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1. 1 Company Profile

McLaren FusionLive is an online collaboration system that
is designed to help and improve the process of distributing
project-related information, documents and communications by
storing all the information in one centralized location. It can be

used at any project stage.

FusionLive allows the members of a project team to add
and retrieve project-related documents quickly and easily.
Additionally, there are a number of common work activities, such
as Request For Information (RFIs) and Approvals, that help make
project-related communications more efficient. The system is
completely secure and allows for complete control over who has
access to the various information stored within the workspace

area.

The various features and functions within FusionLive
allow users to easily participate in a project and have access to

the latest version of documents. Documents are stored only once
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within the system, removing the need to distribute many copies

of the same document.

1.2 Existing system and need for the new system

Existing system:

Our system is mainly used in Construction field.
Nowadays in Construction field all the tasks are done manually
by most of the companies like preparing documents, capturing
work related images, sending and approving them from the
contractors/ owners, sometimes it becomes difficult to
communicate between themselves. These procedures are time
consuming, requires more efforts and very tedious to handle all
these tasks manually. Sometimes it becomes difficult to maintain
the track of the workflow. So there might be cause of
misconception, incompleteness, misinterpretation of the
requirements. It might degrade quality of the product and

increases risks factors.
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Need for the new system:

As mentioned above existing system is time consuming and

costly. The motivation is to facilitate the user to automate their

construction related tasks.

Benefits of the new system:

Reduces time, cost ,efforts

Requires less manpower

Helps to maintain relation between Constructors and
Project members

Risk reduction

Avoid the duplication of work

Easy to track the workflow

All these benefits can help to improve the quality of the work.
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1.3 Scope of Work

e It includes full Document Management and
Collaboration capabilities for single to multiple, large-
scale and enterprise wide projects.

e The advanced document management and control
process help ensure consistency to even the most
global of projects. Start simple and add functionally
on-demand to meet specific project requirements.

e |t supports all project phases from feasibility studies
through the bid / tendering to construction and
operation and maintenance.

e It is securely hosted from server installations in the
UK, USA and UAE ensuring high availability and
performance.

e It has support for 13 languages and 30 documents

types.



FusionLive NI

e |t works in any web browser (IE, Firefox, and Google
Chrome) or operating system (Windows) and doesn’t
require any add-ons or local software installations.

e Drag n Drop columns, tabs, resizable panels and
multiple window layouts are all supported resulting in
increased efficiency and user adoption.

e View and compare over 300 types of documents

e Bulk upload: Multiple documents can be uploaded at
the same time

e Document search: Required documents can be search

e Full audit trail: Maintaining audit of the documents

e Tender Management:

Tender Management module enables organizations
to fully automate and streamline their tender process and
Improve communication with bidders. It provides a secure
environment in which to manage the complete tender
process, from pre-qualification through to awarding of the
final contract reducing cost, errors and delays. A full
action and communication audit history throughout the

tender lifecycle ensuring regulatory compliance.
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The solution is simple enough for small bidders to
participate and yet powerful enough for large
organizations. Buyers are able to use the system from the
initial procurement process to managing future tenders
with successful suppliers.

Tender Management can be deployed either a
standalone solution or integrated with FusionLive’s
Document Management and Collaboration application.
Documents can be moved easily between the Document
Management module and the Tender Management

module.

e Application Integration:
FusionLive is an open platform supporting a set of
Web Services APIs (Application Programming Interfaces)
that enable integration with other software products.
1) Windows integration:
Access and browse your project documents
directly from Windows Explorer, without having to

open your browser.
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2) Office integration:

Save your Word, Excel, PowerPoint
documents and Outlook emails with attachments
directly into FusionL.ive.

3) Archiver:

Gives the ability to download the full
content of a workspace (or part of a workspace).
Scheduling is possible to help keep the archive up
to date. This is very convenient for companies that
need to keep an internal backup of the content (for
compliance) or for people who need to access

content offline.
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1.4  Operating  Environment—-Hardware  and

Software

To run the ‘FusionLive’ web application, following

operational environment is needed.

Server machine configuration:

e Hardware Requirement —

1) Processor: Minimum Pentium 1V

2) RAM: 4 GB Hard Disk: 320 GB or above

e Software Requirement —

1) Operating System: Windows Server 2008
2) Database: MySQL (InnoDB, MylISAM)
3) Other Software required: PHP, Apache

Tomcat Server
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Client machine configuration:

e Hardware Requirement —

1) Processor: Minimum Pentium 1V
2) RAM: 512 MB

3) Hard Disk: 80 GB or above

e Software Requirement —

1) Operating System: Windows XP,
Windows 7[32/64bit] and above.

