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Transmittals User Guide

CHAPTER 1 —-INTRODUCTION TO
TRANSMITTALS

Transmittals are used within InEight to issue documents to recipient(s) with the option of also adding a
reason for issue and response required date.

The documents being transmitted must already be in the Document Register and the sender must
already have access to both the documents and the file formats being transmitted.

The transmittal module includes Inbox, Drafts, Sent Items and Pending. If you have access, they can be
found by selecting Transmittals from the left menu.

nkigh” Need Help?
@ DOCUMENT Support Hotline: 1800 727 102 Joe Fredericks ~ Settings b Help v Logout
= TeamBinder
TRAINING501 - InEight Document Training Project Master v m Q, search & contacts |~  Lh Reports ¥ Admin
New v Inbox | Search all Inbox Go  Advanced | Saved ] Personal

Reply = ‘ Reply Al = | Forward = Reflesh‘ Print ‘ Export ‘ More ¥

y Transmittal No Received + Package Subject Message From
@ Dashboard
[ T [ =R T hd T
Mail
HCC-000406 20-11-19 07:37 AM  LE-STRUC-20192011 Notification of Package Issue. Reason: Issued Hi tezm, Please refer to the structural documents Joe Fredericks
S pDocuncats TRAININGS01000287 18-10-19 07:45 AM Strucural Docusmnts Hi, Please refer to the lztest revision of structura| John Smith
y TRAINING501000258 02-10-19 05:31 AM PDF files Merge Frank Jacobs
& Transmittals
TRAINING501000223 19-09-19 07:29 AM Document Testing Regards, Joe Joe Fredericks
fmbox §§ TRAINING501000152 13-08-19 05:00 AM test Frank Jacobs
Drafts
§§ TRAINING501000151 13-08-19 04:59 AM test Frank Jacobs
Sent Items
pending TRAINING501000109 02-08-19 09:24 AM Civil Documents Regards, Joe Joe Fredericks
TRAINING501000001 14-06-19 08:44 AM Transmittal this!! Status Codes AB — As Built CAN - Cancelled DD - Joe Fredericks
i Packages HCC-000285 11-06-19 02:25 PM  TEST_PACKAGE Notification of Invitation to Tender send your tenders plz! Joe Fredericks
< HCC-000283 10-06-19 08:32 AM Notification of Document Transmittal Hi DC, Please distribute these drawings. regards, . Joe Fredericks
E® Tasks § HCC-000273 27-05-19 07:08 AM FW: Test Transmittal - 11 Testing regards, Joe Joe Fredericks
Published Reports HCC-000261 08-05-19 10:57 AM  CRRDA-ELEC-0001-IT Notification of Addendum to Package Please find new revosions Joe Fredericks
HCC-000247 01-05-19 12:09 PM  CRRDA-ELEC-0001-IT Notification of Package Issue. Reason: Issued Please provide feedback for electrical documents Joe Fredericks
HOC-00209 190310 03:77 PM OAS-PACKAGF-TT Nntification of Tmatation to Tender plaasa sand us vair tender for the limher hlade 1 Tns Fradericks

Clicking on one of these options, opens the register view.

Transmittals can be sorted by clicking on column headers or using the column filters. You can also
search for transmittals using the Quick Search box above the register or by clicking on Advanced.

Double click to open, read and respond (if option is available) to transmittals.

Use the check boxes next to a transmittal to select it and then perform actions using the options above
the register such as Reply, Reply All or More>Duplicate (With or Without Attachments).
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Transmittals User Guide 2.1 Creating and Sending Transmittals

CHAPTER 2 -OUTGOING TRANSMITTALS

2.1 Creating and Sending Transmittals ... ... 7
2. DAl . 13
2.3 Conducting Transmittal ReVieWS . ... ..o o el 15

2.1 CREATING AND SENDING TRANSMITTALS

To create a transmittal:

1. Click the New button in the top left of the screen then Transmittal. Choose between the
following transmittal options:

B New - Inbox
B Mail b Reply = | ReplyAll = | Forward =
B Document -
+ Tranermitl Mo
wh Transmittsl L] Latest Released Doouments N
%% Packege k Revized Documents
B Task Under Review Documents
Wl Announcement Supersaded Documents
4 Contzct Rejected Documents
& Transmittals j TRAINMINGS01000152
oo | TRABINGSO 100151
Drafts TRAININGS01000109
Sent [tems TRAININGS0L00001
F-ending HCOC-0002B5
HOC-000283
% Padages q HOC-0002732
HOC-000261
ﬁ; Tasks £
HOC-000247
22 published Reports HEC-00205
HCC-000208
HOC-000207
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2.1 Creating and Sending Transmittals Transmittals User Guide

o Latest Released Documents: (Default) Used to transmit the latest released revision of one or
more un-restrained documents the user has access to.

« Revised Documents: Used to transmit the latest revisions of documents to recipients who have
received previous revisions of the same documents.

¢ Under Review Documents: Used to transmit documents currently in a workflow to any of the
following: Project Administrator; Document Originator; Review Coordinator; or other Reviewers.
The use of this option is generally restricted to: members of the review team for the workflow in
progress; review coordinator for the documents; Document Originator; and Project
Administrator.

o Superseded Documents: Used to distribute older revisions of documents where the latest
revision of the document may not be released, or the older revision must be sent to someone
outside the system.

¢ Rejected Documents: Used to transmit comments and redlines to the Originating Company. This
option is normally restricted and must be enabled on a project by the Project Administrator.

