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1 Welcome to the PIRS Guide

This user manual will guide you through the features of PIRS.

PIRS, which is an abbreviation for ,Project Information Retrieval System®, is a project
management tool for the administration and tracking of information that accumulates in the

course of a project.

The application acts as a central project communication platform for filing and retrieving
project related information (emails, letters, contracts, engineering drawings,...). Documents
are stored in a clear folder structure and receive a unique number. Due to the integrated
search and filtering mechanisms it is easy to recover documents and especially documents

subject to revision management can be optimally administered in PIRS.

The following pages include a description of the system functions and capabilities,
contingencies and alternate modes of operation, and step-by-step procedures for system

access and use.

1.1 How to - Video Tutorials

For the quick and easy introduction to PIRS mail features, take a look at our chapter Tutorial

Videos.

Do you have questions to PIRS? Then contact us now!

Email: servicedesk@sobis.com

Telephone: +49 621 1228 5656

Website: www.sobis.com

PIRS-Website: http://www.project-information-management.com/

@ PIRS

Get the latest PIRS News by following PIRS on twitter or check out our other fan pages!
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You
FIEJEY in P

2 PIRS Basics

The following chapter will give you an overview of the general features and functionality of

PIRS in order to provide you with all basic information to get to know the application. After a
brief introduction and the presentation of the advantages PIRS is able to offer you, the user

interface as well as the general navigation will be explained.

2.1 Whatis PIRS?

The Project Information Retrieval System (PIRS) is a web based document management
system that gives the user the possibility to manage, organize, distribute as well as monitor all
information, correspondence and documents (e.g. drawings, technical records) that are

incurred in the course of a project.

Main features are:

e Creating, customizing and managing of project correspondences including e-mails, fax

messages as well as letters
e Serves as an communication platform for all project related activities

e Storage of all project information, e.g. contracts, specifications, schedules or reports
and being able to track all revisions of documents

e Controlled and purposeful distribution of all documents created and/or revised in the
course of the project

¢ Monitoring, tracing and supervising the latest status of drawings and technical
documents/records (workflows)

¢ Information confidentiality maintained at the project, folder and document level
e Extensive search, filter and Excel export features

e Personalizing options for each user individually with the means of personal
dashboards, choosing favorite folders and views and the integration of different mail

files e.g. Outlook, Google mail, Yahoo etc.
PIRS as a tool to support project management has the following objectives:

e Avoiding decentralized storage of project relevant information such as storing

information in a personal mailbox or on a local drive

e The distribution as well as updating of project information should take place via a

central database

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH Page 10 of 349
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¢ All project information and documents should be accessible via one's browser of

choice without the installation of other applications or tools

e A project based folder structure should allow a decrease of document storage as well

as an easy retrieval

e All documents should have a unique document number to make the retrieval faster

and easier

e The evaluation (searching, sorting, categorizing) of project information should be

optimized

e All project information as well as documents should be accessible regardless of the
location of a project team member or other users and therefore enable a persistent
exchange of information between headquarters, different locations (e.g. building sites)

and contracting partners.

Instead of filing paper copies of project information and documents in centrally stored project
folders, distributing them to other project members via fax or mail and therefore automatically
creating other decentralized information storage, PIRS allows all information to be stored in
one central database where documents as well as project relevant information can be created,
recorded, distributed, monitored and archived in one single application in only a few quick

steps.

Furthermore, PIRS enables users provided with the necessary access rights to access the
database regardless of location, country or company. Each team member can, according to

his/her access rights, view, analyze and edit all project information.

2.2 Advantages
Working with PIRS offers you and your company the following advantages:

e Creating, distributing and filing project information in one step - without even leaving

your workstation

e Easy handling of project-specific correspondence (e-mails, fax messages, letters etc.),

providing customized forms as well as project relevant addresses
e Quick distribution of information to partners, customers and the project site

e Well-structured access rights for project information which along with the roles defined

in the project organization provide a high level of information security at all times

o Well-defined processes and folder structures, determined by e.g. criteria for filing such
as pre-named folders, automatically assigned correspondence numbers or pre-

defined options

e Easy searching and analyzing within many different views, providing various

possibilities to sort or categorize data
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e Full text search function for individual, customized queries

e Transparency of progresses of current activities as well as the latest status of
drawings or technical documentation by using one central, continuously updated

database

e High level of mobility thanks to the easy access over a browser - all users provided
with internet connection can access PIRS not just in the office, but also at home, in a

hotel room or on an airplane.

2.3 Some interesting facts about PIRS Web

In General
e ...PIRS Web is a central application, with the areas Correspondence and Documents
e ...you can access your project information easily from your mobile phone or tablet at
any time
e ...you can use PIRS Portal to integrate your external parties — collaboration using a

secure and separated environment

e ...you can change your password, language and other settings under “My Settings”
e ...every user has its own Recycle Bin to restore unintentionally deleted documents

o ...the Controlling Area offers different views of your data by graphical support
e ...Reporting via PDF, Excel and Word is available to every user

e ...PIRS Web has a project address book with all project contacts, usergroups and

companies

Correspondence & Documents

e ...you can send a document link via Distribution List instead of sending the full

document to reduce the data traffic

e ...PIRS Web has a special document number generator, which assigns a unique

number for each document
e ...you can upload multiple documents or move items to another folder via Drag & Drop

e ...you can create a Cross Reference between documents, add a document to

Favorites, assign Tags and create a new Action Item via the Organize-Button

e ...an overview of all open tasks shows you your to dues (Action Items)
e ...you can modify the values of multiple Documents in one step by using the Bulk

Change action in your views and folders
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and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.


http://www.sobis.com/pirs-portal-1/

SOBIS | PIRS SQ BIS

e ...you can use the Predefined Actions function that allows you to use customized

templates with predefined field values and document actions

e ...e-mails from the Personal Mailbox can be filed easily into PIRS Web

Social Functions
¢ ...PIRS Web offers social features
e ...you can get a quick overview with the Activity Stream
e ..you can create Posts to discuss an important issue

e ..the Social Functions reduce the number of e-mails and save time within your project

Organization & Overview

e ...you can view and annotate your documents within your browser — it significantly
reduce the time for document approval process, because you do not need to

download the documents

e ...every user can customize his Dashboard individually

e ...you can have individual Search and Filter functions

e ...you can favor your projects, folders and documents

o ...PIRS Web provides the cross-project search and reporting

2.4  System Requirements

Requirements for users (workstations):

PIRS is a web application that runs with all modern web browsers.
Requirements for the environment:

As operating system PIRS supports Windows Server and Linux (e.g. Ubuntu/Debian) and
as mail server (IMAP, SMTP) you can work with Servers such as MS Exchange, Lotus

Domino, Google Mail, Postfix, Courier.

The technology behind the applied database is a relational system. Therefore a relational
database system which can either be MySQL Server, Maria DB or Microsoft SQL Server, is
required. Furthermore the web application server Apache Tomcat must be installed prior to

the implementation of PIRS.

PIRS Private Cloud:
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SOBIS also offers a cloud alternative, where PIRS is hosted and administered on servers

within the SOBIS server system.

2.5 Help & Privacy Statements

Within your PIRS tool bar you will find a section that allows you to access the PIRS manual as

well as your company's privacy statements and the terms of use.

[¥] Dashboard Online Help
I Add widget.. (3 Select layout.. 2 Refresh layout [0 PIRS Blog
NESIES B Privacy Statement
1) Recently viewed a|x ~ Filters X
O B Terms of Use
jent "More | Edit ‘Mafe
S More - [ E
‘ =T € ¢! About PIRS
19 [] Number 4 Type  Title / Subject / et O Public Title «
|_| Yes All Documents Received by Supp ™

] 1-AKBZ-MAD-M... Mechanical - Discip

By default the option "Online Help" will offer a direct link to the PIRS manual. Alternatively,

your company can also choose to offer a link to your company specific PIRS guide.

"Privacy Statement” as well as "Terms of Use" can also be company specific. In addition to
showing your company privacy statement and terms of use within the help section, it can also
be visible on your start screen as well as within your PIRS mobile app. Please contact your

PM for further information.

The "About PIRS" option will give you current information about the PIRS release you are

working with, when PIRS was last updated and provide our copyright information.

! About PIRS X
. PIRS
d kle
Version: 3.18.7 (41325) T
Date: 01/18/2021 04:43 FM "
4 D Copyright 2010-2020 SOBIS Software GmbH. All rights reserved. le
° SOBIS Software GmbH £
% Fraunhoferstrasse 8 lai
| 68309 Mannheim oC
Germany
1 ok
4| Web: www.sobis.com ef|
| Mail: servicedesk@sobis.com il
< | Phone (Germany): +49 (0)621 1228 5656 h
Phaone (India): +91 80 23547950 M
1
Additional version and copyright information
By being on this site, you allow cookies to be used.
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3 Navigation & Personalization

PIRS offers many different ways to save time. It helps you to find and open projects as well as
folders and files quickly and easily and supports you at your work on a daily basis. Not the
least of these features are the many possibilities to personalize your PIRS account and your
individual project navigation. The following chapters will show you how and in how many ways

you are able to personalize PIRS.
3.1 Login and select a Project

! PIRS - Log In

Iser name: Erica Murphey
Password: T
Log In

After opening the company specific PIRS application link in your browser, a white screen with
a log-in window will appear. As indicated by the image you will now be required to enter your

user name / ID as well as your personal password.

As soon as you have entered your personal data correctly and either clicked the "Log in"
button or simply hit the enter key on your keyboard, the PIRS global page will open in your
browser window. As shown in the following screenshot the global page is divided into two
sections. On the left hand side all company projects are listed while on the right hand side a
number of widgets are offered in a dashboard. The number and type of widgets can be altered

to fit your needs (for further information on this subject refer to chapter_ Customize your global

dashboard). Standardized the widget which allows you to view and change your settings (malil

file, language, date format, etc.) is included.

PIRS 2.3.1 @  Erica Murphey ~
2, AllProjects #zliz/2 -| | E pashboard LF My Settings
P o Add Widget... L.v__} Select layout... r:f‘ Refresh layout g‘ Log out
Itaipu DETT
The taipu Dam is a hydroelectric dam on Aty ngs =t
the Parané River located on the border
between Brazil and Paraguay. My Settings

Open Project View and change your settings (mailfle, language, date format, etc.)

Jubail

Construction of biogas treatment plant
Project Manager: Neli Pazer

Open Project

Projects, for which you were given the necessary access rights, are displayed in blue and will
indicate existing links when you hover the cursor over them. You will be able to open those

projects by simply clicking the respective stroke "Open Project" or the project tile. Since each
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selected project will automatically be opened in a new tab you can choose to open and work

on as many projects as you need simultaneously.

If you have difficulties finding a specific project you can use the search box (indicated in the
screenshot by the outline) that enables you to quickly locate and access the project of your
choice. The "Log out" action pointed put in the screenshot by the arrows enables you to
quickly leave the application. If you simply close the global window while you are working on
projects in another window or tab without having log-out first, you will not be logged out of
those projects and they will not close automatically. To insure that no one else can work with
your account against your will, please always log out of PIRS before closing the respective

windows.
Map your own contact

There are two things a user needs in order to access a project, the access rights and the user
must be mapped to the project. The basic condition without which the user won't be able to
enter a project at all is obviously that he or she holds the required access rights to the
respective project. But even though you have the access rights to a project, there is a
possibility that the project won't be displayed right away, because your user profile is not
mapped to a contact in the project address book. If this is the case you will be faced with a

message box asking to map your contact.

The thought process behind this is quite simple. For each project there is a specific project
address book, which will be used by the application to gather and extract data each time a
user sends or receives any kind of correspondence (email, letters, transmittal slips,
distributions lists etc.). Therefore PIRS uses the mapping process in other to allocate a contact
in the respective PIRS address book to your user name. When a new PIRS project is
implemented for your company your user names will all be mapped by your PIRS support
team, but in case your user name is added at a later point, your contact data were not
included in the address book or your user name was not mapped to the project yet, PIRS will

ask you to correct this as soon as you log into the PIRS project.
The process hereby is rather simple.

After opening a project, a message box will open that offers you two different options. You can
either select an already existing contact form the address book (preferably your own) or, in
case your contact is not included in the project address book, PIRS provides you with the
possibility of creating your contact consisting of the basic information (compare the two

following images).
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G‘! PIRS - Map your user name to a contact

Your user name is not mapped to a contact for this project.
Project: Jubail

User: Erica Murphey

Please select 3 contact from the list below to map your user name fo.

Contact: | vl

Alternatively click the 'New Contact’ button to create a new contact.

&4 Use selected contact |,& Mew Contact | | B Cancel |

G‘! PIRS - Map your user name to a contact

Your user name is not mapped to a contact for this project.
Project: Jubail

User: Erica Murphey

Create a new contact to map your user name to.

|& Select from list of contacts | |E Save contact and continue | | B Cancel |

First Narne: Enter the first name...

Last Name: Enter the last name...

E-Mail: Enter the E-Mail address...

Cormpany: Select the company... hd
Contact Type: Select the contact type... b

In order to add further information to your contact document such as your telephone number

or your personal signature, please reopen the respective document within the PIRS address

book and adjust / modify the document after the mapping process is complete.

3.2  User Interface and Navigation

PIRS Global Navigation
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After you logged into your company's PIRS application its global user interface, including
navigation area displaying all of the company's projects and the global dashboard, will open.
Here you have the opportunity to modify your global dashboard to fit your preferences as well
as change your personal settings. Furthermore you can personalize the display of projects
presented to you in your global navigator by selecting favorite projects. (Please refer to the

following chapters for detailed instructions.)

Next you can select and open the project you need to access by clicking on "Open Project” on
the respective project tile. Your project will automatically open in a new tab within your

browser. The following screenshot displays the layout of the global user interface with the

navigation area on the left hand side of the screen and its dashboard on the right hand side.

PIRS 2.3.1 @  Erica Murphey ~
= Al Projects ve/v2/[# =1 || ] Dashboard

& i Add Widget.. [y Select layout.. (g Refresh layout
Itaipu Dam
The taipu Dam is a hydroelectric dam on Lo ngs =) b
the Parana River located on the border
between Brazil and Paraguay.

My Settings
'
Open Project 2 | View and change your settings (mailfile, language, date format, etc.)

Jubail

Construction of biegas treatment plant
Project Manager: Nelli Pazer

Open Project

Kuantan

Construction of new molten carbonate
fuel cell (MCFC) power plant - Project
Manager Annabell Degler

Global Dashboard '

Open Project

Navigation Area

S Views +

i=| +
\J Reports J

PIRS Project Navigation

On the left hand side of the project user interface of each project, you will find a navigation

area.

Depending on your company set up, all sections of the navigation might be collapsed, the
folder section might be expanded or another default display will be presented to you. The
navigation can be adjusted to your company requirements and therefore it might differ from
the screenshots you will see below. For example, your project might not have any folders but
instead displays several options to access e.g. specific project views and your open tasks. To

learn more about how to adjust the navigation, please contact your SOBIS Service Desk.

In case you prefer to use your entire browser screen to display your selected views the
navigator can be folded to the side by clicking the small blue arrow head pointed out by the

orange arrow in the image below.
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= PIRS3189 - Kuantan

(&5 All Correspondence
.| Al Documents
77 Favourite Folders
[551 0000 Offer & Sales
0100 Contract
0200 Project Management
0600 Engineering
1200 Customer Training
1200 Internal Training

] Views

| Personal Maibox

= Project Maibox

(4 Controling and Reporting
\L_] Address Book

“

¢ | Dashboard

\Addwidget.. [ Selectlayout.. Y Refresh layout

= Activity Stream NIEIE:

Annabell Degler updated Meta
Document SBO-30B-5-ENT-

m SPC-00002 {4) - Rechung von Roloff
7

= Doc Status: R.3b Bezahlt

7 26.01.2021
0952 Distribute  Post

Annabell Degler updated Meta
Document SBO-S0B-3-ENT-
SPC-00002 (&) - Rechung van Roloff
7

- Doc Status: R.3a Genehmigt

7 28.01.2021
09:49 Distribi

Annabell Degler updated Meta
Document SBO-30B-3-ENT-
SPC-00002 (&) - Rechung von Roloff

/ v

Page 1of5 b M| & »

@~ /  Annabell Degler~

4 Distribution to Customer Status “f@(x
4 Delayed (404)
Submitted on time {181)
. Ontime (43)
B submitted late (13)
Undefined (6)
B other 2)
{1 Recently viewed - (X
& More =
[ number & Type  Title / Subje
[] sBO-S0B-SE. d Rechung vo
[] 01_soB_ccm... Cd Rohrleitung
[] SOBISOB/O0OSE g MO P
[] wEwisoB/0D159 &7 [ Kuantan ME

Your navigation column is structured into various sections, most of them including several

subsections which can be easily expanded by clicking the

Genereally, the navigation area can be adapted to you needs, meaning that you can add and
remove views and choose the order of display. By default, there will be a section showing the

all correspondence views and one the all documents view. In addition, there is a section which

*' putton.

will give you a quick access to your personal and your project mailbox in case a project

mailbox is set up for your project. Other views will be listed within the section views. For more

details on the different views, please refer to the respective chapter.

The folder section as demonstrated in the following screenshot displays the company specific

folder and sub folder structure. Each document as well as all correspondence within PIRS

must be assigned to a specific folder (parent or child) and therefore can be tracked and found

within the folder structure. The files (correspondence and documents respectively) that are

stored within a folder will be displayed in the content page on the right hand side. As indicated

by the orange box in the screenshot below you can switch between the display of

correspondence and document files within each folder.
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PIRS 231 - Kuantan

&

Erica Murphey ~

_| Folders e = || Ez] Dashboard | 4] 0600.20 Mechanical *
> 0000 Offer & Sales
— [] Correspondence Dncuments] it
> [/ 0100 Contract G l = B
> [--] 0200 Project Management [5g New E-Mail - [ Reply - [ Forward - =0 DistributionList ~ ° More =
> 0250 C d
— orresponcence O ¥ |Date Type & 'O Subject Folder
» [ 21 0300 Commercial 8
. o . y ;
+ [/ 0400 Procurement & Purchasing [[] ©F 03.022014.. Comment - Fw: Re: Document for approval 0€00.20 Mechanical
. 0500 Time Schedule & Progress Repol [ ¢ 17.01.2014 ... Transmital {2 Document for Approval 0500.20 Mechanical
4 || 0600 Engineering D Lf  17.012014 . E-Mail & =] Meeting request 0600.20 Mechanical
_| 0600.10 Overall Engineering O v 17.012014 .. E-Mail (2 Re: Meeting request 0800.20 Mechanical 1
. 0800.20 Mechanical D Lf  17.012014 . Comment & =] Official Comment - Documents are approve.. 0800.20 Mechanical
—J 0600.50 Civil ] v¢ 13012014... Comment & 7 Official Comment - Documents are rejected 0600.20 Mechanical
| 0600.40 Electrical .
. = . ? ;
- 0600.50 DSC & Instrumentation O ¢ 20122013 Comment . Re:Document for approval 0800.20 Mechanical
- [ 0700 Systems 4[] 17 20122013 .. Transmital - Document for approval 0600.20 Mechanical
» || 0800 Logistics & Shipping O 5 18122013 Comment Documents are approved with comments 0800.20 Mechanical
» |1 0900 Quality Management [ ©F 18122013.. Transmital ()  Documents for your approval 0600.20 Mechanical
» 511000 Health & Safety Management | |=)| A 04122013 . E-Mail Meeting 0600.20 Mechanical
> 51100 Site Management B ¢ 04122013.. Transmittal Documents for your approval 0600.20 Mechanical
> || 1200 Customer Training & Documentat . § .
» 5] 1200 Training of Customers, Personne D Lr 04122013 ... Transmital Documents for vour approval 0600.20 Mechanical
O] 1 04122013.. Transmital Documents for your approval 0600.20 Mechanical
D F 04122013 ... Transmital 02 Documents for vour approval 0500.20 Mechanical
4 m v||E] ¥ 03122013 .. Library tem & Templates for standard calculations 0600.20 Mechanical
] views +|[ |7 03.12.2013 ... Letter & Progress Report 0600.20 Mechanical
‘ a T | '
4 Controling and Reporting +
| Page 1/0f1 Ll L—G‘ Entries 1 - 35 of ~ 35 | Entries per page| 80 | ™
L] Address Book I [ 11 5
| Folders vl el | (= =2 | Dashboard
4 0000 Offer & Sales =
- i Add Widget.. [3 Seler
0000.10 Proiert Handnwer Dinenime
~ | 0000.20 C Add selected folder to Favourite Folders list
o
1000030 G
) Sh
0%y GCCESS...
=1 0000.40 § L= ,
1 0000.50 G ,
] Show Url for this folder
| 000050 E

; 0100 Contract [ 03.022014...

In addition, the folder section has a special feature that allows you to create and display a
selection of folders you work the most with or that you regularly need to open and therefore
that you would like to access as quickly and easily as possible. You can create your own list
by separately selecting your favorite folders and then clicking the star button beside the green
star in your folder selection (

). As a second option you can also choose to select your favorite folders via right mouse click

_| Folders

as displayed in the image. You can switch between the regular folder structure presentation

and your favorite folders by clicking the button with the green star icon. The button will
refresh the page. (For detailed information on favorite folder please refer to the chapter Favor

Folders.)

By right-clicking any folder it is also possible to ask the system to show you who has access to

the respective folder and what kind of access rights you and / or your team members have to
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the particular folder. Furthermore you can have PIRS present you with the unique URL to the

selected folder which can then in turn be copied and send to other PIRS users.

If you find yourself unable to locate certain correspondence or documentation or are maybe
uncertain in which folder you might have to look for the information you need, you are able to
select different views within the section "Views" according to your current need for specific
information.

For the correspondence there are the general areas "My Correspondence"” and "Mailbox"
which contents can be further divided in three (received, drafts, sent) respective two (project
and personal mailbox) sub views. Furthermore, there are two views for documents. You can
choose to open the view "My Documents" that will present you with all the documents you
have either created, currently own or are responsible for. You can also select the view "All
Correspondence" or "All Documents” which will include all correspondence respectively

documents within the project regardless of your degree of involvement or responsibility.

You can also access a search option within the project or open the project recycle bin in case
you need to restore a file. The features presented to you in each view will be further explained
in the following chapters.

The sections "Controlling” and "Address Book" allow you to open different views within the
respective topics. For further explanation and instructions please refer to the according

chapters. (PIRS Views, Document controlling, Address Book)

3.3 Dashboard

PIRS offers two different types of dashboards. First of all you have one global dashboard that
will allow you to adjust your global settings and widgets. Second of all you will be able to

maintain a project dashboard for each of your projects individually.

3.3.1 Customize your global dashboard

PIRS offers you two types of dashboards, the global and the project dashboard, and both can
be customized to reflect your preferences.

The global dashboard is a user specific dashboard that is displayed on the right hand side of
the global PIRS company webpage after you logged into the application. (Compare with the

image in the chapter User Interface and Navigation.)

The dashboard offers a selection of widgets that have different functions. The default view
includes initially only the widget "My Settings" which allows you to adjust or modify settings
such as the date/time format, the application language or your location or change your
password. (For further information on how to modify your setting please refer to the chapter

User preferences.) More widgets e.g. a widget for your global reports can be selected by

i i Add Widget... ) _
clicking the button in the left upper corner of the dashboard. Widgets can

just as easily be removed by clicking the X-button in the right upper corner of the widget. Each
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selected and added widget will initially appear following the previously chosen widget but you

can rearrange the order via drag and drop.

] pashboard

(ﬁgﬁ Add Widget . [ Select Iaynut...] 2 Refresh layout

My Settings PRIEY;

My Settings

View and change your settings (mailfile, language, date format, etc.)

In addition PIRS also gives you the opportunity to customize the layout of your global
dashboard beyond the rearranging of widgets. You can adjust your layout setting by clicking
the "Select layout” action. (For a detailed explanation on how to personalize your layout refer

to the chapter Customize your project dashboard.)

3.3.2 Customize your project dashboard

In addition of being user specific, the project dashboard is also project specific. This means
that one user can have one global dashboard while maintaining several project dashboards.
Each project dashboard can be customized according to the user’s project specific

preferences.

After selecting and opening a project, the project will open in a separate tab in your browser.
As it is custom, the left hand side displays the navigation area with the project specific folder

structure as well as other options (compare chapter User Interface and Navigation). On the

right hand side the project dashboard is displayed as main view and first tab, as indicated by

the following image.

PIRS 2.3.1 - Kuantan ® & Erica Murphey ~
| Folders vz/vzl[ 2]~ || || E Dashboard
0000 Offer & Sales =
i Add Widget 1 Select layout 2 Refresh layout
0100 Contract . R Y = Y
0200 Project Management i
! ¢ [] Favourite Correspondence documents - g | x
0250 Correspondence
0200 Commereial [ New EMal + [ Reply ~+ [ Forward - (&0 Distribution List + % More ~ &
0400 Procurement & Purchasing -
0500 Time Schedule & Progress Repol [T Date = J o & Tyee Subject From |
0600 Engineering |:| 04122013 & Library | PIRS Trainings Material Erica Murphey <engineer@d
0700 Systems [[ 03.12.2013... &  Libraryl... p for ions Erica Murphey <engineer@d
0800 Logistics & Shipping |:| 0312.213... & Letter Progress Report Alois Bauer =management@
0800 Qualty M it .
ualty Managemen [ 03122013 & EMail Letter of intent Andrew Willer <customer@c
1000 Health & Safety Management 1
1100 Site Management [ 03.12.2013... | =] E-Mail PIRS Introduction Jeanette Schmitt <claim.man
1200 Customer Training & Documentat |:| 03.12.2013 I Library | MOMK PM Team Michael Heppner <doc.contr
1200 Training of Customers, Personne [T 03.12.2043... & E-Mail Milestone Plan Erica Murphey <engineer@d
! |:| 03.12.2013... | =] & E-Mail Project Scope Definition Alois Bauer =management@
‘ Navigation [ 03.12.2013... &  Libraryl... Internal discussion concerning project scope Annabell Degler <annabell.di
|:| 15.11.2013... | E-Mail Delay and double handling of Air Cooler Damian Bartuska <customer
4 m 3
[E] views + € I 3
=4
4l Controlling and Reporting + [4 4 | Page 1of1| b b | Entries 1- 10 of ~ 10  Entries per page 80 |v
L] Address Book: + - -
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Default Dashboard

Depending on your company setting, your dashboard will already carry a set of different
widgets and be presented to you with a certain layout. This is your companies default
set up which can be defined and administered by your PIRS responsible.

In case your dashboard is empty, there hasn't been a default dashboard defined so far.
If you like to learn more about default dashboards, please contact your Service Desk.

How to adjust your widgets:

As default setting the widget "My Correspondence/Received" is displayed and while the upper
part shows all your received correspondence in a table, the lower part provides you with a

preview of the correspondence you selected out of your above displayed files.

Similar to the global dashboard the action "Add Widget" located in the upper left corner of the
dashboard gives you the opportunity to open a window which offers a variety of different

widgets. By adding widgets you can modify, adjust and personalize your dashboard settings.

You simply select the widget you would like to add to your dashboard and confirm by clicking

the "Add Widget" button, compare with the following image.

-~

.| Dashboard

s Add Widget.. |37 Select layout
L Favourite Correspondence

g NewE-Mal ~ g Reply ~ |
& PIRS - Widgets a

|e=] Scratchpad
< Correspondence X
| Documents
4 Favourtes
(= Correspondence

Documents
L&, Companies
& Contacts
&) Contact Groups

a¥ Controling and Reporting
o Approval Workflow

b Add Widget | | €) Coose

For your project dashboard you can choose between categories of widgets. Most of the
widgets that you can attach to your dashboard co-insight with various PIRS views or charts
form the controlling area. An exception is the option of the scratchpad which is a special

feature of the dashboard that allows you to take quick notes, write project specific reminders to
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yourself for the next time(s) you open the respective PIRS project or you can use the blank

area in any other way you might see fit.

As a second option you can also select widgets directly within the View area of your

navigation. Right click the view you would like to add as a widget then select the option

iy Add widget to your dashboard

PIRS 3.6.3 - SOBIS Demo Project

7 Favourite Folders vl (X )+ || Dashboard
= | Views o5 Add widget. . [ Select layout. . > Refresh layout
= Activity Stream
{D Recently viewed _ | Favourite Documents
w ' My Correspondence
&Received o Mew Document = ODistribution List v “More »
8 Received (Distribution List) 1| poc number = Revision . e & 3
h_‘.'_:JDraﬂS [] YGT.CPM GS-EP_.. B ™ %
oy Sent
[ My Documents Right click on the view ° ¢
' My Action Items you like, then select "Add P “
v  Favourites widget to dashboard" ¢ ot 4
[-Comespondence [ YGT_CPM GE-B1.. B “ 4
il Documengs [[] YGT_CPM GE-B1.. C - &
v Action 1S CPE_SP.CW_.. C B
E Contacts CF'E_SF'_CW_ C . &
£ Contact G iy Add widget to your dashboard ST :
] Companie < 04481 C - 4
[23 All Correspondence [] 1MG0o04479 c bt
| All Documents [ ] 1MG004472 B L] 4
»/ All Action ltems [7] 1MG000056 B @ &
yFiters [] 1MG000040 B E
+ Search Wlt.hln project [ 1MG000009 B #® &
1i Recycle Bin
s | Mailbox

Personal Mailbox
RF’rDject Mailbox

To learn more about all the functions of the widgets offered for controlling please read the

chapter "Document controlling". The category, the Approval Workflow, will only be presented

to you if your PIRS project supports the PIRS Workflow Module. For further information about

the workflow module please refer to "The Document Workflow Module" and "The PIRS Views".

How to adjust your layout:

PIRS lets you define the way your selected widgets will be arranged and positioned on the
dashboard. By clicking the "Edit Layout" action which is located at the upper left hand side of
your dashboard (outlined in red on the following image) you will open a window that offers five

different layout styles.
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(%] pashboard

Y

iy Add Widget... | (3 Select layout.. |

v

.f;" Refresh layout

_ | Favourite Correspondence documents

1 [ PIRS - Select dashboard layout x| |

Click on an image below to select your dashboard byout:

L

After having selected the widgets you like to display on your dashboard as well as your
preferred dashboard layout you can arrange the widgets by simply using "drag & drop" as

indicated in the following image.

Dashboard

i Add Widget... Select layout... 2 Refresh layout

| Favourite Correspondence documents gl
! Favourite Documents e

[ Mew E-Mail - [ Reply ~ [ Forward - &3 Distribution List -
[ | Date « r % | & | Type Subject
|:| 0412.2013... -y @ Library I...  PIRS Trainings [latzrial
|:| 03.12.2013... -y & Library I... Templates for standarc
] 03.12.2013... % & Letter Progress Report
| 03.12.2013... & E-Mail Letter of intent
[ oszzma. & ‘o E-Mail PIRS Introduction

J | B 03122013, % Library .. MOM PM Team
] 03.12.2013... & E-Mail Wilestone Plan
[l 0s1z213. ¢ 9 & EMai Project Scope Definitio
[ 03.122013... 4% & Library | Internal discussion cor
| 15.11.2013... | E-Mail Delay and double hand
-« L [;

[4 4 | Page 10f1 » bl | &  Entries1-100f~10 3

.aa My workflow documents - %

g Mew Document - S0 Distribution List ~ ‘}3’ More -

3.4 Favorites

As described above, PIRS offers many different features that help customize and personalize
your own user interface as well as your navigation segment. PIRS enables you to create a list
of favorite projects as well as favorite folders, that allows you to select and individually display
only those projects and those folders that you are involved in or that you need to access on a

day to day basis. By favoring projects you are able to quickly and easily find and open projects
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you need to access. Within each project you can then also favor the folders you regularly work

with.

As a third layer you are also able to favor documents that you are working with or that you

need to access quickly for each of your projects individually.

3.4.1 Favor Projects

After having logged into PIRS your company’s global PIRS user interface that displays all the
company’s projects, is presented in your browser window. If you have already chosen favorite
projects however the application will list only your favorite projects by default. Should you need
to access a project that has not or not yet been added to your favorite folders you can easily
switch between the display of your favorite projects and all projects by clicking the star button
in the left upper corner of your navigator. The star will be colored green in the “all projects”
navigation view indicating that the display of your favorite projects is deactivated and the color
will take on a shade of grey if only your favorite projects are presented in the navigator. It is
therefore easy to differentiate between both displays. The following two images illustrate the

described effect.
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PIRS 231

=, All Projects & Dashboard

i Add Widget... [

Itaipu Dam

The taipu Cram iz a hydroelectric dam on A ngs

the Parana River located on the border

between Brazil and Paraguay. My
Open Project Vie

Jubail

Construction of biogas treatment plant
Project Manager: Melli Pazer

COpen Project

Dashboard

P s Add Widget.. [

taipu Dam

The taipu Dam is a hydroelectric dam on —— ngs

the Parana River located on the border

between Brazil and Paraguay. M
Open Project Vi

Kuantan

Construction of new molten carbonate
fuel cell (MCFC) power plant - Project
Manager Annabell Degler

Open Project

Selecting and removing favorite projects

There are two easy ways to select or remove projects form your favorite list. Your first option is
to simply click on the project's tile thereby selecting it and next click the second button of your
navigator action bar displayed in the upper right corner. As illustrated by the following
screenshots, the button will either bear the image of a yellow star (all projects navigation view)

or the symbol for deletion “x” (favorite projects navigation view).
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*._'!'l All Projects

Itaipu Dam
The taipu Dam iz a hydroelectric dam on
the Parana River located on the border
between Brazil and Paraguay.

Open Project

The taipu Dam is a hydroelectric dam on
the Parana River located on the border
between Brazil and Paraguay.

s Y

Itaipu Dam

Open Project

As a second option you also have the opportunity to directly select / remove a project by right
clicking the project of your choice. A small message box will appear informing you about the

possibility to add or remove the selected project to / from your favorite projects.

3.4.2 Favor Folders

PIRS 2.3.1 - Kuantan

' Favourite Folders /|x%|# /=] || E] pashboard
0000 Offer & Sales
0200.10 Project Organization

0600 Engineering [ Favourite Corre

5 AddWidget.. [ i

A0NN Traimima afF Moetamare Dare

PIRS gives you the opportunity to customize and personalize your project user interface in
many different ways. One of the features is the favorite folder feature. As already mentioned in
the chapter about the PIRS navigation, this feature lets you select and modify a list of folders
within the folder structure of each project individually. Therefore allowing you to customize and

personalize your own folder display according to your preferences for every single project.

The default project window will display your favorite folders in the navigator. If you haven't
chosen any favorite folders, all project folders will be visible. In case you need to access a
certain folder that is not or not yet within your favorite folder list, the application enables you to
switch views to the display of all folders. Simply click the pale grey star in the corner of the
navigator. (Compare with the image.) The same star button which will be colored green in the

"Folders" display can be used to switch back to the favorite folder navigation.

Selecting and removing favorite folders
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There are two options to select favorite folders as well as to remove them from your list. First
you can right click the folder you like to add / remove to / from your favorite folders, upon
which a small message box will appear asking you if you like to add / remove this folder to /
from your favorite folders. If you now click on the message box, the selected action will be
executed and yet another message box will inform you about the successfully implemented
adjustment. Please note that as indicated by the following two images, folders can only be

added in the "Folders" navigation view and removed in the "Favorite Folders" navigation.

Folders 7zl =] || 22 Dashboard
0000 Offer & Sales
4 0100 Contract

01[]01 Lotdor af lntomt
/0100_2 Add selected folder to Favourite Folders list  fondence

B Add Widget... .___: Select layoul

0100.3
0200 Projd - Show access... H Reply
0230 Corrt 2 show Url for this folder
0300 Com
1 nA 47 an4
'r Favourite Folders 7l %@ =] | ] Dashboard

0000 Offer & Sales

0200.10 Project Oraanization 5 Add Widget... .L__: Select layout... -:1' Ref

] Engineerif & Remove selected folder from the Favourite Folders list T
200 Training o
| | Show access..
Show Url for this fold Forw
& ow Url for this folder
[T Date = [ L, 7 Type

The second way to modify your favorite folders is being provided by the second button from
the left in the right corner of the navigator that will carry the image of a light yellow star in the
"Folders" navigation and will display an "x" in the "Favorite Folders" navigation. After you have
selected a folder and then clicked this button as displayed in the following two images, the

folder will be added / removed from your personal favorite folder list. If you now click the

refresh button ( * ) your changes will be visible within your folder navigation.

By right-clicking any folder, regardless if you are currently within the favorite folder display or
not, it is also possible to ask the system to show you who has access to the respective folder
and what kind of access rights you and / or your team members have to the particular folder.
Furthermore you can have PIRS present you with the unique URL to the selected folder which

can then in turn be copied and send to other PIRS users.
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'r Favourite Folders il %] (& |[=

_Folders gl 2= || =
0000 Offer & Sales 0000 Offer &.Sales .
0200.10 Proiect Qraan

4| 0100 Contract os00( R f f it
. . emove from favorites
0100.10L4 Add to favorites 1200 TFEFTRE S
010020 Customer Contra ’ |

3.4.3 Favor Entries

For each project there might be certain documents, correspondences or contacts that you
need to access on a regular basis. In order to open them as quickly and time efficient as
possible, PIRS allows you to mark any correspondence, any document, contact or company

sheet that you have access to, as one of your favorites.

The process of selecting your favorites is very simple. No matter if you are currently working in
a folder or a specific view e.g. the "All Documents” view, there will be a column in the content
grid that is headed by a yellow star. By default all items in the grid will show a white star in this
column indicating that this is not one of your favorites. In order to select a certain gird item as
one of your favorites you now only need to click the white star which will then turn yellow. The
yellow star now shows you that this particular item can also be found listed in your favorites.

(5] Dashboard | 0600.20 Mechanical *
[ Correspondence ||| Documents |

g MNewDocument ~ & Distribution List ~ 2~ More -
Er-_-\ Title @  Revision Doc number « & Type Status
R <3 Turbine Filter Alpha @ A S0OB_CCM_GEC_BF_001 & Drawing 21. Customer com.
[ General outline of painting plant - plastic & A SOB-17-105-001-ALL-SK-.. &/ Specification 10. Draft
|_ if General outline of plant - coating @ A S0B-17-105-001-ALL-SK-.. & Specification  11. Waiting for inter
[l Electrical outline of plant - metal @ A SO0B-17-105-001-ALL-SK-... & Drawing 11. Waiting for inter
[ <y |Fiter-va ® A S0B-17-105-001-ALL-SK-... &’  Drawing 10.1 Internally Reje
¥ 1 Filter - v¥a @ B S0B-17-105-001-ALL-SK-_.. & Drawing 11. Waiting for inter
[} ¢ | Electrical line construciton site ® A S0B-17-105-001-ALL-SK-... &’  Drawing 10. Draft
|l Inventory List General Electrical @ A SOB-17-105-001-ALL-3K- .. &/ Drawing 10. Draft
[ ¢ | Turbine filter C250 ® A S0B-17-105-001-ALL-SK-... &’  Drawing 10. Draft
|_ h Turbine filter C249 @ A S0B-17-105-001-ALL-SK-.. & Offer 12. Waiting for inter
[ ¢ | Turbine filter C248 ® A S0B-17-105-001-ALL-SK-... &  Offer 10. Draft
[ ¢ | Turbine filter C247 ® A S0B-17-105-001-ALL-SK-... &  Offer 10.1 Internally Reje
[ | Turbine filter C247 @ B S0B-17-105-001-ALL-SK-... &  Offer 12. Waiting for inter
[}y | Turbine filter C246 ® A SOB-17-105-001-ALL-3K-.. &’  Offer 10. Draft
[ L ) Turbine filter C242 ® A S0B-17-105-001-ALL-SK-... &  Offer 10. Draft

By marking all your favorite PIRS documents, you are then able to open them quickly using

either the view section "Favourites" or by adding them as widgets to your dashboard.

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH Page 30 of 349
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.



SOBIS | PIRS SBIS

| Favourite Folders /[%|(@/[+] || E] Dashboard | 4 0200.10 Project Organi... */|| (5] Favourite Corresponden... *
(7] views = g NewE-Mail - [ Reply - [ Forward - &4 Distribution List ~ /* Actions ~
4+ My Correspondence X e .
&Received [[] pate Subject r | & o | &
| /| Drafts [] 2003.2013... Meeting Invitation |
éSent [7] 01.10.2013... Re:Progress Meeting and your requestfor ch... N e
| |My Documents [7] 15.10.2013... Change Order Request
4 Favourites [[] 20.03.2013.. Kick off meeting g o &
L _gorrespor:dence D 15.10.2013... Progeress Reports first Quater g "_.L-
ocuments
. ) [] 15102013 Progress Reports
. Companies
a Contacts |:| 15.10.2013... Incoming Claims filed - Meeting request
£ Contact Groups
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To enter your favorite views, open the “Views” section in your project navigation.
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3.5 Customize agrid
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As mentioned in the chapters above, PIRS enables you to customize the grid of your
correspondence and documents display. The following chapter will illustrate how to modify a

grid using the example of the view "All Correspondence”.

All available columns can be added or removed easily. First you need to move your cursor
over any of the displayed columns. A small arrow head pointing downwards will appear in the
corner of the column. As indicated by the screenshot, a window listing several options will
unfold as soon as you click the arrow head. If you next select the option "Columns" a list of all
available columns will be offered. Those columns currently displayed in the view are indicated
by check marks. You can select additional columns and deselect those that are unnecessary

to you.

In a next step you can restructure the order of the columns via drag and drop. Simply left-click
the column you would like to reposition e.g. "Subject" and hold the left-click while you move
the column from its initial position to the position you prefer. All your customizations will be

stored and won't be lost when you close the application but will be presented to you the way
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you customized it. The customizations can be undone however within your personal settings

(compare_User preferences ).

Keep in mind that when you make changes within one correspondence grid (e.g. "All
Correspondence™) they will be memaorized for all other correspondence grids and displayed for
all your sessions. It is the same for the documents grids.

Filter selection

23] Dashboard [Z All Correspondence '*

g Mew E-Mail ~ [ Reply ~ [ Forward ~ =3 Distribution List ~ |47 More -

] Date « ¥ Type Folder Subject
) v 4| sortAscending dechanical Double handlin
]| iy | iJr Sort Descending dechanical Approval regui
F| 2 Mechanical New forces in
[ <% 30102013 | [ Columns b Mechanical Additional Fite:

12112013 . ) Official Comme
O . [C] Fiters k| O] before b
[ O 14112013 %
E 15.11.2013 ... beoo.g| ] After b
[ <% 29112013 . E-Mai 0600.20| =] g b
[ 5 2911.2013.. E-Mail 0500.20 r:‘l?mlcal
[ 5 02122013 ... Transmital 0800.20 MEchanical

g
[ 5 02122013 ... Transmital 0600.20 Mechanical 1516 47 18 1820 2 g,
\ 22 23 24 25 XM O I8
[ ¢ 02122043 ... Transmital 0600.20 Mechanical for
\ 28 | 30

[7] < 03122013 .. Library kem 0000.20 Correspondence setir
[ £ 03122013 ... E-Mail 0000.20 Correspondence /. and
[ ©% 03122013 .. Lbrarytem 0000 Offer & Sales Today ate:
[} <5 03122013 ... Lefter 0000.20 Correspondence Customer Offer for Chan

Additionally, PIRS allows you to customize each column separately to display only those files
that match certain filters. To activate a filter you first need to click the arrow head in the corner
of the column you would like to adjust and next hover your cursor over the filter option in the
displayed selection box. As exemplary illustrated in the image, for each column there are
column specific filter options from which to choose from. In the example you have the choice

to select either a filter that shows all files before, after or on a specific date.

Each filter can be deactivated simply by removing the check mark in the column selection box.
To remove all filters in one step, select the "Clear filters" option offered to you within the
"More"-features in the view's action bar. For more detailed information about filtering files

please refer to the chapter Filter data

3.6  User Preferences and Set-up

PIRS offers every user the opportunity to modify their settings in order to fit their personal

preferences. There are two different ways to open the "My Settings" window where you can
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adjust your settings. You can enter your settings out of the global dashboard by clicking the
"My Settings" widget. In addition you can also access your settings while working within a
PIRS project. As indicated by the image, there is a small arrow head in the corner of you
project tool bar which will expand as soon as you click it. The action "My Settings" appears as
first option.

PIRS 3.8.3 - Kuantan @~ 4

|| Dashboard

Annabell Degler *
£+ My Settings

17 Favourite Folders [:4] 0200.30 Project Handbook

[Zal 0000 Offer & Sales
0100 Contract
w0200 Project Management
0200.10 Project Organization

4 Add widget . [ Selectlayout.. (' Refresh layout

= Activity Stream

2 My Contact

() Logout

0200.20 Project Handbook Plafform - Staircase left &
0200.40 Travel Guidelines
0200.10 Project Organization

NARAN Enainaaring

0200.20 Project Plan & Annabell Degler updated Meta Document SOB_CCM_GEC_FC_002 (B) - Layout ~

L 29.05201922:01 Distribute Post

After having selected the "My Setting", a window with a separate navigation area opens as
displayed by the following screenshots. Besides providing you with information about your
assigned role and your access rights the first section also allows you to change your personal
password simply by entering and confirming your new password.

With the second section you will be able to switch between the application language (English,
French or German are available) as well as the date and time format (France, Germany,
United States, United Kingdom and India are available). By choosing your preferred language
all existing labels will be adjusted as soon as you refresh your page.
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-ﬁ PIRS - My Settings - Annabell Degler

User Information

User Information
Regional Settings
Personal Mailbox User name: Annabell Degler
Motifications Change password
User Interface
Access level: Administrator
Correspondence
Documents Roles: Controling & Reporting
Team Member
Project Mailbox
Save Cloze

-ﬁ PIRS - My Settings - Annabell Degler
User Information
Regional Settings

Personal Mailbox

Perzanal Mailbox Mail server: sobis.cam
Notifications Protocol®: imap v Port: 143
User Interface
Correspondence User name: Annabel.Degler@sabis.com
Documents Test connectifand settings
Reply To Test connection and settings to your personal mailbox
Default Reply To: v
Save Cloze

The third section gives you the possibility to integrate your personal mailbox by entering your
mail server, the used port, your your email address and selecting the used protocol. In case

you shouldn't know this set-up information, please contact your IT administrator.

The Notification section enables you to choose whether or not you want to receive notifications

e-mails when other PIRS users leave comments on your activities within the PIRS Activity
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Stream. To learn more about the PIRS Activity Stream read the respective chapter in your

guide.

Another great feature that supports you in managing your personal settings is presented to
you in the section "User Interface”. As indicated by the following image, you are able to reset
all the personal settings and changes that you have selected or put in place for your personal

user interface. These setting could for example be the grid structure in your Correspondence

views. Simply click the red cross of the respective setting. Please be aware that if you click the

XX Reset User Interface

button outlined in the image below all personal customizations will be

reset to default.

-ﬁ PIRS - My Settings - Annabell Degler

User Information User Interface
Regional Settings

Personal Mailbox Theme: Blue - Standard hd

Motifications

User Interface 3 Reset all saved User Interface settings.

Correspondence Setting = @

Documents Reset all your User Interface settings

A mbimm fomel Tl Uimdmme | mn 18 fimdna

A

Grid-Correspondence
Grid-Metadocuments
Window-Attachments

Window-Bulk-Change

Window-MySettings.

@

Value

Save Close

With our PIRS release 3.5. you are now also able to change certain default settings within
your correspondence grids. You are for example free to pick which correspondence type is
presented to you first within the New-Button. By default PIRS will show "New E-Mail". As
indicated by the screenshot below, you can change to any other type such as Transmittal

Slips.
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£# PIRS - My Settings - Annabell Degler

User nformation Views

Regional Settings

Personal Maibox Defauk ‘New' button: New Transmittal Slip h v
Notifications

User interface Letter

Correspondence o

Documents Defauk 'Send' button: Send as E-Mal v

Transmittal Slip / Comment

Default "Send" button: Send as E-Mai X

Forward / Reply

Default "Forward' button: Forward B
Defauk "Reply’ button: Reply with history v
[ 10.00 Project Manageme... *
L_ICorrespondence Documents == Activity Stream
| New Transmittal ssc®~ C@Rebly with history v (iglForward ~ ) Distribution List ~
Date ~ & O &  Type From
08.10.2015 11:26 kg PRS Approver 2 <pirs.af
Save Close .
08.10.2015 11:23 Y 4 PRS Approver 2 <pirs.af
08.10.2015 11:21 ¢ 4 ] PRS Approver 2 <prs.ap.

Another setting you have the liberty to choose your preferences for, is whether or not you
would like to have the sections in your PIRS documents and correspondence closed by default
or have PIRS remember your last status and displaying the sections again as you had
selected it for the last document you viewed. For example, by default PIRS will open a
document in read mode with all sections collapsed except for the "Revisions”. If you however,
select the option "Dynamic-use last expand / collapse state" within the Content area of your
personal settings and expand the section "Attachments”, PIRS will remember your selection
and display the next document you open in read mode also with the section "Attachments"

expanded. Compare with below screenshot to illustrate the example.

0200.30 Project Handbook Document - SOB CCM_GEC FC 002 -B
-ﬂ- PIRS - My Settings - Annabell Degler
_1Edit [EJ Close «)Distribution List 4|  (Jser Information

Regional Settings Display Sections: 2
Layout Platform - Staircase|| personal Mailbox

Default
Doc Number SOB CCM GEC | Netifications Dynamic-use last expand [ collapse state @
- - - - 3 User Interface
alid Yes Correspondence
Status Documents
Content
= chments (2)
File
1 S0B_CCM_GEC_FC_00,
2 S0B_CCM_GEC_FC_00;
B Details
BB customer & Supplier
B correspondence
B revisions (2)
Doc Murmber Ref
SOB_CCM_GEC_FC_002 A
SOB_CCM_GEC_FC_002 B
B workflow - Approval Config for Gend
B cross References Save Close

B Action tems

In addition to you Content display you can also decide how to work with your editor.

You have the option to display the editor on top or the bottom of your body fields. Also, you

can choose how your editor reacts when you copy & paste content from another source. For
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example if you copy text form a Word document in your email you can tell the editor that you
always want to keep the format of the text section, or always remove the formatting or ask you

every time you copy & paste content.

Here you are also able to decide how the editor reacts based on the source you are copying

content from.

-a' PIRS - My Settings - Annabell Degler

User Information

Regional Settings Toolbar Location: Top e
Personal Mailbox

Notifications

When pasting content from
User Interface

Correspondence Google Docs: Keep formatting v

Documents HTML (Web): Keep formatting v

Content

Editor MS Office: Keep formatting >
Always ask

Keep formatting
Remove formatting b

Save Close

3.7 PIRS Views

PIRS offers its users various views that can be used to find specific information as well as a
starting point for your regular day to day work. If you quickly need to find an email that you still

need to send, you can access this mail by accessing your correspondence draft view.

There are two different levels where PIRS offers you the opportunity to display information

using various views.

First of all you have the option to use the global views accessible from your global dashboard
and second of all there are the project views that allow you to display the entries of each

project seperatly according to certain criteria.
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3.7.1 Global Views

PIRS 3.8.3

= Favourite Projects
(] Views

s ] My Correspondence
Pi., Received

_(j Drafts

r.g., Sent
[E] My Documents
&’ My Action temz
Search in all projects b
3

The PIRS Global Views will on the one hand allow you to manage your correspondence,
documents and action items on a cross-project level and on the other hand help you to quickly

find PIRS entries regardless of the project they were stored within.

There are three different correspondence views, displaying all your received, your draft and
your sent correspondence from all projects that you are involved with. The "My Documents"
view will show a list of all documents the you have created or the you have modified
regardless of the project they belong to. Within the "My Action Items" you will have a list of all
open tasks assigned to you for all PIRS projects.

The "Search in all projects” view offers you an empty canvas with a search box. Here you can
run any type of full text search and you can use all search options described in the chapter
"Search and filter functions". The search result will contain found entries from all of your

projects that match your search query.

3.7.2 Project Views

PIRS provides you with several different views to look for or display the content of your PIRS

project.

Generally, you should know that the views can be customized to reflect your needs. Views can
be hidden, displayed or reordered based on your company requirements. You could for
example want to have the views "All Documents" or "All Correspondence" or "All Action Items"
listed as separate entries within the navigation, in order to access those views as quickly as

possible.

If you want to learn more about customizing views, please contact your Service Desk.
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The following image shows the PIRS default set up as well as a set up displaying all available

views.
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PIRS 383 - Kuantan

T Favourite Folders NEIEAE
o] Views -
= Activity Stream
£D)Recently viewed
wi—] My Correspondence
l& Received
lg] Received (Distribution List)
|7 Drafts
é Sent
lg] Sent (Distribution List)
jrﬂy Dacuments
" My Action ltems
Favourites
| Approval Warkflow
[ All Correspondence
—|All Documents !
2 All Action Items
~ Filters
, Search within project
1| Recycle Bin
wet— Mailbox
Personal Mailbox
= Project Mailbox

For example, you have one view called "Activity Stream" displaying all activities. This view will
show you all actions you and your team members have last carried out in PIRS. For example,
the "Activity Stream" will show when a document was created by whom and include a link to

the new document.

Furthermore there are several views that reflect your personal access to the project, displaying
your correspondence, your received or sent correspondence as well as your drafts. The "My
Documents" view shows all the documents you have either created yourself or that you are

involved in otherwise.

There is also one view that displays all action items you are responsible for as well as those

you have created for another responsible within your team.

Right underneath your personal correspondence, documents and action items views, you will
find all views displaying your favourite entries within this project (correspondence, documents,

companies, contacts and groups).
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Should your PIRS project support the PIRS Workflow Module you will also see two views that
present you with all your workflow documents as well as with all the documents that currently

require your approval.

In addition, there are those views that display all general information such as a view showing
all correspondence regardless of the sender, recipient or modifier or a view containing all
existing documents. In our default setting, as you can see in the screenshot above, the views
"All Correspondence” and "All Documents" are displayed on the top level of the navigation.
This allows you to access them more quickly. Both these views offer great options to search
for specific information by using PIRS filter and sort functions described in the chapter Search

& Filter Functions.

You could e.g. use the "All Correspondence" view to search for and then export all
correspondence sent from your company to one specific customer/supplier over a certain

period of time.

The general views also consist of several more views, e.g. "Filters", "Search within project”
and "Recycle Bin". The filter view shows all filters you have save for your personal use as well
as filters that were created for public use. While the recycle bin enables you to view and
restore all deleted correspondence and documents, the search view displays an empty
content which allows you to use the search box visible in the upper right corner. Here you can
enter any search phrase or partial search keyword e.g. meeting or meet*, after which you can

proceede to use the filter and sort functions in order to further narrow down your search.

There are also views allowing you to access your personal mailbox as well as your project
mailbox, if it has been set up. By default, the mailbox views will also be available on your top
level navigation. Using these views, you can enter your personal mailbox and, just as if you
were directly within your Outlook, Google, Thunderbird etc, you will be able to switch between
your inbox and any other existing mail file folder of your mail account. The project mailbox
represents a specific project mail account that can be set up and integrated especially for each
PIRS project.

All PIRS views with the exception of the mailbox views, the search view and the recycle bin

can be displayed as widgets on your project dashboard.

For further information on the various view content please refer to the matching chapters

above or below.

3.8 PIRS Folder Structure

The PIRS folder structure can be defined individually and separately for each project. PIRS
users with administrator rights are able to change, adjust or add to the existing folders even
after a project has been set up and at any point during the course of the project. Should you
be missing a folder that is important for your daily work or your team and you don't have

administrator rights, please contact your administrator or your PIRS support team.
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It is necessary for you to keep in mind, that in PIRS each correspondence and each document
that you create directly in PIRS or that you import from your mail file or your computer must be
stored in a folder. You can however, given that you have the necessary access rights, change

the folder for each correspondence or document at a later point if required.

Hereby, PIRS supports two different possible ways of modification. First of all, you can enter

each document in edit mode and change the folder manually (compare following image).

Dodlink: v
Subject:  Re: PIRS Web and PIRS: Claim Web Demo Applications
Ref. No.: SOB/SOB/00013 o Folder: 1200 Training of Customers, Personnel & Clent | ¥

o PIRS - Select a folder... x

_Folders

0400 Procurement & Purchasing
0500 Time Schedule & Progress Reports
0600 Engineering
0700 Systems
0300 Logistics & Shipping ‘
0900 Quality Management
1000 Health & Safety Managament
1100 Site Management
4 1200 Training of Customers, Personnel & Client Documentation
1200.10 Training of Customers & Personnel E
1200.20 Planning of Training
1200.30 Realization of Training
1200.40 Plant Procedures
1200.50 Operation Manual
1200.60 Maintenance Manual
1200.70 QA-Documentation =

Clicking the arrow head located in the right corner of the folder field of each PIRS
correspondence and document will open a separate selection box where you can pick a new

folder from the current project folder structure.

As a second option, you are also able to select all correspondence / documents that you need
to assign to another folder in your content display and move them via drag & drop to the

desired new folder location in your navigation area (compare with the image below).
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_ Folders v//¥%/ @/ = | &) Dashboard | [54] All Correspondence '*'|| || All Documents *
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. 0200 Project Management

L4 New E-Mail v [gReply v (gl Forward » &4 Distribution List +

<, ]

4 | 0250 Correspondence "] Date A Lo Subject
~10250.10 Correspondence,'nternal (V] 10.01.2013 ... &’ Comment PIRS Web and PIRS:Claim
~0250.20 Con’espondence\,\stomel (vl 11.01.2013 ... & E-Mail Re: PIRS Web and PIRS:C
1 0250.30 Correspondence S &5 do?ﬂents selected | & E-Mail Little correction for our mee
) 0250.40 Ct?nespondence Consortiu (V] 14.01.2013 ... Library It... Weekly meetings PM Tearr
=2 0250.50 Minutes of Magging (MoM) |27 51 5013 E-Mail  Documents for renewal con
10300 Commercial - -
0400 Procurement & Pur 77 14.01.2013 ... & E-Mail Documents for your approv
A &
0500 Time Schedule & Pro & Letter Offer for PIRS
. 0600 Engineering Letter This is our Offer
& E-Mail GoToMeeting Invitation - PI.

. 0700 Systems

AnAn s A At ="

3.8.1 PIRS without folders

Folders are useful but not necessary and might some times even be an issue because one

tends to focus more on a complex structure rather than the content and information he seeks.

PIRS therefore also offers the option to work without folders.

Subject™: |Project Milestones..| -
Ref, No.*: | DESOB/DESOB/<Number> % Folder=: 0000 General l
Folder™: 0000 General

nts | Access Revision™: Select revision... h ’

Type™: Select a type... hd

In this case there will be only one root folder where all items are being stored and the section

"Folders" within the navigation is hidden.

. All Documents
(&8 All Correspondence
" All Action Items

4 Search within project
L] Address Book +
—, Personal Mailbox

&% Project Maibox

Users can then focus on personal and general views, their dashboard as well as personal and

company filters to quickly find and access information.
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Here it is also possible so adjust your navigation to display e.g. Filters and the general search

directly within the main navigation.

You are able to decide on application as well as project level if you would like to work with

folders or hide them. Also, the navigation can be adjusted for each project individually.

If you like to learn more about this adjustment, please get in touch with your Service Desk.

4  Correspondence & Documents &

Events

There are three different general modules within PIRS, the communication / correspondence
module, the document module and the event/change/claim module. Depending on the set up
of your project, not all modules will be displayed or are generally available. Also all modules
are connected which means that there is a direct link e.g. between events and
correspondence where you need to send a notice to an external or between documents and
correspondence, where you will submit documents using the correspondence type

"Transmittal Slip".
The correspondence module features are:
e the storing of unstructured project Information
e the sending, storing and tracking of all relevant project correspondence
e the administration of all project parameters
The documents module features are:
e the storing of all project relevant drawings and technical documents
¢ the generating of transmittal slips to distribute documents
¢ the monitoring of the document distribution
e the tracking of document status

e the option to create comments for documents, for internal us as well as for the

inclusion of customer/supplier comments
The event module features are:
e Systematic recording, classification and measurement of events / deviations
e Automatic notifications -> prompt response to claim-related events

e Integration of commercial reactions - follow up documentation (Change Order, Claim,

Non-Conformity)

e Links to project-related correspondence & documents
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Following, the modules will be explained in detail, emphasizing all their features step by step.
Further more this chapter will introduce the PIRS folder structure and views as well as all the

additional features such as the search and filter functions or the document controlling area.

Keep in mind

PIRS is 100% flexible! In one project the Event area might be activated, in another not.
In one project the correspondence type "Comment" is used, while in another it is not
part of the process and hidden in your Ul.

Each project navigation might differ and also the modules that are displayed.

If you like to learn more on the option to display or hide features, views or modules,
please contact your PIRS responsible or you Service Desk.

4.1 Correspondence

For each correspondence or document that is created or imported into PIRS a folder must be
chosen to locate it. Therefore each folder is divided into two sections. As illustrated by the
following screenshot there are two buttons at the upper left corner of each folder, one titled

"Correspondence" and one titled "Document”.

2] Dashboard || &2 0600.20 Mechanical *

|l Correspondence || || Documents

g New E—MN}M*- gl Forward -

| [ Date « Type Folder

In order to switch between the display of the correspondence and document content, you can
simple click the respective button. The type of the currently presented content is indicated by a
darker blue background and outline.

411 Create and send an email

The Correspondence Views Action Bar

Each view that can be chosen to categorize and present the different correspondence offers a
similar action bar that includes all possible features available within the respective view. In
order to facilitate the operation of the action bar, its general layout has been mostly based on
the features offered in any regular email account. All functions and features offered by the

actions within the correspondence action bar will be addressed in the course of this chapter.

Create a new email
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] Dashboard || =7 0600.20 Mechanical '*
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To create a new email either click directly the "New E-Mail" button (the first button in your
correspondence action bar) or use the small arrow in the corner of the button to expand all
your options to create new items of different types and select "New E-Mail". The new email will

now open in another tab in your content screen.

Any action bar regardless of the view you currently display, will have a "New...." button in the
far left of their action bar. It is therefore not necessary to switch to a correspondence view to
create a new correspondence document.

Email fields and options

The new email document will already include your data as author of the email which also
means that your picture will be displayed if one is attached to your contact form within the
project. In case you have entered your personal company signature within your contact

settings, it will also be inserted into the body field. (For information on how to upload your

personal image and adjust your contact settings, please refer to the chapter_Address Book.)

2] Dashboard || - 0600.20 Mechanical L& New E-Mail '*

B Save 3 Close [ Send I Delivery Options | Organise -
From: Erica Murphey
To:
Cc:
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As indicated by the image, PIRS enables you to change the sender of the email prior to
sending the email by clicking "From" which as result will present you with all the contacts from
the address book. This function can be used e.g. to support or represent your team members
while they are on vacation or out sick. It should be mentioned at this point however that as
sSoon as you create any type of correspondence or document a log file will record all
modification from each PIRS user individually. The log file feature will be introduced more

closely in a later section of this chapter.

2] Dashboard || -4 0600.20 Mechanical 4 new E-Mail '*
\a Save ﬂ Close [=7] Send ,J Delivery Options Organize -

From: Erica Murphey

To: 1.

Cc: 2 )
Bee: 3 .

Doclink: 4

Subject: Enter the subject 5.
Ref. Mo.: | SOB/=recipientz v Folder: 0&800.20 Mechanical 6. b

Body || Attachments Arress

FontFamily = Font Size '|B F i | @Gl%%ggl |@E|%ﬁ:r = =
A-W-| | = | | | | | (& &7

Dear Customer,

Enclosed are the Minutes of Meeting of our last Progress Review Meeting on Site including audit
report.

m

If you have further questions please do not hesitate to contact us.

Most of the fields in the header of the email document equal those used in the various email
account providers. To ensure that all functions and features within your email correspondence
template can be used to its full scope of operations, all value fields will be explained

separately in the following table.

# Field Description
name

1.To Here you enter email address of the recipient(s) of your email. They can either
be typed in manually or selected directly from the project address book. To
select contacts from the address book you need to click the small arrow
positioned at the end of the field which will expand a table containing all stored
contacts. If the contact is filed in the project address book you also have the
possibility to enter only parts of the recipient name and the application will offer
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2.Cc

3. Bcc

4. DocLink

5. Subject

6. Folder

you a small list of contacts that fit your entered letter combination for you to
choose from. You are able to either remove contacts individually or remove all
added contacts at once by clicking the X in the right corner of the field.

Similar to the "To" field you can add or remove recipients that you wish to send
the correspondence to in form of a copy without directly addressing them.

As with the two fields above you can add or remove recipients. Those recipients
will receive a copy of the correspondence but there contact will stay hidden to all
other recipients.

The DoclLink feature is a special option offered within PIRS. All contacts that are
added in this field will receive an email that contains a standard text and a link
leading to the correspondence document within PIRS. Please remember that
recipients that you send a DocLink to need to be able to access PIRS in order to
be able to open the link within their browser.

This field offers you the opportunity to assign a subject to your correspondence.
Depending on your company's configuration this entry will either unaltered or in
combination with the reference number be displayed as subject matter in your
sent email.

As mentioned before each correspondence as well as document must be filed in
one specific folder. If you choose to create a new email within the
correspondence view of a folder, this folder will automatically be the assigned
folder. In any view however you have the possibility to alter the folder

Move or quickly delete recipients

Since Release 3.5. you can easily change or move recipients from one field to the other which

comes in handy especially when your recipient lists are a bit longer.

[i2] Dashboard || ] 10.00 Project Manageme... \3 New E-Mail *'| &8 Contact Groups & Contacts

[Elsave Edciose Asend = Deivery Options Organise ~

From: Jewel Bethune

To: Alan Oliff <alan@oliff.com> Amanda Howryla <amanda@howryla.com> Anvitha Surathkal <anvitha.surathkal@sobis.com:>
Arden Erion <arden@erion.com> Aubrey Warn

Show business card
Cc
.g Move Aubrey Warnken <aubrey@warnken.com>to b

E Move all to b

Bec:

Doclink:

Subject™  Enter the subject % Remove Aubrey Warnken <aubrey@warnken.com> = [

Bee:

Ref. No.™: | SOB-IN/MEW/ <Numbers ¢ Remove all

Doclink:

Body | Attachments Access

FontFamiy = FontSize - ‘ B I U Ascl

A -b7

= | | @ |48 0 |[iE-E- | FE «
| | &7 | wm

Mitfreundlichen Grifen / Kind regards / Gordialement

As indicated by the screenshot, PIRS will offer you several options once you right click on one

recipient within your list. You can move or delete one recipient or delete all in one go.

Edit recipients from a PIRS group
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[E2f] Dashboard || =4 0200. 10 Project Organi... [Z] All Documents g New E-Mail *
[=lsave E3cose send & Delivery Options |- Organise ~

From: Erica Murphey

To: PM Team
e ! PIRS - Contact Group - PM Team 5
Bec: {4 Adrian Kessler
Alois Bauer
Doclink:

Erica Murphey
: .,
Subject™: Hermann Herkst

Ref. No.*: Jeanette Schmitt Folder®: 020
Kilian Walter
Body || Attachments Access
FontFamily = Font Size > | Replace with selected members Cancel &4 '?f_,’; Zeize
I
- b - = o8 -
&2 | |_j|?| | |E?}|£*|HTmL

Within your PIRS Project address book you are able to create and manage contact groups.
Groups can be used to quickly enter all recipients of an email without having to enter or select
each one manually. Should you however need to edit the recipient list of the group, simply
click on the group entry in your recipient field. The list of group members will be displayed.

Deselect the users that should not receive this email and click "Replace with selected
members".

The reference number

One very important field within the header of a new email file is the reference number ("Ref.

No"). Each correspondence file has an individual reference number.

From: Erica Murphey

To: Ali Farrad <customer@demo.sobis. com:

Cc:

Subject: Minttes of Meeting of our last Progress Review Meeting

Ref. Mo.: | SOB/MEW/<Murmber= Folder: 0600.20 Mechanical v
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By default, the reference number is composed of a sender code, a recipient code and a
consecutive sequential number. The sender as well as the recipient code will be entered

automatically according to the selected sender and recipient(s).

A sequential number will be assigned as soon as the mail is either saved or sent. As illustrated
by the following screenshots you also have the possibility to adjust or modify both codes as
well as the sequential number. You open the modification box by clicking the small arrow

positioned in the right corner of the reference number field.

