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PROJECT USE — CONJECT COMMUNICATION

Conject is to be used to provide all users and project teams with continual access to the latest project information
for the life cycle of Estates Capital Projects. For this reason it is mandatory for all users to use Conject as the primary
communication tool. No documents should be accepted via email.

The system is currently in implementation phase and all comments to improve the usability of the system are
welcome. Please notify the PICs below.

The system is currently set up as a document management, communication and process control tool. Further
modules are likely to include, Construction contract management and administration, Building Information
Modelling (as required for specific projects, the current system has capabilities for reviewing Navis works files),
Defects/snagging management tool.

All Information is to be published to Conject, under the relevant project, in the relevant register and issued to the
specific users for each recipient company. Each individual Capital Project and Consultant Project Manager should
develop its set of processes for managing the project workflow around what the system can offer defining the rules
for use of Consultants, Contractors, UoM Users and Project Managers. All request for new processes and Project set
up to enable these will go through the PICs.

General responsibilities of all users -

o To follow all protocols contained in the user guides.

e To nominate a Company Administrator responsible for the maintenance of the company data on Conject.

e To maintain their company information on Conject including contact details.

e To ensure that all the required documents are loaded onto the system in the stated formats.

e To regularly monitor their project dashboard to make sure that they stay on top of all documents and
comments issued to them.

e To regularly monitor all the information on the project and to stay on top of all documents and comments
applicable to your works.

e To report problems and provide feedback through the correct channels (Project Administrator (PIC) or
Conject Help-desk).

All users (subject to access rights) of the system can:
= Change their password
= View and print drawings/documents
= Publish new drawings/documents
= Access the receipt logs of drawings/documents their company issues

ADMINISTRATIVE PROCEDURES, ROLES & RESPONSIBILITIES

The Project Information Coordinators (PICs) are responsible for granting access to new users to the project. They
are also responsible for maintaining the rights of project users and any general queries and feedback to improve the
way the University are using the system. They can change a multitude of settings on the system to help make it work
better for your Project. Currently, the Project the PIC's are:-

e Primary contact - Natalie Sullivan (Email: natalie.sullivan@manchester.ac.uk )
e Secondary contact - Ryan Lewis ( Email: ryan.lewis@manchester.ac.uk )
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Requesting Access to conject for new users and companies
1. Initially, any new companies / users must complete a ‘new company / user request form’ (found in
Administration > Application Area).
These forms should be issued to the Project Information Coordinators (PIC’s)-
The PIC’s should then issue these forms to the conject Helpdesk (help.desk@conject.com).
Conject will create user accounts and email them direct to the users.
Conject will send confirmation once the accounts have been created to the PIC’s.
Going forward, Basic User Training attendees will be able to create and manage the accounts of any
additional project users for their respective companies.

ok wnN

Requesting training for new users and companies

The University will provide training for up to 3 Company Administrators/ super users across all University Projects.
Please request this training through the PIC. The Company Administrators will then be expected to train the rest of
their company on how to use the system. Main Contractors will be expected to train their own subcontractors on the
use of the system.

Additional conject assistance
For any system related queries please contact the Conject Helpdesk:-

Email: help.desk@conject.com
Tel: 0845 1300 999 (+44(0)1159 248 171 from outside UK)
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Getting Started

Passwords — all users will be supplied with a user name and password from conject which will gain them access to
the Site as indicated below. The user name will remain constant, but the password is temporary and upon first use of
the Site you will be asked to change it. You will be prompted to change your password by the system every 90 days.
This is a simple task and serves to secure the domain for its users. Please note that the maximum timeout for a
session is set to 80mins of inactivity.

Login: https://uom.myconject.com

S — T T e .
cﬁ @ https://uom.myconject.com/login.acpx p-a OH @ Project Control by Conject | Ik T
File Edit View Favortes Tools Help

MAN(ﬁH! STER

User ID:

Password:
\ |
Language:

| ==UK Engiish -]

‘1: Login :

End User Licence Agreement 3 | Forgotten User Id/Password?

Once logged in the initial page (dashboard) will look like the below.

