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 Basic Operations
 The System
 The basic operations of the system to initially master are:
 1) FIND A DOCUMENT
 2) VIEW A DOCUMENT OR MULTIPLE DOCUMENTS AT THE SAME TIME
 3) VIEW THE DETAILS ABOUT A DOCUMENT
 4) CREATE A NEW OUTGOING DOCUMENT USING MS WORD TEMPLATE
 5) REGISTER EXISTING ELECTRONIC FILES (INCLUDES SCANNED 'HARDCOPY' DOCUMENTS)
 6) VIEW GENERAL REPORTS
 7) VIEW CONTRACT SPECIFIC REPORTS
 Flowcharts of each of these processes are on the following pages. There is also a separate 'Quickstart'section for those who prefer words to flowcharts.
 Every operation can be accessed through the 'Home' screen as well as the 2 'Menus' that appearabove every system screen. The 'Home' screen is shown below. If in doubt press the 'Home' screenand use the red 'buttons' to perform the operation you want.
 Once these operations are mastered there is a lot more that the system can perform for you. Pleaserefer to the rest of the 'Quick Reference' manual for more information
 CCSUserManualRelease11.doc 3
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 Quickstart Flowcharts
 Find a Document & View it. - Flowchart
 1) Find a Document
 Browser
 Apply Filters
 Sort Results by Headings
 2) View Document(s)
 Highlight Document(s)
 Click 'Preview'
 Opens Documents
 Click 'Search'
 'Clear' any existing Criteria & choose 'Contract, 'Type', 'Category' etc.
 'Document Date, 'Description', 'Reference', 'Action By' etc.
 Single click to highlight the documents to be viewed.
 Opens all of the documents highlighted in 'Browser'
 Open 'Browser' from 'Home' screen or Menu 2 on any screen
 'Browser' Example
 CCSUserManualRelease11.doc 4
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 View Document Details - Flowchart
 3) View Document Details
 Browser
 Results
 Document Details
 2) View Document(s)
 Click 'Open'
 Opens Document
 Double Click on Document
 e
 Shows full Details of document on the 'Document Workbench'
 Opens the document on the 'Document Workbench'
 From 'Home' Screen.
 'Browser' Exampl
 CCSUserManualRelease11.doc 5
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 New Outgoing Document - Flowchart
 4) New Outgoing Document
 New Document
 Click 'New Outgoing'
 Choose 'Template'
 Click 'W Word' Menu 2
 Write Letter
 Save & Close MS Word
 Fill in all Purple Fields
 Click Save & Close
 After clicking 'Save & Close'this message appears. If youwant to keep working on thedocument click 'No'. If thedocument is finished & readyto issue click 'Yes'. Clicking'Yes' will make the linked file'Read Only' and theDocument Record will show'Final'. The document is'saved' into the database.
 Purple Fields are mandatory. 'Document Number' & 'RegisteredBy' are automatically filled in. The 'Description' needs to be aprecis & will become the created MS Word file name. Thecreated document is automatically saved into the chosen'Category' folder on the mapped drive.
 From 'Home' Screen.
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 Register Existing Files - Drag & Drop5) Register Existing Files
 Use 'Explorer' to place the files in correct folder
 right folder is chosen.
 The System automatically shows the 'Company/Contract' &'Category'. You must now choose the 'Type'.
 Select the files to be processed by clicking on them to highlightthem. Pressing the 'Forward Arrow' will transfer them to theRight side bottom screen (the 'Process Screen') for processing.Alternatively 'double clicking on the file in the LHS bottom
 formation to the document record.
 To view only the files that have not been processed into theCCS database press the check box 'Unprocessed Only'.
 New Document
 Click 'Drag & Drop'
 Top Left Screen - Locate Folder
 Place Files in correct Folder
 Use the same method as 'Explorer' - click on the folders until the
 From Home Screen
 Bottom Left Screen - Files Shown
 Right Top Screen - Select 'Type'
 Bottom Left Screen - Select Files
 Highlight & Forward Arrow
 Click 'Process Batch'
 Document No's & Records created
 Click 'Exit' to close screen
 Click 'Clear Batch'
 Files now in Bottom Right Screen
 tin
 screen will also transfer the file to the 'Process Screen'.
 When Document records in the 'Process Screen' have'Document Numbers' against them they have been processedand are now a database record. Note that the createddocument details (Document Workbench') will use the 'filename' as the 'Description' and the 'file date' as the 'DocumentDate'. These can be edited in the relevant document details onhe 'Document Workbench' as well as being able to add other
 7

Page 8
                        

MCCS User Manual
 CCSUserManualRelease11.doc
 View General Reports - Flowchart
 View Contract Reports - Flowchart
 5) View General Reports
 Reports
 Choose 'Report'
 Click 'Preview' where required
 Report Generated
 Apply relevant 'Filters'
 6) View Contract Reports
 Contract
 Choose 'Report'
 Click 'Preview' where required
 Report Generated
 Apply relevant 'Filters'
 Choose 'Contract'
 Select 'Reports' Menu 1
 From 'Home' screen
 From 'Home' screen
 8
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 Quickstart
 Find a Document• Retrieve documents by using a series of filters. • Select Browser from Menu 2 and apply a filter (field) or combination of filters eg. By
 Company/Contract, Category and Type) to find a document.• The search results are shown in the lower screen. Further sort the results by double clicking on a
 column heading (eg sort by date).Tip Entering the number or first letter (depending on which option is set) into any of the fields willdisplay the first record in that field that matches.
 View Details of a Document• To view the document details double click on the required record in the search results. The record
 and its details are shown on the Document Workbench.
 View a Document• If on the Document Workbench click Open.• If still in the Browser highlight the documents you wish to view with a single click and press
 Preview. This will open all of the files relating to the chosen document records.
 Create a New Outgoing Document• Menu 1 select File and New Outgoing• Fill in the purple fields (mandatory fields). Ensure there is adequate detail (ie precis of the
 document contents) in the field Description. (This becomes the saved file name for the createdMS Word file.)
 • Select a Template.• Press on Menu 2 the Word button. This opens up MS Word and automatically creates and saves
 an MS Word file with the same file name as the Description.• Write your letter and save it. Close MS Word.• Save the document record and either save it as Final (attached file made 'read only) or Draft.
 Register Existing Electronic Files
 Register single or multiple existing electronic files by:• Place the required electronic files in the correct Category folder on your network drive. (refer
 MCCS Structure)• Menu 1 Drag and Drop.• Use the top left-hand screen like Windows Explorer to locate the correct folder in which the files
 to be registered are located.• Select the file or files to be processed.• Select the file Type• Move the file into the right window by clicking on the forward arrow. Note that the double arrow
 will move all of the files across to the 'process screen' whilst the single arrow will move just thehighlighted file.
 • Click process batch (a number will be assigned) and the database record complete with all linkswill be created.
 • Click Exit. The record(s) just created can now be found & viewed using Browser.
 View Reports
 From Menu 1 select Reports and chose the desired report. (Note that the CorrespondenceRegisters report has multiple filters allowing user defined reports (such as photo registers, drawingregisters etc. to be created.)
 Add a New Company
 To add a new Company for which documents will be managed:• Click on Menu 2 and Add Company. • If your Company details have not been imported from MS Outlook, chose the next available
 Company number and fill in the purple (mandatory) fields.• If you have imported the Company contacts from MS Outlook chose Outlook Import select the
 required Company and chose Retrieve Details. (as above ensure that all the mandatory fieldshave been filled in)
 • Press Save and Exit. The new Company will now be available to assign documents to.
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 Contracts
 To view information on Contracts including contract specific reports select Contracts on Menu 2 andchose View Existing Contract Information. Chose the Contract to be viewed by selecting from the'Drop Down' list box. (Note that this must be done prior to selecting any Reports from this screen).
 Introducing Mintract Control SystemMintract Control System (MCCS) puts the world of electronic document management and contractmanagement on your desktop. It is designed to control business operations, and the ever-growingpaper flow that occurs in all sectors of industry today. It features fully integrated document control &management functions. Whether you want to simply manage all your documents or you need tocontrol contracts and all their associated risks all the tools you need are here. Refer to the OverviewMintract Control System section for more information.
 Document Management
 MCCS replicates a 'hardcopy' type file system on the computer network drive and follows a filing logicthat people are familiar with and will find intuitive. MCCS is very flexible in its set-up so that yourCompany's general work-flow processes can be emulated. MCCS will match your filing structurerequirements. The analogy of a 'filing cabinet' can be used to show how MCCS works. The filingcabinet represents the project, the drawers represent the Company or Contract filing location and thehanging files within the drawers represent the actual filing codes / structure (Category). This structureis then emulated on the computer drive. Refer to the diagram 'MCCS Structure' for more information.
 How MCCS Works
 The MCCS database manages multiple documents of any 'Windows' file format as external files thatare linked to the database, able to be easily updated and easily viewed from the database. It createsmany different types of registers of documents enabling effective management of documents and ofthe contract management process. It replaces the many ad-hoc systems such as 'hardcopy' manualregisters, spreadsheets and other forms that companies use to try and manage their documents andcontracts. Refer to the diagram 'How MCCS Works' for more information.
 Data Storage
 Electronic data (word, excel, graphic files etc) is stored on the hard drive and linked to the relevantdatabase record. The data storage regime is shown in the diagram 'Data Storage Regime'.
 File Menu Descriptions
 There ar two file menus available in each of the Workbenches:• Menu 1 - Creation of new document records, viewing reports, viewing contract specific
 documents (site instruction and variation order) and set-up for the MCCS system• Menu 2 - Home screen, search for a record (Browser), go to the 'Contracts Workbench', add
 'Action Parties', link documents to records, add new companies to the system to track theirdocuments, build subject files, open MS Outlook, open MS Excel and open Adobe Acrobatprogram.
