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QUICK REFERENCE GUIDE

How to create & respond to an ITP Checklist | Desktop | Subcontractor

AN

mirvac

This Quick Reference Guide (QRG) will show Mirvac Subcontractors how to create and respond/complete an
Inspection Test Plan (ITP) Checklist. Note: Always use Google Chrome to access iTWOcx on the desktop.

Note: You can create a checklist from a Mirvac
template or subcontractors can create an ad-hoc
checklist upon a Project Engineer’s approval - refer
to the steps in the QRG: Create and respond to an
ad-hoc ITP Checklist.

1. On the Homepage, select to expand the QMS
module > QA > ITP1: ITP Checklist Template.

iTWOcx |

> & Activities
> @ Contract Admin

MIRVA(

»

£ Contracts
> &% Correspondence
> Publication Space
> @ Defects
> Im 0&M
> Im Wall Charts
> @ FPR: Firewall Penetrations R
> @ SR:Samples Register
N AP: Action Point
{ B 1TP1: ITP Checklist Template)

2. This will open the ITP Checklist Template
screen. Find the approved ITP template you wish
to create a Checklist from and click on the
template’s Title. For e.g. Precast Lift Plan ITP
(Do Not Edit) was selected.

EMS COMPANY ADDRESSED

3. Select Create ITP Checklist (bottom left of ITP
details screen).

3. Prior to 33 33
Installation of Panel

Show: [JHeaders @ Comments [(JChar

Create ITP Checklist

The Split ITP Checklist screen opens. This step
splits and copies the data from the Precast Lift Plan
ITP template into a new form to create your
checklist.

Help? Please contact your Mirvac Project or Site Engineer.

Starting at the top of the ITP Checklist form:

4. All fields in the Details section are prepopulated.
If required, change only these fields:

a. Add a Title.
b. The Due date.

Split ITP Checklist

details o

STATUS

5. Inthe collaborators section:

a. Enter subcontractor(s) who will
action/approve the checklist by typing in
their name (or click the action button to
search the address book).

b. Add any relevant recipients for information
by typing in their name or pressing the Info
button to open the address book.

collaborators

6. Skip the default Attachments section as it not
required for checklists.

7. For each field on the form, select the appropriate
option (from the drop-down), noting an asterix *
is mandatory.

8. The Checklist % Complete and Quality %
Complete fields auto-populate as each line item
on the checklist and the quality assurance
progresses.

form a

PRECAST ITP TEMPLATE - TC

< [<] << <]

Note: When an ITP is done on a mobile app, the
Checklist % Complete will not auto-update. You will
need to untick/tick again on the Checked column to
update.

Version 1| October 2021
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How to create & respond to an ITP Checklist | Desktop | Subcontractor

9. For each checklist line item, populate the
columns as appropriate. Click on the three dots
or ellipsis to display more options.

1. Prior to Pouring Slab

f: . M
manufacturers

rior to Pouring Slab

a. Attach any Reference Documents &
Specifications relevant to this item.

b. Inspection Criteria or IC is auto-configured
for each project. It can be:

i. H - Hold Point
ii. M -Monitor
iii. N/A -Not Applicable.

c. For Responsibility, click on the ellipsis to
open the Select Contact screen to search
from companies and subcontractors. When
the contact is selected, click OK.

Select Contact

E ntr: 2 )
Cancel OK

Note: The contact is now added. If the same
contact is responsible to another item, copy and
paste their ID code into the Responsibility field.

d. Enter Comments / Notes that may be
required to assist the subcontractor in
completing this item.

e. Please ignore the Related column.

f.  Inthe Attachments column, the
subcontractor will upload evidence to
support the completion of that item.

10. Click Submit to issue the checklist to those listed
as collaborators (an email notification will be
sent) or Save as Draft if required.

Help? Please contact your Mirvac Project or Site Engineer.

AN

mirvac

11. To respond/complete a checklist, access the
checklist either from:

a. The Homepage > QMS module > QA >
ITPCHK: ITP Checklist. Click the Company
Addressed tab and search for the checklist

assigned to you.
= iTWOQOcx | MIRVAC-AC-TMP_QMSO1 ¥
.
> & Acivi ITP Checklist
> @ Contra
- MY DOCS  ACTION ITEMS  INFO ITEMS| COMPANY ADDRESSED
& Contracts e
> [E Publication Space lssued + | Reference Y Modified Y Autho
vl QMS
24-5EP-21 ITPCHKELE1-MRC#0012 24-5EP-21 ELE1-C
> Defects
> I oam 22-5EP-21 ITPCHK:MRC-ELE1#00C 22-5EP-21 MRC-51
22-SEP-21 m MRC-ELE 1#0005 Z22-SEP-21 MRC-5§
L3 AP: Action Point
[ ITP1:ITP Che plé 21-seP-21 ITPCHKMRC-MRC#0030 22-5EP-21 MRC-SE
f@ ITPCHK: ITP

b. Then click on the checklist name to open the
details screen, then click Respond.

Link Print Pdf Associate Split -

c. Click on Respond from within the Email
Notification to open the checklist directly
from iTWOcx.

iTWOcx
fowoee ]

I

12. For each checklist item assigned to you:

a. Add any Attachments as evidence of
completion.

b. To sign off that item, tick the By
Subcontractor box or tick N/A if this line
item is Not Applicable.

c. Your name and date is auto populated in the
date field.

BY SUBCONTRACTOR

ATTACHMENTS

ELET-CT ! 16-JUL-

TP Checkistbmp - 3 by Subcontractor | JN/A

13. Click Submit (bottom of screen) save and send
the checklist back to Mirvac to action.

Steps Complete

Version 1 | October 2021
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How to create an ad-hoc ITP Checklist | Desktop | Subcontractor

This Quick Reference Guide (QRG) will show Mirvac Subcontractors how to create an ad-hoc Inspection Test
Plan (ITP) Checklist. Note: Always use Google Chrome to access iTWOcx on the desktop.

Note: Subcontractors can create an ad-hoc checklist
upon a Project Engineer’s approval, otherwise create
a checklist from a Mirvac template - refer to the Steps
in QRG: How to create and respond to an ITP
Checklist.

1. On the Homepage, select to expand the QMS
module > QA > ITP1: ITP Checklist Template.

= iTWOcx |
> A Activities
> @ Contract Admin

MIRV,

b 4

> &= Correspondence
> Publication Space
> @ Defects
> m oaMm
> B Wall Charts
FQ FPR: Firewall Penetration:
& SR: Samples Register
I3 AP: Action Point
E® ITP1: ITP Checklist Templ:

[& ITPCHK: ITP Checklist

L1 SFPR: Firewall Penetratior

2. This will open the ITP Checklist screen. Click
New to create a new checklist.

iTWOcx
> A Activities
> @ Contract Admin

MIRVAC-AC-TMP_QMS01 ¥

ITP Checklist
5 () @i MY DOCS  ACTION ITEMS |
> Publication Space
v QMs

> & Defects

> | O&M

VAo

> B Wall Charts
G FPR: Firewall Penetrations

lssued + | Reference

22-5EP-21 ITPCHK:MRC-ELE1

22-SEP-21 TPCHK:MRC-MRC

22-5EP-21 TPCHK:MRC-ELET

21-5EP-21 PCHK:MRC-MRC

F& SR: samples Register
) AP: Action Point

B ITP1: ITP Checklist Templ:
[& ITPCHK: ITP Checklist

21-8EP-21 TRCHKELET-MRC

21-5EP-21 TPCHK:MRC-MIR

20-SEP-21 TRPCHK-MIRVAC-P

Help? Please contact your Mirvac Project or Site Engineer.

