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1. Login to Mezzoteam

1.1 Registering with Mezzoteam

You are invited to access a project on Mezzoteam for the first time.
You will receive an invitation e-mail from the following address: info@mezzoteam.com.

o mezzeteam

Sandbox Sylvie

Bonjour,

Vous étes invité(e) sur 'espace de travail Sandbox Sylvie.

Pour accéder a cet espace de travail, vous devez d'abord vousjggcrire en cliguant sur ce lien qui est
valable pendant 15 jours : Inscription 8 Mezzoteam

Cordialement,

Administrateur OPERATIONS

Message complémentaire d'invitation a votre attention :

Connectez-vous pour refoindre le projet.

Nota :
Cette invitation ne doit &étre utilisée que par la personne destinataire de ce message.
Si vous rencontrez des difficultés de connexion, merci de m'en informer en répondant simplement & ce

message.

= Click on the link "Sign up for Mezzoteam" in the e-mail invitation you have received.
= Fillin the registration form with your professional details.

= Click on "OK".
= Choose your personal password and confirm it.
= Click on "OK".
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mezzoteam mezzoteam

——
Finish your Inscription to the warkspace . T —
Modity password

Title

3
YOy ¥y Y v

Note: Working in some workspaces implies a high level of security:
The password must contain more than 12 characters

The password must contain at least three of the following elements. lowercase, uppercase,
numbers, special characters.

Maximum number of incorrect password attempts before deactivation: 6
Duration of deactivation in this case: 15 minutes

The password must be changed at least once every 90 days

Time after which a password change warning is displayed: 30 days
Number of previous passwords checked when changing password: 4
Minimum time between password changes. 1 hour

Length of time after which an account is deactivated if not logged in during this period: 200 days
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1.2 Logging in to Mezzoteam

In order to login to Mezzoteam, you just need to enter the address www.mezzoteam.com in your
Web browser.

o mezzeteam
At your service for the last 35 years and an ever stronger

= e ambition to be France's CDE leader!

White paper
Key criteria for choosing your Common Data

oteam 6.0: API, BIM properties.

6.0 was released on 24th Februsry. AP1, BIM properties.
1 tree.. Discover all the

Prosys advises you to save the password on the browser only if you are the only user
on your computer.

The same login must not be logged in at the same time on two different computers or
with two different browsers.

1.3 Password forgotten

Should you forget your password, go to the Mezzoteam login page :

= Click on "l reset my password" in the login window.
= Enter your login (your e-mail address).
= Click on "Reinitialize password".

° mezzeteam

—
o mezzeteam
Je réinitialise mon mot de passe
2 = ‘ Next> ‘
Identifiant
Ireset my password Compatible device? n
Réinitialiser mon mot de passe

Retour

An e-mail will be sent to the e-mail address specified so that you can create a new password.
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I Note. 6 successive attempts at logging in using the wrong password
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2. Customizing your Mezzoteam space

2.1 Accessing a project / workspace

To access a new workspace from Mezzoteam's home page:

= Click on « My workspaces »

= Click on the list of the workspace you wish to

access. P —

oac | PO Wy reczoteom  mezzoteom . prr.sI
To access a workspace you have already visited, from Bee T TR ogER == =S
Mezzoteam's home page, click on the workspace name " — — ) | _

in the scrolling list of the last opened workspaces.
To return to Mezzoteam's home page, click on in the top left-hand banner.

Note: If you use Mezzoteam for several projects, you will be able to access all your workspaces
with the same login and the same password without logging out.

2.2 Customizing your home page

2.2.1 Customizing your home page

You can customize the widgets and interactive modules available on Mezzoteam’s home page:

[ - e = Click on the icon
oo asousosses oo “pencil” located at the

o ANELL & .
presys g H o. semitan .‘_’S;i @ : . bottom rlght on the

= home page

fie -

MEZZOTEAM USE GUIDE



° mezzeteam

* 7’ & Documentation

7/26

- = Add, move, modify

widgets as you wish

. Click on “SAVE"
(bottom right) to save
your modifications.