Iﬂj PIRS - Reference Number *
Sender Recipient
All ¥ Al ~7
WEW - Ministry of Electricity & Water " BEW - Bewton Construction AG "
OUT - Qutotec GmbH BOM - Bombardier Transportation GmbH
PCG - Petronas Chemicals Group Bhd (PChem}) BPC - BASF-Petronas Chemicals Sdn Bhd
PO - Pdyry GmbH CAN - Candlizsh Engineering =
PRI - Primeaux Industries COL - Colbeth GmbH
ROL - Roloff Consulting SE DER - Derocco GmbH
SAl - Salsberg Engineering Ltd = KMG - KMG Limited Ltd.
SIE - SIEEMENS AG KOG - Kogler CoKG
S0B - S0BIS Software GmbH - MEW - Ministry of Electricity & Water -
Code: SOB Code: MEW

+ | Advanced Options

() Sequential Murnbering @ Enter Mumber rmanually (") Spedcial Nurnbering
Mumber: 08745 \
Q oK a Cancel

By expanding the "Advanced Options" you will be able to choose between either having a
sequential number assigned to the end of your reference number, entering the number

manually or entering a special reference number.

In case you want for example enter a number specified e.g. by your company's configuration
regulations, you can select "Enter Number manually”. At the current configurations within

PIRS the manually entered number must consist of exactly 5 digits.

After confirming by clicking "Create new Reference Number" your selected information will be

inserted into the respective field.

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH Page 52 of 349
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.



SOBIS | PIRS SQ BIS

The option "Special Numbering" allows you to not only select the third part of your final
reference number but to create a sequence of letters, numbers and / or symbols that will
represent the entire reference number regardless of the sender and / or recipients. To allow
users to easily determine sender and recipient information without having to open each file,

the sender and recipient code will still be visible in brackets.

Ref. No.: | TWS-CE-PVG-98745 (SOB/MEW) v

Email Body and Attachments

Similar to other well know email applications such as MS Outlook, PIRS offers standard
formatting features in an action bar on top of the email body field. However as you can gather
from the following images, there are two features that differ from the standards and will

therefore be explained in detail.

Body || Attachments Access

FontFamily  * Font Size - B I U & EEEE| o | 0@ G| 3 LS
A-E - | | | | | ||lgh] &7

Dear Customer,

m

Enclosed are the Minutes of Meeting of our last Progress Review Meeting on Site

First of all you are presented with an option to insert different text template that can be
individually altered, added and amplified by your PIRS administrator to fit your company's
preferences. By clicking the symbol in the action bar, outlined in red in the screenshot below,
you open a new selection window where all existing text templates are displayed in a table. A

preview of the selected template will be presented to you in a separate field.

Another useful feature, represented by the '3' - symbol, gives you the opportunity to insert
your signature which you can store within your contact document in the project address book.

By clicking the symbol your signature will be added to your body entry.
Attachments

Within the second tab of your email content tab structure you are able to add or delete
attachments regardless of their format. As long as you haven't saved or sent the email the left

upper corners of the rows of the attached files will be marked red.

Setting Access Right
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Body Attachments Access

Who can read this document ?

o Al

@ Following contacts/groups

Who can edit this document ?

@ Docurnent author only

* Docurment author and following contacts/aroups

For each email that you create PIRS allows you to set individual access rights. To modify who
can read and who can edit your correspondence enter the third tab as illustrated in the
screenshot below.

By default the right to read a document is given to all application users while the right to edit a
document remains with the author. Both settings can be modified to include or exclude certain
contacts or groups. To select or remove contacts form either list you are offered the contacts /
group selection options from the address book.

Please be aware that it is possible that access rights concerning certain folders may be
predefined by the owner or the application administrators. In this particular case you will not
have the default selection options or they might be restricted.

Sending an email

If you have entered values into all the required fields you can send your email by hitting the
"Send"- button in your action bar. This operation will also automatically save the
correspondence file within your previously selected folder.

Prior to sending an email you have the possibility to select different delivery options as
indicated by the following two screenshots. You can select different contacts the possible reply
would be send to besides you own. Here it could for example be possible to select the project
mailbox as reply address which would insure that the answer will automatically be stored
within PIRS.

Itis also possible to assign a degree of importance (high, normal, low) and you could choose

to receive an information notice as soon as the recipient has obtained the email.
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(2] Dashboard || £ 0600.20 Mechanical *'|| 5 New E-Mail *

[=] save €3 ciose [ Send |=J Delivery Options ||~ Organise -
From:; E Murphey
To: Ali Farrad <customer@demo.sok
Cc:
= PIRS - Delivery Options %
Rephy-To:
Importance: Mormal v
Return Receipt: ) Yes @ Mo

=] save €3 cancel

In addition, you have the choice to save the mail as draft and hereby enabling you to modify
the email further at another time. After saving the document you will notice that there are more
options in you action bar. You now also have the option to distribute the file to e.g. your project
team members who can in turn give you feat back before you send a certain important email
to your customer (for detailed information on the distribution of documents please refer to the
chapter Distribution List). All additional options such as "Create PDF" and all the different

selection options within "Actions" will be explained in detail in the course of the following
chapters.

4.1.2 Create alibrary item

2] Dashboard [= all Correspondence *

|l Mew E-Mail -~ | Reply - [g] Forward ~

g New E-Mail Subject
E, Mew Library tem Double han
gy New Letter ‘\ Approvalre
— N f £
Ld Mew Transmittal Slip \‘ s fores
— Additional F
)

New Comment

ent Official Con

To store project correspondence such as minutes of meetings (MOM), team notes, mind-
maps, original texts, correspondence templates etc. another correspondence format can be
used, called library item.
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To open a library item click the respective option within the "New Email"-action indicated by
the screenshot. A new library item will then be displayed. The layout is again oriented on the
email layout.

2] Dashboard [ All Correspondence E New Library Ttem '*

E] Save a Close Organise -

From: Erica Murphey

Subject: Minutes of Meeting PM

Ref. No.: | SOB/SOB/<Murr|» Folder: 2
Body Attachments Access \
FontFamily |~ FontSize B I Usm|EEEE|Y | i |3 N i s
AT | | | | | | @ &

Minutes of Meeting

Date Date of Meeting
Participants List of Meeting Participants
Subject Meeting Topic

Agenda

As visible in the screenshot above, a subject must be entered and a reference number as well
as a folder has to be selected. By default the sender and recipient code of the reference
number will consist of the author’'s company code. It should be pointed out that certain fields
namely the entire recipient fields (To/CC/BCC) that you are used to from emails, don't exist in
the header of the library item. A library item is not supposed to be send to recipients in the
form of an email or letter but rather distributed via a distribution list. Since notification via
distribution lists will not create any new correspondence files within the project, this special
form of correspondence is a big advantage. The author and / or distributor of library items can
easily provide a large number of recipients with the whole document or also simply with the
document link without creating a large number of new additional correspondence documents

by sending either one or multiple distribution lists.
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=0 PIRS - S0B/50B /00018 - New Distribution List 4
Recipients: -
Adrian Kessler <project.manager@demo.sobis.comz

Hermann Herbst <commercial. manager@demo.sobis.comz

m

Alois Bauer <rmanagement@demo.sobis.com> |

Motes:

For your information...

e m b

(@ Send document link | (4] Send full document ] €3 cancel

Within the distribution list box you are now able to select the recipients that you like to inform
about the library item in the same manner that has already been described in prior chapters

(refer to chapter Create and send an email).

The lower field "Notes" allows you to add a note to the recipients. This field value is not

required and can therefore be left empty.

As indicated by the red outline you now have the choice of either sending the library item as a
document link or as a full document. The latter is recommended if all or some of the recipients
won't have access to PIRS since they will not be able to open a PIRS document link. In both
cases the recipients will receive a new mail in their respective company mail file. Please keep
in mind that as mentioned above those emails will not be stored as separate email documents
within PIRS.

To ensure that no information is lost during the course of a project however, PIRS offers you a

different way to store and follow information about document distributions.

| =R Distribution Ligt = | Organise -

&3 Distribute document
O ’l/
() Show history V

AMTES T MEETTTT P9

By selecting the action "Show history" which is the second feature presented to you within the
distribution list options, you will open a separate window where in the upper field you can see
and select all distribution lists that have been sent. Furthermore the sending date, the sender,
the recipients and the note that was sent alongside the distribution list will be displayed. By

default the order of the columns will be date - sender - recipients - notes, but it can be
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rearranged via drag and drop. In addition, by clicking a column header, the table content will

be restructured in an ascending/descending manner.

If an entry is selected, its content will be displayed in the lower part of the window.
How to send distribution lists

After you have created and save a library item, therefore providing the file with a unique
reference number, three additional features will appear in your library item action bar
("Distribution List", "Create PDF", "Actions"). By clicking the action distribution list you open
the above illustrated "New Distribution List" window. You can also create a new distribution list
within a correspondence view e.g. "All correspondence” or within the respective folder view by
first selecting the document you want to distribute and then clicking the distribution list action

which will also be available within those views.

The following image will show you how the layout of the library item will be presented to the
recipients who received a distribution list as document link. Please note that both versions, the
full document as well as the link, will include the document link presented in a blue box as well
as the written comment together with a standardized message, but that only the full document
will also display the original library item. Please be informed that it is also possible to create a
PDF file form a library item and refer for further information concerning this topic to the chapter
Creation of PDF.

Distribution List Kuantan SOB/SOB/00018: Minutes of Meeting PM
. . . Blue PIRS Box
Erica Murphey <engineer@demo.sobis.com>

Mo 03.02.2014 13:45
Adrian Kessler; Alois Bauer; Hermann Herbst

Erica Murphey - SOBIS Software GmbH - E-Mail: engineer@demo sobis . com - Phone: +49 621 329 1228 5600
-Mobile: +49 621 329 1228 5600

PIRS Actions: Open

Dear Project Member,

You are included in the distribution list of this PIRS document (you can open the document by clicking on the
document link above).

(Comment: For your information...]

Best Regards,

Erica Murphey

4.1.3 Create and send a letter

Even though it is the goal of most companies to enable a paperless office, it is still necessary
from time to time to send letters or fax a document to customers and partners. Nevertheless it
is important to have the opportunity to store this correspondence together will all project
related and relevant information. Therefore PIRS offers to created, print and store letters
within the application which in turn also makes it possible to send or distribute letters in digital

form if needed.
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Create a letter

There are two options to open a new letter document. First option lets you create a plain letter
document without any predefined settings or content. The second option allows you to create
a letter based on one of your company templates which will have preset setting and content.

To create a plain new letter document, you need to select the action "New Letter" listed in you

“New...” options.

x
Dashboard (“% My Documents ) Dashboard (I;I All Correspondence "J

|| d Mew Document ~ |0 Distriution List =

g New E-Mail Type
Mew Library tem Pﬂ
iy Mew Letter A& ]
Drawin
E& New Transmittal Slip g
Drawing
L4 Mew Comment
Drawing
[ File from Personal Inbox Specification
E File from Project Inbox Map
Map
o MNew Document 3 Map
&6 New Revision Specificatior

[] 1-TH-MB-KEE-BBE-017 @  Offer

|Q Hew E-Mail - ||1 Reply - IQ Forward

Lg New E-Mail
New Library tem approved with
.y Mew Letter Elected
for approval
E& New Transmittal Slip s
r approval
Lg MNew Comment
PIRS - Pévry - In
[ File from Personal Inbox | |Regquest
g File from Project Inbox | NPETNG
terning the maint
o New Document P bs filed - Meeting
o rials from the Su)
[l 15102013 ... Reguest for a meeting

In case your company has included templates for letter you will be able to create letters with

predefined content.

Open the "More" options available in your PIRS tool bar and select "Predefined actions..."
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Dashboard || [ 0000.20 Correspondence... *

|E|Cnnespnndenoe | J Documents. E Activity Stream
C@new E-Mail ~ [gReply with history + [&Forward « «)Distribution List ~ [~ Organise ~ |(}3’Mnre -
[ pate + Type From Subject ") Predefined actions... code
|:| 10012018 10012 B4 Ali Farrad =customer@demo sobis.com=  Re: Change :;" Clear Fitters [b
|:| 10.01.2018 0955 =] Annabell Degler <project. manager@de... Change On
|:| 10.01.2018 09581 B4 Ali Farrad =customer@demo.sobis.com=  Re: Re: Reg @ Print
|:| 10.01.2018 09:49 B4 Annabell Degler <project. manager@de... Re: Regues J=| Create POF
[ 12122017 09:22 B4 Ali Farrad <customer@demo.sobis.com>  Request fo "2 update date
|:| 05.04.2017 15:37 B4 Ali Farrad <customer@demo.sobis.com>  Request fo l@ Show url
[[] 09102014 10:34 S| Annabell Degler <annabell degler@sobi...  Letter of Inf |j Show access..
|:| 09.10.2014 08:42 B4 Ali Farrad =customer@demo.sobis.com=  RE: Kuanta L.,.:Il Show log
D 14.08.2014 09:35 bl Annabel Degler <annabel deglen@sobi...  Offizieles | & Export
|:| 03.02.2014 1409 bl Jeanette Schmitt <claim manager@dem...  Offer for C
[7] 03.12.2013 03:29 B Andrew Miler <customer@demo.sobis...  Letter of int e
|:| 03.12.2013 0&:30 =] Ali Farrad <customer@demo.sobis.com=  Reguesting) 3¢ Delete
|:| 03.12.2013 0825 B4 Ali Farrad =customer@demo.sobis.com=  Change On
|:| 03.12.2013 0&8:21 i Erica Murphey <engineer@deme.sobis....  Offer for v % A
|—_]_E-.12.2l}13 08:16 4 Erica wa <En gin eer@emu.snhi&..._ FIRS offer and Eresentatiun S0B
ipe From Subject Sender code Recipient code
~1 | » PIRS - Select Predefined Action *
~ Type MName
Z Comment Internal Comment - Mechanical Depatment (new revision needed within 3 d...
Z Comment Internal Comment - Mechanical Depatment (new revision needed within 7d..
= Letter Letter of intent
Z Comment Portal - Approve supplier (ROL) documents
Comment Portal - Approve supplier (ROL) documents with comments
Z Comment Portal - Reject supplier (ROL) documents
Transmittal Portal - Send document to supplier for upload
Transmittal Portal - Send supplier document to customer for approval
Z Transrmittal Portal - Send to customer for approval
Z Transmittal Portal - Send to custemer for information
Z Transmittal TS for mechanical department
Transmittal Tranzmittal Slip for standard documents
|
| D& || Cancel |
Select the template you require and click "OK".
The new letter will open in a new tab.
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[z1] Dashboard (& Al Correspondence o New Letter *
B Save e Cloze [ Send - :ﬂ Delivery Options Organise -

From: Erica Murphey

To:

Cc:
Bce:
Doclink:

Subject: Enter the subject...
Ref. Mo.: | SOB/<recipi|™ Folder: hd

(‘r’nur reference: Your reference dated: ™ ]

[ Letter E-Mail Text ] Attachments Access

FontFamily = FontSize - B I U= EEEE| | @@ G |3 0
AT | = | | | | | @ &

A new letter document will open in your content screen. The layout of a letter document is
similar to that of an email document.

The only exceptions in the document header are the two additional fields "Your reference."
and "Your reference dated". The first allows you to enter the reference number of a letter or
correspondence you are answering to. Meaning that in case your letter is sent as reply to a
letter or other correspondence you have received, you can enter its reference number here.
The field "Your reference date:" enables you to record the date the letter/correspondence, you

are answering to, was received.

Furthermore there is a slight difference at the content tab structure. Instead of the regular body
field presented to you in an email document there are two separate tabs "Letter" and "E-Mail
Text". This function allows you to create a letter by entering your letter text in the letter field
and at the same time you are able to send the same text or a variation of it via email by

entering it in the email text field.

The content that you have entered into the letter text field can be transformed into a PDF file
using your company template. The template can be adjusted to fit your company standard and
the company logo can be inserted as well. This official letter can then be printed and signed by

the officials.
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If you now choose to send the letter as an email, you will be asked if you would like to attach
the signed letter to the email. This quick PIRS reminder ensures that the official signed letter
document is included in the attachments along with any other attachments you might have

added to your letter document before it is send as email.

The sent email body consists of the text entered in the "E-Mail Text" tab. You will find that if
you maintain a signature in your contact form it will be inserted into the email body field
automatically.

The other tabs "Attachments" and "Access" don't differ from those within an email document
and will therefore not addressed again.

Sending a letter

e (-] sSend vi'- Delivery Options

Send as E-Mail
4

Send as Paper Copy

As mentioned above PIRS offers two different options to send a letter. If a letter is sent as a
paper copy, the text entered into the body of the "Letter" field will be inserted into your
company letter template automatically. Then a PDF file will be created and opened in a new
window allowing you to print the letter. The system will mark the letter as sent even-though it
hasn't sent it electronically. In order to ensure that all information is available to all team
members you should always check that all attachments that you are going to send with the
physical letter is also stored within the PIRS letter.

If you choose to send the letter as paper copy the body field for the email is not send in any

way and in both cases the entry will be stored and displayed as a letter document.

4.1.4 Forward & reply to messages

Within PIRS all correspondence types can be forwarded or replied to, even those types that

are not supposed to be distributed in such a manner like library items.

Documents however can neither be forwarded nor replied to since the only way to distribute
them has to be via transmittal slip. To allow the intuitive use of both functions the forward as
well as the reply structure are mostly oriented on the known standards of regular email

applications.

Forward messages
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* |Cl Forward = | & Distribution List -

Forward B
Forward with attachments ail
Forward with doclink =

¥ E-mail

There are three different options to forward a message. The first and second which either
forward the selected document without or with attachments, reflect the standard email
application features given in any of the well-known email account solutions and will therefore
not be explained in detail at this point. The option to forward a correspondence via document
link is a new feature however. The functions of a "doclink" is mentioned throughout this user
manual, but will be explained again since it is one of PIRS great time as well as storage saving

features.

2] Dashboard (& Al Correspondence | Letter - SOB/MEW /00005 =

(7 Edit €3 Close [ Reply - |[s] Forward - |[{] File from.. - (=0 Distribution List

Forward
Erica Murp . /
Sentby: Anf Forward with attachments W

Offer for Forward with doclink KDQ;’DB;’BDIB

(SOB/MEW/00005)in 0000.20 Correspondence Customer

To: Ali Farrad <customer @demo.sobis. com =

You can either select the correspondence document within the respective view and start the
forwarding process from there or open the document in read or edit mode and select the
forward option within the document itself. In the displayed example a letter document has
been opened in read mode and the forward process was started from there. After having
selected the third forward option, a new tab will open within the application content screen
allowing you to enter all input information (e.g. recipients) as it is common in a regular email.
The text "Document link to document" together will a blue colored and underlined link was
inserted into the body field. After having selected the recipient(s) you can send the email
without any further delay, but you could also choose to enter an additional note into the body
field explaining the email to the recipient(s). A note outlined in the screenshot below, has been
entered in this example. The email will be forwarded according to the entered specifications.
Additionally the standardized blue PIRS box including the senders contact information and the
different possible PIRS actions is included in the email.
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] Dashboard || (& Al Correspondence | Letter - SOB/MEW,/00005 g new E-Mail *
B Save EJ Close [ Send :ﬂ Delivery Options Organise -

From: Erica Murphey

To: Alois Bauer <management@demo.sobis.com:

Cc:

Bce:
Doclink:

Subject: Fw: Offer for your Change Request from 09/03/3013
Ref. Mo.: | SOB/SOB/<Numbe » Folder: 0000.20 Correspondence Cus

Body || Attachments Access

| FontFamily |~ Font Size = | B U a8e |
A-Z-| =4 |

- —
- —

| 0 | i G| 48 Lk
| & &

(For your acknowledgement.. )

Document link to document _SOB/MEWVW/00005: Offer for vour Change Feguest from 09/03/3013

Wigle Grife / Kind regards

Erica Murphesy

- Electrical Engineer -
Please be aware that regardless if you send a forward with or without attachments or as
document link, the correspondence will be listed in the correspondence thread of the

respective original document. The correspondence thread of each PIRS document can be

opened by clicking the speech bubble symbol display in the table row ( = ).
Reply to messages out of PIRS

Correspondence documents can be replied to using different options as well. You can either
reply with history, with history and attachments or again by using the document link option
which is exactly equivalent to the doclink function described above for the forward options.
The fourth option also allows you to reply with an originally plain email body in which case
neither the history nor the attachments of the original document would be included in the reply.
Similar to the forward documents, all replies will be included in the display of correspondence

threads.

4.1.5 Fileincoming emails

All incoming emails that are project related should be filed in order to guarantee a high degree

of centralized storage of all project information and documentation. This reduces the risk of
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information and document loses as well as ensures the possibility to access all project
information and documentation regardless of time or location and supports the independence
from any employee fluctuation. Therefore, it is highly recommended to file all incoming project

emails regardless if they are received in a private or the project mailbox.

PIRS enables you to maintain a project specific mailbox. It is not required to work with a
project mailbox but it might come in handy e.g. in case some of your customers or suppliers
find it inconvenient to have to address their correspondence to various different recipients

throughout the course of a project and prefer to send it to a general project email address.

4.1.5.1 Personal Mailbox

PIRS offers three different options to file emails from your personal mailbox. You can simply
file an email as a new document or you can link it with another PIRS correspondence or
document. The relation to the other PIRS document which must be selected prior to filing the
email can be a reply or a forward. The following screenshots exemplary display the filing of an
emalil as reply. Please be aware that when you file an email for the first time after having
opened the application you will be asked to enter your password. Your email specifications are

applied according to your input entered in your "My Settings".

[#"] Dashboard || 4] 0600.01 Transmittals &... (& All Correspondence *

|LgMew E-Mail ~ [gReply - [glForward - I(':JDistribl.ltitm List ~ +“More =

[d New E-Mail ype Subject Humber &

g New Library ltem | Meeting Invitation S0B/E0B/0006E &
& New Letter k= Document for approval SOBMEW/00162 1
E MOM today SOBS0B/0006S 1

[} New Transmittal Stip s
= Meeting Request SOBMEW/00161

-0 New Comment
| RE: Kuantan SOB/MEW/O0161: M...  MEW/SOB/00111

File from Personal Inbox

File from Personal Inbox -~

|_4' ﬁile from Personaﬁ]éas Reply to selected document I

g File from Project Inbo

b chl File from Personal as Forward to selected document

3 B4 Meeting report \ SOB/MEW/00158
[] 02.12.2018 09:20 4 Kuantan SOBMEW/00158: Meeti_.  MEW/SOB/00109
|_ 03122018 09:18 B4 Request for change MEWISOB/M0110

’ PIRS - Login to your personal mailbox

User name: project.manager@demo.sobis.com
Password: IIIIIIIIl
Log inb Cancel

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.

S©BIS

Page 65 of 349



SOBIS | PIRS

By default the content of your inbox folder will be displayed, but you also have the option to

switch to any other of your additional email folders within your personal mailbox. This also

includes subfolders.

To reduce the time PIRS will take to load mails form your mail file you can select a time frame

going back the last days or displaying all entries. Click "Reload" to refresh the view and list

any emails that you might have received only seconds ago.

o
B 5‘! PIRS - File E-Mails, Letters, Comments & Transmittal Slips ®
Select E-Mail to file as Reply
Folder: LINBOX ¥ || Load: |_AII v || @ Reload | T Clear Fiters yel
[7] Date - From Subject To
|:| 28.05.2019 10:34 nnabell Degler <annabell. degler@sobis. com= Notification Approval required for M_00005 - Anruf vom ... Adrian K
|:| 28.05.201M9 059:21 mcallister@demo.sobis.com No access to construction site "Annabel
28.05.2019 09:13 Customer <customer@demo.sobis.com= Change Material used for fiter system "Annabel
|:| 21.05.2019 09:54 Annabell Degler <project. manager@demo.zobis... Kuantan - Approval completed for document SOB_CCM_...  Annabell
|:| 21.05.201M% 09:51 Annabell Degler <project. manager@demo.sobis... Kuantan - Approval reguired for document SOB_CCM_GE...  Alois Bal
|:| 21.05.2019 09:50 Annabell Degler <project. manager@demo.sobis... Kuantan - Approval reguired for document SOB_CCM_GE... Annabell
|:| 20052019 15:14 Customer <customer@demo.zobis. com= Proposal for additional block valve "Annabel
|:| 20.05.201M9 15:14 Customer =customer@demo.sobis. com= RE: Kuantan SOB/MEW/00171: Minutes of Meeting "Annabel
|:| 15.05.2019 13:58 Annabell Degler <project. manager@demo.sobis... Kuantan - Approval declined for document SOB_05_CPE_... Annabell
|:| 15.05.2019 13:54 mailer-daemon@demo.sobis.com Meszage undeliverable: Kuantan SOB/MEW/00170: Meetin... project.m
|:| 15.05.2019 13:39 Alois Bauer =<management@demo.sobis.com= Kuantan (Supplier) ROL/'S0B/00012: Documents from sup...  Annabell w
£ >
[4 4 | Page 10f6| b Bl | & Entries 1 - 80 of ~ 421 (1 selected) = Entries per page 80 v
Change Material used for filter system #l¥
From: Ali Farrad <customer @demo.sobis.com> ~
To: Annabell Degler <project.manager @demo. sobis.com=>
/=| PIRS Claim document types englizh (18 zu 9 Format).pdf (286.71 KB) &
Dear Mrs Degler,
Due to internal variations, we need to ask you to make certain adjustments and changes to the services stated in our
contract agreements. Attached you will find a list of proposed changes. Please confirm that you have received this v
1
| cancel | | Mext» |
1

cod

T TS T T T TS T S TG T T T TS oo
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S©BIS

] ﬂ' PIRS - File E-Mails, Letters, Comments & Transmittal Slips

Select E-Mail to file as Reply

Folder: INBOX v || Load:| B[ E’ i Reload |~ Clear Fiters
Date + Fram last 1 day Subie
[l
last 2 days . ]
|:| 28.05.2019 10:34 nn last & d Il degler@=obiz.com= Notific
as ays
268.05.2019 0921 mca om No ac
O last 10 days
28.05.2019 09:13 Cusi 'mo.sobiz. com= Chani
lzst 15 days
|:| 21.05.2019 09:54 Ann last 20 days manager@demo.sobis... Kuani
21.05.2015 059:51 Ann |last 30 davs managen@demo.sobis... Kuani
b
[ 21.05.2019 09:50 Ann last 60 days manager@demo.sobis...  Kuani
[] 200520191514 Cusi last 50 days smo.sobis. comes Propo
[] 20.052019 15:14 Cust Al :mo.sobis. com= RE: K
|:| 15.05.2019 13:58 Annabell Degler <project. manageri@demo.sobis... Kuani
l_l AC NC A0 42-C 4 remilar Ao sarese P e PR SR PN T Blmme

Additionally, you will be offered a preview of the email you have selected in a preview box.
Since all listed mails are not yet filed and therefor available in PIRS the preview will not be
displayed automatically but need to be loaded separately by clicking the link in the preview
panel. After having selected the email to be filed within PIRS, click "Next" to continue the filing

process.

After the next window within which you will have to assign the email you wish to file to a
specific folder, you will be asked to select a reference number for the new email file. This
window's layout is similar to the regular reference number selection window of all other PIRS
correspondence and documents. You can manually select the sender and recipient code. In
case they are already stored within the PIRS address book, the codes will be preselected to fit
the respective contact information. You will also have the additional numbering choices. In the
lower area of the selection window you are able to choose the correspondence type. This
allows you not only to store email files as emails, letters or library items but also gives you the
opportunity to add them as customer comments to a document or as transmittal slip from a

customer.

If you now click the next button again, the window will present you with a preview on how the
document you are about to file will be stored in PIRS. This window is optional and can be

deactivated, so don't be irritated if it is not shown for your project.

As soon as you have confirm this last window by clicking the "Finish" button your email will be

filed according to selected input.

The filed email will then be added to the PIRS correspondence as a reply to the previously

selected email. By default every standard view as well as folder view will include a column (
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= )that will indicate if the listed correspondence or document is linked to other files. By
clicking the respective symbol the content thread will open in a new tab. All correspondence
and documents that are listed in a content thread can also be opened out of the displayed
thread.

415.1.1 File Emails using the Mailbox Views

It is also possible to open the project mailbox as well as the personal mailbox in a separate
view and file documents from there. As illustrated in the following image incoming mail will be
displayed in the respective mailbox view where it can be filed into the correct folder. Following
this action, the email can be distributed to the appropriate project members who would be

responsible for next actions to be taken.

‘“_’ Favourite Folders wz|[%[#](+]| || B Dashboard || & All Correspandence -/ Personal Mailbox *
7] Views ~' | Folder: INBOX Project Kuantan v || @ Refresh (fromserver) ||| File selected E-Mail(s) ~ |
4 Wy Correspondence —)
E g >sP < il ] File selected E-Mail(s)
o, Received &
[ Zorafts B e @ Fie selected E-Mail as Reply
V| 21.01.2014 12:58 Customer =customer mo.sobis.com=
n% Sent [4] File selected E-Mail as Forward
[E My Decuments 01, : ustomer <customer@demo.sobis.com= S
17.01.2014 09:50 Cust 1 @d b
4y Favourites |:| 10.01.2014 10:04 Customer <customer@demo.sobis.com= Missing Site report week 16
[ correspondence [ 03.12.2013 09:30 Andrew Miller <customer@demo.sobis.com> Kuantan MEW/SOB/00007: Letter of int
é-! Documents [/ 03.12.2013 09:15 Jeanetts Schmitt <claim manager@demo.sobis...  Kuantan SOB/MEV/00014: Incoming cls
=, Contacts
y |:| 03.12.2013 09:10 Jeanette Schmitt <claimmanager@demo.sobis.... Kuantan SOB/SOB/00014: PIRS Introdu
£ Contact Groups
4 Companies |:| 10.10.2013 17:05 Eddie Aamot =claim.manager@demo.sobis.com=  Distribution List Jubail E00092: Delayed
abs
4 =5 Approval Workflow |:| 10.10.2013 16:55 Eddie Aamot <claim.manager@demo.sobis.com=  Distribution List Jubail E00100: Delayed
aw My workflow documents
@ WMy approval required
[Z5) Al Correspondence
[E]All Documents Pagel 1lof1| b bl | D Entries 1 -8 of~8  Entries
4 Search within project gl
‘] Recycle Bin Re: Meeting request
4 ] Mailbox
= Personal Mailbox Click here to report selected mail
g Froject Mailbox Subject: Re: Meeting request
From: Customer <customer @demo. sobis.com =
To: Adrian Kessler <project.manager @demo.sobis.com =

[# | Liste miglicher Termine fir das Kick Off Meeting.docx (15,37 KB}

Dear Sobis Team,

attached you will find a list of possible dates for your requested meeting.

Once an email is filed form the mailbox it will no longer be listed in the inbox folder, neither in
your personal nor in the project mailbox. In both cases a new folder will be created
automatically, titled "Moved to PIRS + project name" and all filed emails will be moved into this

new folder.
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4.1.5.2 Project Mailbox

|3 Mew E-Mail_ ~ | Reply - [g] Forward - & Distribution List - #° More -

g New E-Mail Subject Folder
E: Mew Library ftem Double handling of Air Cooler 050020 Mech
& New Letter Approval required for MO0O05S - Low coner...  0600.20 Mech
Mew forces in the flare system. 060020 Mech

E& Mew Transmital Slip

. Additional Fiter necessary 050020 Mech
L4 New Comment
fizial Comment - Documents are approve... 060020 Mech

PChem and BASF investing EM1.5bil in Kua... 0800 Engineel

File from Personal Inbox |

& File from Project Inbox b File from Project Inbox ech
ech

o New Document b L@ File from Project Inbox as Reply to selected document o
IE File from Project Inbox as Forward to selected document L o+

=1 =Y N A N4 'I'.-.-..-..-.I.-.-.H-h-.l Memrmacmds Fame rmaeimies NoAN N Maah

Emails can also be filed form the project mailbox provided that a project email account has
been set up. They can be filed either as single document that is not linked to other
correspondence e.g. if a new request from a customer was sent to the project mail address or
they can be filed as reply or as forward to another correspondence file. The filing process
equals the process described in the previous chapter about filing emails out of your personal

mailbox; therefore it will not be presented step by step again. (Refer to_Personal Mailbox)

4.1.5.3 Prevent duplicates

In order to prevent that mails are filed multiple times, e.g. several PIRS user have received the
same mail from an external party and wish to file it in PIRS, there is a mechanism that checks

whether a mail with the same content, subject and recipients has already been uploaded.

If you are filing one or multiple mails and one or several mails are already available in PIRS,

you will receive a notice during the filing process informing you about the potential duplicates.
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1 6! PIRS - File E-Mails, Letters, Comments & Transmittal Slips * 1

Following e-mails are already filed:

Date + Type From Subject Sender code Recipient code
15.05.2019 08:45 4] Ali Farrad <customer@deme.sobis.com=  Kuantan SOB/MEW/00170: Minutes... MEW S0B i
£ >

#
4+«

Kuantan SOB/MEW/00170: Minutes of Meeting

Subject: Kuantan SOB/MEW00170: Minutes of Meeting 2
From: Ali Farrad <customer @demo. sobis.com
To: Annabell Degler <project.manager @demo.sobis.com:>

Dear Mrs Degler,
Thank you for your MoM. Please find attached our documentation and our discussed change request.

Kind Regards,
Ali Farrad

How do you want to proceed?
(® File only e-mails that have not yet been filed

() File selected e-mail(s) including those already filed

Cancel € Back » J

You are then able to decide whether you want to go ahead and file all mails regardless of

potential duplicates or file only those mails that have not been filed yet.

4.1.5.4 File via Drag & Drop

In order to lower the amount of clicks, therefore the time spent to file an email, PIRS offers a

drag & drop filing option on top of the above described filing with the wizard.

To file an email via drag & drop, first open your person mailbox or project mailbox view in your
PIRS project (step one in below screenshot). Next, simply drag and drop the mail in question
directly from your inbox to the correct folder in PIRS. The folder structure will unfold itself once

you move the courser over it, allowing you to select parent as well as child folders.
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PIRS 3.18.7 - Kuantan

[¢7] Dashboard

(&5 All Correspondence

| All Documents Folder: INBOX

" Favourite Folders 7% (&
0100 Caontract

0200 Project Management

+ || 0600 Engineering
0600.00 Transmittals
0600.01 Transmitt
0600.10 Overall Efqineering

0600.20 Mechamj;}

5 20 2220
15.06 2020%L4:19

15.06.2020 14:17
26.05.2020 11:46

OEO3O

| Personal Mailbox *

~ | Load: All v -:—‘ Reload IFile selected E-Mail(s) ~ ;ClearFmers

From
Al Farrad <customer@demo.sobis.com=

supplier@demo.sobis.com

Customer <customer@demo.sobis.com=
Customer =customer@dema.sobis.com=
Andrew Miller <supplier@demo.sobis.coms=
Andrew Miller <supplier@demo.sobis.coms=

Subject
New Notification created tor EUDTUE - Corrode

Lieferengpasse, Change Request

RE: Kuantan SOB/MEW/00221: Bitte um Termi
RE: Kuantan SOB/MEWI00218: Documents fol
Kuantan (Supplier) ROL/SOB/00021: Docume
Kuantan (Supplier) ROL/SOB/00020: Docume

(&) 1 document selected 2020 16:57
[] 19.05.2020 14:51

0600.30 Civil

0600.40 Electrical
0600.50 DSC & Instrumentation | || 19.05.2020 14:49
0800.60 Documents from Supplie | [ ] 19.05.2020 14:49

Mario Miiller smueller@demo.sobis.com= Bodenanalyse fiir Projekt Leuna

Wario Miller <mueller@demo.sobis.coms= Statische Unterlagen fur das Projekt “Leuna”

Mario WMiiller =mueller@demo.sobis.com= Technische Anforderungen kénnen nichtvollst

1200 Custorner Training < >
1200 Internal Training f Page 1lofg| b Ml & Entries 1-30 of ~ 245 (1 selected) Entries perpage 30 v
RE: Kuantan SOB/MEW/00218: Documents for approval ¥
Click here to report selected mail to application administrators -~
Subject: RE: Kuantan SOB/MEW/00218: Documents for approval
From: Ali Farrad < customer@demo.sobis.comz
To: Annzbel Degler <project.manager@demo.sobis.com=
/= Comments and Improvements.pdf (81.22 KB) &,
< >
(] Views Documents are rejected. Please regard our comments.

Personal Maibox

g Project Maibox Kind regards,

During the filing process PIRS detects whether or not the e-mail that you are filing is a
response to an e-mail sent from PIRS. This means that if an external replies to an e-mail that
was sent from PIRS and you are then filing this reply in PIRS via Drag & Drop, PIRS will
recognize the relation and file the mail accordingly. This is also reflected in the then available

correspondence thread, compare with the following screenshots.
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= PIRS 3.21.4 - Kuantan

All Correspondence |£] Dashboard || 4] 0200.10 Project Organi... B Personal Mailbox '*
] All Documents Folder: INBOX v | Load: All v | (ZReload | |~ File selected E-Mailis) » 4 Clear Filters
7 Favourite Folders %X (#) || pate ~ Eom Subject
(50000 Offer & Sales 21062021 08:48 supplier@demo.sobis.com RE: Kuantan SOB/ROLID0049: Re: Anmeldung Verzug

0100 Contract
v 0200 Project Management
0200.10 Project Organization I}

[ 16.08.202116:13
06.2021 21:22

abell Degler =projectmanager@demo.so... MNew Action ltem created: AIDD045 - Prifen vor WF Start

mcallister@demo.sobis.com Progress Report

0200.20 Project Plan mcallister@demo.sobis.com Mo access to construction site
0200.30 Commercial Managen & 1 t:lncumantselectedl_zu supplier@demo.sobis.com Kein Zugang zur Baustelle
0200.40 Travel Guidelines [1 14.06.202121:19 supplier@demo.sobis.com Lieferengpésse, Change Request und Rechnung
0600 Engineering [7] 09.08.202105:13 project mailbox@demo sobis.com Error while delivering correspondence
1200 CuslumerTre.nmng |: 09.06.2021 05:13 projectmailbox@demo.sobis.com Error while delivering correspondence
1200 Internal Training —
[] 07.08.202121:13 projectmailbox@demo.sobis.com Error while delivering correspondence
|: 07.06.202121:13 projectmailbox@demo.sobis.com Error while delivering correspondence
J |: 07 062021 21:13 project mailbox@demo sobis.com Error while delivering correspondence
[ n7nRann1a4:43  sesin ot mailhav@dama rakic sam Crrarwhila daliuaring aarrarnandnnes
All Correspondence |i] Dashboard || 7] 0200.10 Project Organi... * = Personal Mailbox
| AllDocuments [-Icomespandence || | |Documents | = Activity Stream
| 7] Favourite Folders HIX 2] | CgNew E-Mail + [gReply with history +
[55/ 0000 Offer & Sales - )
0100 Contract [’ pate - Type & Subject
v 0200 Project Management [ 21.06.2021 09:48 E4 L= RE: Kuantan SOB/ROL/00049: R_..
0200.10 F'roj.ed Organization E 01.06.2021 15:49 I:I T B/ROL/OOD4S: R...
0200.20 Project Plan ] 01.06.2021 15:48 E4 (| thread
0200.30 Commercial Management ] 01.06.2021 14:27 = . "
0200.40 Travel Guidelines 5
e [ 01.06.202114:19 [ & Anmeldung Verzug And
0G00 Engineering
] _4RN42094 4490 (=1 I e
[ Dashboard || (] 0200.10 Project Organi... | Personal Maibox () Correspondence - ROL/SOB/00039 '*

|- Display as thread | \-) Display by timeline

m] Andrew Miler <supplier@demo.sobis.com=> 01.06.2021 14:19
ROL/SOB/00039 - Anmeldung Verzug &
Sehr geehrte Frau Degler, aufgrund von Corona bedingten Ausfallen, ist es uns leider nicht maglich die
Abgabefristen fiir die vertraglich vereinbaren Dokumente einzuhalten. Die Liste der betroffenen Do

Annabel Degler <project. manager@demo.sobis.com= 01.06.2021 15:48
SOB/ROL/00049 - Re: Anmeldung Verzug

Zur kenninis genommen Mit freundlichen Griifien / Kind regards Annabell Degler Project Manager EMMA
Engineering GmbH T: +49 621 1228 5605 F: +49 621 1228 5695 Annabell.Degler@emma.com XING | LinkedIn
|

m] Andrew Miler <supplier@demo.sobis.com= 21.06.2021 09:48
ROL/SOB/00042 - RE: Kuantan SOB/ROL/00049: Re: Anmelcﬁng Verzug

Guten Morgen Frau Degler, Bitte priifen Sie unseren neuen Terminplan. Beste GriiBe Andrew Miller From:
Annabell Degler Sent: Dienstag, 1. Juni 2021 15:49 To: Andrew Miller Subject: Kuantan SOB/ROL/00049

Please be aware that an email can only be filed this way, if the sender as well as the recipient
contact is listed within the PIRS address book with a correspondence code. Otherwise PIRS
will not be able to create a unique correspondence code, which is one of the mandatory

requirements to file and store an email in PIRS.

If PIRS is not able to assign a correspondence code to the sender or the recipient, either

because the sender or recipient is not known to PIRS, the email address is used for several
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different contacts within the PIRS address book or the contact within the PIRS address book
does not carry a correspondence code, you will receive a notification which might look like
this:

- - 15.06.2020 14:19 supplier@demo.sobis.com Lieterengpasse, Change
anicaf .
x| IEWIC
ical @ E-Mail cannot be filed via drag & drop. ROL
& Insi . ROLS
el Details: boieid
m-.:n. 1 "Mario Miiller" <mueller@demo.sobis.com> is not available in Address Book or does not have [olek
rainin a default correspondence code
ning m

Fix issue(s) above or use the Filing Wizard to file the E-Mail(s).

i

Subject: Bodenanalyse fiir Projekt Leuna

Prevent Duplicates

Every mail files via drag & drop will also be checked regarding its subject and content to
ensure that the same mail has not been filed already. In case there is a conflict,
meaning that the mail has already been filed, you will be notified about a possible

duplicate.
Personal Mailbox 2!
Folder: Moved to\PIRS Firs v || Load: last 1 day ¥ Reload File selected E-Mail(s) ~
Date From
26.09.2021 11:26 am

@ E-Mail has been already filed.
To open the filed E-Mail, click ‘Open’

Open Cancel

s

You will still be able to file the mail.
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4.1.5.5 Autofiling

= PIRS 3214 - Kuantan

[E5) All Correspondence || Dashboard
| All Documents {5 Add widget.. [
[ Favourite Folders ek

5 0000 Offer & Sales RamlAckiilyafilan

0100 Contract

Ann
0200 Project Management Prii
0600 Engineering .f
1200 Customer Training
1200 Internal Training v/
Anr
‘ lter
Re
vd
Ann
- Dot
WViews
&l orl
Personal Mailbox .
(3 Project Mailbox ] Page
i# Controling and Reporting
] Address Book

PIRS offers the option to auto-file mails that are sent to the project mailbox. As described in
previous chapters, a general mail account (e.g. a project mail account or a mail address used

for receiving invoices) can be integrated in every PIRS project.

For this mail account, you are also able to set up auto-filing rules.

Malils received in your project mailbox can e.g. be filed to specific folders based on the subject,

sender or content of the mail.

In addition, these rules can also cover the sending of a natification. So, if for example set up a
rule that all mails containing the reference "invoice" should be files in the folder "Invoices" and

then the project secretary should be informed, the mail rule can cover all steps.

The notification content can of course be defined by you. | could look like this:
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Dear Project Member,
following mail in the project mailbox of project “Engineering Project” has been filed by the Auto Filing Service.
From: Denis Meyr

Subject: Lifecycle of Rotation Cube
Ref. No.: ABC/SOB/00024

You can open the mail by clicking on the link: Open Mail

Best Regards,
PIRS Auto Filing Service

During the auto-filing process PIRS detects whether or not an e-mail that will be filed is a
response to an e-mail sent from PIRS. This means that if an external replies to an e-mail that
was sent from PIRS, the autofiling process will recognize the link and file the mail accordingly.
This is also reflected in the then available correspondence thread.

Please contact your PIRS Service Desk to learn more and to activate, as well as set up PIRS
autofiling.

4.1.6 Correspondence Thread

In all correspondence views there is a column headed with a speech bubble symbol ( = ). Ifa
correspondence document is marked with this symbol, it indicates that there is a
correspondence thread. This means that there are other correspondence documents that are
linked to this document e.g. as a reply or a forward.

%] Dashboard || (& All Correspondence '*

[-g Mew E-Mail - [gd Reply ~ [l Forward ~ =0 Distribution List = 7 More -

—
[l Date + Type & | oo | subject Folder
|:| f 03022014 . E-Mail {2 | Fw: Offer for your Change Reguest from0... 000020 Correspondence Customer
|:| Lf 03.022014 ... Letter & Offer for Change Reguest A32 0000.20 Correspondence Customer
|:| f 03.022014 . Library tem Winutes of Meeting PM 0200.10 Project Organization
[ 15 17.01.2014 ... Transmital 2 | Document for Approval 0600.20 Mechanical
|:| f 17012014 . E-Mail & {3 | Meseting request 0500.20 Mechanical
O ¢ 17.01.2014_.. E-Mai 2 | Re: Meeting request 0600.20 Mechanical
|:| L 17.01.2014 ... Comment & {2 | Official Comment - Documents are approve...  0800.20 Mechanical
|:| 13.01.2014 ... Comment & {2 | Official Comment - Documents are rejected 0500.20 Mechanical
|:| Lf 10.01.2014 ... E-Mail Redundand Pump for max. availability 0200.10 Project Organization
] ¢ 20.22013.. Comment \.iJ Re: Document for approval 060020 Mechanical

In order to display the whole correspondence thread you simply need to click the speech
bubble displayed in the row of the respective PIRS document. A new tab will open, showing
the entire correspondence linked to the selected document. By default the view will display an
illustration of the correspondence as a thread but, as indicated in the following screenshot, you
also have the option to display the documents according to the timeline that they were created

in.
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[=7] pashboard || '3 Correspondence - SOB/MEW /00071 | *

l k- Displﬁas thread ] .- Display by timeling

Annabell Degler <Annwgler@sobis.oom> ™~ 28.01.2019 11:59
SOB/MEW/00071 - Documents for your approval
Dear Mr Farrad, please find enclosed the documents for your approval. We would ask you to send us your
comments and/or approval notice unti the defined required response date. Mit freundiichen GriiBen

Andrew Miller <customer@demo.sobis.com> 15.10.2013 09:15
Sent by: Annabell Degler <Annabell.Degler@sobis.com>

MEW/SOB/00047 - Documents are rejected with comments

[# Dear Mrs Degler, please finde our comments attached. Andrew Miler MEW - Ministry of Electricity and Water Civil
Engineering and Energy (CE) Main Road 34 5689 Kuwait City Tel.: +89 2356895 Fax: +89 23

Annabell Degler <Annabell.Degler@sobis.com> 28.01.2019 12:08

SOB/MEW/00072 - Re: Documents are rejected with comments

[# Dear Mr. Miler, thank you for the quick reply. We wil rework the documents and send new revisions within
the next 14 days. Mit freundiichen GriiBen / Kind regards Annabell Degler - Projektmanagerin V

Furthermore you will have the opportunity to access the content of each listed document by

extending the respective content field included in the display of each document. The attached
files can also be open out of this view by simply clicking the attachment symbol 4

In case a correspondence was sent by someone else and not the author himself, you will also
be able to track that information within the correspondence thread (regard the marked area in
the screenshot above as example).

4.1.7 Correspondence Preview Pane

For each PIRS correspondence view and correspondence module on folder level, PIRS offers
the option to preview the listed emails, library items, comments, transmittal silps or letters. The
preview can be collapse, if it is not need and expanded again at a later time.
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B ashboar orrespondence
(=] Dashboard | (& All C d *
g New E-Mail - [ Reply ~ [ Forward - & Distribution List - L}}’ More -
[ subject From Date Type i |
Documents for approval Erica Murphey <erica.mur... 15.01.2014 ... Transmittal [ | il
[] comment Damian Bartuska <custo...  15.01.2014 .. Comment i El
[] Missing monthty reports Andrew Miler =customer...  15.01.2014 ... E-Mail g
|:| Minutes of Meeting menthly PM meeting Ali Farrad <=customeri@d...  15.01.2014 ... E-Mail i
|:| WMeseting request Ali Farrad <customeri@d...  15.01.2014 .. E-Mail g
|:| Documents for your approval Erica Murphey <erica.mur... 14.01.2014 ... Transmittal i
[] Request for Meeting Jeanette Schmitt <claimm... 20122013 ... E-Mail g
|:| Change Order Request Adrian Kessler <project. .. 19122013 .. E-Mail i
|:| Re: Progress Meeting and vour request... Al Farrad <customen@d... 03.122013 ... E-Mail g fe
[] Meeting Erica Murphey <erica.mur... 05.11.2013 ... E-Mail g -
P LIL ! k
r ™
Page 1lofa| b Bl | & Entries 1 - 80 of ~ 183 = Entries per page 80 v
S0B/MEW /00048 - Documents for approval #l¥
Subject: SOB/MEW /00048 - Documents for approval - i
From: Erica Murphey <erica.murphey @sobis. com = (COHEPSE or Expand PFEVIEW]
To: Ali Farrad <customer @demo.sobis.com= 3
Dear Ali,
please find enclosed the documents for your approval. Please send us your comments and/or
approval notice until the defined required response date.
Viele GriiBe / Kind regards
L Erica Murphey -)

All text seen in the preview can be marked and copied.

Preview pane in personal and project mailbox

Besides the preview function for the PIRS correspondence, you have also the option to

preview your personal and the project mail that hasn't been uploaded to PIRS yet.

With the views "Personal Mailbox" and "Project Mailbox" you are able to enter your personal
mail-file or the project mail file in case your project has a general mailbox. These views allow

you to access all the folders in your mailbox, therefore giving you full access to all your emails.

The preview pane in the bottom of the view enables you to take a look at the content of each
mail you select in the grid. Since the PIRS release 2.3, you are able to mark and copy any text
shown in the preview pane such as the subject of the mail. Furthermore you are now able to
open any attachment of the selected mail from the preview pane. Therefore you won't have to
upload an email to PIRS or enter your personal (or project) mailbox before you are able to

access the files in the attachment.
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if Favourite Folders 2¢/[ % 2/[+]| || k] Dashboard || [/ Personal Mailbox *

F—j, Views —'| | Folder:| Demo Folder w »‘E“‘ Refresh (from server) -__J File selected E-Mail(s}) -

4 =] My Correspondence < m | v
& Received
j Drafts Date « From Subject
& Sent 15.10.2013 09:15 Adrian Kessler <project. manager@demo.sobis....  Calculation for Change Order -
=g 2EN

15102013 08:15
15.10.2013 09:15

[[E Wy Documents
4 | Favourites

EOoOoO

=71 Correspondence 5.10.2013 08:15
/= | Documents 0780.2013 16:40
£ contacts 10.09.2013 17:40

g Contact Groups
“ P 10.09.2013 17215

Andrew Miller <customer@deme. sobis.com=

Ali Farrad <customer@demo . sobis.com=

Adrian Kessler <project. manager@demo.sobis.. ..

Ali Farrad <pirs.testuseri@sobis. com=
Max Mustermann <pirs.testuser@sobis.com:=

Ali Farrad <pirs.testuser@sobis. com=

Documents are rejected with co...

Re: Request for a meeting

Progress Reports

Delay of material delivery

Documents can not be approved... |E

RE: Kick Off Meeting

.|:Lf. Companies

4 5] Approval Workflow
sawMy workflow documents [4 4 | Page 1lof1| B Kl .fE‘ Entries 1 - 13 of ~ 13 | Entries per page| 60 | v
@ WMy approval required

10.09.201317:15 RE: Offer for your Change Regu... -

e

Ali Farrad =pirs.testuser@sobis. com=

(&5 All Correspondence ‘| Re: Request for a meeting @)%
_IAII Documents Sublect M k d t t o
o ) ubject: 1'_ ark and copy tex
P Search w'_th'” project From: Ali Farrad <customer @demo.sobis.com > ¥
1| Recycle Bin To: Annabell Degler <Annabell. Degler @sobis.com> = |
4 {3 Mailbox o 10560925.gif (17,95 KB) o7 10257205.jpg (3,7 KB) 7 10976174.0if (2,28 KB) | &
- Personal Mailbox ) _
= Project Maibox &/ 10373623.ipg (4.2 KB) @ [ click to download file - 10257205 jpg

Dear Mrs Degler,

my secretary will get back to you as soon as possible.
Mit freundlichen Gruen / Kind regards,

Ali Farrad

4.1.8 Correspondence received via Distribution Lists

As described in the chapters above you are always able to send or receive a PIRS
correspondence or document using the distribution list feature. When you create a distribution
list PIRS sends the link to the selected PIRS item (correspondence, document, contact or
company file) alongside with your comment to the recipients. With the Distribution List History

you can track and trace all sent distributions, the recipients and the made comments.

Since the PIRS release 2.4 you are also able to take a look at all the distribution lists you

received and quickly access the PIRS items that were distributed to you.

if Favourite Folders v2/(%|(#](+]| || = Dashboard & My Correspondence [ Received (Distribution List) *
(] Views =1 ) Distribution List = More - fe]
4 =] My Correspondence
& Received [T Distribution ListDate... &  Title / Subject / etc., MNotes Distribution List From
= -
l& Received (Distribution List) ] 15.01.2014 &  Document for PRS training F1 Ali Farrad =customer@demo.zobis.com
u/ﬂ Drafis b ] 21.11.2013 Progress Reports Hallo Annabel, gine ... Jeanette Schmitt <claim. manager@dem
& Sent D 01.10.2013 & Internal monthly meentin...  For your Information...  Ali Farrad <customer@demo.sobis.com
[Emy Documents ] 18082013 & Kickoffmeetng-MOM  FYI Al Farrad =customer@demo.sobis.com
Wy Action tems .
v/ Fy ) ] 11092013 &  Internal monthly meentin...  FY1 Michaela Heppner <doc.controller@den
4 avourites R )
[7] Correspondence |:| 02.09.2013 J Water pump alpha - fiter Dear customer, plea... Al Farrad <customer@demo.sobis.com
[=] Documents [C] 02082013 &  Document for PRS training FY1 Jeanette Schmitt <claim manager@dem:
& Action tems D 05.07.2013 & Offer for Change Regue... FYl Andrew Miller <customer@demo.sobis.
E Contacts ] 05.07.2013 & Documentation of our Ki... For your Information Jeanette Schmitt <claim.manager@dem

The view "Received (Distribution List)" displays all the PIRS correspondence, documents or
other items that were sent to you using a distribution list. The grid also shows you the sender
and the comments (Notes) that were included. All listed PIRS items and their attachments can

be opened from this view.
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4.1.9 Sending encrypted E-Mails

Starting with Release 3.0 it is possible to encrypt e-mails that are sent from, or received in
PIRS.

The standard used to encrypt e-mails is "S/MIME". If you like to send an receive encrypted e-
mails you first need to ensure that all involved parties have a S/IMIME public key infrastructure
available. It is required that all e-mail recipients own S/MIME certifications and all e-mail
clients support S/IMIME encryption. Contact your IT administrator or check with your project

manager to ensure those requirements are met.

Send encrypted e-mails

In order to encrypt an e-mail sent from PIRS, the system will use the public key of the
recipient(s) which must be stored in the contact record(s) within the PIRS project address
book.

The encryption is performed during the sending process. The PIRS e-mail which is stored
within PIRS is not filed as encrypted document since the access to PIRS is secured and all

PIRS users should be able to read e-mails they have access to in PIRS.

Should a public key for one or more of your recipients not be available (no public key stored in

their PIRS contact), the e-mail will not be encrypted for any of the recipients.

Upload a public key to contact records

To store the public key of your recipients open the respective contact in the PIRS address

P Moe «| = Public Certificat
book and select the =~ ™ ™| option in your tool bar. Go to U g

. Attach file...
and click & acth e

. You are now able to select the public key file of the recipient from
your local disk or the respective server within your IT infrastructure. The file format must be

consistent with a ".cer" file.

[=] Dashboard || & Contacts £ Contact - Adrian Kessler *

a Save 0 Close Orgahise - |f More - |

(5] Public Certificate & Attach filg...
First Narme: h E-Mail: project.manager2 @demo.sobis.com
/~| Create POF
Last Marfie: Default Corr. Code:  SOB 7
v

-

lg] Show Url for this document

Companjy: = Office PHone: +49 621 329 1228 5600
|4 Show access...

Contact|Type: ) show document log v Mabile: +49 621 329 1228 5600

Address| Boveristrasse, 22-31 Fax numper: +49 621 329 1228 56095

683209 Mannheim, Germany, BW
Country: Germany "

Public Certificate:

Receive encrypted e-mails
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An encrypted e-mail received in your personal mailbox can not be decrypted during the import

process into PIRS. Only encrypted e-mail received in your project mailbox can be decrypted

during the filing process.

Therefore, all incoming encrypted mails must be sent to the official project mailbox, otherwise

they cannot be decrypted if filed.

During the filing, the received e-mail is decrypted using the private key of the project mailbox

and is then stored in PIRS without encryption.

Encryption cycle with PIRS

Address Book

Max Mustermann

) public.cer
&

PIRS Application

To: Max Mustermann

Subject
Body:

Reply

To: PIRS Project

Subject:
Body:

Project Settings

imap.private.certificate

J) private. pfi

1. Public key is used to
encrypt message before
sending.

2. Encrypted mail is sent
Recipient must have a
private key in his personal
mailbox..

3. Recipient can reply or
sent a new encrypted
message to Project Mailbox
if mail client:

- supports SMIME

-has installed the public
key of PIRS Project

Mail

To: Max Mustermann
Subject )
Body: [

Reply

To: PIRS Project
Subject 7y
Body. [

I
Project Mailbox

5. Mails within PIRS are not
encrypted
4. Private key from project

settings are used to decrypt
message during filing

4.1.10 Correspondence Follow Up

In certain cases, e.g. when receiving an e-mail with an attached invoice or claim or a customer

request and so on, it might be important to have a system supported follow up option, which

will allow you to define a responsible, a follow up date and maybe also a status.

For these cases we offer the optional follow up tab. This tab can be activated on demand and

if required, you can also change label names and/or add additional fields within the tab.
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(88 Al Correspondence [i£] Dashboard | [-4] 0200 Project Management */| [E5] E-Mail - BEW/SOB/00003 *

| All Documents = ~
[Hsave [ Close [gForward » j Delivery Options | [JFile from... » ) Distribution List + | Organise » _/”More +

'Y Favourite Folders ¢l X2
[5& 0000 Offer & Sales From: Tom Mc Allister
0100 Contract
| 0200 Prajsct Hanagement To: Annabell Degler <project. manager@demo.sobis.com> % X v
0200.10 Project Organization cc: -
0200.20 Project Plan
0200.30 Commercial Managemer Bec: v
0200.40 Travel Guidelines Doclink: -
0600 Engineering
1200 Customer Training Subject™: Mo access to construction site
71200 Internal Training J Ref. No.®: | BEW/SOB/00003 S Folder®: 0200 Project Management w7
Classification: v
Body | Attachments (1) | Posty | Follow Up | Access
Font Family = Font Size ECRE RN R R iE «
vaby . | i
< | [l = B & |vm
[E] Views A
| Personal Mailbox Good merning Annabell,

Project Maibox
S d ‘We arrived at the site this morning as planned at 7:30 with the whole team. At 10 o'clock we expect the first delivery and this

{4 Controling and Reporting afternoon the excavator and the crane should come.

() &ddrace Bank

[=7] Dashboard | [55] 0200 Project Management -] E-Mail - BEW/SOB/00003 =
BSave ﬂclose @Fomard - 'j‘DeHvery Options |_I|Fi|e from... = C}D\stribution List » |- Organise v = More =

From: = Tom Mc Allister

To: Annabell Degler <project.manager@demo.sobis.com> X X v
Cc:

Bee:

Doclink:

Subject™:  No access to construction site

Ref. No.*: | BEW/SOB/00003 ~ Folder®: 0200 Project Management 7

Classification: >

Body | Attachments (1)} | Posts | Follow Up | Access

Reply required until: 31.08.2021 03
Status: Open 7
Responsible: Jeannette Schmitt .

Field values are selected in edit mode and maintained within the PIRS administration.

Don't hesitate to get in touch with your PIRS responsible or the SOBIS service desk to learn

more about your options to use custom fields within PIRS correspondence.

4.2 Documents

All Meta Data about a document such as the document number, document title, status or
revisions can be stored in PIRS documents together with the respective documents (e.g.
technical drawing, specifications, maps etc.). In addition and to prevent any loss of information
during the various processes of a project, the original document e.g. a technical drawing can
be attached to the each revision of the PIRS document.

Depending on the kind of document you would like to store within PIRS, you can choose the
appropriate document type which is one of the value fields within the PIRS document header.

The document types to choose from can be modified and extended by your PIRS
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Administrator. Following, the creation process of a PIRS document as well as the transmitting,

commenting and revising of PIRS documents will be explained in detail.

421 Create new document

There are two different options to create a new document depending on the view you are
currently working in. If you are currently within a correspondence view e.g. the
correspondence view within a certain folder as illustrated in the first image below, you first
need to click the small arrow head on the right hand side of the new e-mail action and then
select the option "New Document".

Should you however already be working within a documents view you will be able to directly

click the "New Document" option as indicated in the second of the following images.
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Dashboard || ] 0600.20

|E| Correzpondence | ‘| Documents

I3 Mew E-Mail - |Cg Reply - [3] Forward - &4 Distribution List -
g New E-Mail & O Subject
Mews Library tem ent 'I;J Fw: Re: Document f
¢y New Letter mittal '-__J;J Document for Appro
Mew Transmittal Slip ‘? IJ:J Meeting request

Y3 Re: Mesting request
ent & o Official Comment - D
& o Official Comment - D

L4 New Comment

File from Personal Inbox | |Ent

LI
&= File from Project nbox BNt "2 Re:Document for af
mittal W Dincnment for approv
Mew Document 2 Mew Document ments are appr
o |J_-| Import Documents ments for your
] 77 04122013 . E-Mai Meeting
il <% nd 17 213 Tran=zmittal Nncuments for woor

Dashboard || = 0600.20 Mechanical '*
[ Correspondence || | Documents

|| g Mew Document = |0 Distribution List + . More =

g NewE-Ma @  Revision
New Library tem & A
& MNew Letter ing plant - plastic @ A
2 ti A
Mew Transmittal Slip coating et
t - metal & A
L4 Mew Comment
* A
[ File from Personal Inbox & B
E File from Project Inbox ton site & A
Flectrical
NEW DI]I:IJITIEI'It P NEW Dncument
&6 New Revision 7| Import Documents
] 7% Turbine Ther C248 ® A

In both cases, you can also choose to upload documents using an excel file. To learn how to

upload documents refer to the chapter Import Documents.

4.2.1.1 The document header

The layout of the new document is similar to the layout of correspondence files. The header
bears all important general document information such as its title, type and folder while the
content tab structured underneath contains all document details. Following table will briefly

explain all header fields and their supposed values.
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23] Dashboard

| 0600, 20 Mechanical g New Document &

a Save e Close Organise -

Title:

Doc number:
Valid:
Status:

# Field-
Name

1. Title

2. Doc
number

3. Valid

4. Status

5. Revision

6. Folder

7. Type

1. | Enter the title
2. | Select or enter the document nur | Revision: 4, | select ravision o

@ Yes MO Folder: 5.  0600.20 Mechanical b
3, Select the status hd Type: ﬁ Select type hd
Description

The title field allows you to allot a short subject matter to the document that will
help to grasp the purpose of a document without having to open its content.

Unlike the reference number which is created automatically the document
number can be entered manually, chosen from a list that offers company
specific code combinations or created with a step by step selection.

The valid field is set on yes by default since it is most likely that no new
document will be created that would already be invalid. Of course the document
can be set on invalid at any point, but usually it is custom that a document
becomes invalid as soon as a new revision of the document is created. For
more information on the validation process of a document and its revisions
please refer to the chapter "Create new revision".

Generally a document will pass through various statuses during the course of a
project, e.g. "Draft", "Send to customer", "Approved by PM" etc. The number
and values of the statuses provided as selection in this field is set by your
company and therefore customized to fit your needs.

It is custom that a document runs through more than one revision. Customers
might have change requests or, due to changes in the project, a document
might have to be adjusted. To insure that all changes can be traced, tracked
and if necessary reversed with each modification a new revision must be
created. The numbering (e.g. from 1 to 99) or lettering (e.g. from A to H)
standard is also set by your company to reflect your customs.

As mention in earlier chapters each file stored or created within PIRS must be
allocated to a specific folder. In case you have created a new document out of a
folder, this folder will be automatically selected as allocation; otherwise you
need to select a folder manually.

Similar to the status field the type field value is being provided by your company.
The type value will help you categorize the different documents and later also to
filter the documents more easily. Type can be for example "Drawing", "Offer",
"Order", "Specifications" etc.

Since the document header contains the most important and essential information, its content

will be displayed centrally in read mode as well.
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|=22] Dashboard Document - SOB_CCM_GEC_FC_002 - B '*

[ Edit ﬂCIose QDlstrlbutlon List = Organise = " More =

o+
U

Layout Platform - Staircase left [

Doc Number SOB_CCM_GEC_FC_002 Revision B
Valid Yes Folder 0600.20 Mechanical
Status A1 Draft Type Drawing

Attachments (2)
Details
Customer & Supplier

Correspondence

0HEBHH

Revisions (2)

Doc Mumber Revision Valid Title
SOB_CCM_GEC_... A L] Layout Platform - Staircase left
SOB_CCM_GEC_... B ] Layout Platform - Staircase left

B workflow - Approval Config for General Engineering (Revision 4)

4.2.1.2 Select adocument number

As mentioned above PIRS offers different options to select a document number. Depending
on the PIRS settings chosen by your company you will either have the option to enter a
document number manually, select a document number or have it generated automatically
based on other field values that you are required to enter. When entering the number manually
you are able to assign a special document number. If you use the PIRS document numbering
wizard you can pick a code combination that is predefined as a standard within your

company.
42121 Select a document number using the Document Numbering Wizard

In order to select a document number click the arrow head symbol . Depending on your

company setting one of the two possible selection windows will appear.

The first option will display all code combinations available to you. By clicking the category
columns you can sort the content of the respective column and as you can see in the following
image, the doc number that will be entered will be presented to you in a preview. The
categories are company specific and can represent your different departments, teams,

geographical regions etc.
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|| PIRS - Document Numbering Wizard

Category 1

CCK = Contract ...
CCM = Confract ...
CPE = Client Proj...
CPE = Client Proj...
CPE = Client Proj...
CPE = Client Proj...
CPE = Client Proj...
CPE = Client Proj...
CPE = Client Proj...
CPE = Client Proj...
CPE = Client Proj...
CPE = Client Proj...
CPE = Client Praj...
CPE = Client Proj...

MOE — "licnt DOrai

Page

* (Category 2
CCH = Contract ...

ESW = Weighin...
ESW = Weighin...
ESW = Weighin...
ESW = Weighin...
ESW = Weighin...
ESWY = Weighin...
ESW = Weighin...
ESW = Weighin...
ESW = Weighin...
ESW = Weighin. ..
ESWY = Weighin...
ESW = Weighin...

ECiAl — 1Alainhin

1lof4| b+ M

C =Concept ...

Category 3

FM = Megetiation. ..
FM = Megetiation...
FM = Megotiation. ..
PG = General (o...
PG = General (o...
PG = General (o...
Pl = In=tallations...
Pl = In=tallations...

Pl = Installations. ..

PL = Layout plan
PL = Layout plan
PL = Layout plan
PP = Piping plan
PP = Piping plan
PP = Piping plan
DO - Dainfarca

i‘.\',‘_l

() select

Categaory 4
1.0
20
3.0
1.0
2.0
3.0
1.0
2.0
3.0
1.0
2.0
3.0
1.0
2.0
3.0

4.

Entries 1 - &0 of ~ 250 | Entries per page 20

3 cancel

#
el
~

Document Mumber
S0B_CCM_GEC_FN_00A

S0B_CCM_GEC_FN_002
S0B_CCM_GEC_FN_003
S0B_CPE_ESW_PG_001
SO0B_CPE_ESW_PG_002
S0B_CPE_ESW_PG_003
SO0B_CPE_ESW_PLOM
SOB_CPE_ESW_PLD0Z
S0B_CPE_ESW_PL003
S0B_CPE_ESW_PL_D0M
S0B_CPE_ESW_PL_D0Z
SO0B_CPE_ESW_PL_D03
SO0B_CPE_ESW_PP_00M
S0B_CPE_ESVW_FP_D02
SOB_CPE_ESW_FP_D03

WOMR CDE FOA D0 g

A

b

As a second option, the numbering wizard will display the categories as a separate pick lists.