Starting at the top of the New ITP Checklist form:

3. Most of fields in the Details section are
prepopulated. If required, add and change only
these fields:

a. Add a Title.
b. Amend the Due date.

New [TP Checklist

details o

4. In the collaborators section:

a. Enter the name of the Mirvac Project
Engineer who will approve the checklist by
typing in their name (or click the action
button to search the address book).

b. Add any relevant recipients for information
by typing in their name or pressing the Info
button to open the address book.

collaborators

action

5. Click Attachments to upload your scanned
checklist and other files to support this checklist.

attachments .

Select files..

6. For each field on the form a
form, select the
appropriate option (from
the drop-down), noting an
asterix * is mandatory.

7. Disregard the grey/non-editable tables. These
are only required when using a Mirvac template.

8. Click Submit to issue the checklist to those listed
as collaborators (an email notification will be
sent) or Save as Draft to complete the form later.

Steps Completed

Version 1| October 2021
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This Quick Reference Guide (QRG) will show Mirvac subcontractors how to create and respond to a Firewall
Penetration Form in iTWOcx. Note: Always use Google Chrome to access iTWOcx on the desktop.

1. To create a new form, from the Homepage
either:

a. Expand the QMS module > QA > FP: Firewall
Penetration Form > click New.

= iTWOcx MIRVAC_AC_TMP.

> A Activities
> d@ Contract Admin

MY DOCS

Firewall

> & Defects Modified
> m o&Mm

15-0CT-21

> m Wall Charts 12-0CT-21

[& FPR: Firewall Penetration:
EQ SR: Samples Register
IR AP: Action Point

LY FP: Firewall Penetrations

[& ITP: ITP Checklist Templat
[@ ITPCHK: ITP Checklist

< -0
b. Or on the Project Toolbar, click on the

Create New icon and select QMS > Quality >
FP: Firewall Penetration Form.

MCHCXOXC)

The New Firewall Penetration Form screen opens.
Starting at the top of the form:

2. In the Details section:

a. Add aTitle, e.g., Concert Firewall
Penetration Form.

b. The approval workflow Status defaults to In
Progress.

c. The Type is auto-populated from the chosen
form type.

d. A default Due date is populated. Change if
due date is incorrect.

e. A Refnumber is automatically assigned.

New Services Firewall Penetration Register

details a

=

Help? Please contact your Mirvac Project or Site Engineer.

In the collaborators section:

a. Enter the person’s name who will action the
form by typing in their name (or click action
to search the address book).

b. Type in the name(s) of any other recipients

you would like to include for their Info or
click Info to open the address book.

collaborators

action
info

Click Attachments to upload your scanned
checklist and other files to support this checklist.

attachments

Select files..

(Optional) Add additional Details about the form.

B I U & Segoeul 90 A A EEF = = = L2 Q

For each field on the Lot Details section, either
select an option (from the drop-down) or type in
the details, noting an asterix * is mandatory.

<] <] IIIIII]

Associate Check Mames QuickText Save as Draf

Once the relevant fields are filled in, click
Submit. This Sample Form will now be sent to
the subcontractor to complete.

Or click Save as Draft to return and complete the
form later.

Version 1 | October 2021

Page 5 of 26



QUICK REFERENCE GUIDE NN

How to create & respond to a Firewall Penetration Form | Desktop | Subcontractor mirvac

Access your draft Form Respond to a Form
1. To access your draft Form, go to the Homepage 1. If Mirvac has created the Form or you are
> Hotlist > Action Items tab > Drafts > Firewall assigned as the subcontractor to complete this
Penetration Form. activity, please open (to action) the form, from
. . either:
2. Click on the Form you want to edit.
= iTWOcx | MIRVAC-AC-TMP QMS01 v a. The email notlflf:atlon - Cl'ICk on the link to
. open the form directly in iTWOcx.
> M Activities Notifications (26)
> & Contract Admin 5 om . b. Or from the Homepage > Notifications
> & Comespondence © s wmcsee: screen. Now, click on the form name to open
> Publication Space B - T q
v b QMS @ 6-sep-2t MRC-SEPE the details.
6-SEP-21 MRC-ROM
B Bafms © = iTWOcx | MIRVACAC-TMP QMSO1 v
> B O&M @ 6-SEP-21 MIRVAC-A. ”
v & Quality @ 3-sep-21 MRC-SEPE > A Activities
i - . - > @ Contract Admin
> Il Wall Charts O sz VIReeErE & Contracts & Date BY
] FPR: Firewall Penetrations @ 3sepn > %% Correspondence E MECSERE]
& SR: Samples Register © 3-sep-2 > B Publication Space
I3 AP: Action Paint @ 2s-auc21  ELEICT v aMs - 2 MR
I HP: Hold Point (@ 28aUG-21  MRC-SEPE

[& ITP1: ITP Template 2
E@ ITPCHK: ITP Checklist Hotlist

@ NCR: Non Conformance |, | acrion rems v Docs Link Print Pdf Associate Split -

L3 SFPR: Services Firewall Pel

Bg SR: Survey Request . . .
Y SREG: Sample Form SERVICES FIREWALL PENET] 3. The Respond window will open. Review each

K TR: Test Request REF DATE @Y field, attachments and comments on the form,
> I Sustainability 0005 13-SEP-21 MR and if required, enter any extra details into the
Details section.

Click Respond to open/edit the form.

Drafts (2) a

3. Then click on Edit to open the Form.

4. Fill in the required field(s), and when complete,
click Submit. This Form will now be sent to the
subcontractor to complete.

E H E ’

B J U 5 A- N ¥ 3s =

4. Scroll down and add a comment in the
Comments field.

comments o
B I

<

S Segos Ul 9

= 1=

= =

2. Finally click Submit. Persons added as
collaborators will receive a notification that you
have updated the form.

Steps Complete

Help? Please contact your Mirvac Project or Site Engineer.

Version 1| October 2021 Page 6 of 26



QUICK REFERENCE GUIDE

AN

mirvac

How to create & respond to a Sample Form | Desktop | Subcontractor

This Quick Reference Guide (QRG) will show a Subcontractor how to create and respond to a new Sample Form
in iTWOcx. Note: Always use Google Chrome to access iTWOcx on the desktop.

1. To create a new form, from the Homepage
either:

a. [Expand the QMS module > QA > Sample
Form > New.

= jTWOcx | MIRVAC-ACTMP_QMS01 ¥

*
> A Activities
> @ Contract Admin

Sample Form

& Contracts MY DOCS  ACTION ITEMS

P L G Issued + | Reference

> [E Publication Space
06-SEP-21 | SREGMRC-MIR
v ams .