2.2.2 Display preferences

You can customize your display preferences such as the number of lines presented in a list and

the list export format.

= Click on your trigram in the top right hand banner, ex:

= Click on « My account »

@-

= |n the « Advanced settings » tab, click on « Edit »

= Select the number of lines needed

= Select the export format between ExcelFile or OpenDocument file

= Click on « Save »

2.3 Modifying personal information

For the seamless operation of the project, it is important that each Mezzoteam user fills its
contact form with their full details. To do this:

Click on your trigram in the top
right hand banner, ex:

e Or go in the «Directory »
section ool

o Click on your name in the
directory’s user list.

= Click on « Edit the informations »
= Fill in your details

= Click on «Edit» to save it or
«Cancel» to discard your
modifications

Cardof . ik
Edit the informations  VCF

Personal informations  Advanced settings

Profile

Contact informations

ever accepted

To change its interface language go to the language field of the form.
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2.4 Changing your password

You can change your password at any time.

= Click on your trigram in the top right hand banner, ex: @-

e Orgointhe « Directory » section
e Click on your name in the directory’s user list.
= Click on "Reset my password".
= Enter your old password.
= Enter your new password.
= Confirm this new password.

= Click on « Edit » to save it or « Cancel » to discard your
modifications

MEZZOTEAM USE GUIDE
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3. Search and consultation

3.1 Full text search

Entering a search

make a quick search by typing your search in the top right-hand corner of your screen

[ J— TeamMezzo Teareh Q-

Entering the terms to be searched allows you to select the following
types of content: Search... Q
= Documents (forms and files filed in documents)

= Tasks (forms and files filed in workflow taks) & Documents

[ Tasks
= Comments (text and files attached to comments) Comments
= BIM notes % BIM notes

Entering several terms separated by spaces is interpreted as a search for
what contains ALL the terms, in any order.

3.2 Sorting lists

The sorting criteria for each document list are indicated at the top right Sorting ascending by Code

of the screen:
Document code @ Document code @

To change the document display order in a list, click once on the title of the column to be sorted
for an ascending sort, and click a second time on the title of this same column for a descending
sort.

3.3 Searching documents by filtering lists
3.3.1 Using filters

You can apply filters to each column displayed in a document list.
Some columns show a list of filterable values. Manual entry is still possible.

Filters may be applied to several columns simultaneously. Mezzoteam then only displays the
documents corresponding to the different criteria entered.

= Clickon Y to apply a filter, or press Enter on your keyboard.

= Click on ® in the first column to remove all the filter criteria for the current view.
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= To remove a single filter from those applied, clear the filter zone and press Enter.

O it @& Code Title Status Signedon ~ Project  Phase
Y >22/03/2019 EXE |

Search operators be entered in the filter zone:

= A whole word or a part of the word searched
= Select a value from a list, if values are displayed.
= Use search operators =, >, <, >=, <= (= and nothing after, show empty values).

= Exclude a criterion using the characters <> placed in front of a complete word (and not a part
of the word). <> and nothing after, to exclude empty values.

= Use the wildcard characters: * matches zero or more characters, and ? a single character.

3.3.2 Searching on dates

Search operators may be used to carry out a search on a date.
Examples of criteria entered in the column "Signed on":

= 18/08/20128: will display documents signed on this specific date.

= >18/08/2018: will display documents signed as from the day following this date.

= <18/08/2018: will display documents signed the latest on the day preceding this date.
= >=18/08/2018: will display documents signed as from this date inclusive.

= <=18/08/2018: will display documents signed up to this date inclusive.

= <18/08/2018: will display all the documents signed, except on this date.

3.3.3 Use the wildcard characters for combined filters

It may be useful to combine several filters in a single column.