 A description of what is available in each menu item is shown on 'Available Menus'.
 'Home' Screen
 Links to the relevant Workbenches and menu items are available from the 'Home' screen. If you arein doubt about where a particular menu item is when using the various Workbenches return to theHome screen and follow the links to the required menu item.
 Contract Workbench - Reports Available
 Details of Contracts are obtained from the Contracts Workbench. Contract specific reports areavailable from this Workbench once the relevant Contract is selected on the Contract Workbench. Adescription of the available reports is shown in the diagram 'Contract Workbench'.
 Basic Set-up DetailsMCCS has a number of set-up fields that can be configured to match your Company's work-flowrequirements. The set-up fields can be broken into 2 groupings. The first grouping is a mandatory set-up and the second grouping is an optional set-up:
 1. Mandatory Set-up• Category
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 • Type• Company Details• Templates for outgoing MS Word documents.• Users and their document number range• Full version of Adobe Acrobat version 5 (or later) not the Reader set-up on the computer to which
 the scanner is attached.• Installation of the scanner (if scanning of hardcopy documents is required)2. Optional Set-up• ABS Code - ABS is the Area Breakdown Structure code and is used to assign documents to
 different areas in a Site or business operation and in a project forms part of the task structure inthe overall project work breakdown. Multiple ABS codes can be assigned to a single document.
 • WBS Code - WBS is the Work Breakdown Structure code and can be used to further define theareas, business operations or more detailed work breakdown associated with a document.Multiple WBS codes can be assigned to a single document.
 • Codes - 'Class' - User defined field to match any work process. Multiple Class codes can beassigned to a single document.
 • Codes - 'Document Status' User defined field to match any work process. Recommended use toshow status of document ie - 'Submitted', 'Approved', 'Not Approved' etc. Multiple 'DocumentStatus' codes can be assigned to a single document.
 • Codes - 'Identification' - This field is used to identify the type of company you are dealing with ie- Supplier, Contractor, Subcontractor, Statutory Authority' etc.
 • Codes -'Issues' - This field is used to create an 'Issue', which you wish to track and manage andcan be used to tag, all documents related to this 'Issue'. Multiple issues can be assigned to asingle document.
 Additional Set-Up Options - System Administrator only
 To edit the signing blocks on Site Instructions and Variations
 1. On the Tools menu, click Signing Block.
 2. Select tab Site Instruction with Variation, Site Instruction Supplementary or VariationOrder.
 3. Double Click and edit details
 4. Click form to close edit window
 5. Close
 Note: Changes to the Signing Block must be authorised by the person responsible for the overallsystem prior to being implemented.
 Tip These signing blocks can be used to tailor the standard forms.
 To change the contract list from a number list to a name list
 This is a set-up option that allows the 'Browser' to show Companies / Contracts in alphabetical orderin lieu of sorted by their Company or Contract number.
 1. Close Browser.
 2. On the Tools menu, click Properties.
 3. On the Documents Default form select either “Name” or “Contract No” for the ContractList Format.
 4. Close the properties form.
 5. Open Browser and select the Company/Contract list, check the order has changed.
 Setting up MS Word Templates within MCCS
 Your Mintract consultant will normally have set-up some basic MS Word templates that emulate yourexisting standard templates. New templates can be created and added to MCCS at any time. MCCSuses MS Word templates (.dot) and links preset fields from the MCCS database into the MS Word viabookmarks. The process is as follows:
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 1. Create an MS Word document with the general design and layout required for the template.
 2. Save this file as a template in MS Word to the directory folder shown on the MCCS set-up.(the folder path is shown on the 'Log On' screen as you first enter into the software)
 3. In MS Word under Tools and Options and Page Layout View Options click on thecheckbox marked Bookmarks. This shows where the bookmarks in the template are beingcreated.
 4. From Menu 1 chose Tools then Templates.
 5. From the Templates screen select the Template to be created or modified.
 6. Click on Visible and View Template. This will then open up the MS Word template.
 7. Place the Cursor in the MS Word template where the information is to be located. Note - thisis very important. The bookmark and the field / information brought in from the database willbe placed where the bookmark is located.
 8. Return to MCCS and select the field of information to be 'connected' to the MS Wordtemplate. The fields are broken up into information about the document (such as DocumentDate, Document Number etc) and information about the Contract or Company. (ieContractor, Address, email etc)
 9. Once all of the required fields are inserted into the MS Word template via bookmarks savethe template.
 10. Test the template by creating a new outgoing document using the template. (Process 1)
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 C
 MCCS Workbench ConceptsMCCS uses a Workbench analogy when working with documents. • The 'Document Workbench' shows all the details associated with each individual document
 including previews of the document (if MS Word, MS Excel or graphic type file). General reportsare available from this Workbench.
 • The 'Contract Workbench' shows all of the information on Contracts managed by the system.Contract specific reports are available from this Workbench;
 • 'Browser' is the tool used to find individual and multiple documents by a series of search filters /criteria and allows viewing of the documents.
 CSUserManualRelease11.doc 14
 BROWSE WORKBENCHSearch / Locate
 Documents via criteria, Outstanding Actions
 ListingRelate Documents
 CONTRACTS WORKBENCH
 Create & Edit Contract Details -
 Value, Dates, Securities, Insurances
 CENTRAL DOCUMENT WORKBENCH
 View and Edit Document Details, Related Documents,
 other Workbench Access
 REPORTS / REGISTERSIncoming DocumentsOutgoing Documents
 User defined - Photo, Drawing, RFI etcSite Instructions
 VariationsClaims Log
 Outstanding ActionsContract Register
 Related Documents
 DOCUMENT CREATION & VIEWING
 Create / Edit Documents'Snapshot' Document Views
 for Incoming Scanned Documents & Outgoing Documents
 User Defined Word Templates for Outgoing Documents
 Attach Documents to recordsRegister new Documents including
 incoming and outgoing email
 MINTRACT CONTROL SYSTEM(Within a Project/Job Database)
 Use as Stand Alone or Networked System with Multiple Users and Replication (Synchronization)
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 CCSUserManualRelease11.doc 15
 Incoming Hardcopy
 Documents
 MCCSSystem
 Project/JobNo X
 Database Project/JobNo 4
 Database
 ScanDocuments to Adobe Acrobat
 Incoming Electronic
 Documents including email
 attachments
 Incoming or Outgoing Email
 Documents
 Drag & Drop in MCCS to embed in
 Record
 Drag & Drop in MCCS to embed in Record
 Outgoing Word documents
 automatically generated &
 embedded, other file types
 embedded using Drag & Drop
 Project/JobNo 1
 Database
 ProducesCross referenced Subject files / Claims Files
 Project/JobNo 3
 Database
 Project/JobNo 2
 Database
 Produces Contract Register showing
 Approved & Estimated Values - Time & Cost
 Produces "Action Lists" & Status of
 Actions
 Creates Correspondence
 Registers & Specialist Registers
 Automatically assigns Document
 NoAll incoming & outgoing Docs
 available to view electronically
 Creates Site Instruction, Claims Log and Variation
 Registers
 Multiple Contracts,
 Multiple Users
 Handwritten outgoing
 Documents
 Save as email file in
 electronic folder
 Multiple Projects/Jobs
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 Scanneddocuments
 Scanned into AdobeAcrobat in
 Contract/Category
 All NonScanned
 documents
 MCCS ProjectDatabase
 Stored underContract/Category
 Stores Records ofall documents &
 links to theelectronic file
 Electronic filesare recorded in MCCS database, and linked to electronic file on thecomputer hard diskMCCS automatically creates the directories and subdirectoriesClaim, variation & Site Instruction are documents held & created in the MCCSdatabase without external linked files
 Only records are stored inthe MCCS databases, NOTthe documents themselves
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 File
 • New outgoing
 • New incoming
 • New siteinstruction
 • New variationorder
 • New transmittal
 • Batch Entry
 • Drag & Drop
 • PDF Extract
 • Print
 • Close
 • Exit
 Form
 • Workbench
 • Browse
 • ContractWorkbench
 • Add Client
 • Add Company
 • Add Action Party
 • Project/JobInformation
 • Staff DocumentNumbers
 • Blank Database
 Reports
 • Correspondence Registers
 • Outstanding Actions
 • Actions
 • Actions By User/Actionparty
 • Expired Insurance Register
 • Contract Register
 • Contractor Details
 • Insurance Register
 • Securities Register
 • Related Claims
 • Company Register
 • Database Information
 • Issues
 SI & VO Preview
 • View SiteInstruction
 • Print SiteInstruction
 • View VariationOrder
 • Print VariationOrder
 •
 •
 •
 •
 •
 •
 •
 •
 •
 •
 •
 •
 •
 •
 Workbench
 Opens the “DocumentWorkbench”
 Browser
 Opens the “Browser”to find documents
 Contracts
 Opens the “ContractWorkbench” to viewContracts & ContractReports
 Word
 Used with “NewOutgoing” document &“Templates” to create anew Word document.
 Usedto th
 Add Company
 Add a new Companyplus contact details.
 Relate
 Relate a document toanother or to multipledocuments to build a‘subject’ file.
 Outlook
 Opens Outlook orOutlook Express.
 Remove
 Removes“relationship” fromdocument.
 W (X
 Used‘Repoor “E
 Available Menus
 Tools
 Browse
 Synchronise
 Change Database
 Update Database
 ABS
 WBS
 Codes
 Company
 Change User
 Properties
 Signing Block
 Templates
 Import Contacts
 Link Outlook
 Help
 • About
 • Help on Form
 • Quick Reference
 Link
 to link electronic filese document record
 Action Party
 Add an “Action Party”or personnel.
