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Executive Summary
This Handbook describes the systems and procedures adopted by the DBR Expert team in collecting, analyzing and reporting on issues with relations to the settlement and prevention of claims for the DBR metro Line 4, Budapest, Hungary.
Abstract: This document presents an overview of MET, a web-based document  management system designed and implemented specifically for the construction industry. MET manages a document database, using a powerful document coding and classification system. Support is provided for the construction industry's most commonly used approval procedures for document workflow operations, including review and approval, requests for revisions, submittals, technical queries and issue/comment tracking. 
Note: A drawing is also classified as a document for the purposes of this handbook.
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	This BPM4 Expert Claims Management User Handbook is based on the specific requirements necessary for the analysis of the major contract issues in a multi-contract and multi-discipline underground project such as the Budapest Metro Line 4. The basic database combines best practice from use on previous large underground infrastructure projects and as such incorporates a combination of IT expertise, practical processing and organization of major construction project procedures, documents and data in accordance with ISO 9001 2008. 

This Handbook is organized into 4 basic columns of information for ease of reading: 

Column 1 shows the reader in which chapter he/she is presently located ie in this case 0=Foreword
Columns 1, 2 3 & 4 as follows depending on the action to be taken by the user: 

Items marked in blue are defined terms which can be found under the Section Definitions 1.3
	NOTE: Due to the nature of this document the contents of this handbook will develop in time. Therefore some items marked in blue are work in progress and will be issued in time.
	………

	1
	Column 2
	Column 3
	Column 4

	
	Software Specific: General Actions and Instructions
	Project Specific: Details
	References to other Sections

	
	The system provides two types of information for the user: 

1: Actions required that are system independent and have been pre-defined by the partially standardized database and system configuration. These items can only be changed by the system administrator. Should the user wish to alter any of these standard features please call or email to head office support see below on following page.
2: Actions required to determine the nature of the document and data or its revision and related comments. These items can be changed by the user depending on the type of user profile. It should be noted that not all users can access or edit specific information. If the user wishes to access restricted information then please contact the project administrator for authorization. The system continuously and automatically tracks and monitors all changes to provide a complete audit trail. An important feature of the system is its ability to sort, classify and search on specific criteria depending on the level of detail required. This is defined by the users. Note: If no information is entered, then the system cannot search on that criteria; however this does not mean that the information is not in the system but also depends on the user profile setting. The ability to sort depends on the depth of classification adopted. MET permits the user to decide this level of detail. MET uses a combination of project specific classification codes together with the MATRICS standard classification codes which together provide a powerful search engine. The MATRICS classification code or ICS Integrated Coding System © uses a top down approach in conjunction with the ASCII code. If the user is not sure which level of detail to adopt, then use the lowest common denominator which covers the main theme of the document. This considerably reduces the amount of time in searching later.  NB Items marked * are compulsory
	Project details that the user defines. 

These are items of information that can be freely edited by the user.

Project Codes……….
	Xxxxxxxxx

xxxxxxxxxx

nnnnnnn

nnnnnn
ICS

	0.2
	Foreward - Part 2 MET Support
	
	

	
	System Administrator: softxs@softxs.ch                                                                System Info
	Tel:+41415119776
	

	
	Project Administrator: info@matricsconsult.com                                                   General Info

                                                                                                                                 Project Info
	Tel: +36702384120

Tel: +36706074825
	

	
	Help
	
	

	
	How to use this Handbook

This Handbook has been developed for use both by first time users and experienced users. Consequently the User Handbook is organized in introductory sections which can be skipped by the experienced user

First time users are recommended to read the Handbook from the beginning where the management concept is presented in a step by step manner.

The left hand column provides an indication to type of user and is intended as a quick reference:

Colour:   Type of Information / User

Green:     Reader Information

Yellow:   Update Information

Red:        Administrator Information

Due to the nature of this handbook items still under review or development are marked:

Blue:       Work in Progress

	
	

	1.0
	MET Policy Contents 
	
	

	
	Contents

1.1 MET Policy - Scope and Purpose of MET System
1.2 Introduction - Document Management Philosophy

1.3 Definition of Terms used in this Handbook


	
	

	1.1
	MET Policy Part 1 Scope & Purpose
	
	

	
	Creating New Pathways for the Urban Environment

[image: image3.jpg]



Design, Procurement, Construction and Take-over of Civil Works & Fit Out

from assisting in cutting new ground to….
	
	

	1.1.
	MET Policy Part 2 Scope & Purpose
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Design, Procurement, Installation & Commissioning of M&E Systems
assisting in developing new futuristic rolling stock and systems…


	
	

	1.1
	MET Policy Part 3 Scope & Purpose
	
	

	
	The intention of this handbook is to provide administrative assistance to the management and expert support team in the prevention and settlement of major claims.

To provide such support it is necessary to have all key information in the form of documents and data in an easily accessible location which can be interrogated, based on previously selected search criteria, which link related issues across the project and across all major contracts.

The system provides assistance, to the user, in loading and classifying such documents and data with the use of pre-determined drop down menus which are logically interlinked.

The adoption of the system will increase the productivity in dealing with claims and can be accessed on-line by all user nominated personnel. Information entered by any such persons is immediately made available to all other authorized personnel wherever they are and whenever such an update is actioned.

It is not the intention of this system to file all correspondence but only the key information deemed necessary in support of any claim related issue.


	 
	

	1.2
	Introduction 
	
	

	
	MET is an Internet-based web application that has an in-built procedure to manage the organization, distribution, classification and revision of comments to construction documents, drawings, and related tasks. MET was created specifically for the construction industry. It is ideally suited for large projects with participants from multiple organizations, located at multiple sites. MET users typically perform the following functions:
· Update the MET system configuration.

· Manage MET users and their roles via the user profile.

· Locate & view documents.

· Enter and classify new documents and revisions into the MET system.

· Perform workflow steps associated with document production and approval.

· Manage tasks and links to tasks

· Create and transmit document submittals via transmittals

-     Downloading documents associated with submittals

This document explains how to perform these tasks.

Note: Version 2.1 includes the official Budapest Metro Line 4 Project Codes and Contract Nos.  The basic MIS (Management Information System) is in line with the systems already in operation on the “webdoq”  document system operated by the Engineer.  This system is used as a reference no. in claim correspondence data management.
MATRICS is an established methodology of organizing documents and data into a logical sequence that enables a fast and thorough approach to finding information, particularly in large infrastructure projects where the number of documents is in the order of 500 documents or more per month which is often the case for multidisciplinary projects. MATRICS provides a standard set of classification codes to assist the document filing and project information which in themselves follow the typical organization and procedures found on such projects.
	
	

	1.3
	Definition of Terms used in this Handbook
	Section:
	

	
	-     Folder – Means of locating information to a specific folder with a particular group of users in mind

-     Group- Self defined group of users with a common purpose e.g. Civils, M&E, Managers

-     User Profile This determines which information is accessible to whom

· Document – Means a written text, table, graph or drawing that it entered into the system

· Document Title – Defines a planned title and the classification information associated with the document, but does not include document’s file (e.g. the PDF or file in another format) or its workflow information.
·  ( NB Care should be taken to ensure the clarity and uniqueness of the title )

· Document Type – Means purpose of document e.g contract, specification, minutes

· Task – A to-do or informational item.

· Additional Note – A text note that is attached to a task.

· Attachment – A file attached to an additional note.

· Subscriber – A user that is sent an email when the task is updated.
-     Submittal is a workflow step and represents final release of one or more revisions

      Transmittal is a form that specifies the contents of the document(s)  transmitted and the corresponding date of -     transmission, sender and recipient and other related information

-     Workflow – the sequence in which documents are submitted, reviewed and approved
-     Title Block –  Standard set of information relating to the title of the document
-      Classification Block  - Standard set of information to classify document e.g phase, discipline, activity

· Workflow Block – Standard set of information relating to workflow
-     Project Specific Codes – e.g. names of contracts, station locations and sections of track

-      Instruction – Authorized instruction to carry out a task (1)

-      RFI Register– Request for Information Register Schedule of documents received/ requested from Client (2)
-      Report – Summary of events and actions taken or proposed during a specific period of for a specific issue.     -      This can contain various appendices and attachments in different formats.(2)
-      File Name  - Unique file name for document with logical character 
-      ( not necessarily same as Document Name ) (2)
· Revision – Defines the actual title (since titles might change slightly between revisions), the workflow information and the actual document file associated with the revision.

· Superseded – Document superseded by a later revision which renders previous version invalid. Note. It is important that these superseded document versions are kept in the archives of the system as they are often valid at the time of a previous decision and therefore need to be cross referenced when settling a claim.
· Obsolete – Document no longer valid for further use e.g. alternative tender proposal 

· Basket is a …………..Requires definition
	 (Either alphabetical or in logical order )

Work in progress
1 Issued by Client per Contract 2,4,5,7,8 etc
2 Issued by Experts per Contract 2,4,5,7,8
	Name location

	2.0
	DIRECTIVES Table of Contents
	
	

	
	2.1 Quality Assurance Cycle & Levels of Information

2.2.1 Decision Cycle: Relationship to Workflow Task/Document

2.2.2 Decision Cycle: Relationship to Workflow Task/Document/Revision

2.3.1.Procedures General Concept Data Integration Claims Project Model

2.3.2 General Project Information Management Model

2.4.1 Overview: DBR Metro Line 4  Geographical Features and Location Codes

2.4.2 Overview: DBR Metro Line 4 Tunnel and Station Layout

2.4.3 Overview: DBR Metro Line 4 Typical Tunnel Cross Section

2.4.4 Overview: Trains

2.5 Objective of Information Management Structure

2.6.1 Key Aspects: Information Flow between different Aspects

2.6.2 Key Aspects: Details Levels 1 & 2

2.7.1 Line Management – Interface METS Expert Support 1/2 & 2/2

2.7.2 Typical Project Management Team: Interface -between Users & Management

2.7.3 Overview Project Management Team: Senior Management 

2.7.4 Line Management – Interface to External Information

2.7.5 Project Management Team: Interfaces with Authorities & Contractors
	
	

	2.1
	Quality Assurance Cycle & Levels of Information
	Information Structure
	Level

	
	[image: image72.png][

Tren =

== ey ® ra T e !

fr— i | T ] v o e e T

T

P Lo ot | qumDFDD‘DDﬁDDtZ
o
iy

[Frrre

Structure No.