2. Alternatively, from the Document Register select the documents then Transmit.

Documents Search all Documents Go  Advanced  Saved Latest Unrestrained
New Duplicate | Download | Bulk Upload | Review | Release | Transferto = Refresh Print Export = More =

¥ @ ¥ == DateRecorded Document No. » Title Rev Sts Di Create Transmittals B Review Status Date F
,— — Create Standard Package

=Y L L ad ad Create Tender Da(kageg ad ad ’_

| ;.,' E=) 13-03-19 08:40 AM 01.01 Level 3 Fire Saftey Design D IFC AR .. I S Released l,\\, 11-09-

=:.,‘ 13-03-19 08:40 AM 01.02.04 Foyer Design Template C IF1 ARCH DRAWING MAIN Un-Restrained 13-03-

;,' = 13-03-19 08:40 AM 01.03.01 MANUFACTURING DRAWING F IFC ARCH DRAWING MAIN Released 24-09-

;,' = 13-03-19 08:40 AM 01013 Main Building Architectural L: B IFR ARCH DRAWING MAIN Released 30-09-

08-03-19 09:31 AM 030819-001 Site Plan B 1" ELEC MAN Un-Restrained 08-03-

ES] 12-08-19 08:01 AM 04.01.2019-K9 Site Plan ) IFA PLU SHOPDWG  ATR ATR Un-Restrained 12-08-

3. Click To and select the recipients from the Contacts list. Alternatively use the Auto-complete
feature to quickly populate the recipients in the To box by typing the first few letters of each
person’s name.

Latest Released Documents  Mesc ==p7

Send | w Save | Print Preview | Close More w || Add Documents | Attach Files

fran B New Centact

Frank Jacobs(Engineering Project Services)

Subject:

Frank Tantaro(QA Software Pty Ltd)
Text Input: | — serect rex w msen ~ Replace Text ‘® Insert at Top (' Insert Text
Reason for Issue: ~|  Respond by message: ~|  Respond by date: =
Arial - 13px -laal e - B J U x* % A-&- 8 == Q-EE=ES Plain Text
Regards,

Joe
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4. Click Cc and select any recipients to receive a Cc copy. Recipients receiving a transmittal as a Cc
value are treated in the same way as those receiving the transmittal as a To value.

Latest Released Documents  neso ieip?

Send | Save Print Previen | Closs More = Add Documents || Attach Files
o |l -
:
Tubect:
Text Input: — Selacr Tawr 1o Insar — - Replace Text ® Insert at Top Insert Text
Reason for Issue: =|  Respond by message: ~|  Raspond by date: m
Aria BEE™ 9 BT e A EE G SE QrEEEE Y
Regards,

5. If available, select the appropriate options from Text Inputs. These will contain predefined
strings of text for the subject line and / or the details windows.

Send |w Save Print Preview | Close More = Add Documents || Attech Files
Cc
Subjact:
et Input: - Replace Text ® Insertat Top ' Inser
-~ Salact Taxs to Insart -
Reastn for Tssue: | [ = = spond by date: m
Ariz = L3px - & 9 - B S0 xwx A EE R == a-EE=E=E P
Regards,
Joe

6. Click Add Documents and search in the Advanced Document Search window as required. If
generating a Transmittal of Review, Rejected or Superseded documents, the system will also
further filter for documents in the respective Register View.

7. Select the Documents and Document View File Formats to transmit and click OK.

Emave Al Remove Selected Download ANl Downlosd selected Hes

! |45 Document No. Rev 55 Title Disc Cat PDF DWG Doc OTHER  Inchude comment
o o

CE-Y 0101 v} IFC Level 3 Firz Saftey Design ARCH MAIY = =

8. Populate the remaining details including:
e Reason for issue
e Respond by message

e Respond by date
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2.1 Creating and Sending Transmittals Transmittals User Guide

e Transmittal message.

Latmtl!elemedl)oa-nentsl Need Help? l
oo [~ J e J o T

To |\

e« ||
Subject: |
T npIE ‘" Select Text to Insert - 7| O Replace Text ® Insert at Top
Reason for Issue: | ] Respond by message: | Ad Respond by date:
Arial ~ 13px - @9 BT U X A @ EE G 2 O-EEEE YV
Regards,
Joe

9. Tick the Request Read Receipt option if required. This facilitates auto update of the transmittal
acknowledgement date.

Latest Released Documents  fesc e

R
[ Lo e e e I vy

ol 4 HewContact =
E 4 MNew Contact
Subjed:l

Text Input: | — Select Taxct 1o Insert — |*| O Replace Text ® Insertat Top ' Insert Text

Reason for [ssus: | |v|  Respond by message: | || Respond by date:

Azl - L3 |l D BL O % A S B s O EEE | Plain Text

Regards,

Joe

10. The View File formats selected will be the formats that the recipients have access to download. It
is possible to include public Text or File Attachment comments relating to the documents
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2.1 Creating and Sending Transmittals

selected Include Comments.

Latest Released Documents

Mead Help?

e e

- 13m0 - #D-0- BJL U xS A-SK-REER EE A-rEEEE P

Regands,

Joe
B 1 Documents
Remove All ] Remove Selected Download Alll  Download selected files

O |£‘Dﬂcument~o. Rev 55 DDisc. Cat PDF DG DoC OTHER | Indude comment

o 4 o o 4
0 oL D IFC  Level 3 Fire Saftay Design ARCH MAIN w w [

11. Click Send and OK when prompted.

12. A generated transmittal is displayed and can be printed if required.

Structural Documents

From: Joe Fr Houston C¢

T ittal No.: TRAININ:

Reply = | Reply All =

Acknowledgement Received:

Duplicate » | Resend | Cancel

No attachments.

Document Transmittal

Project Number: TRAINING501
Project Title:
Date:

Reason for Issue:
Subject: Structural Documents

Message:

Ragards,
Joe

Transmitted To:

InEight Decument Training Project Master
28 November 2019, 06:24:24 AM +05:30

LICGC

Transmittal No: TRAINING501000353

‘ Company

‘ Engineering Project Services

[ Frank Jaabs

Click here to download all Transmittal files.

Click on Document Nos to download them individually.