 Adobe
 Opens Adobe Acrobat.
 ) Office Links
 to publish databaserts’ to either “Word”xcel”.
 'X' MS Excel
 Opens Microsoft Excel.
 Menu 1
 Menu 2
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 Contract Workbench
 ReportsAdditional reports availablemarked in italics & blue:
 • CorrespondenceRegisters
 • Outstanding Actions
 • Outstanding Actionsby Contract
 • Incomplete Actionsby Contract
 • Actions
 • Actions by Contract
 • Actions By User/Actionparty
 • Site Instructionsregister
 • Variations Register
 • Contractor’s ClaimsLog
 • Claims Log
 • Expired InsuranceRegister
 • Contract Register
 • Contractor Details
 • Insurance Register
 • Securities Register
 • Related Claims
 • Company Register
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 Getting started with Mintract Control SystemYou will need the following information about your site and how contracts are managed to get themost out of the Mintract Control System:
 • What project and contracts will be controlled by MCCS.
 • What companies and statutory authorities will be managed using the system. Note that MCCScan import company contact details direct from MS Outlook.
 • What documents in your organisation require managing under the system.
 • Document filing system which sets the 'Category'
 • Define the standard 'Types' of document that you will be working with. The 'Type' allowsspecialist registers of documents to be created and tracked.
 • The location where the project database(s) will be stored. Note that the database must resideon a mapped network drive or on the local harddrive if only 1 computer needs access.
 • The MS Word templates that you wish to create to automate the process of creating outgoingWord documents.
 • The staff members who will be using the Mintract Control System and the roles they play incontract document workflow.
 • Who will be registering and scanning documents,
 • Who only needs to read documents
 • Who may need to use the system remotely
 • Number ranges for each staff member creating new documents.
 Your Mintract consultant normally gathers this information when the system is installed.
 Establishing Projects and JobsThe Mintract Control System is a document centred system that provides several options for managingprojects and contracts.
 On a particular project you will probably have documentation to manage from several companies.Some of these companies you will have formal contracts with others you will not. To help you manageyour projects Mintract Control Systems tracks all documents even if there is not a contractualrelationship, but where there is one, time and cost milestones are recorded in the contract workbenchand contract documentation such as site instructions, variations and claims can be issued.
 You can have many small projects in one database and separate them using the work breakdownstructure (WBS) or you can set up a separate database for each project. The latter approach suitsmajor projects.
 Normally the easiest way to decide if a new database is required is to examine the overall function oractivity of the enterprise or business. If the business entity has common document categories (ie filestructures) and types such as a common business operation then a single database should be used forthat business. A mining activity would have different functions with different categories from ageneral office administration activity and would require a separate database.
 Company and Contract Concepts
 MCCS can be used for normal document management functions where no contract exists betweenyour company and the company you are dealing with. It manages both non-contractual andcontractual documents. So where you see Company in MCCS we mean the company you are dealingwith. All documents of a general nature that are not relevant to a particular contract are assigned /registered under the Company. Where you have a contractual relationship with a company (theremay be one or many contracts registered for that company) you will register and relate all documents,time and cost milestones to that Contract separate from any correspondence of a general nature thatyou may have with that company.
 MCCS can control documentation to all the companies that you deal with as well as any contracts youmanage. In MCCS a Company is differentiated from a Contract by the numbering system assigned tothe Company or Contract. The numbers used to register a Company should be an entirely differentsequence to the numbers assigned for the Contracts. One Company may have one or more
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 Contracts that they are managing and each of the Contracts will have its own unique number. Anexample of this is say the company GJ Jones Pty Ltd are Company number 11 and they have 3contracts numbered 1101, 1102 and 1103 with your company. It is recommended to keep theCompany numbering sequence (say 1 to 100) and assign your own Contract numbering sequencethat may be relevant to your own internal processes (such as accountancy codes) Note that theCompany and Contract numbering system cannot be alpha-numeric.
 Note: A Company must first be registered in MCCS prior to creating a Contract for that Company.When a new Contract is registered in MCCS, the Contract is assigned to the relevant Company.
 A Company can be set-up quickly and easily to manage all documentation to and from that companyeven if there is no contract involved.
 Operation On-Line or Off-line
 There are also several options for how you operate the Mintract Control System. You can workremotely and connect with a sever across your intranet, you can work independently on your desktopor you can be online all of the time.
 Depending on your needs you will need to use one or more of the following database options. Thereare three types of databases:
 Master Databases
 Master databases are stored on your main server and are the reference database for all your projectinformation.
 Replica Databases (not currently available)
 A replica database is a copy of your master database that is kept current through synchronisation
 Remote Databases
 A remote database allows you to work off line and then synchronise with the master when youreconnect to the network. Note: Only new records will be synchronised with the master and notrecords that have been edited.
 To add a new Company
 1. On the Form menu, click Add Company.
 2. Enter company details as required
 3. Click Save and Exit.
 Tip Contact name and email address are available from Outlook Import. Retrieve details populatesthe contact and email field. View companies provides the current list of companies, which may beuseful for working out the next company number. 'Add Company' is also available on the tool bar
 To edit a Company's details
 1. On the Tools menu, click Company.
 2. Enter company details as required
 3. Click Save and Exit.
 Tip Contact name and email address are available from Outlook Import. Retrieve details populatesthe contact and email field. View companies provides the current list of companies, which may beuseful for working out the next company number.
 To add a Person who is to perform actions (By Whom) or is to be Used inthe 'To' & 'From' fields
 1. On the Form menu, click Action Party.
 2. Enter details as required.
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 3. Click Save.
 Tip Action parties are responsible for completing tasks. They are set in document workbench ActionRequired, By Whom. Action party is also available on the tool bar. Company details are not required.
 To add new Area Breakdown Structure (ABS) elements
 1. On the Tools menu, click ABS.
 2. Click New.
 3. Enter code, description and notes. (the notes are essential to provide a record of your set-up)
 4. Click save.
 Tip It is a good idea to have the same elements in all systems across your site.
 To edit an existing Area Breakdown Structure (ABS) element
 1. On the Tools menu, click ABS.
 2. Search and select the element
 3. Edit code, description or notes.
 4. Click save.
 Tip Changing codes that are already in use can cause confusion and may stop some reports workingproperly.
 To add new Work Breakdown Structure (WBS) elements
 1. On the Tools menu, click WBS.
 2. Click Add.
 3. Enter code, description and notes. (the notes are essential to provide a record of your set-up)
 4. Click save.
 Tip It is a good idea to have the same elements in all systems across your site.
 To edit an existing Work Breakdown Structure (WBS) element
 1. On the Tools menu, click WBS.
 2. Search and select the element
 3. Edit code, description or notes.
 4. Click save.
 Tip Changing codes that are already in use can cause confusion and may stop some reports workingproperly.
 Working with Documents
 Retrieving a DocumentThe most effective way to retrieve documents is using the Browser. This tool allows you to search fordocuments by filtering on a combination of document descriptors. There are up to 18 different filtersthat can be applied. Once you have located your document you can retrieve further details of thedocument or view the document itself. It is good to think of the Mintract Control System as a filingcabinet with different types of documents filed primarily by Company/Contract, Category, Type
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 and dates. Just like a filing cabinet you can find them by applying a selection of 'filters' to locate thefile (ie - by date, description, company / contract or other selected criteria etc.).
 To launch the document browser
 1. On the Form menu, click Browse.
 2. Click on Search.
 Tip Browser is also available on the toolbar.
 To remove all the search criteria and results
 1. On the Browser click the Clear button (this clears any previous criteria and results).
 To show all records
 1. On the Browser click the Show All button.
 Tip If you need to quickly find a recent document you were working on press Show All and sort theresults by date from earliest to latest.
 To find documents that have outstanding actionsAll document records that have the Action Required box ticked can be found.
 1. On the Browser click the Outstanding Actions button.
 2. Click Search.
 Tip If you are not reviewing the status of Actions this list can become large and difficult to deal with.
 To search using filters
 1. Click Clear to remove any previous search results
 2. On the Browser select a date range, Category, Type or other field that you wish to filter by.
 3. Click on Search.
 Tip Generally don’t try to use more than three search criteria. Start broad and refine your search.
 Example In the demonstration database, to find all the outgoing documents from the QualityAssurance file under Contract "1- Ripit Pty Ltd Open Cut Contractor" select Type “Outgoing” thenCategory “quality assurance”. Two document records will be displayed ("Corrective ActionRequirements" and "MCCS Set-up for Types"). To view the document details for the document "MCCSSet-up for Types" double click on the displayed record and this will display the actual documentrecord. To view the document from the Document Workbench click the 'Open Document' button.Single or multiple documents can be viewed direct from 'Browser' by single clicking on each record tobe viewed and pressing the 'Preview' button.
 To reorder the displayed document Browser list
 It is often easier to find documents if they are sorted in a particular order. Once the results of asearch are displayed they can be further sorted. The sort order of the documents shown in thebrowser results list can be changed to a list sorted by any one of the following criteria:• document number, • document date, • receipt date, • first letter of document description, • reference,
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 • contract reference, • action by and • action date.
 1. On the Browser click the heading you wish your results list reordered by.
 2. Click again if you wish to reverse the order from ascending to descending.
 Tip You will get different headings depending on which document Type you select.