> 4f Defects 03-AUG-21 | SREGMIRVAC-
> b 0&M
> Im Wall Charts
> B SR:Samples Register
I3 AP: Action Point
I3 HP: Hold Point
[ ITP1: ITP Template
[ ITPCHK: TP Checklist
@ NCR: Non Conformance |,

I SFPR: Services Firewall Pel

B SR: Survey Request

W< - v

b. Or on the Project Toolbar, click on the
Create New icon and select QMS > Quality >
Sample Form.

MCHCXOXC)

The New Sample Form screen opens. Starting at the
top of the form:

2. Inthe Details section:
Add a Title, e.g., Concert Sample Form.

b. The Status defaults to In Progress. Other
options includes Draft and Closed.

c. The Type is auto-populated from the chosen
form type.

d. A default Due date is populated. Change if
due date is incorrect.

e. A Refnumber is automatically assigned.

New Sample Form

details

STATUS | IN PROGRESS Al UE  16-Sep-2103:53 PM

- REF Automatic

TYPE | SREG: Sample Form

Help? Please contact your Mirvac Project or Site Engineer.

3.

4.
5.

In the collaborators section:

a. Enter the Mirvac employee or subcontractor
who will action the form by typing in their
name (or click action to search the address
book).

b. Type in the name(s) of any other recipients
you would like to include for their Info or
click Info to open the address book.

collaborators

If required, add any Attachments.

For each field on the Form - Sample Details
section, select an option (from the drop-down)
noting an asterix * is a mandatory.

The remaining (and non mandatory) fields will
be filled by the supplier/subcontractor.

form o

SAMPLE DETAILS
ﬂ’JUR NO. / LOCATION / APT NA

STAGE *

LEVEL*
ZONE *
AREA

TRADE™

&'dwcatsz a mandatory field J
ﬁESC?IPTICN \

SPEC REFERENCE

MANUFACTURER
MODEL NO.
PRODUCT
FINISH

SPECIFIED OR ALTERMATE AK

wmz TYPE J

Once the relevant fields are filled in, click
Submit. This Sample Form will now be sent to
the Mirvac employee or subcontractor to
complete.

Or click Save as Draft to return and complete the
form later.

Version 1 | October 2021
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Access your draft Sample Form Respond to a Sample Form
1. To access your draft Sample Form, go to the 1. If Mirvac has created the Sample Form or you are
Homepage > Hotlist > Action Items tab > assigned as the subcontractor to complete this
Drafts > Sample Form. activity, please open (to action) the form, from

2. Click on the Sample Form you want to edit. e

a. The email notification - click on the link to

= iTWOcx | MRVAC-ACTMP QuS01 ¥ open the form directly in iTWOcx.

> A Activtes * Notifications (26)
> @ Contract Admin o _ b. Or from the Homepage > Notifications
) A (@ 6SEP-21  MRCSEPE!  DEF#002 screen. Now click on the form name to open
: :I:!Gmn e @ 6-SEP21  MRCROM1 [TPTELE" the details.
> & Defects O] MIRVAC-A]  AP:MRC-
y ® 3- MRC-SEPET  DEF#016 —
:: 2&71, & MRCSEPE1  ITPIELE = iTWOcx | MRRVAC-AC-TMP QMSOT v
> B Wall Charts @ : MRC-SEPET  MTP1:ELE > A Activities *
F& SR Samples Register @ ELE-CT APMRCH D () G & pate B
L3 AP: Action Point L & Contracts .
Y HP: Hold Point @ 29-aUG-21 ELEI-CT > & Correspondence
& ITP1: ITP Template (@ 28-AUG-21 MRC-SEPE!  APMRC- > Publication Space
& TPCHK: ITP Checklist v m QMs

@ NCR: Non Conformance | [ Hotlist
L) SFPR: Services Firewall Pe, ACTION ITEMS PINNE
B sksuneyReauest 1| 2. Click Respond to open/edit the form.
I SREG: Sample Form
X TR: Test Request SAMPLE FORM ) ) . )
Y D—— wer oAt . Acti Link Print Pdf Associate Split -
M Help

3. Inthe Sample Details section, enter details into
the relevant fields, including attachments.

Subcontract (1) w

Site Instruction (1) w

f a
3. Then click on Edit to open the Sample Form. o

4. Fill in the required field(s) and when complete,

click Submit. This Sample Form will now be sent POUR NO. / LOCATION / APT NO. *
to the subcontractor to complete. STAGE *

4. Finally click on Submit. All persons added as
collaborators will receive a notification that you
have updated the form.

Steps Complete

Help? Please contact your Mirvac Project or Site Engineer.

Version 1| October 2021 Page 8 of 26
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This Quick Reference Guide (QRG) will show Subcontractors how to respond to a defect in iTWOcx.
Note: Always use Google Chrome to access iTWOcx on the desktop.

1. To view your assigned defects from the Defects Be

dashboard:
a. Expand the QMS module > click Defects.

b. On the Defects dashboard, click on Defects
to be Rectified.

Scroll back up to add Attachments e.g.
photographs.

Respond -

details o

ew Johnstone (MIRVAC-AJ)  Samantha Thompson (MIRVAC-S

The list of defects Issued for Repair opens.
2. Click on the defect you wish to review.

The defect form opens, and you can review the
details.

3. When you are ready, click the Respond button
located in the bottom right-hand corner of the
form.

7.
Link Print Pdf Associate Split -

4. Towards the bottom of the defects form, enter
Comments to explain whether the defect has
been resolved or is being disputed.

Help? Please contact your Mirvac Project or Site Engineer.

form .

Associate  Check Names  QuickText ‘

6.

When finished, click either the Complete or In
Dispute button located in the bottom right-hand
corner of the form.

iTWOcx will now automatically:

a. Return the defect form to the Mirvac
Engineer and send them a notification.

Update the status of a completed defect as
Ready to Inspect.

c. Update the status of a disputed defect as In
Dispute.

Steps Complete

Version 1| October 2021
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This Quick Reference Guide (QRG) will show Subcontractors how to respond to a Non Conformance Report
(NCR) in iTWOcx. Note: Always use Google Chrome to access iTWOcx on the desktop.

1. To view your assigned Non Conformances:
a. Expand the QMS module > click Defects.
b. Click NCR: Non Conformance

c. Select the Action Items tab to see the forms
you need to action.

d. Locate the desired NCR on the list and click
the Reference to open the form and view the

details.
14

47 BRI Non Conformance summary @ Filter ¥
> @ Contract Admin

_ MY DOCS JACTION ITEMS| INFO ITEMS COMPANY ADDRESSED

B Contracts
v QMs Modified T Reference T issued ¢ | Author Y| Attentic
ve

L) DEF: Defect Register

@ NCR: Nen Conformance

2. When ready, click Respond (bottom of form).

3. Ifyou wish to dispute this NCR, scroll to the
bottom of the form, enter Comments to explain
why it is being disputed and proceed to step 8;
otherwise proceed to step 4.

_“ o A-N-FE =3

4. Scroll down the form to Part C - Proposed
Corrective Action and:

a. If appropriate, tick/untick the checkboxes as
necessary.

b. Ifapplicable, add additional Comments

c. Ifblank, enter the Works to be Rectified By
date.

