
 

  



1. Dashboard 
 

Icon / Function Classic UI New UI 

Change Project Click the arrow next to the project name and 
select a project from the drop-down menu. 

 

Click the “Hamburger” button top left of screen and choose 
“All Projects” or edit button next to “FAVOURITES” to add 
Favourite Projects 

 

Project Settings Click the Settings icon next to the project name 
to open the Project settings window. 

Click the Gear icon in the top-right corner of the screen and 
select Project settings. 



 

 

Training Videos Click the Video icon next to the project name to 
access training videos. 

 

Click the Help icon in the top-right corner of the screen and 
select Training videos. 

 

User Preferences Click Settings in the top-right corner of the screen 
and select User Preferences. 

Click the Profile icon in the top-right corner of the screen and 
select User Preferences. 



 

 

Help Click Help in the top-right corner of the screen 
and select InEight Document Help. 

 

Click the Help icon in the top-right corner of the screen and 
select InEight Document help. 

 

 

Global Search Click Search in the top-right corner of the screen. Click the Magnifying glass icon in the top-right corner of the 
screen. 



 

 

Address Book / Company 
Types 

Click Contacts in the top-right corner of the 
screen. 

 

Click the Address book icon in the top-right corner of the 
screen. 

 

Reports Click Reports in the top-right corner of the 
screen. 

 

Click the Reports icon in the top-right corner of the screen. 



 

Admin Click Admin in the top-right corner of the screen. 

 

Click the Gear icon in the top-right corner of the screen and 
select Admin. 

 

  



New Item Click New and select the item type from the 
drop-down menu. 

 

Click New and select the item type from the drop-down menu. 

 

Module Selection Use the drop-down menu on the left side to 
select a module. 

 

In the top-left corner of the screen, the current module is 
displayed. Click the current module to select another from a drop-
down menu. 

 



Add Dashboard Tile Not available in Classic. 

By default all widgets are displayed made 
available. It can be collapsed but not hidden. 

In the top-left corner of the screen, click the icon to add 
Dashboard tile. 

 

 

Change / Create 
Dashboard view 

Not available in Classic. 

 

In the top-right corner of the screen, click View dropdown to 
select Dashboard view. Select new view to create new view. 

  

Quick Links Not available There is now a drop-down menu on the main navigation bar for 
quick links. 

 

 

  

  



2. Register Features 
 

Icon / Function Classic UI New UI 

Advanced Search Click Advanced next to the quick search field. 

 

Click Filter/Sort in the top-left corner. 

 

Saved Searches Click Saved next to the quick search field. 

 

 

Saved searches are now called Views. To save a search, click 
the drop-down menu next to the View field and select Save 
view as. 

 

Register Filter Click the square icons to choose how to filter 
documents. 

 

To choose how to filter documents, click the Show drop-down 
menu and select an option. 

 



Row Density This feature is not available in the classic UI. Click the Manage columns icon to select the row density of 
the Register. 

 

Folders Click the Arrow icon to expand project folders. 

 

Click the Arrow icon in the top-left corner of the screen to 
expand project folders. 

 

Customise Register View 

 

Click Manage columns to select that will be made available in 
the register.

 

1. Tick to select column to add in the register. 
2. Click the arrow to add/remove column. 
3. Click the padlock icon to lock the column. 
4. Click up/down arrows to arrange order of the columns. 



 

Clear Filter  

 

 

The Clear all filters button has been added to all registers. You 

can click this button to clear all filters that have been applied 

to the register to see all items. 
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3. Mail 
 

Icon / Function Classic UI New UI 

More Drop-Down Menu Click More to select an option from the drop-
down menu. 

 

Click Actions to select an option from the drop-down menu. 

 

New Mail Item Click New and select Mail. 

 

In the top left corner of the screen, click New and select Mail. 

 



Configure Mail Workflow Click More and select Configure Mail Workflow. 

 

Click Actions. In the Admin tab, select Configure mail 
workflow. 

 

Create New Mail Type In the Configure Mail Workflow window, click 
New. 

 

In the Configure Mail Workflow window, click the plus (+) 
icon. 

 

 

  



4. Document 
 

Icon / Function Classic UI New UI 

Open Document Details Double click on a document to open the 
document details. 

 

Click on the Document Number to open the document 
details. 

 

Document Details Screen 

 

Within the Document details screen, different tabs are 
available on top of the screen such as: 

• Links – view a summary of links in a document. 