Local Road Junciion, see Cammaity Report No..

3 PROGRAMME CONSTRAINTS: 1190311291

1 RISKS: Trafic Congeston, Groundvwater Reserves, Environmental Inferference

5 RESOURCES: Consultants...../Contractor...../Supplers.

3 cosTs: CHF 12000.000

7 CONTROL Municipal Engineer: Area Ofice ..M M.Smith %
s 'DOCUMENTATION: Report Nos. 1.231712. 45, 67, Dravings Dossier No. B
0

SUBORDINATE CRITERIA

Polical difrences at communly lovel, Contractor bekind schedule




[image: image73.png]£ Matr

ert Team - Drawing M ent System - Windows Internet

CEX
(5 - ht fmet softxs. chjprodfindex.ph ™| 42| [ X | Googie ﬁ
DLETEE torody PP "H ‘ o [Type to search the web (CtrH+E)]
Fle E Vew Faortes Toos Hep
o- V] @ search ¥ reference 97 - - N Fres credtReport (@) Lottery
P G| @tres gt Tean -Draning Hanagementsystem || Bv B @ rrege - Giodk -

Matrics Expert Team

Administration System (Production)

Matrics Expert Team - Home

Recently Viewed Items

# | Link[ltem

Description
There are o recently viewed items




[image: image74.jpg]


[image: image75.png]BUDAPEST 4. METROVONAL

MoltMacDonald A 21 Budapest TV Project 1 12:59 13Nov38  DAH  48620db01

=
E]

E
N

N
4
=
8
=
€

Jaraea
niAkuare |
neysoog

S m

121 u9IRY
18} WeAo4
18y ARy
18} 1Z00)RY
©oIn ZeyuizsdaN
19} ssoleg

Mott
MacDonald




[image: image76.jpg]



[image: image5]
The objective of the document management system is to collect and disseminate the information in the form of instructions and reports. The practical application of these principles often leads to the use of complex procedures. The approach adopted for BPM4 is to simplify these down to the minimum number of documents and apply the same principles for filing hard copies of documents, contents of documents where suitable and structures of electronic directories.The diagram below shows how these principles are applied for BPM4.
	Workflow

Principle Documents:

Quality Manual

Directives (Procedures)
Instructions

Forms (Document Type)

           ( Templates )

Processes ( Activities )

                (Disciplines )

Actions:

Document / Task:


Cycle:

I Plan: Create 
II Organise: Folder

III Do: Edit 

IV Admin: Classify 

V Check: Review

Recycle: Revise
Submittals
	

	2.2.
	Decision Cycle: Relationship to Workflow - Task/ Document
	User 


	Organization
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This information can be converted into a Workflow as shown above. The User, depending on authority, as designer, checker,  reviewer or approver can determine which other members in the team can execute a task on the document 

  

                Submittal                                                                                                       see later
	Depending on Authority:

MET System

Authorities

Stakeholders

Project Steering Committee

Project Directorate


Experts Review
Asset Managers

The Engineer

Resident Engineers

Contractors

Suppliers

	

	2..2
	Decision Cycle: Relationship to Workflow - Task/ Document / Revision
	User Example
	Organization
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This information can be converted into a Workflow as shown above. The User, depending on authority, as designer, checker,  reviewer or approver can determine which other members in the team can execute a task on the document 

  

                Submittal                                                                                                       see later
	Depending on Authority:

MET System

International Orgs.

( ISO/EIB/EU )

National Authorities

(NKH)

Stakeholders

(Municipality )

Project Steering Committee

(DBR)

Project Directorate

(Management Team)

Experts Review
(METS)

Asset Managers

(Section Leaders)
The Engineer

(EuroMetro)
Resident Engineers

Contractors

(C-02 Bamco > > etc )
Suppliers
Holcim


	

	2.3
	Procedures General Concept Data Integration Claims Project Model
	Examples
	

	
	Overview of interfaces Contracts, Responsibilities, Project Phases, Aspects and Issues


The interfaces on large projects is one of the major problems to manage and MET assists in linking and tracking these in a systematic way using the above model as the basis for linking decisions.

The MATRICS model provides the logical relationship to enable the user to see the consequences of any changes as the project develops through the various phases. 

The general organization of the project is shown below with example of groups of users and contracts


	European Law

Hungarian Law

Regulations

Lump Sum/Unit Rates

FIDIC Yellow/  Red

Responsibility Chart

Design, Build, Operate

Technique,Programme

Problem
	

	2.3
	General Project Information Management Model
	Examples
	

	
	Left Sections >>>    [                     ][                   ][          ][                         ][                    ][ ][        ][          ][          ][                         ]Right


Phase   Aspect  Type of Information                 Example of Content                                                     Revision
	Top Block

Project Profile

Sections: Vertically

                 Horizontally

Main Works

Ancilliary Works

Ground Conditions

Project Alignment

Bottom Block

0 Where?

1 Who?

2 What ?

3 When ?

4 If?

5 How?

6 How Much ?

7 Whether ?

8 Why ?

9 Communication
	

	
	Standard Project Information Format
	
	

	
	The diagram above shows the schematic organization of the MATRICS Project Information:

Top Block: Project Profile: Simplified longitudinal profile with key features 

                    Sections: Split of work into typical project sections of a similar nature

                    Main Works: Typical types of main civil engineering works along the route

                    e.g. underwater, surface: cutting or embankment, underground

                    Ancillary Works: Typical types of supporting works along the route

                    Ground Conditions: Simplified breakdown into geotechnically similar sectors

                    Plan View: Geographical layout of the route alignment

Left:                                                                                                                                               Right:
Project Phase                                                                                                    Document/Data Revision

Bottom Block:  0 - 9

MATRICS Key Project Aspects: 0 Location 1 Responsibility 2 Technical 3 Programme ? etc.
	See link for more details

( pdf file)
	

	2.4
	Overview: DBR Metro Line 4  Geographical Features and Location Codes
	Fixed Asset Location
	

	
	








	Section 2 Pest

Section 1 Buda
	

	
	Depot / Stations:DT  KF . TE  .BO . MO  GE . FO . KA  .RA . NE  .KE
	Station Acronyms
	

	
	                                    S01  S02  S03  .S04  .S05  S06 .S07 ..S08 ..S09 .S10 
	Station Nos
	

	
	Tunnels:                 T00  T01 T02 .T03 .T04 .T05 .T06 .T07 .T08 .T09. T10
	Tunnel Sections N+S
	

	
	Stage 1:
	
	

	
	Section 1: Buda Side
	
	

	
	Depot  to Kelenfeld
	DT-T00
	

	
	Stations:    KF-Kelenfeld  TE-Tetenyi BO-Bocskai MO-Moricz  GE-Gellert
	KF-GE
	

	
	Section 2 Pest Side
	
	

	
	                    FO-Fovam KA-Kalvin RA-Rakoczi NE-Nepszinhaz KE-Keleti 
	T-5-KE
	

	
	Stage 2  Keleti Eastwards  -  not included at present
	Not issued for tender
	

	2.4
	Overview: DBR Metro Line 4 Tunnel and Station Layout
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Typical Cross Section of Station: Fixed Assets

Technical Rooms                       Passenger Areas                      Tunnels






	
	

	2.4
	Overview: DBR Metro Line 4 Typical Tunnel Cross Section
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	2.4
	Overview: Trains
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Train on Test Run
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Internal Finishes                                     Control Centre
	5 Cars per Train
	

	2.5
	Objective of Information Management Structure
	
	

	
	The objective of structuring the project management information is to be able to assess the impact of any changes or risk against the planned time schedules and budgets as early and as quickly as possible in a format that can be used by other members of the team with minimum of re-work.


[image: image13]
	
	

	
	Dispute Resolution: The structure adopted can be used by all departments for planning, costing and auditing as well as document management. The contents of the documents form an important basis for claim defense.