 Example If you wish to find a claim and you know it was an engineering claim but you only canremember it had a low number. You first select Type “claim”, Category “Engineering” and click theSearch button. The search results displayed by default are sorted by Document Number order. Tochange this order press the Claim No button at the head of the claim column. It now presents the listin descending order sorted by Claim No and by scrolling down claim 9 “Working extra hours” is found.By clicking the Claim No the results are sorted by Claim No in ascending order.
 To search with wildcards
 A search can be made in most of the 'Browser' fields by using a 'wildcard' technique. For instance youcan make a search across the 'Description' field by to find all documents having a common wordwithin their 'Description'.
 1. Click clear to remove any previous search results
 2. On the Browser enter part of a document description and put “*” before and or after thetext ie: *salt*.
 3. Click on Search and all documents with “salt” in the description will be shown in the searchresult list.
 Tip Start broad and refine your search.
 Example In the demonstration database the claim search above will return 7 records all with theword "salt" somewhere in the description.
 To view multiple documents
 If you wish to preview several documents at the same time to do a comparison. This is often usefulwhen you are not sure which particular document you wish to view.
 1. On the Browser do a search.
 2. In the results window single click on each of the documents that you wish to preview.
 3. Click Preview.
 Tip Selected documents are highlighted in black. Documents will only launch if they are linked tothe document record.
 To print a copy of search results
 It is often very useful to have a hardcopy record of your seach results. A report showing the resultsand the filtering criteria chosen is available from Browser.
 1. On the Browser do a search.
 2. Click Report.
 3. On the File menu, click print.
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 To view retrieved document details
 To view all of the information associated with the document you need to view the document details onthe 'Document Workbench'. To do this:
 1. On the Browser do a search.
 2. In the results list double click on the document you wish to view and its records will be shownin the Document Workbench.
 Using the Document WorkbenchThe document workbench is where you manage your documents. It has the following features:
 • Bottom half screen depends on the document Type: incoming, outgoing, claim, variation and siteinstruction.
 • Related documents (ie subject file) are displayed in bottom half screen by selecting one of theoptions in the field View Related.
 • Document status can be set to 'lock' the record. If the status is 'Draft' changes can be made tothe attached file and to the fields in the record. Once the status is set to 'Final' the attached file isautomatically set to 'Read only' and thus cannot be overwritten. 'Final' also locks the'Description' field but other fields on the record can be updated.
 • Documents that are linked and stored on the hard drive are previewed (only MS Word, Excel, andgraphic files such as jpg) in the document window and can be opened directly from the DocumentWorkbench.
 Mandatory Fields for Document CreationThe following information has to be provided for a document. These fields are mandatory and areshown in purple on the Workbench:
 Description
 This is a meaningful description of the document that will help in identifying it. It should be a precis ofwhat the document is about.
 Company/Contract
 The Company or Contract associated with the document.
 Date
 The date on which the document was created (ie. The date shown on the incoming or outgoing letter).Not the date of registration.
 Document Number
 This number is generated by the system automatically and uniquely identifies the document. Thenumber is associated with either the logged in User or if using 'Batch Process' or Drag & Drop'associated to the computer being used.
 Category
 This is the filing code. It provides a functional grouping for this document ie: Engineering,Administration etc.
 Type
 The type of document ie: email, photo, request for information (rfi) etc.
 Registered By
 Who created or registered the document. This field is automatically filled in when a new record iscreated
 Templates
 Document templates can automate the production of documents such as faxes, letters and reports byusing information directly from the workbench such as the Document No., Contract, Company,addresses, Description, To: and From: fields. When a document template is used to create a newdocument (see section below) it draws information from the Document Workbench if the templatehas been set-up in MCCS to bring those fields into the new document. Any of the database fields canbe brought into the template (via bookmarks) so that information is automatically created in a newoutgoing Word document created through MCCS.
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 Optional Fields in MCCS Document Records
 List of Optional Fields
 There a number of fields that are optional and can be added and updated on the document record atany time. The optional fields are detailed below:
 To set Actions by a Party
 1. On the Document Workbench tick the Action By box
 2. Note who (By Whom) will perform the action and by what date (Required By).
 3. Once an action has been completed it can be taken off the Action list by clicking theComplete checkbox and preferably also placing a date (the date the action was completed)in the Completion Date.
 Tip: If no date has been filled in the 'Required By' field or today's date is later than the 'RequiredBy' date, the system will assume that the action is outstanding.
 To set Document Status
 A document is assumed in draft when first created. After saving changes you will be prompted tochange its status to final.
 1. On the Document Workbench click save changes.
 2. The status toggles between “Final” and “Draft” click OK.
 3. "Final" locks the attached file off as 'read only' as well as locking the field 'Description'.Other fields on the document record can be updated as required.
 To create DocumentsThere are five different ways of creating records within the MCCS software ('Process to CreateRecords'):
 i) Process 1: Use of a ‘MSWord’ template
 – New outgoing ‘MSWord’ document – uses system ‘User definable MSWordtemplates’
 Tip View flowchart of Process 1.
 ii) Process 2: Drag & Drop
 – To register single or multiple electronic files
 – To register single or multiple emails
 – Double click on required files & automatically creates records in database
 Tip View flowchart of Process 2.
 iii) Process 3: Batch Enter
 – Hardcopies – multiple paper documents
 Tip View flowchart of Process 3.
 iv) Process 4: Single Entry
 – Hardcopies – single paper documents
 – Existing electronic files – single electronic files
 – Create record and “manually” link the electronic file to the record.
 Tip View flowchart of Process 4.
 iv) Process 5: Document within the Database

Page 26
                        

MCCS User Manual
 CCSUserManualRelease11.doc 26
 – New Site Instruction – direction to Contractor
 – New Claim for variation – registration of a claim for variation, delay or risk issue
 – New Variation Order – document used to formalize agreed changes to Contract.
 Tip View flowchart of Process 5.
 Process 1- Creating a new Outgoing document - Using Templates
 1. On the File menu, click New Outgoing.
 2. Fill in all mandatory fields and any others.
 3. Select a Template on the Document Workbench.
 4. On the Toolbar menu, click Word.
 5. Edit document and save.
 6. Click Save & Close.
 7. When asked Set the Document Status to 'Final' now answer Yes if you wish to make thedocument Final and No if you wish to make the document status Draft. Setting the status toFinal locks the attached file to 'read only' status and locks the 'Description' field in MCCS.When the status is Draft changes can be made in the attached document and on the'Description' field.
 Tip If there is already an existing Word file that requires registering the Drag & Drop function can beused to create the document record and automatically link to the electronic Word file.
 Process 2- Registering any Document (Drag & Drop)
 1. On the File menu, click Drag & Drop.
 2. Click Clear Batch
 3. In the top screen double click on the required folder in the directory to display the file list.(Note this screen is similar in concept to Windows Explorer in the way that it works.)
 4. Select the file or files to be processed.
 5. Select the file Type
 6. Move the file into the right window by clicking on the forward arrow. Note that the doublearrow will move all of the files across to the 'process screen' whilst the single arrow will movejust the highlighted file.
 7. Click process batch (a number will be assigned) and the database record complete with alllinks will be created.
 8. Click Exit.
 Tip Drag & Drop allows you to register many documents at once. They may be scanned ordocuments you have created in Word or any other file format. More details can be added to thedocument record by retrieving the document and editing the document record.
 Process 3 Registering Many documents (Batch Entry)
 1. On the File menu, click Batch Entry.
 2. Click Clear Batch
 3. Select Contract (or Company) and Category for the batch
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 4. Select either 'Incoming' or 'Outgoing' button
 5. Press 'Start Batch'
 6. Enter document details for each document to be processed. As before the purple fields arethe mandatory fields to be filled in.
 7. Process batch - this creates records in the MCCS database. Note that nothing happens untilthe 'Process Batch' button is pressed. If you exit out without pressing 'Process Batch' norecords will have been created. You can return to the processing by repeating step 1.
 8. Print batch - this step must be done. This produces 'Divider' pages that are to be placedbetween each of the documents to be scanned. Print the divider pages via your printer
 9. Place Documents in the scanner with the dividers (from step 8) between the individualdocuments and scan the documents
 10. Save the file to a temporary location as say Scan 1.pdf. Ensure that a 'Paper Capture' hasbeen done in Adobe Acrobat. This process is called 'ocr' (optical character recognition)which recognises the words on the scanned document. MCCS relies on reading theinformation on the scanned divider pages. Note that this scan file is only a temporary file.Once step 11 is complete and successful, the temporary scanned file can be deleted.
 11. On the File menu click 'pdf extract'. This extracts the various documents from the overalltemporary scan file and automatically links them to the records already created in MCCSunder step 7.
 12. Click Exit.
 Tip The document number is prefixed with XX on the batch sheets. Directory and document detailsare shown on the batch separation sheet.
 Process 4 - Single Entry
 1. On the File menu, click 'New Outgoing' or 'New Incoming'.
 2. Fill out the mandatory fields (purple fields) and other fields as required
 3. Press 'Save'
 4. Save the required file for which the records has been created to the correct folder (ie.'Company / Contract' and 'Category'
 5. On 'Menu 2' press 'Link'. This opens an 'Explorer' type screen. Use it in the same as'Explorer' way to locate the related electronic file.
 6. Click and 'Open' or double click on the related file to connect it to the MCCS record.
 Process 5 - Documents within the database These are documents used in contract management and with the exception of the Transmittal do notexist as external documents outside of MCCS. The documents include:
 1. Site Instruction
 2. Claim for Variation
 3. Variation Order
 4. Transmittal
 Refer to the 'Working with Contracts' section of this manual for more information.
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 Project Database
 New Outgoing 'MSWord'
 Document?
