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Scenario Document & Drawing Management

Summary

The Scenario Document and Drawing Management solution Communication Registers Revised Document Registers

(DDM) is designed for organisations with the following

needs: Incoming Correspondences O Controlled Documents (revision
control)

= A full range of communications and document registers Outgoing Correspondences

which are customizable according to individual
organizational requirements

= Master Document Register

. . O Technical Documents (revision
Incoming Transmittals control)

Oo o oo

Outgoing Transmittals O Drawings (revision control)

= Revision/version controls of documents including Other Customizable Forms Routing Alerts Desktop

resending of revised drawings to previous recipients

= Ability to route documents for action and to provide O
alerts for overdue and outstanding issues and assists in
task and priority p|anning O Variation or Change Orders
O

= Complete audit trail and histories of all correspondences Defects / NCR's

O Site Instructions O Show all new items

RFI's — Request For Information O Show all outstanding and
overdue items

O By project or individual

and documents
Reports

Scenario Document and Drawing Management can be ] o
provided as a standalone project or enterprise solution O Range of Customised Report as per organization’s individual

. N . requirements
complete with controlled document repositories. Scenario
DDM is also integrated with your organization’s existing
internal network drives for file storage (‘you' own the data).
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Document Transmittals
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General

Document and Drawing Management solution (DDM)
provides a flexible means of administering the different
types of communications that take place between the
various parties on a project. This includes communications
generated by you (outgoing and internal) as well as
recording details of incoming.

Communication is a generic term and includes such
document types as:

= |Letter, Fax, memo

= Request For Information (RFI)

= Site Instruction

=  Drawing

= Specification

= Quotation price request, tender request.

A key aspect of DDM is the ability to:

= Define generic communication or document types for the
database or for a particular project

= Have an associated register for each document type.

Where there are documents such as drawings, method
statements, samples and specifications, which are subject to
revision:

= The revision history is fully tracked

= Ability to automatically send revised documents to
previous recipients.

Each communication has an owner or person responsible for
a document. This by default may be the project manager,
but is usually assigned to someone on the project
administration team.

However, a document may then be routed to a number of
people who need to action within specified time frames. At
each stage, a document may be assigned to a particular
user or number of users (eg. comment required by ‘all by a
review meeting date’).

While you have the ability to define communication types,
standard documents are provided allowing immediate use of
the software — ie. ‘ready to go out of the box'.

Standard Documents or
Communications

DDM provides you with a standard set of documents or
communications to use if you do not need to define your
own documents.

Following is a list of standard documents that are available:

Incoming
= Letter
= Fax

= Architect’s / Engineer’s Instruction (Al / EI)
= Request for Information (RFI)

= Drawing Transmittal

= Drawing Register.

For more information, go to www.projection-group.com, send an e-mail to info@projection-group.com or contact your local Projection office.
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Outgoing
= Letter
= Fax

= Design Advice
= Site Instruction
= Drawing Transmittal.

Each of these documents can be printed, e-mailed, or
viewed on screen.

Define Your Own Registers

DDM includes a Document Designer that gives you the
flexibility to define your own document registers and layouts
(using drop and drag functionality) for the form entry
screens and table views.

DDM will handle:

= Communications with your client

= Communications with the consultants

= Communications with the contractor where you are a
developer or client’s representative

= Communications with subcontractors and suppliers
= Communications with various authorities (eg.
Government, utilities).

The ability to be able to generate new communication types
or project specific types, for any of the above provides
tremendous flexibility to meet varying client and project
needs.

Master Document Register

There is an overall master document register as well as
registers for each document type.

Extensive filtering is provided to allow fast searching and
retrieval of documents and drawings.

Standard feature of Scenario Advantage is export to Excel
and this allows the ready export of document and drawing
register lists to Excel.

DDM Intranet

For casual users, especially site personnel, web based
inquiry allows quick access to the document registers. For
external parties, allows secured access.

Functions include:

= Defaults to ‘your’ document for the project

= Master document register

= Range of filters

= Ability to view, print, e-mail

= Can add Internal Comments to documents

= Drill-down the document trail — to cross referenced
documents, view attachments, detail data for each
document

= Download and upload attachment files, eg. PDF
drawings.
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Project Contacts & Roles

DDM gives you the ability to define Contact Groups.
Contact groups defined in the standard configuration are:

Clients

Consultants

Authorities

Specialty Contractor’s / Subcontractors
Suppliers

Utilities

Financiers

Us.

The above groups are used to sub-divide the enterprise’s
full contact list into more manageable categories for use on
a specific project. Global contact access is still available.