	
	

	2.6
	Key Aspects: Information Flow between different Aspects 
	
	

	
	



This can be translated into the following series of actions:

Start:

Plan / Contract: Instruction to proceed with an action e.g. Create Document

Document Review: Display document and assess task to be undertaken e.g. Create Task

Develop Workflow: Establish the task to be undertaken by individuals Workflow

Communicate Task: Issue for action e.g. Transmit for Appropriate Action
Receive Action Request: Edit / revise task within document as necessary Revise Document

Receive Further Action Request: Edit task accordingly and re-circulate Revise Task

Submit for Approval: Transmit to appropriate party for next stage of review Submittal

Prepare Report: Display status of revisions to documents List
Organise Contents of the List: Re-arrange the order of the List according to priority Header
Classify Documents: Add sort criteria according to standard drop down menus Sort

Establish the Action to Date: List the status of the individual documents with Status

	
 
	

	2.6
	Key Aspects: Details Levels 1 & 2
	
	

	
	0

 

LOCATION

2

 

TECHNICAL

4

 

RISKS
6

 

COSTS

00

 

Geographical Concepts

20

 

Tech. Planning Concepts

40

 

Risk Concepts

60

 

Accounting Concepts

01

 

Land Ownership:

21.x

 

Land Development

41

 

Issues & Actions:

61

 

Budget:

02

 

Layout:

22.x

 

Design:

42

 

Change Register
62

 

Milestones
03

 

Surveys:

23.x

 

Procurement:

43

 

Risk Analyses:

63

 

Applications & Payments:

04

 

Facility:

24.x

 

Construction:

44

 

Risk Management:

64

 

Claims 
05

 

Operational Units:

25.x

 

Supervision:

45

 

Insurance Claims:

65

 

Value Engineering:

06

 

( Works Type )

26.x

 

Commissioning:

46

 

Residual Risks:

66

 

Project Accounts:

07

 

( Structure No. )

27.x

 

Operations:

47

 

---

67

 

Commercial Audits:

08

 

( Technical Unit & No. )

28.x

 

Maintenance:

48

 

---

68

 

Statutory Accounts:

09

 

( Technical Element )

29.x

 

Research:

49

 

---

69

 

---

1

 

CONTRACTUAL 

3

 

PROGRAMME

5

 

RESOURCES

7

 

AUDITS

10

 

Organisational Concepts

30

 

Time Planning Concepts

50

 

Resource Concepts

70

 

Q  A Concepts

11

 

Organisation:

31

 

Master Programme:

51

 

Materials:

71

 

Instructions:

12

 

Legal:

32

 

Detail Programmes:

52

 

Plant:

72

 

Submissions:

13

 

Definitions:

33

 

Cycle Times:

53

 

Energy:

73

 

Inspections & Reviews: 

14

 

Responsibilities:

34

 

Extensions of Time:

54

 

EuroMetro Personnel:

74

 

Health & Safety:

15

 

Prequalification:

35

 

Resource Histogrammes:

55

 

Contractor's Equipment:

75

 

Certificates:

16

 

Tendering:

36

 

Cash Flow:

56

 

Contractor's Personnel

76

 

Defects:

17

 

Contracts:

37

 

Progress Reports:

57

 

Sub-Contractors:

77

 

Project / System Audits:

18

 

Procedures:

38

 

Diary:

58

 

Office Administration:

78

 

Q.A Reports:

19

 

Insurance:

39

 

Action Lists:

59

 

Time Sheets

79

 

Customer Complaints:

Level 1:

0 Asset Location
1 Contractual Responsibility and Procedures

2 Technical Requirements

3 Planning Programme

4 Risks
5 Resources

6 Costs
7 Audit Management
Level 2 :
	8

 

REPORTING

80

 

Reporting Concepts

81

 

Land Development:

82

 

Design:

83

 

Procurement:

84

 

Construction:

85

 

Supervision:

86

 

Commissioning:

87

 

Operations:

88

 

Maintenance:

89

 

Research:

9

 

COMMUNICATIONS

90

 

Communication Concepts

91

 

Correspondence:

92

 

Minutes of Meetings:

93

 

Photographs:

94

 

Presentations:

95

 

Public Relations:

96

 

Training:

97

 

Data Processing:

98

 

Document Management:

99

 

Drawing Management:

8 Reporting 

     &

9 Communications

	

	2.7
	Line Management – Interface METS Expert Support 1/2
	Example
	Level

	
	
[image: image14]

	EIB / Re-insurance

Republic of Hungary

Municipality, BKV

DBR

DBR Metro 4

[ METS Expert Team ]
Responsible Engineers

EuroMetro

Site Management

Designated Contractors

Specific Suppliers
	1

2

3

4

5

(support)

6

7

8

9



	2.7
	Line Management – Interface METS Expert Support 2/2
	Example
	Level
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	EIB / Re-insurance

Republic of Hungary

Municipality, BKV

DBR

DBR Metro 4

[ METS Expert Team ]
Responsible Engineers

EuroMetro

Site Management

Designated Contractors

Specific Suppliers
	1

2

3

4

5

(support)

6

7

8

9



	2.7
	Typical Project Management Team: Interface -between Users & Management
	Example
	Level
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	EIB / Re-insurance

Republic of Hungary

Municipality, BKV

DBR

DBR Metro 4

[ METS Expert Team ]
Responsible Engineers

EuroMetro

Site Management

Designated Contractors

Specific Suppliers
	1

2

3

4

5

(support)

6

7

8

9



	2.7
	Overview Project Management Team: Senior Management 
	Decision Procedure
	Examples

	
	



	
	Stakeholders
DBR  Re-Insurance

Stakeholders

Recommend-ations

Internal Depts

Delegated Powers

Site Management

	2.7
	Line Management – Interface to External Information 
	Example
	Level
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	2.7
	Project Management Team: Interfaces with Authorities & Contractors 
	Approval Heirarchy
	Flow Chart

	
	
























	Overview of decision making process and associated procedures for document and data management:

Stakeholders

Project Steering Committee

Project Directorate

( Internal organisation in 

light grey )

Asset Managers

The Engineer

Resident Engineers

Contractors

Suppliers
	Instruction


Information Exchange

Report to

Management

	3.0
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	3.1
	Login: http://met.softxs.ch/beta
	Log In
	

	
	Screen Shot
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4 Password:……………………see separate email
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	3.
	Definitions MET Screen Layout 
	Left-hand Menu
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	Expanded Menu
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	The system has been configured to harmonize the MATRICS approach to information management using the minimum number of variable parameters for classifying and organizing the information.

Note: The sequence of pages in this handbook endeavours to follow the logical requirements of understanding and using the system. This is partly reflected in the menu layout which will be used where possible. 

Details of particular menu functions are explained in more detail in later chapters after the initial introduction in this chapter.
	
	

	3…
	Home Screen Functions
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	3.
	The screen has four parts:

· 1 Header – With the project name, and status information on right-hand side.

· 2 Left-hand menu – The main system menu, organized by categories.

· 3 Horizontal menu – A menu containing frequently used commands.

· 4 Main page area – Where document, tasks, forms and other information is displayed.

The header and left-hand menu can be collapsed/expanded using the plus/minus boxes. This gives you more space in the main page area. When you press on a plus/minus box the operation happens immediately, and the main page area is not changed (apart from making it larger/smaller).

The main categories of left-hand menu and the main page area can also be collapsed/ expanded.


	
	

	3…
	Folders
	
	

	
	The System provides the basic facility to file different types of work into different folders depending on how the system is configured:

e.g. 

1 METS Internal Management

2 Expert Reports

3 Third Party Information

Screen shot required

	To be  expanded
To be decided
	

	3.
	Groups
	Group Details
	

	
	All documents and tasks in MET belong to a contract and can, optionally, belong to a working group. The folders and groups form a hierarchy:

· Folders

· Groups

The folders and groups define: *
· Who is able to view the documents and tasks; ( user profile )

         via user roles assigned to folders and groups.

· The range of some of the engineering classifiers (primarily locations and work-types).

Group Definitions:

A   General Information        – All Users

B   Technical Information     – Most Users

C   Commercial Information – Restricted Users

D  Confidential Information – Particular Users

Note * : If you cannot find  a document in a search but you have been assured that it is on the system then it may be that you do not have access to this information due to restricted access ( user profile above).
Contact your Project Administrator for Help Chapter 0.2.

	Groups can be defined by the users in conjunction with the project administrator

See example  under Directives
	

	3.
	Documents and Revisions
	
	

	
	MET allows you to store and retrieve documents. The types of documents, the document numbering systems, and the workflow steps that are performed on them are defined in the system configuration. The system configuration reflects your project’s structure and procedures.

A document has a document number, a planned title and engineering classification information associated with it. The actual document file and workflow is stored in a revision. Thus, in order to place a file on the system you need to create both a document and a revision.

MET stores the document title and other description information, including classification information, separate from the actual document. This information is called Metadata and is the basis for filing and searching for documents.

Documents can have multiple (or zero) revisions. Each revision has its own set of workflow steps, as defined by the document’s type, and its own file. Document and revisions can be defined without a file being present. This allows you to create document lists, and manage their production and updating.

The document file is uploaded and attached to a revision. When you later view the document, the same file is downloaded to your browser. This means that you must have the software necessary to view the file installed on your PC. As most projects use PDF files, which open directly in all browsers, this is rarely a problem.

The system automatically prevents you accidentally opening older or future revision of a document by showing them in different colour and with a warning message if you try to open it.  