Here you can select a value for each category, step by step. The final document number is

also shown in a preview.

|1 PIRS - Document Numbering Wizard

Category 1:
Category 2:
Category 3:
Category 4:
Category 5:

Document Mumber:

CCM = Contract commercial management b

GEC = Concept design

CR = Approval to Release

1.0

S0B_CCM_GEC_CR_001

/ & ok

a Cancel

In both selection options, the Document Number used by the Document Numbering Wizard

will be based on the category combination that you select. The number can consist of the code

combination indicated by the categories and it is also possible to include a general prefix as

displayed in the examples above where the prefix "SOB-" has been set up. But the number

could also have no visible connection to the chosen category combination and consist of any

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.

S©BIS

Page 86 of 349



SOBIS | PIRS SQ BIS

number and/or letter combination used by your company. For both options all available

document numbers must be uploaded and stored in PIRS.

The number of categories offered to choose from depends on your company specific
requirements. Should the code combination that you require not be within the displayed

options, please contact your project manager or our PIRS service desk.

Furthermore, there is a third option, which is very similar to the step by step selection. Here,
you will also pick the categories according to the respected document requirements. The
wizard will generate the document number based on the selected categories plus an
automatically generated sequential number. For this selection option it is not necessary to
store all available document numbers because they are generated according to the category

selection and distinguished by the sequential number.

421.2.2 Generate Automated Document Number

PIRS can generate a document number based on meta information you are required to enter

prior to saving a new document.

In case your company has decided to have document numbers generated automatically, the
field "Doc Number" will not be editable (regard the following screenshot).

[=]save B3 Close Organise -

Title™: Enter the title

Doc Number™: [computed]

Valid: @ Yes O No

Status™: Please select the status
Attachments | Detais Custorner & Supplier || Workflow Revisions || Correspondence Access
) Add

[ File =

All mandatory fields marked with * symbol need to be filled. Some or all mandatory fields will

be used to compute a unique document number.

Once all mandatory fields contain a value, you can save the document. During the saving

process the document number will be generated and assigned to your document.

4.2.1.3 The document content

42131 Upload your files to PIRS
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The actual document (e.g. a technical drawing, once in PDF format to send to the customer

and once in CAD format to continuously edit the drawing) can be attached to the PIRS

document either by using the "add" button in the attachment content tab or via drag and drop.

%] Dashboard

|=| 0800 Engineering

[=l save €3 close () Distribution List -

Title™:

Doc number®:
Valid:

Status™:

Tube

YGT_CPM_GE-_PD_004

@ Yes

) No

10. Draft

Attachments Details

@Egdd ¢
| Add file

Customer & Supplier

Document - YGT_CPM_GE- PD 004 -D *

Organise - ,J’«j' More -

b Revision™*: D
Folder™: 0600 Engineering
v Type*: Drawing

Revisions Correspondence Posts Access

Added on Used in these documents. ..

%] Dashboard

[=] save € close ) Distribution List -

Title™:

Doc number®:
Valid:

Status™:

Attachments

@ Add X
File «

|=| 0800 Engineering

Tube

YGT_CPM_GE-_PD_004

@ Yes ~I No
10. Draft
Detailz Customer & Supplier

Document - YGT_CPM_GE-_PD_004 - D '#

Organise - _J’r" More -

w7 Revision™: D
Folder®: 0600 Engineering
v Type™: . —_—_
I:; = v | |
Revisions Correspondence Pu:-s-'.!,_,_J: E ,%
- _I £
Drop files here to upload b
+ Copy
Added on Used in these document

In both cases the selected files will be uploaded to PIRS form your local server or your local

PC.

Besides the column "File" that will show the names of the uploaded files there are two more

columns that provide you with additional information. The column "Added on" will display the

date and time when the individual file was uploaded to this PIRS document (compare with

screenshot below).
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Attachments Details Customer & Supplier Revisions Correspondence Posts ACcess

@ Add X Delete
([ eq on Sed In these documents. ..
] Fil Added Used in these d ts

1 YGT_CPI_GE-_PD_004 D.dwa (65,08 KE & = 08.07.2015 08:08
&

]
Ol 2 J<| vGT_cPM_GE-_PD_004 D.pdf (66,08 KB} = = 08.07.201508:08

The column "Used in these documents..." shows you if a file was distributes with a transmittal
slip or commented on with a PIRS comment. In case one file was transmitted but the other

wasn't the respective transmittal slip will be displayed in only one row.

Attachments Details Customer & Supplier Revisions Correspondence Posts Access

@ Add XX Delete !

= File « Added on Used in these documents...
| YGT_CPM_GE-_PD_004 D.dwg % = 08.07.2015 08:08
I:‘ 2| A YGT_CPM_GE-_PD_004 D.pdf { & L) =" 08.07.2015 08:08 Transmittal (S0 B!rdE‘;'ﬂDDDE-%

This additional information allows you to keep track of the individual distribution of each file
attached to a PIRS document because it shows all transmittal silps and comments related to

each file individually. By clicking on the displayed transmittal it will open in a new PIRS tab.

421.3.2 Add detailed information

The second tab allows you to enter detailed information about the attached document
(compare with the image to the left). None of the fields have to necessarily be filled with a

value however. All field descriptions are listed in the following table.

Attachments Details Customer & Supplier Workflow Revisions Correspondence Access

Issue Date: 1. | System: 1. »
Total Pages: 2. Reference: 8. v
Format: 3. b WBS: 9,
Language: 4, v Activity ID: 10.
Application Code: 5. > Producer: 1.
Hotes: 6. Responsible: 12

Owner: 13.

# Field name Description
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1. lIssue Date

2. Total Paper

3. Format

4. Language

5. Application

Code
6. Notes
7. System

8. Reference

9. WBS

10. Activity ID

11. Producer

12. Responsible

Within this field you can enter the original issue (creation) date of the
document attached to the PIRS document. The issue date can but must
not necessarily vary from the creation data of the PIRS document. You can
either enter the date manually or select it form the calendar that will open

= |

as soon as you click the calendar symbol ( ) in the corner of the value
field.

Here you can enter the number of pages the attached document has.

Within this field you can store information about the document format that
might be important e.g. in case a project member chooses to print the file
and needs to know if the document has a DIN A 4 (the German regular
paper standard) or a DIN A 5 format

This field lets you enter information about the language in which the
document has been composed.

Here your company can lodge a list of keywords for certain required
components e.g. construction components.

The notes field is a free text field which allows you to enter any information
that might be of importance to other project members and that is not
provided by any of the other fields.

Similar to the Application Code field, the system field can be used to lodge
a list of keywords.

Here also reference keyword lists from your company can be stored for
you to choose form.

WBS stands for Work Breakdown Structure. Here you are able to define
which WBS should be applied if there are different standards specified in
your company or you can enter your own specifications.

In this field identification keys e.g. for different sites, locations etc. can be
lodged.

The producer is the creator of the attached document. He or she can be
internal as well as external depending on the type of document and your
company's internal and external structure.

The responsible is the internal project member who has to approve the
document and insure its quality as well as its flawlessness.

13. Owner The owner of the document represents the interface to external parties. He
is responsible for the quality and flawlessness of the document towards
the customer/supplier/partner.

42.1.33 Document Follow up information

The third tab allows you to handle, process and store follow up customer and supplier

information, which is especially interesting for the controlling department and the top

management since based on its information, performances can be evaluated.
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Attachments Details Customer & Supplier Waorkflow Revisions Correspondence Access

Doc nurmber: 2. b Doc number: 2. "
Revision: 3. » Revision: 3. >
Status: 4, » Status: 4, >
Category: 5. v Category: 5. v
Scheduled Submission 6. | Scheduled Submission 6.

Date: Date:

Penalty: T Yes @ Mo Penalty: T Yes @ No

Motes: 7. Motes: T.

# Field name Description

1. Customer / Within this value field you can select your customer / supplier who will
Supplier receive / provide the technical document form the project address book.

2. Doc number  Your customers/suppliers document number is seldom the same that your
company uses. But since your customer/supplier will be more likely to refer
to documents using his own numbering system, these fields enable you to
also store customer and supplier document numbers. It therefore becomes
possible to search a document by its customer/supplier number if
necessary.

3. Revision A document that is marked as revision A within your company can easily
be stored by your customers/suppliers under a different revision or using
another numbering system. To keep track on your customers/suppliers
development PIRS also allows you to follow your customer and suppliers
revisions.

4. Status Similar to the revision, the status of a document may vary out of the
respective of your customers/suppliers. A document listed within PIRS in
the status "Send to customer® might for example be listed still as a "Draft"
or your customer/suppliers might work with a different number and values
of statuses. This field lets you follow your customer/suppliers activities.

5. Category Within the category field a list of values or keywords matching e.g. your
customer/suppliers internal department structure or their document types,
can be lodged and displayed in the option list.

6. Scheduled This field enables you to enter the date when you have to transmit the
Submission  technical document to your customer/supplier.
Date

7. Penalty The Penalty field shows if according to your contract with the

customer/supplier a penalty is to be expected.

8. Notes Similar to any other "Notes" field you are able to enter any additional
information about customer/supplier settings that were not addressed with
the fields above.

4.2.1.3.4 Document Revisions and Correspondence tab
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The revisions tab will present you with a list of all the existing revisions for this document
which can also be accessed out of this tab. If a document has just been created there are not
yet any other revisions listed, but a newly created revision document will be visible within this
view as soon as you save the file. For more information on revisions please refer to Create

new revision.

The correspondence tab will show you correspondence files like transmittal slips and
comments that have been sent and that are linked to this document. Since this exemplary
document has not yet been send via transmittal slip this tab would be empty at this point. In
the following chapter however, all the steps of creating a transmittal slip to send documents
will be explained in detail and at that point the correspondence tab functions will also be
presented. For information on the setting of access rights available in the last content tab
please refer to Manage access rights.

422 Check-out & check-in

Document check-out and check-in is a feature that allows you to block documents you are
currently working on, in order to prevent other team members from making chances to these

documents while you are editing them.

There are two different ways to check out a document. Given that you have editor rights to the

document you like to check out, you can either check out the document:
e from within a document view

e or directly within the opened document

4.2.2.1 Check out/in adocument from within a view

To check out a document from within a view, first select the document you wish to check out,

then open the "More" options and select = S"=sf ot
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Dashboard || [Z] All Documents '*

New Document = <) Distribution List ~ | More = |
[ Docnumber « [ ] -+ & kel Predefined document actions...
I:l SECH_CPM_GE—_TC... 'ﬁ é’ Bulk change___ FORF
[F] SECH_CPM_GE-_TC.. ® ¢ |3 checkout 9 ITCHE
SO0B-17-105-001-A... @ 1 Mait
O & o Checkin -
[] SOB-17-105-001-A... @ &
[[] sOB-17-105-001-A.. @ | & "% Clear Fiters
[ soB-17-105-001-A... @ & Save Filters... FORF
17-105-001-A... @ |4 & fITCHE
& Print
17-105-001-A... @ o VALY
SOB-17-105-001-A_. @ & | /- Create FOF VALV
[[] SOB-17-105-001-A... @ & | @ Show url ) AIR €
- =M OW ACCERS. .. -}
S0B-17-105-001-4 [ & Sh ) AIR &
[[] S0B-17-105-001-A... @ & [} show log ) AIR &
[[] sOB-17-105-001-A.. @ | & | Export rent E
[] SO0B-17-105-001-A._.. @ &7 Il of M
Il Download attachments
SOB-17-105-001-A... @ o r Faill
O -
[[] SOB-17-105-001-A.. @ & | ¥ Delete raina
S0B-17-105-001-4... @ A7 raina
O = 2 Refresh
SOB-17-105-001-A... @ & & Ra
[ - .
S0B-17-105-001-A... @ & B 'y AoofDrainage & Ra
! paf
Dashboard || [E] All Documents '*
New Document - (:} Distribution List - v{b More -
[T Decnumber « [ ] & Revision W | Tite
L 1
[[] SECH_CPM_GE-TC.. @ &P A 77  SURGE TANK FOR FUEL
[[] SECH_CPM_GE-TC.. @ & A 7'  PROCESS SWITCHES In
[[] S0B-17-105-001-A... @ & A <\  Operation-and-Maitenar
[ SOB-17-105-001-A_.. @ &oA % ECMS System
S0B-17-105-001-A... @ & B <% ECMS System
L paf
[[] SOB-17-105-001-A.. @ A 77  SURGE TANK FOR FUEL
[] s0B-17-105-001-A.. @ |4 & 7'y  PROCESS SWITCHES In
[] SOB-17-105-001-A... @ & 77 AIR RELEASE VALVE A
[[] SOB-17-105-001-A.. @ 5 & B fy AR RELEASE WVALVE A
S0B-17-105-001-4... @ LS R 5
O Chedcked uut by Adrian Iiﬁsler on 09.07.2015 15:06 r
S0B-17-105-001-A... [ ] - CURMPRESSED SIH 515
i
[] S0B-17-105-001-A... @ & cC <7 COMPRESSED AR SYS
[ S0B-17-105-001-4... @ | 4 A <"+ Comoleted Parent Eauic
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Once you have checked out a document it will be frozen and cannot be edited by other team
members. All documents that are checked out, are marked with the "check-out" symbol within
the view. If you like to know who checked out a document and since when it is blocked hover
with your cursor over the "checked-out" symbol.

To unblock the document, first select the document within the view, then open the "More"

4= Checkin

options and select

Tipp
You can also mark several documents in one go and check in/out multiple documents at
oncel!

4.2.2.2 Check out/in a document directly within a document

Documents can be checked out and checked regardless whether you have opened them in
read mode or in edit mode.

To check out an open document first open the "More" options, then click

= Checkout
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:z]] Dashboard £] All Documents

[ Edit EJ Close o) Distribution List =

AIR. RELEASE VALVE AND VACUUM BREAKE
S0B-17-105-001-ALL-C-310V55 B (A.1 Draft) in 0

Attachments (2)

Correspondence

E Rrevisions
Doc number
S0B-17-105-001-ALL-C-310W55
S0B-17-105-001-ALL-C-310W35

[5 Organise - |L/’5’ More

Document - SOB-17-105-001-ALL-C-310V55-B ©

= Check out

Print

Create PDF
Show url
Show access...

Show log

=fFdddF D

Download attachments

RewisTom
@ A
@ B

=] Dashboard [£] All Documents

(5 Edit €3 % ) Distribution List =

&3]

Document - SOB-17-105-001-ALL-C-310V55 - B *

[-5 Organise - L/’:’ More -

-EAIR RELEASE VALVE AND VACUUM BREAKER PROSAVE
5

-17-105-001-Al | -C-310W55 B (A 1 Deaftl in_0A00, 20 Mechanical
Checked out by Adrian Kessler on 09.07.2015 15:40

Attachments (2)

Correspondence

E Revisions
Doc number
S0B-17-105-001-ALL-C-310VE5
SOB-17-105-001-ALL-C-310W55

Revision Title
e A AlR RELEASE |
@ B AIR RELEASE |

After selecting the document check out option, the document will be frozen and cannot be

edited by other team members. To indicate that the document is blocked by a user, the

"check-out" symbol will be displayed when it is opened in read mode. When hovering your

cursor over the symbol, PIRS will inform you who checked out the document and when it was

check out.

In order to allow your team members to edit the document again, first open the "More" options,

then click =+ “heckout

Access Rights

All team members can check-out documents to which they have at least editor access.
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Project managers can check-out all documents. In addition they can also check-in
documents of other team members. So should a document for example be blocked by a
team member who is currently not available because he is away on a business trip or on
vacation, your project manager can remove the block by checking in the document.

All document check out and check in are documented in the document log which can be
access from within your "More" options.

4.2.2.3 View "My Checked-out Documents"

To access and follow up on all your currently checked out documents, you can open the view
"My check-out documents" that is always available to you within the widget selection of your
dashboard. This view can also be added to the view section. Please contact your PIRS

responsible or service desk in case the view is missing and you would like to have it displayed
within the views.

(& All Correspondence iz7| Dashboard = My checked out documents '*

_| All Documents New Document = «) Distribufion List » |-/ Organise~

All Events ] Doc Number Revision

1
» All Action Items 1-PRE-MA-KEE-AA-003 B
Folders 1-PRE-MA-KGF-BE-002 00 g
] Views

== Activity Stream

{D Recently viewed

1My Correspondence

[ My Documents

= My checked out documents &=

+#| My Action ltems

oS

5 PIRS - Widgets *®
= Activity Stream
£T) Recently viewed
|___,| Scratchpad
, Search within project
[*7] Correspondence
w || Documents
E My Documents
-y My checked out documents
El ocuments
7 Action ltems
Favourites
~ Filters

24 Contralling and Renorfinn M

Add widget Cloze
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4.2.3 Submit documents - Transmittal Slip

|=2%] Dashboard 0600.20 Mechanical '*

[ Correspondence || | Documents = Activity Stream
|| g Mew Document viﬂ:) Distribution List + “ More ~
g New E-Mail \ o Title

E’ Mew Library ltem 7 General outline of waste
MNew Engine part - AY99¢

MNew Engine part - AY99¢

o Mew Letter I

:.j Mew Transmittal Slip
h Inventory List Mechaniczs

L4 New Comment S L
Electrical line Building B

File from Personal Inbox 7 Detailed outline of paintir

= File from Project Inbox 7 Detailed outline of paintir

[ Detailed outline of paintir

o MNew Document b 7 Map of construction side
&gy MNew Revision I Filter A73

|7 Drawing oA 7 Inventory List Mechanics

In order to distribute document(s) or new revision(s) to your customers, suppliers, partners or

co-workers, PIRS offers a special form of correspondence document called transmittal slip.

A transmittal slip provides you with many document specific features which allow you to better
maintain, monitor and process documents in collaboration with your team, throughout the

course of a project.

Following the different options of creating a transmittal slip and the features it offers will be

explained.

There are three options to create a TS:
e Create it out of a view from scratch using the "New..." actions
e Create it directly out of a document opened in read mode

e Create it out of a view using a template

Option 1:

First, mark the document(s) that you wish to send in a document view, then click the "New
Transmittal Slip" option which is presented to you as soon as you click the arrow head in the

corner of the "New Document" button, highlighted in the screenshot to the right.

Option 2:

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH Page 97 of 349
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.



SOBIS | PIRS

Select the action "New Correspondence” listed in your document action bar and click "New

Transmittal Slip" as shown in the screenshot below.

[&9 pashboard

Document - SOB_CPE_GSP_CR_001 - C

L_:Edil B Clos |[INew Correspondence = | 46 MNejv Revision  [JFile from... = ) Distribution List = |- Organise =

Staircase

Ed NewTransmmEShp

& New Comment

Doc Mumber] SUB_CPE_GSP_CR_UUT

&' More =

&
[

Revision C

Valid Yes

Status
B Attachments (1)
B Details

B customer & Supplier

A.3.2 Submitted to customer for information

Falder 0600.20 Mechanical
Type Drawing / Zeichnung

| workflow - Standard Aporoval Workflow (Revision 4)

Please be aware that this action will only be available in documents open in read mode, but

not in edit mode.

Option 3:

If it has been set up for your project, you can also use a template to create a transmittal slip.

To learn more about this option, please refer to the chapter Predefined Document Actions.

4.2.3.1 Adjust documents within TS

[=]] Dashboard

|=] save €) Close [ Send ~ & Delivery Options

| 0600.10 Overal Engine...

| From:

To:

Cc:

Bee:

Doclink:

Subject:

Ref. Mo.:

Your reference:

I__d New Transmittal Slip *

.~ Organise ~
Erica Murphey
Enter the subject
SOB/<recipieni | ™ Folder: 0600.10 Overall Engineering

Your reference dated:

Documents ‘By;/.ﬁtta chments || Access

|3 Add/Remove document(s)

[ Doc number
TMGO04476
TMG004478

1MGO04430

£
=
-

Revision @
B -
C -

-

C

';. Fill document grid...

L Remove selected document(s)

Title Status
Map of construction side B
Map of construction side C2

Transformer A4322
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A new transmittal slip that follows the same layout principals as the above introduced

correspondence files will open in a PIRS new tab.

As illustrated by the image, the previously selected document(s) are already attached to the
new correspondence file. In case you missed to select all documents that you wish to send
with this transmittal slip PIRS enables you to adjust the document list in a separate selection

window which will open as soon as you click |+ #d9/Remove documents) |

As indicated in the following screenshot, the document selection window lets you adjust your
attached documents to fit your needs. You can either move files from one window to the other
via drag and drop or mark them in one window and then transfer them to the other using the

green arrows between the two windows.

In order to search the right files you are also able to use filters which are provided within this

selection window just as they are in all other views. After you have selected exactly the

- . Update - . . .
documents you need to transmit, click « Up . The newly added files will be inserted into
your document attachments.

E '5’ PIRS - Add / Remove document(s) x
[
i
[ [ bocnumber~ Type @  Revision [ ¥ Title Status
L[] 1MG004477 Map ® B T Map of construction side C 21. Custom =
g VO INGO04477 Iap @ C Map of construction side C 14. Approve
1
{ [] 1MG004476 Map ¢ A T Map of construction side B 21. Custom
i [ 1MG004476 Map @ B T Map of construction side B 14. Approve
¢ ] 1MG004475 Specificaton & B T Turbine filter C238 10.1 Interna
VO AMG004475 Specificaton @& C by Turbine filter C238 21. Custom
I AMANNAATA Firanarinn r Y =] MAan nf ramctractinn cida A AN 4 Intmrma kv
4 n 3
Page 1lot4| b M | &2 Entries 1-80 of ~266 Entr rpage 80 v
1. Use Add / Remove [d Add | Remave ] 2. Use Drag & Drop
Transmittal - SOB//
[7] Doc number Rewision ®  Title
[T] 1MGo04476 B @ Map of construction side B
[] 1mMGo04478 c @  Map of construction side C2
] 1mcoo44z0 c @ Transformer A4322

o Update *| | €3 Cancel

4.2.3.2 Select additional document information and files
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iment(s)
Document Status ¥ Action Required R... ¢  Attachment
| [¥] Action u
[¥] Required Response Date
[E5 Columns b
= Customer Status

Supplier Status
Mo. of copies

Motes

Besides the columns "Doc number"”, "Revision", "Valid" and "Title", by default there are four

more columns in the table of the document tab. In addition, you have the opportunity to add

more columns that might be important for you (compare with screenshot).

The additional columns coincide with field values in the linked documents and will

automatically be adjusted to fit the new values which you set within the transmittal slip. For

example if a draft document has been approved internally the status of the individual

document can be adjusted within the transmittal slip. The status of the document within PIRS

will be changed to meet the new adjustments as soon as the transmittal slip is saved or sent.

Furthermore, a new "Action" e.g. "For Approval" by the customer and the expected respond

date can be set.

Documents

& Add / Remove document(s)

O

F
a
a

Doc numbe...
1-MG-EO-...
1-MG-EO-...
1-MG-EO-...

Body Attachments Posts Access
¥, Fill document grid... J{ Remove selected document(s)
Title Document Status Action Required Response ...

Revision
B
D
A

L
-
L
L

Detailed outline of painting plant - plastic
Electrical line Building B

Inventory List Mechanical Engineering

Files attached to PIRS documents
Please be aware that by default none of the attachments stored within a PIRS document
will be included and have to be selected manually. This is especially useful if you
generally don't plan to send all attached files of a document e.g. if you by default store a
technical drawing as PDF as well as CAD file but you only wish to transmit PDF files to

v

10. Draft h
10.1 Internally Rejected

11. Waiting for internal...
12. Waiting for internal...
13. Waiting for internal...
14. Approved and read...
20. Sent to customer f...

21, Customer commen...
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the customer, this feature insures that you personally select exactly those attachments
that are supposed to reach the recipient. (Compare the following two screenshots.)

Add / Remove document(s) " Fill document grid... J§ Remove selected document(s)
Revision @  Title Document Status Action Required Response ... & Attachments\v
A L] Inventory List Mechanical Engineering "20. Sent to customer ... 'ForApprwaI 22.07.2015 4 YGT_CPM_PD_OD4.Ddﬂ

B @ Detailed outline of painting plant - plastic 20 Sent to customer For Approval 2207 2015 [ YGT_CPM_PD_004.dwg
D @  Electrical line Building B |“1}‘“ YGT_CPM_PD_004.pdf

In case you have not selected at least one file per document, PIRS will ensure that this was
done on purpose. A quick check message asking you whether or not you want to send the
transmittal slip even though one or more documents will be sent without any files attached.

From. Erica Murphey
To: Ali Farrad <customer@demo.sobis.com=>
(=3
Bce:
Dociink:
Subject*: | O
X
Ref. No.*: | § >
9 One or more documents wil be send without 4
Your referencd < attachments.
i i ?
—r Do you want to send this transmittal slip ?
2 Add / Remove document(s) Fil Yes No I}
Doc numbe... Revision Title Document Status Action RequiredRe o Attachments
1-MG-EO- B Detailed outline of painting plant - plastic  20. Sent to customer For Approval 22.07.2015
1-MG-EO- D Electrical line Building B 20. Sent to customer For Approval 22.07.2015
1-MG-EQ- A Inventary List Mechanical Engineering 20. Sent to customer For Approval 22.07.2015

Should you want to go back to the TS and select additional files before sending it click "No".

4.2.3.3 Fill grid for all documents

PIRS also offers the possibility to enter grid information for more than one document at the
same time. Simply select all the documents that will receive the same grid values in the

H;. Fill document grid...

document table and then click the action. A new pop up window will

open where you can choose to update or clear different document grid values.

As soon as you click the “Set Values” button, all new information will be added to the grid
within the transmittal slip. After saving or sending the transmittal slip the values will be inserted

into the according PIRS documents as well.
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%+ PIRS - Fill document grid...

Document Status

faw

@ Update
(©) No change
) Clear

20. Sent to customer for ap|| ¥

Customer Status

@ Update
) No change

) Clear

Pending v

Action Supplier Status

@ Update @ Update

) No change ) No change

) Clear ) Clear |
For Approval 7 Approved with commentsi v
Required Response Date Notes

@ Update ) Update

) No change @ No change

) Clear ) Clear

30.01.2014 ] Number of copies
Attachments © update

@ Select file type(s) @ No change

“) Mo change ) Clear

) Select all

) Deselect all

.pdf 7

*» Setvaues | € Cancel

4.2.3.4 Download attachments
In order to extract all or certain files attached to documents that are sent with a transmittal, you

are able to use the | # Bewniadatachments | v o - Simply select the documents in question and
click on the button. PIRS will start the download as a zip file. To learn more about the

attachment download refer to Download Attachments.

Documents (5) || Body Attachments Access

_§Add I Remove document(s) ',« Fill document grid... € Remove selected document(s) 4 annluadﬁﬁchment& || Bulk change...

[] Docrumber « Revision Walid Title Déedment Status Customer Status Supplier Status
[F] 25083456 c L Pneumatic Grate Riddling - OM and Spare Parts.

25083458 1] L J E_10197 Bottom ash extracter incomplete sco...

[ 25083460 o1 L] DD20151002-33-BIL

AK-25-105-001... E L] MOTOR OPERATED VALVE-INSTALLATION, O&..

[ wra7-105-001 c L Operation and Maintenance Manual_Office Plat.

4.2.3.5 Bulk Change

The |+ BulkENang. |y tton offers you the option a edit meta information such as document

responsible, issue date, document type etc. of all listed documents in one go. Select the
documents in question and start the edit process by click the button as indicated below. To

learn more about the bulk change process refer to Bulk Change.
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Documents (5) | EBody Attachments Access

"2 Add / Remove document(s) "). Fil document grid... 3§ Remove selected document{s} [ Download attachments ||~ Bulk c:han@j

[7] Docnumber « Revigion Valid Title Document Status Customer Status Supplier £
|:| 25083456 C L] Pneumatic Grate Riddling - OM and Spare Parts..

25083458 01 L E_10157 Bottom ash extractor incomplete sco..

D 23083480 o L DO20151002-33-BIL

AK-25-105-001... E @ MOTOR OPERATED WALVE-INSTALLATION, Od&..

|:| WP-17-108-001... C L J Operation and Maintenance Manual_Office Plat...

4.2.3.6 Body, attachment and access tab

The tabs "Body", "Attachment" and "Access" resemble the respective fields of the regular
email document. Any message that should be transmitted together with the selected
documents, should be entered in the body field. If you need to include further attachments that
are not stored within a PIRS document this can be done within the attachment tab. All access

rights can be adjusted and modified within the access tab.

4.2.3.7 Transmittal Slip send options

|=] Save €3 Close |-l Send - | Delivery Options Organise =

Send as E-Mail
Send as E-Mail without document attachments

i Send as Paper Copy

Cc:

As sending options PIRS enables you to choose between e-mail, paper copy and sending
without document attachments. In all three cases a PDF file containing all entered transmittal
slip data will be created. Should you choose to send the transmittal slip as e-mail, the PDF file
will be attached to the email alongside with a zip file that will contain the selected attachments
of the included documents. Furthermore the entered body text will appear in the body of the
email together will the content of the document table. The familiar blue PIRS box offering
different links to the transmittal slip within the application is attached on top of the email.

(Compare with the image below.)

As a second option, you are able to send the transmittal slip without actually including the
attachments of your selected PIRS documents. The email will contain the PDF of the
transmittal slip as well as the blue box and the text you entered in the body field. Furthermore
any attachments that were added to the transmittal slip will be included in the email. However,
all files attached to the documents you are sending with the transmittal slip will not be

transferred as zip file.
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In case you choose to send the transmittal slip as paper copy together with the necessary
documents in paper form, PIRS creates and automatically opens the document as PDF file
according to your selected company template. The PDF file can then be printed and sent to

the recipients as hard copies.
For all three options, the transmittal slip will be stored within PIRS.

Please be aware that in order to insure revision and document control, all attached files of a
PIRS document are frozen as soon as a transmittal slip has been sent. After a document has
been transmitted therefore the meta data can still be adjusted but the document file (e.g. a

PDF or CAD file) cannot be changed anymore.

Kuantan SOB/MEW/00001: Documents for your approval

Annabell Degler <annabell.degler@sobis.com= im Auftrag von Erica Murphey <engineer@demo.sobis.com=
Mo 02.12.2013 14:05
Ali Farrad

| Machricht | i) SOB-MEW-00001.zip (238 KE) S0B-MEW-00001.pdf (4 KE)

Erica Murphey - SOBIS Software GmbH - E-Mail: engineer@demo.sobis.com - Phone: +49 621 329 1228 5600 - Mobile:
+49 621 329 1228 5600

PIRS Actions: Open | Reply | Forward

Dear Mr Farrad,

please find enclosed the documents for approval. Please send us your comments until the defined required response date.

Best regards,

Erica Murphey

Doc Number Title Action Date Files
S0B-17-105-  Ground Floor Drainage & Rain  For Approval 16.12.2013
001-ALL-C- Water Piping Layout

310V62

SOB-17-105- Roof Drainage & Rain Water Far Approval 16.12.2013
001-ALL-C- Piping Layout

310V63

S0B-17-105-  Ground Floor Water Supply Far Approval 16.12.2013
001-ALL-C- Layout

210Vo4

4.2.3.8 What happens if adocument has not received final approval

If one or more documents that you are sending via transmittal slip have not received the final
approval, meaning the approval workflow has not been completed or have been rejected, the

transmittal can not be sent.

In this case you will receive a notification informing you about the issue including a list of all

documents that can currently not be sent doe to missing approvals.
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() You cannot send the Transmittal Slip right now because some of the related documents
. are checked out.

Checked out documents:

1-AKBZ-MAD-MG-AA-1071

LoOrenEED Close the Transmittal slip and check in the document(s) to solve the issue.

1 Add / Remove daol

ange...
| Close
Doc Nurnber ~ | I} : Action

01_S0B_CCM_GEC_CC_002 C Rohrleitung Abschnitt BA75 A3.1 Submitted to customer for approval For Approv
1-AKBZ-MAD-MG-AA-1071 A Gas Turbine Drawing = A3.1 Submitted to customer for approval For Approv
1-AKBZ-MAD-MG-AA-1075 A Fire Fighting System- Metho.. A.3.1 Submitted to customer for approval For Approy
1-AKBZ-MA A Gas Turbine Drawing A.3.1 Submitted to customer for approval For Approy
1-AKBZ-MAD-I A Mechanical - Discipline Pro_. A.3.1 Submitted to customer for approval For Approv

You can now use the list to quickly find, filter and remove the documents in question or, in
case you have the necessary access rights complete the workflow.

4.2.3.9 Cover Letter

PIRS will automatically create a cover letter based on your company template. The pdf file will
be attached to your transmittal and sent to the recipient together with the included document
files. The cover letter is also stored in your transmittel in PIRS (see screenshot).

[:£]] Dashboard ‘:. Transmittal Slip - SOB/MEW/00274
[iEdt EJclose [@Replywithhistory v [glForward v [“{JFile from...v «{() Distribution List v |- Organisev ” Morev

Annabell Degler <project.manager@demo.sobis.com>
Documents for approval

SOB/MEW/00274 in 0600.20 Mechanical

To Ali Farrad <customer@demo.sobis.com=
B Attachments (1
1) ‘\ Cover Letter based on
File your company template Added on =
)~ SOB-MEW-00274.pdf (3.46 KB} . 16.08.2022 16:20

B Documents (1)

| Download aftachments || | Bulk change.
7] Doc Number = Revision  Valid - Title Customer D... Supplier Do... Document Status
[7] S0B-17-105-001-ALL-SK- B Yes Turbine filter C248 1-THI-MB- A3.1 Submitted to
051vas2 KCC-AA-133 customer for approval

/= Dokument-SOB-17-105-001-ALL-SK-051V992_Turbine filter C249 pdf (85.25 KB)

[ Cross References

[ Action Items

B Posts

| External Links
Dear Mr. Farrad,

Please find enclosed the mentioned documents for your kind approval. We appreciate your response within the defined 21 days.

Mit freundlichen Grulen / Kind regards
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4.2.4 Receive/Access Transmittal Slips

Sent or received Transmittal Slips (TS) in PIRS have a section which lists all the PIRS

documents that were sent with the TS.

To allow for a quick access to the sent files of the attached meta documents the section also

contains all the files that were actually sent via this particular TS.

[Edit EJClose [gReplywith history = [LgForward » [-jJFilefrom... » {7 Distribution List » |- Organise » /”More -

Annabell Degler <project.manager@demo.sobis.com> 07.06.2021 20:59
¢ Documents for approval
h \

SOB/MEW/00240 in 0600.20 Mechanical

To Ali Farrad =customer@dema sobis com=

B Attachments

~
E pocuments 3)

G Download attachments § .~ Bu\k:nange.)

[C]' Doc Mumber « Rev... Valid - Title Custom... Supplier.. Document Status Action Require... & Custom... Supplier... No. ¢
D AKBZ-MAD-MG- A L J Outline Coolig Tower 1-THI- A3.1 Submitted For 28.06.2. & 1
AA-1086 MB-KCC- to customer for Approval
AAOTB approval
(,‘- AKBZ-MAD-MG-A4-1086.pdf (66.08 KB} &, & )
[[] soB-17-105-001- B ® First Floor Water Supply For 28.06.2.. & 1
ALL-C-310V72 Layout Approval
() LV Transformer Alpha.gif (3.84 KEI)&. _
D S0B_CCM_GEC... B @ STEAG Staircase I A.3.1 Submitted For 28062 & 1

Tower to customer for Approval

approval

/- AKBZ-MAD-MG-AA-0002.pdf (138.81 KB) &, &

[,\ AKBZ-MAD-MG-AA-0003.pdf (138.81KB) &, &

\

B cross References

Simply click the file to download and open the file or use the eye symbol to open the file within
the PIRS file viewer.

You are also able to download the files of the sent documents using the "Download
attachments" option. Simply select the documents for which you would like to download the
sent files then click the "Download attachments” action. Please keep in mind that only the files
that were actually sent via this TS will be included in the download. The actual meta

documents might list more files.

In addition you can also use a sent TS to adjust the meta data on the sent documents using

the "Bulk change" option. To learn more about the bulk change feature refer to chapter Bulk

Change.

425 Create new revision

There are two options to create a new revision:

1. You can create a new revision directly within the document itself. Please be aware that it
needs to be opened in read mode. Otherwise the "New Revision" action will not be available
within the document tool bar as shown in below screenshot.
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All Correspondence |j Dashboard | 0600.21 Supplier Roloff Document - SOB_CCM_GEC_B1_002 - A *
All Documents -
= [LJEdit [EJ Close {DistributionList » . ZNew Revision || Olganise » * More »

17 Favourite Folders wlX ¢
0100 Contract STEAG Staircase Mai
0200 Project Management
~ || 0600 Engineering Doc Mumber S0B_CCM_GEC_B1_002 Revision A
0600.00 Transmittals & Commen Valid Yes Folder 0600.21 Supplier
0600.01 Transmittals & Commen Status 3.1 Received by Supplier Type Drawing / Zeichnu
0600.10 Owverall Engineering
|| 0600.20 Mechanical B Attachments (3) Document must be in
060021 Supplier Roloff H Details rea d rT'IOdE! |
0600.30 Civil
0600.40 Elecirical B customer & Supplier

0800.50 DSC & Instrumentation B workflow - Approval Config for General Engineering (Revision 5)
0600.60 Documents from Supplie

Revisions (1
1200 Customer Training 1 El @

1200 Internal Training Doc Nurmber Revision Valid Title
SOB_CCM_GEC_B1_002 A [ J STEAG Staircase Main Tower
2.Youc
+"| Dashboard 0600.21 Suppher Roloff * Docur
Comespondence | |Documents | == Activity Stream
~4MNew Document g ) Distribution List » | Organise «

g New E-Mail er o'
B New Libeary tem |_GEC_B1_002 @

o New Letter | _GEC_FC_002

.o New Transmittal Slip

o New Comment

310V70
File from Parsonal Inbox - C-310v70
B File from Project Inoox GEC_CS_001
|_GEC_CS_001
o New Document ¥ | cec_cr_001
| o6 New Revision | GEC_CR_001

1033220130908 _SOK CCULGEC CR 001
an mark the document that you would like to revise within your folder or view grid, than click
the "New Revision" option which is listed in the selection options of the "New Document"

action in your action bar. Compare with the screenshot to the right.

A new document will be created that automatically has the same title and document number
as the document, that you created the revision for. The content fields will be empty initially,
allowing you to upload the latest document versions. The revision will be automatically
incremented. In case your original document was listed as revision A, the new revision

document will be created as revision B. (Compare with the screenshot below.)

The document status can also be transferred from the former revision. Alternatively the status

can either be left empty or set to the default value assigned to newly created documents.
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|==] Dashboard | 0600.21 Supplier Roloff

[=save 3 Close

Organise =

New Revision - SOB_CCM_GEC_B1_002 - B *

Title™: STEAG Staircase Main Tower

Doc Mumber=: SOB_CCM_GEC_B1_002 v Revision™: B v

Valid: ®) Yes O No Folder=: 0600.21 Supplier Roloff w7

Status™: A.1 Draft v Type™: Drawing / Zeichnung 7
Attachments Details Customer & Supplier || Workflow Revisions Correspondence Comment] s

& Add

! File = Added on

Please be aware that there can only be one valid document with the same document number.

Since each new revision will automatically be marked as valid, PIRS will ask you to confirm

that the new revision is supposed to be the valid one. The prior revision will be changed to

invalid as soon as you proceed to save the new revision as valid document.

|z%°] Dashboard ~ | 0600.21 Supplier Roloff

Document - SOB_CCM_GEC_B1_002 -B *

[Edit [EJ Close «Distribution List » 5 New Revision Organise » _“ More »
STEAG Staircase Main Tower
Doc Mumber S0B_CCM_GEC_B1_002 Revision
Valid Yes Folder
Status A1 Draft Type
[ Attachments (2)
[ petails
[ customer & Supplier
B workflow - Approval Config for General Engineering (Revision 5)
Revisions (2)
Doc Number Revision Valid Title
S0B_CCM_GEC_B1_002 A h L ] STEAG Staircase Main Tower
S0B_CCM_GEC_B1_002 B @ STEAG Staircase Main Tower

B
0600.21 Supplier Roloff
Drawing / Zeichnung

Both documents, the new revision as well as the original document are linked with each other

and as illustrated by the screenshot; either document can be opened out of the other. This

feature enables you to closely monitor the development of documents throughout the course

of the project and at all times know the status and latest revision of all documents.
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4.2.6 Create an internal or file external comments

] Dashboard || || 0600.10 Overall Engine... *
[ correspondence ||| | Documents |

|| o New Document = | =8 Distribution List = .~ Acti

g Mew E-Mai Type Rew
[ new Library tem Specification 1]
& MNew Letter Drawing A
— I B
|_g New Transmittal Slip ap
- Drawing A
Lg Mew Comment )
Drawing A
File from Per=zonal Inbox Drrawing A
g File from Project Inbox Drawing B
Drawing A
g Mew Document [ Drawing C
éty Mew Revision Drawing B
[ 1mGo00016 @  Specification A
TMGO00018 @  Specification B
M1 1RGEnnon3g [ ] Man R

In PIRS you are always able to create comments for one or for multiple documents. The
Comment allows you to make notes, remarks and documentations concerning one or multiple
documents. It can be used to document internal comments or it can be a canvas to record
external comments made by the customer or the supplier.

There are three options how you can create a new comment within PIRS:
e Create a new comment using the "New..." action in your view action bar
e Create a new comment from within a document opened in read mode

e Create a new comment using a template

Option 1:

First, select the document(s) in question within your view, then click the action

C4 Mew Comment . . « I
o listed in your “New...” options.

The new, empty Comment opens in a new tab. The selected documents are already linked

and listed within the Document(s) tab.

Proceed to enter field values for the linked documents according to your specifications, upload
your remarks as a file within the attachments tab and/or write your comments in the text field

area.

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH Page 109 of 349
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.



SOBIS | PIRS SQ BIS

Please keep in mind, the Comment behaves like an e-mail and needs a recipient, a subject

and a reference number to be sent.
Option 2:

Select the action "New Correspondence" listed in your document action bar and click "New
Comment" as shown in the screenshot below.

|z%-] Dashboard Document - SOB_CPE_GSP_CR_001 - C
[ 3Edit [EJ Close |[]New Comespondence » | . New Revision [JFilefrom = {)Distribution List - Organise » “More v
. |1 New Transmittal Slip
Staircase [H =
o MNew Comment
Doc Number UB_CPE_GSP A R_UUT Revision &
‘Valid Yes Folder 0600.20 Mechanical
Status A.3.2 Submitted to customer for information Type Drawing / Zeichnung

B attachments (1)

B petails

B customer & Supplier

B workflow - Standard Approval Workflow (Revision 4)

B Revisions (3)

Please be aware that this action will only be available in documents open in read mode, but
not in edit mode.

Option 3:

If it has been set up for your project, you can also use a template to create a comment. To

learn more about this option, please refer to the chapter Predefined Document Actions.

File an email as customer comment

If your customers/suppliers replies to transmittal slips via email out of their company mail
accounts instead of using the PIRS Portal, the comment will not be stored within PIRS
automatically. To insure that all information is available to all project members, comments sent
to your private or project mailbox must be filed as such within PIRS. The process of filing a
customer/supplier comment is very similar to the above described process of filing emails from

your personal/project mailbox (refer to File incoming emails.)

In order to file an email as a comment form your personal mailbox you first need to select the

. File from Perzonal Inbox . L . . .
option which you will find listed in your “New...” options.

Alternatively, you can also select this option directly within a document opened in read mode.
The action "File from..." listed within the tool bar in your document allows you to directly file an
e-mail received in your personal or project mailbox. It will then be linked to this document

automatically. (Compare following screenshot.)
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|z%°] Dashboard Document - SOB_CPE_GSP_CR_001-C '*

[ Edit B3 Close []New Correspondence = o6 Mew Revision QFiIefrom._.-|C1Distributi0n List = Organise v _"More »

) File from Personal Inbox
Staircase left Tower
= File from Project Inbox

Doc Mumber S0B_CPE_GSP_CR_001 Revision C
Valid Yes Folder 0600.20 Mechanical
Status A.3.2 Submitted to customer for information Type Drawing / Zeichnung

In case you haven't logged into your account within PIRS earlier you will first be asked to enter
you email account password. Otherwise your personal company mailbox will be displayed
forthwith in a pop-up window, from which you can firstly choose the correct email folder and
secondly the correct email from your customer/supplier. By clicking the "Next" button the filing
process goes to the next step and you will be presented with a folder selection window where

you have to choose a folder in which the comment should be stored.

You will next have to select the reference number (this process has been described in length

in previous chapters e.g. Create and send an email) and also determine the type of

correspondence. By default the "E-mail" type is set in place, but in this case the comment type
has to be chosen, as illustrated in the image below. If you file an email as reply to a transmittal
slip, PIRS will automatically file it as a comment unless you change the type manually. So if

you file an email as reply to a TS this step will also be down for you.
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IG’ PIRS - File E-Mails, Letters, Comments & Transmittal slips

Create Reference Number

Sender Recipient
All ht All kA
BPC - BASF-Petronas Chemicals Sdn Bhd L WMEW - Ministry of Electricity & Water "
CAN - Candlish Engineering OUT - Qutotec GmbH
COL - Colbeth GmbH PCG - Petronas Chemicals Group Bhd (PChem)
DER - Derocco GmbH POY - Poyry GmbH

m

KMG - KMG Limited Ltd.
KOG - Kogler CokG

PRI - Primeaux Industries
. ROL - Roloff Consulting SE

MEW - Ministry of Electricity & Water SAL - Salsberg Engineering Ltd =
OUT - Outotec GmbH SIE - SIEMENS AG 4
PCG - Petronas Chemicals Group Bhd (PChem) = S0B - S0BIS Software GmbH -
Code: MEW Code: SOB
Advanced Options
@ Sequential Nurmbering (71 Enter Number manualy 71 Special Nurmbering
Murmber:
File as: E-Mail Bg
E-Mail /
Leftter
Comment
Transmittal \
E3 cancel = Back HMext =

The next step of the filing process is unique for all correspondence files that are directly linked
with documents (transmittal slips & comments). At this point of the process you need to select
those PIRS documents that the comment is referring to. To select, add or remove documents
simply mark them and use the green arrows in between the two selection windows in order to
move the document. As a second possibility you could also work with the drag and drop

function. (Compare with the screenshot below.)
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IG! PIRS - File E-Mails, Letters, Comments & Transmittal Slips

select the linked document(s)

. o
[l ; Docrnumber - @  Title Revision &  Status
V] Ly S0B-17-105-001-... @  General outline of plant - coating A & 11 Waiting for inter...
|:| g S0B-17-105-001-... @  General outline of painting plant - metal A & 10. Draft |—|
]| I S0B-17-105-001-... @  Filter -9 A & 10, Draft B
SOB-17-105-001-.. @ Electrical line construciton site A & 10. Draft
S0B-17-105-001-... @ Inventory List General Electrical A & 10. Draft
| S0B-17-105-001-... @&  Turbine fiter C250 A & 10.Draft
S0B-17-105-001-... @&  Turbine fiter C249 A & 10, Draft
1 k
Page 1lofs | b Kl EE' Entries 1 - 0 of ~ 445 | Entries per page 50 | v
(J Add | I Remove
Comment
[ Docnumber Revision Title

r

[]"s08_ccM_cec_BF.. A
7" s0B_ccM_GEC B1... "
717 S0B-17-105-001-A...
] S08-17-105-001-A..

" Turbine Fitter Alpha

A
A
Ta " Fiter - v

ﬁ Cancel

L
L J
[ ] IrFir{-'.t floor water suply outline
L J
L

¥ General outline of painting plant - plastic

= Back Next =

As soon as you have selected the concerning documents and clicked next you will be able to

adjust the status of each document individually or you can change the document values of all

selected documents at once. In order to change two or multiple document grid values at once,

you first need to select the documents in question, then clic

K| EI)‘ Fill document grid...

. By default

PIRS will present you with the document status column. However, you are able to add the

customer and supplier status column as well.

GJ- PIRS - File E-Mails, Letters, Comments & Transmittal Slips
Define document actions (for filed Comment)

Documents

E,‘ Fill document grid...

[] Docnumber Revision
"S0B-17-105-00...
[ s08-17-105-00...
1" 508-17-105-00...
1" soB-17-105-00...
[[]"s0B_com_GEC...
[ S0B_CCcM_GEC...

Title
" Turbine fiter C250
" Electrical line construciten site
" Fiter - va
I'Generaal outiine of painting plant - plastic

" Turbine Fiter Alpha

[ BN BN B B BN BN

'First floor water suphy outline

Status

| ~
10. Draft

10.1 Internally Rejected

11. Waiting for internal check b
12, Waiting for internal approw ...

13, Waiting for internal approv...

14, Approved and ready for su...

20, Sent to customer for appro...

21. Customer comments received

The next and last step in the filing process, presents you with a preview of the new PIRS

Comment containing all entered information which gives you the opportunity to double check
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the data. As soon as you have finished the filing process the new comment is opened in read

mode in a new tab.
Changes within the commented documents

If you now reopen the PIRS document which you sent to your customer/supplier via transmittal
slip and created the customer comment for, both correspondence forms will be displayed in
the correspondence tab within the PIRS document and can also be opened out of the
document. In read mode, transmittal slips are illustrated by a paper symbol while comments
are represented by a speech bubble.

Since comments don't necessarily have to be linked to a customer email, this correspondence
type can also be created without uploading a customer email. You can simply create a new
Comment using the "New...." option in your action bar. All other functions equal the above
described.

Are Comments not displayed?

PIRS allows to adjust which modules are used, which views are displayed and also
which correspondence types are used. For some projects or companies it will not reflect
your processes to use "Comments”. Here it might be the case that you send & receive
documents and comments always with the means of a transmittal slip.

In this cases the correspondence type "Comment" is hidden.

4.2.6.1 Create a Comment using a sent Transmittal Slip

As mentioned above you always have the opportunity to store and document internal and

external remarks and comments concerning one or multiple document revisions by using the

PIRS file viewer or by creating a new PIRS Comment. Furthermore it is also possible to
upload emails from your personal mailbox or your project mailbox as a comment to one or
more documents.

In general documents in PIRS are distributed using a PIRS Transmittal Slip which your
customer will receive as an email. The customer will presumably reply to the received

transmittal also in form of an email within which he/she will include his/her comments.

In order to save time and effort it would take to select the documents to which the comment
refer to manually, PIRS offers you the option to file the customer not simply as a comment to

the documents in question but rather as a reply to the originally sent Transmittal Slip (TS).

By filing an email as a reply to a sent TS, all documents that were distributed with the TS will
be automatically linked to the new Comment. Also, during the filing process PIRS will

recognize that the filed mail must be a comment based on the preselected TS.

So in case you have sent a TS to a customer and recipient has sent his comments in an email

you can first select the TS in PIRS.
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[:2] Dashboard | 7] 0600.20 Mechanical *

|l-7] correspondence | || Documents

g Mew E-Mail -~ [ Reply - [ Forward - & Distribution List - 4 More -

O] 4% |Date~ Type & M2 Subject

[ <F 03.022014.. Comment {2 Fw: Re: Document for approval
o 17.012014 .. Transmital 'I:J Document for Approval

7 s 17.04.2014 ... E-Mail & 0 Mesting request

|:| 01.2014 .. E-Mail {J  Re: Meeting request

|:| ol 7.01.2014 ...  Comment &7 2 Official Comment - Documents are approve...

Then click the action "File from Personal Inbox as Reply to selected document”. You can of
course at this point also enter the project mailbox instead of your personal mail file. In both

cases a connection to the mailbox will be initiated.

=] Dashboard || =] 0600.20 Mechanical *

L] Correspondence | | | Documents

|3 Mew E-Mail - |Cg Reply ~ [Z] Forward - &4 Distribution List - o More -

g New E-Mail & M2 | Subject Feo
Mew Library ftem ent {2 Fw: Re: Document for approval D€
iy New Letter mittal "7 Document for Approval o€
7 1 Meeting request o€

E_J, Mew Transmittal Slip & . g red
. {1 Re: Meeting request D€

L MNew Comment . )
& {2 Official Comment - Documents are approve... 0
File from Personal Inbox | File from Personal Inbox o€
L
E File from Project Inbox b | g File from Personal Inbox as Reply to selected document o€
i D€
o New Document B E File from Personal Inbox as Forward to selected document

o€
2% mittal {2 Documents for your approval 0€
Ml <%  n41? 2013 F-Mail Meating 0¥

The filing process that follows is the same as already described in the previous chapter.
However, PIRS smart pre-selection will already select the correspondence type Comment
saving you the manual selection. In addition, you will find that all documents that were sent
with the selected TS will be pre-selected for the new Comment. Furthermore, you will be able
to adjust the status of each document individually or in a bulk, allowing you to reflect the

customer status directly in each document. Compare to the following screenshots.

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.

S©BIS

Page 115 of 349



SOBIS | PIRS S BIS

i G! PIRS - File E-Mails, Letters, Comments & Transmittal Slips
g sSeglect the linked document(s)

yo
1 [ Docnumber « @ Type Revision [ & Tite Status 1l
1 |:| 1-MG-EO-KEE-BB-021 @ Drawing A __3 Inventory List Mechanical Engineering 10. Draft : :
| [7] 1-MG-EQ-KEE-BB-022 @  Drawing D g Electrical ling Building B 10. Draft LAt
I [7] 1-MG-EO-KEE-BB-023 @  Specification B g Filter - V345 10. Draft ]
l |:| 1-MG-EO-KEE-BB-024 @  Drawing A T Detailed outline of painting plant - metal 10. Draft i
1 |:| 1-MG-EC-KEE-BB-025 @&  Drawing A O Detailed outline of painting plant - cat...  10. Draft !
1 |:| 1-MG-EC-KEE-BB-026 @&  Drawing B T Detailed outline of painting plant - pla...  10. Draft !
| [[] 1-MG-EO-KEE-BB-027 @ Drawing B g Map of construction side sector E 10. Draft
l [[] 1-MG-EO-KEE-BB-028 @  Specification B g Engine fiter C238 10. Draft -
LIEN [ | b
| Page 1)of4| b B | & Entries 1- 80 of ~ 265 Entries per page 80 W
1
1 U add 1 Remove
1  Comment
" '
1 [] Docnumber Revision @ Tite
1 |:| 1MG004470 B @  Inventory List General Engineering
i [ 1MGo04474 E @  Electrical line construciton site A ]
| ] 1MGo04472 C @  CilFiter -8
| |:| TMG004474 C L ] Map of construction side A i
| [ 1MGo0447s C @  Turbine fitter C238
N 7/
| 0 Cancel Back  Mext =

i G! PIRS - File E-Mails, Letters, Comments & Transmittal Slips

¢  Define document actions (for filed Comment)

Documents
[ % Fildocument grid.. | ——— Adjust status for several or all documents at once
|
oc number evision @  Title s ustomer S
| | o b Revisi Titl Statu Custol Statu
| |:|'1r.|GDEI44TD 'B [ ] 'In'.renturyListGeneralEngineering 21. Customer commen... Approved with ...
'1I‘.1GDEI44T1 "E L] "Electrical line construciton site A 21. Customer commen... v""--...
" IMGo044T2 Mc ® | OiFiter-ve 21. Customer commen... | Aporoved
pp .
W= r r R ) Adjust status
| [ 1MGo04474 = @  MWap of construction side A 21. Customer commen... | Approved with c... individuall
" 1004475 = ® Turbine fiter C238 21, Customer commen.... | pending Y

Rejected

PIRS Smart Pre-Selection

Please be aware that PIRS smart pre-selection also applies for replies and forwards
directly created in PIRS.

When you reply to a Transmittal Slip in PIRS the correspondence will automatically be a
Comment. Transmittal Slips will always be forwarded as another Transmittal Slip and
Comments will also be forwarded as yet another Comment.

4.2.7 Import Documents

At the beginning of a project or at any other time during the course of a project it might be
important to include a list of required technical documents (e.g. technical drawings), often

known as master drawing list.

PIRS offers therefore a quick and easy way to include all document information without having
to manually create a PIRS document for each listed drawing. Hereby, you can either upload

the documents in combination with the actual document / drawing file (e.g. the CAD and / or
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PDF file) or only integrate the necessary document information also known as meta

information.

Every PIRS user that has the creator rights to the folder(s) he or she likes to import documents
to will be able to choose the "Import Documents"” feature presented to him / her in the "New"

button options (compare to the screenshot).

By selecting this feature, an Excel file containing all the existing document information can be

uploaded into the system.

You can find an excel sheet within the template chapter which can be used as template. All
mandatory fields that need to be included are marked blue. Additional values can be added if
necessary as new columns. Please make sure that new columns have the same title as the

field you like to include in your upload.

In order to use a zip file to upload existing files together with our meta data you need to follow

these steps:

e first you need to create the list of documents containing values for all items in an excel

list. Here you can use the provided template

e next you need to create a zip file of the files you would like to attach during your
import and add the relative path of each file to the respective item in your list. Relative
path means the path within your ZIP file to the file in question. So if your zip file
contains simply a list of pdf files, you need to insert the path "/filename.pdf" if you zip
file contains several folders the path could be "/folder1/filename.pdf* (compare with

following screenshots)
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g | |£] = Extract D ents.z — O x
Home Share View Compressed Folder Tools 0
=| Documents =| Pictures ‘
S0OBIS Meu
Documents Correspondence Ex'l;r”ad:
Extract To
™ : %« Desktop » PIRSWeb » Documents 3 Documents.zip v & Search Documents.zip P
0 This PC MName Type Compressed size Password .. ™
_J 3D Objects folderl File folder
% AKBZ-MAD-MG-AA-0001.pdf Foxit Reader PDF Docume... 138KE  No
[ Desktop P
o % AKBZ-MAD-MG-AA-0002,pdf Foxit Reader PDF Docume... 138KE Mo
Z=| Documents D
* b load % AKBZ-MAD-MG-AA-0003.pdf Foxit Reader PDF Docume.., 138KE  MNo
ownloads
% AKBZ-MAD-MG-AA-0004.pdf Foxit Reader PDF Docume... 138KE  MNo
J Music %] AKBZ-MAD-MG-AA-0D0S.pdf Foxit Reader PDF Docume... 133KB Mo
=] Pictures % MKBZ-MAD-MG-AA-O006.pdf Foxit Reader PDF Docume... 138KB No
B Videos % AKBZ-MAD-MG-AA-0007 pdf Foxit Reader PDF Docume... 138KEB  No
=5 Local Disk (C3) % AKBZ-MAD-MG-AA-0DD8. pdf Foxit Reader PDF Docume... 132KE Mo
= Home (H:) % AKBZ-MAD-MG-AA-0009.pdf Foxit Reader PDF Docume... 132KBE Mo
- v
=g Install (I:) v L
11 items
—
Home Insert Page Layout Formulas Data Review View
=% ; . LA == . = . 7 T T
7j - Calibri 1 A A =[; B =* Wrap Text General ijgl ?—Bﬂ _’;‘d |:|E. I:r\
Paste === EMerge &icenter - | - o, » | %8| Condtional Fomat  Cell | et Delet
Clipboard 1u Font Fl Alignment E] Number u Styles Cells
AJ13 - I
AC AD AE AF AG
[@l Supplier Scheduled Submission Supplier Penalty | File File
14.03.2020 no
2 /AKBZ-NMAD-MG-AA-0001.pdf  /AKBZ-MAD-MG-AA-0010.pdf
15.03.2020 yes
3 /AKBZ-MAD-MG-AA-0002.pdf  [folderl/AKBZ-MAD-MG-AA-1086.pdf
16.03.2020 no
4 /AKBZ-MAD-MG-AA-0003.pdf  /folderl/AKBZ-MAD-MG-AA-1087.pdf
17.03.2020 no
& /AKBZ-MAD-MG-AA-0004.pdf
18.03.2020 no
] /AKBZ-MAD-MG-AA-0005.pdf
19.03.2020 no
7 /AKBZ-MAD-MG-AA-0006.pdf
20.03.2020 no
8 /AKBZ-MAD-MG-AA-0007.pdf
g |2103.2020 ves /AKBZ-MAD-MG-AA-0008. pof
22.03.2020 no
10 /AKBZ-NMAD-MG-AA-0009. pdf
11 - o
12

.

Select "Import documents (ZIP)" as show in the screenshot below.

A new window will open allowing you to select the excel file with your document list. In the
bottom area of the window you then need to add the ZIP file containing the files you like to
upload and attach to your documents. You can add several ZIP files and each uploaded ZIP
file will be stored in PIRS for 24 hours allowing you to import several document lists relating to

the files in your ZIP file without having to upload the ZIP file every time.
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=] Dashboard | | | D60D Engineering *

[“]Correspondence | Bﬂnmmmh | aEventﬁ

aNew Document L) Distribution List w |_--—;1’Drgani9ev &Wﬂﬂ{ﬂﬂwv jiMore
@ MNew E-Mail V.. | W | 4
[ New Library item ektor B ® 7
Lo New Letter ® ‘:?
Q New Transmittal Slip Mozzle Supplier Approval Do L ::i’
an Sektor A ® 7
Cgd MNew Comment N
® 7
Mew MNotice
= 3l Wark Packages ®
[ File from Personal Inbg etzwerkplan Sektor A ® Iy
! File from Project Inb al - Discipline Progress ReportD... @ j:]f
e Drawing ® Iy
| g MNew Document » ) jn New Document o
&0 New Revision ®
&7 Import documents (ZIP)
. ® 7

"'\'1 =] /) WDMT RAAN RAS2E A8 4027 A A Curtamor cammants rne nrnnringf
9 4 | PIRS - Document Import (ZIP) X g1
_3 - (Mo
A Excel file -
-j Excel file™: | Document Import Kuantan.xlsx ”Bmwse...l | Remove ] ng
- |

ng/
1 Language™: | English |V ‘
4 ng /|
4 ng /
4 | ZIP file with attachments (1) »
A -~
- Add 3¢ Delete ¢
: ,:I ng /|
J _ File = added on | ~
1| L1 Dokumente.zip (1.65 MB) !
; ol
9 55
9 ss

Analyse Excel file
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Use the "Browse..." button to select the excel file that contains the information for your
technical documents and please be sure to select the ZIP file after you have uploaded it as

illustrated in our example.

In case you have not selected a ZIP file PIRS will notify you that without a ZIP file selected,
meta documents will be uploaded without any attachements. You can still proceed in case this

was intential.

4 | PIRS - Document Import (ZIP)

Excel file

Excel file*: e

(=]
W
[31]
A
[11]
=
(=]
L17]

Language*: English hod

Z1P file with attachments (1)

*®
Add
You have not selected a "ZIP file with attachments'.
File
Attachments will not be imported.
Continue Cancel
ance Analyse Excel file

Start the analyzing process by clicking "Analyse Excel file". Since each document has certain
mandatory fields that require the entering of a value before the system allows the user to save
the document, these fields also need to be included in the Excel sheet and they need to
contain a value for each listed document. Therefor, the excel file must be analyzed before the

upload is permitted.

As indicated by the following screenshots, PIRS ensures that all mandatory fields are listed in
the attached excel file as well as that the required information is included in the respective
cells. PIRS will allow you to upload all other existing document information (e.g. the required
transmittal dates). Should the imported excel file contain value fields that cannot be matched
with fields in the PIRS document format, the system will also inform you about this fact even

though the document import is possible and will be preformed.
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PIRS - Error kS

Invalid XLS file or missing mandatory columns.
Please check and correct the XLS file and repeat the operation.

Mandatory columns:

rmandatoryFieldsPresent: title, docMumber, valid, revision, docStatus, folder,
mandatoryFieldsExpected: title, docNumber, revision, docStatus, docType, folder, valid

Date: 26.03.2013 09:34:52

Url: http:/fsobis-024-srvPIRS JavaTest findex.jsp
Application: PIRS

User: annabell

Error Code: EXCELIMPORTMANDATORYFIELDS

oK

| PIRS - Document Import X
Excel file analysis result

Mumber of documents that can be imported: 13
Mumber of docurmnents that cannot be imported: 0
At least one column has an unknown header.

Please download and review the Excel file for more inforrmation; comments and
rmarkups are provided for the encountered issues:

| List of metadocuments xis aff— Check error in
analysed excel file

9 Cancel = Back '/ Import Document(s)

The third possible scenario would be that you have all mandatory fields listed and entered a
value, but that the entered value for some or all documents cannot be matched to the
information stored in PIRS e.g. you entered a name that is not listed in the address book or a
document status that does not exist. In this case the import of these documents will not be
possible. PIRS will inform you how many documents can and cannot be imported and will offer
you an excel file of the analyzed list that you can open. Here you will find all documents that

cannot be imported marked and commented.

Following table will give you a list of all mandatory fields, their label as well as remarks on
important facts to keep in mind when entering value. The mandatory fields match the fields
listed in the document header.

Mandatory Fields

Field Label Remarks
name
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Title Title -

Doc Doc The entered number must be unique for each document and may not
number number already exist within the project

Valid Valid The value may only be “yes” or “no”
Status Status  The value has to match one of the options listed in the respective project.

Revision Revision The value has to match one of the options listed in the respective project.
Should your revisions be counted in numbers please ensure that the
format of the cells is set to text and always escape the characters that
you insert e.g. when entering the revision number 1.0 enter '1.0 and when
the revision is 1 enter '1.

Folder Folder The value has to match one of the options listed in the respected project.

Also the whole path to the folder must be listed, the parent folder must be
separated from the child folder with a back-slash e.qg.:

0600 Engineering\0600.10 Overall Engineering

Type Type The value has to match one of the options listed in the respective project

As mentioned above the document import also gives you the opportunity to include the actual
document files (e.g. CAD, PDF etc.) stored on your company's FTP server. As indicated in the
screenshot of the PIRS document import box above you are able not only to attach an excel
file from your browser but also to enter your FTP server information (IP address) and your log
in information. Should your excel file provide PIRS with the path information on the FTP server
to the respective document files for each imported document, the files will then be attached to
the newly created PIRS documents accordingly. You are of course able to attach multiple files

to each document. An example will be given at the end of this chapter.

First, the following tables will list all other fields according to the tab in the content area where

they can be found.

Not Mandatory Fields- Details
Field name Label Remarks

Issue Date Issue Date Make sure that this column in your excel sheet is
marked for containing date values. That way PIRS will
recognize the date regardless of the format in which
you enter the date.

Total Pages Total Pages Enter only full numbers (e.g. 9 or 13 but not 9.5 or
nine)
Format Format The value has to match one of the options listed in the

respective project

Language Language The value has to match one of the options listed in the
respective project

Application Code Application Code  The value has to match one of the options listed in the
respective project

Notes Notes -
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System System The value has to match one of the options listed in the
respective project

Reference The value has to match one of the options listed in the
respective project

WSB WSB -

Activity ID Activity ID -

Producer Producer The name has to match one of the options listed in the
address book of the respective project

Responsible Responsible The name has to match one of the options listed in the
address book of the respective project

Owner Owner The name has to match one of the options listed in the

address book of the respective project

Not Mandatory Fields- Customer & Supplier

Field name Label Remarks

Customer Customer The name has to match one of the options listed in the
address book of the respective project

Doc number Customer Doc The entered number must be unique for each

number document and may not already exist within the project

Revision Customer Revision The value has to match one of the options listed in the
respective project

Status Customer Status  The value has to match one of the options listed in the
respective project

Category Customer Category The value has to match one of the options listed in the
respective project

Scheduled Customer Make sure that this column in your excel sheet is

Submission Date Scheduled marked for containing date values. That way PIRS will

Submission Date  recognize the date regardless of the format in which
you enter the date.

Penalty Customer Penalty The value may only be “yes” or “no”
Notes Customer Notes -
Supplier Supplier The name has to match one of the options listed in the

address book of the respective project

Doc number Supplier Doc The entered number must be unique for each
number document and may not already exist within the project
Revision Supplier Revision  The value has to match one of the options listed in the

respective project

Status Supplier Status The value has to match one of the options listed in the
respective project

Category Supplier Category The value has to match one of the options listed in the
respective project

Scheduled Supplier Scheduled Make sure that this column in your excel sheet is
Submission Date Submission Date  marked for containing date values. That way PIRS will
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recognize the date regardless of the format in which
you enter the date.

Penalty Supplier Penalty The value may only be “yes” or “no”

Notes Supplier Notes -

Not Mandatory Fields- Workflow

Approval Approval In case your PIRS project supports the PIRS workflow

Configuration Configuration module you are able to select the workflow fitting for
the document by entering the workflow title under
which it is stored in PIRS.