[tem [Document No [sts

[Title

[1 Joror [Fc

| Level 3 Fire Satey Design

Transmitted by: Joe Fredericks, Houston Contracting

Generated by TeamBinder © 2001-2019 QA Software Py Lid

Responses Received:

13. Click Close and No if prompted to save changes.

InEight Inc. | Release 19.7
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NOTE

Page 12 of 37

Recipients will receive the transmittal notification via email. Documents can be
downloaded individually from the links on the transmittal.

To download documents in bulk the recipient can select Click here to download all
Transmittal files. All documents are selected by default, the recipient can select
documents to download.

If all the documents on a transmittal are in PDF format these can be merged into a
single PDF file for download by ticking the Merge PDF files option.

Comments in relation to documents on the transmittal (if selected during the
transmittal process) can be downloaded by the recipient using the comments icon.

Recipients can be automatically notified about future revisions of the documents
being transmitted by selecting the option Notify recipients of future revisions
automatically.

Use the Remove all docs; Remove selected docs; View Selected; and Clear
selected options to simplify working with large numbers of documents.

If the recipient is not listed in the Address book, new recipients can be added on the
fly (subject to the normal InEight Document security).

Contact Groups can be selected by clicking the Contact Groups option at the Select
Recipients screen.

Use More then Add Items to Transmittal Thread to link the transmittal to items of
mail, documents or other transmittals.

To generate a preview of the transmittal before sending, click Print Preview. Note
that the Transmittal if previewed and then printed, will have a heading DRAFT as it
has not been sent.

If there are public comments / redlines associated with the document these can be
downloaded. From within the Transmittal details window go to More and select
Download Comment Attachments.

When downloading a document from a transmittal a prompt to download a later
revision will appear if a later revision has been uploaded and the recipient has
access.

The Subject of a transmittal can be auto generated (for example in the format
Project # plus Transmittal #). Contact InEight for more details on this.

The option to Notify recipients of future revisions automatically can be removed

InEight Inc. | Release 19.7



Transmittals User Guide 2.2 Drafts

NOTE if required. Contact InEight for details.

e Itis possible to send “Confidential” transmittals in InEight Document where only
the sender and recipient(s) can view the transmittal. This must be enabled by
InEight. If enabled users will see an option to Send Transmittal as Confidential
when composing the transmittal.

2.2 DRAFTS

Transmittals that have been created and saved but not Sent are stored in Drafts permanently until
either Sent or Deleted.

To access and send drafts:

1. From the left menu, click Transmittals and Drafts.

¢» Transmittals

Inbox
Drafts
Sent Items
Pending

2. Toopen a transmittal for further editing, double click on it and edit as normal.

3. When finished either click Save (the transmittal will remain in the Drafts) or use the Send button

InEight Inc. | Release 19.7 Page 13 of 37



2.2 Drafts Transmittals User Guide

from within the transmittal.

Revised Documents Need Help?
Send |- Save Print Preview Close More = Add Documents Attach Files
To John Smith{Houston Contracting) Transmittal Receiver{Houston Contracting) Ui 17
Subject:
Reason for Issue: - Respond
Arial - 13px - 3 Y- - B I U x X A~-&-@ EE G ¢
Regards,
Joe

B 2 Documents

Remove all | Remove Selected
=9} Recipients Document Mo. Rev Sts Title
£ John Smith {Houstc 2ZR-001-RR. B IFR. site plan
E] Transmittal Receive 2R-001-RR. B IFR site plan
_ﬁl U1 170419 (1M Cor 2ZR-001-RR. B IFR. site plan

NOTE o Printed drafts will display DRAFT at the top of the page and do not have a
transmittal number. The transmittal number is assigned only once the transmittal

is sent.

o The ability to save a transmittal is limited to only general transmittals and
transmittals of superseded documents.

e If a document in a draft transmittal is revised prior to the transmittal being sent,
the revised document will be automatically removed from the transmittal. The user
is notified when opening the draft transmittal.
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Transmittals User Guide 2.3 Conducting Transmittal Reviews

2.3 CONDUCTING TRANSMITTAL REVIEWS

On some projects certain transmittals must be reviewed by one or more people prior to being sent.
This is managed in InEight Document using the Send for Review option rather than the Send option
when generating transmittals.

Transmittal sent for Review can be:
« Reviewed and returned to the originator for sending.
« Reviewed and sent on to the intended final recipient(s).
o Kept at a draft and sent to another internal user for review.

To send transmittal for review:

1. Click the arrow next to the Send button and select Send for Review.

E TRAINING501 - New Latest Released Documents - Google Chrome

® Not secure | teambinder.com/TeamBinder19920/Transmittal/tbNewTransmittal.aspx?Type= 168&IntTrmtl-

I.iiﬁlllelmgﬂlbnamuisl Need Help* |

mIn T O
Sand for Review j

Ce |

Subject:|
Text Input: — Slact Tt to Insart —
Reason for Issue: |=| Respond by message:
Azl - L3 - 3 9 - = B S5 U0 x X A-hQh-@ I G 2= -EE=E=E Y

Regards,
Jos

2. At the Send for Review window, select the required reviewer, enter a due by date and any
comments and click OK.
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2.3 Conducting Transmittal Reviews

- Respond by massags:

A B J O x = A~

[ Send for Review

Revizwer = 1

Transmittals User Guide

Select 2 revizwer -

|Due by *

: [2e-11-2019 [[E]]

Comments:

- Replace Tex

Respond by date:

OK Cancel

3. An email notification is automatically sent to the reviewer and the transmittal is listed in the

4.

Drafts folder of the reviewer and originator until sent. The originator cannot send the transmittal

while under review, however, they can open the draft and select Cancel Review at any time if

required.

The reviewer is notified by email that they have a draft for review. They can access it via the

email hyperlink, Drafts mailbox under Transmittals or via the dashboard To Review links found

within the My Statistics or Transmittal widgets.