University of Manchester

walsh, Tom | O3 | @ Help @ Logout

Administration g Project Global N
Site Settings y ) Gisbal Actons =

| Slrome Spasnboard & Fnd &View  [5F File Publisher [ Publish [ Reports ¢ Comments | [Focs Bebet [v] B [Chonge oo =]
T [ SetHome Page as Default Project Screen [ ] Add Gadget @ AddDashboard [@ A
Task Overview &~ Document Comments @~ Project Processes & -
) #  Process For Action ForInformation | All I Process ForAcion | ForInformation Al
You've got documents for action
You've got 0 processes for action Comment [EF | Request For Information
_ EF | Task
0 documents have been issued for your information T @ -
0 processes have been issued for your information
o [#  Register Name For Action ForInformation Al NEC (ECO) § v
F Process For Action | For Information | All
‘ijed Calendar & - ‘
[EF | (ECC) Compensation Event
(ECC) Compensation Event Quotation
Team Members & -
[FF | (ECC) Contractors Communication
Last Name: |[ searcn || Clear searen
[ | (ECC) Early wamning
[ | (ECC) Notification of Comp Event
== g 55/ (ECC) Profect Managers

Commurication
@  Archibus Estates Space Management

@  Estates and Facilities Homepage

@  Estates and Facilities Policies and Procedures
@  Health and Safety Policies and Procedures 57 | (ECC) Supervisors Communication v

[F | (ECC) Project Managers Instruction

[EF | (ECC) Risk Assessment
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Changing Projects

You may have access to more than 1 project within the conject system; you can change between the different
projects using the change projects menu. Select ‘All Projects’ and you will see a list of all the available projects you
have access to.

If you require access to projects not shown or a new project creating please contact Natalie Sullivan who will be able

to help.

E‘ | 5 Home: 5 Dashboard Jj“ Find & View E| Project Calendar [ Batch Publisher =] Publish Reports

Hala Test Project BO1
Project Test HCo02
TEST Project asdadazl
ZZ - Do not use - Test Project BO1

4Re ound | Page 1of 1

Select the name of the project and you will be logged into that project...

,.’ Project Global T ’ Contract Admin
Global Actions Contract Management
¥

Project Test

Your Current Praject

Filter by project

(= Comments |

All Status

Feasibility
Construction
Completed
Design Standard

Feasibility
Feasibility
Feasibility
Feasibility

= -
Site Settings

Commercial
Commercial
Commercial

Commercial

Commercial
BSF

Hala Test Project
St Georges
Test Project

St James Schoal

Process Basket...

&

‘Change Projects...

10/07/2010
10/07/2010
10/07/2010
10/07/2010

‘Change Projects...
- Project Test

- City Hospital

- Demao Project

- Project A [QSHE)
- Project A

- St Pauls Hospital
- Subcontract DB

- 5t Johns School

 projest C (05HE)
- Projact B (QSHE)
- BD - Bid 0001

- nes

- Chiller Replacement

- Wiigmore Street
Court

10/05/2011
10/05/2011

&

I'J
"

Tl Dashboard & Find & View TF Project Calendar [ Batch Publisher [FIF Publish [] Reports

- Comments | Process Basket.., - [Crarge Proec=.. 4
S e ————
Search by project Filter by project
test All Attributes Rl 2l status All Categories.
descrintion . Feasibility Commerdial
— — Construction BSF
Completed
or Design Standard
d |Page 1of 1 Di
pPo1 Feasibility Commercial Hala Test Project 10/07/2010 10/05/2011
HCo02 Feasibility Commercial St Georges 10/07/2010 10/05/2011 HC1002
asdadaz1 Feasibility Commercial Test Broject 10/07/2010 10/05/2011
PO1 Feasibility Commercial St James School 10/07/2010 10/05/2011
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Help Guides

System Help Guides —Help guides are available throughout the various screens in the channel. Clicking on a question
mark iZd in any screen will take you to the relevant help guides for that particular section.

Throughout this document there will be references to “How Do | Guides” (HDI Guide). These can be accessed by
clicking the k&4 icon that appears next to your name in the top right corner.