	
	Next Section

	3
	Revisions
	
	

	
	The following concept has been adopted for the definition of revision status:

D

 

 

 

 

 

C

 

 

 

 

 

B

 

 

 

 

 

A

 

 Approved 

 

 AB

Issued for common use

( Controlled Copy )

 

3

2009.06.30

Comments approved by:

 

PD

Further Comments

2

2009.06.20

comments from 

 

ST,CM

Comments incorporated

1

2009.06.06

added amendments

 

MM

Issued for comment

0

2009.05.30

Outline Document

MS

 

Draft document

Revision

Date

Change Description

Requester

Approver

Status /

Reason for Issue


	
	

	3.
	Revision List
	
	

	
	MET provides a continuous update list of all revisions to a document and consequently provides the requisite audit trail for tracking changes to a document.
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	3.
	Typical Document Types A-H (1/3) Examples
	
	

	
	Action List

Agreement

As-built Drawing

Asset Register

Audit Report

Balance Sheet / Profit & Loss Account

Brochure

Calendar

Cash Flow Anaysis

Check List

Contract

Contract Bond / Surety

Cost Budget

Cost Estimate

Curriculum Vitae

Defect Notification

Design Analysis

Design Calculation

Design Report

Design Statement

Diary

Dictionary

Dispute Adjudication

Drawing

Employer's Requirement

Geotechnical Base Line Report

Health & Safety Report
Histogram

	Nos Abbreviations for File Name and Key Words to be added under Definitions
	

	3...
	Typical Document Types I-Q (2/3) Examples
	
	

	
	Inspection Report

Instruction

Insurance Policy
Invoice

Land Register

Law, Jurisprudence

Letter

Manual

Map

Materials Schedule

Memorandum

Method Statement

Minutes of Meeting

Monitoring Report

Operational Report

Organization Chart

Payment Certificate

Performance Certificate

Permit

Photograph

Plant List

Prequalification Document

Presentation

Procedure

Process Flow Diagram

Programme Gannt Chart

Progress Report

Purchase Order

Quantities Take-Off Sheet

	
	

	3.
	Typical Document Types R- Z ( 3/3) Examples
	
	

	
	Regulation

Report

Risk Register

Specification

Statement of Claim

Statute

Strategy / Plan

Subcontract

Submittal

Survey

Taking Over Certificate

Technical Literature

Tender Document

Test Certificate

Test Report

Time Line Programme

Time Sheet

Training Material

Variation Order

	
	

	3.
	Tasks  and Comments to Tasks 
	
	

	
	Tasks and comments are to-do and informational items that can be attached to revisions. The basic information in a task includes:

· Short title and summary description.

· Workflow information: status, priority, due date, assign to, etc.

· Engineering classification.

· A list of attached documents.

You can attach multiple notes and files to tasks and comments. The notes are typically used to record discussion (notes, questions, responses, alerts) associated with the task. Each note can additionally have a file attached to it. This file is not a treated as a document (meaning you cannot explicitly search for it). The files attached to tasks usually contain supporting information helpful for resolving the task. They could include photographs, scans of redlined drawings, copies of emails, etc.

A comment is simply an information item, e.g. the descriptive information, with workflow. This allows you to attach information notes to documents or groups of documents.

The types of tasks, and their associated workflows are defined in your project’s configuration.
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	MET allows you to specify interest in tasks, or groups of tasks, so that you are sent an email each time a task is created or updated. The criteria for sending the email is defined in the project’s configuration and user roles.


	
	

	3.
	Typical Task Types
	
	Reference

	
	1.1    ORGANISATION  Assistance to Client with project organization issues

1.2    LEGAL Assistance to legal counsel

1.3    DICTIONARY  Development of project dictionary

1.7.1 CONTRACTS  Assistance with contracts and contractual issues 

1.7.2 EM REQUIREMENTS Assistance with Employer’s Requirements 

1.8    PROCEDURES  Preparation of project procedures (includes work instructions and standard forms )
2.0    STANDARDS  Review of technical standards

2.1    PROPERTY  Assistance with adjacent property issues 

2.6    COMMISSIONING  Assistance with technical commissioning

3.3.1 PROGRAMME Migrate information into Time Line Cost Model

3.3.2 PROGRAMME UPDATE Update Time line cost model

3.4    CRITICAL PATH  Analysis of critical path and potential extensions of time

3.6    CASH FLOW  Assistance with cash flow analysis

3.7    PROGRESS  Assistance with Progress Reports As-built Time Line (Excel Format)
4.2    CLAIMS  Analyse claims submissions

4.4.1 RISK REGISTER  Develop risk register issues

4.4.2 RISK REGISTER UPDATE Update risk register

4.5    INSURANCE  Dealing with insurance issues and claims

5       RESOURCE  Analyse resource lists

6.1    ESTIMATE Estimate and budgeting of costs

6.5    VALUE  Value engineering analysis of prices and costs

7       AUDIT Audit contractor’s proposals

7.1.1 RFI Prepare request for information

7.1.2 PREPARATION Preparation for meetings, workshops, visits

7.2.1 STUDY Desktop study / review of contractor’s technical reports, submissions

7.2.2 ANALYSIS Analyse contractor’s technical reports, submissions

7.3.1 SITE VISIT Site visits

7.3.2 FACTORY VISIT Factory inspections and factory acceptance testing F.A.T. 
7.4    HSE Health & Safety Audit

7.5    CERTIFICATES Assistance with certification

7.6    DEFECTS Preparation of defects reports, clearance

8.1    REPORT Prepare expert reports

8.2    REPORT UPDATE Update expert reports

9.1    COLLECT DATA Collect project and site information, data, read correspondence

9.2.1 MEETING Attend meeting

9.2.2 MINUTES Prepare minutes of meetings

9.4    WORKSHOP Attend or coordinate workshop

9.6    TRAINING Attendance and Training of Employer’s staff

9.7    SETUP MET Set up expert database, 

9.7    SETUP MIS Set up expert management information system

9.7    MIGRATE DATA Migrate data from received drafts to database

9.8    DOCMANAGEMENT  Assistance with document management


	Note:

Same general grouping used for classification of document types and subject content of documents
	To be expanded
App.1.3
App 1.8

App. 7



	3
	Typical Task Workflows
	
	Reference

	
	Each revision to a document and task contains workflow information, which records:

who is responsible for its completion

a planned date and

an actual completed date.

Workflows for documents can include the following steps:

                         By        Date

-     prepared

· designed

· drafted

· received

· checked

· approved (1 & 2) – includes an approval status

· submitted

Workflow steps for tasks record include:

· issuer, assigned to, delegated to

· status

· priority, importance

· issue date, due date, completed date

· effort to date, effort to go


as well review of alternative solutions









	Procedure to be agreed
	Revision Workflow

Appendix Responsibility Matrix

	3
	Information Issue - Responsibility Matrix for Decisions
	Examples
	

	
	Code Action        Organisational Body or Person  
P Prepare……..Persons with responsibility to prepare information for others to decide

D Decide……..Persons with authority to decide and instruct others on an issue

M Manage……Persons with authority to coordinate / manage issue based on authorized instructions

C Cooperate….Persons required to assist, cooperate and / or check in decision making

F Inform……..Persons requiring to be informed


 

P

D

M

C

F

Responsible Person

Prepare

Decide

Manage

Cooperate/Check

Inform

 

 

 

 

 

 

Stakeholder

 Name

 

 

 

 Name

 

 

 

 

 

 

Authority

 Name

 

 

 Name

 

 

 

 

 

 

 

Directors

 Name

 Name

 

 

 

 

 

 

 

 

 

Managers

 Name

 

 Name

 

 

 

 

 

 

 

 

Experts

 Name

 

 

 Name

 

 

 

 

 

 

 

Engineers

 Name

 

 

 Name

 

 

 

 

 

 

 

Others

 Name

 

 

 

 Name

 

 

 

 

 

 

The matrix needs to be prepared for each type of decision and a list of names specified to deal with each of issues. This then forms the basis of the communications systems within the MET database.
	P Specialists/Experts
D Line Management

M Asset Managers

C Any Influential Body

F Any Body effected by Decision

Body can be:

Legal Entity or

Private Individual
	App 1.1

	3
	Submittals
	
	

	
	A submittal represents the ‘release’ of a document (e.g. for construction), and can only occur once per document revision.
A submittal is the automatic distribution of groups of documents that have all been approved. When a submittal is transmitted, MET sends an email containing a PDF formatted cover letter, with a list of the documents. The email is sent to the submittal recipients, which are defined via user roles, based on the folder and working group in which the submittal was created.

You can view submittals on MET and also download ZIP files, which contain all the documents belonging to a particular submittal. This makes it easy for contractors and site personnel to get copies of released documents.
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	3
	Classification of Documents and Data
	
	

	
	All documents and tasks can have engineering classification information (tags) assigned to them. This allows you to file and later find them. The engineering classification information includes:

· Folder and group

· Asset Type

· Station and Tunnel location, alignment, chainage, elevation, 

· Fit out equipment, rolling stock etc

· Project phase, work category 

· Engineering discipline, civil, mechanical, electrical etc

-     Company
	Detail filing codes are automatically shown

Type in short code in first field or use drop down menus
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	In many cases the engineering classification is automatically assigned to documents and tasks, based on the folder and group. Engineering classification for documents can also be automatically assigned based on the document code.

Note:  The actual classification displayed in your MET system may differ slightly from the fields displayed in this Handbook. See your site configuration guide for an explanation of the differences. ( e.g. shades of colour depend on your screen set up )


	
	

	3
	Classification Parameters
	
	

	
	N

 

Question

Aspect

Examples:

0

+

Where ?

Location

Alignment, Geology, Asset Type

1

+

Who ?

Responsibility

Organisational Responsibilities, Contracts, Procedures

2

+

What ?

Technical

Development Phase: 

Design Construction, Operations + /- by Discipline

3

+

When ?

Programme

Master Programme, Detail Programmes

4

+

If  ?

Risks

Issues,  Risk Register
5

+

How ?

Resource

Materials, Plant, Personnel, Construction Equipment

6

+

How Much ?

Cost
Budget, Milestone Payments, 

7

+

Whether ?

Audit

Submissions, Reviews, Approvals

8

+

Report

Submission

Periodic Reports ( Quarterly Reports )
9

+

Data Transfer

Communications

Minutes of Meetings, Photographs, Documents

These classification parameters cover the most used headings required to classify technical project information to a sufficient level of detail to retrieve the information later in an organized manner. The same basic logic is used throughout MET for document and task  types and the breakdown of project reports, minutes of meetings and check lists for example.