Note
Please ensure that the cell format of the revision columns is set to text and be aware
that when entering number values in the revision columns you must escape the

characters (e.g. 'l instead of 1)
Without escaping the character Excel cannot distinguish between 1 and 1.0 as Excel
interprets all these characters as numeric values and returns 1.0 for both cases.

428 PIRS File Viewer

In addition to the option to open and view files directly in your browser, the PIRS File Viewer
available since PIRS release 3.0, offers to also annotated all types of office documents (word,

excel, powerpoint, PDF,...).

Instead of opening a document in a new tab in your browser, the PIRS File Viewer opens

documents directly within your PIRS project. Furthermore, it offers several annotation and flag

functions which will be introduced in detail below.

Open Documents in PIRS File Viewer

In order to open a document in the PIRS File Viewer, you need to click the - symbol
presented to you on the right hand side of an office file stored in PIRS. The File Viewer
supports about 100 different file formats, most commonly used are PDF or picture formats
such as PNG or GIF.

S©BIS
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Dashboard || (-4 0600 Enginesring '* Document - YGT_CPM_GS-_EP_011 - A ¥

ESE\JE m Close ODi&tl’ibutiDl‘l List = [~ Organise \}’I‘u‘lure -

Title™: Staircase left tower

Doc Nurmber®: YGT_CPM_GS-_FP_011 v Revision™: A b
Valid: ® Yes ) No Folder®: 0600 Engineering hd
Status™: 10. Draft v Type™ Drawing b

Attachments (2) || Details Customer & Supplier Revisions (1) Correspondence Posts Arcess

@ Add ¥ Delete

I [ File « Added on
O YGT_CPM_GS-_EP_011 (A).dwg (86.08 KB} < =l 13.06.2020 15:44
O[] vGT_cPM_gs-_EP_011 (A).pdf (65.08 KB) &

@ =l 18.06.2020 15:44

Qpen in FileViewer

If the File Viewer is activated, the selected file will be opened within your PIRS project.
Otherwise a new browsers tab will be used to display the file.

O @ @ Q 7 &
There are four different sections within the file viewer.
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AKBZ-MAD-MG-AA-0001 . pdf

Page Livout

[ singiePage

1. The first allows you to

a. open the panel ( c ) where you can rview a thumbnail image of your

document or access the outline

25% ¥ )

c. oradjust the display of your document (regard screenshot to the right). Here

b. zoom in or out or generally resize the display ( © @

you can choose for example to rotate the picture or in case the document has

several pages display them side by side, continuously or separately.

2. The second area within the tool bar enables you to switch from selection tool to the

hand tool which allows you to manually move the image around

|iz] Dashboard | )~ AKBZ-MAD-MG-AA-0001.pdf *

O @

a.

3. The third area offers the option to open the view display and choose between different

annotation tools which will be explained in detail in the following table.

[5] Dashboard | )= AKBZ-MAD-MG-AA-0001.pdf *

ﬂ] @ 15% v e @ @ '-; View Annotate Shapes Insert
o £ v E & \

W

a.

4. The forth area includes
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a. a button for saving your annotations ( = )

9

b. the option to switch to a full screen display or directly print the document (
)

c. a search which allows you to enter a search term. Results will be displayed as
soon as you start typing and can be adjusted by using several offered search

Q.

criteria (

d. the option to leave comments and communicate with your colleagues directly

- L (]
within the file viewer ( ).
Insert D_| @3
] Q [] Full screen
@ Print
Case sensitive Whole word
@ :;. View Annotate Shapes Insert a Q ﬁl i@}
© o4
Filter Sortby: Position
Page 1
D ,_A_n_n_a_b_gll De_g_ler{PIRS) B
Cancel
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7

annotations are removed and you will see the original document without the

f. the option to hide all comments (" ). By clicking this action, you all made

redlining. Clicking the action again will again display the redlining layers on top
of the document.

1-0002_A_annotated_2022.04.21_14.14.53.pdf *

Einfligen o Q 2 £S3

Hide All Comments

Annotations, Comments and Flags

Following table lists all offered functions to include your comments and annotations within a

file in PIRS. Made changes will be saved only after you have clicked save ( a ). Each
annotation will display the name of the person that made the changes as well as the time it

was made.

There are four different sections to choose from within the annotation area:
1. Annotate - Offers different note, remark and highlight options
2. Shapes - Offers various shapes to mark an area
3. Insert - Offers options to set stamps and signatures

4. Measure - Offers different options to assign measures to sections, areas, etc.

Section Symbol  Short Long Description
Description
Annotat
e Annotate hape nser
(2 A 2@ T D2 2 |0-w @ = o
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Section Symbol

I A

Short

Long Description

Description

~~ 4 Texttools:

1. Highlight

Note

1. To highlight a specific text passage select this
symbol then mark the respective text by holding the
left click of your mouse.

You select the color of your highlight prior to

highlighting. In addition you can change the style,

A leave a comment, delete it or include a link by
selecting the respective item in the panel and then

Underlin right clicking on it within the document.

e

Underlin

e

Squiaal 2. and 3. You can underline or squiggly underline
AU99Y words or text fragments using these symbols. Simply
A mark the word or text you wish to underline with your

mouse. Prior to marking the text you are able to select

Strikeout the color. As with all other annotations you are also

A able to change the style, add a comment, delete it or

link a URL by selecting the item within your panel.

4. Words or text elements can be crossed out using
this symbol. Select the annotation, then mark the text
passage you like to strike out. In addition you are also
able to add comments to your strike-through in a
message box that will open automatically.

Select the comment symbol, then click on the area in
the opened file you like to comment on.

A note symbol will appear and the comment box will
open in your panel. Here you can add your notes.
Then click save.

Should you wish to reply to a comment regardless
who left it, you can use the reply feature within the
panel.

Filter Sortby: = Position v

= Annabell Degler (PIRS) | E]

and adjust hight |
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Section Symbol

T
Annotat s
e &
& £
Shapes

Shapes ument - EC-50B-D-L1-BAS-00003 - B

67% v

174

—

Short
Description

Free Text

Free hand tool

Free hand
highlight

© ® J
O O

£}

Long Description

In order to enter text anywhere on your document
select this symbol. Then left click the area within

which you like to insert your text.

Enter your text within the box that appears. Color,
thickness, text size as well as the box border and fill

can be adjusted pr

afterwards by selecting the item within your panel.

O s ¥k 00

8

-

Search comments, Time: -
Today
x Aunabel Degler Jun 18
[PIRS)

6:4%pm
Insert text here

Rept
Annabell Degler (PIRS)
& Annabell Degler (PIRS)

O Annabel Degler (PIRS)

Prior to making free hand annotations or highlight an

ior to selecting the area or

70% ¥

area free hand, you can pick the color.

As soon as you finished the annotation, the item will

appear within the panel.

If you select the item in the panel and then right click

on the marked annotation you are able to

1. leave a comment, explaining the marking for

your colleagues

adjust the style (e.g. color, thickness, shape)

delete it

or link a page or URL

I
View

o o /s o~ 7

/~| EC-SOB-P-L1-BAS-00001_A.pdf '*

Insert

Shapes

O O O ©O-

Annotate

Within the shape tools you are able to pick between

1.
2.

a Rectangle

an Ellipse
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Section Symbol  Short Long Description
Description

a Polygon
a Cloud
a Line

2 o

a Polyline
7. oran Arrow

For each shape you can select the color of its border and, if it offers it, its fill. In
addition you can also select its opacity as well as the thickness.

As with all annotations, these style settings can be adjusted and supplemented
afterwards by selecting the item within the panel.

C-50B-D-L1-BAS-00003 - B *| | EC-SOB-P-L1-BAS-00001_A.pdf '*

e @ @ :;. View Annotate Shapes Insert B Q ﬁ‘ @
oo o o 7 ~ 7 O O O B@wm® Lo 4

GUU rrmstute DIN 26531, P40-33/33-1000527. A
————

Filter Sortby: Position v

—_— U

Annabell Degler (PIRS
O immne=™ B

A

W Annotate Shapes Insert
O O O ©.-~| ¢
Stroke Fill

®

0 " 0000
0009000
0000 .

Custom (
Opacity
® 100%
Stroke
— 6pt
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Section Symbol  Short
Description
|nsert Document - EC-S0B-D-L1-BAS-00003 - B
B &%y O @ o
&L 2
‘a’ Signature
Q Rubber Stamp

3]

Long Description

- EC-SOB-P-L1-BAS-00001_A.pdf *

L View Annotate Shapes Insert

=2 | Add New Signature | sl o4

The signature tool allows you to either draw your
signature or initials by hand. Type it with our keyboard
or upload a digital image of it.

By selecting the option "Save signature" you can save
the image for later annotations.

The image you upload will be save with your profile,
therefore only be available for your own use, not other
PIRS users.

You can always delete, replace or add additional
signatures to your profile.

Draw Type Upload X

Drag & Drop your image here
Or

‘ Pick Signature \n@ge |

[ ] save signature

B & 2 0O & H~T W -

A -
504 ﬂ |‘h[ b [ ]

You can save up to 4 personal signatures within your
account.

This tool offers a set of preset stamps for you to
choose from. Once you select a stamp you can still
move and resize the image right away.
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Section Symbol  Short Long Description
Description

t-YGT_CPM_GS-_EP_011-A */| /| YGT_CPM_GS-_EP_011 (A).pdf

70% ¥ B & 2y /v & fnv T - Q

Rubber Stamp %

(APPROVED | [ AS IS |
| COMPLETED | | CONFIDENTIAL |
315
s | DEPARTMENTAL | | DRAFT |
316
| EXPERIMENTAL | | EXPIRED |

FINAL FOR COMMENT

| FOR PUBLIC RELEASE] | INFORMATION ONLY

NOT APPROVED | |NOTFORPUBLIC RELEASE]

[ J |
| PRELIMNARY RESULTS) | SOLD |
[ J

TOP SECRET | | voiD |

WITNESS

i1

) Dasrimard | (30600 Engieerrg Document -YGT_CPM_G5- EP_D11-A * | |- YGT_CPM_GS-_EP_011 (Abpdi *

O &« § k © @ nuv B & A
B = L
Search comments me - { APPROVED :
Today =
- e w2 Perspekive Geldnger M 120
¢ Aanabell Degler Jun 1B,
= (PIRS) 8:40pm

Rep

1 Annabell Gegler (PIRS)

In addition, you can of course also select the item
within the panel and further edit the stamp.

There is also the option to custom create a stamp.

@ i3 AW Annotate Shapes
~

L @ = | APPRGYED A ¢

- V33108

- |

Standard Custom 106 Tre

| 20

g Create New Stamp
B!

First select the "Custom" section of the rubber stamp,
next click "Create New Stamp".

A pop up window opens, allowing you to enter your
personal text, choose a color and decide which
additional information, such as user name or time
stamp, you would like to include.
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Section Symbol

Short
Description

Stamp

Long Description

. de— ee— ]
ﬂ Create New Stamp :
b
Reviewed -
Annabell Degler (PIRS) 18/09/2021 5:26 pm N
=]
~
-
Stamp text: Reviewed

Timestamp text: Username Date Time

=
C I

®ee o ]
LT clhlll—

Once you click "Create", your custom stamp can be
placed.

Please also note that it is possible to include your
company's custom stamp design. To learn more about
this feature, please get in touch with the SOBIS
Service Desk.

By clicking this symbol, you can temporarily upload an
image to be included as stamp within your document.

First click the symbol, next click on the spot you would
like to insert the image. Your explorer will be opened
automatically, allowing you to select the file.

- 1CT_GV_G5- 19 0114 * | - YGT_CPM_GS-_tP_011 (alpdf %

xP A A S & - T M - QG
———— 6| [P srsongaraims - N
- m @ &
g
/I"
f ) =
. m .
820872 XS png | Al Supponed Types Cjpg:”jpe - 05
o a
w1 “/ ]
Vs VoL AT 4

The image will be included on your document and
listed as annotation item in your panel. You can still
move, edit and resize your stamp.

] Dashboard || 1 0600 Engineering * | [ ] Document - YGT_cPM_Gs-_EP_011-A X || [=| YGT_CPM_GS-_EP_011 (A).pdf %

O & ¥ v O @ nunv

] z - N
[ [:\
Search comments... Time - i ~- |
Today ~ i % - :
Annsbell Degler _ JupJ8 & i
L rs) B:J}pm : ;/ |
Reply. : { ;
(O &

, Annabell Degler (PIRS) - (1)
Status: Accepted Q’L
&

Please review material

Please be aware that a stamp is only uploaded
temporarily and will not be stored for the next use.
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Section Symbol  Short

Long Description

Description
Call-out A call-out is a special type of comment that allows you
El' to point out a specific space or area on your
document.
Search comments... Time v
Today "
% Annabell Degler (PIRS)
Please review material
/" Annabell Degler (PIRS)
T Annabell Degler (PIRS)
Please review the material used for this flour
Annabell Degler (PIRS)
£ Annabell Degler (PIRS)
Click on the spot you like to draw attention to. Then
use the left click again in order to insert your
comment. The selected spot and your comment box
will be connected with an arrow.
Measur
e nent - 505—1?—105—001—ALL—SL—oswassT( . post-ga09344fab_1920.jpg *
@ Ei.;. View Annotate Shapes Insert Measure

o002 |B o o ¢

& Distance

T AL ] |7 po onmostio 1970000
& o e B Q¢ @ @
e ciooBRe v B o o % .3

The distance option allows you to measure distances,
trace and assign perimeter in drawings. You can leave
comment concerning the measurements and change
the scale of measurement (calibrate) to match the
specifications.
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Section Symbol

e

Short
Description

Arc
Measurement

Perimeter

Long Description

59 % | & post-ga09344fab_1920.jpg

Annotate Shape:

2 © B @ v

Opacity
—_— 100%
Stroke

g 2pt
Scale

(" Arc Measurement

Scale Ratio: 1in = 1.0014282106299586 in
Precision: 0.1
Length: 3.3"
Radius: 0.8"
Angle: 233.30°

This feature allows you to mark and measure the
details of an arc, you are also able to assign new
ratios and scale the arc.

The perimeter option allows you for example to
calculate the circumference of an area of section.
Simple mark the section or area. Click once to mark a
turning point and twice when you are finished marking.

Select the setting adjustments to change colors,
opacity, stroke thickness or modify scaling and
precision.

< Document - SOB-17-105-001-ALL-SL-051V859 % | & post-ga09344f4b_1920.jpg *

€ 0 2 @ e v 7 R R AR

Custom

@

Opacity

Stroke
—
Scale
in ¥ = 1001 in v
Precision
0.1

Style
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Section Symbol  Short Long Description
Description
2 @ 2 Area
Jment - SOB-17-105-001-ALL-SL-051V859 X | &' post-ga09344f4b_1920.jpg %
D) & 0 View Annotate Shapes Insert Measure

¢ Wl o @ B e v b B B ©

Stroke

@e oo;o
000000
o000

Custom

®

Opacity

Stroke

The Area options offer you the option to define a
specific area within your document, assign ratios and
measures and leave comments.

All Eraser The Eraser can be used to delete made notations.
Sections Q

Keep in mind that this eraser is not going to erase
elements within the document, but only made
annotations.

- Undo & Redo These buttons allow you to undo or redo steps. To

. undo a notations You can of course also use the
keyboard combination (CTRL + Z or for German
boards STRG + Z).

Comments/Panel

As mentioned above you are always able to select an annotation to change its style, add a
comment, delete it or add a link to it. Simply select the item, the viewer will automatically jump

to the annotation and mark it. Then right click the annotation to open the options underneath.

In case the panel area/comments section is not displayed to the right already, you can open it
by clicking the "Comments" symbol within the right hand corner of your tool bar.
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d Document - EC-SOB-D-L1-BAS-00003 - B /~ EC-SOB-P-L1-BAS-00001_A.pdf '*

@ 15% v e @ @ E-.;. View Annotate Shapes Insert

Q_g @
o .

a
3

Sort by:  Position ~

= Annabell Degler (PIRS) 1 B

review height

Cancel Save

In order to remove an annotations, regardless whether your have already saved it or not,
select the annotation item, then either click the delete key on your keyboard or open the

options listed in the right corner of the item and select "Delete".
Besides the option to delete an annotation, you are also able to edit it.

Furthermore, you can set a status for the item that for example reflects your review result.

Here you can e.g. choose between accepted, rejected, cancelled or completed.

Once you selected the status, it will be listed directly underneath the annotation within the

panel. You can always edit the status.
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Comments (2)
Sort: | Position b =
Page 1 r //‘
—| Annabell Degler ene
(PIRS)
21)04.202
nb Acce
Materia
qn Rejected
Add reply...
| ) @ Cancelled
+ | Completed
Annabe ?
21)04.202
MNone
(®) Marked
() Unmarked
Comments (2)
Sort:  Position hd =

Page 1 /

—| Annabell Degler e
(PIRS) E)
21.04.2022 14:0 Edit

Material prifen

Delete

Add reply...

Annabell Degler (PIRS)
21.04.2022 14:08

Save and download annotated files

Once you have saved annotations for a file, two more symbols will appear within your

document that are visible in edit as well as read mode (compare with screenshot).
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[&]] Dashboard

[E|save EJciose {)Distribution List ~

[ 0800 Engineering

Document - YGT_CPM_GS-_EP_011 -

Organise ~ 3~ More =

Title™: Staircase left tower

Doc Number®: YGT_CPM_GS-_EP_011 v Revision®: A

Valid: ®) Yes () No Folder®: 0600 Engineering
Status™: 10. Draft > Type™: Drawing
Attachments (2) Details Customer & Supplier Revisions (1) Correspondence Posts Access

D add ¥ Delete
[ File «

Added on @
O YGT_CPM_G5-_EP_011 (A).dwg (66.08 KB) =0 18.08.2020 15:44

<
& B (A &)=

O] J=) vGT_CPM_GS-_EP_011 (A).pdf (66.08 KB) 18.06.2020 15:44

e Click the first new symbol (“'3 ) in order to save the file together with all thus far made
annotations a new PDF file. A small box will allow you to edit the file name. By default

the original file name will be supplemented with "annotated" and the current date.

Attachments (2)

Added on
18.06.2020 15:44

fus! 18.06.2

&

020 15:44

_CPM_GS-_EP_011 (A).pdf (66.08 KB)

/- | PIRS - New file name

New file name:
YGT_CPM_GS-_EP_011 (A)_annotated 2020.06.18.pdf

0K Cancel

The new PDF file will be added to the list of files within the document and can again

be open and annotated in your file viewer if required.

4 - - .
e The second symbol (") enables you to download the original file including all made

annotations. The file will be converted into PDF. All annotations of the downloaded

PDF can still be edited using any common PDF editor.

Please be aware!
In case someone else is currently reviewing the document and has checked it out

within PIRS, you will NOT be able to add any notes or annotations. In this case the file
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viewer will still open the file in read mode, you will however not be able to use any of the
annotation features.

429 Read Mode vs Edit Mode

When you double click on a document it will first open in read mode. Read mode looks slightly

different than edit mode as you can see demonstrated in screenshots below.

All data fields that you have listed in tabs underneath the body field of a document in edit
mode are available and offered in various sections. Each section can be expanded and
collapsed separately or all at once as indicated by the orange arrow in the following
screenshot.

[:2] Dashboard Document - SOB_CCM_GEC_CR_001 - C '*

GE%Q Close {:lDislribution List - Organise + ' More ~ - -
= Gerneral Outline - Staircase Building Area D %9‘4
SOB_CCM_GEC_CR_001 C (A.4 Customer comments received) in 0600.20 Mechanical

E Attachments (3)

File Added on
1 SOB_CCM_GEC_CR_001 C.dwg (66.08 KB) & 05.12.2018 10:20
2 - SOB_CCM_GEC_CR_001C.pdf(66.08KB) & & & 05.12.2018 10:20
3 - SOB_CCM_GEC_CR_001 C_annotated_2018.12.05_10.28.24.pdf (67.52 KB) &, ® 05.12.2018 10:24

H correspondence

Date & < Docnumber Subject
1 05.12.2018 10:31 D SOBMEWI00162 Document for approval
2 05.12.2018 09:21 = & MEW/SOBI00112 Official Comment - Documents rejected with comments
= Revisions
Doc number Revision Title
1 S0OB_CCM_GEC_CR_001 A @  Gerneral OQutline - Staircase Building Area D
2 S0B_CCM_GEC_CR_001 B ®  Gerneral Outline - Staircase Building Area D
3 80B_CCM_GEC_CR_001 C @ Gerneral Qutline - Staircase Building Area D
Bl workflow - Approval Config for General Engineering
M Reset Workflow
Function Responsible(s) Status Date Sig
Start workflow by user Erica Murphey <engineer@demo.sobis.com= Approved 05122018 An
Order responsible Kilian Walter <engineer@demo.sobis.com= Approved 05122018 An
Lead Engineer Michael Heppner =doc.controller@demo.sobis.com=, A.. Approved 05122018 An
Project Manager Alois Bauer =management@demo.sobis.com=, Annab... Approved 05.12.2018 An

B customer & Supplier
B cross References
B Action tems

B rosts

Within the sections "Correspondence" and "Documents”, you'll find all created, sent and
received correspondence directly related to your document as well as all previous revisions.
By clicking on the links, the correspondence and previous revisions will open in a new tab.
You are able to download or directly open all listed attachments in our PIRS file viewer and

leave your comments.
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You are also able to sort all listed correspondence files directly in read mode. Simply hover
your courser over the tab and either click on the tab directly or on the arrow head to select

ascending or descending sorting. Compare with the screenshot below.

[ Dashboard = All Documents Document - 25083456 - 02 '*
[LiEdit 3 Close ) Distribution List + Organise » " More = L
Overal Plan Mechanical Drawing &

25083456 02 (10. Draft) in 0. Folder on RootLevel

Attachments (2)
B correspondence (6)

Date Type & & Ref No, = ubject
06.12.20M81... = & ABBI/SOB-IN/DO00T - El Sort Ascending id with comments
06.12.20181... U & MEW/SOB-IN/I0002 T il Sort Descending @
06.12.20M81... 2 & MEW/SOB-IND003 - TRUTTITIS T
06.12.20181... D & MEW/SOB-IN/0000S T Document Review
06122018 1. D & MEW/SOB-IN/OOOOT T Concering the requested documents from the engineering department
06122018 1. D & SOB-CHEZ00001 T Documents for approval
= Revisions (6)
Doc number Revision Walid Title
250834585 0o b4 Area Handover - PMG to HZI- 006 - LD-3
25083456 01 L List of Subcontractors
250B3455 02 L ] Overall Plan Mechanical
25083455 A L Cutdoor Support 0RAB40BQ031
25083455 B L DD20151009-38-BIL
250B3456 B L] Pneumatic Grate Riddling - OM and Spare Parts Drawing

In case you hold edit rights to the document you have opened in read mode, the "Edit" button

will be displayed.

[z Dashboard Document - SOB_CCM_GEC_CR_001 -C *

dsave £ Close ODistrmulion List = Organise ~ " More +
Title®: Gerneral Outline - Staircase Building Area D
Doc number™: SOB_CCM_GEC_CR_001 v Revision™: c v
Valid: @) Yes ) No Folder™: 0600.20 Mechanical %
Status™: A4 Customer comments received > Type™: Drawing >

Attachments || Detals || Customer & Supplier || Workflow || Revisions || Correspondence || Posts || Access

o) Add 3 Delete @

O File « Added on

L | - SOB_CCM_GEC_CR_001 C.dwg (66.08 KB) & <l 05.12.2018 10:20

[J 2 )| s0B_CCM_GEC_CR_001 C.pdf (66.08 KB) & ® L & = 0512201810:20 (@
[l 3 ) s0B_CCM_GEC_CR_001 C_annotated 2018.12.05_10.28.24.pdf (67.52 KB) & ® <l 05122018 10:24

With edit rights access, you are able to adjust meta information, access the extended
document action bar and add or delete files within the attachments section. Please be aware
that if the document has already been sent via transmittal slip, you will only be able to delete

files that have not been sent yet. All sent files are marked with a lock symbol.
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4.2.10 Use Templates to send Transmittals & Comments

For creating and sending transmittal slips as well as comments, PIRS offers a great feature
called "Predefined Document Actions". PDAs are templates created by your project or
document manager that you can use to save time. With a PDA mandatory as well as optional
fields of a comment or a transmittal such as the recipient, the body text or the required

response date can be preset.

Learn more about PDAs here.

4.2.11 Comment Review Sheet (CRS)

Communication, team work and efficient collaboration internally as well as with all external

members of a project, those are the key elements that can make or break your project.

Especially during large EPC projects collaboration is vital. Several parties are involved and
thousands of documents have to be reviewed, revised, commented on, approved and the final

versions used for construction and the as built documentation.

Being able to exchange and follow up on comments plays a vital role in the entire process of
reviewing till the final document is released.

The Comment Review Sheet, which is a tab in the content area of your meta document will
allow users not only to manage, trace and track their documents, revisions and communication
but have precisely one common place to leave, share and exchange their views for each
document and its revisions.

2] Dashboard =) All Documents Document - 1-PRE-MB-KEE-BB-001 - A '*
[Elzave E3Close {JDistributionList + </ Organise = °More =
Title™: Staircase Tower B
Doc Mumber*: 1-PRE-MB-KEE-BB-001 7 Revision™: A ~
Valid: @) Yes O No Folder*: 13.20 Documentation "
Status™: 11. Watting for internal check by Order Responsible ¥ Type*: Drawing ¥
Attachments (3) || Details | Customer &Supplier || Remarks || Workflow || Revisions (1) || Correspondence || Comment Review Sheet (2)| Posts || CustomFields || Access
CRS Status: Open —
CRS Responsible: Annabel Degler <annabell.degler@sobis.com> v
@ New CRS tem J{ Delete 7 More ~
[C] number Subject Comment Discipline Status Created « Created by Last Transfer Date
[C] 1-PRE-MB-KEE-BB-001-CU-00001 Adjust hight Hight of el. lines need to b...  Electrical Open 09.05.201910:44  Annabell Degler
] 1-PRE-MB-KEE-BB-001-CU-00002 Recalculation Parameters on outside wal... Mechanical Open 09.05.201910:46  Annabell Degler

42111 Why you should work with CRS

When reviewing a document either on your screen or the good old way as a print out on your
desk, you are probably used to leave your remarks directly on the drawing. But we all know
that it gets rather difficult to follow up on the remarks and comments of several people, made

directly on a document.
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Also, once you create a new revision all those comments are lost, more or less. Therefore,
comments are usually recorded in lists which are then attached, changed and reattached to

the document. With the PIRS Comment Review Sheet this is no longer necessary.
You can...

e Make remarks directly attached to the reviewed document

e Have a standard, company-wide process to leave & share comments

e Automatically create & maintain a central list of all comments that can be exported to

Excel
e Follow up on each comment with status, responsible & discipline
¢ Include open comments from previous revisions in latest revision

¢ Share comments between all parties internally as well as externally

42112 How does it work

The CRS is a new section directly integrated into a PIRS meta document, hereby allowing you
to comment on every document revision by making a list. In case the CRS tab is not visible

within your meta document, please contact your project manager or support desk.

Each item within the list reflects one open point or remark that needs to be addressed. In order

to create a new CRS item click the "New CRS ltem" button.

Comment Review Sheet (2)
CRS Status: Open
CRS Responsible: Annabell Degler <annabell. degler@sobis.com>
\)New@ ttem | 3§ Delete ” Nore -

[ mumber | Create anew CRS Ttem Subject Comment Discipline Status Created Created by Last Transfer Date

[[] 1-PRE-MB-KEE-BB-001-CU-00001 Adjust hight Hight of el. lines needto b...  Electrical Open 4 Annabel Degler

[C] 1-PRE-MB-KEE-BB-001-CU-00002 Recalculation Parameters on outside wal... Mechanical Open

46 Annabel Degler

A new window opens,allowing you to enter a summery of the issue within the subject field,
select a discipline as well as a status and enter a more detailed description within the

comment field.
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LOmEE Neey LU D... Cs L sl e U UD.EU 1T U599 AN e Lrege
cn' o — e
{# PIRS - New CRS Ttem *
Nurmber: <MNumber=
Subject™: Add sdditionzl level
Discipline™®: |Otherd s
Status*: Blectrical
Mechaniczl
Comment: Orthers @
Software
Save Cancel

As you click save, your item will be listed within the CRS tab. You can adjust the status of
each item separately during the course of e.g. the document workflow. In addition, can easily

reply to each made remark directly within the Comment area of the CRS item.

The CRS also has a general status to reflect for example whether or not CRS items are open,
all closed or still in progress.

Attachments (3) Details Customer & Supplier Remarks Workflow Revisions (1) Correspondence Comment Review Sheet (3) Posts [
CRS Status: v
CRS Responsible: Done

In Work

(D New CRS kem J{ Delete . 0 @
[T Mumber Subject Comment Discipline Status Created «
D 1-PRE-MB-KEE-BB-001-CU-00001 Adjust hight Hight of el. lines need to b...  Electrical Open 09.05.2018 10:44
|:| 1-PRE-MB-KEE-BB-001-CU-00002 Recalculation Parameters on outzide wal... Mechanical Open 09.05.2019 10:46
" | -PRE-MB-KEE-BB-001-CU-00003 " Add additional level " An additional level is plann...  Mechanical " apen "09.05.2019 10:56 |

There are no limitations on how many comment items you and your team will create within the

Comment Review Sheet tab.

4.2.11.3 Revision Management

Since the CRS is a tab within the PIRS meta document, your comment items are listed directly
to and can be maintained directly within each document.

Because in most cased it is important to have a list of all CRS items in every revision or to
have at least items that are not yet closed transferred to the next revisions, PIRS will
automatically copy all items listed within your CRS when a new revision of a document is

made.
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[ Dashboard =t All Documents Document - 1-PRE-MB-KEE-B8-001 - A Document - 1-PRE-MB-KEE-BB-001 - B *

[Elsave EJciose «)Distribution List + |- Organise = . More +

Title™: Staircase Tower B
Doc Number™: 1-PRE-MB-KEE-BB-001 7 Revision™: B
Walid: ® Yes i No Folder®: 13.%Documenmtion
Status™: 11. Waiting for internal check by Order Responsible o Type™: Drawing
Attachments Details Customer & Supplier Remarks Workflow Revisions (2) Correspondence Comment Review Sheet (3) Posts Custom Fields Access
CRS Status: Open —
CRS Responsible: Annabel Degler <annabell.degler@sobis.com: v

@ New CRS tem X Delete " More -

7] Number Subject Comment Discipline Status Created « Created by Last Trar
D 1-PRE-MB-KEE-BB-001-CU-00001 Adijust hight Hight of el. ines need to b...  Electrical Open 09.05.2019 10:44  Annabel Degler
D 1-PRE-MB-KEE-BB-001-CU-00002 Recalculation Parameters on outside wal. Mechanical Open 09.05.2019 10:46  Annabel Degler
D 1-PRE-MB-KEE-BB-001-CU-00003 Add additional level An additional level is plann. Mechanical Open 09.052019 10:56  Annabel Degler

Since each item receives a unique number which will also be transferred in case you create a
new revision you can always follow up according to the number. Iltems that are not needed

within a new revision can of course also be deleted using the "Delete" button.

42114 Share CRS ltems with externals

In order to easily share comments with externals, the content of the CRS can be included as
Excel file when sending documents from PIRS automatically. In addition you can of course
create said Excel sheet at any point of the process and submit it to your suppliers, consultants
or customers separately.

In order to create the Excel sheet, you need to open the document in edit mode. Then select

the more options. As last feature in the list you will find the option "Create file from template”.

|=2¢| Dashboard Document - SOB_CCM_GEC_FC_DD2 - B '*

EJSave mCInse Q Distribution List + Organise ~ | ' More v(/

v Predefined document actions...

Title*: Layout Platform - Staircase left
= Check out
Doc Number#: SOB_CCM_GEC_FC_002 b‘;{] - B
rint
Valid: @ Yes (O No 0600.20 Mechanical
J~| Create PDF
Status*: A.1 Draft Drawing

& Showurl

Show access...

Attachments Details Customer & Supplier Workfl Comment Review Sheet (3) Pq

= Show log

CRS Status: Open 4 Download attachments //
CRS Responsible: f v

- ) = |2 Create file from template I
o) New CRS Item ¢ Delete = More = U
[ Number Subject Discipline Status Created « Cor,
] S0B_CCM_GEC_FC_002-CU-00001 Steps differ in width Civil Open 29.05.2019 21:37
|| S0B_CCM_GEC_FC_002-CU-00002 Wrong Material PM In Progress 29.05.2019 21:40
|| S0OB_CCM_GEC_FC_002-CU-00003 Hight need adjusting Mechanical Open 29.05.2019 21:40
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There can be several different templates based on what you need for your project. Select the

template that fit your requirements and click "Create file from template" as illustrated below.

M. i1 o B

Sa. =

4 PIRS - Create file from template b4
>*  File Template Name « Description
Comment Review Sheet
3 word.Official Cover Sheet Revison™
d: Folder#:
tu Type*:
| D I
59
51 Create file from @mlate Cancel
New TRE Tem Delete Ve Create a file of this document using selected template

The CRS list will be created based on your company template and if that option was selected

in your project set up also automatically attached to your PIRS document.

4.2.11.5 CRS exchange with Portal

If required, PIRS Portal user can also be integrated directly within the comment process
offered by the CRS. Please contact your project manager or SOBIS Service Desk to learn
more about the activation of CRS for PIRS Portal.

Once the CRS for Portal is activated all CRS items will also be transferred to PIRS Portal
when you send a PIRS document via Transmittal Slip. The PIRS Portal user will then be able

to add there own CRS Items and answer to listed items created by you and your team.

B cross References
B Action tems
B comment Review Sheet (2)

CRS Status
CRS Responsible

) New CRS ltem |~ More ~

% Showlog@

2 Delete

[ nurmber ct Comment Discipline Status

|ation needsto ber...  The calculation ofthe hig...  Civil Open

anpassen P In Proi
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The CRS item number will reflect whether the item was created internally or from a Portal
user. In addion you can access the log for each CRS item that will allow you to track who
edited the CRS item.

3 .- PIRS - Document log X
= Created: 05.06.2019 17:15 Created by: Sivio Richare
Last modéfied: 07.06.2019 09:18 Modéied by: Som Johassen
Hestory
Last modéed ~ Feid Nodfied by
07.062013 0918 Comment Sam Jonnsson ]
07.062019 0918 Last Transter Date Sam Jodasson
Status Sam Johnsson
05062019 17.15 Last Transter Date Sivo Richarat

Page 1ot . Enties 1-40f~4 (1selected) Entoesperpage 80 v
+
. Fed: Comment
+ L:" Modffied by: Sam Johnsson
Dte: 07.06.2019 %18
Drgral value: New vabe:
1 Genot find anythng n the Glculiton... 1ot find anything n the Gloulition...

The cicsltion & as folows:

4.2.12 Interfaces with CAD, PDM or ERP systems

PIRS offers several options to integrate data from other system via web services. Therefore,
we are able to develop and enable reading interfaces to any other system or tool you are
working with, as long as we have access to its documentation and can cooperate with your

internal IT.

One interface already offered within our standard it an interface to COMOS. Depending on
your COMOS version and set up, only little adaptations will be needed in order to offer an
automated import of meta data and files directly from COMOS based on xml. Together with

your project managers we are able to:
¢ define a name pattern for uploaded files
e automatically handle and recognize new document revisions
e customize mapping between COMOS and PIRS fields
e and recognize duplicates

Of course based on the same general method, we are also able to set up an automated import

from your FTP server.

Please get in touch with your SOBIS responsible or your service desk to learn more.
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4.3 Events

An Event offers the option to document and record all deviations, variations and changes
within your project. So any "Event" that might lead to addition costs or time delays, should be
documented as a PIRS Event.

Incoming
Claim

Contractor

at site

Instruction ’

Contract Legal
Mgmt 4§ r“
{ Workflow g

Project
Manager

System /
~ Equipment
Supplier

The Event allows to categorize, evaluate and assess possible impacts. Based on the process
offered within the Event, follow-up information can then be created with precision, required

workflows can be put into place and necessarry notices can be send to external parties.

In order to closely monitor all project deviations and variations each team member is
recommended to create a hew Event for each event occurring during the course of the project
no matter how minor or major the event might seem and regardless of the immediate level of
estimated effects the event might have. An event can for example be a delayed or damaged

delivery, a strike or sudden illness of employees, an earthquake or any other incident.

4.3.1 Create new Event

In order to create an event you simply click the “New Event” button that is presented to you in
the Event section of your folders or within any Event view as indicated in the screenshots. A

new Event document will open in a new tab within your content area.
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= PIRS - Kuantan

[E3) All Correspondence =] Dashboard Change & Claim =
| All Documents [24]Correspondence | Documents D Events ‘
7 Favourite Folders WX 2

0200 Proiect M " ONe%\aentV C}Distribution List v OrganiseY 7 Workflowy
= roject Managemen — .

1 0400 Procurement Number (Ereate B new—Fvent & Subject

0600 Engineering

[ Eo0048 g Issue with Welding seam
1 0900 Quality Management :
| 1100 Site Management IRy E00o4r - s Damage goods
| Change & Claim [] Eoo0045 g & Damaged goods
[”] E00040 LT & Change Request - Pumpe
["1 E00035 7 47 Uberarbeitetes Angebot

The following image and its related description will give you a quick overview of the

information to be entered in an Event and its purpose.

[27] Dashboard Change & Claim *| “g New Event *

ESave mcluse 1 Organise’v

Subject*: Enter the subject...
Number: <Number> Folder*: Change & Claim e
Status*: Open RS Caused by*: Select the company... v
Responsible*: v Type*: Select a Type... e
Reported by*: v Location: v
Reported on: |

Description | Attachments | Estimated Impact | Workflow | Correspondence | External Links | Follow Up | Access

Arial v 12px v B I US5 AL § 2 = = = = <

T vy @ & HY Q @ MY P I Oox x @ O

1) This area is the header of the Event. Here the main Event documentation and
categorization e.g. in form of a short description (Subject), the event status and type as well as
the responsible and and the company that caused the event can or must be entered. All

mandatory fields are marked with a * symbol, highlighted in the screenshot above.

2) The tabs in the area below the header offer you the option to include additional and more
detailed information about the event. The first tab lets you insert a detailed description of the
event while the second tab enables you to upload any files related to the Event e.g. photos,

calculations or documents for the construction site.
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The predicted or recorded time and cost impact of the event can be calculated and
documented in the third tab. Here you can select whether or not you expect an impact on your
schedule and pick the schedule entry or milestone / project phase that will be affected. In case
a specific date was defined by a contract you can also include it together with the estimated

deviation.

Description | Attachments (1) | Estimated Impact | Workflow | Correspondence | Posts | External Links | Follow Up | Access

Potential Schedule Impact: (O Yes (O No Time Impact on: A
Contract Date: 3 Estimated Date: =
Estimated Delay: 0

& Add | [ Edit € Remove

] ,Add sty G g e Company Expense Working Hours

To add estimated costs, click the "Add" action as displayed above. A small input mask will
open, allowing you to enter a title, company, expected expenses and list working hours for
which you can pick hourly rates based on your company rates. In case chargeback costs are

expected they can also be listed in a separate cost item entry.

¢ PIRS - Cost Impact Item X
Ttem*: Additional Material needed
Company: Colbeth GmbH v
Chargeback: O
Expense: 5.400,00 EUR v &

Working Hours

Working Hours: 15,00
Hourly Rate: Select
0,00
Total Cost: 5.400,00
Add Cancel

If workflows are used to manage internal information or approval processes, the "Workflow"

tab will allow you to pick and assign the right WF.
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Within the "Correspondence" tab you will see all notices that have been sent and the "External

Links" tab enables you to insert a link to another webtool or any website (e.g. google maps).

In the screenshot above you also see a tab called “Follow Up”. This tab can be defined by you
and offers the option to include a simple or complex input mask. Your company can use this
feature to include any other meta data that needs to be entered. You could for example
document follow up processes such as Claims, Change Order, Instruction, Non Conformity
and so on.

The last tab offers the option to define or limit the access other team members will have to the
Event. Unless the access is already defined by the folder, by default all team members will be
able to read your document. However, you will be the only person with author rights which
means that other than you only team members that have admin rights will be able to edit this
document. (Compare with the image below.)

Description | Attachments Estimated Impact | Workflow | Correspondence External Links | Follow Up | Access

Wheo can read this document?

® Al
() Al editors and following contacts/user groups

Who can edit this document?

(® Document author only
() Document author and following contacts/user groups

Save your Event

If you have entered all important and required information, click save in order to save the
Event.

Once an Event is saved, it automatically receives a unique document number. Compare with
highlighted area in the screenshot below. Furthermore, additional buttons appear within the

document action bar.
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[’ Dashboard Change & Claim % Event - E00047

[ E]Eve ﬂ Close []New Cormrespondencew QDislr\bution List ¥ |~ Organisew VFMoreV ]

Subject*: Damage goods
Number: E00047 Folder*: Change & Claim
Status™®: Open v Caused by*: Roloff Consulting SE
Responsible*: Annabell Degler <proje = v Type*: Defect

Location:
Reported by*: Annabell Degler <proje v
Reported on: 09.08.2022 4

Description | Attachments (1) | Estimated Impact | Workflow | Correspondence | Posts | External Links | Follow Up | Ac
Arial v 12px v B T US AL § 2 = = = = «
Zvizy @ @ HY Q @ Ay | IL ox x [ O

We have received a delivery the goods are damaged we need to contact the supplier and regard the pictures attached

All general options and actions offered within the action bar are described within the chapter
PIRS Tool Bar Actions.

4.3.1.1 Use Office Templates

In case your company has provided SOBIS with office templates used to document e.g. non
conformities, changes, instructions, damage reports and so on, you can use the information

recorded in your Event to create these documents based on your templates.

You will finde the templates within the "Create file from template" feature listed under the
"More" options.

[&) Dashboard Event - EDDD49
[E=lsave EJclose [INew Correspondence™ <y Distribution List v |-~ Organise™ ‘_'--’MoreVM
- » Predefined document actions... ,
Subject™: Wrong cable size ~
Print
Number: E0D049 =
| Create PDF
Status™®: Open 7
[} Show Folder Fullname
Responsible™®: j i
P Annabell Degler <project.manager@demoe.sobis.co @ Showun v
Reported by™: Annabell Degler <project.manager@demo.sobis.col [ Show access... v
Reported on: 25.08.2022 (3 2 Show log
u Download attachments
Description | Attachments | Estimated Impact | Workflow | Correspondence | P £55
153 Create file from template
Arial v 12px ~ B I U S5 A& Ld >l =

The cable put in is too narrow, it also seems to be too short. Regard pictures

To learn more about the template feature please refer to chapter Create file from template.
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4.3.2 Send Notice

Events can be sent to externals using Notices. Notices will then automatically be linked with
the Event. Similar to a Transmittal Slip, PIRS will create a cover letter, containing information
about the sent Event as well as an action the recipient is expected to perform.

527 Dashboard Change & Claim X Event - E00047
ESave B3 cibse | EdNew Correspondencer‘rm <) Distribution List v -~ Organisev " Morev
*- .
Status*: [Z3 New Notice N M Caus|
Responsible*: ) ageridemo.sobis.com= v Type!
v New Predefined Document Action...
Locat
Reported by*: Afabeli Degier <project. manager @demo.sobis.com> v
Reported on: 09.08.2022 03

Description | Attachments (1) Estimated Impact (1) | Workflow | Correspondence | Posts | External Links

Dotnntial Schadula Tranack- (O Voe ) N Tirme

To create a new notice, click the "New Correspondence” action within your event tool bar. You
can either create a new notice from scratch or use a company template ("New Predefined

Document Action™).

In case your company has not defined templates yet, get in touch with your PIRS responsible
or contact the SOBIS service desk.

The new Notice will open in a new tab.

Select a recipient, make sure to enter values for all mandatory fields and enter you text within
the body field.
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|:z7] Dashboard Change & Claim X Event - E0D047 | 2} New Notice

BSave ﬂ Close []Send as E-Mail v -3 Delivery Options Organisew

crom | Andrew Miller | Draft

To: v
Ce: v
Bec: v
Doclink: Project Mailbox <management@demo.sobis.com> X v

Subject*: | Reporting Defect

Ref. No.*:  SOB/ROL/<Number> ¥ Folder*: Change & Claim -
Your reference: Your reference dated: 3
Classification: Defect Notificatic v

Events (1) | Body | Attachments | External Links | Follow Up | Access

Arial v 1zpx v B I US AvSLy § 0 = = = = <«
vy @ @ H Q ® Ay PIL oxx B £ O

Dear Project Member,

please find attached the report of a new defect notification report. We expect your immediate action and reply.

Best regards,

Andrew Miller )

The Event will be automatically linked within the "Event(s)" tab. Similar to the transmittal slip
used to send documents, you can define a new status which will be assigned to the Event
after the notice has been sent. You can choose and select files attached to the event to be

shared with the recipient of the notice.

Your reference: Your reference dated:

Classification: Defect Notification N

Events (1) | Body | Attachments | Extemnal Links | Follow Up | Access

[ | Add/ Remove document(s) % Fillevent grid... 3§ Remove selected event(s) |} Download attachments | |Bulk change... ]

[¥] Number o Subject Status & Attachments
(vl E00047 Damage goods Recorded & | IMG_20220809_1106551660036015651.jpd i
[¥]| - IMG_20220809_1106551660036015651.jpg

In addition, you can add or remove events for your list, use the "Fill event grid" feature to
adjust the setting on some or all events that will be send out. With the bulk change feature,
you are able to change values on the event(s) directly from the notice. This might come in
handy in case you want to e.g. change the responsible of all selected events to another team

member.

Once the notice has been saved or sent, it will be listed within the Event under the

correspondence tab.
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2] Dashboard Change & Claim % Event - E00047
[ Edit BJcClose [INew Correspondencev g File from...» ) Distribution List ¥ Organisev ' Morew

= E00047 - Damage goods

Status Recorded Folder Change & Claim
Responsible Annabell Degler Caused by Roloff Consulting
Reported by Annabell Degler Type Defect

Reported on 09.08.2022 Location

Description

We have received a delivery the goods are damaged we need to contact the supplier and regard the pictures attached

Attachments (1)
Estimated Impact
Bl workflow - Edit the document to select a warkflow

n
Function Responsible(s) Status Date
B Correspondence (1)
Date + & & Ref No. Subject b
25.08.2022 16:52 & SOB/ROL/00098 Reporting Defect

Cross References
Action Items

o .

4.3.3 PIRS Event App

The PIRS Event app offers you the option to quickly create and report new events using your
cell phone or tablet. The app is also available offline, therefore enabling you to document

events e.g. directly at the construction site regardless of internet access.

To download the app search for PIRS Event within your app store (I0S or Android). Open the
app and enter your PIRS URL. Log in using your username and password. In case single sign
on (SSO) has been set up within your company, you need to set up MS Office (Outlook) on

your devise.
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[s) PIRS:Event

Event OPEN

What's New

Version 1.0.1
- Events synchronization
- Read mode for events

Preview
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LOGIN

@ Pirs

https:/fsales = e

CONTINUE
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@ Pirs

https://sales sl sasipiegiinaes i

Annabell Degler

LOGIN

Once you are logged in, all your active PIRS projects will be listed in your app. Select the
project you want to create an event for. A list of all Events created by you and/or you have

access to will be offered. You can access the events and attached files by selecting the entry.
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Al
Project List -~

Kuantan
Project Manager - Annabell Degler

Last sync status: 05-Awg-2022 00612

Duban (Bott Consulting)

This is the PORTAL of XIRON Chemicals
project. Working together with engineering c...

Duban (XIRON)
This is a project of XIRON Chemicals
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£ Project List Events E
Q, Search
E00048 09-08-2022
Issue with Welding seam Open
EC0047 09-08-2022
& Damage goods Recorded
E00046 09-08-2022
Accident on the construction site Open
E00045 09-08-2022
& Damaged goods Contractual Partner informed
E00044 09-08-2022
& issue with material Recorded
E00043 19-07-2022
& Schlechte SchweiBnaht Open
E00042 19-07-2022
& Rohrleitung zu kurz Open
E00040 21-06-2022
& Change Request - Pumpe Recorded
E00039 13-06-2022
& Damaged goods Open
E00038 02-06-2022
& New Order Details Open
E00037 01-06-2022
& Damaged goods Open
E00036 01-06-2022
& Delay in material delivery progress
E0C0034 6-2022
& Sublieferant insolvent I s
E00033 3 2
& Lieferprobleme In progress
E00032 20-05-2022
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< Events Event

Kuantan

Subject

Wrong cable size

Caused by
Derocco GmbH

Type
NCR

Folder
Change & Claim

Description

The cable put in is too narrow, it also seems to
be too short. Regard pictures

® Attachments
¢ IMG_20220825_17045216614.. @ [

To create a new event, select the green + in the right lower corner.

An empty event will open. Enter a subject, select a causing party and a type from the list.
Optionally enter more details within the description area.

By selecting the plus symbol next to the "Attachments" you can take a picture which will
directly be attached to the event, pick a picture from your gallery or add a file form your cell
phone.
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Retake Use Photo

Once all important information has been added click save. The event will be transferred to
PIRS and a responsible informed. In case you are not connected to the internet, the event is

saved and will be transferred as soon as internet connection is available again.

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH Page 164 of 349
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.



SOBIS | PIRS S©BIS

Submitting

5 General Actions

There are several features generally available to users for documents as well as
correspondence. Some of these features can be found within your tool bar, others are offered

within the document or correspondence item directly.
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51 Search & Filter Functions

There are many different possibilities supported in PIRS that allow you to quickly and easily

find and retrieve all information, correspondence and / or documents that you might seek.

= all Correspondence *
- [ Reply - [l Forward - & Distribution List ~ _}5‘ More ~

B Type ¥ Subject P
4] SortAscending  [o0kEr &

203 .. E-Mail
2013 . il Sort Descending 00055 - Low coner...
2013 ... E-Mail vetem. AP
2013 .. E-Mai | [E¥ Columns b Date
2013 ... Comment E] Fiters . Type f’
o SO I =T T - S —— | Number 7
2013 ... E-Mail Delay and double hand D cend 4
ender code
2013 ... E-Mail Additional Staff for con
) » [[] Recipient code

2013 ... E-Mail Additional pump necess
203 ... Transmittal Documents for vour ap TiE
2013 ... Transmittal Documents for review From
2013 ... Transmittal Documents for vour ap Recipient=
2013 .. Library tem  Kick-0ff Meeting projed [] Last modified &
2013 .. E-Mail PIRS offer and prezent I:l Modified by i
2013 ... Library tem Offer templates D Creaied B
2013 ... Letter Offer for Change Requ i

Created by .
2013 ... Letter Offer for yvour Change D Y i

But before going into the details of searching and filtering information and data within the
different folders and views, please be reminded of your options to alter and manipulate the

information presented to you in each folder and view individually.

PIRS allows you to activate or deactivate the display of any column of each view or folder
(compare with the screenshot) and furthermore you have the option to adjust the order of the

columns for each content display via drag and drop.

The application will save changes made by you even after you have logged out. Therefore you
can modify your correspondence and document view individually to show exactly the
information you need at one glance. In order to reset your modifications enter your settings.

For more details please refer to the chapters Customize a grid and User Preferences and Set-

up.
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5.1.1 Filter data

As mentioned above, PIRS offers the possibility to adjust any grid within any view, regardless

of where you are currently operating in.

This means you can add or remove columns and move their position within your grid. All
changes you make within a correspondence grid (e.g. "All Correspondence”) or within a

document grid (e.g. "All Documents") will be memorized within your individual settings.

Therefore, all changes you make within one correspondence grid, will be memorized for all
other correspondence grids and displayed for all your sessions. This feature enables you to

adjust your general content display to your preferences.

"Filters" allow you to search for particular documents or correspondence items by filtering the
data content for certain criteria. So, let's say for example, that you need to send a list of all
emails, comments and transmittal slips sent from your company to another company during
the last 3 months, PIRS offers the opportunity to filter the data within the view "All

Correspondence” to fit all search criteria.

Click the arrow in the corner of each concerning column, namely date, type, sender and

recipient code.

For each column a selection box will expand within which the desired filter option can be
selected. For the date column a date span before or after a certain date or one particular date
can be chosen. For our example the time span would be the last 3 months. Next we need to
activate the filter of the type column and select the type E-Mail, Comment and Transmittal Slip
as a filter. Then we choose the sender and recipient code that matches our company and
customer code. PIRS will start to filter the content as soon as the filter option is selected. You

find each step illustrated in the images below.
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[ All Correspondence

- [ Reply - [ Forward - & Distribution List ~ L/‘:’ More -

( Sender code Recpient code ‘}rum

"
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SLE 212 il Sort Descending re
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Columns where you can select from a list of different options as well as some other columns
(e.g. where you can enter a value manually) will also allow you to choose a blank. Meaning
that you want this particular field to "not" carry a value. So, in case you would like to search for
documents that have not been transmitted yet, you can select a blank for the column "Last

transmittal" as shown in the screenshot below.

'8 '
Status Type Last transmittal ¥ Last transmittal date  Last transmittal required response dat
10.1 Internally Rejected Drawing ' 41 Sort Ascending
Approved Engineering Documert  ABB/SOB/0000S T “ Sort Descending
Draft Engineering Document
10.1 Internally Rejected Engineering Document (E] Columns ’
10.1 Internally Rejected Engineering Document ‘h" Fiters v | @ ook
14. Approved and ready for su... Engineering Documert EPC/PORTAL/00026 vTEEvEY 1
10. Draft Engineering Document )
Draft Engineering Document y

Keep in mind however, that this option will only be available for fields that are not mandatory.

For certain columns, e.g. name fields, you are able to enter the value manually. Hereby, it is
possible to enter the value only partially, the application will also recognize partial words. In

both cases PIRS will find matching entries.

In order to offer you the best results possible without influencing performance negatively, it is
necessary to insert the * symbol in front of words or partial words when they are not the first
letters of the particular value you are looking for. For example, let's say you like to filter entries
for a certain person who created those entries e.g. Erica Murphey. If you enter "Erica" in your

filter for the "From" column you don't need to add a * symbol because the value you are
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looking for starts with "Erica". Should you like to search for "Murphey" however, you need to

enter " * " before you start to type Murphey.

[7] Dashboard | =] 0200.10 Project Organi... '*
|1 correspondence || 7] Documents | == Activity Stream

g New E-Mail - [ Reply - [ Forward ~ «) Distribution List ~ % More -

Date = From Subject Tags Type
) o b, &
O] or 03122013.. Erica Murphey <eng| 4 | sort Ascending E4 &
|:| g 03.12.2013 ...  Erica Murphey <eng il Sort Descending [

[E Columns 3

Filters bl g *Murp|

Since PIRS release 3.1. you are able to filter for existing attachments. So, in case you need to
know for example how many documents currently don't have any technical drawings attached

you can select "No" for the column attachments, as illustrated in the screenshot below.

[:£] Dashboard || [E] All Documents *

o Mew Document - (‘J Distribution List - ‘_)1’ Mare -

[T Type = @  Revision r | & T Status Title
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[[] calculation @ B i 10. Draft Turbine fiter C245
[[] calculation @ B T 11. Waitin internal check by O...  Turbine fiter C245
[T] calculation @ C v 10. Dra Turbine fitter C247

All filters can be deactivated one by one or all in one move. You can clear each filter you have

set separately by removing the check mark from the filter. If you would like to deactivate all

filters click the | More ~ | button in the action bar and select the action

=, Clear fitters

When you close or reopen a folder or view all set filters will be cleared automatically. When
open this folder or filter next time, all previously set filters won't be active and the whole

content of the folder or view will be displayed. The exception is the use of the refresh action
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offered to you in every folder and view. If you click the refresh button after having set filters,

your filter selection will still be valid.

5.1.1.1 Save Filters

In case you use certain filter combinations on a regular basis and prefer not to set them
manually every time, you can choose to save filter combinations for PIRS correspondence as

well as PIRS documents.

In order to save filter combinations go to the "All Correspondence” or "All Documents” view
and select the filters you need. Filter combinations might show all meeting related
correspondence sent from Erica Murphey to the customer, or in case of documents, all valid

documents that were sent to the customer, but where no comments have been received yet.

~ More - __'D Save Fiters. ..

Then expand the = button and click

A new small window opens allowing you to enter a title and description of your filter

combination, before you save it.

! PIRS - save Filters 3¢
Title: Erica's correspondence
Description: Erica's correspondence to the customer

that concerned meetings

X

Public: /Cl Yes

B Save a Cancel

In case you have the necessary rights you are able to create and save filters that are available
for all team members by checking "Yes" for public use, as indicated in the screenshot. You

can create as many personal filters for your regular use as needed.

In order to open filters, enter the view "Filters" listed under "Views" in your PIRS navigation.
Here you will find all your personally created filters as well as the filters that have been created

for public use listed with their title and description.
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Public

Title

My correspondence with Ali Farrad
Erica's correspondence
Allvalid drawings

All Drawings with comments

Description -
My corr. with the PM Ali Farrad (only emails)

Erica's correspondence to the customer that concerned meetings

All valid drawings that where transmitted to the customer but no comments have been received yet.

All drawings where comments have been received

You are always able to edit your own filters. The "More" button within the filter view offers the

option to delete them, take a look at the history log of a filter or refresh the page. In case there

are many filters listed and you need to find a certain filter quickly, you have the option to set

filters within your "Filters" view.

In order to open a filter double click it and the content matching your filter criteria will be

opened in a new tab.
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Tipp

You can also add your favorite filters directly as a bookmark within your browser. Simply
use the "Show URL" feature to copy the URL and use the data to create a new browser

bookmark.
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5.1.2 Search documents with full-text search

The search function in PIRS is a very useful and flexible feature. The whole content of a
database or just one singular view content can be searched for certain keywords or a user
defined string. The full-text search hereby considers all existing entries and includes the

content of attachments stored within PIRS.

The search function provides the possibility to search for any given or user-defined term within
all documents displayed in the view you are currently working in. The results of a full-text
search are listed according to the frequency of the search term within each found document.
Therefore, those documents in which the search term has been found most frequently are
listed at the top of the list of results.

Search within a view:

In order to initiate a search within a particular view e.g. the all correspondence view, enter the

term, you would like to search the view content for, into the text field in the right hand corner of

the view action bar, outline in the following screenshot, and either hit enter or click the £

button.

The results are calculated and displayed as soon as you click the search symbol. As you can
see in the screenshot below, the first couple of results carry the search term within their
subject name but there are also results displayed that don't show the term in any visible value

field. This would be an example where the term was only found in the document body or the

attachment. By clicking the = button the search box will be cleared, revoking the search

result display.
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f
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Wl

Search within the entire project database

This search feature is a very useful tool in case you might not be certain in which folder or
view a desired document can be found, because it will apply the full-text search to all files
stored within a project database. To initiate a search within the project database, open the
view "Search within project". An empty grid will be displayed and similar to the search feature
within a regular view there will be a text field located in the right corner of the view action bar

allowing you to enter a search term. Compare to the screenshot below.
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After entering and confirming the term you would like to search for, the results will be
displayed within the table. The results include all type of files, correspondence e.g. email,

letters or library items, documents as well as address book files like contact groups.

If you need to further narrow down the search results you have the possibility to customize
your column display and add filters as described in the previous chapters Filter data and

Customize a grid.

Search History
PIRS will remember your search terms, offering you to quickly go back to previous
search results or reenter previous search phrases.

5.1.2.1 The PIRS full text search options

To allow you to search for exactly the search terms you need, the PIRS full text search
enables you to create your own queries, search for word fragments or narrow down your
search by excluding or including specific word combinations. The search itself is not case
sensitive. So regardless whether you enter e.g. Kick Off, kick off or KICK OFF, the result will
be the same. Nevertheless it should be noted that the search term should ideally be entered in
lower case letters in order to help the system to differentiate between the search term and the

offered Boolean operators.
The Wildcard

Among other features the PIRS search includes the possibility to insert the ? symbol as a wild
card for a letter within a search term or the * symbol to replace several letters within a word or
a phrase. Instead of the search term meeting you could for example enter mee?ing and in
order to insure all word combination that could refer to kick off meetings (kickoff, kick-off,

kicking off, ...) you could type kick*.
Search for a string

In order to ensure that the result will return found matches for exactly a specific combination of
words e.g. kick off meeting, you are able to inclose the search phrase into quotation marks
("kick off meeting"). In this case the search will display only those documents where exactly
this word combination could be found. Should you for example search for all documents where

your name is mentioned you could enter "john smith".
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Boolean Operators

Furthermore, you can use Boolean operators which allow terms to be combined through logic
operators. The syntax supports "AND", "+", "OR" as combining Boolean operators and "NOT"

or "-" in order exclude or prohibit certain terms from the search.

In general the OR operator is used as default conjunction operator, meaning that in case you
haven't entered any Boolean operator between two terms, the OR operator is used
automatically. The search will then find all matching documents where either term or both

terms exist. The letter Boolean operators must be ALL CAPS.

Please be aware that there is a slight difference between using operator written in all caps
letters and symbol operator and they will not always return the same results. The "NOT"
operator and the "-" operator for example both exclude documents that contain the term that
follows directly after the operator but only the "-" operator can be use as a single search
requirement. The "NOT" operator on the other hand can not be used as a stand-alone. This
means that a search like "NOT meeting" will always return no search results even though
there might be many hits for documents that don't contain the word meeting. However, should
you enter the query syntax "- meeting" the search will display all documents not containing the
term "meeting". There can also be different results when combining both types of operators. In
order to minimize any mix-up in you search results, we recommend to always use quotation

marks framing your search terms.

Would you for example like to find all documents that refer to the internal PIRS training for
admins that was organized by John Smith and where PIRS:Claim wasn't on the agenda you

could use the following search term:
"PIRS training" AND "John Smith" AND "admin" AND NOT "PIRS:Claim"
Searching within specific field(s)

By default the PIRS full text search will always search for the entered term or search criteria
within all existing document fields and grid columns but PIRS also supports the specified
search for field data. This means that when performing a search you can specify a field

(column) to which the search should be limited.

Hereby, you simply type the field name followed by a colon ":" and then enter the term you are
looking for. You should be aware however that you need to use the technical field name rather
then the label of the field.

As an example, let's say you are in the All Correspondence view and you like to search for all
documents where the Subject field contains "kick off meeting" and the Sender Code column

displays the code SOB. You can create the following search phrase:

e subject:"kick off meeting"” AND refNo_sender_code: SOB

Please note that the field is only valid for the search term that it directly precedes, so e.g. the
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guery subject:kick off meeting would only look for the word kick within the subject field while

"off" and "meeting" will be searched for in all fields. Another example:Within correspondence

grids there is only one column that includes all recipients regardless whether the recipients

were listed within "To", "Cc" or "Doclink". Should you like to consider only the recipients that

were included within the "To" and "Cc" fields you can use the following search term while

looking for the recipient "Schmidt"

e to_valueReadMode:Schmidt OR cc_valueReadMode:Schmidt

Supported field names are described within the next chapter

The PIRS full text search is oriented on the rules of the Apache Lucene Syntax. Should you

like to inform yourself about all supported search queries and the vocabulary used in the

Lucence rich query language please follow this link:

http://lucene.apache.org/core/old versioned docs/versions/2 9 1/queryparsersyntax.html

5.1.3

Full-text search field names

Field names to be used in full text search are described below. Please ensure to be familiar

with the supported search syntax also described in detail here

Documents

PIRS Label

Document Number

Revision
Title
Folder
Valid

Status

Type

Format
Language
Application code
System
Reference

WBS

Activity 1D

Produce

Name required for
search

docNumber
revision_value
title
folder_name

valid

docStatus_value
docType_value
docFormat_value
language_value
applicationCode_value
system_value
reference_value

whbs

activityld

producer_fullName

Remarks

Current folder name (not full folder path)

Value can be true or false. Example
search: valid:true
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PIRS Label

Responsible
Owner

Notes

Customer
Customer Status

Customer Document
number

Customer Revision
Customer Category
Customer Penalty
Customer Notes
Supplier

Supplier Status

Supplier Document
number

Supplier Revision
Supplier Category
Supplier Penalty

Supplier Notes

Correspondence

Name required for Remarks
search

responsible_fullName
owner_fullName
remarks
customer_name
customerStatus_value

customerDocNumber

customerRevision_value

customerCategory_value

customerPenalty Value can be true or false
customerRemarks

supplier_name

supplierStatus_value

supplierDocNumber

supplierRevision_value
supplierCategory_value
supplierPenalty Value can be true or false

supplierRemarks

PIRS Label Name required for search Remarks

From from_valueReadMode

Reference refNo_formattedNumber  Please do not forget to escape the '/' character

Number

used in standard PIRS reference number (as
mentioned in search syntax description)

Example: If you are looking for all correspondence
with reference number like DESOB/DESOB/* the
correct search term is

refNo_formattedNumber:DESOBVDESOB*

Reference refNo_sender_code

Number
Sender
Code

Reference  refNo_recipient_code

Number
Recipient
Code
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PIRS Label

Name required for search Remarks

S©BIS

Recipients  recipients_address Search within all recipients of the correspondence

To to_valueReadMode Search within the recipients listed in the To field

Cc cc_valueReadMode Search within the recipients listed in the Cc field

Doclink doclinkTo_valueReadMode Search within the recipients that receive the
correspondence as Doclink

Folder folder_name

Subject subject

Body body

Contacts

PIRS Label Name required for search Remarks

First Name firstName

Last Name lastName

E-Mail email

Short Name shortName

Office Phone officePhoneNo

Mobile cellPhoneNo

Fax number faxNo

Contact Type contactType_value

Company company_name

Postal Address address

Country country_name

Default Corr. Code correspondenceCode_code

5.1.4 Use Full Text Search within Mailbox Views

The views "Personal Mailbox" and "Project Mailbox" are views that offer an insight into the
content of your personal as well as your project mail files. These contents are not included in
your PIRS projects directly but are accessed on your company mail server. In order to include
mails in your project you first need to upload them into PIRS. However, the mailbox views
allow you to access your mail files, review all contents including all body content as well as
attachments and work within PIRS, without having to access your malil files directly to check

for new messages.

Nevertheless, there are certain limitations to minimize effects on PIRS performance e.g. mail
contents are not displayed automatically. Therefore there are also some differences on how

the search works within your mailbox views. Since PIRS release 3.6. you are able to use
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search features such as quotes and asterisks in mailbox searches, compare the list of offered

search features in article Search documents with full-text search. However, keep in mind that

a full text search will only consider the content of fields listed in your mailbox grid, but not the

actual mail contents.

[i] Dashboard || & Contacts L | Personal Mailbox *

Folder: INBOX w || Load: Al v E? Reload - _;: Clear Fitters | “request” x| 0O
< >
[ pate = From Subject To

|:| 18.02.2019 09:38 Customer <customer@demo.sobis.com= RE: Kuantan SOB/MEW/00163: Meeting Reguest "Annab A
|:| 10.01.2018 09:52 Al Farrad <customer@demo.sobis.com= Kuantan MEW/S0B/00104: Re: Re: Request for change Annab
|:| 20.11.2017 0910 Customer <customer@demo.zobis.com= Request for change "Annab
|:| 06.09.2017 11:51 Customer <customer@demo.zobis.com= Request for change “Annab
|:| 16.08.2017 13:47 Customer <customer@demo.zobis.com= Request for change "Annab
|:| 17.05.2017 14:.07 Customer <customer@demo.sobis.com= Request for change "Annab
|:| 20022017 13:45 Customer <customer@demo.sobis.com= Reguest for change project

52 PIRS Tool Bar Actions

There are tree options that are displayed on all PIRS toolbars regardless whether you operate

within correspondence or document views.

|=2] Dashboard gau Correspondence '*

[ gNew E-Mail ~ [gReplywith histary - [glForward v[ODistribution List = Organise ~ _~More « ]

[[1| pate = Type From Subject S
|| 23.05.2019 10:08 D Annabell Degler <projectmanager@d... Document for Your approval g
[T] 21.05.2019 09:56 D Annabell Degler =projectmanager@d... Documents for approval g

First there is the "Distribution List" option, second there are several options offered to you
within the "Organise” option and third there is a list of actions presented to you with the "More"
option.

To learn more about the "Distribution List", please refer to the chapter Distribution List.

To learn more about the "More" options, please refer to the chapter More.

Workflow Options

In case it is activated for your PIRS application, you will also have the option to bulk change

workflows within your document grids and views.