University of Manchester
Tom | ¢  @Help |@Logout

< &' Jodrell Bank EW rE—— (A Project Global B
« r cuentproect [P SERERTE ) Giobal Actons 5>

= | SlHome =|pashboard &7 Find &View (5 Fie Publisher [ Publish [ Reports ¢ Comments | [Pemmberen.  [v] & [Cheves o =
Dashboard # € [] SetHome Page as Default Project Screen [ ] Add Gadget @ Add Dashboard  [H ~
|Tasl(0ve|vi:w o ‘ ‘Do(llm:l\lcomments & - ‘ ‘Proje:tl’ro(ﬁss &= |
F | Process For Action ForInformation Al I Process ForAction  ForInformation Al
You've got 0 documents for action
You've got 0 processes for action Comment EF |Request For Information
— EF |Task
0 documents have been issued for your information ‘Do(,,,,m“ T @~ ‘
0 processes have been issued for your information
o [ Register Name For Action For i Al ‘"EC[ECC’ (2
7 | Process For Action | For Information | All
|ijed(alendar & - ‘
[F | (ECC) Compensation Event
(ECC) Compensation Event Quotation
|mam Members o ‘
[F | (ECC) Contractors Communication
Last Name: |[ searcn || cicar Search
[EF | (ECC) Early Warning
[EF | (ECC) Notification of Comp Event
||_ms o ‘ = {ECC) Project Managers
Communication
Q Archibus Estates Space Management 2 | (ece) project Managers Instruction
@  Estates and Fadlities Homepage e 3
= (ECC) Risk Assessment
@ Estates and Falities Policies and Procedures ¥
@  Health and Safety Policies and Procedures EF | (ECC) Supervisors Communication

®100% ~

The new window that opens will look like the below. This is the “How Do I...?” section as noted in the “Show Me
Help For” drop down menu, highlighted below.

Help © 2 [ Help Contents| " Email Help Line| ()Feedback| X Close

Show Me Help For |[How Do L...? V”El Conject Project Control§ V6.1

How Do L..7

Master Index

Admin----Add a Mew Company
Admin----A&dd a Mew User

Admin----Assign a Batch of User Rights
Admin----Change Decument Register Details
Admin----Change My Company Details
Admin----Change the Drawing or Document Status
Admin----Create 3 New Project
Admin----Create an Issue Group
Admin----Create and Edit Navigation Trees
Admin----Create and Use Work Packages
Admin----Pre-Register a Drawing
Admin----Provide User Rights

admin----Satun a Nafarts Sustam - a Charklizr

Selecting the “Show Me Help For” drop down menu will allow you to select other Help sections such as NEC
Guidance Notes.

Conject - 21-25 Church Street West, Woking | Surrey, GU21 6DJ | UK
Tel: +44 (0)1483 712620 | M: +44 (0)7xxx Xxxxxx | E-Mail: enquiries@conject.com | Web: http://www.conject.com

Page 7


http://www.conject.com/

conject

Knowledge Base — The conject knowledge base is available to all users by clicking on the lifebelt icon at the top right
of the screen, this contains various common questions that have been asked to the conject helpdesk along with

Video guides. It will also allow access to live chat providing an MSN, Lync, Skype style text based chat window with
the conject helpdesk.

£ BIW Information Channel - Windows Internet Explorer

@\/ @ [ 8] http://rencons-az mybiw.com/BIW/Frameset.aspx?Source=Dashboardidv=18&nfGUID=

File §

84

l“)' Google
@ Self-Service Support - Windows Internet Explorer

¢ Fawvi

(O - [€] htp//seneriadivepersonnethers35726013/cmet, + | B 49| X |

#3 Google

File Edit View Favorites Tools Help
5.¢ Favorites

GL v (1 = v Pagev Safetyv Tool
5% @] Web Slice Gallery v 2] Tabs

I ‘ & Self-Service Support ‘7

Renaissanc> Constriction — 4
[ v [ g v Pagev Safetyv Toolsv @~

desk@bintech.con id & || @re
' BIW == 4> Knowledge Base |

technologies

[ Docum . =
= New Search K Live Chat

| / FolMﬁon.
= .

(] Set Headlines as Projey

-~ | All Versions

enter text to search e.g. batch publish
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PROJECT SET UP
Information on Conject

conject

Information is managed on Conject in two different ways:

= Drawings/ Documents — files published to the system e.g. drawings, specifications
= Forms & Processes — input forms to allow the creation and management of construction project processes

e.g. Requests for Information, Instructions.

Document Registers & Categories

Conject stores documents under ‘registers’. It stores documents at one level and allows searching using powerful
search criteria. Documents are not stored under multi-level folders. The registers and typical contents are detailed

on the next page.