This approach simplifies the search requirements when managing large amounts of data:

Column Headings:

The number N 0 – 9 represents the decimal allocation code

The + sign indicates that the user can expand the level of detail within each of the main headings by pressing on this button.

The Question indicates the sort of parameter that can be found under the main heading.

The Aspect describes in a general way the type of classification that can be found there.

(parent relationship)
The Example describes in a more specific way the sort of classification that can be found under that general heading Aspect by way of an example. (child relationship)
Further details are shown below and can be found by pressing + and drilling down.
	
The filing system uses a generic approach to the coding of the information on the basis of the initial heading which forms the parent of the all the sub-headings within that relationship ie 
general to specific or parent to child

e.g. 

24.2 Detail Construction Design is a sub-heading of 

24 Design Build is a sub-heading of 
2 Technical which is the answer to the question “What”? 

i.e

rather than “When” which is filed under 3
	

	3
	Disciplines: All
	Examples
	

	
	.0
All
.1
Operations
.2
Environmental
.3
Civil / Structural
.4
Architectural
.5
Piping
.6
Mechanical
.7
Electrical
.8
Signalling & Telecoms
.9
Maintenance
For examples of details see following pages:

It should be noted that certain codes marked DBR have already been allocated at the initial design stage and are based on alphabetical abbreviations. These codes are also used for the drawing codes across the project.
An additional numeric number ICS ( Integrated Coding Systems ) has been added to enable the information to be sorted irrespective of language. These codes are also used for the main planning activities and accordingly assist in cross referencing the programme to technical and commercial issues e.g. claims for extension of time, risk register  etc.

The full list can be found within MET by pressing + and drilling down.


	1 Train Operations

2 Geology
	Appendix

	3
	Disciplines: 1 & 2 Traffic Engineering & Environmental Management
	
	

	
	1
ICS
 
1
 DBR
TRAFFIC ENGINEERING
1
0
 
x
ALT
General drawings (relating to the entire area e.g.summary report on preceding information, fire safety etc.)
410
 
x
IDF
Temporary traffic diversion and limitation during construction
410
 
x
UTE
Road construction, final traffic engineering scheme, traffic lights
016
 
x
 
Track Geometry
481
 
x
BIZ
Signalling system and railway automatics
2
ICS
 
DBR
ENVIRONMENTAL MANAGEMENT
420
 
x
KOV
Environmental
430
 
x
ARC
Urban design for public areas
436
 
x
ZTT
Green area design
021
 
 
 
Property Monitoring

	To be crossed checked with planning dept
	

	3
	Disciplines: 3,4 & 5 Civil Engineering, Architecture & Utilities
	
	

	
	3
ICS
 
1
 DBR
CIVIL ENGINEERING
 

010
 
 
 
Surveying
000
 
 
 
Advanced Preliminary Works
100
 
 
 
General Earthworks
200
 
 
 
Geotechnical Works
300
 
x
MUT
Structures (line, station, underpass, wayside structures)
400
 
 
 
Civil Furnishings - Fit Out
461
A
x
MPA
Metro track (setting-out plan, sub- and superstructure, third rail etc.)
461
B
x
VPA
Surface track construction (rail, catenary, current return, BKV cables and signalling)
461
C
x
MAV
MÁV works (track, catenary etc.)
4
ICS
 
1
 DBR
ARCHITECTURE
440
 
x
EPI
Architecture
5
ICS
 
1
 DBR
UTILITY ENGINEERING
450
 
x
KÖZ
Public utility general layout
453
 
x
VIZ
Water supply
454
 
x
CSA
Sewer
455
A
x
GAZ
Gas supply and corrosion protection
455
B
x
THE
Remote heating system

	To be crossed checked with planning dept 
	

	3
	Disciplines: 6,7,& 8 Mechanical, Electrical & Telecoms
	
	

	
	6
ICS
 
1
 DBR
MECHANICAL ENGINEERING
424
 
x
GEP
Mechanical installations (building mechanical inst., ventilation)
463
 
x
MGL
Escalator, elevator
469
 
x
KGP
Special mechanical installations (main ventilation, fire safety)
7
ICS
 
1
 DBR
ELECTRICAL ENGINEERING
471
A
x
VOE
HV (  800 DC ) Traction power
471
B
 
 
HV ( 240 / 380 AC  ) Standard power supply
471
C
x
GYE
LV Low Voltage (< 40 V AC ) current systems (monitoring, railway telecommunication)
478
 
x
ELE
Electric systems-community (ELMŰ, outdoor lighting, building electrical inst., power supply)
8
ICS
 
1
 DBR
COMMUNICATION & INSTRUMENTATION
480
 
x
HIR
Communication systems-surface (relocation, protection, establishment)

	To be crossed checked with planning dept 

	

	3…
	Disciplines: 9 Operational Maintenance Engineering
	
	

	
	9
ICS
 
1
 DBR
OPERATIONAL MAINTENANCE ENGINEERING
490
 
x
 
Operational Maintenance

	To be crossed checked with operational dept. 

	

	4….
	FORMS  - Table of Contents
	
	

	
	Document Types ( Templates )
Forms and Data Entry
Search Forms, Lists and Detail Screens

	
	

	
	Document Types ( Templates )
	
	

	
	 A list of standard forms is under preparation and will be added into the Appendix in later revisions to this document This list to be developed, with team, over the next few months
1 Task Mandate

2 Request for Information

3 Minutes of Meeting

4 Meeting Schedule

5 Expert Report Template


	In progress
	

	4.
	Forms and Data Entry
	
	

	
	If your user permissions allow it, you can create or update items. Data entry/update has the following stages:

· Form – A data entry form is displayed. 

· Required fields are marked with a ‘*’ to the right of the field. The fields that are required depend on the system configuration.

· System defaults may be applied for new items, based on system defaults associated with the document type and the current folder and group. 

· In the form you generally have the option to: 

· Cancel   – Cancel the transaction, changing nothing in the database.

· Save       – Immediately save the data without previewing it.

· Preview – Preview the data you entered, before saving it.

· Preview – This stage is optional, and you are presented with the data you have entered. If there were any validation errors the validation messages are displayed and form is displayed again. The fields that need to be corrected are highlighted. If you are unsatisfied with the data you can go to the Back button (in the form, not in the Browser)

New revisions and tasks are automatically placed in your document and task baskets. 

Most MET items have an external key field, which is useful for storing links to information stored in other system. The external key field is often used to store alternate drawing codes for externally supplied drawings.


	
	

	4.
	Search Forms, Lists and Detail Screens
	
	

	
	MET has a consistent user interface that makes it easy to use knowledge about one part of the system to understand other parts. The basic concept is, (loosely), based on online shopping sites where you perform the follow following series of operations:

· Search – MET uses engineering classification, rather than the simpler keyword search.

· List – A search produces list of matching items. You can often change the display format of the list by selecting one of the alternate formats above the list’s header. In the list many columns contain short codes. You can display the meaning of the codes by putting the mouse over the code value.

· Detail Screen – You can ‘drill-down’ to get more information by selecting an item in the list and clocking on its identifier (e.g. drawing code, task code, user name, etc.). The detail screen then displays a series of information Blocks. The Blocks can be expanded/collapsed using the plus/minus boxes.

When you view a detail screen, the item is placed in the list of recently viewed items, making it easy to view the item again from the home screen. Document and task lists and detail screen also allow you to place items in your document and task baskets.
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	PROCESSES 2/2 Table of Contents
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	5..
	System Menus
	
	

	
	The are three control areas in the MET screen:

· Header

· Horizontal Menu

· Left-hand Menu

Note the plus/minus boxes that you can use to collapse and expand the header and left-hand menus. This gives you more space in the main screen area.


	
	

	
	Header
	
	

	
	In the right-hand side of the page header status information is displayed, including your login name, your current folder and group, and the number of items in the document and task baskets, 

[image: image29.png]vser:
Contract: -
Group: -
Document Basket:
TaskBasket





Clicking on the blue text next does the following:

· User – Displays your user record, including your contact details and user roles 

· Folder – Brings up a form that allows you to change folders.

· Group – Brings up a form that allows you to change group within the current folder.

· Document Basket – Displays the contents of the document basket.

· Task Basket – Displays the contents of the task basket.


	
	

	5.
	Left-hand Menu 1/2
	
	

	
	The left-hand menu changes depending on your user roles. MET does not display the menu items that you do not have permissions for. Users that only need to search for and display documents see a much simpler menu.

The main menu items are:

· Documents           – Described in chapter 5.

· Tasks/Comments – Described in chapter 6.

· Submittals            – Described in chapter 7.

· Users                     – Described in chapter 8.

· Help                      – Help and documentation screens.

· Administration     –Administration command available to site administrators.

· System                  – System administration menu, only available to system administrators.

· Folder                   – Quick links for changing folder. Sets group to NONE.

· Group                   – Quick links for changing groups within the current folders,
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	5.
	Left-hand Menu 2/2
	
	

	
	Top Section
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	Scroll to view bottom section of vertical menu
	

	
	Bottom Section
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	5.
	Horizontal Menu
	
	

	
	The horizontal menu is displayed below the header, 
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The horizontal menu contains the following items:

· Home – Brings you back to the home page and displays a list of recently viewed items.

· Document Basket – Displays the contents of the document basket.

· Task Basket – Displays the contents of the task basket,

· New Items – Displays lists of new Submittals, Documents, Revisions, Tasks and Users.

· Print – Displays the current main screen area (without the headers and menus) in print format.

· Recently Viewed – Displays a list of items you have recently looked at. 