When the characters to be filtered are separated by a character

string of unknown content, use * between the criteria sought; e e I

take care to present them in the correct order. CXRIR 7o <o s poumens
O weée & Code

? can replace a single character. ve
[m} 5} E == MRAIL-A-BOM-TRK-DRG-0062-A1
a w = «  MRAIL-D-BOM-LPS-DRG-0010-A1

Example: Enter BOM*DRG in the "Code" column to display all the .- m

documents of the issuer "BOM" and of the document type "DRG" if
the coding places the issuer before the type.

3.3.4 Use of combined filters

It can be useful to combine several filters in a single column. The values searched for are
separated by the character ;
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The values searched for can include wildcards.

Example: Enter BOM*DRG;BOM*DRW in the "Code" column to display all documents of the "BOM"
issuer and of the "DRG" type and those of the "DRW" type

3.4 Using favourites

In the Documents section, you have a list you can use to collect your a";"m
O New Files v Documents v L
Favourite objects so that you can access them quickly. T
= To classify a document as a favourite, click on ™ at the start of the line. L, —
. . . . . . O = PRJ-P-AR-0GO-ME-6609-8
= To classify a document list (view or folder) as a favourite, click on W in e e
front of the list label. * rurawooezs
+4 PRI-D-AR-MZO-DE-0029-A
= To update the list with last versions of documents, select them and click O % rurssscoonsna
on “Update” ] ¥ & PRIPARMZODRSBIDA
M & PRIDARMIODESSSSA
= If you don't want an object to be retained as a favourite, click on * in front
of the document or document list.
3.9 Using tags
Tags allow you to organize your History (5 )
documents according to your own criteria. EXZIR oovnos <sion sissue pocuments G_Teg [
These tags are therefore personal. You can S code , Add tag
access them - & Reference
= from a list, with the tags you have already o = MRAIL-A-BOM-TRK-DRG-0062-A1  STRAY CURRENT
defined O w «+  MRAIL-D-BOM-LPS-DRG-0010-A1  LPS LOW VOLTAGE

= orfrom a document form, which allows you
to tag and create new tags

= orinthe browser to manage the tags.

3.6 Exporting to Excel

At any time you can export the contents of a list to Excel® by clicking on the [%] icon located on

the top right. This function can be accessed from every lists and takes the active filters into
account.

History (11 )
n Files + Documents + ) @ I

AL - Jr | Code

PRI-D-AR-MZO-DR-9965-A DRAWING DOCUMENT 1 'WAITING FOR APPROVAL 05/11/2018 PRI ) AR MZo

1

2

3 PRIJ-D-AR-MZO-DR-9994-A DRAWING DOCUMENT AS TEST ‘WAITING FOR APPROVAL 05/11/2018 PRI D AR MZo
4 PRI-P-AR-O0GO-ME-6609-B Minute of meeting PUBLISHED 23/10/2018 PRI P AR 0Go
5 PRIJ-P-AR-MZO-ME-6638-A Minute of meeting PUBLISHED 23/10/2018 PRI P AR Mz0
6 P

PRI-P-AR-MZO-DE-2234-A Health and security process 'WAITING FOR APPROVAL 23/10/2018 PRJ
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3.7 Downloading files

One or more files can be downloaded whatever the document status and enables you to save a
copy of the files on your computer or network.

To download one or more files from a document form:

= |n the "Files" section of the document's

"General” tab, check the file(s) concerned. Files () open ~ %‘V‘QCC'PY @ Properties

= |n the "Files" section dropdown menu,
click on "Download". 0o e File name

= Select the destination directory of the v

file(s) or find the files in the default

X L J LRT TCO PRS EXE ATGIT 6500 0-ModéleSpecifDemoProductionE
download directory of your computer.