Document Registers

Document Categories (Subfolder)

Drawings, BIM Models, Specifications & RDS

Architectural and Landscape, Civil and Structural, Equipment & Other, Mechanical,
Electrical, Furniture & Fittings, Other

Environmental Sustainability and BREEAM n/a

Financial n/a

Handover & Occupancy n/a

Health Safety and CDM n/a
Management Other, Feedback and performance, Procedures and Project Execution Plan, Change

Control, Programme and plans of work, Photos, Risk

Meetings and Presentations

Other, Client, Contractor, Design Team, Project Manager

Procurement and Legal

Appointments and contract, Tenders and Quotes, Planning and statutory approvals

Project Admin & Protocols

n/a

Reports and Brief

Other, Client, Contractor, Design Team, Project Manager

Site Information & Surveys

Site Information, Surveys, O&M Manuals

The University of Manchester

Capital Project Managers, Estates and facilities policies and procedures, University
policies and procedures, Estates and Facilities Sign off, User / client sign off, Other

Quick Share (Zip files)

This is used purely for sharing of documents at speed. It should be used in an informal
way to share large files between individuals or small groups.

Conject - 21-25 Church Street West, Woking | Surrey, GU21 6DJ | UK
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Document Status Security

For each issue of a drawing/document a Document Status is set by the publisher. The status may be also changed by
authorised users. The table below indicates the available Statuses on the site.

Document Status ‘

For comment

For approval

For information

For coordination

Work In progress
QA Rejected

Purpose of Issue

In addition to Document Status the site has a ‘Purpose of Issue’ field, which should be set at the point of publishing.
The field is designed to increase search ability of documents by further categorising them. The table below indicates
the different Purpose of Issue options that are available on the site.

Purpose of Issue \

Work Stage 1, Preparation and brief

Work Stage 2, Concept design

Work Stage 3, Developed design

Work Stage 4, Technical design

Tender issue

Work Stage 5, Construction issue
Work Stage 7, As built

Project Roles, Document Register and Document Status Security

Access to Document Registers is controlled via the Register Rights Matrix. This Matrix is defined by the project team
and administered by the Project Administrator. Each company is assigned against a project role and each role is
assigned specific access rights to each register.

Only the Project Administrator has rights to make changes to the access rights. The registers for this project are
shown down the left and with the roles along the top.

Conject - 21-25 Church Street West, Woking | Surrey, GU21 6DJ | UK
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Forms & Processes

Conject allows the management of construction forms or processes. The Forms and Processes in use on this site are
shown below, any number of other forms and processes are available and should be defined by the individual Capital
Project and consultant Project Manager in the Project Execution plan. It is recognised that one size does not fit all
and changes will need to be made via the PICs.

Form

Comment

Used For

For making comments and mark-ups on drawing using the
Conject Viewer.

Notes

For further information on publishing
please refer to the System Help Guides >
HDI Guide Section for articles titled.:-

Publishing----Make Comments on
Documents & Drawings

Request For Information
(RFI)

For issuing, responding to and managing Requests for
Information between design team and client including
design subcontractors.

For further information on publishing
please refer to the System Help Guides >
HDI Guide Section for articles titled.:-

Publishing----Publish an RFl and
Publishing----Respond to an RFI

Task

A basic form designed to replace the need for external
email, meaning simple questions and/or tasks can be sent
through the system and an audit history will exist for easy
access at a later date.

For further information on publishing
please refer to the System Help Guides >
HDI Guide Section for articles titled.:-

Publishing----Send and Receive Team
Mail

Change request

To manage change control on the Project.

Will be implemented in due course or as
required by each project.

(ECC) Compensation Event
Quotation

For use in the NEC ECC contract process

(ECC) Compensation Event

For use in the NEC ECC contract process

(ECC) Contractors
Communication

For use in the NEC ECC contract process

(ECC) Early Warning

For use in the NEC ECC contract process

(ECC) Notification of Comp
Event

For use in the NEC ECC contract process

(ECC) Project Managers
Communication

For use in the NEC ECC contract process

(ECC) Project Managers
Instruction

For use in the NEC ECC contract process

(ECC) Risk Assessment

For use in the NEC ECC contract process

(ECC) Supervisors
Communication

For use in the NEC ECC contract process

(ECC) Supervisors
Instruction

For use in the NEC ECC contract process

For further information please refer to
the System Help Guides > NEC Guidance
Note section.
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Process Rights

The Project Information Co-Ordinators (PIC) have the ability to remove and apply rights to all forms, so if you
require rights to a form please contact the Projects relevant PIC.