Dashboard

All tasks allocated

To be completed today
High priority

Tasks with status "NEW"

@ NN e wm

Tasks with status "IN PROGRESS"

Incoming Tasks

13 New mail
18  Inbox items awaiting response

Sent items awaiting response

¥y v v v
s

2 To review
0 Returned from review

Inbox items with status "OUTSTANDING"

= Personal

Page 16 of 37

QOutgoing Tasks

Camnanv

Refresh
2 ~
» 13  New mail
» 96 Inbox items with status "OUTSTANDING"
> 2 To review
0  Returned from review
Mail Document Transmittal
2 ~
28  Total sent
11  Total received
0  Returned from review
26  Sent with an acknowledgement pending
23 Sent with a response outstanding
Personal Company
InEight Inc. | Release 19.7
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2.3 Conducting Transmittal Reviews

5. When the transmittal under review is opened a “Transmittal for Review” window opens first.
Click OK once the request details have been read.

Need Help? v

[E Transmittal for Review

Qriginated

By: |Greq Harrison

Requested

|Gr|ag Harrison

By:

Due by: 29-11-19

Comments:

Date Name
28-11-2019  Greg Harrison

No Comments available

6. The reviewer can make revisions and keep the transmittal in review (return it to the originator
or send to another reviewer) using the arrow next to the Send button and selecting Send for

Review.

7. If sent back to the originator as a draft, they are notified the review is complete and see a
Returned from Review link within the “My Statistics” and “Transmittal” widgets within the

InEight Inc. | Release 19.7
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2.3 Conducting Transmittal Reviews Transmittals User Guide

Dashboard. They will see all reviewer comments and can make any further changes if required.

"RAINING501 - InEight Document Training Project Master viN o m Q, search & contacts |v  Uls Reports ¥y Adm
& New v Dashboard
Refr
> 4 To review

0  Returned from review Type Phase
P Dashboard » 84 Inbox items with status "CLOSED-OUT"
= Mail More Personal Company -

210 Total sent
B Documents 2 A 13 Total received
0  To review
® Transmittals 16  [Empty] .
- 0 Returned from review
862 Drawing T 5 = -
189  Sent with an acknowledgement pendin
& Packages 21 Manual 9 pEncing
< 113  Sent with a response outstanding

- 13 Photograph
i Tasks

4  Register Personal Company
38 Published Reports 18  Report

More z
Type Discipline Status Review Status

= 4ICC

8. If the transmittal is ready to send to the final recipient, the reviewer can click Send (in which
case the Sender details on the transmittal will change to the reviewer rather than the
originator). The Originator will be sent a notification advising them the reviewed transmittal has

4 To Review

been sent.

NOTE « Notifications are sent to the reviewers once the transmittal has been sent.

e Itis possible to track “Review Due Date”, “Review Start Date” and “Current
Reviewer” by adding these columns to the grid in the Transmittals Draft register
using the Customize option from the More button list of options.

e Itis possible to download the documents listed on a transmittal that is being
reviewed using the Download All or Download Selected Files options.
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CHAPTER 3 —RESPONDING TO
TRANSMITTALS

To respond to a transmittal:

1. From the left menu, click Transmittals then Inbox.

2. From within the Inbox, select the transmittal item by double clicking on it or ticking the box next
to it and selecting the Reply, or Reply All buttons on the toolbar then choose a mail type, if

available.
New v Inbox
Reply = | Reply Al = | Forward = | ‘ Refresh ‘ Print ‘ Export = | More = ‘
® Dashboard g Transmittal No.  Received - Package Subject
WX d-mm-vyyy | B || = |

Mail TRAINING502--02 07-10-19 01:24 PM Transmitted D
TRAINING502--02 03-10-19 01:28 PM Transmitted D
B Documents TRAINING502--01 12-09-19 04:00 PM Transmitted D
TRAINING502--01 12-09-19 03:57 PM Transmitted D
TRAINING502--01 12-09-19 03:55 PM Transmitted D
Imbox TRAINING502--01 12-09-19 03:06 PM Transmitted D
Drafts TRAINING502--00 14-06-19 08:52 AM Transmittal thi
sent Items HCC-000088  05-06-15 D6:27 AM Documents for
Pending HCC-000071  17-01-19 09:14 AM Elevation Drav

3. Proceed as normal for creating outgoing mail, then click Send.
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Transmittals User Guide

The transmittals Inbox also stores all notifications received from other users via the
Packages module.

Replies are automatically linked to the original transmittal.

Incoming transmittals are display in bold until they are opened. They can also be
marked as read / un-read right clicking on the transmittal entry.

Based on user access, a transmittal will be marked as read if at least one recipient
within the company/department has opened the transmittal.

Based on user access if there are multiple recipients from a company/department
on the transmittal, by default only one instance of the transmittal will show in the
Inbox (own if the recipient, otherwise the first recipients entry). Use the Show
duplicate company transmittals option to see all entries — including read/un-read
status.

Track outstanding responses to transmittals via the Transmittals Widget at the
Dashboard for responses outstanding and responses overdue.

To indicate that a recipient has responded to a transmittal, update the Response
date via the Transmittals — Sent Items Register either at a Transmittal or Recipient
level.
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CHAPTER 4 — LOCATING TRANSMITTALS

4.1 Simple Search OptioNs ..l 21
4.2 Advanced Transmittal Search ... 21

4.1 SIMPLE SEARCH OPTIONS

1. Use the Quick Search box above the transmittal register. Enter a string of text and click Go.
Once finished click the Clear link to remove the active search filter or click Default to return to
the user’s default view.

vi o m Q, Search & contacts v Ul Reports Ty Adi

|SE.an:" all Inbe |GD Advanced | Saved ) Parsanal

Subject Message From From Comparry =

U
= | = X | A
Natification of Package Issue. Reason: Issued Hi team, Please refer to the structural documents Joe Fredericks Houston Contracting
Structural Docuemnts Hi, Please refer to the latest revision of stru: John Smith Houston Contracting
POF files Merge Frank Jacobs Engineering Project Services

Document Testing Regards, Joe Joe Fredericks Houston Contracting

2. Use column filters by entering a text string into the box in the column header and click the icon
to the right of the box to choose the filter type. Use the Clear link to remove the search filter.