· Last Viewed – Returns you to the last item you viewed.

· News – Displays a list of recent news items.

· Logout – Logs you out.

Example
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	5.
	Horizontal Sub Menu (HSM) 1/5
	
	

	
	Pressing on the horizontal menu invokes particular functions as follows:
The screen below shows the functionalities available under the menu Document Basket
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	5…
	HSM 2/5 The screen below shows the functionalities available under the menu Task Basket
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	5…
	HMS 3/5 The screen below shows the functionalities available under the menu New Items
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	5…
	HMS 4/5 The screen below shows the functionalities available under menu Recently Viewed
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	5…
	HSM 5/5 The screen below shows the functionalities available under menu Last Viewed
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	5…
	Sub-Menus
	
	

	
	There are various sub-menus which come into play depending on the choice of the previous  menus. The main sub-menus are as shown below  
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	5…
	Example: Document List Classification View
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Due to the numerous possibilities available It is suggested that the user try different menus to experience the functionality and different views of the data stored. 


	
	

	5.
	Users and User Roles
	
	

	
	MET maintains a list of users, which all users can view. The user list contains the names of all users, including their contact information. You can send emails to other MET users by clicking on the email addresses in the user lists and detail pages.

The MET user list can serve as the project’s phone and contact list. To find users use the left-hand menu item 

Users – Search. The search will produce a list of users matching your search criterion.
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	5…
	User Details
	
	

	
	You can view all information about a user by clicking on the links on the user’s first or last name. The user detail screen contains the following Blocks:

· User Details        – The user’s name and contact information

· Project Defaults – The user’s default folder and group. E.g. where they normally work.

· Login Details      – The users login name and if their loin is enabled. Note that not all MET users have logins. Submittal recipients, for example, may not need a login.

· User Roles          – The roles, organized by folder and group, assigned to the user.

You can directly view your user details by clicking on your login name in the right-hand part of the header.

If your own user roles allow it you can create new users, update users, (re-)set user passwords and assign user roles. The links to perform these operations are in the left-hand menu and at the bottom of the user list and detail screens.
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	5.
	User Roles 1/2
	
	

	
	You can update user roles from the user detail screen. The Update Roles button presents a screen that lists all the roles and groups in the current folder. You can assign a roles for a particular group or for all groups in the folder.


User roles for transactions and viewing data: 


	To be agreed with DBR
	

	
	Role

Description

Root 

System administration (for SoftXS support only)

Administrator

Site administrator, can create and update user and user roles.

PM

Project manager. 

PM-Deputy

Project manager deputy. Same permissions as PM

PM-Assistant

Project manager assistant. Same permissions as PM

LE

Lead engineer.

LE-Deputy

Lead engineer deputy. Same permissions as LE.

LE-Assistant

Lead engineer assistant. Same permissions as LE.

Submitter

User appears as the responsible perform for the submit workflow step.

Approver-1

User appears as the responsible perform for the approve-1 workflow step.

Approver-2

User appears as the responsible perform for the approve-2 workflow step.

Checker

User appears as the responsible perform for the check workflow step.

Receiver

User appears as the responsible perform for the receive workflow step.

Designer

User appears as the responsible perform for the receive workflow step.

Drafter

User appears as in the list of drafters

Viewer

User is able to view documents details and document (but not source files)

Commenter

User is able to view, create and update tasks/comments.

Contd. Below
	Name

See Appendix 1
	

	5.
	User Roles 2/2 ( contd)
	
	

	
	If your role prohibit you from viewing certain tasks, but you are able to view document details, you are still able to see the task list summary in the document detail list, but you will not be able to click to see the task detail.

If your role prohibit you from viewing documents, you can still see document names in document lists and detail screens, but you will be unable to view the actual documents.

The exact transactions that the different roles are able to perform can be viewed using the left-hand menu item Administration – Transaction Profiles. Basically, anyone with a document production role (e.g. PM, LE, etc. and the workflow roles) can create and update documents in the folders and groups for which they have these roles.

The left-hand menu and the buttons change, depending on your roles. Generally menu items and buttons for transactions that you are not allowed to perform are not displayed.

User roles for submittal recipients:


	
	

	
	Role

Description

Submittal-TO

User is a primary recipient for submittals

Submittal-CC

User is a CC recipient for submittals

Submittal-BCC

User is a BCC recipient for submittals


	
	

	
	User roles for task subscribers depend on the task types. See your site configuration guide.

Note that updating roles only applies to the current folder. If you need to update roles for a different folder, you must change folders first. 


	
	

	5.
	Folders and Groups
	
	

	
	Folders are groups and define the basic permissions structure used for granting users access to transactions, documents and tasks.

All documents and tasks in MET belong to a folder, and can optionally belong to a working group. The folders and groups form a hierarchy:

· Folders

· Groups

The folders and groups define:

· Who is able to view the documents and tasks; via user roles assigned to folders and groups.

· The range of some of the engineering classifiers (primarily locations and work-types).

The folder-group combination can also, depending on your system configuration, determine the allowed document types and their workflows.

Access to documents, revisions and tasks depends on you having user roles (described in the above chapter) that allow you to access, and optionally, update them. The roles are granted on a folder basis, meaning that you must explicitly have a role in a folder in order to perform operations and view data in that folder.


	
	

	5.
	Changing Folders
	
	

	
	When you use MET you are always working within a particular folder (which is displayed in the  upper right corner) and by default you only see documents, revisions and tasks that below to that folder. This means that if you want to view information in another folder you must ‘change folders’. 

To change folders, use the left-hand menu item Folder, and select the desired folder name, The sub-menu items lists the folders that you are allowed to access. Note that the documents and tasks in your baskets, and the recently viewed items are maintained, so that you can (indirectly) view items in multiple folders simultaneously.



	
	

	5.
	Changing Groups
	
	

	
	To change groups, you use the left-hand menu item Group, and select the desired group. The available list of groups is based on the current folder, and can be different between different folders.

Unless you are creating documents, you do not need to be too concerned with your current group. The current group is mainly used indirectly by the system in granting you access to view and update data. When you create a document the current group is used to determine the default document type and types of documents that can be created.


	
	

	5.
	Documents 1/4
	
	

	
	MET makes a distinction between a document and a revision of a document. This reflects the construction industry’s practice of strict revision control. Each revision has its own, separate, workflow steps.

NB This means that in order to put a document or drawing into MET it is necessary to create both 1) a document and 2) a revision.
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(contd)


	
	

	5.
	Documents 2/4
	
	

	
	A document has three components:

· Title Block – contains the document type, document code, planned title and possibly other fields. The fields can change slightly depending on the document type.

· Classification Block – contains a series of classification fields that help you file and later find the document. The classification fields can often be filled automatically based on the document code and the contact and group.

· Workflow Block – allows you to set the classification status and view the workflow type.

Create Document
When you create a document is critical that you first:

· Ensure that you are in the correct folder and group
· Select the document type in the form

If you change the document type, the screen will ‘refresh’ and any data that you have entered will be lost. This occurs because different document types can have different types of document codes and title Blocks.

When you create a new document you are given the option to ‘Save and New Revision’, this saves the document information and then presents you with a new revision screen, with many of the fields (particularly the title) already filled in.

You can create a new document:

· From the main menu                 – Starts with a blank form, filled with system default values.

· From a document detail screen – Copying the document being viewed.

· By uploading Metadata              –Create many documents and revisions at once. See chapter 11

	
	

	5.
	Documents 3/4
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	5…
	Documents Search 1/2 
	
	

	
	The document search screen can appear, at first glance, overwhelming. In fact, most searches can be made using only a few of the fields. [image: image49.png]Management System - Windows Internet Explorer
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The most often used search fields are:

· Document Type

· Document Code

· Title / Planned Title

· Location

· Work Type


	
	

	
	Document Search 2/2
	
	

	
	The search screen is divided into the following Blocks:
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Document Blocks:

· Document      – For searches by document code or title

· Classification – For searching using engineering classification

·  (e.g. location, responsibility, technical work type, etc.)

· Workflow      – For searching by classification status or workflow type (seldom used)

Revision Blocks:

· Revision       – For searches by description and file type

· Classification – For searches by revision number and type

· Workflow     – For searches by the workflow steps that have been (or not been) completed

Report: 

· Report          – Lets you set the sort order and an optional title, which is useful for when you plan to print the resulting list.

· Searches are restricted to the current folder. If you need to create documents lists from multiple folders, you can use the drawing basket to ‘assemble’ the list.


	
	

	5.
	Document Lists 1/2
	
	

	
	Document lists are displayed when you: 

· Perform a document search

· List the documents

· Display the document basket

Document list features and functions:

· Use Previous, Next and the page number to see other parts of the list.

· Click on the links above the list to change the display format.

· Click on the [view] link to download or view the revision’s publish file.

· Click on links in the column headers to sort the list.

· Use Print format to see the list in a single page 
· (warning: This can sometimes be quite long)

· Click on document or revision codes to see the detail screen for the document.

· Use the Sel. checkboxes and the Add to Basket or Replace Basket button to add items to the document basket.
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	Document Lists 2/2
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Data Migration

You can also download Metadata in as a file in tab separated format (suitable for reading into Excel) using the Download Metadata Spreadsheet button. This operates on either selected or all items in the list, including items on pages which are not currently displayed.

	
	 Chapter 7

	5.
	Document Basket
	
	

	
	The document basket operates similarly to document lists. It also offers additional features, which generally operate on either all or selected documents:

· Download ZIP File     -   Lets you download a ZIP file.

· Remove from Baske    – Remove documents from the basket.