PART C - PROPOSED CORRECTIVE ACTION

JAccept As Is

COMMENTS

B 7 U &

Segoe Ul opt

|»
|=

Additional comment is added here

WORKS TO BE
RECTIFIED BY 20a2

Help? Please contact your Mirvac Project or Site Engineer.

5. [Ifthe corrective action is not yet complete, you
may click Issued for Repair (bottom of form) to
save your updates and exit the form. Otherwise,
proceed to step 6.

6. Scroll down the form to Part D - Corrective
Action and:

a. Enter Comments to explain how the NCR has
been resolved.

b. Enter the Estimated Cost of Correction.

PART D - CORRECTIVE ACTION

B 7 U § segosll 9ot A - A = =

7. Scroll back up to add Attachments e.g.
photographs.

Respond

8. When finished, click either Ready to Inspect or
In Dispute (bottom of form).

Associate Check Names QuickText m

9. iTWOcx will now automatically:

a. Return the NCR form to the Mirvac Engineer
and send them a notification.

b. Update the status of a completed NCR as
Ready to Inspect.

c. Update the status of a disputed NCR as In
Dispute.

Steps Complete

Version 1.1 | November 2021
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How to Create or Respond to a Green Star or WELL Form | Desktop | Subcontractors

This Quick Reference Guide (QRG) will show Subcontractors how to create or respond to a Green Star or WELL
Form in iTWOcx. Note: Always use Google Chrome to access iTWOcx on the desktop.

Create a Green Star or WELL Form

1. To create a form from the Homepage:
a. Expand the QMS module > Sustainability
b. Select the type of form you need.

c. Click on New (bottom of screen).

> M Completion

> @f Defects

>R Q0
FR GSABR: Green Star As-Built Register
[ GSDR: Green Star Design Register
F3 WABR: WELL As-Built Register
F3 WDR: WELL Design Register

% GSAB: Green Star As-Built
2% GSD: Green Star Design
2% WAB: WELL As-Built

2% WD: WELL Design

The New Form screen opens.

2. Inthe details section:
a. Add a Title that will be easy to search.
b. The Status defaults to Submitted.

c. A default Due date is populated. Change if
due date is incorrect.

d. The Type and Ref number are auto assigned.

New WELL As-Built
details o

~ 16-Nav-21 02:12 PM
TYPE WAE: WELL As-Built - REF A

3. Inthe collaborators section:

a. Ifthis project has not reached practical
completion, click action to search the
address book for the name of the Mirvac
Engineer who will review this form.

b. Ifthis project has reached practical
completion, click action to search the
address book for the name of the Mirvac
Asset or Facilities Manager who will review
this form.

c. Click info to search for the name(s) of any
other recipients you would like to include on
this form for their information.

4. Proceed to the steps for Complete a Green Star
or WELL Form (next page in this QRG).

Help? Please contact your Mirvac Project or Site Engineer.

Respond to a Green Star or WELL Form

2

5

If Mirvac has created a sustainability form and
assigned it to you to complete (or if Mirvac has
asked you to update and resubmit a form that
you previously completed), you can navigate to
the form from either:

a. The email notification - click on the link to
open iTWOcx and view the contents of the
form; or

b. The iTWOcx Homepage > Notifications
screen - click on the form name to view it.

[Tt os

& pate BY

> & Activities

> @ Contract Admin
% Contracts

> Publication Space

> m QMs

ToDo List

REFERENCE TITLE

| f 9-NOV-21 MIRVAC-ST WDES:MIRVAC-ELET#0001 WELLDesign;

& 9-NOV-21 MIRVAC-ST AST:MIRVAC-ELE1#0002  Test Asset For

. When you are ready, click Respond (bottom of
form).

Link Print Pdf Associate Split -

If the status of the form is:

a. Submitted: proceed to the steps for
Complete a Green Star or WELL Form (next
page in this QRG).

b. Resubmit-Mirvac: proceed to step 4.
Complete the updates requested by Mirvac (as
described in the Comments). This may include:

a. Adding Attachments and/or

b. Updating any of the form fields.

If desired, enter Comments.

When your updates are complete:

a. Click Status (top of form) and select
Submitted

b. click Submit (bottom of form).
STATUS  RESUBMIT - MIRVAC
RESUBMIT - MIRVAC

iTWOcx will automatically submit the updated
form to Mirvac and send them a notification.

Steps Complete

Version 1 | December 2021

Page 11 of 26



QUICK REFERENCE GUIDE AT

mirvac
How to Create or Respond to a Green Star or WELL Form | Desktop | Subcontractors

Complete a Green Star or WELL Form

If you are creating or responding to a Green Star or 9. When your form is complete, click Submit
WELL Form, follow the steps below to finishing (bottom of form).

completing your form.

iTWOcx will automatically submit the form to the

o R IBIEEERry AL (T Mirvac Reviewer and send them a notification.
2. Inthe Form section:

a. Ifblank, complete each of the mandatory
fields (indicated by an asterix *). Steps Complete

b. Ifrelevant, complete (or update) the non
mandatory fields.

c. If desired, enter Comments.
3. (Optional) If you wish to link this form with
another form (e.g. a design or as-built form),

click Associate at the bottom of the form and
continue with steps 4-8. Otherwise, go to step 9.

Associate Check Names QuickText Save as Draft

4. Click the Select Document Types drop-down
list, and choose the form type you wish to link to.

Search
BasiC a

Select Document Types g

5. Inthe Search Keywords field, type the Title of
the form you wish to link to, then click Search.

6. Review the Search results and identify the form
you wish to link to.

7. Click the desired form to select it, then click
add.

8. Click Save to associate the two forms.

Associate
Searct

a

Distribution «

Notation «
Special Fields

Display =

Search result

I WOESMIRVAC- ELETAT00T: WELL Design Test foam

Help? Please contact your Mirvac Project or Site Engineer.
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This Quick Reference Guide (QRG) will show Subcontractors how to create or respond to a Commissioning
Documents Form in iTWOcx. Note: Always use Google Chrome to access iTWOcx on the desktop.

Create a Commissioning Documents Form

1. To create a form from the Homepage:
a. Expand the QMS module > Completion.
b. Click CRT: Commissioning Documents

c. Click on New (bottom of screen).

= iTWOcx | MIRVAC ACTMP.O1 ¥
r

> K Activities
> d@® Contract Admin
> B Publication Space

Commissioning Documents

MY DOCS  ACTION ITEMS  INFO ITEMS  COM

v | QMs Modified ¥ | Reference T | Issued.
v I Completion
03-DEC-21 CRT:ELE1-MRC#0013 08-DEC-
[d ASTR: Asset Register .
[ CRTR: Commissioning Register 08-DEC-21 08-DEC-]

FR WRNR: Warranties Register I
Bl AST: Assets

&= CONT: Contact 18-NOV-21

Iﬁ CRT: Commissioning D:CLII"\EI“SI
R WRN: Warranties
> ¥ Defects
>R QA
> Im Sustainability

Y BoDirE
R New Pins Report  Status|

The New Form screen opens.

2. In the details section:
a. Add a Title that will be easy to search.
b. The Status defaults to Submitted.

c. A default Due date is populated. Change if
due date is incorrect.

d. The Type and Ref number are auto assigned.