If that it the case, there will a "Workflow" button listed within the document grids as illustrated

in below screenshot.
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|z2°] Dashboard —| All Documents *

L)Ne\n\rDocument - {")Distribution List = =3 Organise

[ Created = Doc Mumber

[l 03.03.202115:20 SOB_CPM_GE-_PG_087
[] 03.03.202115:04 SOB_CPM_GE-_PG_097
01_S0B_CCM_GEC_CC_...

[] 23022021 10:21

-

| =5, workflow = | 4 More ~

V... Revisi = =
Perform workflow operations on selected document(s)
@ B 7 Specification Bedienungsahlei
® A d Specification Bedienungsanlei
@ D e Drawing Rohrleitung Absc

Please refer to the chapter for managing workflows for further information.

5.2.1 Distribution List

A given on all action bars, regardless whether you operate within correspondence or

document views or are currently displaying a PIRS correspondence/document form, is the

"Distribution List" option.

] Dashboard

[ all Correspondence

Mew E-Mail - Rephy - Forward - | Distribution List - | 2~ More -
Ld Le Ll |

|:| | Date Type
7 04022014 .. E-Mai
] 197 03022014 . Comment

&

3| &4 Distribute document

L4 Show history

{3 Fw: He: Document for approval

If you expand the action by clicking the arrow, it offers two selection possibilities. As illustrated

by the screenshot, you can either choose to distribute the selected correspondence /

document or show its distribution list history.

The "Distribution document”

Should you need to distribute a correspondence or a document to e.g. your team members for

their information, you are able to create a new distribution document as demonstrated by the

image to the left.
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| =0 PIRS - SOB/MEW /00026 - New Distribution List % |
[ - '
Recipients: -

|
| Adrian Kessler <project.manager@demo.sobis.comz C)

Alois Bauer <management@demo.sobis.com: x|

m

Motes:

For your information

4 T k

(@ Send document link | 4] Send fulldncument] €3 cancel

The upper red outline highlights the opportunity to select contacts of groups from your project
address book, a feature already seen in earlier chapter. The text box allows you to address
the recipients with a short note. The second red outline indicates your possibility to either send

the document as a document link or send the full document as an email to all recipients.

If you send the file as a document link the recipients will receive your note (outlined in the
screenshot) together with a link in a standardized blue box that will lead them directly to the
respective correspondence / document within the PIRS application. Furthermore the email will

contain a standardized text and signature including the name of the sender.

Distribution List Kuantan SOB/MEW/00026: Minutes of meeting

Erica Murphey <engineer@demo.sobis.com=
Di04.02.2014 15:52
Adrian Kessler; Alois Bauer

Erica Murphey - SOBIS Software GmbH - E-Mail: engineer@demao sobis.com - Phone: +49 621 329 1228 5600
- Mobile: +49 621 329 1228 5600

PIRS Actions: Open <¢———— Open document in PIRS using the PIRS link )
Dear Project Member,

You are included in the distribution list of this PIRS e-mail (you can open the document by clicking on the
document link above).

(Comment: Foryour information]

Best Regards,

Erica Murphey

Should you choose to send the full document, which is recommended if all or some of the
recipients have no access to the application and therefore wouldn't be able to open the
document link, the recipients will receive the complete file including all attachments as well as

the document link.

The "Show history" function
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In order to learn if a document has been distributed yet and, if that is the case, to whom it has

been distributed, you can use the second option of the distribution list action.

&0 PIRS - SOB/MEW /00026 - Distribution List History *
Date - Sender Recipients Motes
1 04.022014 Erica Murphey Adrian Kessler <project.ma... For vour information

Distribution List - 04.02.2014 15:51

4

Sender: Erica Murphey
Recipients: Adrian Kessler <project.manager@demo,sobis. com=, Alois Bauer
<management@demo.sobis, com =

(Fnr your inﬁ:urmatinn]

First select the file you are interested in. Next click "Show history". Consequently, either a new
window will open displaying the file's distribution history including the distribution dates,
senders, and recipients as well as the respective notes (compare the screenshot) or a small

message box will inform you that the document has not been distributed yet.

5.2.2 Organise

The "Organise" button enables you to set cross references between different PIRS

correspondence and documents, regardless of their type.

|27 Dashboard | [-] E-Mail - ROL/SOB/00042 *

' ™)
[ Edit [EJ Close [gReplywithhistory » [gForward » [jJFilefrom.. » «)Distribution List] ~ Organise N__-'More-

Ay
. Cross References...
- Andrew Miller <supplier@demo.sobis.com> 3
~RE: Kuantan SOB/ROL/00049: Re: Anmeldung Verzug o —
ROL/SOB/00042 in 0200.10 Project Organization Tags
Ta: Annabell Degler =project manager@demao.sobis.com= “5 Mew Action Item
E iEdinTE e - Link ! Unlink Action Item(s)

[ cross References

The other options offer to you within this button are to add PIRS items to your favourites and
to create an action item that will be liked to the PIRS item, e.g. a correspondence or a
document. In addition you are also able to select Tags based a a list of tags managed by your

project manager.

When selecting the "Organise" option directly within a correspondence or document, all three

of these features are only visible after your have either saved or sent the PIRS item.
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In order to save time, you are able to select several correspondence or document items within
a folder or view and add them to your favourites, select Tags or create an action item that will

be linked to all selected items. All in one go.

|s2] Dashboard || (&5 All Correspondence '* D Transmittal Slip - SOB/MEW/00173 _/
L JNewE—MaiI - |ARepIywith history - |L;JF0rward - ODistribution List = | Organise = | More -

[ pate ~ Type From 7 Favourites u Add to Favourites
/] 232052019 10:08 Q Annabell Degler =project manager@d. . ) ET—
[] 21.05.2019 09:56 ) Annabell Degler =project manager@d. -

] 21.05.2019 09:33 i Annabell Degler =project manager@d. b Mew Action Item S0B

z 15.05.2019 13:38 D Alois Bauer =management@demo.so... Documents from supplier ROLfo... ROL

|_ 15.05.201913:18 D Annabell Degler =projectmanager@d... Supplier documents for upload S0B
[T] 15.05.2019 12:57 = Annabell Degler =projectmanager@d... Terminabfrage S0B

V] 15.05.2019 12:46 4] Annabell Degler <project manager@d... Meeting Request SOB

[T] 15.05.2019 08:45 B4 Ali Farrad =customer@demo.sobis.co...  Kuantan SOBMEWI/00170: Minut...  MEW
Z 15.05.2019 08:25 D Annabell Degler <project manager@d... Supplier documents for information  S0B

[

18 04 2019 09-40 Alais Bauer =managementimdemo S0 Documents from sunolier BOI o ROl

5.2.2.1 Action ltems

Action Items are individual PIRS items that help you and your team to manage your personal
as well as your team's tasks and meetings. They can be created by each team member for
themselves as well as for each other. For each Action Item you are able to set a reminder date

that will make sure that a task or a meeting is pursued and will be completed on time.

Hereby, an Action Item can be either created in relation to one or more documents and
correspondence (e.g. as a reminder to yourself or your colleague to send an answer to a
received email from the customer) or it can be created without any connection to another PIRS

item (e.g. as a personal reminder to make a follow up call until a certain date).
There are two ways to create an Action Item:

1. From within a PIRS Item in read or edit mode

2. From the Action Items View

Both options will be introduced in detail below.

52211 Create an Action Item from within a PIRS item

In order to create an Action Item that is automatically linked to a certain correspondence or

Organise -

document, open the PIRS item in read or edit mode and click the button. A list

of options will be presented to you. Click on "New Action Item" as indicated in the screenshot.
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(2] Dashboard || ] Draft E-Mail - SOB/S0B/00158 =

[=] save @ close [ Send £ Delivery Options ) Distribution List - [-= Organise ~ | #” More -

58 Cross References...

From: |  Erica Murphey ﬁ
[ Add to Favouries _Dr'aﬂ

To: Ali Farrad <customer@demo.sobis.cor

wh Mew Action tem E\

-y

Cc:

Depending on your project set up, either an input mask will open in a new window or the new

Action Item will open in a new tab.

In case your company has activated the pop up option with a limited input mask, you can
assign a subject and a responsible to your new Action Item. Furthermore, at this step you are
also able to select a specific category reflecting on your company standards (e.g. task, follow
up or correspondence control), the status as well as a due and reminder date. This is the

minimum information you can enter to create a new Action Item.

iy PIRS - New Action Ttem

Subject: Reply to customer - Questions on certain contract details

Responsible: Jeanette Schmitt <claim.manager@demo.sobis.com=

Category: Correspondence Control

Status: 1.0pen hd
Due Date: 18.06.2014 ) Reminder Date: 17.06.2014 )

B Savh B Save & Edit 0 Cancel

In case you need to add further information to your Action Item, click the button "Save & Edit"
and the document will be opened in edit mode. You will now for example be able to enter a
detailed description, add more information to the Action Item, restrict the access of other team

members within the "Access" tab or attach additional PIRS items within the "Links" tab.
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(2] Dashboard || B Draft E-+Mail - S0B/S0B/00158 /| Action Ttem - AT00006 '*

[ save €3 ciose ) Distribution List - [ Organise = 4° More -

From: Erica Murphey
Number: AIOOOOG
Subject: Reply to customer - Questions on certain contract details
Responsible: Jeanette Schmitt <claim.manager@demo.sobis.comz
Invohed:

Category: /Correspondence Control

Priority: v Status: 1.0pen w
Start Date: 16.06.2014 R Completion Date: |
Due Date: 18.06.2014 A Reminder Date: 17.06.2014 |

' '

Description Attachments Links Arccess

I
¥
I

o o | |2
|L._‘2} li.‘ |HTI11L

iz iz = o

FontFamily  ~ FontSize hé | B 7 U & |
A-B-| | | |

Dear Jeanette,
please take a look at the questions raised by Mr Farrad and get back to him as quickly as possible

Thanks, - l)

Erica

If your company has not activated the pop up the new Action Item will open right away,

allowing you to enter all required information.

Notify responsible

Regardless whether you create a new Action Item via pop up window or directly as new
Al, once you click save the responsible will be informed.

If you have set a reminder date, the responsible will also receive a note containing the
link and a standard reminder text at the start of his work day on the respective date.

Within the Links tab you will see all linked correspondence and/or documents. You are always
able to open the linked items directly out of the action item. Furthermore you can also directly
open or download any files attached to the linked PIRS items, thereby allowing you to bypass

having to open each correspondence or document prior to accessing the attached files.
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Description Attachments Links (2) || Posts Access

|@lLinks... [ Download attachments

[ Mumber « Type " d Title / Subject / etc. Last modified Modified by
[] MEW/SOBID0158 [1  #”p. Questions concernin.. 19.01.202112:31 Annabell De
Attachments - MEW/SOB/00158 X
g d / Attachments
) List of open points.pdf (138.81KB) | (2) &
/= Open contractual topics to discuss.pdf (24.83 KB) LA -
5.2.2.1.2 Manage and Create an Action Item within the Action Items View

In order to manage your own tasks and reminders you can follow your Action Items within your
personal "My Action Items" view. All Action Items, your own as well as those of your team will
be listed within the "All Action Items" view and can be followed and manage from this area.
Furthermore you are also able to declare Action Items as your personal favourites and

manage them in yet another view listed in your "Favourites".

From within all those views you are able to create new Action Items by clicking the

¥ New Action ftem button. In this case you will be presented with the whole input mask for

Action Items, as seen in the previous screenshot. Please be aware that since you are not
creating the Action Item based on another PIRS item there will be no correspondence or
document automatically linked to your new task or reminder. Should you wish to link another
item use the "Links" tab.

5.2.2.1.3 Inform responsible & other users about new task

Unless otherwise defined, PIRS will automatically send out an email to the user who is listed
as responsible in a new Action Item. This way, the risk that an assigned task it not recognized
can be avoided.

Since PIRS release 3.6. it is possible to define additional recipients for each project. This is a
project setting that can be activated as default, in which case all additional users that have
been defined as mail recipients for newly created Action Items will receive a notification malil
every time a new Action Item is saved. Further more the notification mail for responsible and
other users can be activated as optional service. If the setting is included as optional service,
users are able to decide for each new Action Item they create, whether or not the responsible

and all other listed users should be informed.
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ashboard Folder on RootLevel Transmittal Slip - MEW/SOB-IN/00003 T
o Edit E Close [ggReply to all with history and attachments = [ggForward » [ gFile from... ~ \"JD stribution List -~ Organise Mora -
23] Chester Gragoroff <chester@agragoroff.com>

Sent by: PIRS Setup <pirs.setup@sobis.com>
Documents for approval

)‘ «; PIRS - New Action Item - Transmittal Slip - MEW/SOB-IN/00003 T
MEW/SOB-IN/00

Tor R Subject™: Setup a phione conference with Transmittal recipients
— Responsible: Eddie Aamot <eddie@aamot.com> X v
B attachments (2)
B pocuments (4) | Cotegory: LoloniUp s i
B cross R\'-fﬂ_raruce$| Halmy®: Open 5
B action tems |
| Due Date: 16.01.201% 3 Reminder Date: 3
£ New Action rui
Number - ¥ Inform (responsible) users about the new Action Item
B rosts |
| save || Save& Edit Cancel
52214 Use Bulk change to edit several Action Item in one go

The feature "Bulk change..." listed under the "More" options in your tool bar, allows you to
change values for several Action Items in one go. Should you e.g. need to change the
responsible for multiple Action Items, simply select the items in question, open the "More"
options and click "Bulk change..."
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7] Dashboard

Wy New Action Item «() Distribution List ~ |_:“Mare ~

Number =
00021

Al0D0019

10016
AID0D15
AID0D14
AID0D13
AID0012
AID0O11
AIDOD10
AID0009
AID0003

| 0000000 EOREOONM O

" All Action Items '*

-~

&  Subje Bulk change... lb
o o 'x ClearFilters
g Bltte ~ _
Ao Follol @ Save Filters...
g Answ £ Print
Bite ], Create PDF
= FU”G? ﬁ Show url
iy Orgal -
Ay An ki | Show access..
i Frage w Show log
e Ubery B Export
iy TSsg || Download attachments
g Track
A Bitte M Delete
Ll Propt & Refresh

Status
Open
Open
In progress
In progress
In progress
In progress
Open
Open
Open
Open
Open
Open
Open
Open

Limmb

all Oy

A 44 a7)q7

| PIRS - Bulk Change - Selected antries (3) x -
017
Field: Responsible hd
D1
Value: | | v b1
Adrian Kessler <project.manager2@demao.sobis.comz -~ h1
Alzn Oliff =Aln@cliff.com:=
- Alesander Klepper <zlexander.klepper@sobis.com: P13
Ali Farrad =customer@demo.sobis.coms p1s
Alois Bauer <management@demo.sobis.com:= 01!
Pending Changﬁ"_ Alvaro Cianciotta =Alvaro@Cianciotta.com= @ h1
Field Amanda Howryla <amanda@howryla.com= ]
Andrew Miller <supplier@demeo.sobis.com> P
Annzbell Degler <project.manager@demo.sobis.com: a1
Antony Colbeth =antony@colbeth.com= D14
Arden Erion <arden@erion.com:= 01
Ashleigh Graboski =ashleigh@graboski.com=
Aubrey Warnken =project. mailbox@demo.sobis.com=> P
Barton Valvo =project.mailbax@demo.sobis.coms= P
Bennztt Litherlznd <bennett@litherland.coms 01
Beverley Mogavisk <berverley@demo.sobis.coms=
Blanca Brewton =blanca@brewton.com=
Britt Swarey <britt@swarey.com= hd
1 Page 1of3| b Ml & I
ge 1 of1 L Entries 1

Next a window will open allowing you first to select the field you would like to change and then

enter the new value. Once you picked a new value, click on the "Add" button to add the new

field value to your list of values to be changed. You can select new values for all fields that

offer keyword selection and for several fields at once. Free text field such as the description

cannot be edited within a bulk change.
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I PIRS - Bulk Change - Selected entries (3) X’A‘E:i
P14
P14
P14
P14
P14
|3z A ik
P14
P19
014
012
012
D12
D12
012
D14

Field: Priority 7

Value: high ~

Pending Changes... Add field / value combination to the list of changes

Field Value

1 Responsible Alois Bauer =management@demo.sobis.com= X

| Perform changes | Cancel

5.2.2.15 Linking or Unlinking Action Items

When you create an Action Item from within a PIRS document or correspondent, the entry is
already linked to this particular item. However, you might create an Action Item without any

current relations or you might want to add links after creating the Al.

|
|J Dashboard All Correspondence | Draft Letter - SOB/MEW/00241 ©

r ™
[_|Edit EJ Close «)Distribution List|~ | - Organise = | /”More «

Annabell Degler kpf 38 Cross References...

Angebot

. Add to Favourites

Tags
S0OB/MEW/00241 in 0000 Offer & Jale
oy MNew Action ltem

o AllFarrad scustomer@d | = | jnic/ Unlink Action tem(s)

B Attachments S {j s

For this cases PIRS offers the option to link or also unlink PIRS documents or correspondence

to an existing Al.

To link or unlink an PIRS entry to an Action Item open the "Organise" action within the tool bar
of your opened PIRS correspondence or document and then select "Link / Unlink Action

Item(s)".
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Once you selected the Link/Unlink feature, a new window will open allowing you to select

action items to link or unlink with the opened PIRS entry.

You can select via drag & drop or by using the "Add" and "Remove" buttons.

r{' PIRS - Link / Unlink Action Ttem(s) x|
° All Action ltems v
7] Number 4 Subject Status Responsible Due Date Category
— - . rrr———— — e r—r— e =
[] AlDDD40 g Add drawing as DWG file Open Adrian Kessler 22.01.2021 Task
[ AlDD039 g Follow up Open Adrian Kessler 26.05.2020 Correspondenc.
"] Alooozs Workflow starten Open Kilian Walter 22.05.2020 Caorrespondenc...
7] Alo0o37 Review Document Open Kilian Vi itar 26.05.2020 Task
[ Al0DDO36 Iy Lieferantenkapazitat prifen Open AnnabelFDejler 21.05.2020 Correspondenc... v
< >
Page 1 |of1 ..:" Entries 1-43 of ~43 | Entries per page 80 v
W Add A Remove
Draft Letter - SOB/MEW/00241 (1)
[] number = ' Subject Status Respog .ible Due Date Category
1 00039 " "Fallow up "Open " sdrifn Kessler " 26.05.2020 " Correspond
< >

Update Acﬂortgems Cancel

Click "Update Action Items" to complete the process.

Transfer Al link to new revisions

You are able to move Action Item linked to a PIRS document from one revision to the
next. This means that all Action Items linked to a document will be automatically
available in the new revision.

This feature needs to be activated. So if the transfer currently doesn't happen in your
project and you would like to change that, please contact your service desk.

5.2.2.2 Set Cross References

Cross References enable you to connect correspondence and documents with each other.
Hereby you can for example link an email to a library item which contains related information
that might be important for the recipient or you are able to show relations between multiple

documents.

The process is similar to the process of linking documents to a transmittal slip. After clicking

e - S Cross References...
the Organise -:3

followed by the button a selection box will open.
As indicated by the arrow in the following image, you are then able to select a correspondence
or document view from which you like to select the cross reference(s). The example below

displays the "All Documents” view. You are now able to either select documents via drag &
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drop or by marking all documents you like to include in the cross reference and clicking the

4 Add button. The same way, you can remove items from the list either via drag & drop or

by using the remove button.

It is possible to switch between the views. So you can first select a correspondence item from
any correspondence view and afterwards select all the documents you need form any

document view.

f! PIRS - Cross References / *

My Correspondence / Sent w Do
O ¥ Dat=~ Type & 1 Subject Folder
] 17 03022014 .. Comment L2 Fw: Re: Document for approval 0500.20 Mechanic *
D 03.02.2014 ... Letter & Offer for Change Request A32 0000.20 Correspc
] 7 17012014 .. Transmital 2 Document for Approval 0500.20 Mechanic
Ml <% 17.01.2014 ... E-Mail 4 M2 Mesting reouest 0600.20 Mechanic ™
4 1 3
Page 1|of1 .@ Entries 1 - 21 of ~21 Entries per page &0 |w
(,U, Add ] Remuve]
& Mumber Type Subject Last modified
[ 1 " s0B/50B/00009 " E-Mail " Praject Milestoneplan adjustments " 05.02.2014 10:0
] 2 "soBMEwW0004 " Letter " Offer for Change Request A32 " 03.02.2014 14:0

4 I 2

«" Update Cross References Q Cancel

The correspondence or documents that were linked to the respective PIRS item will then be
listed as cross reference. All cross references can be opened out of the referred PIRS item
and the link will be visible both ways, which means that within the item that was cross
referenced you will also be able to find a link to the other one. You therefore will only have to

select the cross reference once.

5.2.2.3 Tags

Tags are keywords that can optionally be assigned to all PIRS correspondence, Documents

and Action Items in order to provide the reader with additional information.

They offer a useful way to group related PIRS correspondence and/or documents together
and to quickly give readers an insight into their topics. Tags also make it easier for PIRS users
to find content they are looking for because they can specifically search for tags or filter grid
contents using tags as their filter criteria.

Select Tags
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[=5 Organize -

In order to assign tags to your correspondence or documents select the option

in your toolbar. Then click Tags

%] Dashboard E Library Item - S0B/S0B /00016 *

=

[ 3 Edt €3 Close [ Forward ~ [ File from... ~ ) Distribution List ~ |- Organise = | 4% More ~

58 Cross References...
Erica Murphey <engineer@demo.sobis.com=
[ PIRS Trainings Material f Remove from Favourites
Tags b
SOB/SOB/00016 in 1200 Internal Training «f New Action kem

i = .

A new box will open providing you with a selection of tag keywords stored within your PIRS
project. You can select one or more tags depending on the information you would like to

assign to the particular correspondence, Document or Action Item.

| ! PIRS - Select Tags ><1

Training» Project Management - general® XY

Tr: Chim
| Cost Controll |
n Electrical r .
Mechanical
Project Management - general
Qualitiy Management l}
Training

4 4 | Page Tlof1| & B l‘:f..ﬁ

After saving you tags selection to the PIRS item the tags will be listed within the header-
information of the correspondence / document as indicated by the following screenshot.

Please be aware that tags are only displayed as header information in read mode.

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.

S©BIS

Page 192 of 349



SOBIS | PIRS

Dashboard | Library Item - S0B/S0B/00016 *

(3 Edit € Close [ Forward - [f] File from... = « ) Distribution|

Erica Murphey <engineer@demo.sobis.comz
.1 PIRS Trainings Material

SOB/SOB/00016 in 1200 Internal Training
Tags: Tmjning, Project Management - general

Httachmentsi Show a list of documents tagged Training |

[ Dashboard ” Library Item - SOB/SOB/00015 '*

4 Tag: "Training™ '*

New E-Mail - [ig Reply - [ Forward - i) Distribution List ~ u{b More -

i ate - Libje ags ype 4
O] 4 | Date Subject Ti h T
] 97 22122014 .. training today Training B4
|:| o 04122013 ... PIRS Trainings Material Training, Project... a4

You are able to open a list of all PIRS items that were tagged with the same tag keyword
either by clicking directly on the tag in question or by filtering for one or more specific tags

within a folder or view.

[ Library Item - SOB/SOE/00016 *

All Correspondence * ]

~ L@ Reply ~ (4] Forward - +_) Distribution List ~ V@ More -

= Subject Tags ~ Type & 0 | 7 Folder

205 ... Request for information Project Manage. El Sort Ascending 0400 Procurement

2015 ... Documents are approved Mechanical il Sort Descending 0500.00 Transmittals & Comments
2015 ... Document for Your approval Electrical b 0500.20 Mechanical

2015 ... Letter of Intent Project Manage. Columns 4 0200.10 Project Organization
2015 ... PM Meeting Project Manage. |:| Fiters b |:| . h
2015 ... Orginsation des Kick Off meeting Project Manage.'r—— — n
2015 ... Official Comment - Documents are approve...  Claim, Cost Cont... G0 @ I D Crzirnir]

2015 .. RE: Organisation des Kick Off Meetings Mechanical | o [C] Electrical h
2015 ...  Approval required for 00078 - Change Re...  Project Manage... [ |:| Mechanical

2014 ... Document for approval Claim, Qualitiy M... Q i |:| Project Management [ngeneral
2014 .. ftraining today Training =] |:| Qualitiy Managementu n
2014 ... Internal Comment Qualitiy Manage... & | |:| Ty

2014 ... Document for Your approval Q | =

Set up Tag keywords
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The list of tags that PIRS users can choose from is usually defined at the beginning of project
set up by your project manager. In case certain tags are missing, need to be changed, edited
or expanded, either the project manager or your PIRS support desk will be able to make
adjustments within the project administration. For further information please contact your
project manager or PIRS support desk.

5.2.3 More

Following each possible action listed within the "More" button will be explain briefly. You have
the different action options offered to you depending on your access level and whether you are
currently within a correspondence or document view / folder. As you can see in the following
two screenshots, some functions are the same while some differ. The first image shows the
options when you are within the "All Correspondence" view. The second image displays the
options listed within the "All Documents” view.
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All Correspondence '#

tion List + | ° More ¢
—— L‘\E‘ |
"% Clear Fitters d
approval Save Filters...
/0009 )
Print
seting fro... @
Your agp..| A~ Create POF
" Update date 4
@ Show url
seting [} Show access... d
f Meeting l.?_'d' Show log
ng
B | Export
+ting PM
" Il Download attachments
i
SMEW/000.. . M Delete
:eting {
) Refresh
i approval
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=] All Documents =

i
iE 7
ES 3
itio
5y -
o
iE —E
ES
ELI [Eh
EL 4
‘RE Iﬂ
RE [
let =
i
ol U
| X
1d
Drre @_,

- |'_/‘b More TI\L
Ly’

Predefined document actions...

Bulk change...
Check out

Check in

Clear Filters

Sawve Filters...

Print

Create PDF
Show url
Show access...
Show log
Export

Downlead attachments

Delete

Refresh

Furthermore there are also different actions listed when you have opened a correspondence
or document in read or edit mode. As illustrated by the following screenshots the options
available in an open correspondence or document are mainly the same. But there is one
exception for comments and transmittal slips which have an additional action that allows you

to make bulk changes to the documents that are listed in the comment / transmittal slip.

Type

Drawing
Drawing
Drawing
Drawing
Drawing
Drawing
Drawing
Drawing
Drawing
Drawing
Drawing
Drawing
Drawing
Drawing
Drawing
Calculatic
Calculatic

Calculatic
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Document - S0B8-17-105-001-ALL-C-310V62 - B =

st -

[~5 Organize - |L/‘b More F\'

Rain Water Piping L
62 B (A.1 Draft) in 06

Lag
= Check out

) Print
=| Create PDF
ﬂ Show url

|__", Show access. ..

|Z Show log

JJ, Download attachments

Revi=mn

|=| Transmittal Slip - SOB/MEW /00017 *

* [-5 Organige - |L/‘2’ More ]\l
Lag

U
.U, Download attachments

Bulk change...

& Print
}=| Create PDF

[t

Update date

& Show url

|___" Show access...

Show log

For more detailed explanations please refer to the respective chapters.

Selection option

o Save Filters...

w Clear Filters

ﬂ Show url

Description

This action allows you to save filter combinations
that you use on a regular basis as a personal view.
(Please also refer to chapter Filter data)

This action will clear your current view of all filters
that might have been set previously. (Please also
refer to chapter Search & Filter Functions)

This action will display the URL link of the document
you have selected in a separate window giving you
the option to copy and paste the link into any kind of
document that you might want to send or store or
you could use it to open the document in another
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Show access.._

Show log

B Export

| Download attachments

2L Delete

- Refresh

Create PDF

Bulk change...

¥ Predefined document actions._.

L';L Print

browser. (Please also refer to chapter Show
document URL)

This action will open a separate window in which
you can select a contact or group from the project
address book. In a second step the application will
calculate what kind of access rights the selected
person/group currently holds for the selected
document. (Please also refer to chapter Show

access rights)

This feature will display all information about when,
how and from who the selected document has been
created, modified, send etc. (For detailed
information about document logs please also refer

to the chapter Document log)

By clicking this action all selected files within the
current grid of the view will be exported to a new
excel sheet which allows you to analyze, store and
print the information collected within this view. (For
detailed information about excel export functions
please also refer to chapter Export grid to MS
Excel)

This useful action enables you to download all files
attached to selected correspondence or documents
with one click. (Please also refer to chapter
Download Attachments)

This action will move all selected documents to the
recycle bin. (To learn more about PIRS deletion
process refer to chapter Deletion concept)

This action will refresh the current view.

This action will create a PDF file according to your
company templates that are stored within PIRS. It is
possible to have multiple templates and you will be
able to choose the right template before the PDF file
is created. (Please also refer to chapter Create &
Print using PDF templates)

The bulk change allows you to change the value of
one or multiple fields within either the documents
you have selected within a document view / folder
or within all the documents sent with or commented
by a transmittal slip or comment. (For detailed
instructions please refer to chapter Bulk Change)

With this functions PIRS offers you the option to
create a new comment or transmittal slip that will
already have predefined settings for certain existing
value fields e.g the recipient(s), sender and
recipient code or the time period in which the
recipient has to respond to the transmittal slip or
comment. (For detailed information also refer to
chapter Predefined Document Actions)

The Print option allows you to quickly print any
PIRS document or correspondence without
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selecting a print template. (Please also refer to
chapter Print without print template)

9 Update date The update feature offers the option to update the

~ date of draft letters and library items. Project
Admins can update all correspondence dates. (For
detailed information also refer to chapter Update

date)

- Check out This option allows you to check out a PIRS
document in order to block other PIRS users to
work on the document while you are making
chances. (For detailed information also refer to
chapter Document check-in & check-out)

5.2.3.1 Predefined Document Actions

For each project there are certain actions that are preformed over and over, therefore are
documented in PIRS in the same manner. One of this actions is to send a transmittal slip. In
order to save time, PIRS offers the use of text templates that can be easily integrated into an

email or transmittal slip. This feature is explained in chapter Use text templates.

With predefined document actions PIRS offers a standards with preset values. Users with
project administration rights can set up templates that will allow each user to quickly create a
comment, transmittal slip, e-mail, letter or library item where most of the necessary value fields

have already been filled by the template.
There are two options to create a correspondence based on a PDA:

1) Within a view e.g. All Documents, the option Predefined Document Action is listed under the

"More" options or within your "New-" options, compare with the following screenshots.
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[£]] Dashboard

g New Document v

{[J] All Documents |

ODistributiﬂn List v [ Organisev 5 Workfloww u;:‘Morev/

/

[7] created Title V... ») Predefined document acmtwons A Folder

[7] 21.042022 14:02 Rohrleitungsliste HY9865 Material Yes ] Bulk change 1-0002 4000 Engineering

z‘ 21.04.2022 13:35 Rohrleitungsliste HY9865 Material No .7 - Check out 1-0002 4000 Engineering

D 12.04.2022 13:15  Bau- und Montagedokumentation Yes 17 4 Checkin 001 4000 Engineering

z‘ 12.04.2022 13:11  Montagedatei Yes L.J 1001 4000 Engineering
% Clear Filters

D 12.04.2022 12:55 Bau- und Montagedokumentation No i, 001 4000 Engineering
& Save Filters

D 12.04.2022 12:05 Einweisung-Bau-und-Montagestelle Vorlage Yes 7} o 004 4000 Engineering

D 09.02.2022 14:40  Rechnung XY Yes 17 @ Print 001 4000 Engineering

1 _nan2202210-5 Fardarantrac A52 2 I Iad to DOE N32 A0NN 30 Bamwearka auf | anaraban:

[:2Y] Dashboard

|| All Documents

Document - H2-I-CSA-ZE-ED-PH1-0002 - A X

o New Document|v QDistribution List ¥ |/ Organisev 47 Workfloww l_/';l‘l\a’lorev

o New Document

& New Revision

L_d New Transmittal Slip
Q

New Comment
M MNew Predefined DocumentAction.h

File from Personal Inbox

g File from Project Inbox

Import documents (Z1P)

Matenal
5 Material

Kumentation

<umentation

Montagestelle Vorlage

[] 09.02.2022 10:57

Férderantrag A30

V...
Yes
Na
Yes
Yes
No
Yes
Yes
Yes
Yes

Yes

rip v Iy Iy

Ly by

3

£}

Revision &
B &
A &
B &
A 4
A &
A &
A &
B &
B

B

0T LW W T T T T T T T O

2) When you have a saved document open in read or edit mode, there will be an option listed

within your tool bar called "New Correspondence" allowing you to directly create a new

transmittal slip or comment. The last option in the list offers to select a PDA.

[£] Dashboard

B Save m Close

Title*:
C4 New Comment
Doc Number*:
Valid: Tes T WY
Status*: 14.2 Prifschritt 2 - Kunde

Attachments (2)

| All Documents X

\__d New Transmittal Slip

¥ New Predefined Document Action...

Details

Supplier Remarks

Workflow

Revisions (2)

Document - H2-I-CSA-ZE-ED-PH1-0002 - A >

w

[ New Correspondence v Q Distribution List =5 Organise v I_/'il‘ Morew

Revision*:
Folder*:

Type*:

Correspondence (1)

A
4000 E
Plan/Z

Cross Reference
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1__ N -y NSRRI PRSP | x % A4 | p——— P [P [ N S Nap— S IR -’_._'

'l PIRS - Select Predefined Document Action ¥l E
i

1 Type Mame

i Transmittal Documents for approval

: Tranzmital Documents for your information

I

|

i

! Page 1 of1 ey Entries 1-20f~2

1 Q 0K B Cancel

Lerwrmrre e v T TR SR T TR TR TS

In case you work within a view, select the document(s) you like to send within your view, then
click the

rr)  Predefined document actions...

option listed under "More". If you create the PDA from a document, it is of course already

preselected.

A selection window will let you choose the template e.g. "Documents for approval” and as
soon as you have selected a template, PIRS will create a transmittal slip with the predefined

field value settings.

You can still add or remove PIRS documents. Furthermore, you can also change all value

fields and precede the same way you would with any other transmittal slips.

Please be aware that if the template you have picked has a set sender/recipient code and/or
folder, these values will always be used regardless of your own default sender code, the
default code for your recipient or the folder that you currently work in.

If these values are not defined by the template your default settings will be filled in
automatically. Therefore, if you select a predefined document action to send a transmittal or
comment, please pay special attention to the mandatory fields sender code, recipient code

and the folder.

If you add additional documents to a TS that was created using a PDA, all predefined actions

will also be used for the additional documents.
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|:2] Dashboard —| 0600 Engineering g New Library tem [d New Transmittal Slip '*

|=|8ave 3 Close [--1Sendas E-Mail +~ = Delivery Options Organise »

From Erica Murphey [ Draft
L

To: Ali Farrad <customer@demo.sobis.com> X v
Ce: v
Bee: b v
Doclink:

Subject™: | Documents for approval

Ref. No.: | SOB/MEW/<Mumber=> [category_code] v 2 ents Customer a7

Highlighted document
VI (T was added afterward. |
The same predefined

Documents (3) || Body Attachments || Access settings are applied

2 Add / Remove document(s) ', Fill document grid... 2 Remove selected documentis) § Duwinmuad ataciimien: = i e
[T/ Doc Number - Revison V.. Title —~  Document Status Action Required Response . &  Attachments
[[] SOB-MAMGD-AA-0817 B @ _leeitdiical - Discipline Pro. A3.1Submitted to custom_ For Approval  21.06 2019 #  SDB_CCM_GEC_CR_
[7]" soB_05_cPE_GSP_FC.. "A % 7 Filter NOKIM-089785 "' "A31Submitedto custom . "For Approval " 21.06.2019 " # 'sOB-17-105-001-ALL-
[[] soB_CCM_GEC_B1 001 A @  Firstfloor water suply outline A3.1Submitted to custom_ For Approval  21.06 2019 &

Templates can be created for Transmittal Slips, Comments, Letter and Library Items. In case
there is a template you would like to have and that is not listed, please contact your project
administration or your PIRS support.

5.2.3.2 Bulk Change

The bulk change feature allows you to modify the value of one or multiple fields within one ore
multiple documents in one swift process. Hereby, you can either work within a document view
or the document module of a folder where you mark the document(s) in question or you can

open a transmittal slip / comment and preform a bulk change on all the attached documents.

. . . Bulk change... .
In both cases a window will open after you click . in your
£ More - .
— options.
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e e R A A& T Pt T T R RN Ta Na R N

| PIRS - Bulk Changes *
Field: 1. Status ¥
Value: 2. 14, Approved and ready for submission w
3. |1 Add
Pending Changes...
Field Value
1 Details / Producer Adrian Kesszler <project. manager@demo.sobis.c... 3

4, (&) Perform changes B Cancel

TarrsToTmST 2L 2T RS TOTIST USRS T ST

First select the field that you would like to modify, then select or enter the new value. After you
have click the "Add" button the change will be listed in the table for all pending changes you
want to preform in one go. Before you click the "Preform changes" button all pending changes
can still be deleted from the list. Please be aware that as soon as you have preformed the

changes they can only be reversed manually for each document at time.

Bulk changes on PIRS correspondence is not supported because sent correspondence should
not be changed in order to sustains important information. Furthermore, bulk changes can only

be preformed by users that have the necessary access rights to the respective documents.

5.2.3.3 Create & Print using PDF templates

In case you need to preserve a correspondence or meta document in an unchangeable
version e.g. if you wish to send the document to a customer as attachment or in paper form,
you have the option to create a PDF file of any PIRS entity (correspondence, documents,

action items ect.). Click the action "Create PDF" which is located as one of the options within

& More ~

the button in the action bar.The PDF action is offered within PIRS views and

folders.

If your company has only one template stored for the PDF creation of this particular document
type, the file will be created without further delay. But in case there is more than one template
option provided by your company (e.g. different languages or different layouts or logos), you

will now be offered the possibility of choosing the suitable template. The optional templates will
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be listed in a table stating the template file and if provided a short description. In addition you

will have the possibility to display a preview of the templates.

Dashboard 0600. 10 Overall Engine - | Transmittal Slip - SOB/HMEW/00048 (/
i Edit ) Close [ Reply - [l Forward ~ [ File from. - «) Distribution List ~ Organise ~ More -

-2 +=| PIRS - Select PDF Template

A Pdf Template Name « Description
Doay transmittal
- S transmittal.de
SOB/MEW/00048 in 0600.1(
To: Ali Farrad <custg
Attachments
El' pocuments I4 4 | Page 1oft| b bl | & Entries 1 -2 of ~2 | Entries per page 80 v
Document Number Tit | template.print.transmittal 3 Action
1MG00453-B M A For Appi
S@BIS :
e Solutions for Business . m .
1MGo0484 -C L erica.murphey@sobis.com For Appi
+49 621 1228 5656
1MGO0466 - C T | S0BIS Software GmbH - Fraunhoferstralle & - 68309 Mannheim - Germany For Appi
MEW SOB/MEW/00048
Ali Farrad
YGT_CPM_GS- 1 | Main Road 34 15.01.2014 Far Appl
ERuo-c 5689 Kuwait City
bl \( S For Appi
CreatﬁDF Cancel

Cross References

- 5| [P S

After having selected a template, click the "Create PDF" button. The PDF file will then be
generated and opened in a new tab. Please insure that your browser settings allow the
automatic opening of a PDF file, because otherwise it will be prevented by your

browser. Following image gives you an impression on how your PDF file might be illustrated.
A header displays the entered header information of the respective PIRS document (in this
case a library item) while the body shows the entire content. In addition the project name, the

creation date of the PDF file is added to the document.

5.2.3.4 Print without print template

Since release PIRS 3.1. the PIRS tool bar offers a new print option. As described in the

previous chapter (Create & Print using PDF templates) you can always create PDF files form

any of your PIRS correspondence and documents using your company templates. This option

should always be used when printing a PIRS letter for example.

In case you quickly need to print an e-mail, library item or document you are now also able to

use the print button ( (=) Print ) offered to you within the "More" options.
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EZ] Dashboard

=| All Documents

[& vibrary Ttem - SOB/SOB/0D169 *

[=] save € ciose [l Forward + [ Fie from.. ~ « Distribution List ~

From: Erica Murphey

Subject®:

Ref. No.*:

Body || Attachments

Minutes of meeting PM Team

SOB/S0B/00169 >

Posts Access

Organise ~

Folder®:

(= Print

= Create %F
& Show url
L J Show access...

L1 Show log

|l Download attachments

FontFamily = FontSize B I U EEEE 9 | |34 A% = = B
A-¥-| | | | | | | & 87 |
Minutes of Meeting
Date 07.07.2015 Ref. No.
Attendees Adrian Kessler, Kilian Walter, Alois Bauer, Location Mannheim
Erica Murphey, Jeannette Schmidt
Subject Preparation of Kick- Off-Meeting
Objectives Set actions and responsible, fix times and dates, settle first milestone plan

# Description

Actions | Responsible

PIRS will connect your browser printer and depending on the browser you are using the printer

1 |- Need to come up with a first time frame for project planing and execution make first structure - Erica
2 |- Fix Date for Kick-off Meeting talk to customer - Adrian
3 |- Prepare final contract for customer signature talk to legal deparment - Jeannette

options will open in a new window or browser tab. You are now able to select the correct

printer from your offered company printers and also select all other standard printing options.

Info

Please be aware that only the content of a saved PIRS document / correspondence is
considered for the print out. So make sure to save your document before you print it.
Also, since PIRS is directly connecting with your browser printer the layout of the print
out might not be consistent with your PIRS document / correspondence.

5.2.3.5 Update date

The "Update date" option allows you to change the sent date of letters and the creation date of
library items. If you for example have received or sent an official letter and you like to include
this document within PIRS you can either create a new letter or create a library item to store

the letter and change the sent / receive date to the original date after you have saved the letter

/ library item.

In order to be able to update the date you need to open the letter / library item in read mode,

then click "Update date" listed within the "More" options.
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Dashboard || [ All Correspondence .| Draft Letter - MEW/SOB/00041 '*
[3 Edt € Close [ File from.. ~ «) Distribution List + [ Organise ~ | 4° More ~

(= Print
Ali Farrad <customer@demo.sobis.com=> f 07.07.2015 11:35
. . J~| Create PDF
Official letter from MEW (Letter of intent) ‘,Z
"R, Update date
@ Show url
MEW/SOB/00041 in 0200 Project Management ﬁ Show access...
To Erica Murphey <erica.murphey@sobis.com> [Z show log

ﬂ Download attachments.
B attachments

/=| Letter of intent_tentative.pdf (81,22 KB) & @

Cross References

Next a new message box will open allowing you to adjust the original date and time of this
letter / library item.

2| Dashboard || (@ All Correspondence Draft Letter - MEW/S0B/ 00041
oo Edit @ Close |_<': File from... = (:l Distripution List - Organise ~ 2~ More -
Ali Farrad <customer@demo.sobis.com: 07.07.2015 11:35

Official letter from MEW (Letter of intent)

. Draft

MEW/SOE/00041 in 0200 Project Mana 5‘] PIRS - Update Letter draft date %
To: Erica Murphey <erica. murphey@sobis /
Update Letter draft date™: 30.06.2015 09:00

Bl attachments

. . . | Uppate date | |  Cancel |
= | Letter of intent_tentative pdf (81,22 KB)

FFl rrocs Rafarancas

Click "Update date" to save your changes.

In order to see the new date and time values close and reopen the letter / library item.

Dashboard || (&) All Correspondence .| Draft Letter - MEW/SOB/00041 '*

[3 Edi €} Close [ File from.. ~ «) Distribution List ~ [= Organise ~ & Wore ~

Ali Farrad <customer@demo.sobis.com:> 30.06.2015 09:00

Official letter from MEW (Letter of intent)
N

MEW/SOB/00041 in 0200 Project Management

To: Erica Murphey <erica. murphey@sobis.com=

Access Rights

Team members are able to change the date of all library items and letters in Draft to
which the have editor rights. This means that users can change dates of library items
and letters in Draft that they have either created themselves or that the creator has
assigned them editor access to.

Project managers can update the date of all existing PIRS correspondence.
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5.2.3.6 Export grid to MS Excel

[ Dashboard =] All Documents (= All Correspondence '*
[ Mew E-Mail - [@ Reply ~+ [ Forward - & Distribution List + |~ More -

Official Comment - Documents are rejected 0600.20 Mechanical

v}

13.01.2014 . Comment &

= Date - Type & [ | Subject =, Clear fiters
|:| of 04022014 . E-Mail Minutes of meeting (@ Show Url for selected document Organizatior
o 03.022014 .. Comment - Fw:Re: Document fof == opo 0 oeceee cal
)
[ 03.022014 .. E-Mail 2 Fw: Offer for your C ondence CL
[ 3 " ¥ %1 Show document log
[ 03.022014 ... Letter & Offer for Change Ret = ondence CL
Export
[7] ¢0f 03.022014 ... Library tem Minutes of Meeting Pl drganizatior
o  TR.01.2014 ..  Transmital [ Document for Appro S ot cal
[ F A7.012014 .. E-Mail & 0 Meeting request 3 Delete ical
[ 955 17.012014 .. E-Mail 2 Re: Meeting request cal
]
‘% 17.012014 . Comment & 'O  Official Comment-Dd = Refresh cal

To support a smooth and easy transition of information, PIRS offers a feature called excel

export.

Regardless of the view or folder display, you will find the "Export" function within the choices of

the "More" options displayed in the action bar.

To export exactly those files (correspondence or documents) that will fit your information
requirements, you will now have two different options, either you manually select all those files
from the table or you first filter the table content according to your intended result and then

export the respective documents.

For information on how to filter data and search for specific information please refer to the

chapter Search & Filter Functions .

In both cases the result of the export will be opened automatically in a new excel sheet.

The column values of each document regardless if they are visible or deactivated within your
current customize grid, will be taken into account and presented in a separate column in the
excel sheet. In addition another column displaying the document link is added to the excel
table allowing you to directly open the file within PIRS. Please be aware that the maximum
number of documents exported is 5.000. If you like to change this limitation, please contact

your project manager or service desk.

Export all documents

If you like to export all documents within a folder or view, you don't need to select them
all manually. Simply don't select any documents and automatically all documents of the
folder or view you are exporting form are going to be considered for the export.
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5.2.3.7 Show document URL

Each correspondence and document file is assigned a unique document URL as soon as the
file is saved or sent in which case the file will automatically be saved and stored within the

PIRS application database.

In order to trace the unique URL of a correspondence or document you can either select the
file within the respective view (e.g. "All Correspondence") or open the document in read or edit
mode. Next expand the selection options within the "More"-button positioned in the action bar,
and simply select the option "Show URL for selected document" if you have selected a
document in a view, or "Show URL for this document" if you have chosen to first open the

document. (Compare with the following screenshots.)

[:22] Dashboard [Z All Correspondence '*

g Mew E-Mail ~ [ Reply - [g] Forward - & Distribution List ~ | 7 More - | /

Ol % |Date~ Type & [0 Subject =, Clear fiters /

[ i 04022014 E-Mai Minutes of meeting & Show Url for =elected document Org

[ 17 03.022014 ... Comment 2 Fw: Re: Document fof [ Show access... cal
7 03022014 .. E-Mail {2 Fw: Offer for your Cl ! onc

(| i . ¥ [ Show document log

[0 €7 03.022014 .. Letter & Offer for Change Red = onc
; Export

g 03.02.2014 ... Library ltem Minutes of Meeting P drg

™™y 17.01.2014 ... Transmital {2 Document for Approy 'U’ LRIl SE e cal

[ g 7.01.201M4 .. E-Mail & 1 Mesting request 3 Delete cal

[ 1y 17012014 ..  E-Mai {2 Re: Meeting request cal

] <7 17.012014.. Comment & 'CO  Official Comment-Dg & REesh cal

= 1201 1 4 Mammant e m Mffirial Cammant Nacomants ara raiartad nenn N Ma~rhaniral

[52 Dashboard [& All Correspondence E Library Ttem - SOB/SOB/00018 =

(3 Edit €3 Close [ Forward - [ File from.. ~ 3 Distribution List - [~ Organise - | 4% More - |

#=| Create PDF
Erica Murphey <engineer@demo.sobis.comz

Minutes of Meeting PM ‘g] Show Url for this document

[ show access...

|Z show document log

SOB/SOB/00018 in 0200.10 Project Organization |  Downioad attachments

&) PIRS - Url X

Press CTRL+C to copy the link to the clipboard:

https://demo.sobis.com
[pirs/index.jsp?project=4028f4a7424e1dae14250b57 24 804728
objectClass=Library%s20Itemfid=4028f4a743f46733014 37639490571

e Close
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A small message box will appear in the center of your screen containing the document URL

and giving you instructions on how to copy the link the simplest way possible.

5.2.3.8 Show access rights

In case you need to know what kind of access rights a certain project member or project group
has to a specific correspondence or document file, you can use the "Show access..." feature.

It can be found within the options of the actions features within the action bars of all views.

] Dashboard || =] 0600.20 Mechanical *

[ Correspondence | ||~ Documents. |

o Mew Document - =4 Distribution List - |L)-" More - |H’f’

[ Doc number + @ Title | »¢ Predefined document actions... &  Status

|:| Lf SO0B_CCM_GEC_BF_... @  Turbin ™ Bulk change... & 21 Customer cor
[ SOB-17-105-001-AL... @ Gene - & 10 Draft

] ¥ SOB-17-105-001-AL.. @ Genef = o oe & 11.watting for int
& S0B-17-105-001-AL.. @  Electr ‘& Show Url for selected document &7 a1 Waiting for int
[ 77 SOB-17-105-001-AL.. @ Fiter{ () Show access.. AT% 101 nternaly Re
[C] 7 SOB-17-105-001-AL... @ Fiter{ [{5] Show document log & 11.Watting for int
[C] 7 SOB-17-105-001-AL.. @ Electl & Export & 10 Draft

[ SOB-17-105-001-AL... @  Inveni | Downioad attachments & 10 Draft

] % S0B-17-105-001-AL... @  Turbir & 10 Draft

] <% SOB-17-105-001-AL.. @ Turbij #& Delete & 12 Waiting for inl
] % S0B-17-105-001-AL... @  Turbir 2 Refresh drr’ 10. Draft

[ i SOB-17-105-001-AL.. @  Turbile—mee—oe— — & 101 Internalty Re
= 2R AT ANE nnd &l = Turhina fikar M73AT (=] MNffar i 47 Aadtin~ Far ind

The access to a file can either be viewed or calculated out of any view or directly within an
open file in read or edit mode. As illustrated by the screenshot, you will first need to select a
document in order to show or calculate the access information. Please be aware that only the
access setting of one specific PIRS file can be displayed at once. If you select more than one

file you will receive an error message.

After selecting a file and clicking the “Show Access” button, a new window will be opened

presenting three different tabs.

The first tab will give you the general access information defined for the selected
correspondence or document file while the second tab will list all PIRS users who have

currently access to the file according to their access level (reader, author, editor).
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[ PIRS - Document Access: 50B_CCM_GEC_BF_001 - A
J Access definition ” Show access H Calculate access

Who can read this document ?

Adrian Kessler
Alois Bauer
Erica Murphey
Kilian Walter

Who can edit this document ?

Docurnent author onby

| a Close |

[ PIRS - Document Access: S0B_CCM_GEC_BF_001 - A

[ Access definition H Show access ” Calculate access l

Select a contact to calculate access...

Kilian Walter =engineer@demo.sobis.com= X

Access level: Reader

| a Close |

In case you need to calculate the access of one specific PIRS user or group to a PIRS file, the
third tab includes a selection field where you can either enter the person or group for whom
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you wish to determine his/her/its access rights manually or you can select them form the
address book which you can unfold by clicking the arrow head to the right hand side of the

box. Again you will only be able to select one value.

The access level of the person/group in question will be calculated as soon as a person or

group has been entered in the contact field.

5.2.3.9 Document log

The document log is a very helpful tool to analyze and trace changes, modifications and
actions that were made within a document. It enables project members and especially project
managers to always insure that each step during editing processes of all types of documents
can be tracked and trace back to the person who modified the document in question and when
each modification took place. This function therefore insures that no information is lost and

that it can be restored if necessary.

=] Dashboard

o New Document

=] All Documents =

~ =3 Distribution List -

__;.—" More -

o Doc number + @ Title k) Predefined document actions. .. Type
|:| .f SOB_CCM_GEC B.. @&  Turbine Bulk change... Drawing
.f SOB_CCM_GEC B... @&  First flog Drawing
Clear fitt

SOB-17-105-001-.. @ Inventor = oo e Drawing
F SOB-17-105-001-.. @  General ‘= Show Url for selected document Specification
] <% SOB-17-105-001-.. @ General| [ Show access.. Specification
[ <F SO0B-17-105-001-.. @  General 71 Show document log Specification
[] i SOB-17-105-001-.. @  Fiter-\ = | Export Specification
[] 1o SOB-17-105-001-.. @  Elzctrica | Download attachments Specification
[ 17 S0B-17-105-001-.. @  Inventon Specification
[ ¢ SOB-17-105-001-.. @ Turbine| 2% Delete Specification
[] 1o SOB-17-105-001-.. @&  Turbine “ Refresh Specification
O] 7 SOB-17-105-001-.. @  Turbing hwer——rs = Drawing

In order to show the log information of a specific document or correspondence you first need
to select the file within the respective view / folder or open the document in either read or edit
mode. Next expand the selection options within the "Action"-button positioned in the action
bar and select the option "Show document log". The following window will open on top of your

PIRS content screen.
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1 PIRS - Document Log / *
Created: 05.02.2014 09:04 Created by: Erica Murphey
Last modified: 05.02.2014 09:11 Modified by: Erica Murphey
History
Last modified Field Modified by
5 UL.UZ 2074 U9TU Approval action tor Lead Engineer Kinan waner P
6 05022014 09:10 Sign date for Lead Engineer Kilian Walter
7 05022014 09:08 Approval performer for Order respo...  Erica Murphey L
8 05022014 09:08 Approval remarks for Order respons...  Erica Murphey E
9 05022014 09:08 Approval action for Order responsible  Erica Murphey \
10 05.02.2014 09.08 Sign date for Order responsible Erica Murphey i
Page 1 of1 .@' Entries 1- 17 of ~ 17 | Entries per page| 80 | v
Field: Approval remarks for Order responsible
Modified by: Erica Murphey
Date: 05.02.2014 09:08
Criginal value: Mew value:

Please inform Mrs Schmitt as soon as you approve, for
eventual change request.

ﬂ Close

Three fields are displayed within a PIRS document log window. The top field will always show
the creation date of the document as well as its creator and the date when the document has

last been modified as well as by whom it was modified.

The second field presents you with a table listing all document modifications and actions such
as if a value field has been filled with information. It includes the date a modification was

made, the specific field that was modified as well as the responsible project member.

Within the third field the actual modification of the selected table entry will be displayed
showing you not only the modified field name, the modifier and the date of the modification but

also the original as well as new value of the field in question.

Included in Log...

The log will also show an entry for changes caused by sending and receiving of
transmittals and comments. The person listed as modifier will be the sender of the
transmittal/comment.

5.2.3.10 Download Attachments

With the PIRS release 2.3.0, PIRS offers its users the option to quickly and easily extract files
from PIRS correspondence and documents and store them locally.
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First select the correspondence / documents from which you would like to extract the files.
Then open the "More" options in your action bar and select the "Download attachments"

feature.

2] Dashboard [E| All Documents (&5 All Correspondence *

[-g Mew E-Mail ~ [ Reply ~+ [ Forward - i Distribution List ~ | More ~ |

[] subject From [ =, Clear fiters & Number
|:| Documents for approval Erica Murphey <erica.mur... & Show Url for selected document SDBIME_
Comment Damian Bartuska <custo. .. T3 Show access... &  S0BISC
Missing monthly reports Andrew Miller <customer... L{_J\. Show document log &  SOBME
inutes of Meeting mon meeting j Farrad <customer@d. .. |
Minutes of Meeti thiy PM meeti Ali Farrad <customer@d & & NEWIS
Export
ing request Ali Farrad =customer@d... & MEW/SI
DCUMEn r your approval rica Murphey <erica.mur.... :
o | Erica Mursh ; Download attachments SOBMI,
|:| Reguest for Meetiig Jeanette Schmitt <claimm... 2 3 Delete SOB/ME
ange Order Reques rian Kessler <project. ..
Ch Order R t Adrian Kessl ject SOB/ME
e: Progress Meeting and your reguest... i Farrad <customer@d... - |
Re: P Meeting and t.. Al Farrad <customer@d i Refresh MEWIS
geting rica Murphey <erica. mur. .. 1. ... E-Mai 7
Meeti Erica Murph i 05.11.2013 E-Mail i SOBME

PIRS will start the download process and show the progress of the file download in a separate

pop-up window. At any time during the download you are able to hide the window and reopen

it by clicking the grey arrow in the top level PIRS tool bar.

5] Dashboard =] All Documents (= All Correspondence '*

3 News E-Mail e I P S e [ A - |!-| Muimdribackinn |ind o T T -
. Files in progress ® 1

7] Subject ) .

1| PIRS Downloaded Files 2014-01-16 13_59 23 zip (7754 .U, X :
7] Documentsfo jtta i
7| Comment at g
7] Missing month g
7] Minutes of ije i
7] MWeeting g
7| Documents o a g
7] Documents . Hide | i
:l Documents fres T A | H%II Messisl ~PUeTL.. .. O, T 2T T ... =T J ;_:’

As soon as the download is completed you will be informed by a small message box and the

arrow in the tool bar will turn green.

All files will be organized and stored in folders according to the reference number and / or
document number. Those folders are compressed in a zip file and stored locally on our

computer. The path used to store the zip file can be defined in your browser settings.
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Either by double clicking the item or by clicking the green arrow in the download window the

zip folder will be opened. A download can be canceled or deleted after the download is

completed with the red cross indicated in the screenshot.

Besides the folders named after the respective reference and document numbers, the zip file

also contains an html index file that can be opened in your browser and that shows a detailed

list of all downloaded attachments.

File Edit View Tools Help
Organize « Extract all files = o+ 0 l@
i .. Paint.NET “  MName Type Compressed size i
.. PDF Writer i
.. MEW-50B-00037 File folder
. Symantec X
W - .. MEW-50B-00038 File folder
. Temp )
. SOB-MEW-00044 File folder
,_1.1 PIRS+Downloaded+Files+2014-01-16+13_59_23.zip - =
| |\ SOB-MEW-00046 File folder
. MEW-50B-00037 - Ll
bl .. SOB-MEW-00047 File folder
. MEW-50B-00038 i i
i . SOB-50B-00149 File folder
| || SOB-MEW-00044 3 > . |
|i| &/ index.html Firefox HTML Document 1]
i .. SOB-MEW-00046 U
. SOB-MEW-00047 ]
. S0B-50B-00143 ]
| . VirtualStore N
| . Locallow {
.. Roaming o7 — . i
l SOB-MEW-00046 Type: File folder I
1]
—_—— 2 ]
File Edit View Tools Help
Organize - Extract all files
- -~
| [ 1 Mozilla a Marme
[ 1) Paint.NET :
N e “ LV Transformer Alpha.gif
K
[ |l Symantec
I Temp

4 | 1) PIRS+Downloaded+Files+2014-01-16+13 53 23.zip

MEW-50B-00037 Reference Number of
. MEW-50B-00038 Transmittal Slip =

J S0B-MEW-00044 /
) SOB-MEW-00046

r:]:::::U'*]ent Number of

| 1MG004480 (C) <=

J S0B-MEW-00047
/ S0B-50B-00149

La:tach ed Document

Transmittal Slips can contain document attachments (technical documents) from one or

multiple PIRS documents as well as additional files attached to the transmittal itself. This will

usually be the case because you will attache one or multiple documents when sending a
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transmittal and for each transmittal slip there will be at least one PDF file automatically created

by PIRS and attached to the correspondence.

Therefore the download will create one folder named after the reference number of the
transmittal slip which will contain all attachments directly linked to the correspondence and in
addition one folder for each PIRS document that includes all send technical documents.

5.2.3.10.1 Download attachments from Cross References

Besides the general download offered in PIRS views and folder grid displays you are also able
to download attachments form documents and correspondence listed in cross references. To

learn more about PIRS cross references refer to chapter Set Cross References.

Regardless whether you open a document / correspondence in read or edit mode, there is an
area or a tab that displays all PIRS entities that are interlinked. Here you have the option to
add and remove cross references. In addition you can also select any of the linked PIRS

entities and download their attachments.
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Dashboard || [[Z] All Documents Document - 2-NU-MM-ER-BI-TE-005 - 00 '*
[ Edt @3 Close <) Distribution List - [ Organise - 4 More -

T . ;
Annotation deletion test

2-NU-MM-ER-BI-TE-005 00 (10. Draft) in 9.10 Organisation

Attachments (2)

Correspondence
= Revisions
Dioc number Revision Title
2-NU-MM-ER-BITE-005 @ 00 Annetation deletion test

Customer & Supplier

~
E Cross References
% Cross References... | J], Download ﬁchments _
[F] Number a & | Type Title / Subject / etc.
[ 1 A1-PRE-MA-KGF-BB-003 & Annotate excel file
2 1-PRE-MB-KEE-BB-003 & Canfidential document
3 ASP-020-CEG-Z2-00001 & Turbinenzeichung EJBGIBTTS
] 4 AV-SOB-Nnternal00ooi-.. & [ Meeting
° ‘
Action Ttems
Dashboard || UZ All Documents Document - 2-NU-MM-ER-BI-TE-005 - 00 *
E Save 0 Close O Distribution List = [~ Organise ~ uj}’ More ~
Title*: Annotation deletion test
Doc number™®: 2-MU-MM-ER-BI-TE-005
Walid: @ Yes © No
Status*: 10. Draft
Attachments Details Customer & Supplier ns Correspondence Cross References || Posis Access

EB Cross References... |ﬂ, Download aﬁwm&nts |

| Mumber « & Type Title / Subject [ etc.

1 1-PRE-MA-KGF-BB-003 &F Annotate excel file

[] 2 1-PRE-MB-KEE-BB-003 & Confidential document

3 ASP-020-CEG-2-00001 & Turbinenzeichung EJBGIBTTS
[[] 4 AvS0B-INAnternall0nooi-.. & [ Meeting

In both cases, PIRS will create a zip file containing all selected attachments as described for

the attachment download above.

5.2.3.11 Deletion concept

The goal of PIRS is to insure the highest level of information density and security. All project

relevant information and documentation should be stored consistently and without gaps. All
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workflows and processes should be documented, logged and traceable. Therefore PIRS

follows the principle of a soft delete.

Any correspondence or document can only be deleted by its creator (its author). Those project

members the author provided with the necessary access rights or project members who have
editor rights e.g. a project manager can also delete the files in question (for more information

on access rights please refer to Manage Access Rights).

PIRS forms that have been deleted will not be lost or removed from the database irretrievably,
but rather move into a recycle bin from where they can be restored again. This guaranties that

no file can be deleted accidentally.

In order to delete one or more files you simply need to select it/them in the respective view
(e.g. all correspondence) or folder and then click the delete symbol located within the

"Actions"-options in the view action bar as illustrated in the following image.

[ Dashboard

[ Mew E-Mail ~ [ Reply = [l Forward ~ & Distribution List ~ | 7 More v/

(= all Correspondence '*

D [ Date - Type & | Subject =, Clear fiters

o 04022014 .. E-Mail Minutes of meeting (@ Show Url for selected document Or
% 03.02.2014 ... Comment 2 Fw:Re: Document fo [ show access... [
g 22014 . E-Mail [ Fw: Offer for your Cl ) Show document log o
D\Eiﬂz.zm 4 ... Letter & Cffer for Change Req & ]

Export
Bl w5 022014 ... Library tem Minutes of Meeting Pl Or
[ <5 17012044 ... Transmittal - Document for Approw S e e = c
[ 5 17012014 .. E-Mai & M2 Mesting request 3 Delste / c
[ F  17.01.2014 .. E-Mail £ Re: Meeting request [
“

] <7 17.012014_. Comment & O Official Comment-Dg " noiresh o
= 47204 Hd 4 Mammant @ = | Mffirial Mammant Nncomante ara raiactad nEAN N Macrhanis

You will now be asked if you really want to delete the selected document(s), allowing you to

reconsider and cancel the deletion process.

After you have confirmed that you intent to delete the files, PIRS will check whether or not you
are allowed to remove all selected documents and if you hold the required rights they will be

moved to the recycle bin.

Besides being able to delete documents and correspondence within a grid, you are also able

to remove them directly when you have opened them in read mode.
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| Dashboard || & All Correspondence [-] Draft E-Mail - SOB/ MEW/ 00073 *

it ]

|4 Edit gCIose !:J Distribution List = Organise = |.J*"More v‘

2 Pin \
);:;Iwnatzlell Degler 4Angabell.Deg\er@sob‘ | Create PDF - 28.01.2019 12:48
eeting reques -
Update dat
u Update date | Draft
&) Showurl
SOB/MEW/00073 in 0200 Project Management "} Show access...
To: Ali Farrad <customer@demo.sobis.com: .| Showlog
4 Download attachments
Attachments J Delete @
B 2 Refresh
Cross References
23]
Action Items

Please be aware that deletion is only possible in read mode.

As illustrated in the screenshot below you are still able to restore files that were soft deleted.
Restored files will be moved back to their previous storage place within the folder structure.
You are not able to remove soft deleted files from the database completely. In case a
document needs to be hard deleted which ultimately erases it from the database, please

contact your PIRS administrator.

Please be aware that even deleted files keep their previously assigned unique reference
number which thus cannot be reassigned to another file. If it is highly important that the
sequential numbering is not interrupted or shows any gaps, you should make sure that a draft
document that might not be used or that will likely be deleted is primarily assign a special

number to save the document.

7 Favourite Folders vzl(%|(#](+] || ] Dashboard || (& Al Correspondence 7l Recycle Bin *
(] Views —/|| 9 Restore "> Refresh
+ [_J My Correspondence

My Documents [7] Deletion dat... Type Project Title / Subject /etc.  Mumber f Ref. M...
Favourites [[] 05.022014... E-Mail Kuantan Minutes of meeting SOB/MEW/D0026
- [ Approval Workflow |:| 05.02.2014... E-Mail Kuantan Fwe: Offer for you... SOB/SOBMOOMS

[E5) ANl Correspondence
—| &l Decuments
., Search within project

‘1 Recycle Bin
- (L] Mailbox k"\

5.2.3.12 Create file from template

The feature create file from template allows you to create a office document (e.g EXCEL or
Word) based on your company templates and fill it with information from your PIRS document
or correspondence. Should you e.g. need to create a cover sheet for your PIRS document this
feature can create it automatically based on the meta information maintained in your PIRS

document.
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In order to create a file based on your company template, the template needs to be added
within PIRS administration. To add new templates please contact your project manager or

PIRS support.

Open the document in question in edit mode. This feature is not available in read mode.

[£]] Dashboard = All Documents

Document - SOB_CCM_GEC_FC_002 - A '*
[=save B3 Close ) Distribution List ~ Organise ~ | ‘“More ~ ‘/

vk Predefined document actions

Title™: Layout Platform - Staircase left
-+ Check out
Doc Number™: SOB_CCM_GEC_FC_002 avision™: A
= S (= Print
Valid: Ider=: .
ali ) Yes @ No | Create PDF er’ 0600.20 Mechanica
. .
Status™: A.3.1 Submitted to customer for appr| & showur pe®: Drawing
|_J Show access. — _
Attachments (4) Details Customer & Supplier nce (2) Comment Review Sheet (1) Posts Access
2 Show log
@ Add 3¢ Delete | Download attachments /

1 File = "4‘ Added on

- g Createfile from template

B SOB-17-1058-001-ALL-C-310V70 E.dwg (66.08 KB) —@— & “I 21.052019 09:39
[C1 )~ s0B-17-105-001-ALL-C-310V70 E.pdf (195.5 KB) & ® L & W 210520190030 @&
[l ' s0B-17-105-001-ALL-C-310V70 E.png (179.61 KB) & = “I 21.052019 09:39
7] )~ s0B-17-105-001-ALL-C-310¥70 E_annotated_2019.05.21_09.51.12.pdf (196.54 KB) LA <l 21.05201909:45 (@

g Create file from template

Next select the listed a last point under the "More"

options.

A list of currently available templates is offered to you to choose from. Select the correct
template and click OK. Based on the settings of the template, the word, excel or PDF file will

be created and opened automatically.

Depending on how this feature is integrated in your project, PIRS will automatically attache the

created file to your PIRS document.

Furthermore, it is also possible to export documents based on a search query. To learn more

about this option, please contact your PIRS Service Desk.