Some other features provided by the Contact maintenance
function are:

User may define their own “My Favourite Contact Lists”
where they can add frequently used contacts

Ability to assign specific contacts to projects, ie. project

group contacts

Ability to copy specific contacts from an existing project

to a new project.
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Entry of Communications

Typical data that can be entered includes:

Various dates - Issued, Received, Respond By Date
Status — Draft, Active, Closed Out (user-definable)

Cross-reference links to other documents and ability to
close out documents while cross-referencing

Select To/From/CC/Bcc parties in the address dialogue
box complete with ‘My Address’ searching

Link to attachments

Revision entry & tracking

Internal comments by project staff
Formatted rich text capability

Cost and budget implications
Schedule impact

Routing — external and internal

Cross-reference to contract adjustments (eg. variations,
contractual claims).

Routing is an optional item and features included are:

Nominate recipients and action by date
Escalation days

Copy, action

Consolidator

Action Required.

Addressing x|
Show names from Group: |<ﬂLL> j Refresh §f [ Show Al [~ Default to by Address Book
Show Individuals with names containing
I Sent Ta-» Cantact Attertion
. . .. Design Consultants Ltd. Alan Kirn
Show Organisations with names containing < Sent Ta 2 2
[~ Organisations [ Individuals [ Emplovess
Employees -
Anderson, Paul
Chmiglewski, Richard
Browen, James
Atherton, Mike
Client
% Mountain Hill Power Group Ltd
% ABC Power Group Lid Diistribution -» Contact Altention
BL Anderson, Paul
e : - Distribution 2
% Power Station Contractars St Adarm
Sub Contractors
: . . C
Advance Engineering & Consultancy Lid [% Oiganisaion = Enploes SRS
% Ah Mgau Enginesring Limited Full Mame [~ Is O Hald |
% Ak Tai Engineering & Transportation Co LI JPower Station Cortractors Customer
. X . Alias Name to Print on Financial Documents [~ Credit HEIdI
% Abnormal Load Engineering Limited [ [Frower Station Coriractars
% ALE Heavwylife Lirnited Parent Contact ;I ‘,— Has Expired ‘
B ALE. Liited - I '
| | B
Addresses | Contact Moz I Account Details | Insurances | Motes | Groups
Pioject Specific Details Revision Code | G4 Status | Emplayes
Contacts... | Add to My Address Book | Operating Regions | Services and Products I Foles | Related People Project Specific People

For more information, go to www.projection-group.com, send an e-mail to info@projection-group.com or contact your local Projection office.

Supplier Contact

Name

Joh Title

Mahile Enmail

Adam Scott
Alan Smith

Conztruction Manager
Project Manager

0415 154 145
0415154 146

ascott@power.com
asmith@power.com
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Revision Control

= Primarily used for drawings

= Registers defined as holding Revised documents
= Full audit trail of revision history

= Ability to view previous recipient history

= Ability to attach drawings via hyperlink to the individual
revision code

= Function to auto-generate transmittals to previous
recipients.

Attachments

= Allows softcopy received to be attached to the incoming
correspondence entry

= Allows outgoing correspondence produced by DDM to be
linked to the softcopy documents — similar to e-mail
attachments

= Option to attach — at user discretion — when generating
outgoing e-mails

= Ability to attach different drawing file to each
corresponding drawing revision

= Ability to open attached documents using relevant
software, eg. Word, PDF, PowerPoint.

Contractual Clauses

= Can define clauses globally, business entity or project

= Allows standards to be used across all projects if needed
= Can be selected and inserted on outgoing documents.

XML Import of Register Definitions

= Registers can be defined in one database and exported
in XML format

= Import XML register definition.

Excel/Access Data Import

Function provided to import data from existing Excel or
Access registers to initialise DDM.

= Import of revised and non-revised documents

= Import document mapping to DDM register

= Data validation.

Reports & Output

A range of reports are available. Due to the flexibility of
DDM, client specific reports are often written.

Output is by:

= Printed reports

= Crystal Reports Forms including via e-mail

= PDF.

For more information, go to www.projection-group.com, send an e-mail to info@projection-group.com or contact your local Projection office.
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Routing Alerts Desktop or ‘Ball in Court
Window

This is an inquiry window, which highlights the items
needing attention at a certain date. This can be viewed for:
= Current logged in user

= Project overall

= Number of projects (eg. for the commercial manager).

Items listed include:

= Display all documents addressed to ‘me’ — either as a To
or a CC or From received for the last 2 weeks.

= Ability to reply to an outstanding document, which in
turn will cross reference and close out the outstanding
document (eg RFI received > RRFI sent)

Security Profiles
= Security profiles by groups defined in System Manager
= DDM register access control is via security profiles
= Profiles include:
= Ability to View documents only
= Add / edit control
= E-mail output control.
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