New Commissioning Documents

details o

3. Inthe collaborators section:

a. Click action to search the address book for
the name of the Mirvac Engineer who will
review this form.

b. Click info to search for the name(s) of any
other recipients you would like to include on
this form for their information.

4. Proceed to the steps for Complete a
Commissioning Documents Form (next page
in this QRG).

Help? Please contact your Mirvac Project or Site Engineer.

Respond to a Commissioning Documents Form

1. If Mirvac has created a Commissioning
Documents form and assigned it to you to
complete (or if Mirvac has asked you to update
and resubmit a form that you previously
completed), you can navigate to the form from
either:

a. The email notification - click on the link to
open iTWOcx and view the contents of the
form; or

b. The iTWOcx Homepage > Notifications
screen - click on the form name to view it.

> A Activities Notifications |(204) ToDo Lis
> @ Contract Admin
& DATE BY REFERENCE

&= Contracts
> Publication Space
> Qms

BN Help

4~ 4-NOV-21 MRC-SPM1  PPS:MRC-ELE1#0008
/' 4-NOV-21 MRC-SPM1  CLM:ELE1#0047

& 4-NOV-21 MRC-PM1 PPS:MRC-ELE1#0007

|/’ 4-NOV-21 MIRVAC-ST CRT:M\RVAC—ELEW#OOml

2. When you are ready, click Respond (bottom of
form).

Link Print Pdf Associate Split -

3. Ifthe status of the form is:

a. Submitted: proceed to the steps for
Complete a Commissioning Documents
Form (next page in this QRG).

b. Resubmit-Mirvac: proceed to step 4.

4. Complete the updates requested by the Mirvac
Engineer (as described in their Comments). This
may include:

a. Adding Attachments and/or
b. Updating any of the form fields.
If desired, enter Comments.

6. When your updates are complete:

a. Click Status (top of form) and select
Submitted

b. click Submit (bottom of form).
STATUS | RESUBMIT - MIRVAC
RESUBMIT - MIRVAC

iTWOcx will automatically submit the updated form
to the Mirvac Engineer and send them a notification.

Version 1 | December 2021
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How to Create or Respond to a Commissioning Documents Form | Desktop | Subcontractors

Complete a Commissioning Documents Form

If you are creating or responding to a
Commissioning Documents Form, follow the steps
below to finishing completing your form.

1. Add the necessary Attachments.

2. In the Form section:

a. Enter (or update) the Commissioning
Details.

b. If blank, make a selection from the dropdown
lists for each of the mandatory Lot Details
(indicated by an asterix *).

c. Ifrelevant, complete (or update) the non
mandatory Lot Details fields.

d. Ifdesired, enter Comments.
3. (Optional) If you wish to link this form with
another form (e.g. an asset or warranty), click

Associate at the bottom of the form and continue
with steps 4-8. Otherwise, go to step 9.

Associate Check Names QuickText Save as Draft

4. Click the Select Document Types drop-down
list, and choose the form type you wish to link to.

Search
BasiC a

Select Document Types g

5. Inthe Search Keywords field, type the Title of
the form you wish to link to, then click Search.

6. Review the Search results and identify the form
you wish to link to.

7. Click the desired form to select it, then click
add.

8. Click Save to associate the two forms.

Associate

Help? Please contact your Mirvac Project or Site Engineer.

9. When your Commissioning Documents Form is
complete, click Submit (bottom of form).

iTWOcx will automatically submit the form to the
Mirvac Engineer and send them a notification.

Steps Complete

Version 1 | December 2021

Page 14 of 26



QUICK REFERENCE GUIDE NN

How to Create or Respond to an Asset or Warranty Form | Desktop | Subcontractors mirvac

This Quick Reference Guide (QRG) will show Subcontractors how to create or respond to an Asset or Warranty
Form in iTWOcx. Note: Always use Google Chrome to access iTWOcx on the desktop.

Create an Asset or Warranty Form Respond to an Asset or Warranty Form
1. To create a form from the Homepage: 1. If Mirvac has created an Asset or Warranty form
. and assigned it to you to complete (or if Mirvac
a. Expand the QMS module > Completion. has asked you to update and resubmit a form that
b. To create an Asset form: click AST: Assets you previously completed), you can navigate to

c. To create a Warranty form: click WRN: HIDOTHEL RO E e

Warranties a. The email notification - click on the link to

d. Click on New (bottom of screen). open iTWOcx and view the form; or

= TWOcx | MRVACACTMP 01 ¥ b. The iTWOcx Homepage > Notifications
> & Activiies £ Acets screen - click on the form name to view it.
> & Contract Admin o
MY DOCS  ACTION TEMS  INFO ITEMS  COMPANY
> B Publication Space - > & Activities 4 (204) ToDe List ‘
Modified ¥ | Reference Y| lssued + > @ Contract Admin
- ) DATE BY REFERENCE TITLE
21-DEC-2 AST-MIRVAC-ELE1#0003 | 21-DEC-21 = Contracts = =
> Publication Space [ F S-NOV-ZT MIRVACST ASTMIRVAC-ELETR0002 Test Asset Form|
A > M aMs @ onov MRC-CA RMRC-ELE1 Split: Subcontra:
| - e € 9-NOV-21 MRC-CA1 RMRC-E 2 Subcontract test

The form opens, and you can review the details.

> 9f Defects [ D

> 2. When you are ready, click Respond (bottom of
> B Sustainability

~ CE— form)
N Help -

The New Form screen opens. Starting at the top of Link Print Pdf Associate Split -

i i 3. Ifthe status of the form is:

2 e Ealb Sesion a. Submitted: proceed to the steps for

a. Add a Title that will be easy to search. Complete an Asset or Warranty Form (next
b. The Status defaults to Submitted. page in this QRG).

c. A default Due date is populated. Change if b. Resubmit-Mirvac: proceed to step 4.

due date is incorrect.

5

Complete the updates requested by the Mirvac
d. The Type and Ref number are auto assigned. Engineer (as described in their Comments). This
may include:

details

a. Adding Attachments and/or

staus | 2B (e o B b. Updating any of the form fields.
TYPE | AST: Assets - REF Automatic

S

If desired, enter Comments.

3. Inthe collaborators section: 5, Them e mrdies e complsie:

a. Click action to search the address book for
the name of the Mirvac Engineer who will
review this form.

a. Click Status (top of form) and select
Submitted

b. Click info to search for the name(s) of any . gl S (o @it

other recipients you would like to include on STATUS | RESUBMIT - MIRVAC
this form for their information. YT
4. Proceed to the steps for Complete an Asset or

Warranty Form (next page in this QRG). iTWOcx will automatically submit the updated form

to the Mirvac Engineer and send them a notification.

Help? Please contact your Mirvac Project or Site Engineer.
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Complete an Asset or Warranty Form

If you are creating or responding to an Asset or 9. When your form is complete, click Submit
Warranty Form, follow the steps below to finishing (bottom of form).

completing your form.

iTWOcx will automatically submit the form to the

o R IBIEEERry AL (T Mirvac Engineer and send them a notification.
2. Inthe Form section:

a. Complete any blank mandatory fields
(marked with an asterix *). Steps Complete

b. Complete any blank non mandatory fields
that are relevant.

c. If desired, enter Comments.
3. [Ifyou are creating a Warranty form, you will
need to link this form with the associated Asset.