As standard you should expect rights to be able to create and read the ‘Comments’, ‘Request For Information’ and
‘Task’ process forms. Rights to the NEC ECC contract forms will be given, as per your role on the Project, to be in-line
with the NEC process.
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Publishing Protocol

There will be no strict file naming convention/protocol for Documents on any of the projects. Users are advised to
follow their own file naming convention, taking extra care to make the filename and document title clear as to the
documents content such that it is easily searchable and easy to find for all users. Documents that do not adhere to

this code will be QA rejected by the PICs.

Please consider these key notes when generating and Publishing Drawings & Documents

®  The revision letter should not form any part of the filename.

®  When revising files ensure that it has exactly the same file name as the original file already in conject. This
will ensure that the file is taken into conject as a revision to an existing file rather than a new file.

®  Ensure that the ‘Title/Description’ on document is descriptive of what the document relates to.
"  For drawings you should upload a PDF as the main file type. and a DWG as an attachment.

Publishing a Document

If you have rights to publish documents into a register then you will see a publish icon to the left of the register
name or you can select the publish button on the tool bar and select the register you want to publish to. You will find
full instructions on publishing individual documents and ‘batches’ of documents in the help guides and knowledge

base.

technologies

A Training Project S /Y Administration (& ProjectGlobal
< Your CurrentProject [P SRR kof Giobal Actions
- v

=l | SlHome Tpashboard & Find &View [ Batch Publishgl [ Publish

Project dashboard

Reports Commer

Document Registers
p—

ol Register Name For Action For Infon
i Contracts

e BIW Project Protocols & Training

7 || Drawings 2 2
@hz tes of Meetings 1

Photographs 3 1

7 || Reports

e Spedfications

7 || Schedules

F |30 Models A-:
 —

For further information on publishing please refer to the System Help Guides; Publishing----Publish Documents and Drawings and
Publishing----Publish a Batch of Documents & Drawings.
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Searching For and Viewing Documents
From you dashboard you will see indicators as to where you have been issued documents for Action / Information.

] -
(Test) T2 Retail Administration . Project Global
Your Current Py Site Settings Global Actions
y

| 5 Home 5 Dashboard a? Find & View [ Batch Publisher [ % Publish Reports (- Comments | Process Basket,., - $  Change Projecss... -
ample User Dashboard # {1 set Headlines as Project
: Information r—— ool | | General Information - | | Contract Inform
Register Name For Action For Information All @ Register Name For Action For Information Al @ Register b
Car Park (MSCP_RU001) 1 F |General Content 1 1 B | Concessior
WHS - Unit 1 1 5
WHS - Unit 10 {exmple data) 16 18 Team Members
WHS - Unit 100 1 2
Last Name:

If you select the documents for Information you will be taken to a search screen showing those outstanding
documents.

P=oo | Project Documents / Drawings | 2 | =] [7F Publish | 2 Print
& Try our new search screen with enhanced search capabilities.
£ souree work p, ssued date 18] all dates
- - any work package H 2
e compa @
any company - -
B to me
search options &9 Reset Filters ] Search
—
3 Documents Found | Page 1of 1 Display PerPage |10 =
= 2 z s ¥a | [y 0 e
] B myfilermz HCO0Z-DR-0039 1 a A4 =4 For Approval [QA) Layout Test File conject 26/01/2012 vl 4| Comment B %
[[] Bfor-BM-71-0125 HCO002-DR-AR-00000-0002 1 - Far Approval Architectural Test document conject 28/06/2012 vl & Approval |-17J
[C] fFor-em-71-0125 HCO02-DR-AR-00000-0002 2 A Approved Architectural Test document canject 28/06/2012 ¥ 4 Approval -17] %
= 7 5 ~ VA B | W | £
3 Documents Found | Page 1of 1
+ Add To Easket‘ " Allocate Reference Number‘ (¥ Expart All 3 Results

You can also search the system for any document you have access to by selecting ‘Find and View’, picking a Register
or searching ‘All Documents’.
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B Find aview B2

“lease select 3 register you wish to search. ..