· Set Designed/Checked/Received/Approval-1 buttons let you perform a workflow step.

· Obsolete/Restore          – Marks documents as obsolete or restores them.

· Create New Submittal – Create a new submittal. 

Depending on your user roles, some of the buttons may not be available.
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Document Detail Screen
	
	

	
	You can display a document detail screen by clicking on a document or revision code in a document list.

The document detail screen shows all the information (e.g. Metadata) about a document, all its revisions (which could be ‘no revisions’) and any tasks associated with the document. 

The detail screen contains the following major components:

· Document Blocks: Title Block and classification information

· Buttons for operations associated with the document

· Revision list – Superseded revisions are shown in grey

· Revision Blocks (for the currently selected revision) – Title Block and workflow information

· Buttons for operations associated with the revision

· Task/comment list – Attached to the revisions

· Buttons for operations associated with tasks

In the revision detail screen a revision list is displayed, with superseded revisions shown in grey. You can display the detail information about the revision by clicking on the revision code.

The columns displayed in the revision list change depending on the workflow type. Generally information about the last two workflow steps is displayed.


	
	

	5.
	Document Code
	
	

	
	Each document stored in MET is assigned a document code. The type of document code depends on the system configuration and is based on:

· Document type.

· Current folder and group.

A document code consists of a series of components, each of which has a meaning. These components can be used to set classification (and other) fields in the document form. Classification fields are filled automatically based on the document field when you press the save or preview buttons. This is a power feature unique to MET.

The format of document codes is project specific. You can enter the document code either as text in the upper part of the field, or via a combination of drop-down menus and text boxes in the lower, grey part of the form.
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	5.
	Document Classification
	
	

	
	General
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	Refer to DBR & ICS Codes
	See App

	5.
	Revisions 1/2
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(contd)

	
	

	5.
	Revisions 2/2 
	
	

	
	A revision has three components:

· Title Block – Contains the revision code, actual title, links to the documents source and publish files.

· Classification Block – Contains the revision number, type and external key.

· Workflow Block – Contains a series of workflow steps. Described in the next section.

You can create a new revision:

· From the ‘Save and New Revision’ button on the new document form

· In the revision detail screen:

· ‘Create new – Blank’ – Starts with a blank for, possibly filled with default values

· ‘Create new – Copy’ –  Copies the data from the currently display revision.

	
	

	5.
	Revision Workflow 1/2
	
	

	
	The list of workflow steps is determined by the document’s workflow type. Each workflow step allows for the entry of a planned date, complete date, person responsible and, for approval steps, an approval status.
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	The following restrictions apply to work flow steps:

· The workflow steps must be completed in the order that they are listed. This means that the planned and complete dates must be in chronological order.

· You can leave out planned dates (subject to your system configuration).

· You cannot skip complete dates. When a complete date is entered, then the work flow step is considered to be completed. Approval-1 and Approval-2 workflow steps can be completed in parallel.

· You must assign a person responsible when you set complete date is set.

· To complete an approval step, you must also set an approval status (to something other than open). If the approval step is rejected, then the revision is coloured red and cannot be submitted.

The lists of people responsible are determined by the user roles. Basically if you want someone to appear in the list, you must add the appropriate user role to the folder (or folder and group).

(contd)
	
	

	5.
	Revision Workflow 2/2 
	
	

	
	A the exact workflow for a document depends on the system configuration, which is based on:

· Document type.

· Current folder and group.

The following workflow types are available:


	
	

	
	Type

Description

NONE

No workflow

A

Approve

AA

Approve-Approve

DA

Design-Approve

DCA

Design-Check-Approve

DCAA

Design-Check-Approve-Approve

DCAS

Design-Check-Approve -Submit

RA

Receive-Approve

RAA

Receive-Approve-Approve

RCA

Receive-Check-Approve
RCAA

Receive-Check-Approve-Approve


	
	

	
	You can change the display of document lists (by clicking on links above the list header) to show information about different workflow steps.


	
	

	5…
	Revision Procedure
	
	

	
	Internal approval procedure from DBR to be agreed

	
	Appendix

	5….
	Revision Colours
	
	

	
	The colour of the revision in lists and detail screens changes depending on the state of the workflow. Basically the colour goes from pink, though yellow, brown and green, and finally to white once the workflow is complete. (Think of a traffic light going from red to green).
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	The colours are set according to last workflow step that has been completed:


	
	

	
	Colour

Description

Pink

No workflow steps completed

Yellow

Designed or receive step complete, and check or approval required.

Brown

Checked step complete, and approval required.

Green

Approve step complete, publish file uploaded and submittal required.

Red

Approval set to rejected.
White

Final step work flow complete.


	
	

	
	Additional colours are used to mark superseded and obsolete revisions:


	
	

	
	Colour

Description

Light grey

Superseded revision

Dark grey

Obsolete document


	
	

	
	
	
	

	
	The grey colours are used to prevent you from inadvertently using a superseded or obsolete document. It is possible to display and download superseded documents, but you receive a warning when you do so.


	
	

	5.
	Tasks and Comments
	
	

	
	Tasks and comments are to-do ( actions ) and information items that can be linked to revisions. 

Like a document, a task has classification information, to help you file and find it, and a workflow indicating its status, priority, due date, etc. 

A task has the following components:

· Title Block – contains the task type, task code, title and possibly other fields. The fields can change slightly depending on the type.

· Classification Block – contains a series of classification fields that help you file and later find the task. The classification fields can often be filled automatically based on the contact and group.

· Workflow Block – Allows you to set various workflow fields, describe below in section 6.4, to manage the task.

When you create a document it is critical that you first:

· Ensure that you are in the correct folder and group
· Select the document type in the form

· Associated Documents – You can attach multiple revisions to a task. When you view the corresponding documents, you see the link back to the task. Note that you must associate an actual revision to a task, not a document (without a revision).

· Additional Notes – You can append multiple text notes (such as copies of emails) to a task. Each note has an issuer, and note type and a date/time. The notes are displayed in date/time order.

· Subscribers – Each task has a list of subscribers who can receive emails when a task is created or updated. The rules for sending emails depend on the system configuration. 


	
	

	5.
	Task Search
	
	

	
	Searching for  tasks work similar to searching for documents, with the following exceptions:

· You can search for tasks over all folders

· In addition to the simple search screen there is an advanced search screen.

There are two search screens for searching for tasks:

· Search

· Advanced Search

The normal search screen is most commonly used.

The search screen is divided into Blocks:

· Title Block – Select tasks based on the task code or task description.

· Classification Block – Select tasks based on the engineering classification

· Workflow - Select tasks based on the priority, importance, etc. Here it is also possible to select ‘all tasks assigned to a particular person, who by default is set to the current user (e.g. you). You can also select new, open and pending tasks.

· Report Block – Sets an optional report title and the initial sort order for the tasks.
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	5.
	Task List
	
	

	
	After a task search, you will be presented with a list of tasks (or an empty list, if the search was unsuccessful). 

You can page forward and backwards though the list with the Next and Previous links, or go directly to a specific page using the page number links.
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	You can change the format of the list using the ‘list format’ links above the list headers. The columns displayed will change, but the list contents and currently display page will not change. 

To sort the list, clink on the links in the column headers.

Clink in the Sel.. Checkboxes to select items to add to the task basket. Or use the Select All Items option at the bottom of the page to add the entire list to the task basket.

To display the complete list for printing use the Print link in the horizontal menu.


	
	

	5.
	Task Basket
	
	

	
	The task basket words similar to the document basket. Tasks are added to the task basket when:

· You create a new task (The new task is added automatically)

· You add tasks to the basket from a task list

· You add a single task to the basket from a task detail screen.

When you have tasks in a task basket it is possible to attach them to a revision by going to the document/revision detail screen and using the ‘Add Task Basket’ button.

You can display the contents of the task basket using the task basket link on the horizontal menu.
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	5.
	Task Workflow
	
	

	
	The task workflow records the tasks status, importance, priority and to whom the task has been assigned (and perhaps further delegated to).

There are also dates for the task’s issue date, due date and complete date. 

If you set a task’s complete date then you must set the task’s status to either Answered (the task is complete) or Closed (the response/result has been accepted).


	
	

	
	There are Effort to Date and Effort to Go fields, which can be used to task hours or other cost related information associated with the task.

	To be expanded later
	

	….
	Linking Tasks and Revisions
	
	

	
	Tasks and revisions can be linked, so that when you view a task you see the list of revisions attached to it, and when you view a revision you see all the tasks attached to it.

There are many reasons to link tasks and revisions:

· List to-do items for creating a new drawing revision

· Mark a set of documents that need to be updated as a result of a change control task

· Link documents that provide background information needed to resolve an issue

The linking can be created in to places:

· Task Update, using the Add Basket button – When you update the task, you can add the revisions currently in the task basket. You can also ‘unlink’ (e.g. remove) selected revisions.

· Document Detail, using the Add Task Basket button – Described in the section Document Detail.
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	5.
	Attaching Notes and Files to Tasks
	
	

	
	It is possible to attach series of ‘notes’ to tasks. Notes offer a way to record the questions, answers and general discussions associated with the resolution of a task. They also serve as a permanent record that can be reviewed long after the task is resolved.

Task notes can be entered by anyone who has access to view/update the note. The notes are displayed in chronological order, and can be filtered by, in the task detail screen via two buttons:

· View Long Form  – Display all notes.

· View Short Form – Display only notes with types Question and Response.

You can use the task’s short form (especially in Print format) as a final report for the task to be issued to a third party; for example, as an instruction in response to a site query.