To download files without opening the document’s form:

= In a document list, under

dropdown menu « .. » of fff  Documents . 77 Lastversions (2
each document @ History ' [§) Download «&Sign = lssu
= Click on "Download".
+r Bookmarks O i & a Code

= Select the destination
directory of the file(s) or
find the files in the default ¥ My documents

download directory of your inbox o w3 .RA'LTSCRDN

4 My tags v

Lo

computer. :T}] b Mail @
' O o7 - Hlssue
* Documents +1
& Copy the link
Last versions £71 Clone
— A
It is also possible to download the files of several documents at once:
= |n a document list, check the
documents containing the files to R Documents © ¢ Lastversions (42
be downloaded. © History nSign
= |nthe "Files" dropdown menu, click
" " + Bookmarks (] ﬁ é a Code
on "Download".
. . . @ » @ Mytags
= Select the destination directory of
the file(s) or find the files in the ¢ " "o
default download directory of your Inbox

computer. Mail

EJ

+* Documents

MEZZOTEAM USE GUIDE



° mezzeteam 13/26

4. Creating documents

4.1 Creating a document B Documens I v Lastversions (D
Histor - [§ Download
Enter the workspace then click on the "Documents” section. fmk:arks ¢ ocument | o .

Mail

= In the menu bar, click on “New”, and choose the I 1

» My documents

Transmittal

document type you want to create B

= Fillin the document form
= Upload a file (this can be done later)

= Click on "Save". Click on “Save and sign” if everything is correct (metadata and file added) only.

In the document form:

*: means that the fields are compulsory. B
Bl Creation of Document

v :means that there is a list of predefined
values.

D : means that the field depends on the
Value Of another fleld Coding - Description

= Click in the input field to display the list .

= Click on the appropriate code or, if the list ]
is too long, enter in all or part of the code T
or label, then click on the selected code.

= Fields containing a suitable value are
framed in

= Fields containing an inappropriate value are framed in

MEZZOTEAM USE GUIDE
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4.2 Cloning a document

Cloning a document allows you to quickly create a document from an existing one. To do this:

= Open the document to be

cloned. iill Documents © {% Lastversions ( 42 )
= Click on "Clone". @ History n 7 Download =<2Sign E3lssue
Or:
+ Bookmarks O w @ 8 Code
= |n a document list, under @ -
dropdown menu « .. » of each * @ Mytags
document » My documents
. ) Q e
= Click on "Clone". 50 Inbox o w +1 \":::'LTSCRD”&S
= Change the information ,E] » el 7 Download
required to create the new L 2 _—
document. ~ Documents = +1 ]
. & Copy the link
= Add the file(s). Last versions T clone
= Click on "Save". Click on “Save PN

and sign” if everything is

correct (metadata and file added)

only.
When everything is correct, metadata and file added, sign the document (you don't have to sign
again after a “Save and sign” action).

4.3 Uploading a file

= |n the document's "General" tab, "Files" section.
= Click on "Upload".
= Select the file(s) to be uploaded using one of the following methods:

Method 1: Browse using your explorer Files (2)  [Upload Open v (IView (3 Download i Delete (7Copy @ Move (@ Properties €)Tagas mainfile
Click on "Add". T

Drag files here.

Select the file(s) to be uploaded.

Method 2: Drag using the explorer.

From your Windows Explorer, open the folder containing your file.

Select and drag the file(s) into the drop zone.

MEZZOTEAM USE GUIDE
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4.4 Modifying a file (locking and unlocking mode)

This feature is only available according to the workspace customization.

The document locking and unlocking function is only available if a file is present in the document

form.
Open ! Vg
The file opens with the appropriate software. Z For editing

Make your changes to the file. O e File name 0" consultation
Save the opened file in its application.

Select the file to be modified by checking it.

Click on "Open" "For editing". Flles (2) 7 Upload

While the file is being modified, the document form is "locked" and cannot be changed by another
user.

i Locked by . :37c 't since the 25/08/2022 5:18:35 PM
- N

= In "Files" section, click on "Save" to drop the modified file into Mezzoteam.

= The document is no longer “locked".
Files (2 [f Upload Open \.-’iew I3 Download

This opening for editing is also possible from a list, under "..." next to the document.
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4.5 Referencing documents in a transmittal

Select the documents you want to add to a document, a transmittal or similar, that you will
create. For that purpose, choose the most practical list.

Create this transmittal and save it. All the selected documents are listed in the Related
documents section. Sections of related documents are sometimes called something else
(Linked documents, Deliverables, Related 3D files, etc.)