Inbox - Contains 'drawing’ m Go Advanced Saved [[J Personal
EErmcween
[J g Transmittal No.  Received Package Subject Message From From Company

| hd & x| | o m | i

(] HCC-000071 17-01-19 09:14 AM Elevation Drawing John attached is the elevation drawing you reques Joe Fredericks Houston Contracting

4.2 ADVANCED TRANSMITTAL SEARCH

The Advanced Transmittal Search screen enables structured and intelligent searching via any of the
key data fields relating to the Transmittal folder you are currently using.
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Defaults to Personal Transmittals but can be modified to include any

Addressed To / . .
transmittals sent or received by your company or department based on access

Sent By: settings.

To: Select a Company or Person from the drop down list.

From: Select a Company or Person from the drop down list.

Type: Choose between the various transmittal types. Note that Package Notifications

are also considered as transmittal types for the purpose of filtering.

Date Sent / Date Search for transmittals sent during a specific date range or for transmittals
Received: sent in the last X days.

Responses Search for transmittals which require a response during the specified date
Requested: range or within the next X days.
Responses

Search for transmittals which responses were received during the specified

Received:
date range or within the next X days.

(Sent register only)

Responses: Choose between:
- All
- Outstanding
- Overdue
Transmittal No. Search by transmittal number or part thereof.

Acknowledgement Search for transmittals where acknowledgement was received during the
Received: specified date range or within the next X days.
(Sent register only)

Message: Search across the body text of all transmittals for a string of text.

Reason for issue: Select a search condition such as “Contains”, or “Begins with” and enter the
search text string in the field provided.

Package ID: Search by package number or part thereof.
Document No: Search by document number or part thereof.

Select a search condition such as “Contains”, or “Begins with” and enter the

Subject:
== search text string in the field provided.
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Sort by: Select an option from the list. Choose between Ascending and Descending
order. Up to three sort fields can be combined using the More button.

The More Search options link allows you to create your own search conditions
using most of the fields in the transmittal register, several comparison
conditions and open text fields.

More Search
Options:

NOTE o To save advanced search settings, click Save and enter a Title for the saved
settings. You can then use the Manage button to load a previously saved search or
use the Saved button at the top of the transmittal registers.

o To share the current view of the Transmittal register with an Advanced search
active, select Generate Hyperlink for the current register from the More button
list of options. Then choose Copy to Clipboard and paste as required. Results
filtered using quick search or column filters will not be included in this link.
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CHAPTER 5 - MANAGING TRANSMITTALS

5.1 Pending Transmittals ... .. 25
5.2 Transmitting Revised Documents ... ... 27
5.3 Acknowledgements .l 28
5.4 Duplicate Transmittals .. ..o 31
5.5 Resend Transmittals .. .. 32
5.6 Cancelling a Transmittal ... 33
5.7 Exporting Transmittals to HTML or PDF .. . 35
5.8 Forwarding a Transmittal .. .. 36

5.1 PENDING TRANSMITTALS

When documents are transmitted, the sender can choose to automatically notify recipients of future
revisions. If this option is selected, when new revisions of transmitted documents are processed into
InEight Document and released, the recipient will be notified automatically.

If this option is not selected, the user will not be notified automatically about revisions to documents
transmitted to them. In this case awareness of document revisions that have been released and not
transmitted to recipients who were transmitted the previous revision is required. This is managed in
InEight Document via Pending Transmittals.

To check Pending Transmittals:
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1. From Transmittals, go to Pending.

== —

New v Pending
MName
® pashboard Adrizn Hinkley
Dovakin Windhalm
B4 Mail Frank Jzcobs
George Robinson
E Documents Gina Joseph
Greg Harrisan
Insight Australia
Inbox Joe Fredericks
Drafts John Markey
Sent Items John Smith
Josephine Milio
Jo Vittiglia
e Packages Katherine Hilbert

Company

Enginesring Project Services
Houston Contracting
Enginesring Project Services
Enginesring Project Services
Houston Contracting
Houston Contracting

1M Consulting

1M Consulting

Houston Contracting

Morley Plumbing Services
Houston Contracting

1M Consulting

TeamBinder Training

Drecrnil

Transmittals User Guide

2. The default view is By Recipient, this shows a list of Recipients in the upper window who have
superseded documents.

Pending Transmittals

| | Search all Recipients Go |ﬂ || By Recipient | I

Name «

David Cheah
Frank Jacobs
Jake Solid
Sam Wells
Simone W
Theo Wells
User 1

User 2

Walter Inkwell

Company

QA Software Pty Ltd

Engineering Project Services
Solid Builders Australia

‘Wells Engineering

Solid Builders Australia

Wells Engineering I}
Training Company

Training Company

Sir Speedy Printing

wmmw Page size: 100 |~

9 items in 1 pages

CreatBPendingTransmittaI| Save ‘ Refresh

) Document No.
[ AVS-T2-DWG-0001
] DMNGPS2-ARCH-DWG-011

Rev Sts RevSent  StsSent Title
C I A IF1 Floor Plan

2nd Floor Plan

B IR A IFI

Disc Cat

ARCH

Ignore

(W

3. Click on a recipient. The lower part of the window will show the document(s) revision
transmitted to the recipient and the current revision available (not transmitted).

4. Toremove a document from the pending list (if the recipient does not require later revisions of a
document transmitted to them), click the Ignore box.

5. Change the view by using the View by Document option at the top right. This shows documents

Page 26 of 37

InEight Inc. | Release 19.7



Transmittals User Guide 5.2 Transmitting Revised Documents

previously transmitted and now revised in the upper window with the recipients listed in the

lower part.

Search all Documents Go D By Document

NOTE

e Pending transmittals are created even if the option to Notify recipients of future
revisions automatically is ticked when generating transmittals. The recipient will
still receive an automatic notification about the revised documents, however, there
may be a requirement to formally transmit them.