Click Associate at the bottom of the form and
continue with steps 4-8. Otherwise, go to step 9.

Associate Check Names QuickText Save as Draft

4. Click the Select Document Types drop-down
list, and choose the Assets form type.

Search
Basic a

Select Document Types E

5. Inthe Search Keywords field, type the Title of
the form you wish to link to, then click Search.

6. Review the Search results and identify the form
you wish to link to.

7. Click the desired form to select it, then click
add.

8. Click Save to associate the two forms.

Associate

Search
Basic «

a

Distribution
Notation +
Special Fields »
Display «

Documents to Associate

Help? Please contact your Mirvac Project or Site Engineer.

Version 1 | December 2021 Page 16 of 26



QUICK REFERENCE GUIDE

AN

mirvac
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This Quick Reference Guide (QRG) will show Subcontractors how to upload, distribute and manage Completion
Documents and Operation & Maintenance Manuals (O&M) in the Publication Space. Note: Always use Google

Chrome to access iTWOcx on the desktop.

1. From the Homepage, click on the Publication
Space module.

2. Click on the Completion Documents and O&M
Manuals folder.

= iTWQcx |

MIRVAC_AC TMP_01 ¥

> A Activities Publication Space more | Q sesrch

> @® Contract Admin

ot
> B Publication Space

> m ams |

B Help [ U

Y| Folder/Doc# 1

Completion Documents and O&HM Manuals {2) ]

3. Select a sub-folder relevant for your file(s) type.

Publication Space

ot Completion Documents and O&M Manuals £

‘ Y| Folder/Doc# t

1. Pre Development Information (0)
2. General Project Information (0]
3. Certifications (@)

4. Reports (0

iit Documentation (0

EFEEEREN

6. Operation & Maintenance Manuals (0)

4. Toupload, either:

a. Select the file or files you want to upload from
your file location (e.g. OneDrive) and drag
and drop them into the specific folder, or

b. Click on the Upload button. This will open an
Explorer window. Select the file(s) as needed,
and click Open to continue.

The Upload Files page will open.

5. Fill in the file details noting that fields marked
with an asterix * are mandatory:

a. (Optional) Amend the Doc # or leave the file
name as is.

b. (Optional) Add a Title.

Help? Please contact your Mirvac Project or Site Engineer.

c. (Optional) Add a revision ID in Rev if your
project is applying this practice.

d. Select ‘Submitted’ as the Rev Status for files.
e. Add Notes as required.

6. Once the file(s) have a Upload % of 100%, click
on the Upload button.

IAC_AC_TMP_01 ¥ Donna Horton (MIRVACDH) £ | ® @ ®

Upload Files :
Show validated files (J Private Get Metadata from Filena
TuroRALFLE 080wz 140 . »

The Distribution menu opens.

7. There are 3 options to distribute document(s) to
give users within and outside of Mirvac file
access, but the Automatic Distribution will be
used the most. Click on this option.

,% | Manual Distribution
S .. | Select recipiants manualy
®

D
Use a pre-defined list o

ute Using a Dist list

is
ipients for distribution

1 » | Automatic Distribution
7~ | Distribute based on previous recipients of these files.

Skip Distribution Skip & Apply Warkfiow

The Automatic Distribution screen opens.

8. Click on each Recipients type to highlight that
row, then tick the box next to the file(s) that are
being distributed. Click Next.

Distribution

9. You can now enter a message in the text box
(optional), otherwise just click Done to continue.

Version 1 | December 2021
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10. In the Sent for field, select ‘INFO: Information’,
then click Done.

Note: Other options such as ‘APP: Approval’ will be
used if there is a workflow applied to that file. And
there are 6 recipients types who will soon have
access to this file.

Distribution - x

Distribution

TRANSMITTAL STATUS CLOSED

[E) Fields

=] Distribute Using a Distribution list
Use 2 pre-defined list of recipients for distribution

# | Automatic Distribution

o
¥ Distribute based on previous recipients of these files. Concel

oot sepy Holow ﬁ

11. The file is now published, symbolised with a blue
tick icon.

Publication Space

@t > Completion Documents and O&:M Manuals > Test Folder
=3
= v TUTORIAL FILE
o=
%; v TEST

12. To view a document, click on the file.

13. On the top right displays icons. Click on:

History Linked Issues

Details  Access

a. Details for document details such as Title,
Revision etc. Click Edit (bottom of page) to
amend any of these fields.

b. Access to view access rights of the file.

History for a list of changes by user, date
and time.

d. Linked for documents/forms associated with
this file.

e. Issues for alist of issues for this revision.

Help? Please contact your Mirvac Project or Site Engineer.

AN

mirvac

14. A toolbar is available on the bottom of the page.
From left to right, these are a few of the features
you may use regularly.

a. Click + or-icons to Zoom In/Zoom Out.

b. Download the document.

c. Retire the document from the Publication
space and becomes hidden.

Note: When viewing files in the Publication Space,
click on the breadcrumbs at the top of the page to
navigate back up the folder hierarchy.

Publication Space

[ i} - Completion Documents and O&M Manuals - 3. Certifications » 1. Occupancy Permit - l

T Tite T fev Y| RevDate

Folder/Doc# 1

| ~

Steps Complete

Version 1 | December 2021
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This Quick Reference Guide (QRG) will show Mirvac Subcontractors how to respond to an Inspection Test Plan
(ITP) Checklist that was created from a Mirvac template on the iTWOcx Mobile application.

Note: A checklist from a Mirvac template must be
created on the desktop as a mobile device can only be
used to respond to or manage an ITP. Refer to the
steps in the QRG: Create and respond to an ad-hoc
ITP Checklist | Desktop.

To access and respond to a QA activity after an ITP
Checklist has been created:

1. On the app’s main screen, click on the Modules
tab (bottom of screen).

2. Then select QMS > QA > ITP Checklist.

< Back QA

ﬂ Action Point

'-Ifl Firewall Penetrations

' ITP Checklist Template

C

£

ITP Checklist > ]

Samples

3. This lists the checklists you have access to.
Search for and tap on the checklist name to
open the form.

4. This defaults to the Details tab. You can view the
Title, Status, add extra names in the
Collaborators section if required, and add
Comments to support each item.

Note: Navigate between each tab (bottom panel of the
screen) to view the details of the checklist.

5. Tap on the Form tab to view location details of
the ITP.

6. Tap List > List 1 to display the checklist. Go to
step 8 to complete each item assigned to you.

7. Tap Attachments to display all files and photos
associated with this checklist.

8. Tap on the Related tab to view the forms that are
associated or linked with this ITP.

Help? Please contact your Mirvac Project or Site Engineer.

8. For each item on the checklist (List 1) that is
assigned to you; tap in the fields to either add,
attach or edit data including:

a. Add any Reference Documents &
Specifications.

b. Add or amend the Responsibility field.
c. Add Comments / Notes.
d. Add photos and files in Attachments.