4.6 Complete a list of related documents

It is possible to complete a section of linked documents, whether or not the action described
above was done.

Open the document in which you want to link other

documents. Related Documents (0) Add H
In the document's "General" tab, “Related e o selact
documents” tab (there is various terms for linked 0 & Ccode

documents, depending on the setting), click on "Add", v Items to import
then click on “Items to select”.

Mezzoteam opens a selection window that displays a list of documents you can link.

Search. B Lastversion [ inmy favourites n
Check "Last version only" if you only want to <o -

display the documents' latest indices. ¢ e e -

Check "In my favourites" if you only want to
display a list of your favourite documents.

Use the search zone, sort or filter the
document list if necessary.

Select the document(s) to be linked

170302:440001-00  Master Document Register REVIEWED WITH COMMENTS

A+ 170302-CE-0001-00 Level 3 Schedule REVIEWED WITH COMMENTS
@ ot aualiy Assurance Plan

101 Froject Construction Flan

000101 Project HSE Management Plan

Pianning Hislogram REJECTED
1 Risks & Opportunities (R&O) Register REVIEWED WITH COMMENTS

1301 Procadura

Constnuction Method Statement REVIEWED WITH COMMENTS

Yo u Ca n so rt 0 r fi lt e r Oth e r d 0 Cu m e nts' Constry Method Statement (Based On Sslected Option) REVIEWED WITH COMMENTS
previous selections are still active D vomsame s

Click on "OK" in the selection window.

DoOoODOoODOoODODOoOOoODooOoOo <0
I

Import a list of document to link

For long lists of documents to be linked, this can be done via an import template:

Open « New links » in the « Related documents » tab (there is various terms for related
documents, depending on the setting)
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= Click on « Items to import »

= Download the template in Excel or OpenOffice o Download the template
format.

- Enter the code of documents to be linked (Code of Once downloaded, upload the fullfilled template in step 2
linked form)

= Enter link type. There is a real choice only if several

kinds of linked document sections are defined in the
workspace.

@ upload the fuilfilled template
= Copy the code of the parent document on 1st column

of every lines. You can also put the code of another Select the fullfilled template then start the import
parent document if you know it.

= Save the template on your computer (name it as you
wan).

= Select your file in the second part of the windows and
clic on « Start import »

Select a file... IMPORT_DOC_ADDREF.xlsx

= Once the links have been successfully imported, clic on « Cancel » or close the windows with
the cross.

There may be a list of links in error. This is itself a new import template. Correct directly in this
new template and use it to finish the import.

4.7 Signing / issuing a document

4.7.1 Signing

Signing a document triggers a status change and means that it can no longer be modified.

It changes status from "Draft' to "Available" or "In validation" if the document is subject to
approval (status names can vary according to the project).

This action can be made:

= When creating a document by clicking on the button « Save [ Save and sign H cancel ]
and sign »

* In the documents form in the « Draft » status by clicking ¥r Document LRTM-AA-0056-00 / overview

on the button « Sign » located in the top banner. pEd‘utAddtag — wowme"nkl

General Tasks(0) Versions (1) Folders (0)  Link

= From a list of documents, selecting them to sign them all with
a single click.
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4.7.2 Issuing or signing / issuing a document

It is sometime possible to sign and issue a document in order to notify by e-mail workspace

users and give them access
to the document. In this

il Documents
case "Sign" action also _
proposes a notification. © sty

+ Bookmarks
Often the distribution is [ » @mytags
taken care of by the « My documents
approval workflow, the St

"Issue” action is hidden.

i8]

0

Inbox

F o Mail

Urgent release !

%7 Lastversions ( 42 )

n ¢ Download -<Si uments

O w e & Code

w

D * MRAIL-T-SCR-DN3-SPE-9904-A1
{.\.f MRAIL-T-SCR-DN3-SPE-0004-A1

When notification is
available, "Issue" action is
present in the action bar of the document or lists.

