QUICK GUIDE

GENERATE DOCUMENTS
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@ GENERATE DOCUMENT

1. Onceyou have completed the Contract Header and

Line items you may wish to generate documents such

as Contract, PO Requests. Select the Actions menu
then Generate Contract Document, Contract

‘ Select a template

Select contract templates

Select the required templates to start generating contract document

Available templates. Selected templates 0

® Download as individual documents

O Download as a PDF document (D)

Save in supporting documents tab.

2. Select the appropriate Template(s) from the left and
use the arrow to add to the Right column.

3. Ifrequired select the Download as PDF Document or
Download as Individual Documents

4. Select if the generated document should save within
the Supporting Documents

NOTE: Templates can be configured from either an
Organizational Level or a Project Level by a suitable
administrator.

Phone: In Australia: 1800 727 102 In United States: +1 800 801 1426 Worldwide: +61 3 92

@ REVIEW TEMPLATE

1. You can review the information to be added to the
template.

Review templates  ~ AS4000 Construction Contract

Review below fields before proceeding. These field values wil tagsin

Watermark stamp text 2

ProjectID

o0mBC

Project name

Training Project - BG

Froject address1

300 Smith Road

NOTE: It is not recommended in altering any of the data
contained in the review screen except if you are using
the “Blank” fields. These specific fields are designed to
capture information you wish to appear on the
generated document but not capture within the
Contract information.

2. Press Finish and the document will be created,
saved (if selected) and opened on the screen (or
downloaded depending on security settings) for
your review.

20 Email: support@ineight.com

@ GENERATED DOCUMENT

1. The document will be created and fields from the
template updated with information related to the
selected contract.

Minor Works Agreement
This Agreement is made on this <

Between Civil Contractars Pty Ltd

of Australia (hereinafter called “the Subcontractor”)

fter called "The Contracter”)

which has 3 contract to construct the Project known,

At: 300 Smith Road For: Subcontracts

hereby agrees to the attached Conditions and the following Annexures hereinafter referred to:

Clause 1. Brief Description of the Works to be carried out by the Subcontractor:

Electrical Fitout  (see Annexure C for  full description of the Works)
Clause 1. Documents: ...

Clause 1. Contract Sum: 1,275.00

@ SUPPORTING DOCUMENTS

1. Ifselected when generating the document, a saved
copy of the generated document will now be
available on the Supporting Documents Tab
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NOTE: Supporting Documents will be included as
reference material for Workflow approvals. Should you
wish to send this document externally through InEight
Document you will need to add it as a Document to that
register
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