5.3 Manage Attachments

5.3.1 Add attachments to any PIRS entity

Any PIRS entity, regardless if it is a correspondence, a document or any other item offered

allows you to add files form your sever or directly from client.
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[ pashboard All Correspondence [Lg New E-Mail '

[=]save 3 close [1send “ Delivery Options |- Organise =

| From: Erica Murphey Draft

To: Ali Farrad <customer@demo.sobis.com> X X v
Cc: v
Bee: v
Doclink: v

Subject®: | Minutes of Meeting

Ref. No.®: | SOB/MEW/< ¥ Folder®: Select a folder. R

Body || Attachments || Access

© Add |
[l {D Add file Added on

To add a files open the entity, e.g. an email in edit mode and select the tab "Attachments".

Next either add the file(s) via drag & drop or use the "Add" button to enter your explorer and
select the file(s) manually.

If you choose to add files via drag & drop you simply drag the file(s) directly into the content
area as illustrated in the screenshot below.

There are no limitations concerning file format, file size or the number of files. Therefore, you

are able to add a many files as needed.

M [ = | Corespandence — o

x
! PIRS 3.8.3 - Kuantan @-
l Home Share View J nboard - 1 4 1
[%] Dashboar All Correspondence '* /|| g New E-Mail *
= 4 L\ 5 M- Hselectan = g
= J & [ Moveto~ 3 Delete v L \ﬂ
= - - Select none [Hsave E3close [sena = Delivery Options |~ Organise ~
Quick Cx Past 3 o = N Praperti =
.Q;:‘C =7 i ] Dcopytor =) rensme mm, (D 5 Invert selection
Clipboard Organize New Open Select | From: | Erica Murphey
v > PIRSWeb > Correspondence ~ O | Search Comespondence » To: Ali Farrad <customer@demo.sobis.com> 3
A Name ified Type L (o]
Quick aceess % Lomments and Improvements,par e} Foxit Keac
B Deskiop  # [ contract.png PNG File Bee:
| Downlosds # %] Cost estimations CO.pdf Foxit Reac| Doclink:
| Documents # & Kick off mesting agenda,pdf Foxit Reac Subject™:  Minutes of Meeting
b % Letter of Intent_SOBIS.pdf Foxit Reac| Ref. No.™ e . o Folder® Solect a ford
 pict of. No.™: < > v Folder™: |[Selecta folde
ictures A %) List of adjustments for tech. drawing.pdf Foxit Reac /MEW/<Number> [catec Select = folder
3 @ " =
T]sttufpusshnemeemg dates.doc Microsoft o |PTET—
S0BIS & Milestoneplan.gif GIF File
Sonstiges < Minutes of Meeting.pdf Foxit Reac O Add (2]
7P Mai 2019 £ Monthly report_Dec 2017.pdf Foxit Reac
[ File = )
] Offer Templates.docx Microsoft y
OneDrive vl ) F Copy
ms 2 items selected 85,0 KB =l
R | -—
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5.3.2 Rename Attachments

Given that you have the necessary access rights, any file added to correspondence prior to
sending or when the correspondence is in 'Draft', as well as all files added to a PIRS

document can be renamed.

In order to rename a file, first open the PIRS correspondence or PIRS document in edit mode,

then select the tab "Attachements". Click the symbol for renaming a file ( ™ ) which can be

found on the right hand side of the file name as indicated in the following screenshot.

[E save @ close ) Distribution List = Organise = &~ More =

Title™*: Turbine fiter KIB6786

Doc number®: SOB-KF-48753-PC] ¥ Revision™®: C ¥
Valid: @ Yes © No Folder*: 0400.20 Supplier Contracts b
Status*: 10. Draft v Type™*: Drawing >

| Attachments Details Customer & Supplier Revisions Correspondence Posts Access

@ Add X Delete

|} File & Added on Used in these documents...
04.09.2013 12:08

[=

ol o1 e Fitter KIBE786.pdf (201,52 KB)

Rename file

As soon as you click the symbol a small box will open allowing you to adjust the file name.

Click the 'Rename file' button in order to save the new file name.

=] PIRS - New file name b 4

New file name:

Fiter KIB6786_Revision d pdf

Rename filz Cancel

The renamed file will be indicated with a red marker. Please save the PIRS document in order

to ensure that the renaming of the file is completed.
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= Slge 0 Close «) Distribution List ~ Organise » ' More ~
Title®: Turbine fitter KIB6786
Doc number®: SOB-KF48759-PC] v Revision™®: C
Valid: @ Yes ) No Folder®: 0400.20 Supplier Contracts
Status™*: 10. Draft v Type*: Drawing
Attachments Details Customer & Supplier Revisions Correspondence Posts Access

@) Add X Delete

] Filgga Added on Used in these documents. ..
= 04.08.2013 12:08

[=

r 1
[C] 17 )= Fiter KIBSTB6_Revision C.pdf (201,53 KB)

5.4 Manage Access Rights

As you can see from the following image, there are three different levels of access rights for
PIRS users: editors, authors and readers. Readers, as the name already indicates, are only
allowed to read all documents that have not been specifically excluded by their authors.
Authors can in addition to the given read access also compose, modify and soft delete their
own documents. They will also be able to change and delete documents from other authors if
the respective author has granted them author rights. Finally editors will be able to compose,
modify and delete their own documents as well as those of other project members. Generally
most users will have author rights. If you are not sure what kind of access rights you have
within a project you can always check them within your "My Settings" (for further information

please refer to the chapter User preferences). Your individual access to a specific file can also

be determined by the means of the

1 Show access...

option within the action bar (for further information please refer to the chapter Show access

rights).

Please be informed that PIRS project and global administrators are provided with different
access rights that enable them to support you in your daily work and your occasional
challenges with the application. Since the level of administrator access right has no direct

influence on your work processes within PIRS they will not be explained in detail at this point.
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Editors
Compose, change and delete
all documents

Authors

Compose, change and delete
own documents

Readers
Can read all documents

How to manage access rights to your document

Project Management
Project Support

Engineering
System Managers
Staff

Top Management
Others

Each correspondence and document file is provided with a tab titled "Access". Within the

access tab you will be able to assign and specify access rights to each individual

correspondence or document you are creating and you will be able to adjust those access

rights before as well as after having saved, sent or in any way distributed the file.

There are two different settings you can adjust, first who will be allowed to read the document

and second who receives author rights for the document besides yourself. By default each

newly created file will assign reader access rights to all project members and author access to

none other than yourself. Thereby PIRS is preventing that your document can be modified by

any other but yourself. You are however able to change the setting in order to, on the one

hand restrict reading access to a certain number of project members and/or contact groups,

and on the other hand grant the right to modify your document to other members and/or

groups within the project.
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(2] Dashboard || EF New E-Mail '
B Save EJ Close [7 Send (£ Delivery Options |- Organise -

From: Erica Murphey

To: Ali Farrad <customer@demao.sobis.coms

Cc Andrew Miller <customer@demo.sobis.comz
Bee:

Doclink:

Adrian Kessler <project.manager@demo.sobis.com>

Subject: Minutes of meeting

Ref. No.: | SOB/MEW/ <ML ¥ Folder: 0200.10 Project Organization b

Body | Attachments || Access *—'—_—-‘

Who can read this document ?

@ Al
) Following contacts/groups

Who can edit this document ?

@ Docurnent author onby

(71 Document author and following contacts/groups

Body Attachments Access

Who can read this document ?

@ Al
) Following contacts/groups

Who can edit this document ?

) Document author onby

@ Document author and following contacts/aroups

Adrian Kessler <project.manager@demo.sobis.com:
Alois Bauer <=management@demo.sobis.com:

Erica Murphey <engineer@demo.sobis.com:

Kilian Walter <engineer@demo.sobis.comz

Michael Heppner =doc.controller@demo.sobis.com:>

Page 1(of1| ¥ Kl .ﬁ,:’

As soon as you e.g. select "Document author and following contacts/groups" within the box
"Who can edit this document" PIRS will automatically allow you to choose contacts as well as
contact groups from the project address book.
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Please be aware that it is possible that access rights concerning certain folders may be
predefined by the owner or the application administrators. In this particular case you will not
have the default selection options or they might be restricted because all PIRS forms created

within these predefined folders inherit the access rights from the folder level.

Furthermore, you should be aware that a PIRS user that previously had no reader’s access to
a PIRS correspondence or document will be assigned readers access as soon as the form
was sent to him / her by the author or an editor. Hereby it should be mentioned that this will be
only the case if this PIRS user holds access rights to the PIRS project and was listed within
the project address book. Also the form has to be distributed via email. Recipients listed in a
distribution list will not be able to access the document unless they already hold the access
right.

55 Use text templates

There are several phrases, text or tables you might use on a regular bases e.g. to create a
new report or document minutes of meetings in a Library Item. To save time, your project
manager is able to create text templates within the administration area for you and your team

to use.

In order to select a template click the template icon within your text field as illustrated below.

[#] Dashboard || [£4] 0200.10 Project Organi... [E New Library Ttem *
[=|save E3 Close Organise =

From:  Erica Murphey

Subject®: | Minutes of Meeting

Ref. No.*:  SOB/S0B/<Number> [category_code] N Folder=: 0200.10 Project

Body Attachments Access

Font Family ~ Font Size - B I U ax|
A-B-| =g

| 9 18 40 = 4=
@a' HTmL

| Insert selected text template |

Next you are able to select a template from a list. A preview panel will show you the content of
the template. In case the template you are looking for is not offered, please contact your

project manager.
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[ PIRS - Select Text Templa t-e »
\ Text Template Name - Description
Minutes_of_Meeting Standard Table ~
‘ Minutes_of Meetings Table for documenting ongoing meeting
comment_rejected Documents rejected with comments
comments_approved Documents approved with comments
comments_approved_no comments Documents approved without comments
b lntnr ~F indband I nbtbnr nflednnd Frr imitedinm oFf bnmdnen v

€«

Minutes_of_Meeting

M
Minutes of Meeting
Date Ref. No.
Attendees Location
Subject
Objectives
# Descripxion Actions | Responsible
W

Insert text templat@ Cancel

Insert selected text template

SO ATENLET Ao AT s

Click "Insert text template" to add the content to your text field.

5.5.1 Filter for the right template

In case the list of templates is relatively long and you have trouble finding the right template,
use the filter option to reduce the list of offered templates. To set a filter simply hover your
cursor over the column, you'd like to filter and expand the search & filter options by clicking the

arrow head on the right hand side (compare with following screenshot).
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g PIRS - Select Text Template ®
Text Template Name - > Description

Minutes of Meeting H' Sort Ascending

Minutes_of_Meeting il Sort Descending

Minutes_of_Meetings ngoing meeting

Mol Filters T

change_proposal

comment_rejected Documents rej with comments

comments_approved Documentd approved with comments

comments_approved_no comments Documents approved without comments

letter_of_intent Letter of Intent for invitation of tenders

transmittal_slip_to_MEW Standard Text for TS to Customer

Minutes of Meeting ¥

Minutes of Meeting

Date Ref. No.

Attendees Location

Subject o
Insert text template Cancel

5.6  Activity Stream

Activity Stream

Activities of PIRS users such as creating or editing new correspondence or documents,
sending transmittal slips and comments or creating new contacts or action items are always

documented within the PIRS Activity Stream.

The Activity Stream lists all actions but is restricted by the users individual access rights. This
means that each user will only be able to see the activities he has the right to be informed
about and for which is allowed to access the related items in PIRS. For example, should your
project manager create a confidential document, than this event would only be visible within
the activity stream of those PIRS users who have at least read access to the respective

document. All other users would not have this particular event listed in their Activity Stream.

All actions listed in your Activity Stream include links to the contact who carried out the event
as well as to the related PIRS item (e.g. the document or the correspondence that was

created).

There are two different type of Activity Streams. You can either take a look at latest activities

focused on one particular folder or referring to the entire project.
1. Folder based Activity Stream

Up to PIRS release 2.4 there were two separate areas within each folder, one for the

correspondence and the other for the documents stored within the respective folder.
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Since PIRS 3.0, users will find a third section presented to them in each folder titled

"Activity Stream".

PIRS 3.04 - Kuantan

| Folders

> [/ 0000 Offer & Sales
> [/ 0100 Contract

» || 0200 Project Management

> || 0250 Correspondence
> [/ 0300 Commercial
> || 0400 Procurement
> || 0500 Schedule & Progress Report
4 || 0600 Engineering
| 0500.00 Transmittals & Comments |
| 0500.01 Transmittals & Comments |
| 0500.10 Overall Engineering
| 0500.20 Mechanical
| 0600.30 Civil
__| 05010.40 Electrical
| 0500.50 DSC & Instrumentation
> || 0700 Systems
> || 0800 Logistics & Shipping
> || 0900 Quality Management
> || 1000 Health & Safety Management
> [/ 1100 Site Management
> || 1200 Customer Training

'4

®~ & Erica Murphey

[#] Dashboard || = 0600.20 Mechanical *

[ correspondence J Documents |E vaﬂywm(

- U STY GOE-4T=HAE=BRHALL-SK-DSTVIET (D) -
Staicaze in Cocling Tower &

| include the original file as well, so that Mr. Walter can created a new revision based on the
CAD file.

7 11.0220151517 Distribute  Post (2)

[ Adrian Kessler created a Post for Meta Document S0B-17-105-001-ALL-SK-051W851 (D) -
3 Staicaze in Cocling Tower &
Please send the annotated file to Kilian Walter

7 11.0220151513 Distribute  Post (2)

Erica Murphey updated Meta Document SOB-17-105-001-ALL-SK-051V951 (D) - Staicase in

Cooling Tower &

= Attachments: Letter of Intent_SOBIS.pdf (7 KB)
S0B-17-105-001-ALL-SK-051V/951.pdf (199 KB)
S0B-17-105-001-ALL-SK-051951_A.png (283 KB)
S0B-17-105-001-ALL-SK-051951_B.png (459 KB}
S0B-17-105-001-ALL-SK-051W951_C.png (183 KB}

7 11.02201511:23 Distribute  Post (2) b

Within this third folder area you are able to follow all current folder-based activities.

1. Project based Activity Stream

In order to keep track of all current events and actions of your project, PIRS offers a

view titled "Activity Stream" that displays all new activities regardless which folder or

PIRS area they occurred in.

The view can be found in the "Views" area of your navigation panel. Furthermore, the

view can also be added to your project dashboard as widget.

Kuanta

|| Folders we(%z)[#](+]| || B Dashboard

] views -
= Activity Stream
4 =5 My Correspondence
I& Received
I; Received (Distribution Lisi
| #|Drafts
,& Sent
Jﬁ My Documents
+” My Action tems
4 Favourites
[ correspendence
=] Documents
7 Action ftems.
& Contacts
2 Contact Groups
Lz, Companies
4 (=5 Approval Workflow ”
.,}.My workflow decuments
@ My approval required
(&5 Al Correspondence
[=| AN Documents
+” All Action ftems.
 Fiters
4, Search within project
‘i Recycle Bin
4 =5 Mailbox
[ Personal Mailbox

= Activity Stream

Adrian Kessler sent Distribution List for E-Mail SOB/S0B/00032 - Request for information
Recipients: Kilian Walter

Fyl

E4 F 11.0220151510 Distrbute  Post

mn

Adrian Kessler sent E-Mail S0B/S0B/00032 - Request for infermation
Viele Grule / Kind regards Adrian Kessler - Project Manager - IBM Premier Business Partner Tel.: Fax.: E-Mail Web: Blog:
+49 621 1228 5600 +49 621 1228 5695 info@sobis.com www.sobis.com pirs...

4 0 11.02201515:09 Distrbute  Post

Erica Murphey updated Meta Document SOB-17-105-001-ALL-SK-051V951 (D) - Staicase in Cooling Tower &

+ Attachments: Letter of Intent_SOBIS. pdf (7 KB)
S0B-17-105-001-ALL-5K-051V951 pdf (19% KB}
SOB-17-105-001-ALL-SK-051V951_A png (283 KB)
SOB-17-105-001-ALL-SK-051V951_B.png (458 KB)
SOB-17-105-001-ALL-SK-051V851_C.png (183 KB)

L 1022015 11:23  Distribute  Post
Erica Murphey updated Meta Document SOB-17-105-001-ALL-SK-051V851 (A) - Staicase in Cocling Tower &
« Title: Staicase in Cooling Tower

.7 100220151538 Distribute  Post
Erica Murphey updated Meta Document SOB-17-105-001-ALL-SK-051V851 (B) - Staicase in Cooling Tower &
« Title: Staicase in Cooling Tower

T 10.02201515:38 Distribute Post

R
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Communicate using Distributions Lists & Posts

Each activity listed in your Activity Stream offers two ways to communicate with your team and
create notes for the initiator or other team members. First of all, you can click the "Distribute"
action which will allow you to send a distribution list to your team members containing a link to
the related PIRS item. So if for example the entry in the Activity Stream would state that Erica
Murphey has updated a specific Meta Document, the distribution list would include a link to

this specific Meta Document.

Second of all, you are able to leave a note concerning the entry in your Activity Stream by

clicking "Post".

A message box will open where you can enter your comment.

Isl PIRS - SOB-17-105-001-ALL-5K-051v951 (D) - Posts *

s, | Write a new post..
" Please send the annotated file to Kilian Walter B
£k |
i

As soon as you click the save symbol ( B ) your post will appear in the bottom part of the
message box. As indicated by the following screenshot you are still able to edit or delete your

own posts.
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! PIRS - SOB-17-105-001-ALL-SK-051V951 (D) - Posts %

Write a new post...

Adrian Kessler wrote:

Please send the annotated file to Kilian Walter

10220151513 3 ¥ ‘_

G‘! PIRS - SOB-17-105-001-ALL-5K-051V951 (D) - Posts =
Write @ new post...

linclude the original file as well, =o that Mr. Walter can [:I1
created a new revigion based on the CAD file. k
-Sa'u'e

Adrian Kessler wrote:

Pleaze =end the annotated file to Kilian VWalter

10220151513 [ %

Should other team members like to leave posts as well, either as answers to previous posts or
as comments to the activity stream entry, their notes will be added within the already existing
posts box.

57 Posts

PIRS includes a "Posts" tab within every PIRS item. Posts are like the yellow sticker you pin to
a paper or your fridge to quickly share information and write down an idea. They offer you the
option to leave comments relating to the respective PIRS item and communicate with you
team members directly regarding this item. So for example, should team members have an
important information they want to share quickly regarding one particular revision, they can
simply create posts. All posts will be listed within the "Posts" tab of the related document
(compare with screenshot).
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2] Dashboard Document - SOB-17-105-001-AL1-SK-051V951 - D *
[ save €3 ciose ) Distribution List ~ Organise ~ 4~ More =
Title: Staicase in Cooling Tower
Doc number: S0B-17-105-001-ALL-5K-051V951 v Revision: D w7
Valid: @ Yes () No Folder: 0600.20 Mechanical hd
Status: A.1 Draft b Type: Drawing e
Attachments Details Customer & Supplier Workflow Revisions Correspondence Posts Access

Write a new post...

Erica Murphey wrote:

linclude the original file as well, so that Mr. Walter can created a new revision based on the CAD file.

11.0220151547 [3 ¥

o, Adrian Kessler wrote:
,' Please send the annotated file to Kilian Walter
ar |
i

1.0z20151513 1 X

You can edit your your posts and/delete them, just like described in the previous chapter
on Activity Stream.

Receive notification about new post

By default PIRS will inform you if your team members write new posts concerning your PIRS
correspondence or documents or in relation to your activities. This means that you will receive

a note when a user writes a post to:
1. correspondence / document / action item you have created / modified or
2. correspondence / document / action item you have marked as favorite or
3. correspondence / document / action item that you have received via distribution list or
4. adocument where you are producer, owner, or responsible
5. e-mail, letter, transmittal slip, comment that you have received or
6. an action item where you are responsible, or listed as involved or
7. correspondence where you are listed as "from"

8. You will also receive a notice if a user has added a Post to a correspondence /
document / action item
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If you don't want to receive notifications in form of e-mails you need to enter your personal

settings and open the section "Notifications".

PIRS 3.28.1

=, Favourite Projects ¢ % @ | [i] Dashboard

Annabell Deglery

£+ My Settings
O Log t

, Search in all projects - 2 X V

£ 5 Add widget.. [ Select layout... ' Refresh layout

Project image Project name & description

Griiner Wasserstoff

Neue Anlage zur industrielle Produktion @ Refresh | ~xClear Fiters
von H2 ohne Umweltschaden -

Klimaneutralitat .
PI - Annabell Degler Pr.. Title/.. ¥ | & | Type | Re.. C.

Within this tab you have the option to activate or deactivate the distribution of your personal

notification.

ﬁ PIRS - My Settings - Annabell Degler
User Information
Regional Settings
Personal Mailbox @® Inform me about new posts via E-Mail
Notifications Do not inform me about new posts via E-Mail
User Interface
Correspondence

Posts

Documents
Content

Save Close

5.8 View Files within your Browser

With the PIRS release 2.4 users are able to open PDF and picture files attached to PIRS
items, e.g. a correspondence or document, directly within their browser without having to

download them first.
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Dashboard

i Add Widget.. [ Selectlayout.. o Refresh layout

|| Favourite Documents

g Mew Document - {‘J Distribution List - J’b KMore -

4| 1n |

[T Docnumber Revision @ & Titea Type

[] vGT_CPM_G... B g @ & Bracelette ABC Drawing
|:| YGT_CPM_G... C g [ General outline of waste incineration... Drawing
|:| ¥GT_CPM_G... B g [ ] Inventory List General Engineering Drawing
YGT_CPE_S... C q [ C? L% Transformer Alpha 4322 Drawing
[ vGT_CPM_G... B g [ ] G‘! Attachments - YGT_CPE_SP_CW_001 *
[[] YSTCPES.. C r @ L\ Transformer Alpha.cad (14,35 KB}

D YGTCPMG... C N @ & b L% Transfoermer Alpha.gif (3,84 KB)

B MGo0447s ¢ = @ Click to show file - LY Transformer Alpha.gif
[ 1mGo04472 B g @ —

S©BIS

13

When there are attachments for a PIRS item visible in a view or when you open any PIRS item

that has files attached to it, you will notice that there is an additional icon displayed for picture

files and PDFs. The icon looks like an eye and when you hover your courser over it, a small

message box will inform you about the option to show the content of this file.

Dashboard Document - YGT_CPE_SP_CW_001-C *

(L3 Edit ) Close «) Distribution List - [~ Organise ~ 4~ More ~

7 LV Transformer Alpha 4322 Drawing @
YGT_CPE_SP_CW_001 C (14. Approved and ready for submission) in 0600.10 Overall Engineering
=
Attachments
LY Transformer Alpha.cad (14,96 KB) w & LV Transformer Alpha.gif (3,24 KB)
lick to show file - LV Transformer Alpha.gif

=

Correspondence

Date 6) Doc number Subject

14.01.2014 09:38 Q SOBMEW/D0045 Documents for your approval

Once you click the icon, the file will open in a new tab allowing you to take a quick look at the

file content.

Should the PIRS File Viewer be activated for your PIRS project, files will be opened directly

within your PIRS project and several additional features will be offered to you. (Compare with

chapter PIRS File Viewer).
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5.9 PIRS Downloads

All files created within PIRS e.g. when exporting items as a Excel list or when downloading
attachments from correspondence or documents, are listed in within your download area. You
can always access your download area by clicking the grey arrow within your PIRS application

tool bar as pointed out in the following screenshot.

= PIRS 3132 - Kuantan L ) (G

-7 Favourite Folders w2//%¢|(#|[=|| || (2] Dashboard || <] 0200 Project Management *

5510000 Offer & Sales | cormespondence || | | Dpeuments | == acfivit Stream

/0100 Contract PIRS - Files in progress %
| 0200 Project Management [EgNew E-Mail ~ [gReply
020010 Project Organizati Fie pate
= roject Organization ] Date -
0500 Engineerin 4 | PRS Downloaded Files 2020-03-18 16_15_18.zip 18.03.2020 16:15 & x
. ? : [C] 05.03:2020 20:05 Ddemo. -
~11200 Customer Training = 05'03'2020 10:57 2 | PRS Downloaded Files 2020-03-18 16_10_00.zip 18.03.2020 16:09 & X j ‘B@B:m
1200 Internal Training agergidemn. 4
- i ) 18.03.2020 16:08 35 X
] 05.02.2020 1056 Bl | metadocument_grid_export.clsx (19.94 KB} = Bdemo.sobis.com=
D 11.08.2019 19:23 eer@demo sobis.con
7] 28.062019 07:3¢ < =ct manager@demo.s
D 03.12.2018 09:37 zct manager@demo.
D 13.02.2017 14:55 2ct manager@demo.<
[[] 26.01.2017 14:50 @demo sobis coms
D 26.01.2017 14:42 =ct manager@demo. <
D 26.04.2016 16:33 zct manager@demo.£
\ D 26.04.2016 16:29 =ct manager@demo. <
D 26.04.2016 16:24 SOB/MEW/00111 L= 4 MoM Kick off meeting Annabell Degler <project manager@demo.£

While a new download is in progress or if there are only "old" download files the arrow is grey.

When a current download is completed the arrow will turn green.

= PIRS 3132 - Kuantan ¥+ O~

i‘r Favourite Folders w2 = [:] Dashboard || 7] 0200 Project Management '*

[Z5 0000 Offer & Sales ‘DCDUWW' Elo

0100 Contract PIRS - Files in progress X
| 0200 Project Management Cgnew E-Mail ~ CgReply o Date
0200.10 Project Organization
-~ rolEetbrg Date ~ 1| PRS Downioaded Files 2020-03-18 16_30_42.7ip 18.03.2020 16:30 & X
__| 0600 Engineering
1200 Customer Training 05.03.2020 20:05 1| PRS Downloaded Files 2020-02-18 16_15_18.zip 18.03.2020 16:15 & X £uemo.sobis.com=
11200 Internal Training 020320201057 1| PRS Downloaded Files 2020-03-13 16_10_D0.zip 1803202016208 & X EEETIEETE
05.03.2020 10:56 - Bdemo.sobis.com>
metadocument_orid_export xisx (19.94 KB) 12.03.2020 16:08 L 4
11.08.2019 19:23 eer@demo.sobis.co
28.06.2019 07:34 ect.manager@demo,
03.12.2018 09:37 ect.manager@demo,
13.02.2017 14:55 ect manager@demo,
26.01.2017 14:50 Bdemo.sobis.com>
26.01.2017 14:42 ect manager@demo,
26.04.2016 16:33 ect.manager@demo
“ [7] 26.04.2016 16:28 ect manager@demo
7] oc na 7048 1524 coamcnniig P S —— Mokl Dol oo oo

PIRS will remember your download history up to 24 hours even if you close the browser or

switch to another device.

5.10 Rich Text Editor

Within every PIRS body field (e.g. the e-mail body field or the remarks tab within a document)
you are working with our PIRS Rich Text Editor.

The editor offers all common fields known within editors. You can adapts the style, size and
insert your signature and specific text templates. The table below will offer an explanation for
all offered features:
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Body | Attachments | Follow Up | Access

Arial

v T2p

Symbol

Avial

12px

IC

<|

®

byl

v|B I U &5 Av/Zv &

Short description

Front

Front seize
Bold

Italic

Underline
Strike Through
Text color

Background color

reverse or forward

Decrease/increase

indent

Bullet list

Numbered list

insert/edit Link or
unlink

Table

Special characters

Emotions

2 H- Q © Acr L xx B &

Function

Here you can select the style

Allows you to pick the seize of the displayed text

Sets all selected writing in bold.

Sets all selected writing in italic.

Underlines all selected writings

Inflicts a strike through on all selected text

Allows you to pick a color for your selected text

Allows you to pick a background color for your selected
text

Here you can reverse or "un-reverse" actions you did.

These two features offer to decrease or increase the
indent of your text.

Here you can start a bullet list.

These action offers the option to set up a numbered list.

With this feature you can insert and/or edit a link.
Simply select a section within your text, next click this
button and insert the link you and to refer to.

This feature allows you to insert a table

You can add special characters.

This feature offers the option to insert emojis as you see
fit.
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Symbol Short description

Ad -7 Capitalization

Title Case

Format painter

-

Clear formatting

I
Subscript
%2
2 Superscript
m Insert text template

Insert signature

5.11 External Link Tab

Function

Here you can set that the text will be all lowercase, all
uppercase or all titel case

The format painter allows you to copy and then paste
the format of a text.

With this feature you can clear all formatting from your
text. The format will be reset to default value.

With this button you are able to set text or text elements
as subscript.

With this button you are able to set text or text elements
as superscript.

In case your company or your project set up has
provided text templates, you will be able to access them
here.

You are able to maintain your personal signature within
your contact entry. If you have provided a signature
within your contact you can insert it any time using this
button

As optional feature, you are able to activate an additional tab within your PIRS project.

This new tab offers the option to either enter a link to any other external website (e.g. another

web application or a homepage), or link directly to an Event or any other PIRS:Claim

document. PIRS:Claim is a stand-alone application which offers documentation, tracking and

reporting options for project changes, deviations or claims.

In case the external link tab has been activated you will see it listed within your PIRS

Documents, Correspondence, Action Items (for task management) and (if activated) your

Events.
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[i£]] Dashboard Document - SOB_CPE_GSP_CW _001-A

ESave EJclose {JDistribution List v [~ Organise  ” Morev

Title*: Pump 61PA503 Data Sheet

Doc Number*: SOB_CPE_GSP_CW_001 N Revision*: A e
Valid: @ Yes O No Folder*: 0600 Engineering v
Status*: 1.4 Waiting for internal approval by Project Manager v Type*: Progress Report A

Attachments (2) | Details | Supplier | Remarks | Workflow | Revisions (1) | Correspondence | Cross References (2) | Posts | External Links (1) | Access

4] % 2 Remove
] Y[ Add External Title / Subject / etc. Project Created by Created
O s Preisanpassung fur unser Angebot Kuantan Biomass Power Plant - Annabell Degler  07.03.2022

In order to add an external link click the Add button as pointed out in the screenshot above.

A pop-up window will open, allowing you to enter (e.g. via copy & paste) the link to the
external page or other web application. In case the entered link refers to a PIRS:Claim
document this document will be displayed in detail as soon as you have saved your changes.
Otherwise the link is displayed as illustrated in the following screenshots.

1o I LRV LW Ll U Lgn
T A ViR na Far intarnal Amsarca ] bar Deadact Mo amase ~r Tammn . nrﬂgress R‘
(&l PIRS - New External Link b4

ents (2) es (2

Please insert one link*:

+Ref https://www.sobis.com/
e Ny

EQ Jiomass

Note: Only links starting with "http://" or "https://" are allowed.

Add @ Cancel
Add External
Link
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|:25 Dashboard Document - SOB_CPE_GSP_CW_001 - A >

E]]Save mCIose QDlslrlbutlon List ¥ Organise™ " MoreV

Title*: Pump 61PA503 Data Sheet

Doc Number*: SOB_CPE_GSP_CW_001 N Revision*: A

Valid: @ Yes ) No Folder*: 0600 Engineering
Status*: 1.4 Waiting for internal approval by Project Manager v Type*: Progress Report

Linked Event from

Attachments (2) Norkflow | Revisions (1) | Correspondence | Cross References (2) | Posts | External Links (2)

PIRS:Claim
W Add X Rgfnove
1 Number / Ref Title / Subject / etc. Project Created b
[} E00160 Preisanpassung fir unser Angebot Kuantan Biomass Power Plant- ... Annabell

O hitpe ffuruw sobis “’mf@‘\—[ External webpage (outside of PIRS portfolio) ]

Important!
Please make sure, always to enter a link starting with "http://" or "https://". Otherwise it
will not be recognized.

If you have any further questions, or would like to activate this feature for your project(s),

please get in touch with your SOBIS service desk or PIRS responsible.

5.12 Workflow

For the configuration of Workflows please find following link to the PIRS Project

Administration: Approval Workflows

The PIRS workflow is intended to support and track your internal approval processes.

If it is activated within your project, documents and/or events will contain an additional tab in
content area called Workflow. Within this tab all workflows that are implemented in your
project will be presented to you to choose from. Each workflow could e.g. be specific for the
various departments, engineering teams or in case of events based on the amount of
expected costs. The number of workflows that can be implemented is limitless and each

workflow can be adjusted in the administration area in case changes need to be made.
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2] Dashboard =] All Documents Document - SOB-17-105-001-ALL-5K-051V992 - B *

a Save Q Close = Distribution List = Organise - __‘:’ More -

Title: Turbine filter C249

Doc number: SOB-17-105-001-ALL-SK-051Va v Revision: B b

Valid: @ Yes () MNo Folder: 0600.10 Overall Engineering v

Status: 10. Draft b Type. Drawing b
Attachments Details Customer & Supplier Workflow Revisions Correspondence Arcess /
Approval Configuration: tandard Approval Workflo »

Approval Config for General Engineering

L RN e S e | ' standard Approval Workflow

Function Responsible(s) Status Date Signature
Engineer Kilian Walter <engineer@demo.so...
Lead Engineer Erica Murphey <engineer@demo.s...
Project Manager Alpis Bauer <management@demo....

In case your PIRS project specifications were implemented with a default value for the
document status, each newly created document will carry this default value. In the example
displayed above this status is "10. Draft". If the document workflow is started by the document
creator or a PIRS user with the necessary access rights, the document status will be changed

and modified automatically according to the respective workflow step.

It is however possible to choose not to start the workflow for a document and still be able to
adjust the document status as well as distribute it via transmittal slip, create comments or /

and create new revisions.

After a workflow has been selected, the respective workflow steps will be visible in the content

area of the workflow tab and the workflow can be started by clicking the Sl OCK RO

button in the upper right corner of the workflow tab.

As soon as the workflow has been started the document will be saved, closed and
represented to you in read mode. The uploaded attachments will be frozen meanwhile,
therefore the only possible way to integrate changes or adjustments to the technical document
(e.g. a technical drawing) is to create a new revision. An exception to this strict rule applies to
the project administrators who might need to be able to make adjustments even after the

workflow has been started.

The responsible party of each workflow step will be informed as soon as his or her approval is
required and he or she can either approve or reject the document directly in read mode. Each
approval or reject will be saved in PIRS with a time stamp that includes the date as well as the

exact time of the approval/rejection.
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Either way, the responsible has the possibility to include a comment with their approval /
rejection that will be indicated by a speech bubble within the workflow content table (compare

with following screenshots).

=] Workflow - Standard Approval Workflow

/ ﬂ Reset Workflow

Function Responsible(s) Status Signature Cate
Engineer Kilian VWalter <engineer@demo sobis. com= Approved Kilian WWalter 04.02.2014
Lead Engineer Erica Murphey <engineer@demo. sobis.c... CJ_ Approved Erica Murphey 04.02.2014

Project Manager Aloiz Baver =managementi@demo sobis. . k_) @ \ a comment has been made

At any point of the workflow, it is possible for the document/project administrator to reset the
workflow. At this point the option to change the selected workflow to another offered workflow

will be presented again.

Should a document be rejected the workflow will be interrupted and the user, who started the
process, will be informed about the rejection. The workflow can then again be reset by the
administrator or a new revision can be created after which the workflow can be started again

for the new revision.

Time stamp
If required, a time stamp with the exact time when an approval/rejection was made can
be activated in the date display.

5.12.1 Workflow Views and Widgets

=5 | Views
My Correspondence
jrﬂy Documents

" My Action ltems
._}.My waorkflow documents

] \,j My approval required

There are two views in addition to your other personal PIRS views. First of all you can choose
to look at all your documents where currently a workflow is active and second of all you can

display all documents that are currently waiting for your approval.

As it is the case with most PIRS views, you will then additionally have the opportunity to select

either or both workflow views as widgets to be displayed on your project dashboard which will
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allow for a quick and easy overview of all your workflow documents as soon as you open your
PIRS project.

In order to keep track of all workflows that are currently pending, there is also an additional

view which displays all documents where a workflow is currently pending.

3 PIRS - Widgets X

DRecently viewed
|___.|Scratchpad

, Search within project
[]Correspondence

| Documents

o Action ltems

Favourites

~ Filters

W Controlling and Reporting
b yAppmvaIWUrkﬂow

= My workflow documents
\_;- My approval required
Al pending decuments in warkflow W

Add widget Close

5.12.2 Workflow actions within the PIRS tool bar

If it is activated for your project, you have the option to assign, start, approve, decline or (in
case you have the necessary rights) reset workflows for one or multiple documents within your

document grid, e.g. within the view "All Documents".

In order to e.g. assign a workflow for multiple documents you have just uploaded or created,
select the documents in question, unfold the workflow options within your tool bar and select

"Assign".

|:=] Dashboard | | 7] All Documents '*

o New Document ~ (':JDistribution List - Organise ¥ | = Workflow = | ~More »

Created «

03.03.202115:20
03.03.202115:04
23.02.202110:21
23.02.202110:04
23.02.202109:56
26.01.202109:47
27.01.2021 22:51
27.01.2021 22:43
19.01.202112:18
26.05.2020 11:51
26.05.2020 11:51

OEOO0EODOEEOOO

Doc Number
SOB_CPM_GE-_PG_097
S0B_CPM_GE-_PG_097

-

01_SOB_CCM_GEC_CC_...

S0B_CPM_G—_CO_001
S0B_CPM_G—_CO_001

SBO-S0B-S-ENT-5PC-000..

Rechnung_ljuig887

SBO-S0B-5-ENT-5PC-000..

S0B_CCM_GEC_B1_002
MVW-LEU-MERS-ZG-0027
MVV-LEU-MERS-ZG-0026

) Assign...®
&% Start.

&) Approve...
£ Decline...
M Reset..

& A 7z
@ B

® A 7
@ B '
@ A 4
@A e

Type
Specification
Specifidation
Drawinj

Order/ 3estellung
Order [ Bestellung

Invoicedincoming) / Rechung Ei...
Invoice (incoming) / Rechung Ei...

Invoice (incoming) / Rechunag Ei...

Drawing / Zeichnung
Report

DCrawing / Zeichnung

Title

Bedienungsanleitung
Bedienungsanleitung
Rohrleitung Abschnitt BA75
Vertragsanpassung 987765
Vertragsanpassung 987765
Rechung von Roloff
Rechnung vom Lieferanten
Rechnung Raloff Ersatzteile
STEAG Staircase Main Tower
Bodenanalyse Firma ROL
Warmeisolierung WP 009
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The list of options displayed within the "Workflow" tool bar can be defined and adjusted to
reflect your company requirements. So, in case you are missing a feature e.g. the option to
"Approve" or "Decline" multiple workflows, this option might be disabled within your PIRS

application.

Also keep in mind that you will only be able to use the workflow features for documents where
you are allowed to perform changes or more precisely, where you are allowed to assign, start,

approve or reset a workflow.

5.13 Image Viewer

The PIRS image viewer allows you to directly open and view images attached to PIRS entries

(e.g. documents, emails, action items etc.) without needing to download the file(s) in question.
Supported are all common image formats, such as png, jpeg or jpg.

As soon as an image file is attached to a PIRS entry e.g. an email, a new action is offered

within the action bar called "Image Viewer".
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Dashboard | 1000 Projektmanagement X| [Ld New E-Mail *

Save ﬂCIose [ send E?Delivery Options || Organise¥

" From: ‘ Annabell Degler

To: | Miller Andrew <mueller@demo.sobis.com> *

Cc: |

Bec: |

Doclink: |

Subject*: | Unterlagen wie vereinbart

Ref. No.*: | DESOB/ATTET/<Number> |

Classification: ‘ Generelle Kommunikation “' ‘

External Links

ete | /=l Image Viewer |

4 Body | Attachments (2) Follow Up | Access ‘

@Aadd X
[ File

r
17 27 Baustellenbem

r
B & Informationen.png (446.54 KB)

ESave EJclose [send ] Delivery Options |~ OrganiseV
From: | Annabell Degler
) ¥ PIRS - Image Viewer - Baustellenbehinderung.png R
E
Cc:
E
Bcc:
E
Doclinl
E
Subjec
i BAU t
Ref. STELLE
Classifi . e
Wir arbeiten
: Body ] Attachments (2) C/al'a-”
(JAdd ¥ Delete 1% Imag
[ File «
B & Baustellenbehinderut
B i " Informationen.png (4
Close
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Once you click the new action "Image Viewer", a pop-up window will display the first image file
attached. By using the arrow presented at the side of the window, you can flip through all

attached image files.

The image viewer will be presented as soon as you attache an image file. No need to first
save the changes.

6 Controlling and Reporting Area

Depending on your access level to a project, an area called

= Controlli d R ti = . . .
4 -onfrefing and =eporting will be presented to you within your PIRS project

navigation. This area allows you to trace and track all documents, its revisions and its relating
correspondence and offers you the possibility to generate different reports.

6.1 Document controlling

In order to help follow up on document distributions to customers and suppliers, to enable
project managers to monitor document development and to keep track of internal as well as
external communication, PIRS offers its users the document controlling features. Please be
aware that PIRS collects the information analyzed and displayed within the controlling views
out of the content tabs of the PIRS documents and their linked correspondence. Therefore it is

recommended to maintain all document information as completely as possible.
PIRS Controlling features enable you to easily answer following question:

e Did we submit all required documents to the customer?

Did we/our customers or suppliers submit the documents on time?

Did the customer reply to my documents ?

What documents did we submit in a specific time frame?

What documents do we have to submit in future?

The Controlling View Layout

You will find a separate navigation area listing five standard controlling views within the PIRS
navigator. Each view is divided into three sections. While a grid in the bottom part of the view
will display all document and correspondence files matching the respective controlling view

configurations, the upper part of the view graphically illustrates the data listed in the grid as a
pie chart as well as a bar chart. The charts will be updated automatically according to regular

intervals but they can also be updated manually by clicking the refresh button visible in the

o
right upper corner of each chart ().
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As already explained in previous chapters, you are also able to alter the grid content by either

using the search feature ( A ) or by adding different filters (
[] Fiters 3 )
In addition you can modify the presented content by adjusting the displayed columns. (For

further information on customizing and adjusting grid content and setting filters, please refer to
the chapters Customize a grid and Search and filter functions.)

For your information shell be noted that the configurations of the charts in the various
controlling views can also be customized to fit you specific needs. If this should be the case,

please contact your PIRS administrator and inform him/her about your requirements.

':’ Favourite Folders trl%/[2] +| || Ez] Dashboard || 4P Controlling - Distribution to Customer '*

o] Views
= Distribution to Customer Status - Created: 29.10.2013 13:02 & Distribution to Customer Delay - Created: 29.10.2013 13:02 &
b Controling and Reporting -

4 5 Document Contralling B
b Distribution to Customer 5
b Distribution to Customer Forbgast s
4 Customer Response 2‘3
4 Transmittal Sip Follow Up Undefinad
| ) comment Follow Up Delayed 2 2“2‘?
=/ Reports . 2
M ontime g s
— W submitted S 4
Submitted on time 10.5
M submitted late 7
3.5
o . -
1 Week 314 1521 2228 29+
Delay [days]
4
& New Document ~ & Actions ~ £
Doc number Revision d~ & Tite Customer Scheduled Submission ... Status: Distribution to Cust..
11G00008 A & 4| Sort Ascending -1 20.02.2013 Delayed -
1MGE000003 B a ﬁL Sort Descending B sid 28.02.2013 Delayed |i‘
1MGO0002 B L | ‘ r- Ve 09.04.2013 Delayed
1MG00325 A g [E Ccoumns 3 w 12.08.2013 Delayed
1MG000026 B 19.08.2013 Delayed
L [C] Fiters. 3 Yes elaye
1MG000026 A 19.06.2013 Delayed
1MGO00028 C L ] Turbine fiter C24 e 18.06.2013 Delayed
1MGO00031 B L] Turbine fiter C246 05.06.2013 Delayed
1MGO00032 c [ ] Turbine fiter C247 13.082013 Delayed
1MGO00034 B [ ] Turbine fiter C249 19.06 2013 Delayed
1MG000051 A L ] New Drawing for turbine engine alpha 14.07.2013 Delayed
1unnnnnen A a Tiurhina fitar F9I8 1208 2012 [ —— 2
« . r
[ Address Book +/| 1 4 | Page 1of2| b M| & Entries 1-80 of ~ 129 Entries per page| 80 v

6.1.1 Distribution to Customer

The first controlling view called "Distribution to Customer" will show you if you submitted all
required documents to your customers. While the pie chart will enable you to see at one
glance the number of documents according to their customer status, the bar chart displays the

number of documents in a current delay range.

As exemplary illustrated in the following screenshots, the number of documents within each
customer status will appear on each pie section as soon as you hover the cursor over it. In this
case 5 documents are currently in the customer status "delayed". The second chart enables
you to gather more detailed information about the time frame of the delayed documents. The
x-axis displays the time frame while the y-axis indicates the number of documents. To show
the exact number of delayed documents within a time period again, hover your cursor over the

respective bar.
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Distribution to Customer Status - Created: 29.10.2013 13:02

Type: Undefined M undefined
Mumber: 68
M Delayed
3 B on time
B submitted

Submitted on time

B submitted late

Distribution to Customer Delay - Created: 29.10.2013 13:02
38.5
35
31.5
2 Delayed
24.5 Documents: 36
-E Drays: 29+
E 21
=
E 17.5
14
10,5
7
e
0 = [ ]
1Week 8-14 15-21 22-28 29+
Delay [days]
Status Description
Delayed The scheduled delivery date has passed & no transmittal to the customer

Submitted on
time
Submitted

On time

Submitted late

has been performed out of PIRS

The scheduled delivery date equals the transmittal to customer sending
date

The scheduled delivery date is not defined but a transmittal to customer
exists

The scheduled delivery date is still in the future, but no transmittal to
customer has been performed out of PIRS

The document was transmitted to the customer passed the scheduled
delivery date
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Undefined The scheduled delivery date is not defined yet

6.1.2 Distribution to Customer Forecast

The second controlling view will help you to keep track of the documents that have to be
submitted in the near as well as far future.

The content grid below lists all documents where the scheduled transmittal date lies in the

future, regardless if the documents have already been transmitted or not.

The two bar charts displayed in the upper part of the view will show the number of documents
that will need to be submitted according to the schedules submission month or according to a
certain frame of days.

The x-axis displays the number of months within which the documents will have to be
submitted respectively the number of days or the time frame within which the documents will
need to be send to the customer. The y-axis indicates the number of documents to be
distributed within each time limit.

Distribution to Customer Forecast - Months - Created: 29.10.2013 # Distribution to Customer Forecast - Days - Created: 29.10.2013 &
13:55 13:55
54 44
45.5 40
45 3
40.5 32
38

28

% 31.5 E
@ o 24

E E
3 3w
8 225 .
18 16
13.5 12
g 3
4.5 4
a a

1 2 3 4 5 5+ Delayed 1-7 3-14 15-21 22-28
Forecast [months] Forecast [days]

6.1.3 Customer Response
The third controlling view offers a review of all collected customer responses.

Please keep in mind that in order to ensure a complete representation of all correspondence,
all relevant emails sent to private company mailboxes as well as paper correspondence sent

via postal services need to be filed and stored within PIRS.

Again the content grid will display all documents were a customer response e.g. a comment or
an approval notification has been filed.

While the first chart will provide you with an overview of the number of documents per
customer illustrated as a pie chart, the second chart offers you a representation of the number
of documents where the customer has failed to respond on time and for how long his response
has been expected. Similar to the charts in the controlling view described above, the exact

number of documents will be revealed as soon as you move the cursor over the respective pie
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piece or bar. The number of documents that have not been responded to by the customer, is

represented by the y-axis and the time period is listed along the x-axis.

Customer Response Status - Created: 29.10.2013 13:47 # Customer Response Delay - Created: 29.10.2013 13:47 #

24

22

0

18

Mot submitted 16
Delayed % 14

M Mo response date defined 5 12
M Replied delayed 8 10
Replied on time i
Cn time 4

2

No delay 1-14 15-28 29-41 42-43 59+
Delayed documents in a range [days]

The following table displays a short descriptions for the different possible response statuses.

Status Description

Not submitted No transmittal slip to customer exists within PIRS

Delayed Required response date has passed and no customer comment is
available

No response date A transmittal to Customer exists but no required response date is
defined defined for the document

On time Required response date is today or in the future and no customer
comment is available

Replied delayed Required response date predates the submission date of the
customer comment

Replied on time Required response date equal or lies after the submission date of the
customer comment

6.1.4 Transmittal Follow Up

The view "Transmittal Follow Up" gives you the opportunity to monitor the submitted
documents according to specific time frames or categorized by their respective sender and

recipient code combination.

All distributed documents will be displayed in the content grid and while the pie chart shows
the number of transmittal slips for each existing reference code combination, the bar chart will
display the total number of submitted documents within a specific time frame.

As illustrated by the following images, by default the bar chart will show the time period
counting backwards form today in months (4 weeks) represented on the x-axis and the

number of documents on the y-axis.
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1 5lips by Refi ber - Created: 29.10.2013 13:58 bmitted -Cr i: 29.10.2013 13:58

43,5
45
40.5
3
M soB/MEW 315
W zER /0B E 27
M soe/soB = 225
W vEW/S0B 18
ZER /MEW 135
9

0y 2 3 4 5 3 6+

Documents submitted within [months]

6.1.5 Comment Follow Up

In using the controlling view "Comment Follow Up", you are able to monitor the internal and

external comments receive in a specific time frame.

The content grid in the lower part of the view will present you with a table listing all documents
that were commented by the customers, the suppliers or by internal sources. The two charts
above the table highlight two important information details from which you will be able gain

knowledge about the success of your projects.

The chart to the left which presents its data in form of a pie chart, displays the number of
comments of each existing sender and recipient code combination. In the exemplary
screenshot below the number of all internal comments is pointed out (the indication that those
comments are internal comments is suggested by the fact the sender and recipient code is the
same). The bar chart positioned on the right hand side of this view, displays the number of
comments as well as the number of submitted documents within a specific time frame (e.g.
one month / four weeks). In the below illustrated example there were 16 comments sent within
a five month time frame.

s ts by Ref ber - Cr i: 29.10.2013 13:59 bmitted - Created: 29.10.2013 13:59

20
18
16
14
M mEw/soB L 12
[ zer /soB E 10
H soe/soB s
W HT/508 6
4
2

o 1 2 3 4 5 6 6+

Decuments submitted within [menths]
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6.2 Reports

All within PIRS stored information can be used to create reports, therefore presenting the

information in a different format, with a new perspective and maybe from a different angle.

PIRS hereby offers two different types of reports that can be generated. There are those
reports that consider all information cross-projects and those that are limited to only one

project at the time.
Global Reports

Global reports are offered to you on your global dashboard. You will be able to open a

separate reports view in your global content area by selecting it in your global navigation area.

=, All Projects #r|¥l(@ ][+ ]| || ] Dashboard ]- Reports *
(5] Views + o
|= Reports =l Type MName Category Description A
]_‘ FELTIE 1) A All Contacts Global Reports Export of all contacts from a...
\ 2 = All Correspondence - .. Global Reports Export of all sent correspon. ..
3 = Sample User Export Global Reports Sample Export for User
4 Valid Documents - Del...  Global Reports Al Valid Documents that are..
5 Valid Documents - Del...  Global Reports Allvalid Documents that are. ..
\ v,

Reports are initiated by simply double clicking the respective report entry in the content grid.
PIRS will then access all your projects and create the selected report including information

from all entries that you hold the necessary access rights for.

Project Reports

Unlike global reports, project reports only consider information regarding one specific project.
Therefore, PIRS offers a separate reports view within each project which can be opened from

the "Controlling and Reporting” area in your project navigation.

Reports available to you will be displayed and can be run by clicking the respective report

entry.
PIRS 2.3.1 - Kuantan ® & Erica Murphey ~
if Favourite Folders vz[%|[#](+]| | 2] Dashboard ]—‘ Reports *

] Views e ») Start and wait for report to finish || Start and download when finished

&9 Controlling and Reporting -

Type Mame = Category Description
“«B Qucument Controling 1| A All Contacts Standard Export all contacts as a POF document
'5l¥ Distribution to Customer
ql&‘ Distribution to Customer Forecast 2| = All Correzpondence Documents Standard All existing correspondence documents within current project
ql&‘ Customer Response 3 = All'Valid Documents. Standard Export all valid documents
ql&‘ Transmittal Slip Follow Up 4 | = User Export Internal Sample Export for User
) Comment Follow Up
]_- Reports \
This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH Page 250 of 349

and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.



SOBIS | PIRS S BIS

There are certain standard project reports that PIRS provides to each user such as the export
of all his or her existing documents including all their collected meta information to an Excel

sheet with which further calculations can be conducted.

In addition, it is of course also possible to have individual global or project reports created for
you by your PIRS support team. Besides exports to Excel sheets, reports can be created in
the formats of PDF, HTML or regular MS Word, depending on how the information should be
displayed.

How to run a report

A report can be started by selecting and then using the offered start report buttons (compare
with the following screenshot).

4 Start and download when finished G Refresh i Clear Filters

Type Name « \ Category Description
) . All Contacts Standard Export all contacts as a PDF document

1

2 = All Valid Documents - Global Documents  All Valid Documents

3 BaseCorrespondence Export BaseCorr... BaseCorrespondence Export
4 = User Export User User Export

Therefore you can start the report and continue working while the system generates it in the
background. This opinion will download the report as soon as its data collection has been

completed.

As soon as you start a report using the download function, a pop-up window will appear
informing you about the status of the download. You can hide the window and open it again by
clicking the newly visible arrow in the top right corner. The completion of the report download

will be indicated by this arrow as well. The download is finished and can be opened as soon

as the arrow turns green .

|z%°] Dashboard J Reports '*

| Start and download when fini: PIRS - Files in progress %

T e nli e File Date «

4
1] K All Contacts B User Export-2019-00-26-161442 xisx (11.57 KB) 26.09.2019 16:14 & - PDF document
2 M= All Valid Documents
3 M= BaseCorrespanden Expart
4 = User Export
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Additional report configurations

In order to allow the user to specify or restrict the data that is used for the creation of a report,
PIRS offers you to specify additional report configurations before starting a report. Depending
on the report you would like to run you are now able to enter further information e.g. a certain
time frame or for only a certain type of correspondence or documents to be considered for

generating a report.

35 PIRS - Additional report configuration #

Include documents modified between

Start Date: |
End Date: ™
I | E3 Cancel

This additional report query needs to be included in the report setting in the PIRS

administration. For further information please contact your PIRS support.

6.3 Reports based on templates

Most companies will already use certain templates to generate reports and usually those
templates are based on Excel sheets with macros to display data as diagrams, pivot tables or

other charts

With PIRS you are able to integrate these templates and create reports based on the data and

information entered and maintained within PIRS.

Overdue Documents

# Documents Total
= Documents In Time

= Documents OverDue
<1Month

Documents OverDue
>1Month

Mumber of Documents Documentsin % Total

Number of Documents

350
f Owner -
r » Jochen Schmidt
/ » Patrick Van Dyck
« Jonannes keen 50— l

—_— Aifarrad

= Juan Pérez

Company | Company® CompanyC  Company | Compan

|
= JonezNovs Tors

Service Provider =
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To learn more on how to integrate you report templates, please contact your SOBIS Service
Desk.

7 Address Book

Falders o |52 ]+
(] Views +
4l Controlling +
L] Address Book =

&, Contacts
£t Contact Groups
_ul Companies

The PIRS address book is divided into three different areas that are interlinked with each

other. First of all there are the contacts ( 6%) which include all the contact information of each
project member that has been provided initially by your company at the beginning of the
individual project. Please be aware that for each project there is an individual project address
book and the various project address books are generally not interlinked with one-another.
Therefore contacts that might be provided in one project address book don't necessarily have
to be stored in another project address book. You do however have the opportunity to add
new contacts or ask you SOBIS support team to add a list of contacts for you, if you find that
contacts are missing form a certain address book. The chapter Create a new Contact further

instructs you on how to create new contacts.

Second of all, there are contact groups ( & ) which will help you to address a certain group of
project members that belong to the same work group, fall into the same or a similar category
or are situated at the same location. By entering only one single name into the respective
recipient fields of your correspondence all members of this group will be included. To learn
how to create new contact groups and see how they can be used to your advantage please

refer to chapter Create a new Contact Group.

Thirdly, you are able to add new companies (-ﬂl) to your project address book. Each contact
form includes fields with information about the company the respective project member works
for. Most of those fields must have a value and therefore all companies involved in the project
should be present within the project address book. For further instructions and information on

how new companies are added to the address book please refer to the chapter Add a new

Company.
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7.1 Create & Edit Contacts

In order to create a new contact click the "new contact"-button located on the left hand side of
the "Contact View" action bar, as indicated on the screenshot to below. The new contact

document will then be opened in a new tab.

T Favourite Folders w2 )| 5 ||+ =] Dashboard & Contacts *©
| Views T &, New Contact  #° More ~
&9 Controling and Reporting + Last Name « First Name
] Address Book —'|'| Aamot Eddie
£ Contacts Ajava Mohammed
£ Contact Groups Alterman Stacy
ol Companies
Artinger Todd

The empty body field in the content tab structure positioned at the lower part of the contact
document can be used to enter a company signature. The signature will be used as template
to be inserted automatically into the body of new email correspondence created by the

respective project member.

The second tab "Notes" allows you to enter any additional information about the project
member. The third tab will display a list of all contact groups the project member is currently a
member of. Please be aware that this list cannot be altered within the contact document, it
serves simply informational purposes. If contacts need to be added to certain contact groups
this needs to be done within the "Contact Groups" view. (For further information please refer to

the chapter Create a new Contact Group.)

The values that are supposed to be entered into the fields in the header (numbered in red form

1to 11 in the screenshot below) will be described in the following table.
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2] Dashboard || & Contacts £ Contact - Alois Bauer '*

E Save e Close Organise ~ 5~ More ~

First Mame: Alois E-Mail: management@demo.sobis.com

Last Name: Bauer Default Corr. Code: S0B b

Company: SOBIS Software GmbH i Office Phone: +49 621 329 1228 5600
Contact Type: Upper Management 4 Mobile: +49 621 329 1228 5600
- - A ddrass: Fraunhoferstrasse, 8 Fax number: +49 621 329 1228 5695
Click tile to 68309 Mannheim, Germany, BW
upload, change Country: Germany i

or delete picture

Signature Motes Member of Groups
FontFamily * FontSize - | B 7 U s | EE=E=EFE | |._|f| [E) |,§ﬂ "',r |EE i= §§ 14
A-B-| | | | | | | &

Mit freundlichen Griiden / Kind regards
Alois Bauer
Project Manager

Field name Description

First Name The first name of the person you wish to create this contact sheet for must be
entered as field value.

Last Name The last name of the person you wish to create this contact sheet for must be

entered as field value.

Short name can be an additional name or nick name. This field value is not
mandatory.

Short Name

Company Here the company the project member works for has to be entered or selected.
You can either type in the company name or type it in partially in which case the
application will offer you a small selection of companies out of the project
companies listed in the address book or you can open the complete list by
clicking the arrow at the corner of the value field. Please be aware that the
company field is a required value and that only companies that are already
listed in the project address book can be entered or selected as true values. If
you have already started working on the new contact document but haven't
added the affiliated company document yet, you don't need to close the new
contact document. PIRS enables you to also add the new company file while the
new contact file is still open. Simply click the "Company View" within your
address book navigation, add the new company document and then you can
proceed to enter data into your contact document. The newly added company
file will be available for selection immediately after the adding process is
completed. (For information on how to add new companies please also refer to
the chapter Add a new Company.)

Contact
Type

This field value can only be selected form a list of contact types that were
provided by your company. The selection process is similar to that of the
company with the only difference that if you find yourself unable to select the
correct value because the contact type you are looking for is not listed you won't
be able to add a new contact type on your own. In this case please either turn to
your administrator or contact your PIRS support team.

Postal
Address

The address field should be used to enter the address of the company location
the project member is currently working at.

Email
address

This field should contain the project member's email address or if he/she has
more than one the email address that the project member is using for the project
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communication. This email address will be inserted into correspondence and
document files. This value cannot be empty.

Default The default correspondence code that is chosen for a contact stands for the

Corr. Code sender / the recipient code that will be automatically selected for the reference
number of a correspondence or document as soon as the contact is entered as
sender / recipient. The value of this field can remain empty and is not required
for the contact to be valid. It is however highly recommended to set this value
since it will save you time when creating new correspondence or document files.

Office None of these fields are required to be filled with information. It is up to you and
Phone your company directives to decide to enter the project member's various
Number telephone and / or fax numbers. You also will be able to save the contact

document without having selected the country the project member is currently
Cell Phone |gcated at. To maintain all address book information as plenary as possible it is
Number recommended to enter all contact information that is available.

Fax
Number

Country

7.1.1 Bulk Change

In order to change field values on several contacts in one go, PIRS offers a bulk change
option within the "More" options of your tool bar. In case the bulk change is not displayed,

please contact your Service Desk and request to activate this feature for your project.

The bulk change allows you to set new values to one or multiple fields of one or multiple
contact entries. First select the contact(s) you would like to adjust. A new window will open
where you are able to select first the field you would like to change and then select or enter

the new value. Compare with the following screenshots.
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[=] Dashboard || & Contacts

£, New Contact - |_More ~

Last Name « Bulk change... First Name
Bergum % ClearFilters Reid
Bethune _ L Jewel
Brewton LIED Fti [ Blanca
Brokmeier J-| Create FDF o7 s
Brimmer | Showurl Kai
Birke [} show access... f dulian
Candlish ) Showlog [ Wade
Capozzi [ Everette
B2 | Export - )
PIRS - Bulk Change - Selected entries (6) x
Field: Country
Value: |
Cameroon
Canada
Cayman Islands
e i e Central African Republic
Chad
Field .
got Chile
China
Christmas Island @
Cocos (Keeling) Islands
Colombia
Comoros
Congo
Congo (Democratic Republic of the)
Cook Islands
v
CEdme STEMENS Als

Click the "Add" button to confirm the value change for the selected field. In the screenshot the

value for the field "Country" needs to be changed for all previously selected contacts.

You can chose to change the value of one or multiple fields in one go. Simply select another
field, e.g. Default Cor. Code, set a new value, and again click the "Add" button. Once you have
assigned new values to all the fields that require changing, click "Perform changes" and the

settings will be adjusted accordingly.
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R T Fa)

PIRS - Bulk Change - Selected entries (6) x
Field: @ Default Corr. Code v
Value: DER - Derocco GmbH v

@ v

Pending Changes... Add field / value combination to the list of changes

Field Value

ngbl 1 Country China X

@ FPerform changes Cancel

Cednc SIEMEeNs Al

Arpaboll CRALA Coninanring Okl

7.2 Create a new Contact Group

The view "Contact Groups" displays all groups that were created for the respective project.
Each of the presented contact group forms can be opened and adjusted out of this view.

In order to create a new contact group you need to click the "New Contact Group" button. A
new form will open in a separate tab.

2] Dashboard || g Contact Group - PM Team £ New Contact Group *

B Save 9 Close

Contact Group: General Engineers
Description: all invohved general engineers of the Kuantan project
Mernbers:

Kilian Walter <engineer@demo.sobis.com:

Erica Murphey <engineer@demo.sobis.com:

Notes
FontFamily |~ FontSize B I U EEEE|Y | |4 | iE s
A-D- | | | | | | &

All invalved general engineers of the Kuantan project need to be entered in this group...

Besides the name of the group which could be e.g. General Engineers, you can also add a
short description that will be display together with the name in the "Contact Groups" view. If

required, a more detailed description can be added in the "Notes" field.
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The members of the group can then either be picked from the list of registered contacts that
can be unfolded by clicking the arrow head in the corner of the members field (pointed out in
the screenshot) or they can be entered manually in which case the application will offer you

matching choices from the contacts as soon as you enter more than two letters.

After the new contact group has been saved it will be listed in the contact group view
alongside with the description. (Compare with the screenshot below.)

T Favourite Folders vz|(%|(2][+]| || Ez] Dashboard || g8 Contact Groups *

=] Views “| | g Mew Contact Group 47 More ~

=1 i i +

40 Controling and Reporting Gontack G ¢ Description

L] Address Book — ' | General Engineers .7  allinvelved general engineers of the Kuantan pr...
& Contacts P Team g
Q‘.?Cnntaﬂ Groups
Lol Companies ‘\
Tipp

You can also copy & paste the e-mail address of a contact (e.g. from another mail). You
can even copy & paste several e-mail addresses in one go. The only thing you need to
pay attention to, is that all the addresses you paste within the members field are also
liste within the PIRS Address Book.

] Dashboard | g8 Contact Groups * | g% Contact Group - Testgroup * | & Contacts */| o New Contact Group *
= save 3 Close

Contact Group™: | Core Engineering Team

Description:

Members: Eddie Azmot <eddie@aamot.com>X Stacy Alterman <stacy@alterman.com: Jill Barvosa <jill@barvesa.com>X  Gordon Delamora <gordon@delamora.com: X

Notes

b eddie@aamot.com, stacy@alterman.com, jill@barvosa.com, gordon@delamora.com

Group Name Nomenclature

It is possible to restricted the nomenclature of group names in order to allow only certain
name structures. In case e.g. all groups should start with a specific prefix, it can be set
up, that all newly added groups that don't apply the standard can not be saved. If a user
tries to add a group which a non-compliant name, he will be informed about the
nomenclature for group names set up for this project.

If you would like to set up a specific group name nomenclature, please get in touch with
your SOBIS Service Desk any time.

7.3 Add anew Company

In order to add a new company to your project you need to open the "Companies" view within
the project address book and click the "New Company" button. A new window will open in a

new tab allowing you to enter the specifics of the company you wish to add.
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Enter company signature

As illustrated in the screenshot, you are able to enter the company's name, type and its web

site. As company type you could for example differ between customers, suppliers or partner.

In addition you also have the opportunity to insert a company specific image by right clicking
the rectangle that bears the camera image. Furthermore you could enter a company specific

signature which can then be automatically attached to related all PIRS forms.

Similar to the contact documents there is also the possibility to enter all additional company

information in the "Notes" field, pointed out in the screenshot by the red arrow.

Please be aware that the company correspondence code cannot be added in the company

form. In order to add a correspondence code please contact your PIRS administrator.

Restrict rights to add new companies

Generally, all PIRS users with creator rights are able to add new companies. In case
you would like to restrict this option and only allow a certain group of people to add new
companies within your projects, please contact your SOBIS Service Desk any time.

7.4 Import Contacts based on Excel Sheet

In order to allow PIRS users to quickly transfer contacts from another system to PIRS or from
PIRS project to PIRS project or simply to add a list of new contacts in one go, you are able to
import contacts based on an excel sheet. Hereby you are able to include all fields found within

your PIRS contact form listed in detail in this manual (refer to Create a new Contact).

Generally, you can import any contact that does not already exist and for which all mandatory

fields are listed within your import sheet.

7.4.1 How to import new contacts

1. Use the excel sheet provided within the template chapter or export the contacts you
want to transfer from one PIRS project to another by using the export feature listed

under the "More" options.
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2. Enter the contact information you like to upload and/ or change the project related
information (e.g. Default Correspondence Codes, Notes, etc.). Values for all
mandatory fields (First Name, Last Name and Company) have to be included for each

listed contact.

3. Select the option Import Contact listed as second option once you unfold the new

contact option.

2] Dashboard || £ Con

|&,Mew Contact - |

& MWew Contact Firs
Adr
~-| Import Contacts
Ala
Flasianul wial ... ] HIaSai i e S UL . LU
/| PIRS - Import Contacts x| it s
Excel file ent L
ent
Excel file: Contact_Import.xlsx Browse.. || Remove
W
Language: Enalish A ht 5
ent 5
nt M
nt 5
ent
nt 5
Cancel Anatys@cel file: ent S
T CITESTETIYUUTTETT, CUT Analyse Excel file | S
Aravind Gopinath I aravind.gopinathi@=obis.com Government 5

A new window will open allowing you to select the prepared excel sheet by clicking the
"Browse..." button. Click "Analyse Excel file" to continue to import process. PIRS will
now analyze your import sheet and check whether or not all mandatory fields are
included and search the address book for possible duplicates. In case there are any
issues with the contacts listed in your excel file PIRS will inform you about the number

of contacts that cannot be imported and offer a commented file which will display all
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reasons why a contact cannot be imported. Compare with the following image.

Prashanth Dhar... 1 prashanthhdi@=sobis.com

| 5| PIRS - Import Contacts % —|“t
Excel file analysis result lent
MNurnber of entries that can be imported: 8 / ent
Mumber of entries that cannot be imported: 1 I

nt
Please download and review the Excel file for more information; comments and

; _ ent
rmarkups are provided for the encountered issues:
B Contact_Import xlsx & Lt
nt
ent

nt

| Cancel | | & Back || Imp@: |Jent
- — TS T TR O OPCFT e 0T O

s ki e e - "

4. Click "Import" to complete the import process. All entries that fit the requirements are

imported and included in your project address book.