Open the document or select it from a list then click on "Issue”.

= |In the recipient field, type directly the name of
the persons or groups.

= To open the directory, £ click on
= To send an email notification, check
“Immediate email notification”. You can

broadcast without sending an email, just to
give access rights.

= Common email = the email mentions all the
recipients who can thus exchange via their
email. Otherwise, the other recipients are not
mentioned in the email received.

= Finalize by clicking m on the bottom

Issue x

The issuing recipients are granted with read rights for the concerned forms and can be notified by email.
Recipients

Type directly the name of users, groups, organizations or issuing lists 8

Immediate email notification

[ one common email to all recipients

The text typed here will complete the issuing message.

Selection

+ MRAIL-TSCR-DN3-SPE-0004-A1 : 10 EQUIPMENT LIST

Legend

+ The action w

be executed directly as soon as you click OK

4.8 Make a new version of a document

Each time a signed document changes, a new version must be created. To do this:

= Open the document or click on “.
of documents

in a list

= Click on "Make a new version". If the action
is not present, it means that the document
is not yet reviewable due to its

MEZZOTEAM USE GUIDE
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advancement in the approval workflow or that you are not among the people who are entitled
to it.

= Make any adaptations to the modifiable fields.

= Upload the modified file in the "Files" section.

= Click on "Save" (or "Save and sign").

= Sign this new version of the document (if not already made).

4.9 Actions on « Draft » documents

4.9.1 Modifying a document’s form

= Open the document with the "Draft" status or

click on “..” in a list of documents ¥¢ Transmittal PMIS TRN 000006 [CLI] / Transmittal #0(

= Click on "Edit" in the "General" tab.
Sign [Elssue £JAddtag fHClone &2 Copy the link
= Make your changes to the modifiable fields.

= Click on "Save" or “Save and sign”.

4.9.2 Updating linked document

To update a linked document to its latest index:

= In a "Related documents"” section.

= Click on "Update".

= Select new version(s) to link

= Click “OK”

It is possible to "sign” and "issue” linked documents directly from the parent document. A
recommended use of the transmittal (parent document) to gather and check the deliverables

BIM Models related ( 43 add Remo\.rOQCopy the links T Download

4.9.3 Deleting files from a « Draft » document

= |n the document's "Files" section,
Check the fi[e(s) to be de[eted_ Files (1 [f Upload Open + [J1View r.“Dcwnluacapy A Move (D Properties ) Tag as main file

= Click on “Delete" [m File name size Upload date Updated on
. . '
= Confirm the deletion
With ‘ Q MRAIL-D-CLI-AFC-CAT-88-A1.PNG @ 25.16 KB 26/08/2022 02:36:36 PM  26/08/2022 01:59:58 PM

The file is moved to the Recycle bin, but
still may be restored.
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4.9.4 Renaming files from a « Draft » document

= |n the document's "Files" section,

Rename [ Delete

check the file(s) to rename. Files (2 B Upload Dview [ Downloa
= Click on "Rename". —I

If the automatic renaming is activated on the document family, the renaming is done through the
"Properties” button

4.9.5 Deleting « Draft » documents

= |n a document list, check the document(s) or click

on*“.” ¥7 Alltransmittals (2
= |In the "Documents” drop down menu, click on EEZIR 7 oovrcss <sion e vocuments [ oo -
“Delete“. ] ﬂ’ @ a Code & Copy the links
H n ] . . ATd i Delete
= Click on "OK" to confirm the deletion =
D ﬁ . PMIS TRN 000006 el 11 Transmittal #000006[
I+ Upload
S " O e & Edit #000001 |
Only documents with "DRAFT" status can be deleted. <sign
The status is sometime called IN PROGRESS, Sissue
EDITION, etc. & Copy the link
A1 clone

Deleted documents still may be restored from the -
Recycle bin.
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5. Approvals in Mezzoteam

This feature is only available according to the workspace customization.

Different workflows can be set up in order to manage review and approval of documents. When a
document enters a workflow, Mezzoteam generates on task for each designated approver (users
or groups of users).