 'File' - 'New Outgoing
 Fill in details & choose 'Template'
 Press 'Word' on second menu & creates new 'MSWord' file in
 correct folder. File name = 'Description' in database.
 Document
 Category
 electronic file
 Company / Contract
 A
 A
 1Process to
 Create Records
 Process 1New Outging Document Using Word Template
 'New Record'
 No
 Yes

Page 30
                        

MCCS User Manual
 Process 2
 CCSUserManualRelease11.doc 30
 Document
 Chose 'Type' and press 'Process Batch'
 Project Database
 Category
 electronic file
 Company / Contract
 Multiple or single electronic files to
 register?
 Register emails, electronic files of any file format ie. Word,
 Excel, jpg, tiff, adobe etc.
 Place electronic files to be registered into correct 'Company /
 Category' folders on mapped drive.
 Top Menu: 'File' - ''Drag & Drop'
 From top left hand screen find the correct folder ie. 'Company /
 Category' and use like 'Explorer' to locate the files to be regitered. Double click on each of the files.
 1Process to
 Create Records
 Yes
 Process 2Drag & Drop
 No
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 Project Database
 Hardcopy & Dividers
 Batch Process
 Scan to Temporary
 File
 Extract Files from Temporary File
 'File' - 'PDF Extract'
 All scanned documents in database &
 linked
 'File' - 'Batch Process'
 Print Divider Pages & place with 'hardcopy'
 for scanning
 View managed files from 'Browser' - 'Preview' or
 pressing 'Open' from actual record on 'Document Work
 bench'
 Hardcopy Document?
 Multiple copies of same
 'Company','Category'?
 Category
 electronic file
 Company / Contract
 A
 A
 1Process to
 Create Records
 Process 3'Batch Entry' Hardcopy
 Documents
 No
 Yes
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 Document
 Create Single Entry in CCS & Link
 to existing fileNew Outgoing or
 Incoming
 Project Database
 Category
 electronic file
 Company / Contract
 Create CCS Record.'File', 'New Outgoing'
 or 'New Incoming'
 Place electronic document file in
 correct 'Company', 'Category' Folder.
 Attach File to CCS Record.
 'Link' from 'Document Worbench'
 Single document or electronic file to
 register?
 1Process to
 Create Records
 Process 4Single Entry
 No
 Yes
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 Project Database
 New Site Instruction, Variation or
 Claim?
 'File' - 'New Site Instruction''New Claim'
 'New Variation'
 Print Site Instruction,
 Variation Order from Database
 record
 View Site Instruction, Variation Order from Database record by
 preview from document record
 1Process to
 Create Records
 Process 5Site Instruction, Claim, Variation
 'New Record'
 Document exists as a record only in
 database - no external file associated with
 the record.
 Yes
 No
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 Create New Outgoing MS Word Document using the inbuilt TemplatesMCCS uses MS Word templates to create new outgoing documents. Any field in the database can bebrought in automatically to a Word document as it is created. The templates are set-up to bring in therequired fields from the database.
 The created templates are then available for any new Outgoing document.
 Use Process 1 to create the new Outgoing document in MS Word format.
 Scanning Hard Copy DocumentsIncoming 'hardcopy' documents are scanned into an Adobe Acrobat pdf file. There are 3 ways a 'hardcopy' record can be registered:
 1. Process 2 - Drag & Drop
 The 'Drag & Drop' method is recommended where there are only a few documents to be scanned orthere are lots of different 'Categories' or 'Contracts / Companies' associated with the documentsto be scanned. Note that each document in this process must be scanned and saved individually intothe correct folder ('Category').
 2. Process 3 - Batch Entry
 The 'Batch Entry' is recommended where there a lot of documents to be scanned and they havecommon 'Categories' and 'Contracts / Companies'. This process has the advantage that manydocuments can be initially scanned into to a continuous file.
 3. Process 4 - Single Entry
 This process is an alternative to items 1 & 2 and like Process 2 involves scanning documentsindividually.
 Emails
 Registering an Incoming or Outgoing Email
 Emails can be saved as a separate file in the system. The email is saved to the correct project folder(ie the correct Contract / Company and Category folder)
 1. Open the email message and save your email as a file in the correct MCCS folder.
 2. The 'Type' will be either 'Incoming Email' or 'Outgoing Email'.
 3. Use Drag and Drop to register the file
 Tip: When the email is saved as a separate file it is saved with the current day's date. Drag & Dropin MCCS uses this date as the 'Document Date' and this may be different to the email date. Checkthe email date (by opening the email from MCCS once it is registered) and change the 'DocumentDate' in MCCS accordingly.
 Attachments to Emails
 It is recommended that email attachments be registered as separate records in MCCS. To do this savethe attachments to the correct MCCS folder ('Contract / Company' and 'Category') and use 'Dragand Drop' to register it.
 It is also recommended that the records for these attachments are then 'Related' to the associatedemail record in MCCS.
 Registration of Existing Electronic FilesPlace the files to be registered in the correct folder (Company/Contract and Category). Use theDrag and Drop option to register the files in MCCS.
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 Special Types of Documents - Photos, Drawings, Requests forInformation & Other User Defined Registers
 About Special 'Types' of Documents
 The Type of document in MCCS designates the type of document you are processing such as an email,a photo a drawing or any other particular standard type of document that you are dealing with. Once aType of document is set-up in MCCS it can be tracked with a register and it is assigned its ownnumber related to the type of document.
 Creating Document Registers
 Reports / registers of special ‘Types’ of documents such as photos, drawings, request for informationor any other type of document that requires its own register can be created within the system. Whena new incoming or outgoing ‘Type’ is created an automatic sequenced number is generated within the‘Reference’ field. This number is a separate number to the unique document number created for everyrecord. The automatically generated number is based on the first two letters of the ‘Type’ followed byfour numbers. For example the first ‘Type’ RFI (Request for Information) will be ‘RF0001’ in the‘Reference’ field and the next RFI record will be ‘RF0002’. The automatic number can be anycombination of 2 letters and 4 numbers, 1 letter and 5 numbers or 6 numbers but on the first recordcreation will be the first 2 letters of the ‘Type’ followed by 4 numbers. The number can also beoverwritten with any number but unless it is in the format above (2 letters & 4 numbers, 1 letter & 5numbers, 6 numbers), the next record will not be in sequence. Reports / registers can then beobtained of each ‘Type’ of document such as photo registers, drawing registers, requests forinformation etc.
 Subject Files
 About Subject files (Relating one document to another)A subject file is a powerful document management tool. A subject file is a separate file for alldocuments related to a particular subject or issue. It is similar in concept to creating a standardmanila subject folder in a hard copy system. All information related to the particular subject is boundtogether. Subject files are particularly useful for issues or claims where all documents that have arelationship to the issue / claim can be bound together electronically. One document such as theclaim should be established as the subject file head document with all other documents related to it.Subject files are created in MCCS by using the 'Relate' function.
 View Subject Files
 1. Using Browser select the subject file head document.
 2. On the Document Workbench select the appropriate view related option for your subject file
 3. Scroll through related documents in the bottom window.
 4. To view a related document double click on the document and this will take you to the relateddocument. To view the full document details on view related select No. This will then showthe full details of the related document.
 Tip The view related window shows criteria to filter the related documents by. If you want to seethe entire related documents chose All.
 Create Subject FilesSubject files are created by relating documents in MCCS to a summary document that is registered inMCCS. The relate process is described below.
 To relate one document to another (create a relationship)
 1. Retrieve subject file head document using Browser.
 2. Click on View Related-All to display other related documents
 3. On the Toolbar menu, click Relate.

Page 36
                        

MCCS User Manual
 CCSUserManualRelease11.doc 36
 4. Using the Browser locate the documents to relate
 5. Double click the document to be related it will display in the related view at the bottom of thescreen
 Tip To relate several documents quickly have them all display in Browser.
 To remove a document relationship
 1. Retrieve subject file head document using Browser.
 2. Click on View Related-All to display other related documents.
 3. On the Toolbar menu, click Remove.
 4. Using the Browser locate the documents you wish to remove.
 5. Double click the document to be related it will display in the related view at the bottom of thescreen.
 Tip To remove several documents quickly have them all display in Browser.
 Organising your Documents - Fields within MCCSDocuments can be general or have a specific purpose such as a site instruction. Documents aregrouped by Type and Category to make searching and management of your document easier. TheType describes the documents basic nature, incoming, outgoing, claim etc. The 'Category' groupsdocuments both within the Mintract Control System and on the hard drive. When a document isregistered it must be assigned a 'Category' and the associated file is automatically stored on the harddrive in a directory with the name of the Category. This directory or folder is created automatically ifit does not exist or can be created specifically using the Mintract Control System. It is notrecommended that you create folders outside the system.
 Examples of Category are engineering, survey, internal or similar heading.
 To add a Category
 1. On the Tools menu, click Properties.
 2. Click tab Category.
 3. Type Category description in upper text box.
 4. Click Add.
 Tip A message “All details must be complete” will be presented if the Category already exists.
 To delete a Category
 1. On the Tools menu, click Properties.
 2. Click tab Category.
 3. Select Category you wish to delete.
 4. Click Delete.
 Tip Check you have the right one to delete because you will not get a message.
 To update a Category description
 1. On the Tools menu, click Properties.
 2. Click tab Category.
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 3. Select Category you wish to update.
 4. Double Click Category.
 5. Edit text in bottom text box
 6. Click update
 To add a Category folder (directory on hard drive)
 It is very important that you let MCCS create the project folders automatically on the computer drive.If a 'Category' folder doesn't exist on the drive a new folder is created after selecting ' Company /Contract ' and 'Category' when creating a new record.