Each note has a type (listed below), its date and time, and note’s the issuer. It is possible to issue a note on behalf of another person. The might be done when someone reports an answer (or question) via telephone or email, and the information is entered into the system by a third person. The system’s audit trail records the person who actually entered the note into the system. The follow note types are available:
	
	

	
	Note Type

Colour

Description

Note

White

Note or description information

Question

Yellow

Question

Answer

Green

An answer to one or more questions

Response

Green

The formal response to the issue

Alert

Red

An alert or warning


	
	

	
	It is possible to upload files to attach to a note. The files can be downloaded and viewed by people with permissions to view/update the note. A note attachment file typically contains additional information that is relevant to the task. This might be a photograph, a scan of a sketch, a related document or spreadsheet. 

Task notes and note attachments provide a convenient mechanism for exchanging task information between remote sites.


	
	

	5.
	Task Colour
	
	

	
	A task’s colour depends on its status:


	
	

	
	Colour

Task Status

Pink

New

Yellow

Pending

Yellow

Re-opened

Light Grey

Hold

Green

Answered

White

Closed

White

Information

Dark Grey

Obsolete


	
	

	
	
	
	

	
	The task’s priority and due date range from white, through pink to bright red depending on the priority and nearness of the due date. Basically higher priority and past/near deadlines are highlighted.


	
	

	….
	Task Subscription
	
	

	
	MET can send emails when tasks are created or updated. The emails are send in response to ‘subscriber roles’, defined in use configurations. Basically, you can subscribe to tasks based on their assigned folder, group and task type. The intent is that you are informed when tasks, associated with your part(s) of the project, are created or updated.

The detailed rules for sending emails are part of the system configuration.

Details to be discussed and described
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	5.
	Creating Submittals
	
	

	
	The submittal itself is transmitted, which means that an email is sent to a pre-defined mailing list. The email is a message that states that submittal was transmitted, and it is accompanied by a PDF transmittal form that lists the submittal’s date, description, recipients and the list of revision that are included in the submittal. 

Submittals are part of the strict revision release procedure (e.g. the revision’s workflow) and a particular revision can only be submitted once.

The submittal’s recipients list is determined by user roles associated with the folders and groups. 


	
	

	
	If you have the appropriate roles, you can create submittals. Creating a submittal and transmitting a submittal are separate steps. 

Note that you must place revisions to be added to the submittal, into the document basket before creating or updating the submittal.

You can define submittals long before you transmit them. You can also change the documents in the submittal before transmission; or even create submittals with no revisions, provided you add at least one revision before transmission. This allows you to adapt to the realities of document transmissions, namely that the last minute changes can affect the list of revisions to be transmitted.

The procedure is initiated from the left-hand menu item Submittals – New, and has four stages:

1. Add the revision from the document basket to the submittal

2. Display an exception report, indicating revisions that cannot be submitted. This can be due to: incorrect folder/group, the revision has already been submitted or has the wrong workflow.

3. Select the submittal sender and enter the descriptive next

4. Confirm the submittal’s creation. 

You can update submittals, which have not been transmitted, by viewing the submittal details and clicking on the Update button.
	
	

	5.
	Viewing Submittals
	
	

	
	There are two ways to view submittals. Both are view the left-hand menu Submittals item:

· Submittals – Recent – Displays a list of recent submittals.

· Submittals – Search – Allows you to search for submittals

Both operations cause the display of a list of submittals. To see the submittal’s details, click on the submittal code link. This causes a submittals details page to be displayed which contains the following Blocks:

· Header            – Lists the submittal’s date, recipients and description.

· Document list – Lists the document included in the submittal

The document list has links to display the documents’ details page or the view the document itself.

· View Transmittal Form – displays the PDF transmittal form.

· Download Zip File         – delivers you a ZIP file (a compressed document archive) that contains all the a copy of revisions in the submittal.

· Add to Basket                – adds all the submittal’s revisions to the document basket.
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	5.
	Transmitting Submittals
	
	

	
	A submittal is transmitted by clicking on the Transmit button in the submittals details page. The submittal can only be transmitted once. In the submittals list, pending (non-transmitted) submittals are displayed in pink. When the submittal is transmitted, its state changes to scheduled, and then to transmitted when the server has completed the transmission operation.

The following occurs during submittal transmission:

· The PDF transmission form is created

· A ZIP file of all the revisions (for later downloading) is created

· Emails, with the PDF transmission form as an attachment, are sent to the submittal recipients.

As stated at the start of this chapter, the submittal recipients are determined by the user roles, and the actual list of recipients is determined via the user roles at the time of transmission, not the time of creation or last update. The recipients list for a submittal is frozen at the time of transmission and contains the actual list of recipients to which emails were sent.


	
	

	6..
	QUALITY_PLAN

	
	

	
	To be developed


	
	

	7..
	AUDITING
	
	

	
	System Configuration
Data Migration  or Metadata
Data Migration – Metadata
Uploading Metadata

Import Export to and from MET


	To be expanded
	

	7…
	System Configuration
	
	

	
	Some configuration information can be updated using the left-hand menu item Administration – Configure. You must have the administrator role in order to change the system configuration data. The system has been set up using the MATRICS ICS Format which pre-sets the layout into a systematical manner to reduce the number of options at any one page. Clicking on the +/- in the appropriate box will open or close additional options
When you click on the configure link you are presented with two lists of reference data tables:

1. Tables that can be changed by the site administrator

2. Tables that can only be changed by SoftXS support personnel.

To edit configuration data, click on the table name. You will be presented with a list of the records in the reference data table. In the left-hand column there is typically an ID column populated with the internal ID values used by the MET server, you can generally ignore these values.

Each record has links for:

· Updating the record

· Deleting   the record – the record can only be deleted if it has not been used.

At the bottom of the screen is a New button for adding new records.

You update or create a new reference data table record, you will be presented with a screen where you can enter the code, name and description values:

· Code           – The value that appears in the narrower columns in lists.

· Name          – The text that appears in detail screens and when you place over the code value.

· Description – For informational purposes, generally left blank

· Define          – Leave blank (to be confirmed)


	
	

	7…
	Data Migration  or Metadata
	
	

	
	Metadata refers to the information about documents that is stored separately from the documents. As an analogy, you can think of Metadata as the information stored on the ‘library card’ that belongs to the document. Metadata is used to organize and file documents, and also as the basis for searching for them. The Metadata includes:

· titles and summary information

· workflow information 

· classification information 

You can upload and download Metadata to MET. This is the most efficient way of entering large amounts of data into MET. You upload Metadata when you want to manage documents lists, before the documents are created. You download Metadata when you want use the information for sophisticated reporting or pass the information to other systems for further processing.

Most MET users do not need to worry about working with Metadata.
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	7….
	Data Migration - Metadata
	
	

	
	It is possible to create documents and revisions (and update revisions) by uploading Metadata. The basic format is a tab-separated file, such as created by Excel, with column names defined in the first list of the file. The exact file format is described in the screen produced by the left-hand menu item Help – Upload File Format. 

The easiest way to create Metadata upload file is to download a Metadata file from the document list screen. Typically you create additional documents and revisions by downloading a file with similar revisions and then adding/changing lines to define the required documents and revisions. Using Excel, save your file in text tab-separated format.

You can delete columns for fields that can be derived from the drawing code, or columns that have acceptable default values (see you site configuration guide for details).

To upload a Metadata file use the left-hand menu item Documents/Drawings – Upload Metadata. You will be presented with a screen for selecting a file, and some checkboxes for selecting the format and default value behavior. Normally you should not change any of the settings and only select the upload file.

The upload proceeds in two stages:

1. When you press the Upload button you are presented with a exception report listing any errors encountered in the file.

2. If there are no error listed in the error report, then you can confirm the upload and actually update the MET system with your data. Nothing permanent happens until you perform this step. Press the Upload button on the second screen to actually load your data.

After the upload is performed you are presented with a confirmation screen and the uploaded documents are placed in your document basket.

Some restrictions apply when uploading Metadata:

· You can only upload documents/revisions into the current folder

· You can upload a maximum of 100 items. If your file is larger, you must break it into separate, smaller, files (don’t forget the header line at the start of each file).

	
	

	7….
	Uploading Metadata
	
	

	
	It is possible to create documents and revisions (and update revisions) by uploading Metadata. The basic format is a tab-separated file, such as created by Excel, with column names defined in the first list of the file. The exact file format is described in the screen produced by the left-hand menu item Help – Upload File Format. 

The easiest way to create Metadata upload file is to download a Metadata file from the document list screen. Typically you create additional documents and revisions by downloading a file with similar revisions and then adding/changing lines to define the required documents and revisions. Using Excel, save your file in text tab-separated format.

You can delete columns for fields that can be derived from the drawing code, or columns that have acceptable default values (see you site configuration guide for details).

To upload a Metadata file use the left-hand menu item Documents/Drawings – Upload Metadata. You will be presented with a screen for selecting a file, and some checkboxes for selecting the format and default value behavior. Normally you should not change any of the settings and only select the upload file.

The upload proceeds in two stages:
3. When you press the Upload button you are presented with a exception report listing any errors encountered in the file.

4. If there are no error listed in the error report, then you can confirm the upload and actually update the MET system with your data. Nothing permanent happens until you perform this step. Press the Upload button on the second screen to actually load your data.

After the upload is performed you are presented with a confirmation screen and the uploaded documents are placed in your document basket.

Some restrictions apply when uploading Metadata:

· You can only upload documents/revisions into the current folder

· You can upload a maximum of 100 items. If your file is larger, you must break it into separate, smaller files (don’t forget the header line at the start of each file).
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