Latest Released Documents  riess meie>

ey
Tﬁards
e Pending transmittal visibility is based on access settings.
To transmit Revised Documents using the Pending Transmittal concept:
1. Click New, select Transmittals then Latest Revised Documents.
B Mail 3
Tasks
B Document
¢ Transmittal j\hj Latest Released Documents
i Package r Revised Documents o
B Task Under Review Documents
- Announcement Superseded Documents i,
2% Contact Rejected Documents |'II
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2. Select the Recipients. Only recipients from pending transmittals who have not been notified
about revisions to documents they previously received via transmittal will be displayed.

3. Choose to Notify recipients of future revisions automatically (if applicable).

Revised Documents Need Help?
Send | Save Print Preview | Close More = Attach Files [+ ]
To Diana Scully (Breokland City Council) = New Contact
Subject:
Reason for Issue: 4 Respond by message: [ Respond by date: ,m =)
Arial ~| 13px - 44| 9 - B 7 U x* %X A-MQ-@ £EE § 2= O-E=E=EE ¥ Plain Text

Regards,
Joe Fredericks
Houston Contracting

4. Click the Add Documents button.

5. Only revised documents that are un-restrained or have been released which the select recipient
has not yet been notified about will be listed.

6. Complete the transmittal as per normal then click Send.
NOTE « Initiate a transmittal of revised documents using Create Pending Transmittals
within the Pending transmittals screen.

e Documents that have Ignore ticked via Pending Transmittals can be displayed by
un-ticking Hide Ignored, these will then be displayed in grey and selected if
required.

5.3 ACKNOWLEDGEMENTS

InEight Document tracks and maintains a history of every transmittal sent and every document
downloaded by recipients from transmittals. The system also tracks and maintains a history of
transmittal acknowledgements and responses.

Historically, a Transmittal Acknowledgement is a signed copy of a transmittal returned by the recipient
to the originator of the transmittal to acknowledge receipt of the transmittal and the drawings or
documents it contains.

Within InEight Document, however, acknowledgements are updated automatically if the recipient
chooses to send an acknowledgement as prompted when downloading the documents from the
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5.3 Acknowledgements

transmittal. If they click Yes to this prompt the transmittal will be updated at a recipient level as
acknowledged automatically.

Transmittal acknowledgements can also be updated manually via the Transmittal — Sent Items register

at either a Transmittal or Recipient level.

To update acknowledgements manually:

1. From the left menu click Transmittals then Sent Items.

2. Double click on the transmittal number to open the detailed view.

3. Toview a list of documents on a transmittal, click on the Documents tab.

€ TRAINING501 - Transmittal: TRAINING501000344 - Electrical Documentation - Google Chrome

(® Not secure | teambinder.com/TeamBinder19920/Transmittal/tbTransmittalDetail.aspx?Box=28&IntTrmtl=1025&ShowThread=08&tcKey=ca5fb725-2c86-41e9-a140-f80760

Electrical Documentation
From: Joe Fredericks, Houston Contracting

Reply = | Reply Al = || Dupiicste = | Resend | Cancel print || Save changes | More

WEWWHWH® YW E W

IE-TR-25012015-PA

w

B

Transmittal No.: TRAINING501000344

S Tie Disc
- '7 T

F1 Site Plan ELEC

I Elec Doc Regiswation 001 ELEC

F1 Elec Doc 003 ELEC

Tl Single Line Disgram ELEC

F1 7 Buildir ELEC
1
FT
1
F1
1
F1
I
I
F1
R

ELEC
ELEC
ELEC
ELEC
ELEC
ELEC
ELEC
ELEC
ELEC
ELEC

Tasks  POF DWG DOC

MAN
REPORT
REPORT
DRAWING

SPEC

4. To update the Acknowledgement and/or Response Date at a Transmittal level, at the Message

tab enter the dates in the fields provided at the bottom of the screen.

InEight Inc. | Release 19.7
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Transmittals User Guide

10 |E-TR-230120190-PA A IF1 Site Plan

1 |E-TR-23012019-PA A IFI Site Plan

1z IE-TR-2301-PA A IFI Site Flan

13 IE-TR-2401-01-PA A IFI Site Flan

14 |E-TR-25012019-0116-PA A IFI Site Flan

15 |E-TR-25012018-FA B IFR Site Plan

16 T-H\-D-00001 A IF1 High "oltage Electrical Outline Lewvel 1

17 T-HW-D-00002 c IF1 High "oltage Electrical Cutline Level 2

12 T-HW-D-00002 c IF1 High “oltage Plan Electrical Penthouse Lvl

1@ T-HV-D-00004 A IF1 Layout for High ‘oltage Electrical Basement Level

20 T-HW-D-00005 o IF1 High Voltage Electrical Cutline Lewvel 1

21 T-HW-D-00007 c IF1 High Voltage Electrical Outline Level 2

22 T-HW-D-00008 A IFI High VVoltage Electrical Plan, page 2 Level 1 - north qu
23 T-HW-D-00008 A IFI High Voltage Electrical Outline Level 1 - south quadra
24 T-HV-D-00010 A IFI High Voltage Electrical plan - Fire and Security

25 T-HW-D-00012 B IFI High oltage Electrical shop drawing - Fire and Securi
26 T-Lw-D-00006 B IFI Low Voltage Electrical Outiine Level 1

27 T-Lw-D-00007 D IFI Low Voltage Level 2 Electrical Cutline

22 TR-0001-010418-P5 A IF1 Site Plan

28 TR-001-MEX-AT A IF1 Testing

30 TR-15072018-P5 A IF1 Site Plan

Transmitted by: Jo= Fredericks, Houston Contracting

Generated by TeamBinder £ 2001-2019 OA Software Py Lid

To update the Acknowledgement and/or Response Date at a Recipient level, click on the

Recipients tab and enter the dates in the fields provided against each recipient as required.