8 Tips & Tricks

This chapter will offer some guidance for your daily work with PIRS.

8.1  Tutorial Videos
Within this section we offer various tutorial videos that accompany our written guide.

e Main PIRS features and important processes

o File e-mails from your personal mail box in PIRS:

o Use PIRS Filter to search for information:
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8.1.1 Main PIRS features and important processes

8.1.1.1 File e-mails from your personal mail box in PIRS:

Tunoetal Videos - PIRS

Content:
e Access personal mail box from PIRS
¢ File an e-mail from your personal mail box

e File an e-mail as answer to an existing PIRS e-mail

8.1.1.2 Use PIRS Filter to search for information:

Content:
o Use different filter options to search within view content
e Save filter combination in new personal view

o Deselect filter or clear all set filter in one go

8.2 How to clear your browser cache

In general a browser's cache stores information of webpages you visit on your computer in
order to load those pages quicker the next time you visit them. The cache also prevents that
you download the same image multiple times while you are navigating through websites that
use the same images on multiple pages. Occasionally, the automatic storing of information in
you browser cache can cause functional problems because the stored content may conflict

with current content.

So, in case PIRS generates an error or doesn't operate properly, the reason might be a
conflict with your browser cache. This problem can be fixed simply by clearing your cache and

below we will show you how you can clear the cache of your IE or your Firefox browser.
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8.2.1 Step-by-step guide for clearing a IE 9/10/11 browser cache

1. Click the gear icon located at the top right of your browser window in order to open
your browser settings. Then, select "Safety" and "Delete Browsing History" as
indicated by the screenshot

- - - - o -

-
D-ac I £ Kuantan - PIRS @ 2010-201...

Print

File
Zoom (100%) 3
Delete browsing history... Ctrl+5hift+Del Safety 3
- InPrivate Browsing Ctrl+5hift+P Add site to Start g
Turn on Tracking Protection View downloads Ctrle)
tion Lis| Turn off Do Mot Track requests
Manage add-ons
ActiveX Filtering F12 Developer Tools
r Chang Webpage privacy policy... Go to pinned sites
Commg Check this website Compatibility View settings
2nts are .
rinings Turn off SmartScreen Filter... D
Report unsafe website .
tes for —— Internet options
s Report [ SOB-17-105-001-... Turbi... About Internet Explorer
f intent |:| SOB-17-105-001-... Turbi... Erica Murphey <engineer@demo.so._. Standa

Alternately, you can also press Ctrl + Shift + Delete. Both methods will open the

Delete Browsing History window.

2. As indicated by the screenshot, select the option "Temporary Internet files and

website files". By default all other boxes will be preselected as well but these options

will delete information that you stored on purpose. Therefore uncheck all of the other

boxes. In order to completely clear your cache you also need to delete objects from
websites in your Favorites folder. Thus, it is necessary to select "Preserve Favorites
website data".
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Delete Emwsinﬁ History ﬁ

[¥]:Preserve Favorites website datai

Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

Temporary Internet files ajvd website files
Copies of webpages, images, aMd media that are saved for faster
viewing.

[ cookies and website data
Files or databases stored on your computer by websites to save
preferences or improve website performance.

|| History
List of websites you have visited,

[ Download History
List of files you have downloaded.

[] Form data
Saved information that you have typed into forms.

[] Passwords

Saved passwords that are automatically filled in when you sign in
to a website you've previously visited,

[] Tracking Protection, ActiveX Filtering and Do Mot Track
A list of websites exduded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Mot Track requests,

Cancel J

e

About deleting browsing histc:r*;[ ’ Delete l

Click "Delete" and the browser will take a couple of seconds to preform the deletion
procedure. After you have received the confirmation that the cache has been cleared,

refresh your PIRS page and repeat your operation.

8.2.2 Step-by-step guide for clearing a Firefox browser cache

There are two options to clear your browser in Firefox. Both are relatively easy and fast and

below we will describe both options. You can decide which one you prefer.
1. Using "Options":

a. First you need to open "Options" which you can do in one of two possible
ways. You can either open the menu by clicking the button with three
horizontal lines in the right hand upper corner of your browser and then

choose "Options"...
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...or, if you're using the menu bar, click "Tools" and then "Options".

lfr Favourite Folders

[ [ 0000 Offer & Sales
|1 0200.10 Project Organization
[» [ 0500 Engineering

e

[+ || 1200 Training of Customers, Personne

Options
N

Downloads Ctrl+J
Add-ons Ctrl+Shift+ 4
Set Up Sync...

Web Developer *

y

Page Info

. @Re

[-] Favourite Correspondence documen

Both methods will open the "Firefox Options Window".

In case you are using Firefox for Mac, open "Preferences" from the Firefox menu

and then continue with the steps below.
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b. Select the "Privacy" tab in your "Options" window and click the link "clear all

current history" as displayed in the screenshot.

erﬁons u
S a0 G

General Tabs Content  Applications  Privacy  Security Sync Advanced

>

Tracking
@ Tell sites that [ do not want to be tracked

(") Tell sites that I want to be tracked

() Do not tell sites anything about my tracking preferences i

Learn More |
]

History

Firefox will: | Mever remember history w7

Firefox will use the same settings as private browsing, and will not rermember any
history as you browse the Web.

You may also want to clear all current history.

\ /

Location bar

When using the location bar, suggest: lHistury and Bookmarks 'I

[ 0K H Cancel H Help ]

The window "Clear Recent History" will appear.

c. Setthe "Time range to clear" to "Everything" and make sure that the box
"Cache" is selected in the list below "Details". Should you not see a list of data
items click the arrow head.
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i
Clear All History 2=

Time range to clear: IEver_l,rthing / vl

Al zelected iterms will be cleared.

i - This action cannot be undone.

B Details

[] Browsing & Download History
[] Form & Search History

I|I| [] Cookies

[7] Cache

[] Active Logins

[] Offline Website Data

[] Site Preferences

[ Clear Mow | Cancel
ly

Should you wish to clear other kinds of stored data, check the appropriate boxes
and this data will be cleared alongside with the cache after you click "Clear

Now".
2. Using "History":

a. First you need to open menu area "History". Open the menu by clicking the
button with three horizontal lines in the right hand upper corner of your
browser and then choose "History" or click the "History" option in your menu
bar.

b. Then click the option "Clear Recent History..." and continue with step 1.c.

Should the clearing of your browser cache not resolve the issue, please contact your
Service Desk (+49 621/1228 5656)

8.3 How to install spell check in your browser

Most web browsers now-a-days offer in their standard set up to activate spell check and to
install various dictionaries in order to allow you to switch between different languages. Below
you will find a short instruction on how you can activate and use the spell check in your

browser
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8.3.1 Firefox
e Activate spell check:

Usually, spell checking is automatically activated we you first install Firefox. In case you want
to activate/deactivate spell check, first click the menu button in your tool bar and select

Options, as illustrated in the following screenshot.

Firefox menu options will open in a new browser tab. Select "Advanced" in the left hand

navigation, then check or uncheck the checkbox "Check my spelling as | type".
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r 5 .
€ SOBIS Demo Project - PIRS ... % | {¥ Options P |+

€ O Firefox about:preferences®advanced

Advanced

General Data Choices Network Update Certificates

Accessibility
Always use the cursor keys to navigate within pages
Search for text when [ start typing

Warn me when websites try to redirect or reload the page

Browsing

Advanced

v'| Use autoscrolling
v'| Use smooth scrolling

v | Use hardware acceleration when available

@ Check my spelling as [ type

When activated, Firefox checks the spelling of words that you enter in text boxes automatically
as you type. As soon as you finish typing a word, it is checked against the words in the
installed dictionary. If the word is not found in the dictionary, it will be underlined in red.

e Add new dictionaries

Most computers will have an English dictionary already installed for you. If necessary, you can
add other dictionaries.

1. Right-click in any text box where you can enter text with more than one line
2. Make sure that "Check Spelling" is selected and go to "Languages”

3. Click "Add Dictionaries..."
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Inspect Element (Q) French (classic / reform)

French (classic)
"E" Inspect Elernent with Firebug

French (maodern)
French (reform)

German (Germany)

Add Dictionaries...

The Mozilla Add-ons Dictionaries page will be opened in a new browser tab. In order to add

the dictionary, click the link "Install Dictionary" next to the dictionary you like to add. A

installation window will appear, click "Install Now" to start the installation process.

Software Installation @

Install add-ons only from authors whom you trust.

Malicious software can damage your computer or violate your privacy.

You have asked to install the fellowing item:

Spanish (Venezuela) spell check dictionary  (Author not verified)
https://addons.mozilla.org/firefox/downloads/latest/11356/addon-11356-latestxpits

Instaltl\low Cancel
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After the installation is complete, you need to restart your browser to have the dictionary

available for you.
e Switch between languages
1. Right-click anywhere within the text box.

2. Click Languages and select the dictionary you like to use for your text.

Dear Mr. Farrad,

please find attached documents for snue anroeal
Undo
Mit freundlichen Griiffen / Kind re
Cut
Adrian Kessler Copy
IT Project Manager Paste
Delete
S0BIS Software GmbH Select All
T +49 621 1228 5605 _
F- +49 621 1228 5695 v Check Spelling
info@sobis.com Languages » | @ English (United States)
#ING | LinkedIn | Blog | www.sob Inspect Element (Q) French (classic / reform)
----------------------------------------------- French (classic)
Our Software. Your Power. Succe ) el s T T T
_______________________________________________ . French (modern)

French (reform)
k German (Germany)

Add Dictionaries...

e Correct misspelled words

When a word you typed is not listed in the dictionary you are currently using, it will be
underlined in red. You can now either correct the spelling or add the word as a new word to

your dictionary.

In order to correct a misspelled word, make a right-click on the word in question and select

one of the suggested words at the top of the menu.
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Adrian \}% Add to Dictionary

IT Project Manager Undo
Cut
S0OBIS Software GmbH Copy

T: +49 621 1228 5605

F- +49 621 1228 5695 Paste
info@sobis_com Delete
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Oy Inspect Element with Firebug

If none of the suggested words is appropriate, you can still correct the word manually. Should
you wish to add the word to your dictionary, select Add to Dictionary.

8.4  Manage your Content Tabs

When working with PIRS you might have various tabs open at the same time. Your dashboard
will always be available for you as a first tab and in general only one tab is reserved for the
display of folder content, but all views you select open in a new tab. Also your address book
views and your controlling and reporting views create new tabs when you open them.
Furthermore, all PIRS items you work on, e.g. an email, letter, document, contact, etc., will be

displayed in their own tab.

It can therefore happen that you have so many tabs open at one point that it is necessary to
manage them during your session. You can always move around within your open tabs and
choose to delete tabs you don't need at the time, but PIRS also offers different options to

support you in this situation:

1. Quickly find the tab you need:
As soon as there are too many open tabs to display them in the limited space of your

¥

browser, a new icon with two downwards pointing arrow heads (*1) will appear in
the corner of your tab bar. By clicking the icon you will be able to see all open tabs

and switch to their display quickly and easily.
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2. Close tabs:

By right clicking the tab you are currently displaying you will get different options to
close your tabs. You can choose to close that particular tab, although you can close it
quicker be simply clicking the x in the corner of the tab. Furthermore, you will also
have the choice to close all open tabs at once or close all tabs other than the one you

are currently displaying.

+ ince &/ My Action Ttems Lﬁ My Docuppant= £l nom e o 3@ Controlling - Customer Response * W
1 1# Close Tab F
Customer Response Status - Created: 13.04 r Response Delay - Created: 13.06.2014 @
15:13 lose Other Tabs
nse All Tabs

3
32.5
30
27.5 [
25

This actions effect all tabs except the dashboard which will always remain open for

you.
Rearrange your tabs:
The order in which the tabs are listed is determined by the order in which you have

opened them. However, you are able to change the order via drag & drop. Simply click

on the tab you like to reposition and move it to the location of your choice.
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8.5  Visit our PIRS Blog

Our PIRS Blog addresses questions frequently asked by our PIRS customers as well as

current topics concerning new PIRS releases, tips & tricks and helpful PIRS videos.

9 PIRS Project Administration

This chapter addresses all PIRS users that are assigned the role of project admin and are

therefore granted access to the PIRS project administration area. Those PIRS users will have

an additional symbol in their PIRS toolbar.
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0100 Conlract Annabell Degler sent Transmitial SOBMEW/00245 - ! _‘
0200 Project Management Documents for approval ‘ Submitted on time (299
0600 Engineering N4 Documents: MVW-LEU-MERS-ZG-0013 (4) - On time (292)

1200 Customer Training - Rohrleitung & Abwasserplan Leuna, MVV-LEU-
WMERS-ZG-0015 () - Konzept B Delayed &7)

1200 Intemal Training Fernwarmeeinspeisung Merseburg Anbindung,

MWW-LEU-MERS-ZG-0016 (A) - Tunnelplan
Bautiefe and 7 more

W Uncefined (14)
Submitied (5)

h Dear Mr. Farrad, Please find enclosed the
mentioned documents for your kind approval. We W other (2)

appreciate your response within the defined 21

days. Mit freundlichen Grifen / Kind regards

Annabell Degler.

D 7 2506.202112:16 Distribute  Post

] Views

L] Annabell Degler sent Transmittal SOBMEW/00244 -
Documents for approval

| Personal Maibox

By clicking this symbol the project administration will open in the navigation area on the left
hand side. The views displayed in the content area will still be visible and the crossed out
administration symbol will indicate that the administration area is currently active. You close

the project administration by again clicking the symbol.
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= PIRS 3.22.7 - Kuantan

¥ Project Administration * = | ] Dashboard
w2 Keywords i Add widget
' Action ttem
£ Contact
[ correspondence

(] Dacument Numbering
Document
Tags W

= Activity Stream NS

|;J‘-Sslectlayout r:ﬂ Refresh layout

Annabell Degler sent Transmittal SOBMEW/00245 -
Documents for approval

Documents: MWW-LEU-MERS-ZG-0013 (4) -

14 Distribution to Customer Status

Return to the
project

Submitted on time (299)

Ontime {292}
Rohrleitung & Abwasserplan Leuna, MYW-LEU-
e Document Controlling MERS-ZG-0015 () - Kanzept W Delayed (37)
_'Folder Administration Fernwirmeeinspeisung Merseburg Anbindung,
+» Predefined Document Actions MVV-LEU-MERS-ZG-0016 (&) - Tunnelplan [l Undefined (14)
) Bautiefe and 7 more
w [ IProject Settings Submitted (5)
all Dear Mr. Farrad, Please find enclosed the
mentiened documents for your kind approval. We [l other(2)
mail appreciate your response within the defined 21
template days. Mit freundlichen Griien / Kind regards
¥ Project Connectors Annabell Degler
v ‘Workflow U ./ 250620211216 Distribute Post
" Approval Workflows
[ Documents with Workflow ;nnnjll:ﬁgln?:fgnlre;sernntl';rlansmma\ SOBMEWND0244 -
E;ACTMW stream D t: ECDSOEIV D-L1-BAS-00004 (4]
| Administrative tasks Ggfj;?:;us-\ﬂn;ﬂpla;u;wgi g By f}) Recently viewed a|lx
g Recycle Bin
\ Dear Mr. Farrad, Please find enclosed the T
= Project Administration *
w e Keywords I}
7 Action ltem
-
P Contact
Correspondence

|1 Document Mumbering

Document

For each project you are able to define and manage a set of project specific keywords that

relate to available values for fields in various PIRS items such as contacts, documents or

action items.

With the first project set up and implementation, these project keywords will be already

defined. However, you are able to add new keywords and change, maintain or delete existing

ones within the keyword section of the PIRS administration.

There are keywords available for the following PIRS items:

e Action Item

e Contact

e Correspondence

e Document Numbering

e Document
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For each existing as well as each new keyword PIRS generates a unique ID consisting of a
sequence of numbers and letters. The unique ID's will not be modified even if you change the
value of an existing keyword. ID's are used in the back-end. So when you change a keyword

value it will change automatically within all PIRS entities they are used in.

9.1.1 General Actions

22 Dashboard 7 Keywords - Action Item - Priorities *

~i] Mew keyword [:;6 More lﬁ:

Default ?  Soft DEleted — -
Execute an action

[l mign
[} low

Define a default value ]

1. Add new keywords:

|53 Mew keyword

You are able to add new keywords using the I button which is

displayed in the upper left corner of each keyword administration view.

2. Declare default value:
You have the option to declare a default value for each field of a PIRS entity where a
keyword is offered. In case a default value is set, it will be used as standard for each
new PIRS entity this keyword is used in. Should you for example pick the value
"medium" for the priorities of your PIRS Action Items, every new Action Item will have
medium priority as default set up.

Default values can but don't necessarily have to be set.

3. Change keyword value:
In order to change the value of a keyword, simply double-click the value cell and

adjust the content.
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3 Mew keyword __;-" More -

Default?  Soft Deleted Value «
Correspondence Control
[ Follow up PM|
[ Meeting Appuintme%

4. Actions within "More" button:

|L/’-"Hlure =

i Clear Filters

|4 Show Ing

B | Export

¥ Delete

| Restore

EE Refresh

In addition to creating new keywords and defining default values there are also
several other actions you can preform listed within the "More" options.

You can set and then clear filters within each keyword view.

Furthermore you are able to look at the document log of every keyword, delete and
restore soft-deleted keywords and export a list of keywords as an excel file.

The refresh button will reload the opened keyword view.

9.1.1.1 Delete, Soft-Delete and Restore

Should you want to delete a keyword that is currently used in any PIRS entity e.g. within an
Action Item or an E-mail, PIRS will provide you with a list of documents/entities that use this
keyword. You can either change the keyword value and/or delete the documents/entities in

guestion.
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2 PIRS - Deletion Results ®

Following messages, warnings and errars were registered during the Deletion process
(dick on the "+" sign to show more information):

Document Reason

=) Correspondence Control Entity/document/attachment iz stillin use and cannot be deleted.

Action tem Category: Correspondence Control is in use in following documents/entities:
and in 3 other document(s}.

Action ftem (AID0003)
Action tem (AIR0004)
Action tem (AIRN005)
Action ttem CAIRNDOT)
Action tem (AIRN00E)

Close

In case you delete a keyword which is used in an entity or document that has been deleted,
this keyword will only be soft-deleted and marked as such. This means that the keyword is no
longer available as option to PIRS users but it is still listed in your administration and the

respective keyword value is also still stored in the deleted document(s).

5 Restore

A soft-deleted keyword can be restored using the button listed in the "More"

options.

[ Dashboard 7 Keywords - Action Item - Categories =

i3 Mew keyword |L/’b More - |

Default? ~ SoftDel ~x Clear Fiters

. dence Control
|g7 Show log

= B | Export
|:| a Xpo

Jpointment

M Delete

Restore h

A
EE‘ Refresh
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9.1.2

Sort keywords

Generally keywords will be ordered alphabetically. This means that regardless of the order

which you see within the Admin view, the order with which values will be displayed within

PIRS correspondence or documents is defined by the first letter or number.

This can be changed however by activating the "Sort" feature. Once it has been activated for a

specific keyword e.g. document type, you can define the order by entering numbers from 0 to

= PIRS 3227 - Kuantan

® ~  Annabell Degler ¥

S©BIS

' Project Administration * =/ | [£] Dashboard . Keywords - Document - Type '
v Keywords _gNew Keyword " Hore = g

/' Action Item = = ="

£ Contact [ pefault? = Soft deleted & Sorts  Value d

[71Correspondence ) 0 RFQ/Ausschreibung 14028f4017850f7f601787dce21865941

(] Document Numbering | 1 Offer/ Angebot 4028f4a7424e1dae1425005ab3d06ak

v | |Document (] 2 Order/Bestellung 4028f4a7424e1dae01425005ab4706a7
'Transmittal slip actions
- Application Cozs M 3 Invoice (outgoing) / Rechnunagsstellung 14028f4016ba9d0e3016c42894a682099
U‘JFarma! |_| 4 Invoice (incoming)/ Rechung Eingang 14028f4a742421dae014250b5ab3306a5
T\Da:umentstatus ] 5 Contract/Vertrag 402874017 1c6ceb501722cbf16aa56e1
R
52 Type [ 6 Drawing / Zeichnung 14028f4a7424e1dae014250b5ab2806a4
q

,’Language |:| 7 Specification 14028f4a7424e1dae014250b5ab5006a9
.2 Reference (] 8 Calculation / Berechung 4028f4a7424e1dae014250b5ab0c06a3
¢ Revision (] 9 Report 1402814017 1chiceb501722¢c7a3e0b55c9
¢ System
W\Cusmmercale " @] 10 Progress Report 14028f4a7424e1dae014250b5ab5106a8
& gory \ #
. Customer Revision
2 Customer Status
U‘ASupplisrCategnry
¢ Supplier Revision

Based on the order you defined within the "Sort" tab, the values will be displayed within the

document.

[sz7] Dashboard ol Keywords - Document. - Type El All Documents o New Document '*

[E]save EJClose |- Organise »

Title™: Enter the title...
Doc Number®: Select the document number... v Revision™: Select revision... o
Valid: ® Yes O No Folder=: Select a folder... v
Status™: A.1 Draft v rT)rpe*: v )
RFQ [/ Ausschreibung @
Attachments | Defals | Customer & Supplier | Remarks | Workflow) | Revisions Corres_ Offer / Angebot
Order [ Bestellung
Q Add Invoice (outgoing) / Rechnungsstellung
[ File « Inveice (incoming) / Rechung Eingang
Contract [ Vertrag
Drawing / Zeichnung
Specification
Calculation / Berechung
Report
Progress Report
\ J

To learn more about which keyword displays can be sorted with this feature and how to

activate it, please contact your service desk.
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9.1.3 Action Item Keywords

There are three fields within an Action Item that users have to pick a value for and keywords

are maintained.
These fields are:

1. Category
This field allows users to categorize Action Items e.g. according to the expected task
or responsible department.

2. Status
With the status users and project managers can follow up on their tasks as well as the
tasks of their team members indicating for example that an item is still open or is
already completed.

3. Priority

Here users can define how urgently a task needs to be dealt with.

/5 Project Administration #*, = | [i] Dashboard | % Keywords - Action Item - Category '*
v g Keywords jNew Keyword _"More »
o Action ltem
_:Category [[] Default? Soft deleted  Value «
. Status @ [l v Correspondence Contraol
.. Priarity & Follow up PM
gy L [ Meeting Appointment
[]Correspondence & —

| Document Mumbering

For each field you need to define at least one keyword.

(=] Dashboard || 45# Keywords - Action Item - Categaries 3 Mew Action Item *

B Save Q Close

From: | Adrian Kessler

MNurmber: Al<Mumber=

Subject™: Enter the subject...

Responsible:

Invohved:

Category: Correspondence Controlx XV
Priority: medium v Status®: Open ot
Start Date: 52| Completion Date: M
Due Date: [ Reminder Date: |
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In order to change keyword values or create new keywords simply select the respective
keyword list within the administration navigation and proceed as described in chapter Manage
Project Keywords.

9.1.4 Contact Keywords

For contacts managed within the PIRS address book there is one field value for which you can

maintain a list of keywords, the contact type.

As indicated by the screenshot of a contact in read mode below, the contact type defines the
role of the respective person within the project.

%3] Dashboard 3¢ Keywords - Contact Types & Contacts £\ Contact - Adrian Kessler *
(3 Edit €3 Close Organise ~ &~ More -

=

Adrian Kessler
Project Manager - SOBIS Software GmbH

E-Mail project manager2@demo sobis. com Address Fraunhoferstr. &

Office Phone +40 621 1228 5656 68309 Mannheim, Germany, BW
WMobile Country Germany

Fax number +45 521 1228 5695 Default Corr. Code S0B

Public Certificate

You need to define at least one keyword for the contact type.

PIRS 3.1.2 - Kuantan

& Project Administration 2 23] Dashboard ¢ Keywords - Contact Types ©
=) o d
s heywords 43 New keyword 5 More ~
- [ Action ttem
4 ] Contact Default ?  Soft Deleted Valug «

7 Contact Types I} Buving Center

- [_] Correspondence Claim Manager

- |_] Document Numbering

Commercial Manager
- ] Document

0 OO O

Custnmer

In order to change keyword values or create new keywords simply select "Contact Types"
within the administration navigation and proceed as described in chapter Manage Project

Keywords.

9.1.5 Correspondence Keywords

Each PIRS correspondence receives a unique reference number which is usually created
based on the correspondence code of the sender and recipient as well as a sequential
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number. Within the correspondence keyword area you manage the information for all available

project correspondence codes.

The correspondence categories refer to a value you set for correspondence codes. This
means that each correspondence code is categorized according to a list of keywords that you
defined within the "Correspondence Categories".

7 Project Administration * =] | #] Dashboard -+ Keywords - Correspondence Category *
v 4@ Keywords g New Keyword /" More =
J Action [tem =
2 Contact [[] soft deleted Value «
~ [ ] Correspondence [l Consultant
_» Correspondence Category [l Customer
- Correspondence Code [l Government
|__] Document Numberin
- d m Internal
Document )
Tags [l IT Senices
44 Document Controlling Ll Responsible
= Folder Administration m Supplier

¥ Predefined Document Actions

The correspondence categories could for example be "Internal”, "Customer" or "Supplier".

In order to change keyword values or create new keywords simply select "Correspondence
Categories" within the administration navigation and proceed as described in chapter Manage
Project Keywords.

9.1.5.1 Correspondence Codes

Correspondence Codes differ slightly from other general keywords because each item has

several values.

5 Project Administration ®)[=/(=]| || E=] Dashboard - Keywords - Correspondence Codes *'|| .57 Keywords - Corresponde
4 o Keywords
i Y (g New correspendence code _j-" More -
» [ Action tem
> [_] Contact Soft Deleted Code Long Code Categories
4 (] Correspondence TRA Transatlantic Co. Ltd. Consuftant
s Correspondence Categories S0B SOBIS Software GmbH  Responsitle
(1C d Cod
() Correspondence = b SIE SEMENS AG Supplier
T RCOER N aTETITg —
. CJDocument SAL Salzberg Engineering Ltd  Consultant
Tags ROL Roloff Consulting SE Supplier
4 5 Document Controling PRI Prime-aux Industries Supplier

A correspondence code keyword consists of:
1. ashort code which is used to create a reference number

2. along code which should give an indication of the meaning or an explanation of the

short code
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3. the correspondence category picked from the list of keywords you have defined within

the "Correspondence Categories"

All three values need to be entered when creating a new correspondence code keyword. In

case there are no values listed within the Categories you first need to add at least one

correspondence category prior to adding correspondence codes.

| Dashboard Keywords - Correspondence Codes 23 Keywords - Corre
o Mew correspondence code More -
Soft Deleted Code Long Code Cateqgories
ABB ABB AG Customer
ALS Alstom Power GmbH Supplier
BAS BASF AG Customer

J

'J,_d PIRS - New Correspondence Code

Code: IMSOB
Long Code: S0OBIS India
Categorias: »
Consultant
. - Customer
= == " Government
MEW Mini
Ut out Interna! h
- Pl IT Services
o Py Responsible
PRI prin SuPPlier
ROL Roloff Consulting SE Supplier
9.151.1 Use Filter

il
i
i
i
fr}
=}

4028f4a7424e1dae

4028faaT424e1dae

8742534441

4028f4ar424e1dae
4028fdaT424e1dae
402af4aT742534441
4028f4a7424e1dae

4l28faar424e1das

4028fdaT424e1dae
4028fdar424e1dae
4028f4a7424e1dae
4028f4ar424e1dae
4028f4ar424e1dae
4028f4a742534441
4028f4a7424e1dae
4028f4a7424e1dae

4l28faar424e1das

In order to help you organize and manage your Correspondence Codes, PIRS offer the option

to filter existing entries e.g. the Code tab. Simply expand the options by first hovering your

courser over the tab, then select filters and start typing the Code you are looking for. PIRS will

begin to filter the content after the first letter you enter.

/> project Administration | [ — |J Dashboard = Keywords - Correspondence Code '*
v 2 Keywords (4 New correspondence code ./"r"More -
" Action ltem
2, contact Soft deleted Code ~"Long Code
w || Correspondence S0B %‘L Sort Ascending
_,»Correspondence Category S0B-IM

z ;
o Sort Descendin
{_ICorrespondence Code A'L 2

s e o

SOB-UAE
] Document Numbering S0B-USA | Filters
Document —
Tags

Categories
Responsible

Internal

Internal
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9.1.6

With the PIRS document numbering wizard users are able to easily generate document

Document Numbering Keywords

numbers for internal numbering as well as for customer and supplier numbers.

%] Dashboard

[= save @ close ) Distribution List ~

¢ Keywords - Document Number

Organize -

W

W

~ More -

Title™: PROCESS SWITCHES Installation, O&M Manual
Doc number®: SECH_CPM_GE-_TC_013
Valid: @ Yes “I No
Status™: 5.1 Received by Supplier
Attachments Details Customer & Supplier

Customer:
Doc number:
Revision:
Status:
Category:

Scheduled Submission
Date:

Penalty:

Motes:

Ministry of Electricit| ¥

v
v
v
v

04.05.2015 |

) Yes

@ No

Woarkflow

Document - SECH_CPM_GE-_TC_013- A *

Revision™: A
Folder*: 0600.10 Overall Engineering
Type*: Drawing

Revisions Carrespondence Posts Acress
Supplier: Derocco GmbH b
Doc number: ¥
Revision: o
Status: o
Category: >
Scheduled Subrmission 26.04.2015 @
Date:
Penalty: " Yes

@ Mo

Notes:

W

W

W

In order to allow your team to use the document numbering wizard you need to first activate

the wizard within your project settings and decide which type you would like to use (regard

chapter Project Settings).

You have for example the option to allow users to

1.

2.

enter a number manually,

only pick a number with the document wizard

Pick a number using the wizard and adjust or enter a number manually

have the number computed based on mandatory meta data entered within the

document by the user. (If you would like to have the number generated automatically

based on entered values, please contact your service desk to assist with the initial set

up.)

In addition, you can also define the manor in which a number is created (e.g. whether there

are fixed numbers to choose from or if it is generated based on categories the user selects).
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Once the numbering wizard is active and the type is defined within the settings a list of
numbers need to be entered either manually or by importing them with an excel file. You can
create or import numbers for internal document numbering as well as for maintaining the
document numbers of your customer and suppliers. The content display and management of

all document numbering keywords is identical for all three options.

PIRS 3.1.2 - Kuantan @~ & Adrian Kessler ~
% Project Administration HEE =] Dashboard o Key ds - D ber *
a
. Keywiords i -\.d Mew Document Number J Import Document Numbers. from file % More -
- [Z7] Action tem -
- [Z] Contact |:| Category 1 « G ory 2 Category 3 Category 4 Category 5 Document Mumber
» [ Correspondence D CCM = Contract... GEC= cegi... CW=_Contractf.. 1.0 SOB_CCM_GEC_CW_001
4 =] Document Numbering -
[ Create new document numbers either SEI_EE:_EELE_LE

SOB_CCM_GEC_CW_003
SOB_CCM_GEC_CR_OM
SOB_CCM_GEC_FC_002

[} * manually or by importing numbers using an
O axcel file
D Ct - CUH[[ECT... GEC = L.Uncepl. - FC=Commigsio. ..

_# Document Numbgr

_+ Customer Do cuj%nt Number

_2 Supplier Document Number
@] Document

9.1.6.1 Add new document numbers manually

Click the button "New Document Number" and a new box will appear allowing you to enter up

to five different categories as well as the complete document number.

Each number keyword needs to be unique and you need to enter at value for at least the first

category in order to save a new number keyword.

23 PIRS - Document Number - SOB_CCM_GEC_CW_001 *
Document Mumber: SOB_CCM_GEC_CW-[xooo]
Category 1: CCM = Contract commercial management
Category 2: GEC = Concept design
Category 3: CW = Contract for work
Category 4:
Category 5:
Used: i) Yes @ Mo
L\\?ﬂve Cancel

In case you would like to have a sequential number being calculated automatically, enter a
placeholder. Regard the highlighted section in the above screenshot. The maximum count is
indicated by the number of x you encase with square brackets e.g. [xxx] means that your

number count will start with ‘001" and will be counted up to 999.

The placeholder for the sequential number can be added at the beginning, the end or in the

middle of the document number.
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Please keep in mind that should you like to use placeholders, this option needs to be selected

within the project settings.

9.1.6.2 Add new document numbers via excel import

To import a list of numbers using an excel file the imported file needs to contain a value for at

least the first category and can not have two identical numbers (Compare with screenshot

below).
] Documentnumber_grid_importxisx
A B £ D E

I§l Category 1 Category 2 Category 3 Category 4 Category 5 Doc number

2 |- Lists Process control engineering 1324 Installation detail dwg list SOB-1-1324-[XXXX]

3 |-Lists Process control engineering 1325 Assembly list SOB-1-1325-[XXXX]

4 |- Lists Process control engineering 1444 Cable list SOB-1-1444-[XXXX]

5 |I-Lists Process contraol engineering 1451 Name plate list SOB-1-1451-[XXXX]

6 |I-Lists Automation system engineering 1126 Equipment list SOB-1-J126-[XXXX]

7 |- Lists Mechanical engineering M130 Mechanical list SOB-1-M130-[XXXX]
8 I-Lists Process engineering P126 Equipment list SOB-1-P126-[XXXX]
9 |-Lists Process engineering P127 Pump list SOB-1-P127-[XXXX]
10 |- Lists Process engineering P128 Tank list SOB-1-P128-[XXXX]
11 |- Lists Piping engineering T402 List of standard supports SOB-1-T402-[XXXX]
12 |I- Lists Piping engineering T403 Support material summary list SOB-I-T403-[X%XX]
13 |I- Lists Piping engineering T404 Support spring list SOB-1-T404-[XXXX]
14 |1 - Lists HPAC-design V124 List of HVAC equipment SOB-1-V124-[XXXX]
15 J- Expediting/inspection reports SOB-J-A000-[XXXX]
16 K- Vendor documents AVEN Common SOB-K-AVEN-[XXXX]
17 K- Vendor documents CVEN Civil engineering SOB-K-CWVEN-[XXXX]
18 K- Vendor documents EVEN Electrical engineering SOB-K-EVEN-[XXXX]
19 K - Vendor documents IVEN Process contral engineering SOB-K-IVEN-[XXXX]
20 K- Vendordocuments LVEN Architectural design SOB-K-LVEN-[XXXX]
21 K- Vendor documents MVEN Mechanical engineering SOB-K-MVEN-[XXXX]
22 K- Vendor documents PVEN Process engineering SOB-K-PVEN-[XXXX]
23 K- Vendor documents TVEN Piping engineering SOB-K-TVEN-[XXXX]
24 K- Vendor documents VVEN HPAC-design SOB-K-VVEN-[XXXX]
25 L-Tech. instructions, standards SOB-L-AD00-[XXXX]
26 M - Cost estimates, cost control SOB-M-A000-[XXXX]
27 N - Site and erection reports SOB-N-A000-[XXXX]
28 O - Start-up and operations PA20 Process description SOB-0-P420-[XXXX]
29 O - Start-up and operations P430 Instruction manual SOB-0-P430-[XXXX]

Download the excel file attached below and enter all required numbers and categories. Be

sure to set the value for the column "Used" to "no".

Documentnumber grid _import.xIsx

Next click the button "Import Document Numbers from file" and insert your fill out excel file

from your local client by clicking the "Browse" button.
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Click "Upload" to start the import.

9.1.7 Document Keywords

Document keywords allow you to manage meta information of your technical documents as
well as the related transmittal slips. Following screenshots display all keywords relating to
meta information within a PIRS document highlighting the respective fields.
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PIRS 3.1.2 - Kuantan

¥ Project Administration H2E [ Dashboard

.39 Keywords - Customer Categories Document - SECH_CPM_GE-_TC_013- A '*
4 7Keywords
(7] Action tem B Save Q Close O Distribution List - Organise - _J‘P More -
[Z] Contact
- ) Correspondence Title™: PROCESS SWITCHES Installation, O&M Manual
» ] Decument Numbering
4 =5 Document Doc number®: SECH_CPM_GE-_TC_013 v Revision™: A w
g Transmitial Sl actions Valid: @ Yes (O No Folder*: 0600.20 Mechanical "

.5+ Application Codes
7 Customer Categories Status™: 5.1 Recewed by Supplier w7 Type™: Drawing e
.5+ Customer Revisions

Lz Customer Status Attachments Details | Customer & Supplier Worlflow Revisions Correspondence Posts Access

.5 Document Formats

.+ Document Status. Issue Date: 21.07.2015 A Systemn: Mechanical b4
7 Document Types

"’“_: Lanouages Total Pages: 4 Reference: A4

e

.2 References Format: AutoCAD file 2 WBS: 1267.2.1 Conceptual Dasign

i evisions Language: EN v Activity ID: A1010
.# Supplier Categories.

2 Supplier Revisions Application Code: Code 3 hd Producer:

Kilan Walter <engineel
. Supplier Status

Motes:
¢ Systems ;
Tags Responsible: Michael Heppner <doc.
% Project Administration ®,)[=|(~ | || &= Dashboard || 45§ Keywords - Supplier Categories Document - SECH_CPM_GE-_TC_013- A *

47 Keywords
+ [ Action tem B Save €3 Close «) Distribution List - Organise ~ _J‘-ﬁ More -
» (] Contact
- [ Correspondence Title*: PROCESS SWITCHES Instalation, O&M Manual
+ 7] Document Numbering
4 7 Document Doc number®: SECH_CPM_GE-_TC_013 s Revision™: A ¥

¢ Transmittal Sip actions Valid: @ Yes ) No Folder*: 0600.20 Mechanical >

.+ Application Codes
i Customer Categories Status™: 5.3.1 Submitted to customer for: ¥ Type™: Drawing v
.»# Customer Revigiong

.2 Customer Status Attachments Detalls Customer & Supplier | Workflow Revisions Correspondence Posts Access

~#Document Formats.

.2 Document Status Customer: Ministry of Electricity & Supplier: Derocco GmbH >
#Document Types

W;Languagesyp Doc number: b Doc number: v

.+

o2 References Revision: 2.0 2 Revision: 3.0 d

“’“_) :aws;uni — Status: Pending ¥ Status: S.1 Approved 7

.3 Supplier Categories

.2 Supplier Revisions Category: Class 1 - For approval | v Category: Documents sent 7

'U“:]S”D""EF SEIS Scheduled Submission | Scheduled Submission 26.04.2015 |

A Systems Date: Date:

The keyword value for "Transmittal Slip actions" relates to a value users can select when
sending technical document with a PIRS transmittal slip. The transmittal slip action informs the

recipient about the requested action that is expected from him e.g. "For Approval" or "For
Review".

For each field you need to define at least one keyword.

In order to change keyword values or create new keywords simply select the respective
keyword list within the administration navigation (e.g. Document Status) and proceed as
described in chapter Manage Project Keywords.
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45 Project Administration ®.|=/[=|| | =] Dashboard | 4* Keywords - Document Status *
40K d
s Reywores 33 New keyword 4 More ~
» | Action tem
» |_J Contact Default ?  Soft Deleted Value «

» [ Correspondence A1 Draft
» [ Document Numbering D A2 Approved & ready for submission to customer
‘4 qucument. ) i |:| A3 Sulitted to customer for approval
:: l:;;::;:: il;p;‘ Z:’uuns ] ubmitted to customer for information
_Customer Categories ] -4 Customer comments received
.2 Customer Revisions ] C1. Customer document received for information
7 Customer Status [} 11 Internally Rejected
s+ Document Formats |:| 1.2 Waiting for internal check by Order Respensible
""“: Document Stafus |:| 1.3 Waiting for internal approval by Lead Engineer
:: E:nc::rlaegnet;ypes |:| |.4 Waiting for internal approval by Project Manager
= .

9.1.8 Manage Project Tags

Tags are a special form of keywords that PIRS users can optionally assign to correspondence
and documents in order to provide additional information.

They offer a useful way to group related PIRS correspondence and/or documents together
and to quickly give an insight into their topics.

Tags also make it easier for PIRS users to find content they are looking for because they can

specifically search for tags or filter gird content using tags as their filter criteria.

In order to add a new tag keyword and change or delete existing project tags select the "Tag"
view within your PIRS project administration.

PIRS 3.1.2 - Kuantan “  Adrian Kessler ~
* Project Administration *)[=(=]| || (] Dashboard || 45F Keywords - Tags *
4K d
s REywores [-‘.d New keyword 4 More - J »
» [_] Action ttem
> Contact Soft Deleted Value « d
=
» ([ Comespondence Claim 4028747 4bTa724501407d086Tb0753
» [ Document Numb: Cost Controll 402B14a74b7a7245014b7d08c2160755
’ ‘f‘ Docume) Electrical 40281457 4672724501 4674083280757
a0s
' Mechanical 40281447 4b7a7245014b67d081030756
4 i Document Controlling
& Transmittal Slis to Customer Project Management - general 402814aT4bTaT24501407d08a8210754
e Comments from Customer Qualitiy Managemeant 402214a74b7a7245014b7d0314550758
Training 402874aT4bTa724501407d03564C0752

Then use the "New keyword" and "More" buttons to adjust the content; proceed as described

in chapter Manage Project Keywords.

9.2  Administration of Document Controlling

Within the area of "Document Controlling" you are able to manage the settings and the type of
data that is used for your controlling area. In additon you also manage the data used for

reports within your "Reports" area as well as the grid reports users can generate themselves.
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PIRS 3.1.3 - Kuantan

Folders wr||wr || 2= || || |

(o] Views +
50 Controlling and Reporting =
4 || Document Controling
9 Distribution to Customer
50 Distribution to Customer Forecast
5l customer Response
59 Transmittal Slip Follow Up
519 comment Follow Up
] = Reports

9.2.1 Management of data for your Controlling Area

The "Controlling & Reporting” within your PIRS project navigation offers five different standard

views:

e The first view shows the distribution to the customer of this project. It illustrates with
how many documents you are in delay or on time and how many documents have

been sent on time or with delay

e The second view gives you a forecast of documents that need to be sent to the

customer within a specific time frame

e The third view offers an overview of your customer responses and shows if responses

have been received on time, with delay or are still outstanding

e The forth and fifth view allow users to follow up on all sent and received transmittal
slips and comments giving a quick insight into which party sent/received transmittals

and comments.

The statistical surveys generated for the controlling views are based on document related
correspondence stored and generated in PIRS. This means that the surveys use data

collected from sent and received transmittal slips and comments.

Which transmittal slips and comments PIRS will be using as a base for the controlling views

needs to be defined within the first two administration views of the "Document Controlling”.
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PIRS 3.1.3 - Kuantan

.’-—" Project Administration (=
4 pKeywords

» [C7] Action tem

+ [C] Contact

» [CJ Correspondence

+ [C7) Document Numbering

+ [C] Document

Tags

4 % Document Controling
@Transmﬂtﬂl Slips to Customer
i Comments from Customer

g Transmittal Slips from Customer

6[3 Comments to Customer
@Transmﬂtal Slips to Supplier
6[3 Comments from Supplier

@Transmﬂtal Slips from Supplier

6[3 Comments to Supplier
= Folder Administration
¢kl Predefined Document Actions

2] Dashboard @ Document Controlling - Transmittal Slips to Customer *
&ty New Document Controling keyword __,’«-L’ More -

Sender -
508

In order to define which transmittals and which comments are considered for the document

controlling you need to select keywords for all possible correspondence code combinations.

Should you have more than one internal correspondence code e.g. to reflect different

departments and should you also have multiple correspondence codes for your customer e.g.

to reflect different locations, you need to ensure that each possible combination will be

included in a new keyword.

To create a new keyword first click "New Document Controlling keyword" then select the

correct sender and recipient code from your list of correspondence codes.

_’FL’ Project Administration I
4 Keywords
» 2] Action tem
» [C7) Contact
+ [T Correspondence
» [ Document Numbering
» [_) Document
Tags
P @ Document Contrelling
@Transm'rt‘tal Slips to Customer
@ Comments from Customer

%] Dashboard @ Document Controlling - Transmittal Slips to Customer *

60 New Document Rgntrolling keyword .,J’-" More -

Sender « Create a new Document Controlling keyword
S0B
60 PIRS - New Document Controlling keyword *
Transmittal Slips to Customer

Sender: SOB - SOBIS Software GmbH v

Recipient: MEW - Ministry of Electricity & Watel »

MEW - Ministry of EL‘e}ctricity & Water

Save Cancel

Please, ensure to create at least one keyword for "Transmittals Slips to Customer" as
well as for "Comments from Customer". Otherwise there will be no information available
within your project controlling views.
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9.2.2 Management of data for project specific reports and grid reports

Beside the views of the PIRS controlling area users have two more options to gather and
export data:

1. Reports within the report area
2. Grid reports

Reports within the report area are generated by SOBIS based on your requests. Should you
for example need a standard report that you can run once a month, your service desk team
will make this specific report available for you. A standard report could for example contain a
list of all documents sent to the customer or received by your suppliers including certain meta
information such as sent dates, status or delays. If you like to learn more about your option to

use standard reports please contact your service desk or your responsible contact at SOBIS.

Grid reports can be generated by every PIRS user. It is an option presented within the "More™
Button (regard chapter Export grid to MS Excel).

When an Excel export is generated all meta information of the selected document(s) is
exported including the information about the sent and received transmittal slips and

comments.

In order to export the data correctly, meaning that suppliers are identified as suppliers and it is
clear when a transmittal was sent from or to a supplier as well as the customer, keywords
need to be defined and maintained for all "Document Controlling" views within your "Project
Administration”.

The creation process of new document controlling keywords is the same for each document

controlling view (regard explanation above).

PIRS 3.1.3 - Kuantan

% project Administration == [ Dashboard ¢ Document Controlling - Transmittal Slips from Supplier =
4 - aKeywords
s Y ) &¢ New Document Controlling keywiord _J"-" More -
] Action kem
» [_] Contact Sender « Recipient
» [_]Correspondence KNG S0B
> [_] Document Numbering KOG 0B
> Document
= ROL 0B
Tags
SAL S0B

4 % Document Controling
e Transmittal Slips to Customer

e Comments from Customer

All possible correspondence code combinations need to

be maintained in order to reflect all available data within
your grid exports.

@Transmiﬂal Slips from Customer
- Comments to Customer
s Transmittal Slips to Supplier

e Comments frem Supplier
e Transmittal Slips from Supplierh
e Comments to Supplier
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9.3 Folder Administration

As part of the PIRS project set up using the project import sheet, the folder structure is set up

based on your project requirements.

In case you need to modify or adjust this original folder structure or change access rights to

folders, select the "Folder Administration" within your Project Administration area.

-~ Project Administration *, =/ | =] Dashboard = Folder Administration '*
v 2 Keywords o MNew Folder | |Import folders -
J Action ltem .
£ Contact ers T

[ correspondence Folder:
|1 Document Numbering
Document
Tags
L,,_—‘;;,DocumentControIIing
- Folder Administration
» Predefined Document Attions
w | IProject Settings
all

(55 0000 Offer & Sales
0100 Contract Parent folder:
0200 Project Management
0250 Correspondence Who can create documents in this folder?
0300 Commercial
0400 Procurement
0500 Schedule & Progress Report Who can read documents in this folder?
0600 Engineering
0700 Systems & Processes

mail. 0800 Logistics & Shipping Who can edit documents in this folder?
/template. 0900 Quality Management
W Drninct Monnoctore .

There you have the option to:
e Rename existing folders
o Delete existing folders
e Relocate existing folders
e Manage access rights to folders
e Create new folders manually

e Create new folders via Excel import

9.3.1 Rename, relocate and manage access rights to existing folders

To rename an existing folder or sub-folder, either double click the folder or first select it then
click the "Edit" button.
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= PIRS 3227 - Kuantan

~ Project Administration */[=| | 2] Dashboard ' Folder Administration '*
v ‘42 Keywords o MNew Folder | [JEdit| || importfolders | _/*More =
J Action Item E
2 Contact Folders 2
(4 Correspondence 5 D000 Offer & Sales FLLEE
(] Document Numbering 0100 Contract Parent folder:
Document w 0200 Project Manageme

Tags _ 0200.10 Project Orggpization A ——

a5 Document Controlling 0200.20 Project PI

- Folder Administration All

0200.30 Commercial Management
0200.40 Travel Guidelines
0250 Correspondence Who can read dc

. 0300 Commercial All
mail, .

w Predefined Document Actions
W Project Settings
all

A new window will open allowing you to edit the specific folder settings. Following screenshot
with highlighted numbers and the listed explanations illustrate the editing options:

“ PIRS - Folder Settings *
B Save 0 Cancel hé
Folder: 0250.50 Minutes of Meeting (MaM) h@
Parent folder: 0250 Correspondence @ v [ Make top level folder @

Who can create documents in this folder ?@

@ Al -
() Inherit settings from parent folder
() Restrict to following users/user groups

Who can read documents in this folder ?@

@ Al -
() Inherit settings from parent folder
(") Restrict to following users/user groups

Who can edit documents in this folder ?

(6]

@ Document author only -
() Inherit settings from parent folder
(*) Document author and following users/user groups

Within the first text field of the editing window you can modify the folder name. Simply

click in the text box and change the value.

2. The second text box shows the parent folder of this folder. You can select another

parent folder by clicking the small downward pointing arrow.
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3. In case the folder is supposed to be on the parent folder level, click the button beside

the second text box.

4. to 6. To modify user access rights to a folder you can adjust three different access
settings: creator, reader and editor.

By default the access rights of each folder will equal the general access rights of a
user. So if a user has creator access to a project, he has automatically creator access
to all folders unless the folder set up has be modified to regulate the access in a
different way.

To change the access rights for each setting (indicated by number 4 - 6 in the
screenshot) you can choose to inherit the settings from the parent folder if there is
one. Keep in mind however that if you choose to inherit setting for one access level,
all other access levels need to be inherit as well.

Furthermore, you can restrict the specific access to certain users and/or user groups.
Users/user groups will be offered in a selection based on the address book and
project user groups as soon as you select the option "Restrict to following users/user
groups".

If you restrict all three access levels to certain users, the folder will not be visible for
those users that are not listed in any of the access lists. User that have access to
restricted / confidential folders will see these folders marked in red in their navigation.

The folders are also marked within the folder administration.

PIRS 3.1.2 - Kuantan

_, Folders vl [ve|(#|(=| || EZ] Dashboard f Folder Administration
[Z5] 0000 Offer & Sales

[£5] 0000.10 Project Handover Docume
[Z5] 0000.20 Correspondence Custome Folders |
[55] 0000.30 Correspondence Internal :
[55] 0000.40 Scope of Supphy
[Z5] 0000.50 Offer Calculation
[Z5] 0000.50 Export Control
0100 Contract
0200 Project Management

o MNew Folder | [ Edit | (&) Import folders

4 [Z5) 0000 Offer & Sales
[Z5] 0000.10 Project Handover Documentati
[Z5] 0000.20 Correspondence Customer
[Z5] 0000.30 Correspondence Internal
[Z5] 0000.40 Scope of Supphy
[Z5) 0000.50 Offer Calculation
[Z5) 0000.560 Export Control I}
0100 Contract
0200 Project Management

0250 Correspondence
0300 Commercial
0400 Procurement

0500 Schedule & Progress Report 0250 Correspondence

9.3.2 Create new folder(s)

There are two ways you can create new folders.
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1. Create a new folder using the "New Folder" button:

After clicking the button the folder settings window will open allowing you to enter a

folder name, select a parent folder if required and also set the access rights.

2. Create new folders based on an excel file:

First create your folder import sheet by entering information for your new folder(s)

within the table of the excel sheet provided within the template chapter. The file has

an exemplary folder structure which will give you an orientation on how you need to

enter and set up your folder structure for the import to be successful.

Next click the "Import Folders" button.

PIRS 3.1.3 - Kuantan

¥ Project Administration E
47 Keywords
+ [ Action tem
» [_J Contact
+ [_] Correspondence
+ [_J Document Mumbering
+ [ Document
Tags
4 % Document Controlling
g Transmittal Slips to Customer
i Comments from Customer

i Transmittal Slips from Customer
@ Comments to Customer
i Transmittal Slips to Supplier
e Comments from Supplier
i Transmittal Slips from Supplier
e Comments to Supplier
= Folder Administration
k) Predefined Document Actions
4 Project Settings

! PIRS - File Upload

Select ¥XLS(X) file:

— || || ¥ Dashboard - Folder Administration *

g Mew Folder

_ Folders

- [Z5 0000 Offer & Sales
0100 Contract
0200 Project Management
0250 Correspondence
0300 Commercial
0400 Procurement

(&3 Import E}H:I ers

“l g

0500 Schedule & Progress Report

0600 Engineering

0700 Systems

0200 Logistics & Shipping
0900 Quality Management

1000 Health & Safety Management

1100 Site Management
1200 Customer Training
1200 Internal Training

Cancel

Bro w;'[f?...

Folder:

Parent folder:

Wheo can creat

Who can read

Who can edit d

Remove

A message box will pop up allowing you to select the prepared excel file from your

local client or server.

After you have selected the import sheet and clicked "Upload”, PIRS will import all

new folders based on the information provided in your excel file and include all new

folders within your existing folder structure.
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¥ Praject Administration == Dashboard || (%] Folder Administration *
4 - aKeywords
e [ New Folder -J) Import folders -
> (7] Action tem =2 o Q imp )
> [CJ Contact |_ | Folders “|[e
» [ Correspondence » 55 0000 Offer & Sales Folder:

> (7] Document Numbering
> (7] Document
Tags
4 (,:g Document Controlling
(,.:gTransm'rt'tal Slips to Customer
(,.:g Comments from Customer

» || 0100 Contract Parent folder:
» [ 0200 Project Management Wheo can create documents in this folder ?
3 0250 Correspondence

> 0300 Commercial

0400 Procurement

0500 Schedule & Progress Report
— 0500 Engineering

e Transmittal Siips from Customer 0700 Systems Who can edit documents in this folder ?
¢ Comments to Customer » [~ 0800 Logistics & Shipping

& Transmittal Sips to Supplier > [ 0900 Quality Management

4 Comments from Supplier 1000 Health & Safety Management

(,.:gTransm'rt'tal Slips from Supplier 1100 Site Management

.(,.gCnmments to Supplier 1200 Customer Training
|+ Folder Administration

4 Who can read documents in this folder ?
[+
[+

3

3

3

4|

i > 1200 Internal Training
¢ Predefined Document Actions 4 [ Parent Folder 1
4 () Project Settings Subfolder 1
@Text Templates _'__‘ Sub-subfolder 1
) Pdf Templates [ Sub-subfolder 2|}
[ Mailbox [

In order to adjust the location, folder names or access rights proceed as described
above.

9.3.3 Delete folder(s)

In order to delete a folder first mark the folder in question then click the "More" button and

select "Delete" as illustrated in the following screenshot.

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH Page 299 of 349
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.



SOBIS | PIRS

S©BIS

(2] Dashboard | [ Folder Administration '*

_g Mew Folder |_L: Edit Q Import folders |._/Jb Kore vbf

_ | Folders |

» [Z5) 0000 Offer & Sales
» [/ 0100 Contract
» [) 0200 Project Management
» [ =] 0250 Correspondence
» [ 0300 Commercial
» [ 0400 Procurement
» [ =) 0500 Schedule & Progress Report
» |- 0600 Engineering
» [ 0700 Systems
» [ 0800 Logistics & Shipping
» [ 0900 Quality Management
» [ 1000 Health & Safety Management
» [ 1100 Site Management
» [ 1200 Customer Training
» [ 1200 Internal Training
4 || Parent Folder 1
4 | | Subfolder 1
| Sub-subfolder 1
| Sub-subfolder 2

Print
Create PDF

Showe url

f® 7 M

Show log

Deleteh

b 4

Sub-subfolder 2
Subfolder 1

pcuments in this folder ?

m parent folder

Who can read documents in this folder ?

Inherit settings from parent folder

Who can edit documents in this folder ?

Inherit settings from parent folder

A message box will ask you if you are sure that you want to delete the selected folder.

Please be aware that by deleting a folder you automatically delete all correspondence
and documents stored within this folder. In case you delete a parent folder the message
box will also point out that by deleting a parent folder you automatically delete all sub-
folders. So deleting a parent folder will also delete the sub-folders and the documents
and correspondence stored within the parent as well as the sub-folders.

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH Page 300 of 349
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.



SOBIS | PIRS S BIS

| Dashboard Folder Administration
g Mew Folder o Edit ) Import folders More -
Folders
[55 0000 Offer & Sales Folder: Parent Folder 1
0100 Contract Parent folder:

tatilh el o Wheo can create documents in this folder ?

0250 Correspondence

0300 Commercial All

0400 Procurement

0500 Schedule & Progress Report Who can read documents in this folder ?

0800 Engineering

0700 Systems ) Al

0200 Logistics & Shippin{ ><1

RO R B SR 0 E subfolders will be removed.
1100 Site Management

POy LTETenE "f ‘Warning: By deleting the selected folder all subfolders and documents and documents in

1200 Customer Training Do you want to delete the selected folder ?
1200 Internal Training
4| | Parent Folder 1 Parent Folder 1

] Subfolder 1
Sub-subfolder 1

| Delrie || Cancel |
Sub-subfolder 2

Should you have deleted a folder precipitately and need to restore it, you are able to do so at
the folder section of your Project Administration Recycle Bin.

Select the recycle bin within your navigation area and click "Folders". The content area will
display a list of all deleted folders and indicate whether or not the respective folder had a
parent folder that was also deleted. A sub-folder can only be restored if the parent folder has
been restored or wasn't deleted in the first place.

PIRS 3.1.3 - Kuantan

_’3‘ Project Administration *|[=|-|| || [ Dashboard _“' Folder Administration _5 Recycle Bin - Folders =
428K d -
w’[:‘e":"'c:r sn & Resl}re Folder || ¥ Refresh | 4 Clear Fiters
> ion ttem
> [C7] Contact Folder Restore N Parent Folder Parent Folder in Recyde Bin ?
Restore selecte er
> [ Correspondence Subfolder 1 Parent Folder 1 es
> [Z7] Document Numbering Parent Folder 1 No
> D t
[;—"l ocumen Sub-subfolder 2 Subfolder 1 Yes
ags
> & Document Controlling STOETLTEr Subfolder 1 Yes
=] Folder Administration Restoring a parent folder will not automatically

¢ Predefined Document Actions
» [ Project Settings
p’ Project Connectors.
> o, Workflow
=7 Activity Stream
» J| Administrative Tasks
| 4 (1] Recycle Bin
'l Documents
g Folders

restore its sub-folders. However, restoring a
sub-folder is only possible if the parent folder
either still exists or has been restored.

In order to restore a folder first mark the folder than click the "Restore Folder" button.
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9.4 Manage Predefined Document Actions

(2] Dashboard || (») Predefined Document Actions [£| &ll Documents =

g Mew Document - {:J- Distribution List - |L/’b Kore - |

[[] Docrumber @ - | & T} Predefined document actions...

I:l SECH_C-F'M_GE—_TC- .. " 1::?7# Bulk Chﬂnge_“ FQ

SECH_CPM_GE-_TC... @ & |4 checkout Irc
SO0B-17-105-001-A.. @ & -M

O l‘f 4+ Checkin

[] S0B-17-105-001-A... @ &

[] 50B-17-105-001-A.. @ |o & % Clear Fiters

[[] SOB-17-105001-A.. @ & | Tg SaveFiters... FO

[Tl _eono 47 4nc_nn4d_a i el e

Predefined Document Actions (PDA) are a feature offered to PIRS users in order to quickly

create transmittal slips, comments, letters, library items or e-mails based on project templates.

A user who wants to use a template to create a correspondence, simply selects "Predefined
Document Actions" offered under the "More" button.

The templates are created and maintained within the "Predefined Document Actions" within
your Project Administration.
9.4.1 Create new PDA

In order to create an new PDA enter the "Predefined Document Actions" within your Project
Administration and click "New Predefined Document Action".

PIRS 3.1.3 - Kuantan

_’b Project Administration o [ [ — (23 Dashboard ) Predefined Document Actions *
A oK d
“’“JSTC:F Slt My New Predefined Document Action jb More ~
> ion ftem
> [ Contact 1 Type Mame Last modified

» [ Correspondence

|:| Comment Internal Comment - Mechanical Depatment (new revizion needed within 3 days)  09.10.2014 08:23

» (] Document Numbering |:| Comment Internal Comment - Mechanical Depatment (new revision needed within 7 days)  09.10.2014 08:25

’ ggzn cument [7] comment al - Approve supplier (ROL) documents 15.01.2015 15:20

. @Dncument Controling |:| Comment Portal - Approve supplier (ROL) documents with comments. 15.01.2015 15:21
& Folder Administration [[] comment Fortal - Reject supplier (ROL) documents. 15.01.201515:21

») Predefined Ducumerwcﬁnns |:| Transmittal Portal - Send supplier document to customer for approval 09.03.2015 12:00

4 [ Project Settings [C] Transmittal Portal - Send supplier documents for information 15.01.2015 15:22
LQ]Text Tempiates |:| Transmittal Portal - Send to customer for approval 15.01.2015 15:44
_.n"_?;.Pdf.TempIates [C] Transmittal Portal - Send to customer for information 15.01.201515:23

- __\ﬁ::;;;b;x E| T i Tr ittal Slip for document: 12.02.2014 13:18
< Approval Workflows [[] Transmittal TS for mechanical department 26.11.2014 1513

Eﬂ Documents with workflow \

Next a new PIRS tab will open with an input mask. There are only two mandatory fields that

you need to enter a value for: the Name and the Type.
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By default a new PDA input mask will be opened with the type selection displaying
"Transmittal Slip". Pick the correspondence type you would like to create a template for and
manually enter a name for the new template. Next you have the option to enter as much or as

little information as you find necessary.

For the recipients you can either enter recipient mail addresses manually or select them from
the project address book. Please keep in mind that there can be only one recipient entered
within the "To" field.

In addition you can also pre-select the subject, the reference number and the folder in which

the correspondence should be stored in.

As indicated by the following screenshot of a Transmittal Slip PDA, you are able to also define
the transmittal slip action and the time frame for the required response which you are

communicating to the recipient(s).

Also, you are able to already pre-select the type of files that should be selected with this
template. So in case you like to create a transmittal slip template with which only PDF files are
sent to the recipient(s) enter "pdf" in the value field of "Attachments”. Multiple values need to
be separated with a comma (e.g. pdf, dwg). In case you would like to pre-select all file types

enter the star symbol (*).
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Dashboard ) Predefined Document Actions ) Predefined Document Action - Transmittal Slip for standard documents '*

= SEe € cose #” More -

MName*: Transmittal Slip for standard documents
Type™: @ Transmittal Slip
() Comment
To: Ali Farrad <customer@demo.sobis.com: x oV
Cc:
Bcec:
Dodlink: Adrian Kessler <project.manager2@demo.sobis.comz x -4
Subject: Document for approval
Ref. Mo.: Sender: SOB - SOBIS Software GmbH v Recipient: MEW - Ministry of Electricity & Wat v
Folder: 0600.20 Mechanical v
T
Action: For Approval hd
I Document Status: A.3.1 Submitted to customer for approval v
Customer Status: v
v

Supplier Status:

Notes:

i -
> A

Body

'

== =

o o | @G| 4 4k
|@|HTmL

Font Family = Font Size - | B I U ABG|

A-Z-| | | |

Dear Mr. Farrad.

please find enclosed documents for your approval. Please send us your comments and/or approval notice until the

defined required response date.

Besides defining the types of file formats that should be attached, you are also able to define
files to be attached based on regular expressions. This means that you could e.g. define that
all files that contain a certain phrase within their file name, should be attached. So for
example, you would like to include all pdf files that indicate that they were annotated you could

enter the command ".*annot.*\.pdf".

Attachments:
Use regular expressions

= annet =\t
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9.4.2 Creating other PDA Types

The input mask will slightly change when you create a PDA for any other correspondence. For
all PDA types directly liked to one or multiple documents (TS & Comment) you can select if
value fields within your PIRS documents for Document Status, Customer Status and Supplier

Status should be adjusted.
Click "Save" in order to save your new template.

In order to edit an existing PDA double click the entry within the grid and the input mask will
open in a new PIRS tab. You can delete a PDA by first selecting it within the grid, then use the

delete option offered under the "More" button.

9.4.3 Use Filters to find specific PDA

Within the PDA grid you are also able to sort all entries or use filters to look for specific entries.

~ Project Administration = |£}] Dashboard Document - EC-SOB-D-L1-BAS-00003 - B »» Predefined Document Actions %
o K d
v @ Keywords 313 New Predefined Document Action ./ More »
o/ Action ltem -
£ contact [ Type Mame « ~  Last modified
[24 Correspendence [} comment Internal Comment - Mechanical Depatment (new revision needed within 7 days) 4] SortAscending
~) Document Numbering )
Document [7] Letter Letter of intent % | sort Descending
[C] Library item Minutes of Meeting with customer
» Other -
%;gs [7] comment Portal - Approve supplier (ROL) documents [E9 Coltimgs 4
4 Document Controlling [C] Comment Portal - Reject supplier (ROL) documents ‘ P ‘ Fitters - N
Folder Administration [] Transmittal Portal - Send document to supplier for upload l}
» Predefined Document Actions. [F] Transmittal Portal - Send to External for approval 19.09.2021 2208
v [ Project Settings [7] Transmittal Portal - Send to External for information 15.04.2021 13:22
al [] Transmital TS for mechanical department 27.06.2019 2215
mail.
[C] Transmittal Transmittal Slip for standard documents 11.08.2015 11:45
template.

ol Project Caonnertars.

9.4.4 Optional Features

Optionally you can add an additional field within the header information of a correspondence in

order to categorize the correspondence (e.g. invoice, notification, claim notice...).

Once this feature is activated you are also able to edit the predefined settings within your
PDA.

T) Dashboard | (0. Foider on RootLevel % | (2] DraftE-Mil -SOB/Z/00001 MoM | (13 Predefined Document Actins | (1) New Predefined Document Action
[Hsave ECiose
Name*: Contractual condtions
Type®: O Transmittal Slp.
© comment
® EMai
O Lbrary kem
O Letter
O Notice N
From:
To: —
o Bcc:
B Doclink:
Doclnk:
Subject: Contractual condiions Subject™: | Contractual conditions for...
Baf o - P OB £QRIE £of o GmbH
Cossfcaton:  sticty Confdental Ref. No.*:  SOB/Z/00001 MoM
Folder: 1.10 Project Comespondence B _ N |
Classification: Strictly Confidential
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9.5 Project Settings

For each PIRS environment several global settings define general standards used for all PIRS

projects. For some of these standards you are able to set different values.

You can, for example, manage project specific text templates (e.qg. to include a specific
standard for minutes of meetings or certain tables used in various documents or
correspondence) and print templates (e.g. for your project letter, transmittal slip or browser
printer). Furthermore you are able to manage your project mail setting.

To open your project settings and get a general overview of all existing entries open the
"Project Administration" and select "Project Settings". To see all existing project setting open
the "all" section.

If this area is empty, there have not been any project specific settings created yet, and your

project is falling back to the global settings.

= PIRS 3227 - Kuantan @~
~ Project Administration *.=| | =] Dashboard Project Settings - all *
v 5 Keywords J New Project Setfing 4" More
o Action Item
£ Contact [7] project Setting Name = Value
[“ICorrespondence ["] numberingwizard documentnumber 2
) Document Numbering [] numberingwizard documentnumbertype 3
Document ] numberingwizard supplierdocumentnumber 4
Tags u numberingwizard supplierdocumentnumberformula formattednumber &lt;!--
4 Document Controlling [{eval fields="docType_value" expression="
Folder Administration var type = ({this}.decType_value || '').substri
»» Predefined Document Actions [] numberingwizard supplierdocumentnumber processtrigger [auto]
w [ IFroject Settings [] numberingwizard supplierdocumentnumbertype 5
2l b ["] predefineddocumentaction.Internal Comment - Mechanical Depatment (new re. {"cbjectClasa™: "Comment", "forceDocumentSelectio
lr::'w”p.late. ("] predefineddocumentaction.Letter of intent {"cbjectClass”: "Letter”, "forceDocumentSelectior
jFrUJECI Conneclors || predefineddocumentaction Minutes of Meeting with customer {"cbjectClass™: "Library Item","forceDocumentSell
v Waorkflow || predefineddocumentaction.Portal - Approve supplier (ROL) documents {"cbjectClass": "Comment™, "t 028f4aT424eldad
w7 Approval Workflows "] predefineddocumentaction Portal - Reject supplier (ROL) documents {"cbjectClass™: "Comment”™, "t 028£4a7424eldag
I_ﬂ Documents with Workflow [] predefineddocumentaction.Portal - Send document to supplier for upload ["objectClass": "Transmittal”, "forcelocumentiele
E'_'_’;Aclwlty Stream || predefineddocumentaction.Portal - Send to External for approval {"ocbjectClass”: "Transmittal”, "forcelocumentield
i Adminisirative tasks || predefineddocumentaction.Portal - Send to External for information {"cbjectClass™: "Transmittal”, "forcelocumentield
g R Bin "] predefineddocumentaction Transmittal Slip for standard documents {"cbjectClass™: "Transmittal”, "to": 40285427424
u predefineddocumentaction TS for mechanical department {"objectClass™: "Tranamittal”, ":':rce)c:umen:ﬁelg
[] template correspondence pirsheader slt;style type="text/cas"sgt;
T [

As illustrated by the screenshot above, PIRS generates a new project setting for each
"Predefined Document Action" (PDA). To edit or create a PDA, please use the standard input

mask offered within the view "Predefined Document Actions" of your "Project Administration".