 Option 1(This method of creating folders is only available in version 6.1.8 and later versions of MCCS- if you have an earlier version please follow Option 2)
 1. On Menu 1 Tools select Properties
 2. On the Properties menu select the Tab Category
 3. Select the Category for which you want to create a folder (if the Category does not existthen create a new Category.
 4. On the menu, click Create Folder.
 5. Chose the required Company/Contract. Once this has been done the Category folder willhave automatically generated on the project file structure on your computer drive.
 Option 2
 1. Click 'File' and 'New Outgoing'
 2. Select Company or Contract
 3. Select Category.
 4. Close the record without saving it
 Tip A new folder is created with the correct Category. Doing it under MCCS avoids errors caused bytyping mistakes.
 To add New Incoming Types
 1. On the Tools menu, click Properties.
 2. Click tab Incoming Types.
 3. Type Incoming Types description in upper text box.
 4. Click Add.
 Tip A message “All details must be complete” will be presented if the Incoming Types already exists.
 To delete a Incoming Types
 1. On the Tools menu, click Properties.
 2. Click tab Incoming Types.
 3. Select Incoming Types you wish to delete.
 4. Click Delete.
 Tip Check you have the right one to delete because you will not get a message.
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 To update a Incoming Types description
 1. On the Tools menu, click Properties.
 2. Click tab Incoming Types.
 3. Select Incoming Types you wish to update.
 4. Double Click Incoming Types.
 5. Edit text in bottom text box
 6. Click update
 To add a New Outgoing Type
 1. On the Tools menu, click Properties.
 2. Click tab Outgoing Types.
 3. Type Outgoing Types description in upper text box.
 4. Click Add.
 Tip A message “All details must be complete” will be presented if the Outgoing Types already exists.
 To delete a Outgoing Types
 1. On the Tools menu, click Properties.
 2. Click tab Outgoing Types.
 3. Select Outgoing Types you wish to delete.
 4. Click Delete.
 Tip Check you have the right one to delete because you will not get a message.
 To update a Outgoing Types description
 1. On the Tools menu, click Properties.
 2. Click tab Outgoing Types.
 3. Select Outgoing Types you wish to update.
 4. Double Click Outgoing Types.
 5. Edit text in bottom text box
 6. Click update
 To add a document classification (CLASS) code
 1. On the Tools menu, click Codes.
 2. Select CLASS-Classification from the Category list
 3. Click New Code button.
 4. Type in code, description and notes.
 5. Click Save.
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 Tip Multiple selections are allowed when used on the document workbench.
 To delete a document classification (CLASS) code
 1. On the Tools menu, click Codes.
 2. Select CLASS-Classification from the Category list
 3. Select the code you wish to delete.
 4. Click Delete.
 Tip A message checks that you wish to delete this record.
 To add a document status (DOCSTAT) code
 1. On the Tools menu, click Codes.
 2. Select DOCSTAT-Document Status from the Category list
 3. Click New Code button.
 4. Type in code, description and notes.
 5. Click Save.
 Tip Used on the document workbench.
 To delete a document status (DOCSTAT) code
 1. On the Tools menu, click Codes.
 2. Select DOCSTAT-Document Status from the Category list
 3. Select the code you wish to delete.
 4. Click Delete.
 Tip Used on the document workbench.
 To add a Company identification (IDENT) code
 1. On the Tools menu, click Codes.
 2. Select IDENT-Identification from the Category list
 3. Click New Code button.
 4. Type in code, description and notes.
 5. Click Save.
 To delete a document identification (IDENT) code
 1. On the Tools menu, click Codes.
 2. Select IDENT-Identification from the Category list
 3. Select the code you wish to delete.
 4. Click Delete.
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 To add a new Type of issue (ISSUE) code
 1. On the Tools menu, click Codes.
 2. Select ISSUE-Issue from the Category list
 3. Click New Code button.
 4. Type in code, description and notes.
 5. Click Save.
 Tip Used on the document workbench.
 To delete a new Type of issue (ISSUE) code
 1. On the Tools menu, click Codes.
 2. Select ISSUE-Issue from the Category list
 3. Select the code you wish to delete.
 4. Click Delete.
 Tip Used on the document workbench.
 To add a keyword
 1. On the Tools menu, click Properties.
 2. Click tab keyword.
 3. Type keyword description in upper text box.
 4. Click Add.
 Tip A message “All details must be complete” will be presented if the keyword already exists.
 To delete a keyword
 1. On the Tools menu, click Properties.
 2. Click tab keyword.
 3. Select keyword you wish to delete.
 4. Click Delete.
 Tip Check you have the right one to delete because you will not get a message.
 To update a keyword description
 1. On the Tools menu, click Properties.
 2. Click tab keyword.
 3. Select keyword you wish to update.
 4. Double Click keyword.
 5. Edit text in bottom text box
 6. Click update
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 Reports Available from Document Workbench
 List of Document Workbench Reports
 The following reports are available from the Document Workbench:
 1. Correspondence Registers
 This report provides a Correspondence Register for both Incoming and Outgoing documents. A seriesof filters can be applied to refine the report.
 2. Correspondence Registers - Specialist Registers
 By applying the filter Type and Sort By (Reference No) to the Correspondence Register special userdefined reports such as photo registers, drawing registers, request for information (rfi), non-conformance register and other special registers.
 3. Outstanding Actions
 Produces a report showing all the actions that are outstanding as of the report date. Note that if anAction has no date listed against it or the date is prior to the report date the document will be listedon the Outstanding Action report.
 4. Actions
 Produces a report showing all the actions that are recorded as of the report date.
 5. Actions By User/Action party
 Produces a report showing all the actions by Action Party that are recorded as of the report date.
 6. Expired Insurance Register
 Produces a report showing any insurance which has an expiry date earlier than the time periodspecified when creating the report.
 7. Contract Register
 Produces a report showing the $values (original, approved value to date and forecast value) and keymilestone dates.
 8. Contractor Details
 Produces a report showing the key contact details for the Contractors.
 9. Insurance Register
 A register showing the details of all insurance.
 10. Securities Register
 A register showing the details of all securities (ie Bank Guarantees, Insurance Guarantees etc).
 11. Related Claims
 Contract specific report showing related documents.
 12. Company Register
 A report showing key contact details for companies you deal with.
 13. Database Information
 A series of reports that show the fundamental set-up of the database. The report shows howdocuments are to be classified in the system.
 14. Issues
 A register of all issues that are raised in MCCS.
 To preview all incoming documents
 1. On the Reports menu, click Correspondence Register.
 2. Select Incoming
 3. Click Preview.
 Tip This is a good starting point even if you wish to do a more refined search - unless you have avery large number of documents.
 To preview all outgoing documents
 1. On the Reports menu, click Correspondence Register.
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 2. Select Outgoing
 3. Click Preview.
 Tip This is a good starting point even if you wish to do a more refined search - unless you have avery large number of documents.
 To preview all incoming documents in a date range
 1. On the Reports menu, click Correspondence Register.
 2. Select Incoming.
 3. Enter date range for the document date or receipt date.
 4. Click Preview.
 Tip The document date is the date shown on the document and the receipt date is the date thedocument was received in the office.
 To preview all outgoing documents in a date range
 1. On the Reports menu, click Correspondence Register.
 2. Select Outgoing.
 3. Enter date range for the document date or issue date.
 4. Click Preview.
 Tip The document date is the date shown on the document and the issue date is the date thedocument was sent out of the office.
 To preview all documents for a company or contract or issue or ABS orWBS
 1. On the Reports menu, click Correspondence Register.
 2. Select Incoming or Outgoing.
 3. Select filter option: company or contract or issue or ABS or WBS
 4. Click Preview.
 Tip Start searches broadly and narrow them down.
 To preview all documents sorted by document date or reference number
 1. On the Reports menu, click Correspondence Register.
 2. Select Sort By option: document date or Reference No.
 3. Click Preview.
 Tip The reference number sort option is ideal for document registers. It normally has the first twoletter of the document type followed by a sequential number.
 To preview all documents in a document register
 1. On the Reports menu, click Correspondence Register.
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 2. Select Mail Type
 3. Select Sort By Reference No.
 4. Click Preview.
 Tip You can have a document register for photo’s, drawings or any document type. The referencenumber is the identifier for a document registers. It normally has the first two letter of the documentType followed by a sequential number.
 To preview all outstanding actions
 1. On the Reports menu, click Outstanding Actions.
 Tip This report shows all documents that required action that have not been actioned.
 To preview all actions
 1. On the Reports menu, click Actions.
 Tip This report shows all documents that require action.
 To preview Actions By User/Action Party
 1. On the Reports menu, click Actions by User/Action Party
 2. Select Action Party
 3. Select Contract.
 Tip This report shows all documents that require action by the selected person on a particularcontract.
 To preview Expired Insurances Report
 1. On the Reports menu, click Expired Insurances Report
 2. Enter Advanced Warning Period
 Tip This report shows all insurances that have expired or will expire in the period specified.
 To preview Contract Register
 1. On the Reports menu, click Contract Register
 2. Enter Identification (Contractor, Supplier, Consultant, Customer, Government Dept.)
 3. Click Search
 Tip Leave blank to get all contracts for this project. This report shows main contract milestones forcontracts of a particular type.
 To preview Contractor Details
 1. On the Reports menu, click Contractor Details
 Tip This report shows all contracts for this project and the contractor contact details.
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 To preview Insurance Register
 1. On the Reports menu, click Insurance Register
 Tip This report shows all insurance details.
 To preview Securities Register
 1. On the Reports menu, click Securities Register
 Tip This report shows all securities details.