Electrical Documentation
From: Joe Fredericks, Houston Contracting

3B WWCD
B WWCD
B WWCD
3B WWCD

Transmittal Mo.: TRAININGS01000344

User A251119
User B251119
User 251119

lIJ dd-mm-yyyy lIJ

Acknowledoment Received  Response Received

[t 0 [

| =

|E

|

| E

L=

|
| L]
| )=

=
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NOTE o To download documents, from the transmittal in the detailed view, click on the
Documents tab then select the documents to download, from More select

Download.

Electrical Documentation
From: Joe Fredericks, Houston Contracting Transmittal No.: TRAININGS01000344

Reply = | Reply Al = [ Duplicate = | Resend | Cancel Print Zave changes | | More = Close
. Messzgs Docurmnents Recipiants Add Irerms to Transmittal Thresd
Batch Cornment
& ~ ), | Document Mo, Rev Stz Tide Dig z el L=
— o o
T T T T Download Comment Afachmenis |
g 030B13-001 B IF1 Site Plzn EL Register Vizw . B
- 10092013-DOC-002 A IFI  Elec Doc Registration 001 ELEC FEPCIRT UF-HEETERad

. 1NNEIN1 3 W AN I TeT Elmm e A3 (=1 DCNNOT Ilm Dimmtrmim e

« On some projects it is possible to bulk print the view files related to the transmittal
from the documents tab. This feature must be enabled by InEight — contact your
account manager.

o Users with Company or Department Level access to transmittals and Send access to
the transmittal type can update the Acknowledgement or Response received dates;
Cancel a Transmittal; and/or Resend a transmittal on behalf of other users in the
same Company or Department.

o If a user is not the recipient or sender of a transmittal, while with company access
to transmittals they may be able to view the transmittal, normally they cannot
download the documents on the transmittal unless they already have access via
other means.

5.4 DUPLICATE TRANSMITTALS

To duplicate a transmittal:
1. From the left menu click Transmittals then Sent Items.
2. Open the Transmittal by double clicking on it.

3. Click the Duplicate button, chose to Duplicate with Recipients or Duplicate without
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5.5 Resend Transmittals

Recipients.

Transmittals User Guide

Reply = | Replyal = :[h.lplil:ste o

Notification of Document Transmittal
From: Joe Fredericks, Houston Contracting

Transmittal No.: TRAINING501000345

Dupliczts without recipients
Duplicats with recipients

Document Transmittal

Project Number:
Project Title:

TRAIMINGS01
InEight Document Training Project Master

Date: 25 November 2019, 11:45:48 AM +05:30

Reason for Issue:

ion of Dk

Subject:
Message:

Regards,
Joe

Transmitted To:

A
g

ittal No: TR, 1000345

‘Company

| The Contractor Group

| Beb Johnson

Click here to download all

Click on T Nos to

ttem | Document No

[ Titie

[+ [owm

[ Level 3 Fire Sattey Design

Houston Cs

by: JosF

Generated by TeamBinder © 2001-2019 QA Software Pty Lid

4. Complete the transmittal then Send.

NOTE

5.5 RESEND TRANSMITTALS

To resend a transmittal:

1. From the left menu click Transmittals then Sent Items.

2. Open the Transmittal by double clicking.

3. Click the Resend button.

Page 32 of 37

o The duplicate option is also found in Sent Items register. Select the transmittal then
under More, choose Duplicate (with or without recipients).

« If one or more of the documents on the transmittal being duplicated have been
superseded, the user will be prompted to choose between sending the latest or
superseded revision of documents.
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5.6 Cancelling a Transmittal

iment Transmittal
Houston Contracting

Transmittal No.: TRAININGS01000345

Document Transmittal

Project Number: TRAIMINGSO1

Project Title: InEight Document Training Project Master
Date: 25 November 2018, 11:45:48 AM +05:20
Reason for ssue:

Subject: Matification of Document Transmittal
Message:

Regards,
Joe

Transmitted To:

Transmittal No: TRAININGS01000345

HEE

Company

[T Centractor Group

| Bt Johnson

Click here to download all ittal files.
Click on Document Mos to download them individually.

ttem | Document No [Rev

[ Title

[ [otod E

| Level 2 Fire Saftey Design

by: Jos Fradericks, Houston ©

Generated by TeamBinter © 2001-2019 QA Saftware Py Lig

4. Select the recipients you wish to resend the transmittal to then click the Resend button.

o) = Transmittals can only be re-sent by the user who created them or other users within the

same company/department based on access settings.

5.6 CANCELLING A TRANSMITTAL

To cancel a transmittal that has been sent:

1. From the left menu click Transmittals then Sent Items.

InEight Inc. | Release 19.7
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2. At the transmittal register, select the Transmittal then click Cancel.

TRAININGS01 - InEight Document Trzining Project Master

New w Sent Items
I| Canical |I| Reply = | Reply Al = | Forward | | Refrash | Print | Export = | Mors = |
® Dashboard Transmittal Nao. Sent = Package Subject
| T | m x| T | T
= Mail TRAININGS01000345 25-11-19 11:45 AM Motification of Document Transmital
HOC-00040% 25-11-19 06:07 AM  CIVDOC Notification of Addendum to Packags
E Documents HCC-000408 25-11-19 DA:03 AM  CPEWWCD-1234 Motification of Package Issue. Reason: Issued for Const
o« TRAININGS01000344 25-11-19 05:46 AM Electrical Documentation
TRAINIMGS01000342 20-11-19 12:39 PM Notification of Document Transmiztal
Inbox HOC-000407 20-11-19 07:54 AM  TR-0001-20182018-01 Notification of Addendum to Packags
Drafts HOC-000406 20-11-19 07:37 AM  LE-STRUC-20192011 Matification of Packags Issue. Rezson: Issusd for Infom
_ HOC-000405 15-11-19 05:54 AM  TH-HOC-151119 Motification of Package Izsue. Rezson: Issuad for Infom
TRAININGS01000341 15-11-19 05:46 AM Civil documents

3. At the Cancel Transmittals window enter a Reason for cancelling the transmittal. If the reason is
the same for all transmittals being cancelled, tick the Apply same reason to selected

transmittals.
(=) cancel Transmittals o
The following transmittals were selected to be cancelled. Enter the Reason as bo why they are to be cancelled.
B Transmitzal Mo. Sant Doouments Recipients  JReason
¥ TRAININGS010003< 25-11-19 05:46 AM Doouments Recipients Apply same reason to
szlected transmitzals

4. Recipients of the transmittal being cancelled will be notified via the option Notify the
transmittal recipients that the selected transmittals have been cancelled.