In order to specifically display existing text, pdf or print templates managed in your project
settings open the section "Templates".

The section "mail" listed under "Project Settings" enables you to manage your project mailbox

settings.

There are several general settings influencing e.g. whether or not within your project users can
check-in and check-out documents or how your document numbering wizards will be

displayed and which format will be used to generate the document numbers.

To open an existing project setting double click it. In the screenshot below you see the setting

that defines whether or not document check-in & check-out is activated within your project.
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¥ project Administration = |J Dashboard | Project Settings - all

w2 Keywords

| _-_,J Project Setting - checkincheckout.enabled '~

- Folder Administration
» Predefined Document Actions
w | |Project Settings
tall
1 mail.
Itemplate.
jF’roject Connectors

/ Action ltem BSa\re ﬂ Close 47 Atachment = j More
2 contact

[ Correspondence Project Setting Name™: checkincheckout.enabled
|1 Document Numbering Description:

Document
Tags Attachment:
s Document Controlling
Value: true

A project setting needs to have a specific name in order to influence the required PIRS

parameters. The value field defines how the setting will influence your PIRS parameters.

To learn more about general document settings and which parameters you can influence

within your project settings, please contact your service desk or your responsible contact at

SOBIS.

9.5.1 Create or edit Text Templates

Text Templates are available for PIRS users within all text fields of PIRS entries. Below you

see an example for inserting a Text Template in an emalil

E Save EJ Close [ Send I Delivery Options |~ Organise =

| Frem: | Adrian Kessler
To:

Cc

Bec:
Doclink:
Subject*: |Enter the subject...

Ref. No.*: SOB/<recipient>/<Number>

Body Attachments Access
FontFamily ~ FontSize - | B I U ¢ | =E=== | | (b} ||§’E 25 |'E
A% e | d | = | e |

PIRS - Select Text Template
Mit freundlichen Graften / Kind regards Text Template Name «
Library tem - Organization Chart

WO

Adrian Kessler

Minutes of Meeting
Minutes_of_Meetings

Transmittal to Customer - Documents for...
Page 1|of1 | @

Minutes of Meeting

Minutes of Meeting

body field.
i= =«
Description

E-Mail Text Template for Library tem Content
Standard Table

Minutes of Meeting Template

Table for documenting cngoing meeting

Text Template for Transmittal to Customer out of PRS

leam |

Entries 1- 11 of ~ 11 | Entries per page 80 |+

Date Date of Meeting

Participants

List of Meeting Participants

<

.

| Insert text template | |

Cancel

¥

[ | »
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In order to edit an existing Text Template double click the entry within your content grid.
Should you like to create a new Text Template, click the button "New Project Setting". An

empty new project setting will open in a new tab in PIRS.

To indicate that this new text template, you need to enter the prefix "template.text.” in front of
the title of the new template. Within the description field you can optionally enter an

explanation to the template, so users will know in which situation this template is to be used.

Next enter your text into the value field.

4 | Project Settings Project Settings - Text Templates E.} Text Template - template.text.transmittal_slip_to_MEW * 3

E Save e Close & Attachment - ‘_;’:’ More -

Text Template Name™: template.text.transmittal_slp_to_MEW

Description: Standard Text for TS to Customer
Attachment:
Value: Dear Custnme¢<gy><g£f>please find enclosed the documents for your approval. Please send

us your comments and/or approval notice until the defined required response date.<br/>

As indicated by the highlighted HTML code in the value field of the screenshot above, the

value inserted into a text template must be entered in HTML format.

Below you see a more complex example of a text template created in HTML that will create a

standard table for meetings.

(] Dashboard || (5 Project Settings * || () Project Setting - template.text.Minutes_of_Meetings *
B save € cose & Attachment - More ~

Project Setting Name™*: template.text.Minutes_of_Meetings

Description: Table for documenting ongoing meeting

Attachment:

Value: <table class="sobis-pdf-template-standard-details-table” style="font-famity: Arial, Helvetica, sans-serif; text-align: left; font-sze: 10pt; border-colapse: collapse;
border: 1px sold black; width: 100%; page-break-inside: auto;">
<tbody>

<tr style="page-break-inside: avoid; page-break-after: auto;"><th style="background-color: #dfdfdf; border: 1px solid black; padding: 10px; font-weight: bold;
page-break-inside: avoid;” width="10%">Date</th><th style="backaround-color: #dfdfdf; border: 1px solid black; padding: 10px; font-weight: bold;
page-break-inside: avoid;” width="60%">Discussed Topics</th=<th style="background-color: #dfdfdf; border: 1px solid black; padding: 10px; font-weight:
bold; page-break-inside: avoid;" width="30%">Actions / Responsble</th></tr>

«tr style="page-break-inside: avoid; page-break-after: auto;">

<td style="font-size: 10pt; verticalalign: top; border: 1px solid black; padding: 3px; page-break-inside: avoid;">&nbsp; < td=

<td style="font-size: 10pt; vertical-align: top; border: 1px solid black; padding: 3px; page-break-inside: avoid;">&nbsp;</td>

<td style="font-size: 10pt; vertical-align: top; border: 1px solid black; padding: 3px; page-break-inside: avoid;">&nbsp; </td>

<ftr>

«tr style="page-break-inside: avoid; page-break-after: auto;">

<td style="font-size: 10pt; verticalalign: top; border: 1px solid black; padding: 3px; page-break-inside: avoid;">&nbsp; < td=

<td style="font-size: 10pt; vertical-align: top; border: 1px solid black; padding: 3px; page-break-inside: avoid;">&nbsp;</td>

<td style="font-size: 10pt; vertical-align: top; border: 1px solid black; padding: 3px; page-break-inside: avoid;">&nbsp; </td>

<ftr>

«tr style="page-break-inside: avoid; page-break-after: auto;">

<td style="font-size: 10pt; verticalalign: top; border: 1px solid black; padding: 3px; page-break-inside: avoid;">&nbsp; < td=

<td style="font-size: 10pt; vertical-align: top; border: 1px solid black; padding: 3px; page-break-inside: avoid;">&nbsp;</td>

<td style="font-size: 10pt; vertical-align: top; border: 1px solid black; padding: 3px; page-break-inside: avoid;">&nbsp; </td>

<ftrs

<«fthody=

</table=

If you like to learn more on how to create your own text templates contact your service desk or

your responsible contact at SOBIS.
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9.5.2 PDF Templates

PDF templates are used to create PDF files based on a PIRS entries in order for example to
store it locally or print it. For each correspondence and document PIRS offers at least one

global PDF Template. These templates are created and maintained by your service desk.

The most important PDF Templates are those used for the creation of your Transmittal Slips
and your project Letter. Your responsible contact at SOBIS creates these templates for you

based on your requirements, either as general or project based templates.

In order to edit a PDF Template double click the respective project setting within your content

grid.

Please contact your service desk or responsible contact at SOBIS, should you need to create

a new PDF Template.

9.5.3 Project Mailbox Setting

In case a project mailbox has been set up for your project, the area "mail” will allow you to

manage its settings.

In order to learn more about the setup of your project mailbox, please contact your service

desk or your responsible contact at SOBIS.

9.6 Approval Workflows

If approval workflows are activated for your project, you will be able to create new workflows,
edit existing workflows and manage the different workflow revisions within the "Workflow"
section of your "Project Administration”. In order to learn more about how to manage your

workflows contact your service desk or your responsible contact person.

PIRS 3.1.3 - Kuantan @~ 4 Adrian Kessler ~
_’:’ Project Administration %=~ || || E] Dashboard ) Approval Workflows '*
> oof Keywords
“’“T ¥ gy Mew Approval Workflow ‘jb More ~ el
ags
> f;gDncument Controlling [ Type @ Mame « Revision
= Folder Administration E| 1 3  Approval Config for General Engineering 1
*¥) Predefined Document Actions |:| 2 0 Approval Config for General Engineering 2
> (1) Project Setti
- Wm]iﬂ etings |:| 3 0 Approval Config for General Engineering 3
4 = Workflow
= Approval Workfiows IS |:| 4 @ Approval Config for General Engineering 4
Eﬂ Documents with workflo F| s 0 Standard Approval Workflow 1
=t E| s @ Standard Approval Workflow s
» J&| Administrative Tasks

> 1l Recycle Bin

In case you don't have an approval workflow section within your "Project Administration”, it has
not been activated for your project. Should you like to use this feature, please get in touch with

your service desk or your responsible contact within SOBIS.
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9.6.1 Sequential / Parallel Workflow Configurations

Approval Workflows are a powerful solution to simplify and streamline document approval
processes.

With this feature, you can configure both sequential and parallel steps, ensuring Documents or
Events pass through the right hands efficiently.

The Workflow configuration settings can be found in the Project Administration (Note:
restricted access - for authorized users only).

Here new Approval Workflows can be created. An overview grid displaying the type, validity,
name and revision humber can be found and existing Workflows can be managed and
revised.

Under "Documents with Workflow" all Meta Documents are displayed, which are linked to
Workflows.

~ Project Administration &, =
of Keywords
Tags
¢ Document Controlling
= Folder Administration
ke Predefined Document Actions
Project Settings
uﬁ) Froject Connectors
e oo Workflow
& Approval Workflows
L,ﬂ Documents with Workflow

| Dashboard - d Approval Workflows

oy New Approval Workflow | .~ More v

L] Type @& Namea

9.6.1.1 Approval Process Definition

The Approval Workflows are structured by single Approval Configuration Items . The order is
displayed in column "Step".
Sequential Workflow ltems are on the highest order (0—1—2— ...), while Parallel Workflow

Items are subordinated (1.11.2<1.3+...).

By arranging the single Approval items, dependencies and workflows can be created which fit
to the relevant business process.
The user-friendly interface ensures a seamless experience for users, facilitating smooth

collaboration and timely document approvals.
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Each Approval Iltem can be configured to define:

e Choose Workflow responsible users / user groups

e Trigger changes of the Document or Event Status (or other fields)

e Set Due Dates for each Step to maintain accountability

e Set acceptance and rejection actions

e Initiate automated notifications to all relevant team members

Steps Reset Approval Workflow

B Mew Approval Configuration ltem

Step
1]

1

1.1
1.2
1.3
1.4
2

3

L LLKLKKK

BRI DD

Function / Group Responsible Days to complete
¥ startWorkflow &
%  Review . 5
X — R - System Planner / Coordinator EJ
b 4 — C - Welding Engineer &
X L— | - Document Controller &
b4 — | - Engineering Manager E,f
#  A-Engineering Manager 8; 2
b4 Project Manager 8; 2

9.6.2 Set Due Dates

9.6.2.1 Set Workflow Due Date

To create a new Workflow simply click the corresponding button, which will open the

configuration page.

After entering the name and workflow type (Document or Event) there are more advanced

settings available.

An important setting is the "Enable days to complete" function. Enabling this setting allows the

definition of Due Dates which can be given to different approval Steps.

|z=°] Dashboard

[=|save EJciose

Name™:
Revision:

Type™:

Description:

—| 0. Folder on RootLeve! 7 Approval Workflows " Approval Configuration Document - Workflow Due Dates

~ Morewv

Workflow Due Dates

Enabled

Enable days to complete

[] Each workflow step requires a different approver
[} Document creator may reset workflow

[_] Workflow starter may reset workflow

If this option is enabled then users are forced to set "Days to complete” for each step in

Sequential Workflow:

This document and any information or descriptive matter set out hereon are the confidential and intellectual property of SOBIS Software GmbH
and must not be disclosed, loaned, copied or used for any other purpose without the written permission of the SOBIS Software company.

S©BIS

Page 311 of 349



SOBIS | PIRS SBIS

Steps | ResetApproval Workflow

[ ¢ New Approval Configuration ltem

Step Function / Group Responsible Days to complete

0 N M START &a

1 ¥ A »  Engineering :", PIRS Approver 2 <pirs.approver2@test sobis.com=

2 A Q X Management f_‘ PIRS Approver 3 <pirs.approver3@test sobis.com=

3 Q b 4 CEQ PIRS Admin Workflow 1 =<pirs.admin workflow 1 @test sobis. com= 1

£} PIRS - Approval Configuration Item

Type @ Step O Group
Function™ Engineering l,\\,
Days to complete™:
Allow selection of respensible in document
Responsible: PIRS Approver 2 <pirs.approver2@tast sobis com> X v
or for each single step and Group in parallel Workflow:
Steps Reset Approval Workflow
L_d Mew Approval Configuration ltem
Step Function / Group Responsible Days to complete
0 ¥ 2 Function0 MAX_ACCESS_CREATE_First Project
1 A ~ x Group with sequence 1 ; 3
11 U ~ X L Function with sequence 2 for g... ) FIRS Approver 1 <pirs.approveri@test.sobis.com=, Pl...
12 ¥ ﬂ X L Function with sequence 3 forg... _ PIRS Approver 2 =pirs.approver2@test sobis.com=
2 A o~ . Group with sequence 4 ; 3
21 ¥ ﬁ A L Function with sequence 5 for g... FIRS Approver 1 =pirs.approveri@test.sobis.com=, PI...
22 Y ﬁ! PIRS - Approval Configuration ltem
2] 3
Type:
Group name™ Group with sequence 4

Days to complate®:

9.6.2.2 Overdue

If a Workflow with Due Dates is selected in a Meta Document then two additional columns are

displayed:
Attachments Details Customer & Supplier Remarks Workflow Revigions (1) Comespondence Comment =
Approval Configuration: Engineering 3-Step with Due Dates (Revision 1) A
i
| P

Funciicn Respo... Due Date Cverdue Status Date Signature

Start &

Review 6531‘-_

Approval (%._

The due dates for the workflow are calculated when the workflow is started (based on the set

Due Dates in the workflow configuration):
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Workflow - Engineering 3-Step with Due Dates (Revision 1)

ﬂ Reset Workflow
Function R... Status Date Due Date Cwerdue
Start T C7 Completed 07.08.2023 13:35
Review T2 8 12.08.2023
Approval T 14.05.2023
9.6.2.2.1 Overall Overdue and Single Step Overdue

It is important to be aware of the difference of the overall "Workflow Overdue" and the "Next

approval step Overdue”. Even if a step is overdue it does not necessary mean that the entire

workflow is overdue.

In this example one step is overdue but the overall workflow date has been given in time:

Workflow - Default - AK (Revision 1) - Due Date: 05.08.2023

i Reset Workfiow

Function Responsible

Function 0 MAX_ACCESS_CREATE_First Project

Function 1 PIRS Approver 2 <pirs.approver2@test sobis.com=

Function 2 PIRS Approver 2 =pirs approver2@test sobis com=, PIRS Approver 1 <pirs.appro.
Function 3 PIRS Approver 3 <pirs.approver3@test sobis.com=

9.7  Activity Stream

Due Date

31.07.2023
03.08.2023
05.08.2023

Overdue

Status Date
. Approved 26.07.2023 1518
Approved 03.08.2023 17:40
Approved 03.082023 17:40
. Approved 03.08.2023 17:40

Within the area "Activity Stream"” of your "Project Administration” a list of all activity entries is

displayed ordered by date.

By double clicking an entry you will open the document or correspondence it refers to.

PIRS 3.1.3 - Kuantan

= Project Administration #)[=||~|| | i Dashboard || 25 Activity Stream *
> s Keywords
= ~ More ~
Tags |j |
» g Document Controling ',: Clear Fiters Name &
= Folder Administration Adrian Kessler
») Predefined Document Action; K Deete
Adrian Kessler
I Project Settings

2 Refresh

> oo Workflow:
'-"-")Acﬁwty Stream [ 09.07.2015 15:00

> fu) Administrative Tasks 09.07.2015 15:03
4 j] Recycle Bin [C] 09.07.2015 15:04

Adrian Kessler
Adrian Kessler
Adrian Kessler

Adrian Kessler

Activity
CHECKOUT
CHECKOUT
CHECKOUT
CHECKOUT
CHECKOUT
CHECKIN

Type

Number /Ref, No. [etc,

S0B-17-105-001-ALL-C-3.
S0B-17-105-001-ALL-C-3.
S0B-17-105-001-ALL-C-3.
S0B-17-105-001-ALL-C-3.

S0B-17-105-001-ALL-C-3.

S0B-17-105-001-ALL-C-3.

Title / Subject [ etc.

Closed NCR for Failure to nstall Platform

Completed Parent Equipment Cataloging Data

ECMS System

PROCESS SWITCHES Instalation, 0&M Manual

AR RELEASE VALVE AND VACUUI BREAKER PROSAVE
AR RELEASE VALVE AND VACUUM BREAKER PROSAVE

In case you wish remove an entry within the project Activity Stream you are able to delete the

entry in question by first marking it within the grid and then selecting the "Delete" option within

the "More" button.

The deletion of an activity stream entry will not delete the document or correspondence it

refers to. Deleted activity stream entries cannot be restored within the "Project Administration".

Should you need to restore an entry please contact your service desk team or your

responsible contact within SOBIS.
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9.8 Administrative Tasks

PIRS 3.1.3 - Kuantan

_’F"" Project Administration =
» s Keywords
Tags
> @ Document Controling
=+ Folder Administration
rr) Predefined Document Actions
» | Project Settings
¢ o Workflow
=7} Activity Stream
4 | | Administrative Tasks
|“Z Refresh Meta Dunl%nents
;{3} Refresh Project Mailbox Settings
@ Refresh custom field labels
1] Recycle Bin |

Administrative Tasks are jobs that can be started manually. They include updates for meta

documents, project mailbox settings and your custom fields.

In case you are using custom fields within your project, you will have an additional project tab
within your meta documents that has been created for you by SOBIS.

Please don't initiate any refresh options before consulting your service desk or your
responsible contact at SOBIS.
9.9 Recycle Bin

According to the PIRS deletion concept described within chapter Deletion concept PIRS

entities are generally soft deleted.

Therefore, the project recycle bin allows you to recover all types of PIRS entities such as
documents, correspondence, contacts or action items. Furthermore you are also able to

reactivate deleted folders.

9.9.1 Restore deleted PIRS entity

In order to restore PIRS entities go to the "Recycle Bin" and open the view "Documents”.
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PIRS 3.1.3 - Kuantan “  Adrian Kessler
% Project Administration *|[==]| || Ez] Dashboard J_I] Recycle Bin - Documents *
’ “’“.:::;:mds s | Res%e 2 Refresh i Clear Fiters
> @Ducument Controlling [ Typ Restore 4 Title / Subject /etc.  Modified by
< Folder Administration D Restore selected document(s) |A) Turbine fiter C242
') Predefined Document Actions Bl SOB_CPM_GS-_RE_DO7 (A) Transformer A4333
’ ;'::;:i:ﬂiem”gs B SOB_CPM_GS-_RE_006 (A) Transformer Ad332
':"_;Activ'rty Stream SOB_CPM_GS-_RC_008 (A) Transformer A4331 —
. Jo) Administrative Tasks D S0B_CPM_GS-_RC_007 (A) Transformer A4330
o _,_.] Recycle Bin |:| SOB_CPM_GS-_RC_006 (A) Transformer A432%
‘1l Documents B SOB_CPM_GS-_PZ_008 (A) Transformer A4328
—g Folders 0 S0B_CPM_GS-_PZ_007 (A) Transformer A4327
=l CAD_ PN _NC N7 _NNS FAY Teannfarmar A 49090

You can now use filters in order to find the correct PIRS entity.

Select the PIRS entity you wish to recover and click the "Restore" button located in the upper
left corner of your PIRS content display. You can also restore multiple entities at once. Simply

select all PIRS entities you wish to recover before clicking the restore button.

Should you restore a document or correspondence, it will be saved within the folder it was last

stored in.

In case the original folder has been deleted as well, PIRS will give you the option to select

another folder from the list of available folders and sub-folders.

9.9.2 Restore deleted folder

To reactivate deleted folders open the "Folders" section within the "Recycle Bin". In the
content grid you will see all deleted folders. You can use filters to search for the folder you

would like to restore.

PIRS 3.1.3 - Kuantan

% Project Administration *,[=[~|| || EZ] Dashboard || g Recyde Bin - Folders X

» op Keywords o
o id S| Restors Folder | ) Refresh | Clear Fiters

Tags

> 6!:'.} Document Controlling Folder Parent Folder = § Parent Folder in Recyde Bin ?

] Folder Administration Sub-subfolder 2 Subfolder 1 Yes

vl Predefined Document Actions Sub-subfolder 1 Subfolder 1 'Yes h
» [0 Project Settings |

) ! g Subfolder 1 Parent Folder 1 Yes
¢ = Workflow
Parent Foider 1 No

=7} Activity Stream
» | Adminigtrative Tagks
4 '} Recycle Bin
‘| Documents
_g Folders
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The restore process is identical to the above described restoring of PIRS entities. You first

need to select the folder in question, then click "Restore Folder".
Unlike PIRS entities, you are only able to restore one folder at a time.

Please keep in mind that sub-folders can only be recovered if their parent folder is still

available within your project folder structure.

The column "Parent Folder" will allow you to establish directly if the folder you like to restore is
a sub-folder. If that is the case the column "Parent Folder in Recycle Bin" will inform you

whether or not the parent folder has been deleted.

Note

If a folder is deleted while documents and correspondence are still stored within the
folder, all these documents and correspondence will be deleted as well. However, when
you restore a folder which originally contained documents and correspondence, these
PIRS entities will not be recovered automatically when restoring the folder.

9.10 Set up new projects

PIRS is a project based system which offers to set up separate, individually configurable

spaces for each of your projects.

To set up a new project, you need to define the basic configurations used for your new project.
These configurations (e.g. list of contacts, companies, keywords, correspondence codes etc)

can of course be adjusted after project set up and are not set in stone.

When a new PIRS project should be created, e.g. the first one you will work with, your SOBIS
responsible will send you the PIRS project import sheet and will ask you to enter all project
specific values. You can also find a current copy of the import sheet with examples within the

Templates chapter.

Following, we will go through this sheet step by step and explain which information is required,

how you need to enter values and also at where the values refer to in PIRS.

9.10.1 How to fill out the Project Import Sheet

The first tab within the Excel file has no intimidate influence on a successful project set up. It
would however be helpful to provide our team with the project specific information, marked

within the screenshot below.
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PIRS Setup
Project Information
Project
Project Manager
Phone
a E-Mail
Il Worksheets Description
1. Folder Define the folder structure of the project
I =
2. Correspondence Codes Create correspondence codes for all invelved functions,
departments and companies
2
3. Companies All companies involved in the project
3
4. Contacts The project Address Book
14
5. Document Settings Keywords for document management
5
6. Action Item Settings Keywords for action items
3 Weleome | Folder Correspondence Codes Companies Contacts Document Settings Ac ..

9.10.1.1 Folder Tab

Within the folder tab you need to define the set up of your folder structure.
There are three things that you need to consider when entering values within the folder table:
1. Please always enter the entire folder path for each folder

2. Use the backslash (\) to separate the parent folder from the sub folders (e.g. 0600
Engineering\0600.10 Overall Engineering\0600.10.01 General)

3. You don't need to list a separate entry for the parent folders. They will be created
automatically. So when entering the sub folder value "0600 Engineering\0600.10
Overall Engineering\0600.10.01 General" a total of three folders will be created:

a. 0600 Engineering
b. 0600.10 Overall Engineering

c. 0600.10.01 General
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File Home Insert Page Layout Formulas Data Review View Help

E96 v I

AlA B C
1 Folder

2 | Please enter your folder structure. Sub Folders are separated using

3

4_ Folder
5_ 0000 Offer & Sales\0000.10 Project Handover Documentation

5_ 0000 Offer & Sales\0000.20 Scope of Supply

7_ 0000 Offer & 5ales\0000.30 Offer Calculation

8_ 0000 Offer & Sales\0D00.40 Export Control

9_ 0100 Contracty0100.10 Letter of Intent

10 0100 Contract\0100.20 Customer Contract

1 1_ 0100 Contract\0100.30 Consortial Contracts

12 0200 Project Management\0200.10 Project Organization

15'_ 0200 Project Management\0200.20 Project Plan

14T 0200 Project Management\0200.30 Project Handbook

1 5_ 0200 Project Management\0200.40 Travel Guidelines

1ET 0200 Project Management\0200.50 Minutes of Meeting (MoM)

1; 0300 Commercial\0300.10 Controlling

127 0300 Commercial\0300.20 Invoicing

1gT 0300 Commercial\0300.30 Risk Management

2()_ 0300 Commercial\0300.40 Claim Management

21_ 0300 Commercial\0300.50 Change Management

22_ 0400 Procurement & Purchasing\0400.10 Request for Quotation (RfQ)
23 0400 Procurement & Purchasing\0400.20 Supplier Contracts

24_ 0400 Procurement & Purchasing\0400.30 Purchase Orders

25_ 0400 Procurement & Purchasing\0400.40 Invoicing

ZET 0400 Procurement & Purchasing\0400.50 Minutes of Meeting (MolM)

L1 1 n 5 e = L1

3 Welcome Folder | Correspondence Codes Companies Contacts Document Settings Ac

9.10.1.2 Correspondence Codes Tab

Correspondence Codes are used to create the unique reference number when saving and/or
sending information from PIRS (e.g e-mails, transmittal slips, letter, etc.). They are usually
assigned to contacts listed within your project address book and the reference number is then

created automatically when saving or sending a correspondence.

Correspondence Codes

All Correspondence Code Categories Short Code - Long Code : Category :
Consultant DESOB S0BIS GmbH Internal

Customer ITXYZ HYZAG Customer

Government ITMEX Ministry of Electricity Government

Internal DESUP 50BIS Components Internal

IT 3ervices

Supplier
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Within the violet column you can enter different categories for your correspondence codes.
The Correspondence Code Categories can help you within the project administration to filter
sort and better manage your correspondence codes. They are not displayed within a PIRS

contact form.

Within the blue columns you need to enter the actual code values. The short code is the letter
and/or number combination used for creating the reference number. You could e.g. use two
digits for the country and then an abbreviation of the company name. The long code will help
you and other users to better identify what the short code stands for. Within the contact form

the long code will be displayed after the short code in brakes or separated by a minus symbol.

[] Dashboard | B Contacts *| & Contact - Annabell Degler KMG - KMG Limited Ltd.
" KOG - Kogler CoKG

[=]save [ Close Organise » _“More - MEW - Ministry of Electricity ...
| OUT - Outotec GmbH

First N - Annabell Contact Type: I

ret flame nnabe eI PCG - Petronas Chemicals Gr...
Last Hame™: Degler Company™: £ POY - Poyry GmbH
E-Mail: project. manager@dema. sobis.com Postal Address: F PRI~ Primeats Industries

g - ]
Short Name: ROL - Roloff Consulting SE
SAL - Salsberg Engineering Ltd

Office Phone: +49 621 1228 56 05 STE - SIEMENS AG
Mabile: +49 621 1228 5605 Country: €508 - SOBIS Software GmbH
Fax number: +49 621 1228 5695 Default Corr. Code: | SOB - SOBIS Software GmbHEEES

Public Certificate:

Signature | MNotes | Member of Contact Groups

-

(19

(o RE RN

év‘?_}v;z,y;_? ™ g | Hrm

Ak
I

Font Family ~ * Font Size - B I U s EE

Mit freundlichen Grifken / Kind regards

|
Project Manager

When entering values for the Code Category, please make sure that you only pick values that

you have also listed within the violet column (All Correspondence Code Categories)!

9.10.1.3 Companies Tab

Within this tab you need to list all companies involved within the project. Alternatively, you can
of course also list all companies maintained within your central address book. Generally, we

would recommend to go for a shorter list, since it is more user friendly.

To import a company entry successful, you only need to enter values for the column "Name",
"Code" and "Type". The column code refers to the correspondence code. Please make sure

that you only enter values that you have already listed within the correspondence code tab.

Companies

[Explanation of...]

Name [1] Code -] Type g Website [-] Notes
| [tour company name [YOUR comPAY CODE Internal www.yourwebside.com

50BIS software GmbH DESOB supplier hitp:/ fwm sobis.de S0BIS Software is a leading Provider of Software Solutions for Projects

Don't forget to list your own company.
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9.10.14 Contacts Tab

The only mandatory information that you need to provide for each contact listed within the

contact table are:

First Name

e Last Name

e E-mail

e Contact Type

e Correspondence Code

Please be aware that the values for Contact Types need to be defined within the violet column
"Contact Type Categories". If you enter a contact type value that is not listed within "Contact

Type Categories" the project import will not be possible.

Contacts
[Explanation of..]

Contact Type Categories B R Last Name BRI Ewail_______Kd Snort Name [0 Rl woiie Kl Fai_ad Comtact Type Kd b sadress _|d Coumtry K Defourt Correspondence K2
annabell degler@sobis.com 1T Servi

=
Annabell  Degler +89621 12285605  +49 176 63022019 Senvices SOBIS Softwar SOBIS Software Germany  DESOB

The values entered as default correspondence code must also always be listed within the

correspondence code tab described above.

9.10.1.5 Document Settings Tab

There are a lot of options within the PIRS document to enter and maintain meta information.
This aims to allow you, the users and the managers to better find information, stay on track

and be able to better analyze project performance.

Within the tab document settings all available meta data fields are listed. You might not need
all of them or only at a later point of the project. At this point, we also want to remind you that it
is also possible to hide certain document meta data tabs (e.g. customer & supplier information
tab) within your project.

However, it is necessary to enter values for all mandatory fields (all document header fields)
and we recommend to take a look at the position of each field within your PIRS document (or
transmittal slip) to evaluate whether or not you need to maintain information here and if so,
what values you would like to provide. Take a look at the following screenshots to get a better

understanding.
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Document Settings

[T [T — Ce——"

A Calculation Approved IN AD Code 1 DE
B Drawing s built IN AL Code 2 EN
c Map cancelled IN A2 Code 3 FR
o Offer Draft IN A3 Code 4 sP
E Order For Construction IN A

F Progress Report | Redmarked

G specification 4 Waiting for approval |

H

1

Keywords from PIRS
document header

[T - [— systems [ Transmittal Slip Actions

Reference 1
Reference 2
Reference 3

L Reference &

Keywords from the "Details"” tab

L Quality For Review

Engineering |For Approval Class 1 - For approval
1&C [For Construction Class 2 - For information

Mechanical ffFor Information

S 1

Keyword for
the TS

Customer Categories |l Customer Revisions [d |
¥

As mentioned above, values need to be provided for the mandatory fields listed within the

document header (Revision, Document Types, Document Status).

The fields Document Format, Application Code, Languages, References and Systems are all

listed within the "Details" tab within the PIRS document.

[=] Dashboard Document - SOB-17-105-001-ALL-C-310V70 - D *

[=)5ave [J Close {)Distribution List + |- Organise - _/"More »

Title™: Staircase Cooling Tower Layout

Doc Number®: S0B-17-105-001-ALL-C-310V70 N
valid: @ Yes O No

Status™: A.1.2 Waiting for submission from supplier o

Attachments (3) ‘ Details | Customer & Supplier | Remarks | Workflow

Issue Date: 3
Total Pages:

Format: AutoCAD file A
Language: DE N
Application Code: v
Notes:

Revision™:
Folder=:

Type™:

Revisions (4)

System:
Reference:
WBES:
Activity ID:
Producer:
Responsible:

Owner:

D v
0600.21 Supplier Roloff b
Drawing / Zeichnung ~

Correspondence (2) | Posts | Access

Mechanical >

Application Code, System and Reference can be used to maintain internal meta information

that you have been working with already. In case you would like to change label names to

make it easier on you users to work with PIRS and better recognize your traditional work

process, please contact your PIRS responsible.

The following screenshot shows you the keyword lists offered within the Customer & Supplier

tab.

Document Settings

S©BIS

'
=
Engineering  For Approval Class 1 - For approval Approved Class 1 f | Approved
18C For Construction Class 2 - For ir\formatioru;z Approved with comments |Class 2 "z iApprnved with comments
Mechanical | For Information = Rejected ":\ |Rejectad
L, Quality JFor Review :'4 T i
: 5 :
—i Keywords for Customer & Supplier tab H
1
— i
\ H : v
}
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Besides different document numbers, you are able to maintain different values on customer or

supplier related document categories, status, and revisions.

[=]save [EJ Close {JDistribution List + | - Organise = _/“More =

Title®: Staircase Cooling Tower Layout

Doc Number™: SOB-17-105-001-ALL-C-310V70 v Revision™: D 7
Valid: ® Yes O No Folder™: 0600.21 Supplier Roloff v
Status™: A.1.2 Waiting for submission from supplier v Type™: Drawing / Zeichnung =

Attachments (3) | Detals | Customer & Supplier | Remarks | Workflow | Revisions (4) | Correspondence (2) | Posts | Access

Customer: Ministry of Electricity & Water o Supplier: Roloff Consulting SE v
Doc Number: v Doc Number:

Revision: e Revision: R
Status: ¥ Status: bt
Category: o Category: hd
Scheduled Submission Date: |24.11.2021 | Scheduled Submission Date: 04.10.2021 3
Penalty: O Yes O No Penalty: @ Yes ) No

Notes: Notes:

Generally, you can always enter a minus symbols within the list of values and develop or
adjust the setting after project set up, if needed.
9.10.1.6 Action Item Settings Tab

Action Items allow PIRS users to set reminders, manage tasks for themselves as well as for

their team members and follow up on open issues or create punch lists.

Within the import sheet you can set values to define the priority of an Action Item, assign a
category and manage status settings.

Action ltem Settings

Category B priority [ status K]

Follow Up A- High Open
Correspondence Control |B- Medium In Progress
Task ,C-High , Closed
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Following screenshot will illustrate where the values will be displayed within the Action Item.

All Correspondence [ Dashboard | A Al Action Ttems '/ Action Item - AIDO04D *

__| All Documents . N
Esava 3 Close «)Distribution List » |- Organise » " More +
T Favourite Folders

(7] Views | From: Annabell Degler
1My Correspondence Number: AI00040
(& My Documents Subject*: Add drawing as DWG file
+ Wy Action ltems
=My workflow documents Responsible: Adrian Kessler <project.manager2@demo.sobis.com> ¥ v
() My approval required TratedE v
" All Action ltems
~ Filters Category: Task % X v
, Search within project d
o Recycle Bin Priority: v Status™: Open 7
Start date: 19.01.2021 0 Completion Date: 0
Due Date: 22.01.2021 4 Reminder Date: |

Description | Attachments | Links (2) | Posts | Access
on A2 = L
| Personal Mailbox LR RN =R
by . | ) 87
= Project Matbox A-¥-| =} (3 &2 |
(4 Controling 2nd Reporting

Font Family = Font Size - B I U s EE

EE

9.10.1.7 Tag Labels Tab

Tags can be set for all PIRS documents and correspondence entries. They offer an additional

set of keywords that can help categories, manage and filter information.

Tag Labels

name ]
Claim

Delay

Pump
Workflow
Customer
Internal
Critical
External

-] Dashboard | [[7] All Documents '*

L-;Ne\n\r Document QDistribution List = = QOrganise ﬁﬁv ._/"u:’rdore -

[[]' created = Title ¢ Favourites b} Revision &  DocMi
L U UOae | s T oun Ay s U IRTEN
V| 15042021 14:58 Staircase left Tower Tags C & 50B_¢
|:| 08.04.202117:31 \Vertrag 7855 i A & \Vertrag
[] 08.04202117:19 Metzwerkplan Sektor B ¥ New Action ltem \ &  AKBZ-
[7] 08.04202117:19 Metzwerkplan Sektor C ® 47 A AKBZ-
V| 08.04202117:19 Gas Turbine Drawing ® ur A AKBZ-
|:| 08.04.202117:19 Gas Turbine Drawing @ g A AKBZ-
[] 08.04202117:19 Outline Coolig Tower ® 47 A AKBZ-
I V| 08.04202117:19 Overall Plan Mechanical ® 7 A AKBZ-
|:| 08.04.202117:19  Mechanical Work Packages ® 7 A AKBZ-
[] 08.04.202117:19 Mechanical - Discipline Progr... L ] g A AKBZ-
|:| 08.04.202117:19 Fire Fighting System- Method ... & 7 A AKBZ-
[7] 08.04202117:19 Surge Vessel Nozzle Supplier... ® 7 A AKBZ-
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The assigning of tags is a rather simple process. The list can be edited any time within the

project administration.

3420211731 \ertrag 7855 A Vertrag 76576457
14,202 PIRS - Add / Remove Tags X A1
24202 -1
14202  Mote: Select only tags from the list. =t
[ Tags not in the list will be autematically remaoved. :
14,202 -1
24202 il A-14
14.202 v A8
14202 Clam =t
14202 | Cost Control -1
142021 17 Electrical JE-IG-AA-11
14.2021 17 Mechanical IB-M G-AA-TI
14.2021 17 Project Management - general

14.202117 Qualtiy Management JE-MG-AA-11
14202117 Training IB-MG-AA-11

AKB

I

14 2021 1719 Mechanical - Discioline Proar...

Please don't hesitate to contact our service desk or you SOBIS responsible if you need any

assistance.

Also, in case you have an existing PIRS project that you would like to use as a base to create
a new project, let us know. We can use existing projects to transfer setting into a new project.

In this case, you are not required to fill out the import sheet from scratch.

10 Release Notes

In this chapter you will find a list of release notes that will be maintained and adjusted with

every new release and that will give you the opportunity to follow PIRS newest features.

Regard slide in overview presentation listed above

PIRS Release New feature / Short Description Link to Chapter in this
Component Guide
3.68 Presentation PIRS Highlights 3.68
Overview
Event Use working days for
Estimated Delay in Event(s)
Notifications New options for summary
notification
3.67 Presentation PIRS Highlights 3.67
Overview
Predefined e Allow working days for
Document Actions Transmittals created
via PDA
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PIRS Release New feature /
Component

3.66 Presentation

Overview

Workflow

Interfaces

3.65 Presentation

Overview

Workflow

Address Book

Others

3.63 Presentation

Overview

Workflow

Document

Correspondence

3.62 Presentation

Overview

Workflow

Short Description Link to Chapter in this

Guide

¢ Allow working days for
Notices created via
PDA

e Allow working days for
Action Items created
via PDA

PIRS Highlights 3.66

Define working days for
workflow due date calculation

Allow syncronisation of
additional fields with Active
Directory

PIRS Highlights 3.65

Allow administrators to add
responsibles to pending
workflow

Introduction of new job title
field in Contacts

Add customer and Supplier
Status to Query & Response
Dialog

PIRS Highlights 3.63

Define project time zone for
overdue flag and auto
completion

New number option allows
direct input also for auto
number fields

Identify recipients copied from
correspondence history

PIRS Highlight 3.62

Implementation of a mail
reminder that notifies
responsible(s) about pending
workflow steps
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SOBIS | PIRS

PIRS Release New feature /

3.61

3.60

3.59

3.58

Component

Document

File Viewer

Presentation
Overview

Document

Controlling

File Viewer

Presentation

Overview

Workflow

Event

Action Items

Presentation
Overview

Workflow

General

API

Presentation
Overview

Document Import

Short Description Link to Chapter in this

Guide

New options to generate the
document number

Minor File Viewer Upgrade with
Ul improvements

PIRS Highlights 3.61

Use field values from
Document in Reply or Forward
of a Transmittal

Show user name in File Viewer
Annotations

PIRS Highlights 3.60

Workflow due dates - Auto
complete when overdue

Implement optional category to
manage costs for Events

Show link button in Action
Iltems

PIRS Highlights 3.59

e Introduction of Set Due Dates

workflow due date

o Workflow due dates
are displayed in grids
and exports

e Administration of due
days in workflow
configuration

Added Chinese Date and Time
notation format

Enhance REST API to get all
companies of a project

PIRS Highlights 3.58

The document import has been
extended by a new option to
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SOBIS | PIRS

PIRS Release New feature /

Component

Transmittal

3.57 Presentation
Overview

Export

General

3.56 Presentation
Overview

General

3.55 Presentation
Overview

General

S©BIS

Short Description Link to Chapter in this
Guide

e Create new documents
based on a file name

e Upload files into
document based on file
name

Set Document Status as
default value in Transmittal Slip
Actions

PIRS Highlights 3.57

Document Excel Export
provides a link to valid
document revision

e Improved labels in
French language

e Increase the number of
characters in the WBS
field of Documents

e Define tab order in
Action ltems

e Show CRS status and
CRS responsible in
Document grids

PIRS Highlights 3.56

e Add required response
date for linked Event(s)
in a Notice

e Improve bulk change
validation for multi
value fields

PIRS Highlights 3.55

o New workflow option
for document
distribution

e New optional column
Application Code in TS
Actions

e Show CC fields in mail
preview
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SOBIS | PIRS

PIRS Release New feature /

3.54

3.53

3.52

3.51

3.50

Component

Presentation
Overview

General

Presentation
Overview

General

Presentation
Overview

Portal

Presentation
Overview

Document
Numbering

General

Presentation
Overview

Bulk Changes

Documents

Short Description

PIRS Highlights 3.54

e Send & Receive
custom fields for
Correspondences

e Usage of Bookmarks in
Text templates

e Allow customization of
Digital stamps

e Automatism to map
users with contacts

PIRS Highlights 3.53

e Show Action Items in
Recently Viewed

e Enable sorting of
Comment Review
Sheet column grids

PIRS Highlights 3.52

Provide Reply and Forward link
to Portal users

PIRS Highlights 3.51

e Generate global
document numbers

e Enhance history for
auto generated
document numbers

Remove Doclink in Forward
and Reply History

PIRS Highlights 3.50

Provide append and remove
operations for multi value fields

Transfer Tags to new Revision
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SOBIS | PIRS

PIRS Release New feature /
Component

General

3.47 Presentation

Overview

Workflow

Rich Text Editor

General

3.45 Presentation

Overview

Predefined Action

General Ul

Filing

Document Import

File Viewer

3.44 Presentation

Overview

Document Import

Short Description Link to Chapter in this

Guide

Add history entry in Contact
when modification was done by
sync job

PIRS Highlights 3.47

List additional recipients in
copy of workflow notifications

Update of integrated Rich Text
Editor to provide following
improvements:

e Show different colors
for text and
background

e Indicator of current
color selection

e Set default background
color to yellow

e Provide option to set
default colors

Update Reference Number
with default correspondence
code also when recipients in
To field are removed

PIRS Highlights 3.45

Reply and Forward with
predefined Document Actions

Possibility to optimize/reduce
Forward & Reply Button Menu

Filing of Draft E-Mails possible

Inherit fields from previous
revisions in documents
received from Portal

New style options

PIRS Highlights 3.44

Inherit fields from previous
revisions in imported
documents
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SOBIS | PIRS

PIRS Release New feature /
Component

Filing
File Viewer

APl Improvement

3.43 Presentation

Overview

General Ul

File management

3.42 Presentation

Overview
Search
Filter

Duplicate check

General
Improvements

Short Description Link to Chapter in this

Guide

Define display mode for mails
filed via drag&drop or wizard

New annotations to insert and
to replace text

Synchronize contacts with MS
Graph API

PIRS Highlights 3.43

Highlight number of entries that
can be imported

Define default names for:
¢ Rename

e Create and Re-attach

PIRS Highlights 3.42

Improve field search (finds any
match)

New filter for correspondence
thread

Check for duplicate e-mail
addresses

e Autofiling > Improved
handling of duplicate
contacts

e File Viewer > Silent
"check out / check in"
of a file annoated in
File Viewer

e Portal > Store new
revision in parent folder
also if previous revision
is not available in
portal

e Correspondence >
From field allows
selection of internal
users only

e  Security > Prevent
opening PIRS if
browser is outdated
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SOBIS | PIRS

PIRS Release New feature /
Component

3.40 Presentation

Overview

General Ul

File Viewer

3.39 Presentation

Overview

Document Import

Correspondence

Action Items

Ul improvements

3.38 Presentation

Overview

Workflow

File Viewer

Short Description

Link to Chapter in this
Guide

PIRS Highlights 3.40

Show preview panel on
the right side

New view showing all
the user's approved
documents

Process multiple
annotations /
comments

Group annotations /
comments

PIRS Highlights 3.39

New option that allows users to
link imported Documents to
Action Items

Warn user if correspondence
size exceeds allowed limit

Define templates (PDA) for
Action Items

New option to add
Contacts to Contact
Groups

Improve scrolling

New widgets and view
for Events

PIRS Highlights 3.38

Workflow, Approval
Workflows

Design parallel
workflow(s)

Combine sequential
and parallel workflow
steps

Improved workflow
notification

New Arc Shape Tool PIRS File Viewer

New Line Style Options

Improved filter dialog
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SOBIS | PIRS SQ BIS

PIRS Release New feature / Short Description Link to Chapter in this
Component Guide
General Improved e-mail notification for Please contact your
Posts service desk for further
information
3.37 Presentation PIRS Highlights 3.37
Overview
Ul improvements e Added Type and Workflow

Status as optional
columns to Revisions
grid

Create new document

¢ New attachment
column in workflow

grids
Mobile Ul New grid to show "My Action  Please contact your
ltems” service desk for further
information.
3.35 Presentation PIRS Highlights 3.35
Overview
Correspondence Attach cover page to Submit documents -
Transmittals and Comments Transmittal Sli
Documents e Provide link to valid Create new revision
document revision
e Improve visibility of the
valid documents
column
e Use default document
status in new revisions
Tags Tags are tracked in the log Document log
history of Correspondence,
Documents and Action Items
3.34 Presentation PIRS Highlights 3.34
Overview
File Viewer Measurement tool in File PIRS File Viewer
Viewer
Improve Exports e Export formated text  Create file from template
and pictures to MS .
Word or MS Excel Export grid to MS Excel
templates
e Include Tags to Action
Item export
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SOBIS | PIRS

PIRS Release New feature /
Component

3.33 Presentation

Overview

Ul Improvements

Address Book

3.32 Presentation

Overview

File Viewer

General
Improvements

Interfaces

Presentation
Overview

3.31

New Features

Ul Improvements

File Viewer

Presentation
Overview

3.30

Short Description

PIRS Highlights 3.33

e  Optimize display of
Predefined Document
Actions

e Tags in Action Items

e Provide option to
validate contact group
names

e Provide option to
prohibit creation of new
companies

PIRS Highlights 3.32

e Hide all comments in
viewer

¢ Improve handling of
stamps

e Clear document status
for new revision

e Provide option to
disable
correspondence type
"Comment"

Support of Client Credentials
Flow

PIRS Highlights 3.31

e New External Link tab
(optional)

e New Image Viewer

Optimize color selection in
Editor

New options to extend access
permission

PIRS Highlights 3.30

Link to Chapter in this
Guide

Predefined Document
Actions

Tags

Create a new Contact
Group

Add a new Company

PIRS File Viewer

Create new revision

Correspondence &
Documents & Events

Create an internal or file
external comments

Please get in touch with
your Service Desk for
further information

External Link Tab
Image Viewer

Rich Text Editor

Please get in touch with
your Service Desk for
further information
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SOBIS | PIRS

PIRS Release New feature /
Component

Ul Improvements

Notifications

Interfaces

3.29 Presentation
Overview
General
improvements

3.28 Presentation

Overview

New Rich Text
Editor

Enhance Create
File from
Template

Short Description

Link to Chapter in this
Guide

e Display context specific User Preferences and

menu items only

e Define editor
preferences in your
personal settings

o New validation for
Document Import via

zip

e New option to use
PIRS without folders

¢ New options to
enhance project
navigator

e Hide version info in
header

Added further recipients to
Post notifications

Synchronize Users and User
Groups via MS Azure AD

PIRS Highlights 3.29

e Allow sorting of
members in Contact
Groups

e Remove "File is used"
flag if (draft)
Transmittal is deleted

e Hide FTP Document
Import

PIRS Highlights 3.28

e Modernized Rich Text
Editor

e Additional formatting
options

e Toolbar fits seamlessly

into PIRS

This feature is now also

available in Correspondence

Set-up
User Interface and
Navigation

Import Documents
PIRS Folder Structure

Posts

Please contact your PIRS
responsible or your
SOBIS Service Desk for
more information.

Create a new Contact
Group

Import Documents

Rich Text Editor

Create file from template
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SOBIS | PIRS

PIRS Release New feature /

3.27

3.26

Component

Enhance Mobile
Ul

File Viewer
Improvement

Presentation
Overview

Enhance access
concept

Enhance
notification
feature

Ul improvements

Layout
improvements

Interface

Presentation
Overview

General
improvements

Short Description

Display Action Items in Mobile
ul

File Viewer opens in "read-

only" if underlying Document is

checked out by someone else

PIRS Highlights 3.27

Provide additional access roles

to enhance privileges for team
members

Send summary list of Action
Items (daily, weekly or
monthly)

e paste multiple e-mail
addresses at once
within contact group
settings

e copy folder fullname

e add saved filter as
bookmark in browser

e classification flag in
Predefined Document
Action

Improve visibility and scalability

of buttons and menu items

Several small enhancements
on the existing APIs

PIRS Highlights 3.26

e Enhance Document
Log History

e Copy linked "Action

Items" to new Revision

o Disable default switch
of Correspondence
Codes in Replies

Link to Chapter in this
Guide

Please contact your
SOBIS Service Desk for
further information

PIRS File Viewer

Please contact your
SOBIS Service Desk for
further information

Please contact your
SOBIS Service Desk to
enable this feature

Create a new Contact
Group

Filter data

Manage Predefined
Document Actions

Please regard the
presentation and contact
your SOBIS Service Desk
for further information

Please regard the
presentation and contact
your SOBIS Service Desk
for further information

Document log
Action ltems
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SOBIS | PIRS SQ BIS

PIRS Release New feature / Short Description Link to Chapter in this
Component Guide

3.25 Presentation PIRS Highlights 3.25
Overview
Ul improvements e Duplicate check for File via Drag & Drop

drag & drop filing Personal Mailbox

e Load all folder levels
from Office365 mail
box by default

Reports e Provided a new option Please contact your
that allows users to SOBIS Service Desk for
open always the valid further information
revision of a Document
via link

3.24 Presentation PIRS Highlights 3.24
Overview

Check in / Check New view "My checked Check-out & check-in
out out documents"

e Check in and check
out multiple documents

in one step
New File Viewer e Free Hand Highlight ~ PIRS File Viewer
Features tool

e Rotate stamps or
pictures

e Sort comments by
color

¢ Show company stamps
only and hide default

stamps
Ul improvements e Introduce search Search documents with
history full-text search
e Define default Ul Customize your project

settings for new users dashboard

e Improved used icon set

3.23 Presentation PIRS Highlights 3.23
Overview
Correspondence e Optional follow up tab Correspondence Follow
Follow Up available for Up
Correspondence
(customizable on
demand)
Correspondence ¢ Added To, Cc, Bcc and Customize a grid
Grids Doclink columns to
grids
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SOBIS | PIRS

PIRS Release New feature /
Component

New File Viewer
Features

Ul Improvements

Excel Export

3.22 Presentation
Overview

Correspondence

Ul improvements

Auto Filing

Action Items

Reporting

Short Description Link to Chapter in this

Guide

Use custom dynamic  PIRS File Viewer
project stamps in File
Viewer

Save personal
signatures

Create Action Iltems in Action Iltems

full mode Workflow

New prompt when filing y;5n40e Predefined

a Transmittal or Document Actions
Comment

Display time stamp in
approval steps

Add filter for PDA in
project administration

Added new columns to Export grid to MS Excel
correspondence export

(To, CC, BCC,

DoclLink, Tags, and

more)

PIRS Highlights 3.22

Create File via Drag & Drop
correspondence thread -

in PIRS if mail is filed 2Uofilin
automatically or via

drag&drop

Show All Action Items  Project Views

in main navigator
9 User Interface and

Remove some icons in Navigation
Transmittal Slips to
clean up user interface

Remove additional
download button to
clean up user interface

Send notification when Autofiling
a mail has

automatically been

filed into PIRS

Correspondence and  Action Items
Documents contain

new option to link (or to

unlink) Action Items

Display charts, pivot ~ Reports based on
tables and others templates

Integration of company
specific Excel
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SOBIS | PIRS

PIRS Release New feature /

3.21

3.20

Short Description
Component

templates and macros
possible

Presentation PIRS Highlights 3.21

Overview

Improve file .
handling

Download only
submitted files of
selected documents in
Transmittal when using
the "Download
attachments" option
within the TS

e Allow non-admin users
to remove files from
Document as long as
the file has not been
submitted

e PIRS:Portal — Auto

check for duplicate files

in Documents

Ul improvements ¢ New View and a new
Widget to display all
pending workflow

documents

New option for .
PDA

In the Predefined
Document Action
(PDA) it is possible to
define a default From

Presentation PIRS Highlights 3.20

Overview

Support of OAuth .
2.0

Allows a seamless
integration of PIRS in
the environment of
your organization

e Allows access to your
mailfile independent of
selected verification
method

Auto clean up of
Replies

Automatic removal of
multiple RE/FW (or
similar) entries in
correspondence
subject

e Can be activated
optionally

Ul improvements e Display of "New

Correspondence" and

Link to Chapter in this
Guide

Receive/Access
Transmittal Slips

Read Mode vs Edit Mode

Workflow

Manage Predefined
Document Actions

To learn more about
OAuth protocol and how it
can be introduced in your
company please contact
the PIRS service desk.
Additional information can
also be found here.

Please contact the PIRS
service desk for more
information.

Submit documents -
Transmittal Slip
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SOBIS | PIRS SQ BIS

PIRS Release New feature / Short Description Link to Chapter in this
Component Guide
"File From" buttons in  Create an internal or file
Document external comments
3.19 Presentation PIRS Highlights 3.19
Overview
Ul improvements e Cleaned up attachment User Interface and
table in read mode Navigation
e Display all entries in
project navigator
collapsed
Enhance filter e New filter to search for Filter data
options blank values

Use text templates

¢ Implement filter option
for text templates

Enhance options Introduce Bulk Create & Edit Contacts
for bulk actions Changes for Contacts Workflow & PIRS

e Define visibility of bulk Symbolleisten
workflow approval

options
3.18 Presentation PIRS Highlights 3.18
Overview
Faster filing of e Drag and drop mails  File via Drag & Drop
emails (via drag directly to a folder Personal Mailbox
and drop) oL .
e Skip final Preview
Window in Filing
Wizard
Improved e Show "All User Interface and
navigation Correspondence” and Navigation
AII. Documgnts gnd PIRS Views
mail boxes in main I
navigation
e Cleared up view
entries
e Navigator and views
can be customized
Define sort order e Choose the order your Contact your PM for more
for selection fields keywords are information and
displayed in for all assistance on setting up
selection fields the desired orders.
e e.g. define the order of
values displayed within
the status field
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PIRS Release New feature /
Component

Improved new
Revision option

Access all files of
linked items within
Action Item

Improved sending
process for TS

Privacy
statements
available

3.17 Presentation
Overview

Workflow Bulk
Processing

New workflow
configuration
options

Short Description Link to Chapter in this
Guide

e Create new revision Create new revision
directly within a
document

e Show and access Action Items
attachments of linked
PIRS items e.g.
correspondence &
documents within cross

references
e Display links to Submit documents -
documents with Transmittal Slip

missing approvals

e To allow direct removal
or corrective action for
respective document(s)
without extensive
investigation

e Allow privacy or other Help & Privacy
statements on start Statements

page

PIRS Highlights 3.17

e Assign Workflow
e Start
e Approve / Decline

e Reset

e Each workflow step Please contact your
requires a different Service Desk for
approver additional information

e Document creator my
reset workflow

o  Workflow starter my
reset workflow

New sort options  Allow sorting of check in /

File Viewer
Improvements

3.16 Presentation
Overview

check out column in document
grids

e Improved Ul PIRS File Viewer

e Dynamic Stamps

PIRS Highlights 3.16
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PIRS Release New feature / Short Description Link to Chapter in this
Component Guide
Improved Auto e Define rules for auto Please contact your
Filing filing Service Desk for

i additional information
e Define code / company

mapping definitions

¢ Avoid auto creation of
correspondence code /

company
File Viewer e Full support of IE11 PIRS File Viewer
Improvements browser

¢ Display theme
preferences within File

Viewer
3.15 Presentation PIRS Highlights 3.15
Overview
File Viewer New File Viewer User Interface PIRS File Viewer
with many new features
3.14 Presentation PIRS Highlights 3.14
Overview

REST API for Support of MS Graph REST Please contact your
Office365 API for Office365 service desk for further

. - i information
Project visibility ~ Global Scope for Projects

Display of fields in Hide Customer or Supplier
Document details in Documents

Display of tabs in Customize the tab order in
Document Documents

Extend mobile Ul Approve/Reject Documents in

PIRS mobile Ul
3.13 Technical Bugfixes, Performance, Please contact your
Release Security, Support of additional service desk for further
fonts in PDF information
3.12 Presentation PIRS Highlights 3.12

Overview

COMOS Interface Automated import of COMOS  Interfaces with CAD, PDM
meta data and files based on  or ERP systems

xml
Please also contact your
service desk for further
information
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PIRS Release New feature / Short Description Link to Chapter in this
Component Guide

3.11 Presentation PIRS Highlights 3.11
Overview
New options for ~ Compute the document Create new document
document number based on any meta
numbering data

Keep Downloads Keep all downloads in ,Files in PIRS Downloads
Progress” window

3.10 Presentation PIRS Highlights 3.10
Overview
Zip upload Enable the upload of all Import Documents with

document files via zip file. FTP attachments
server is not needed anymore.

3.9 Presentation PIRS Highlights 3.9
Overview
Implement Create Comment Review Comment Review Sheet

Comment Review Sheet for any Document in (CRS)
Sheet in Portal PIRS:Portal.

Transfer your Comment
Review Sheet ltems to
PIRS:Portal and vice versa.

Share and track feedback to
Documents with all project

partners.
New Option for ~ Predefined Action is available Predefined Document
Predefined Action also for Library Items. Actions
3.8 Presentation PIRS Highlights 3.8
Overview
Layout of the Redesigned the layout of the  Create new document
Document header Document header. Display all
field labels.

New option for Predefined Action is available Create and send a letter
Predefined Action also for Letters.

Easier organizing Mark multiple items as Favorite PIRS Tool Bar Actions

in one step. Tag several items Organise
in one step.

Create a new Action Item for
several Documents or
Correspondence in one step.

New view "My Correspondence > Send  Project Views
(Distribution List)" shows all
notifications send via
Distribution List
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PIRS Release New feature /

3.7

3.6

3.5

Component

Define default
display of
sections

Presentation
Overview

Introduce
Comment Review
Sheet

Presentation
Overview

Import contacts

Improve
notification of
Action Items

Improve the mail
box search

Presentation
Overview

Short Description

In the user settings you can
define that PIRS keeps the
display of the sections.

PIRS Highlights 3.7

Review documents internally
before sending them to
partners

Share comments between all
parties

Follow up the whole
commenting process

Give feedback to documents in

a uniform way

Perform exhaustive
commenting within PIRS
(centralized)

PIRS Highlights 3.6

Import contacts into the
address book via MS Excel

Inform responsible or other
users if Action Item is created

Ignore quotes and asterisk in
mailbox searches

PIRS Highlights 3.5

Move recipients of Move recipients of a
a correspondence correspondence easily

Customizable
new button

Additional sort
options

between TO/CC/BCC/Doclink
via mouse click

Define preferences for news
buttons in personal settings

Allow sorting within grids of
correspondence in read mode
of a document

Link to Chapter in this
Guide

User Preferences and
Set-up

Comment Review Sheet

(CRS)

Import Contacts based on
Excel Sheet

Action ltems

Search documents with
full-text search

Use Full Text Search
within Mailbox Views

Create and send an email

User Preferences and
Set-up

Read Mode vs Edit Mode
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PIRS Release New feature /
Component

Optimize Actions

Additional tab
information

Add Send By field

to Thread

Improve the
display of sent
documents

Display of delete

button

Predefined

Document Actions
(Default Values)

Smart pre-

selection when

Filing

Enable context
menu in navigator

views

Predefined

Document Actions

(Display)

34 Presentation

Overview

Improve page
navigation

Bulk Changes for

Action Items

Additional filter in

administration

Improve
Predefined

Document Actions

New filter

Short Description

Allow execution of documents
actions within a Transmittal or
Comment

Show number of available
entries in every tab

In addition to the From field we

also display the Send By field
in correspondence
thread/timeline

Improve the display of sent
document files in Transmittals
and Comments

The delete button will be visible

for a single record to facilitate

Predefined Document Actions

Link to Chapter in this
Guide

Submit documents -
Transmittal Sli

Regard respective slide in
overview presentation
listed above

Regard respective slide in
overview presentation
listed above

Regard respective slide in
overview presentation
listed above

Deletion concept

Predefined Document

will support now default values Actions

(if no other value has been
defined)

Smart pre-selection of default
correspondence types during
filing helps to avoid mistakes

Display additional menu
options if you click the right
mouse button in navigation

Open Predefined Document
Action directly from Meta
Document

PIRS Highlights 3.4

Show number of selected

records within page navigation

Modify multiple Action ltems in

one step via Bulk Changes

Allow to set filter in
Correspondence Code
administration

Use definition of Predefined
Document Actions also if
documents are added
afterwards

A new "Select All" option in
column filter to allow easier
and faster selections

Personal Mailbox , Create
a Comment using a sent

Transmittal Sli

Customize your project
dashboard

Predefined Document
Actions

Regard respective slide in
overview presentation
listed above

Action ltems

Correspondence
Keywords

Predefined Document
Actions

Regard respective slide in
overview presentation
listed above
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PIRS Release New feature /
Component

Computed
numbers

Improve file
upload

Enhance Create

File from
Template

New API for
Action Items

SSO /FIMS

3.3 Overview

Check for mail
duplicates

"Expand all" /
"Collapse all"

Recently viewed

Date Filter in
Mailbox View

Edit recipients of

groups

"My Action Items"

view on global
dashboard

Short Description

Allow Customer- and Supplier
Document Number to be
generated automatically by
external systems.

Files can be dropped almost

anywhere to upload. The "Drop

files here to upload..." section
is not required anymore.

Additional search wizard allows
to generate template based on

found documents.

Allow creation of Action Items
via API.

Single Sign On via Federated
Identity Management Service.

PIRS 3.3 Highlights

PIRS filing wizard checks
whether or not an email has
already been filed

"Expand all* and "Collapse all"

function is available within
Documents and
Correspondence

A new view shows all recently
viewed documents and
correspondences for easy and
quick access

Set a time frame for emails to
be loaded when accessing
your personal or project
mailbox to optimize loading
performance

Prior to sending or saving a
new mail you are able to
remove recipients that were
included by adding a PIRS

group

Access Action Items for all
projects on your global
dashboard

Link to Chapter in this
Guide

Please, ask your PIRS
contact or your Service
Desk for more
information.

Manage Attachments

Create file from template

Please, ask your PIRS
contact or your Service
Desk for more
information.

Please, ask your PIRS
contact or your Service
Desk for more
information.

Prevent duplicates

Regard PIRS 3.3
Highlights

Project Views

Personal Mailbox

Create and send an email

Global Views
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PIRS Release New feature /
Component

3.1 Document Check-

in/ Check-out

Print Button

Filter Attachment

Column

Transmittal Slip

Check

Edit

Correspondence

Dates

Rename
Attachments

Multi-Value

Short Description

Users are able to check-out
and check-in documents. The
document will be locked and
only available in edit mode for
this user.

Correspondence, documents
and action items can now be
printed via direct browser print

without creating a PDF version

first

Attachment column does now
support filter (Yes/No)

New feature will check if the
user selected at least one
attachment per document
within a transmittal slip

New optional feature that

allows users to update the date

of draft letters and library
items. Project Admins can
update all correspondence
dates.

Allows user to modify
attachment names without
downloading the file

Bulk change for documents

Keywords for Bulk does now support super-box

Change

Integrate Active

Directory

LDAP integration

3.0 File Viewer

Social Networking

items, multi-value keywords
can be adjusted as well.

Optional function allowing to
synchronize PIRS users and
PIRS access groups with
Active Directory

Optional feature that allows to
import and update the PIRS
address book via LDAP

PIRS File Viewer allows to use

several common annotation
and flag functions such as red
lining, notes or underlining.

PIRS Activity Stream displays
actions and activities of all
PIRS users.

Actions and activities listed in
the Activity Stream can be
commented by creating Posts.

Link to Chapter in this
Guide

Document check-in &
check-out

Print without print
template

Filter data

Submit documents -
Transmittal Sli

Update date

Manage Attachments

Bulk Change

Please, ask your PIRS
contact or your Service
Desk for more information

Please, ask your PIRS
contact or your Service
Desk for more information

PIRS File Viewer

Activity Stream
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PIRS Release New feature /
Component

Encrypt E-mails

PIRS Tags

2.4 View Files

Short Description

Send encrypted e-mails to
recipients using S/IMIME.

Filling of encrypted mail form
the project inbox is also
supported.

Organize PIRS
correspondence and
documents by defining special
keywords (Tags)

Link to Chapter in this
Guide

Sending encrypted E-
Mails

Tags

Directly open files (pictures and View Files within your

PDF) in your browser window

without downloading them first

Browser

Save and manage Save personal and public filters Filter data

filters

New
Correspondence
view

Drag & Drop of
Tabs

Action Items

Portal

2.3 Improved preview

pane

Bulk change

Download
multiple files in
one step

Predefined
document actions

for correspondence and
document grids

Follow your received

correspondence sent to you as

Distribution List

Arrange the open tabs within
your PIRS project content
display

Manage your tasks and
meetings, create tasks for
yourself and your team and
sent reminders

Integrate your customers and
suppliers in your PIRS project
using the PIRS Portal
environment

Download the attachments and

copy any text from preview
pane

Modify the value of multiple
documents in one step.

Download all files of one or
multiple correspondence /

documents in one step as a zip

file.

Use templates for transmittal
slips / comments with
predefined field values and
document actions

Correspondence received
via Distribution Lists

Manage your Content
Tabs

Action ltems

For more information ask
your PIRS project
manager, contact the
SOBIS Service Desk or
read our related blog

posts.

Correspondence Preview
Pane

Bulk Change

Download Attachments

Predefined Document
Actions
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PIRS Release New feature / Short Description Link to Chapter in this
Component Guide
New options to Step by step selection in Create new document
select document document numbering wizard
number

Send Transmittal Transmittal Slip is send without Submit documents -

Slip without the attachments of the linked  Transmittal Slip
document technical documents
attachments
New report Dialog box before report is Reports
configurations +  started with additional report
new report query properties + continue
download working while report is

generated in the background.
PIRS Archive Export of all project data from  Optional Feature
Solution PIRS e.g. for project handover

to customer / access all project
correspondence and
documents without using PIRS

2.2 Favorite Entries  Select your favorite Favor Entries
correspondence, documents,
contacts, companies and
contact groups and access
them form views or widgets

Global Views Access all your Global Views
correspondence and
documents from the global

dashboard
Global Search Full-test search function cross- Global Views
project
Global Reports Run reports cross-project Reports
Search Include all attachments in your Search documents with
Attachment full-text search full-text search
Content
Replyto TS Use new preselect function for Create a Comment using

sent documents replyingtoa  a sent Transmittal Slip
Transmittal Slip

11 Templates

Following you will find a list of all useful templates offered within this manual. To learn more

about how to use each template, follow the provided link to the chapter within this manual.

Template Used for Link to chapter
Contact-List-Import- Importing contacts within the  Import Contacts based on
Template.xIsx project address book Excel Sheet
Folder Import Template.xls Importing folders Folder Administration
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Template Used for Link to chapter
Template Document Import.xlsx Import meta documents Import Documents
Template Document Import with
Files.xlsx
Document Number Import document numbers Document Numbering
Import_Example.xlsx Keywords
Project Import Template 3.18 -  Set of new PIRS project Set up new projects
Example.xlsx
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