Search All Documents

3D Models

Contracts

BIW Project Protocels & Training
Drawings

Minutes of Meetings
Photographs

Reports

Spacifications

Schedules

You will be

presented with a blank search screen where you can

issued by a company, at a particular status etc.

#1 % Project Documents £ 27

A Try our pew search screen with enhanced search capabilities.

For Approval -

BIW Technologies -

s (9 ResetFilters

f1
[C] orawings onsultant Appaintment 6232 z
[C] Drawings ] Consultant Appointment 532 z
[C] Drawings B consultant Appointment 432 2
[F] Drawings ) Consultant Appsintment 3232 2
[C] Drawings B consultant Appeintment 22 2
[F1 Drawinas D afternoon test 1

By default you will be shown just the latest issue of each file. You can now click on the file name of the document to

not selected -

any reason -

oooog

s
- For Approval Architzctural ground flaor layout 5 BIW Technologies
- For Approval Architectural ground floor layout 4 BIW Technologies
- For Approval Architzctural ground flaor layout 3 BIW Technologies
- =] For Approval Architactural ground flaor layout 2 BIW Technalogies
- For Approval Architectural ground floor layout 1 BIW Technologies
a =8 For Apooroval Mechznical around floor lavout BIW Technologies

open and view the document in the conject viewer (only PDF or DWF file types only).

“ " Project Documents / Drawings © 2|

& Try our new search screen with enhanced search capabilities.

any company -

f1
&
(= HCO002-DR-0033
") BPor-BM-71-0125 HCO02-DR-AR-00000-0002
[T} B or-BM-71-0125 HCO002-DR-AR-00000-0002
&
e ou 1of1

+ Add ToBasket| + Allocate Reference Number |

ource work p
not selected - any work package B
any action - un
E za
1 a A4 =8 For Approval (QA) Layout Test Fili
1 - For Approval Architectural Test dov
2 A Approved Architectural Test dov
& 2a

Conject - 21-25 Church Street West, Woking | Surrey, GU21 6DJ | UK

use a combination of filters

=73 al dates

05/10/2011
05/10/2011
05/10/2011
05/10/2011
05/10/2011

05/10/2011
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Other Actions with Documents

Download the document —

From within the document search screen you can click on the file name of the document to open it or you can click
on the download icon to save the document to your machine.

Project Documents / Drawings | 2. = [ Publish | 2 Prir

A\ Try our new search sereen with enhanced search capabiliies.

228 all dates

any status - not selected - any workpackage

any company - any action -

T searc

=l

L4 E| = a | i)

HCD02-DR-0039 1 a A4 =4 For Approval (QA) Layout Tast File conject 26/01/2012 v smment E® &

HCD02-DR-AR-00000-0002 1 - For Approval Architectural Test document conject 28/06/2012 v pproval ® &

[[] BPor-em-71-0125 HCO02-DR-AR-00000-0002 z A Approved Architactural Testdocument conject 28/06/2012 v pproval L7 ]

& & = = v g o ]
3 Docu und 1of1

+ Add ToBasket | |/ Allocate Reference Number | O Export All 3 Resul

View the submittal / access area for a document —

You can check the submittal report of any document by clicking the ‘issued’ date of the document.

FIUJELL LULLITIENLS [ IMISUFE - RUUUUL | £ =t

A% Try our new search screen with enhanced search capabilities.

= SIS [ iss scuied date 8] oll dates
any status - - D
any company - any reason v O
search options 9 Reset Filters
3D ge 1of1 D
o) R4 = A
] @fTest shell z oz Shell and Core General New title 3 BAR Company b 2/04/2012 v +
[[] ¥lpaw_12142-20-DR-200-000003 1 1 Contract Specifications Contents Page for RU1003 BAA Company 1/04/2012 v I
car park doc 1 3 Concept Design Specifications test Test Contractor 3/04/2012 v +
& - v a0y
3D 1
Test shel Iss: 2Revi 02 | 2 -] Open Document | Document Issue + Zyprint| X Close
2 + Forward/Amend Issue | 5] Submission Access| =] Document Access |
Consultant Document Submittal Report no: 86 issued: 12/04/2012 11:18:51
Project (Test) T2 Retal Description T2 Retal
Company BAA Company Address BAA Company, BAA Company , ,, ,
Tek:BAA Company Fax
Issued By:Helena Barrett
File Name Test Shell Register MSCP2 -RU0O01
Issue [2] Revision Letter 02
Title New tile 3
Document Status Shel and Core Document Category General
Attachment(s) [0] Sheet Size A4
Distribution
Helzna Barratt 12 April 2012 Sarah Wood BAA Company For Informatien 12 April 2012
Claire Goode 13 April 2012 Simen Serrin Bryden Wood Limitzd For Information
Helena Barratt 12 April 2012 TS e e e i Gy WH Smith For Information
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Add documents to your process basket for Batch Printing, forwarding and downloading -