• Comments – displays the comments register where 

you can view/ add new comment to the document. 

• File Viewer – view document online via File Viewer  

• User Access – view user access to a document from 
within the document. (Admin function only) 

• Transmittal History - view document history from 
within the document. 

• Review Status - view document review status from 

within the document. 

 



 

File Viewer Click the File Viewer icon. 

 

Click the File Viewer icon (updated icon). 

 

The PDF viewer has a new look and feel along with improved 
markup and linking capabilities. Features include panes to 
search file text, view and manage comments, and view links. 
New linking functionality lets you drop a pin directly on the 
file to link to an existing item or create a new item from 
within the file. Annotations are now captured as standard 
comments against the document 

More Drop Down Select a document and click More to select an 
option from the drop-down menu. 

 

Select a document and click Actions to select an option from 
the drop-down menu. 

 

  



New Document Click New. 

 

Click the plus (+) icon and select Single Item. 

 

Bulk Upload Click Bulk Upload. 

 

Click the plus (+) icon and select Bulk Items. 

 

Documents for Review Click Review. 

 

Click the Module menu. In the Documents tab, select Review. 

 

Documents for Release Click Release. 

 

Click the Module menu. In the Documents tab, select Release. 

 

 

  



 

5. Transmittals 
 

Icon / Function Classic UI New UI 

More Drop-Down Menu Select a document then click More to select an 
option from the drop-down menu. 

 

Select a document and click Actions to select an option from 
the drop-down menu. 

 

New Transmittal Click New. 

 

Click the plus icon and select an option from the drop-down 
menu. 

 

Pending Transmittals On the Transmittals drop-down menu, click 
Pending. 

Click the Module drop-down menu. In the Transmittals tab, 
select Pending. 



 

  

Cancel Transmittal Click Cancel. 

 

Click the Module drop-down menu. In the Transmittals tab, 
select Sent Items. 

  

From the Sent Items Register, click Actions and select Cancel. 



  

Resend Transmittal Click Resend. 

 

From the Sent Items Register, click Actions and select Resend. 

  

 

  



 

6. Packages 
 

Icon / Function Classic UI New UI 

More Drop Down Select a package and click More then select an 
option. 

 

Select a package and click Actions to select an option. 

 

New Package Click New. In the Package tab, select an option. 

 

Click the plus (+) icon and select an option. 

 

Generate Addendum Click the notepad icon. 

 

Click the envelope icon. 

 

 



 

7. Forms 
 

Icon / Function Classic UI New UI 

Cancel Form Click Cancel. 

 

Select a form and press the Cancel icon. 

 

More Drop Down Select a form and click More to select an option. 

 

Select a form and click Actions to select an option. 

 

  



New Form Click New and select the type of form. 

 

Click the plus (+) icon and select form type. 

 

 

 

  



 

8. Administration 
 

Icon / Function Classic UI New UI 

Project Settings 

 
 

Admin Click Admin in the top-right corner of the screen. 

 

 

Click the Gear icon in the top-right corner of the screen and 
select Admin. 

 

Administrative functions are listed in the menu bar located in 
the left-hand side of the screen 

 



Manage User Access 

 

Double-click the security group to view/edit the default 
access level of each group. Click the Access type drop-down 
to manage security group’s access level on Mail types, 
Transmittal types, Form types, modules and security.  

 

 

  



 

 

9. New Modules 
 

Submittals module 
 
The Submittals module lets you effectively manage the submittals process. It provides a centralized register to maintain reviews, statuses, 
communication, comments, and access for a project’s submittals. Submittals are contractual documents that must be provided for external 
review or action, saving project man-hours and budget that might be spent on rework. 
 

The Submittals register shows the submittals and their deliverables, status, revisions, and other information. From this register, you can add 
a submittal, export all items or selected items to a Microsoft Excel spreadsheet, or create a transmittal.  

 

 

 

10. InEight Document Enhanced UI Releases 
 

Refer to this link to read through release notes of Enhanced UI and its additional features. 

https://learn.ineight.com/Document_Enhanced/Content/Categories/ReleaseNotesStartPage.htm?tocpath=Release%20Notes%7C_____0   

https://learn.ineight.com/Document_Enhanced/Content/Categories/ReleaseNotesStartPage.htm?tocpath=Release%20Notes%7C_____0