2.1 Listing tasks

= Enter the workspace then click on the "“Tasks" section.
= You enter the history of the last tasks opened.
= Click on the "My pending tasks" view (or "My due tasks")

Tasks

@ Historical
# Bookmarks

{8 Allmy tasks

In the "My pending tasks" view is a list of tasks related to documents |

have to review or approve. By default it displays the following T Eaense
@ All tasks
co lu mns: » & Put documents in validation
» & cancel documents
= Task name C—

= Document code

= Document title

= Assigned at

= Assigned to: user group to which the task has been assigned.

= Delay: a negative delay means that due date is yet to come. All tasks for which the due date is
passed (positive delay) appear in red.

=  Due date: deadline
= Status

Other views are offered:
"My tasks": all the tasks that have been assigned to me.

"All pending tasks ": All tasks for all the approvers that need to be completed in the workspace.
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"All tasks": all tasks for all approvers.

v7 Allthetasks (105 ) Sorting descending by Assigned on
[“lExecute ¢ Copythelinks 3 Download files B @ < 13 v
O ¢ a Task title title Assigned to Result Stalus Delay  Executed on
¥ @

Wvalidation of technical
. MRAIL-T-SCR-DN3- Approved with
[m] D +  documents - internal versions - 10 EQUIPMENT LIST [aPP_cw]
P SPE-9904-A1 comments
1st step - verification - Approval

Completed 10 24/01/2017

Validation of technical )
MRAIL-A-CIW-CIV- Approved with
o @ ++  documents - external versions - FIRE WATER NETWORK AND DETAILS  [APP_CLIENT]

Completed  -14 20/01/2017
- DFD-0073-A comments
Client aporoval - Aporoval

9.2 Modifying a comment file

This feature is only available according to the workspace customization.

If a template file is attached to the task form in the "Files" section, edit and save this file (see
paragraph "Modifying a file (locking and unlocking mode)"), then complete the task.

5.3 Execute a task

From "My pending tasks" view, open a form.

The action of executing a task is often directly accessible from the document form. "Execute" is
the standard, however this action could appear as “Check”, “Approve”, etc., depending of the
customization.

The task form looks like document form with tabs.

= General: Displays information about the task.

= Tasks: Display the tasks assigned in parallel on the document and those already done.
= Readers: Display the list of users or groups with read rights on the task

= Log: Display the history of the task's life

The task form contains several action buttons, the one on the left executes the task. The actions
present depend on the user's profile.

= Click on "Execute”. The term may differ but the action always corresponds to the leftmost
button. If you do not have this button, it means that the task is already executed or that it is not
assigned to you.

Management approval / LRT CIT PRS PRO BLC0O 7800 A_W2_T3_11

View ?Organise X Canceltask [ Send areminder d"CopytheIinkI
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= Fill in the different task

Valldatlon fleldS « Result * » 001.17I]33.000010-CK-I]I]DB-DD,WD,TDJ0571’Imernal review - Appro x

comment, and so on. TASK S —
= Files: You can attach one or -

more comment file(s) to your

opinion by uploading it/them

in the "File" section, before DOCUMENT FE—

Va l i d a t i 0 n . :&:1;\:[:33?-U:CI:)[HCH]KVUCIUBVDU (va33)

Files
=0

= Finish by clicking on Execute »

(bottom right). After that, there is no way to change the result or the attached file.

9.4 On-demand task

This feature is only available according to the workspace customization.
Certain workflow may allow selected users to generate a new validation task themselves.
This function is available if the "New" action appears in the document's "Tasks" tab.
Once created, a new task functions like any other.
= Drop down the "New" menu.
= Click on the name of the task to be created QEdit CView ¢JAddtag @ Lock (f

= Enter a due date (if not filled)

= |n the "Assigned to" field, click on the little 8 guy in

General Tasks(7) Versions (6)

order to select the user(s), group(s) or organization(s) to Download

which the task should be assigned. (if not filled)

= (Click on at the bottom

management
o € -
— CONSTRUCT Appro

Once created, the new task works like the others
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5.5 Status of a task

A task may have several different statuses:

= "Pending": default status on creation of the task.