=) Cancal Transmittals o

The following transmittals weare selected to be cancelled, Enter the Reason as to why they are to be cancelled.

Bl Transmittal No. Sent Doowments Recipients  Reason
¥ TRAIMINGH010003< 25-11-19 05:46 AM Documents Recipients « Apply =ame reason 1o
selactad transmittals
|
3
u::tiF',.' the transmittal recipients that the sslected transmittals have been cancellzd, ok Cancel

5. Click OK.
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NOTE e The cancelled by, cancelled on and cancelled reason is shown in the detailed view
of the cancelled transmittal.

e Transmittals can only be cancelled by the user who created them or other users
within the same company/department based on access settings.

5.7 EXPORTING TRANSMITTALS TO HTML OR PDF

Transmittals stored in the Sent Items or Inbox registers can exported to HTML or PDF format as a
single zip file.

To export transmittals:

1. Select one or more transmittals to be exported by ticking the select boxes against them.

2. Click the Export , Selected Transmittals and then select from HTML or PDF.

Sent Items

| Cancel | | Reply = | Reply Al = | Foremrd = | | Refrash | Print I Export = I More = |
Transmittal No. Sent - Package Excs! d l
| | | m [ SEIelcba:I Transmittzls 3 HTML i Y
TRAININGSO1000345  25-11-19 11:45 AM Notificztion of Documert Tl POT
HCC-000409 25-11-19 06:07 AM  CIVDOC Motification of Addendum to Package
HCC-000408 25-11-19 06:03 AM  CPEWWCD-1234 Motification of Package Issue. Reason: Issued for Construction
TRAININGS01000344 25-11-19 05:46 AM Electrical Documentation
TRAININGS01000342 20-11-19 12:39 PM Matification of Document Transmittal
HCC-000407 20-11-19 07:54 AM  TR-0001-201B1018-01 Motification of Addendum to Package
HCC-000406 20-11-19 07:37 AM  LE-STRUC-20192011 Motification of Package Issue. Reason: Issued for Information
HCC-000405 15-11-19 05:54 AM  TH-HCC-151119 Motification of Package Issue. Reason: Issued for Information
TRAININGS01000341 15-11-19 05:46 AM Civil documents
HCC-000404 15-11-19 05:04 AWM ATE-STR-0001 Motification of Package Issue. Reason: Issued for Construction
TRAININGS01000340 15-11-19 04:50 AM Hydraulic Documents
HCC-000403 14-11-19 10:35 AM ATE-PLUM-1234 Motification of Addendum to Package
HCC-000402 14-11-19 10:24 AM  ATE-PLUM-1234 Motification of Package Issue. Reason: Issued for Construction

3. If the InEight Document privacy statement appears, click Yes to continue with the download.
4. The selected transmittals are zipped on the InEight Document server and downloaded to your PC.

5. Save the zip file containing the exported transmittals to the appropriate location.

NOTE e The zipping process may take a few minutes if many transmittals are selected.

e Asingle transmittal being exported is not zipped.

InEight Inc. | Release 19.7 Page 35 of 37



5.8 Forwarding a Transmittal Transmittals User Guide

5.8 FORWARDING A TRANSMITTAL

To forward a transmittal that has been sent:

1. From the left menu, click Transmittals and select either Inbox or Sent Items.

2. Select the transmittal to be forwarded then click Forward.

TRAIMINGS01 - InEight Document Training Project Master

New w Inbox

Reply = | Reply Al = | Forward = || Refresh Print | Export = | More =

i Transmittzl Mo, Received = Package
& Dashboard
| A d [k mm-vy | D || Y
= Mail HCC-000406 20-11-19 07:37 AM  LE-STRUC-20192011
¥  TRAINIMNG501000287 18-10-19 07:45 AM

B Documents TRAIMINGS01000258 02-10-19 05:31 AM

¢ Transmittals

TRAINIMNGS01000223
TRAINIMNGS01000152

19-09-19 07:29 AM
13-08-19 05:00 AM

Inbox g TRAIMINGS01000151 13-08-19 D4:55 AM
Drafts TRAININGS01000103 02-08-19 09:24 AM
Sent Items TRAININGS01000001 14-06-19 DE:d4 AM
Pending HOC-000265 11-06-19 02:25 PM  TEST_PACKAGE
HOC-000263 10-06-19 DB:32 AM
% Packages § HCC-000273 27-05-19 O7:08 AM
B Tasks < HOC-000261 08-05-19 10:57 AM  CRRDA-ELEC-0001-IT
HOC-000247 01-05-19 12:09 PM  CRRDA-ELEC-0001-TT

3. Complete the transmittal as per normal.

4. Click the Send button.
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NOTE

All details from the transmittal selected, other than the recipients, will be included
in the new transmittal.

« If any of the documents on the transmittal being forwarded have been superseded,
a prompt will appear for action.

o The Subject of the new transmittal is prefixed with “Fw:”

e The transmittal being forwarded and the new transmittal will be auto linked and
shown in the thread view.

o The details section of the new transmittal will be populated with the source
transmittal details. You can Bulk Forward transmittals of the same type by
selecting the Transmittals then from the arrow next to Forward choose Bulk
Forward.
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