9. To sign off that item, the subcontractor will:

< List Save
[ o]

By Subcontractor Sub ID Sub Date By Mirvac. Mirvac 10

N ELEZ-AB 20-5ep-21 TEI0B AM | ¥ by Mirvac FLE2-AB

¥ by Subcontractor RIB-AM 29-Sep-2102:48:56 PM ¥ by Mirvac

¥ by Subcontractor RIB-AM 29-5ep-2102:48:50 PM

a. Tap on the By Subcontractor field and tick
the Y by Subcontractor or tick N/A if a
subcontractor is not required.

b. Tap Sub ID field to search for and select your
name or the person who will sign off this
item.

c. Tap on the Sub Date to select a sign off date
and time.

10. Repeat steps 8 and 9 for all remaining line items
assigned you until you have completed the
checklist.

11. When done, tap Save (top of screen) to upload
into iTWOcx and notify Mirvac to action.

Steps Complete

Version 1 | November 2021
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This Quick Reference Guide (QRG) will show Mirvac Subcontractors how to create an ad-hoc Inspection Test

Plan (ITP) Checklist using the iTWOcx Mobile application.

Note: Subcontractors can create an ad-hoc checklist
upon a Project Engineer’s approval, otherwise create
a checklist from a Mirvac template - refer to the Steps
in QRG: Create and respond to an ITP Checklist.

1. On the app’s main screen, click on the Modules
tab (bottom of screen).

2. Then select QMS > QA > ITP ChecKlist.

< Back QA

ﬂ Action Point

,ﬂ Firewall Penetrations

3] ITP Checklist Template

[J’J ITP Checklist ]

2l Samples

This will open the ITP Checklist screen.

3. Click on the Create icon (bottom of screen).

4. The Details screen opens. Starting at the top:

a. Enter a Title that will be easy to search. Click
Done when finished.

b. The Status defaults to In Progress. This will
change to Closed after the Mirvac Engineer
has approved the ad-hoc ITP.

c. A default Due date is populated. Change if
due date is incorrect.

d. Inthe collaborators section:

i.  Tapthe |'*! icon in the action field to
search for the Mirvac Engineer who will
approve the checklist.

ii. Tapthe|'*! icon in the info to field to
search for the name(s) of any other
recipients you would like to include for
their information.

Help? Please contact your Mirvac Project or Site Engineer.

Tap on the Form tab (bottom of screen) to enter
the location details.

For each field on the Form screen, tap to select
from an options menu, noting fields marked with
an asterix * are mandatory:

a. Select an ITP Task / Element.
b. Enter Pour No. / Location / Apt No.

c. Select the Stage, Level, Zone, and Area.
<

*ITP TASK / ELEMENT *
Please select

ELEMENT REFERENCE

“POUR NO. | LOCATION | APT NO. *
Please select

STAGE *

Please select

Tap on the Attachments tab (bottom of screen)
to upload your scanned checklist and other files
to support this checklist. To do this:

D D -
Form

a. Tapthe Cameraicon (top of screen).

b.  Choose whether to take a photo/video; or
upload an image or file from your device.

Choose File

8. When done, tap Save (top of screen); and then

tap Save and Close to upload into iTWOcx and
notify those listed as collaborators by email.

You will return to the ITP Checklist > List view.

Steps Completed

Version 1| October 2021
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This Quick Reference Guide (QRG) will show Mirvac Subcontractors how to create and respond to a Firewall
Penetration Form in iTWOcx using the mobile application.

Create a Firewall Penetration Form

1. To create a new form, on the app’s main screen,
tap on the Modules tab (bottom of screen).

2. Then select QMS > QA > Firewall Penetrations.

Back QA
<

=] Action Point

[iﬂ Firewall Penetrations ]

ﬁ ITP Checklist Template

The Firewall Penetrations Register displays.
3. Tap the Create icon (bottom of screen) | [
The Details screen opens.
4. On the Details screen:
a. Add a Title that will be easy to search.
b. The Status defaults to In Progress.

c. A default Due Date is populated. Change if
due date is incorrect.

d. Inthe Collaborators section:

i.  Tapthe|({+] icon in the action field to
search for the Mirvac Engineer who this
form is being assigned to.

ii. Tapthe "*! icon in the info to field to
search for the name(s) of any other
recipients you would like to include for
their information.

5. Tap the Form tab (bottom of screen) to enter the
location details.

Help? Please contact your Mirvac Project or Site Engineer.

6. For each field on the Form screen, tap to select
from an options menu, noting fields marked with
an asterix * are mandatory. These fields specify
the location and details of this activity.

L4 Form Save

Please select
PECTION TYPE =
Flease select

7. Tap the Attachments tab (bottom of screen) to
add any supporting information such as photos
or files.

Tap the @ icon (top of the screen).

b.  Choose whether to take a photo/video; or
upload an image or file from your device.

Choose File

8. When done, tap Save (top of screen); and then
tap Save and Close to upload into iTWOcx and
notify those listed as collaborators by email.

The form will be saved and can be viewed in the
Firewall Penetrations > List view.

Version 1 | November 2021

Page 21 of 26



QUICK REFERENCE GUIDE

AN

How to Create & Respond to a Firewall Penetration Form | Mobile | Subcontractor

Access a Firewall Penetration Form

1. To locate a Firewall Penetration Form, on the

app’s main screen, either:

T
()
A

a. Tap on the Me tab (bottom of screen) to
access the form from the Hotlist (manage
your actions and documents) or

Notifications (a list of items sent to you for
action or information) section.

For Approval 1]
Defect 2]

Or tap on Modules > then select QMS > QA
> Firewall Penetrations. This displays the
Firewall Penetrations Register > List view.
{ Back

Firewall Penetrations

V“'|
(R )

Plans

REI FP:MRC-MRC#0002
DUE 2WEEKS AGO

10M Jan Stevens

TUS IN PROGRESS

RE FRMRC-MRCH0001
DUE 2WEEKS AGO
ACTION Jan Stevens
STATUS INPROGRESS

2. Tap on the Form you want to open/edit.

Help? Please contact your Mirvac Project or Site Engineer.

mirvac

Respond to a Firewall Penetration Form

When a Mirvac user has created the Form and

assigned you as the subcontractor to action, please
open and verify the details.

1. From the app’s main screen, either tap on:
a. The Me tab to locate the Form from the
Hotlist or Notifications section.
b.

Or Modules tab. Or tap on Modules > then
select QMS > QA > Firewall Penetrations.

This displays the Firewall Penetrations
Register > List view.

2. Tap on the Form you want to open/edit.

3. Next, tap on the Form tab (bottom of screen),
and either select an option or enter further

details relevant to the Firewall Penetration
activity.

4. Tap the Attachments tab (bottom of screen) to
open the Attachments screen.
a. Tapthe @ icon (top of the screen).
b. Choose whether to take a photo/video; or
upload an image or file from your device.
Be

Once the relevant fields are filled in, tap Save
(top of screen) to upload into iTWOcx and notify

those listed as collaborators including the Mirvac
Engineer by email.

Steps Complete
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This Quick Reference Guide (QRG) will show Mirvac Subcontractors how to create and respond to a Sample

Form on the iTWOcx Mobile application.