 To preview Related Claims
 1. On the Reports menu, click Related Claims Register
 Tip This report shows all documents related to claims.
 To preview Company Register
 1. On the Reports menu, click Company Register
 Tip This report shows all companies associated with the project.
 To preview Issues
 1. On the Reports menu, click Issues
 Tip This report shows all current issues.
 Export Reports to MS Excel or MS WordAll reports can be exported to MS Excel for further analysis or MS Word for the ability to reformat thereport and to be able to send a MS Word format file to other personnel if required.
 The reports are exported by using the Office Links button (W or X) on Menu 2.
 Export Report to MS Word1. Select and preview the report that you wish to send to MS Word.
 2. With the Report open and in Preview mode go to Menu 2, chose the Office Links button(Shown as W or X) and select W publish it with MS Word.
 3. MS Word will open with the report transformed as a MS Word file.
 4. Rename the file (it will be automatically saved and will need to be renamed) and save the file tothe desired folder
 5. Close MS Word and close the Report preview.
 Export Report to MS Excel1. Select and preview the report that you wish to send to MS Word.
 2. With the Report open and in Preview mode go to Menu 2, chose the Office Links button(Shown as W or X) and select X Analyze it with MS Excel.
 3. MS Excel will open with the report transformed as a MS Excel file.
 4. Rename the file (it will be automatically saved and will need to be renamed) and save the file tothe desired folder
 5. Close MS Excel and close the Report preview.
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 Working with Contracts
 Create & Edit a Contract
 Adding a New Contract
 1. On the Form menu, click Add Contract.
 2. Enter new contract information.
 3. Close.
 Tip A company is required for each contract as is a numeric contract number. This does not have tobe the official contract number if it is alpha numeric. That number could go in the contractdescription.
 Editing an existing Contract
 1. On the Form menu, click Contract Workbench.
 2. Click View Existing Contract Information.
 3. Edit contract information.
 4. Close.
 Tip The company and contract number cannot change once a contract is registered.
 Site Instructions
 About Site Instructions
 Site Instructions are a means of directing the Contractor to perform work. The MCCS system has 2types of Site Instructions:• Supplementary Instruction - This is a direction issued to the Contractor, which is classified
 within the scope of the work and not involving a variation to the work. (ie generally not involvinga change to cost or time under the contract.)
 • Possible Change - This is a direction issued to the Contractor that involves a possible variationto the Contract.
 The 2 types of Site Instruction are available from the Site Instruction as it is created and aredependent on whether the 'Variation' check-box is ticked or not. Each type of Site Instruction has itsown specific wording (which is user definable in the set-up of MCCS)
 Creating a new Site Instruction
 1. On the File menu, click New Site Instruction.
 2. Fill in all mandatory fields and any others.
 3. Type in instructions in the lower screen
 4. Click Claim if it is known that there is likely to be a claim for variation against the direction.
 5. Click Save & Close.
 6. When closing and saving the record you will be asked "is this a Change?" which means doyou consider the Site Instruction to be 'Supplementary' or a 'Possible Change'. Answeringyes will create a Site Instruction 'Possible Change' indicating a claim and variation mayexist for the direction. If you answer no, a Site Instruction 'Supplementary' will be created.
 7. Preview the Site Instruction by pressing 'SI and VO Preview' on Menu 1.
 8. Once you are happy with the Site Instruction print it from the preview in step 7.
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 Tip If you need an instruction greater than one page either change the font size or create anattachment as a separate document. To change the font size, highlight the text to be changed, pressFont and chose the font size. Other font effects are also available from the Font button.
 Claims for Variation
 About Claims for Variation
 A 'Claim' is raised in MCCS for any potential Variation or delay situation (EOT). It may be just apotential claim, which hasn't been formalised by the Contractor or it may be one that the Contractorhas claimed. When a new 'Claim' is raised in MCCS the system automatically assigns a ClaimNumber that is unique to the Contract. The Site Instruction number can be changed to a differentsequence by over-typing the required number in the Claim Number field. This is useful todifferentiate claims that have been formally made by the Contractor from potential claims and alsocounterclaims that you may have against the Contractor.
 The 'Claim' document is a summary document of formal claims and potential risk issues on thecontract. A subject file of all associated documents should be created against the 'Claim' document.Refer to the section on 'Creating a Subject File'.
 A 'Claim' should be raised for • all notices of variation or delay issued by the Contractor • for all Site Instructions issued as a 'Possible Change'.• For all issues where there is a potential for variation and / or delay even if the Contractor has not
 formally claimed it.Tip: Use the Claim numbering sequence 1 to 999 for claims formally made by the Contractor, 1000 to4999 for potential risk issues and 5000 onwards for counterclaims.
 Creating a new Claim for Variation
 1. On the File menu, click New Claim.
 2. Select a Contract
 3. Fill in all mandatory fields and any others.
 4. Establish claim details: initial estimate of claim is the companies initial estimate, thecontractors claim is the claimed amount by the contractor, the unresolved cost isyour company’s assessment of claim value, EOT Contractor is the contractor’s actualclaim for delay, EOT Company is your company’s assessment of the value of the delay
 5. Click the check-box EOT if there is a delay claim (EOT) associated with the Claim.
 6. If you need an Issue created for the Claim (the Issue can be used to tag all documentsthat are related to the Claim.) click the check-box Issue. This will create an Issue withthe number equivalent to the Claim Number and a Description the same as the ClaimDescription.
 7. Specify who has to action the Claim to resolve it
 8. Click Save Changes.
 Tip Potential liabilities must also be registered as claims
 Variation Orders
 About Variation Orders
 Variation Orders are the formal contract document used to detail the agreed changes (ie Variation) tothe Contract. The words at the base of the Variation are used to close off the agreement and are userdefinable in the MCCS set-up.
 Note: A 'Claim' for variation must be created in MCCS first before a Variation for that particular issuecan be created. The 'Variation' must be closed off against the 'Claim' at the time of creation of the'Variation'.
 Tip: Where more than 1 'Claim' is resolved by a single 'Variation' in MCCS, a summary 'Claim' forall the 'Claims' registered (and covered by the 'Variation') must be first created and then the'Variation' is closed off against the summary 'Claim'.
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 Creating a new Variation Order
 1. On the File menu, click New Variation Order.
 2. Select Contract
 3. Fill in all mandatory fields and any others.
 4. Type in the instructions / agreement
 5. Click Save & Close.
 6. Preview the Variation Order by pressing 'SI and VO Preview' on Menu 1.
 7. Once you are happy with the Variation Order print it from the preview in step 6.
 Transmittal
 About Transmittals
 Transmittals are a key record of what documents have been sent to the other party. It is absolutelyessential in project management to have a record of all documents that have been transmitted to theother party. Both parties as a record of what has been transmitted sign the transmittal. MCCS allowsyou to easily select multiple documents from within the document database to list and send to theother party. The transmittal resides as an MS Word file attached to the transmittal record.
 Creating a new Transmittal
 1. On the File menu, click New Transmittal.
 2. Select the Contract
 3. Fill in all mandatory fields (marked purple) and any others. Note the To and IssueDate fields are mandatory fields (these are not mandatory fields on other documents)
 4. Answer Yes to Do You Wish to Save this record.
 5. In the Generate Transmittal screen select the Type
 6. A list of available documents in the Type chosen will be displayed. Highlight eachdocument that is to be placed on the Transmittal by single clicking on the record
 7. Once satisfied with the list of documents press Save Report
 8. An MS Word file of the transmittal will now be generated and automatically limked to thedatabase record.
 9. If you wish to edit the Transmittal press Open Document to open the MS Word fileand change it.
 Tip The reason for issuing each of the documents in the Transmittal (ie For Construction Drawingsor For Approval etc) can be brought into the Transmittal by placing the wording in the Commentsfield of each of the individual Document Records that are being issued.
 Contract Reporting
 To preview all outstanding actions for a particular contract
 1. On the Reports menu, click Outstanding Actions by Contract.
 2. Select document Type
 3. Enter the contract number
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 Tip This report shows all documents that required action & have not been actioned for this contract.
 To preview all incomplete actions for a particular contract
 1. On the Reports menu, click Incomplete Actions by Contract.
 2. Select document Type
 3. Select type of date
 4. Enter a date range
 5. Enter the contract number
 Tip This report shows all documents with incomplete actions in that date range for this contract.
 To preview all actions for a particular contract
 1. On the Reports menu, click Actions by Contract.
 2. Enter from date
 3. Enter too date
 4. Enter the contract number
 Tip This report shows all documents that have actions in that date range for this contract.
 To preview all Site Instructions for a particular contract
 1. On the Reports menu, click Site Instruction Register.
 2. Enter the contract number
 Tip This report shows all site instructions issued for this contract.
 To preview all Variations for a particular contract
 1. On the Reports menu, click Variation Register.
 2. Enter the contract number
 Tip This report shows all variations issued for this contract.
 To preview all Contractors Claims for a particular contract
 1. On the Reports menu, click Contractors Claims Log.
 2. Enter the contract number
 Tip This report shows all contractors claims and their value for a contract.
 To preview all Claims for a particular contract
 1. On the Reports menu, click Claims Log.
 2. Enter the contract number
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 Tip This report shows all claims and their value for a contract.
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 UPDATES
 Tagging Documents with a 'Class'
 Creating a Class field Automatically
 A Class can be created automatically from a document record for any type of document. For instancea Request for Information document can be used to create a Class number which can be used to 'tag'other documents and create an informal subject file.
 1. The Class field is created by clicking on the Create Class button. This creates a Classnumber equivalent to the Contract Number - Reference Number.
 2. To tag other documents with the created Class go to the associated document record andclick on the Class field and save the relevant Class number against the document. Repeatthis for all relevant documents.