You can select to carry out actions (batch forward, print, download, status change) on multiple documents at the
same time by adding them to your process basket. From the document search screen select the documents using the
left hand tick box and select ‘add to basket’ at the bottom of the search screen.

=] @ =i an ugwes

any status - not selected - Bl

any company - any reason - 0

"5 Reset Filters

& = |
W Test Shell z oz Shell and Core Generzl Mew title 3 BAA Company 1z/04/2012 va) *
BE] PAW_12142-20-DR-200-000002 1 1 Cantract Specifications Contents Page for RUL10032 BAA Company 11/04/2012 v 'S
(] car park doc 1 a Concept Design Specifications test Test Contractor 03/04/2012 va) *
& = |

=+ Add To Basket .

Then select ‘documents’ from your process basket. You will then be able to choose the batch action to carry out...

(Test) T2 Retail /55 administration Project Global
‘four Current Project 7 Site Settings. of Global Actions

£ | Sltome = Dashboard &7 Find & View 4 Batch Publisher [3F Publish Reports Comments | Process B - B Change Projecss.., -
2 Documents
Search by Filter by Process(limit: 100
all registers - Tl dates View All Ttems -
) @
any status - _ -
@
any company -
=
MSCPZ - RUO0O1L Test Shell 2 oz A4 Shell and Core Mew title 3 BAA Company 12/04/2012
MSCP2 - RU0DD1 PAW_12142-20-DR-200-000003 1 1 A3 Contract Cantents Page for RU.. BAA Company 11/04/2012
MSCP2 - RUDDOL car park doc 1 a Concept Design test Test Contractar 03/04/2012
=

Change Status of Documents -

Users with relevant rights can change the status of documents by clicking on the document status. Select a new
status and reason for the change. You can then issue a comment to notify existing document recipients of the status
change.

Edit document details (title, rev letter) -

Users with a project user right of ‘maintain document register entries’ are able to edit the Meta data of documents
issued by users from their respective company. You can do this in Administration > Project > Documents > Project
Documents...find the relevant document and change any required data (title, rev letter, etc).
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Advice on the optimum Machine and Network settings
Prior to using conject it is worth reviewing the following 2 user guides to check that your machine and

company network settings are set to allow conject to function optimally. Click on the k& icon at the top
right of the screen and then select to open / download the ‘General ----Check my internet and Network
settings’ and ‘General----Know if my PC setup is supported’ articles.

P . = |
| @ httpufrencons-az. = L L a4 (0)845 1300 999 Gy

Hep 2] (5 Help Contents | |~ Emai Help Line | <) Feedba

Show Me Help For HowDolL...2 - BIW Information Channelé V6.

sker... ~ & Crange Projess... -

[l Set Headlines as Project Home g Add Gadget @8 AddDashboard [ (bet

e P TYY

M

For Action | For Information | All (= | Process ForAction | ForInformation  All
E Gomment A
1 1 [ |Request For Information 2

Image Gallery ST

1
E
1
2
1
1

|

™ T
Moo Dare Wi ol

RENAISSANCE
CONSTRUCTION

|| Gen=rsl——-Know if my PC setup i= supported

jopEEEEEEEEREERERED

Basic principles -

e For PC users, conject works best with Internet Explorer 8, 9 or 10.

e We offer limited support for Mac users so would advise them to contact help.desk@conject.com
to discuss the optimum settings for conject use.

o All users will need Java installed on their machines in order to use the batch publisher and batch
download facilities (this can be downloaded from www.java.com)

e Any issues, please contact the conject Helpdesk at help.desk@conject.com
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