1. To create a new form, on the app’s main screen,
click on the Modules tab (bottom of screen).

2. Then select QMS > QA > Samples.

< Back QA

ﬂ Action Point

,ﬂ Firewall Penetrations

ITP Checklist Template

2l ITP Checklist
[:’ﬂ

3. Tap the Create icon (bottom of screen) |~

Samples ]

The New Sample Form Details screen opens. Starting
at the top of the form:

4. In the Details section:
a. Add a Title that will be easy to search
b. The Status defaults to In Progress.

c. A default Due Date is populated. Change if
due date is incorrect.

d. Inthe Collaborators section:

i.  Tapthe|"! ! icon in the action field to
search for the Mirvac Engineer who this
form is being assigned to. Include
Approvers e.g. Mirvac Construction,
Development etc (refer to the Form for
the Approvals roles).

ii. Tapthe “!'|/icon in the info to field to
search for the name(s) of any other
recipients you would like to include for
their information.

5. Tap the Form tab (bottom of screen) to enter the
location details.

Help? Please contact your Mirvac Project or Site Engineer.

6. For each field on the Form screen, tap to select
from an options menu, noting fields marked with
an asterix * are mandatory. These fields specify
the location and sample details.

< Form Save

Please select
“INSPECTION TYPE *
Please select

7. Tap the Attachments tab (bottom of screen) to
open the Attachments screen.
a. Tapthe @ icon (top of the screen).

b.  Choose whether to take a photo/video; or
upload an image or file from your device.

Choose File

8. When done, tap Save (top of screen); and then
tap Save and Close to upload into iTWOcx and
notify those listed as collaborators by email.

The form will be saved and can be viewed in the
Samples > List view.
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Access Sample Form

1. To locate a Sample Form, on the app’s main
screen, either:

T
()
A

a.  Click on the Me tab (bottom of screen) to
access the Sample form from the Hotlist
(manage your actions and documents) or
Notifications (a list of items sent to you for
action or information) section.

For Approval (1]
Defect 2]

b.  Ortap on Modules > then select QMS > QA
> Samples. This displays the Sample
Register > List view.

< Back Samples

SREGMIRVAC-LLL1 #0001
43DAYS AGO
Cra

2. Tap on the Sample Form you want to open/edit.

Help? Please contact your Mirvac Project or Site Engineer.

mirvac

Respond to a Sample Form

When a Mirvac user has created the Sample Form
and assigned you as a subcontractor to action, please
open and respond on the form.

1. From the app’s main screen, tap on the Me tab to
locate the Sample Form from the Hotlist or
Notifications section.

2. Tap on the Sample Form you want to open/edit.

3. Next, tap on the Form tab (bottom of screen),
and either select an option or enter the sample
details e.g. Sample Type, Supplier etc.

Please select

Please select

4. Tap the Attachments tab (bottom of screen) to
open the Attachments screen.

a. Tapthe @ icon (top of the screen).

b. Choose whether to take a photo/video; or
upload an image or file from your device.

5. When done, tap Save (top of screen) to upload

into iTWOcx and notify those listed as
collaborators by email.

Steps Complete
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This Quick Reference Guide (QRG) will show Subcontractors how to respond to a defect in iTWOcx using the
mobile application.

1. On the app’s main screen, tap Me (bottom of 10. When your attachments are uploaded, return to
screen), then the Hotlist tab. This will display the Details page.

. h . ion:
items that require your attention 11. Towards the bottom of the page, enter

2. Tap Defect Register. The list of defects awaiting Comments to explain whether the defect has
your response will appear. been resolved or is being disputed and tap

3. Tap on the defect you wish to review. Submit,

1 Nl A e T, e i) 12. Towards the top of the page, tap the Status field.

Attachments icons at the bottom of the screen to The Workflow Buttons appear.

view all the information for this defect. 5, Ty @i Teadly (o et o I i it

T
T | = Workflow Buttons
Det Form
Ready to Inspect

5. When you are ready to respond to the defect, go =) READY TOINSPECT
to the Altachmerggggoto add phofographs.
6. Tap the camera EEI icon (top of the screen). =>  NDisPUTE

7. Choose whether to take a photo/video; or upload

. ) . When you make your selection, iTWOcx will ask
an image or file from your device.

you to confirm if this selection is correct.

Take Photo [ Video 14. Tap Yes to submit your response. iTWOcx will
automatically:

Camera Rol
a. Return the defect form to the Mirvac
Engineer and send them a notification.

Choose File

8. Ifyou would like to add mark-ups to your b. Update the status of a completed defect as
attachment: Ready to Inspect.
a. Tap the paint palette icon (top of c. Update the status of a disputed defect as In
attachment screen). Dispute.

b. Tap the red arrow icon w to see the
available mark-up options.

Steps Complete
c. Select an arrow, a shape or text option

d. Select a colour option.

e. Tap on the attachment to add your mark-up.

9. To save your attachment, tap Save (bottom of
attachment screen).

Help? Please contact your Mirvac Project or Site Engineer.
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This Quick Reference Guide (QRG) will show Subcontractors how to respond to a Non Conformance Report

(NCR) in iTWOcx using the mobile application.

1. On the app’s main screen, tap Me (bottom of
screen), then the Hotlist tab. This will display
items that require your attention:

2. Tap Non Conformance
The list of NCRs awaiting your response will appear.
3. Tap on the NCR you wish to review.

4. Navigate through the Details, Form and
Attachments icons at the bottom of the screen to
view all the information for this NCR.

& B ]

5. When you are ready to respond to the NCR, go to
the Attachments page to add photographs.

6. Tap the camera [ﬁ] icon (top of the screen).

7. Choose whether to take a photo/video; or upload
an image or file from your device.

Take Photo [ Video
Camera Rol

Choose File

8. Ifyou would like to add mark-ups to your
attachment:

a. Tap the paint palette icon (top of
attachment screen).

b. Tap the red arrow icon
available mark-up options.

to see the

c. Select an arrow, a shape or text option.
d. Select a colour option.
e. Tap on the attachment to add your mark-up.

9. To save your attachment, tap Save (bottom of
attachment screen).

10. When your attachments are uploaded, return to
the Details page.

11. Towards the bottom of the page, enter
Comments to explain whether the NCR has been
resolved or is being disputed and tap Submit.

Help? Please contact your Mirvac Project or Site Engineer.

12. Ifyou are disputing the NCR, go to step 14.
Otherwise, return to the Form page.

13. Scroll down the form to Part C and:

a. Tap the Proposed Corrective Action and
select (or amend) an option.

b. Enter (or update) the Part C Details.

c. If blank, enter the Works to be Rectified
Date.

14. Scroll down the form to Part D and:

a. Describe how the NCR has been resolved in
Part D Details.

b. Enter the Estimated Cost of Correction.

15. When finished, return to the Details page.

16. Towards the top of the page, tap the Status field.
The Workflow Buttons appear.

17. Tap either Ready to Inspect or In Dispute.

Workflow Buttons

Ready to Inspect

->

READY TO INSPECT

In Dispute

=>  NDISPUTE

Issued for Repair

=

ISSUED FOR REPAIR

When you make your selection, iTWOcx will ask
you to confirm if this selection is correct.

18. Tap Yes to submit your response. iTWOcx will
automatically:

a. Return the NCR to the Mirvac Engineer and
send them a notification.

b. Update the status of a completed NCR as
Ready to Inspect.

c. Update the status of a disputed NCR as In
Dispute.

Steps Complete
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