 3. To find all documents related to the Class Number use Browser and search by the relevantClass Number.
 Claims for Variation
 About Claims for Variation
 A 'Claim' is raised in MCCS for any potential Variation or delay situation (EOT). It may be just apotential claim, which hasn't been formalised by the Contractor or it may be one that the Contractorhas claimed. When a new 'Claim' is raised in MCCS the system automatically assigns a ClaimNumber that is unique to the Contract. The Site Instruction number can be changed to a differentsequence by over-typing the required number in the Claim Number field. This is useful todifferentiate claims that have been formally made by the Contractor from potential claims and alsocounterclaims that you may have against the Contractor.
 The 'Claim' document is a summary document of formal claims and potential risk issues on thecontract. A subject file of all associated documents should be created against the 'Claim' document.Refer to the section on 'Creating a Subject File'.
 A 'Claim' should be raised for • all notices of variation or delay issued by the Contractor • for all Site Instructions issued as a 'Possible Change'.• For all issues where there is a potential for variation and / or delay even if the Contractor has not
 formally claimed it.Tip: Use the Claim numbering sequence 1 to 999 for claims formally made by the Contractor, 1000 to4999 for potential risk issues and 5000 onwards for counterclaims.
 Creating a new Claim for Variation / Delay
 A Claim for Variation and or Delay can be created from the relevant document that is raising the Claim(eg a Variation Claim Notice or Delay Claim Notice from the Contractor or a Notice of Variation fromthe Superintendent / Company).
 9. On the relevant document that instigates the Claim click on the Create Claim button.Change the Claim description if it needs more information. (the Claim description fieldautomatically takes the originating documents description)
 10. Select a Category where the Claim is to be filed.
 11. Establish claim details: initial estimate of claim is the companies initial estimate, thecontractors claim is the claimed amount by the contractor, the unresolved cost isyour company’s assessment of claim value, EOT Contractor is the contractor’s actualclaim for delay, EOT Company is your company’s assessment of the value of the delay
 12. Click the check-box EOT if there is a delay claim (EOT) associated with the Claim.
 13. Specify who has to action the Claim to resolve it
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 14. Click Save Changes.
 15. An Issue number is automatically created for the Claim (the Issue can be used to tag
 Tip Potential liabilities must also be registered as claims
 Variation Orders - New Faster Way of Creating
 About Variation Orders
 Variation Orders are the formal contract document used to detail the agreed changes (ie Variation) tothe Contract. The words at the base of the Variation are used to close off the agreement and are userdefinable in the MCCS set-up.
 Note: A 'Claim' for variation must be created in MCCS firs before a Variation for that particular issuecan be created. The 'Variation' must be closed off agains the 'Claim' at the time of creation of the'Variation'.
 Tip: Where more than 1 'Claim' is resolved by a single 'Variation' in MCCS, a summary 'Claim' forall the 'Claims' registered (and covered by the 'Variation') must be first created and then the'Variation' is closed off against the summary 'Claim'.
 Creating a new Variation Order
 8. On the relevant Claim click Create Variation.
 9. Select Category
 10. Fill in all the fields.
 11. Type in the instructions / agreement
 12. Click Save & Close.
 13. Preview the Variation Order by pressing '
 14. Once you are happy with the Variation Or
 Create Subject Files - New Simpler Way for Subject files are created by relating documents in MCCSMCCS. The relate process is described below.
 A) To create a Subject Files for Claims
 6. Find the associated files using Browser.
 7. On each associated document record choose ththe document.
 8. Click on Save Changes. When asked whether
 9. The Save Changes automatically relates the
 CCSUserManualRelease11.doc
 e relevant Issue related to the Claim and tag
 to make Final click on No.
 document back to the Claim.
 SI and VO Preview' on Menu 1.
 der print it from the preview in step 6.
 'Claims' to a summary document that is registered in
 t t
 all documents that are related to the Claim.) The Issue number is equivalent to theContract Number together with the Claim Number and a Description the same as theClaim Description.
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 OVERVIEW - MINTRACT CONTROL SYSTEM
 Do You Need Control?MCCS is an incredibly powerful, user friendly softwareproduct, designed to control business operations, and theever-growing paper flow that occurs in all sectors ofindustry today. It features fully integrated document control& manabusinessachieve organisayour set MCCS haas multipwithin th
 DocSimpleformat.
 Performcompanfind the
 Find all
 Paperless Office with all incoming and outgoing documents held electronically embedded.
 DocuWith MCC‘Reports’‘Reports’data that
 SpecYou nowtypes of user defAccidentCorrectivtracked numberin
 DoView ele
 Openthe M
 CusTranslinked W
 Create standardInformatrack wi
 R
 The POnce a dscanned created Imagine fingertipskeystrokeaway wituploadingto remoteincluding word, emails, spreadsheets, graphics, drawings,photos, Cretrieval o
 FolloEnsure thAssign acautomaticoutstandi
 Subject F
 Build sub‘relate’ fu
 DOCUMENT, BUSINESS & CONTRACT M
 ument Retrieval retrieval using multiple filters in a user friendly
 wildcard searches, search by date, description,y, contract, type of document, issue or keyword to required document.
 documents with overdue actions.
 ANAGEMENT SOFTWARE
 cument Viewing
 etrieval of documents using up to 16 user defined filters to browse the database
 ctronic “snapshots” of both incoming & outgoing files.
 up the document in its native application from withinCCS screen.
 tomisable Templatesfer automatically any selected MCCS information to
 gement functions. You can now control your & management risks, maximise opportunities andan efficient paper-less office throughout your
 tion. MCCS has a high degree of flexibility allowingup of MCCS to accurately reflect your operations.ndles your day to day business operations as wellle projects and multiple contracts / procurement alle one system.
 aperless Officeream – now reality. All incoming documents can beinto the system, and outgoing word documents arethrough the system with user defined templates.
 having all your paperwork literally at your
 and able to be located with a few quicks. Imagine being able to take all this informationh you, working remotely on your notebook and to the office network on return. The same applies sites. The system embeds all types of documents PM Schedules and even Winzip files for easyn screen at any time.
 w Up Actionsose critical business time constraints are met.
 tions & dates with the click of a mouse and MCCSally produces Action Lists with prompts forng items enabling critical items to be tracked.
 iles
 ject files on particular issues by using a simplenction within MCCS.
 ment RegistersS the paper flow is easy to track. Simply look up the
 section to view correspondence registers. The allow multiple filtering to select the exact range of you are after.
 tandardtype ofawings,mation,nts aredefined
 ord templates when creating outgoing documents.
 user defined documents for your own company forms such as Monthly Reports, Requests For
 tion (RFI’s), Accident Incident Reports (AIR’s) etc andth Registers.
 ialised Registers have the power to create & track your own sdocuments. MCCS provides Registers for any ined standard documents such as, photos, dr Incident Reports, Requests for Infore Action Reports etc. These ‘types’ of documewithin the system with their own user g series.
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 Contract Workbench showing details for Contracts / Purchase Orders
 System Requirements• Minimum Pentium 133 with 32Mb RAM & 75Mb
 spare space on Hard Drive• MS Windows 95 or later• MS Word 97 or later• Scanner• Adobe Acrobat software
 Contract Claims, Variations,Site Instructions• Issue Site Instructions, Variation Orders from the
 MCCS system.• Automatically creates Site Instruction Registers and
 Variation Registers which are interlinked. TheseRegisters are linked to the Claims Log.
 • Register & track potential Changes to Contract byregistration of Claims.
 • Status & assess Claims for Variation. Values forClaims are linked to Claims Log & Contract Status.
 • Create cross referenced “subject file” for any keyissue by linking related documents. eg ClaimsSubject Files, AIR Subject Files etc.
 Multi User• Multi user network and/or standalone operation.• Individuals or Sites may use away from the office
 & synchronise information with the networkperiodically and on return.
 MS Outlook & OutlookExpress• MCCS uses the address book from either Microsoft
 Outlook or Microsoft Outlook Express to minimiseentry of new Company, purchase order or contractdetails.
 •
 Adobe Acrobat• MCCS integrates tightly with leading e-paper
 software adobe acrobat to manage incoming
 Business Management• Control purchasing functions.• Control projects• Control contracts for services or work.• Control documentation issued to Government
 Departments.• Use to set up Quality Assurance within your
 company• Register & track insurance requirements including
 advance warning of expiry.
 Purchasing• Issue Purchase Orders• Control purchasing documentation.• Issue amendments to purchase orders• Obtain a snapshot value of the Purchase Order
 Projects & Contracts• Manage the tender / quote process• Issue Contract documentation• Create, register & manage issue of drawings• Issue of clear directions under the Contract• Manage claims, key issues & variations to
 Contract.• Creation & management of key potential risk
 issues on the Contract• Obtain ‘snapshot’ value of the Contract including
 approved value & forecast value for cost and time
 Quality Assurance• Set up & manage procedures including distribution
 & revisions.• Manage all required documents / correspondence• Manage audit documentation• Issue & register Corrective Action Requirements• Maintain user defined registers
 Multiple Reports• Correspondence In / Out Register• Registers of User defined standard documents such as
 Requests for Information, Accident Incident Report,• Photo Register• Drawing Register• Site Instruction Register• Claims Log• Variation Register• Contract Status (Cost & Time)• Insurance Register / Securities Register• Actions and Outstanding Actions List
 Contact: Patrick Taylor
 Phone: 617+38713360
 Fax: 617+38713369
 Mobile: 0418749517
 PO Box 1487 Kenmore Qld 4069
 Web: www.mintract.com
 email: [email protected]
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