= "Completed": status of tasks that have been completed, when the approver has reviewed or
approved the document.

= "Cancelled": status of a task that is no longer current (For example: a consultative opinion is

cancelled when the final opinion has been made and the document moves on to the next phase
of its validation).

Do not confuse the status of a task ("Pending” or "Completed”) with its result (for
example "with comments" or "approved").
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6. BIM Viewer

To launch a 3D view of an IFC model attached to a document, select the IFC file then clic the
« View » button located in the files menu bar.

Files (1) [§ Upload Open vrf Download [# Rename {fj Delete (FjCopy e Move () Properties €3 Tag asmain file

(| File name Size Upload date Updated on Created by Current location
'

) 3 2771172018111 6:22 Antoine
i Structural_2019.ifc Main 12.05 MB 18/12/2019 06:35:30 PM Mezzoteam
g @ [ Main v DOMEL

To view multiple IFC models simultaneously,

= Link the models in the Model 3D Related section of a summary model document. This model
does not need to have a file itself.

= Click on "3D View" in the action bar of the synthesis model form.

=

¢ Document 38.BIM-NC-0064-00 / BIM synthesis

General Tasks(5) |Versions(1) Folders{0) Linkedto(0) R

£ Edit ¥dlssue £7Addtag £ Clone & Copy the link

To download the BIM Viewer users guide, clic the « ? » button located at the right top of the screen.

m9220f61 M Modele 3D Architechture (TEST-3D-PD-ARC-PRS-1001.08)
o @ ChEY 338 029 ¢0 QQA $2 @ | O e

x
¥ ] MODELS L/}

' Modéle 30 Archaechture (TEST-30-... (1) @
@» 4

ARC_MODEL_ENG e i

x
) osuecTs & o [

Q
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To access to all indicators (stats, charts, graphs) configured in your project, clic on the section « Dashboards » located
on the left in the Mezzoteam browsing vertical ribbon.

()

| - J— Régénération Ligne 695000 Bourges Montlugon Search 3 @ .
Bexport 2Edt
dicat le suivi et g ope
de travail et donnent en temps réel, une. ynthétiq 1 etdel: projet grice st
Ces indicateurs basé: 4 se tenir Informé du bor projet, & détecter et analyser des dérives éventuslies par rapport aux objectifs de qualité, de délais et de colits fixés, puls & décider des actions comrectrices 3 effectuer.
NB DE DOCUMENTS NB DE MAQUETTES DOCUMENTS PAR STATUTS NB DE BPE NB DE BORDEREAUX
EN ATTENTE DE VALIDATION
B VISE SANS OBSERVATION
2 3 i W EDITION i %
No data to display B VISE AVEC OBSERVATIONS BLOQUANTES No data to display No data to display
W DISPONIBLE
VISE AVEC OBSERVATIONS
ETAT DES VALIDATIONS INTERNES RESULTATS DES VALIDATIONS INTERNES DERNIERES DEMANDES DE VALIDATIONS INTERNES
No data to display No data to display No data to display
ETAT DES VALIDATIONS DECISIONNELLES RESULTATS DES VALIDATIONS DECISIONNELLES VALIDATIONS DECISIONNELLES EN RETARD

h

[ - T

If you have any questions, contact your workspace administrator

project

7 Allversions ( 4 ) Eleagnus EBENGEI

[+ ] ' [3 Download < Sign [=Issue Documents

ew
w e a Code Title

<0

£ My account
© Unsubscribe request...

@ Help

LINE DC SWITCHES - TECHNICAL B4 Support request...
O 7 a MRAIL-A-BOM-TPS-SPE-0054-A1 o\ 0y

® Logout

O ﬂf =+ MRAIL-A-BOM-TRK-DRG-0062-A1  STRAY CURRENT MITIGATION PRINC++ woor
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