01-2022

resubmit-make changes noted on d

Status

Overdue by 43 day(s)

Overdue by 73 day(s)

Rev Status

Under Review

Overdue by 100 day(s)

Overdue by 100 day(s)

Overdue by 110 day(s)

Overdue by 110 day(s)

Overdue by 111 day(s)

Overdue by 111 day(s)
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7.6  Design Issue Report

Another inbuilt report is the Design Issue Report. This report shows the status of any design review issues (DRI). Users
can export a list of items to excel. Users can also open the DRI and complete action from this report without needing to
navigate to another area

iTWch | Aconex Replacement Config Project ¥ Kylie Hall (MIRVAC-KH) | @ @ @ @
> 4 Acties " MGR-ENT-MST-001-PRD Document Reviews 0

> @ Contract Admin
— ]
& Contracts &}/ Browse / [+ Share Q
> B Correspondence

W Publication Space 'WTX: documents Waiting On User (Top 10) Open this month

> % Transmittals 35 12
o Recent Activity o 30
Document Review 25 1
@ Version Sets 20 0
& Settings 15 0.6
> W Folders 0.
ES OMR: O&M Register s
> QMS I RE-AM ’ v
> % Tenders Sountef Besumans == Sum ofisiing en By ’ I PROGRESS
> & Configure
> mm Help Document Review report

Design Issue Report

Action Description

1. Click Design Issue |Access Publication Space > Document Review from the menu frame to open the dashboard.

Report Click the Document Review Report button.

— iTWch ‘ Aconex Replacement Config Project v Kylie Hall (MIRVAC-KH) @ | @ @ @ @

D 4y Gl Design Issue Report
» & Correspondence -

w [E Publication Space Sl Lrzmzal] 1] Show All

> % Transmittals

Doc# Y WIX# Y State (%) Issues Comments
(® Recent Activity
-123 3
Document Review 4 TRN-123TEST ! 0
@ Version Sets
Issues ~  Title ~ WTX ~  Rev ~  Author ~  Date ~ Comm.. ~ Status ~ Action ~  Due ~ Page ~
> Bm Folders
#0002 here lie Apr-22 ( i ( 21-Apr-22
P OMR: O&M Register DRI#0002 ere B Kylie Hall i4-Apr22 | D =N it 2iAer22 1
> I QMs
N Help

< Back to Dashboard
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Action Description

2. Click reference ID | Expand the section to see the issues relating to the document.

Click the DRI# hyperlink to open the design review issue.

Design Review lssue
here Comments show changes
Status | Open (Workflow Applied) Due 21-APR-22 ﬁ

REF DRI#0002

[JPrivate

Action | Kylie Hall (MIRVAC-KH) (Workflow Applied)

FURTHER DETAILS «

here

Document Created

REVISION «

IRP TEST[B]

N

FIELDS &
ATTACHMENTS ~

Show: [ Changes [_|Viewers

From here the standard actions to review and complete the DRI can be taken.
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8 Glossary of Terms / Acronyms

Term / Acronym Definition

DRI Design Review Issue. A feature within iTWOcx to create issues using mark-up tools that can
be tracked through to completion.

HSE Health, Safety and Environmental.
iTWOCx The collaborative construction project management system.
RIB Vendor responsible for iTWOcx system.
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Document Control

Version Date Prepared By Reason for Update
V0.1 15/03/2022 Kylie Hall Document Created
V1.0 01/08/2022 Kylie Hall Published

Review / Sign Off

Review / Sign Off
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