2) Browsers: Chrome, Mozilla Firefox,
IE

3) Other Application software: PDF
Reader, Microsoft Office

4) Internet/Intranet should be available
and both the machines should be

configured.
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2.1 Objectives of the system

FusionLive is hosted in world class data centers around
the globe to provide secure and fast access to your project

information, anytime, anywhere.

e Accessibility: Secure access 24/7 anywhere in the
world via the Internet

e Security:128-bit SSL encryption of all data transfers,
multiple firewalls and anti-Virus protection with live
updates

e Availability: 99% Service uptime — data hosted in
several data centers by industry leaders

e Scalability: Deployment tested to successfully handle
8,000 concurrent users

e Robustness: Multi-tenant architecture

e Performance: User access’ response time under 1

second in 90% of the cases
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e Monitoring: All systems are monitored 24x7 and a
dedicated operations team is constantly alerted to any

issues that may arise

2. 2 User Requirements

e The web application will have a login screen.

e The web application will have page tabs (menus) on home

page as —

1) Dashboard
2) Documents
3) Activities
4) Search
5) Reports

6) Administration
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Understanding SRS (Software Requirements

Specification) documentation:

The purpose of the document is to collect and
analyze all assorted ideas that have come up to define the
system, its requirements with respect to consumers. Also,
we shall predict and sort out how we hope this product
will be used in order to gain a better understanding of the
project, outline concepts that may be developed later, and
document ideas that are being considered, but may be

discarded as the product develops.

In short, the purpose of this SRS document is to
provide a detailed overview of our software product, its
parameters and goals. This document describes the
project's target audience and its user interface, hardware
and software requirements. It defines how our client, team

and audience see the product and its functionality.
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2.3 Detailed description of technology used

Sahi Pro —

e Sahi is a mature, business-ready tool for automation of
web application testing.

e Sahi is available as an Open Source free product and as
Sahi Pro, the commercial version.

e [For testing teams in product companies and captive IT
units which need rapid reliable web automation, Sahi
would be the best choice among web automation tools.

e Sahi is especially suited for cross-browser/multi-
browser testing of complex web 2.0 applications with
lots of AJAX
and dynamic content.

e Sahi works well in Agile development environments,
enabling rapid automation and maintenance and easily

integrating with build systems.



FUSIONLIVE

e Sahi saves time and effort with faster development,
less maintenance
and fast distributed playback.

e Sahi runs on any modern browser which supports

JavaScript.

Main Differentiating Features —

e Excellent recorder and object spy which works on
Internet Explorer, Firefox, Chrome, Safari, Opera
(and any modern browser)

e Playback on any desktop browser and even on mobile
browsers

e Super simple and robust object identification
mechanism which works across browsers.

1) Sahi does not use XPaths or css selectors. It has
its own wrappers around the JavaScript DOM
which are simple to use and easy to maintain.

2) Sahi works even when elements do not have ids.

Sahi uses relational APIs like _in, near, _under,
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_leftOf, _rightOf etc. to uniquely identify
elements.
3) Sahi automatically traverses across frames and
iframes.
Sahi automatically waits for page loads and ajax
activity. There is no need for adding wait statements
in 95% cases. This reduces the code base size by 50%
compared to other tools and makes the scripts robust
yet easily maintainable.
Sahi does not need the browser to be in focus.
Sahi can playback multiple scripts simultaneously
reducing playback time. Sahi is the only tool in the
world which can run scripts in parallel on multiple
instances of Internet Explorer.
Sahi automatically builds rich reports without adding
any extra code. This keeps the script simple without
any clutter.
Sahi supports HTML5 custom tags and Shadow

DOM.
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Full Features List —

e Works on any browser which supports JavaScript and
Proxy; this includes almost all desktop and mobile
browsers

e Powerful recorder and Object ldentifier which works
across browsers

e Intuitive and simple APIs

e JavaScript based scripts for good programming control

e Version Controllable text-based scripts

e In-built reports

e In-built multithreaded or parallel playback of tests

e Scripts do not need the browser window to be in focus,
making scripts very stable

e Command line and ant support for integration into build
processes

e Supports external proxy, HTTPS, 401 & NTLM
authentications

e Supports browser popups and modal dialogs

e Supports AJAX and highly dynamic web applications
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Scripts very robust

No wait statements required even for AJAX and page
loads

Intuitive APIs like _near and _in eliminates need for
XPaths

Works on applications with random auto-generated ids
Very lightweight and scalable

Can directly invoke Java code from scripts. This is used
to access databases, read pdf files, connect to another
machine via ssh etc.

Supports data-driven testing. Can connect to database,
Excel or CSV file.

Can call any command line program
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3.2 Object Diagram
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3.3 Class Diagram
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3.4 Use Case Diagram

1) System Use Case
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2) Documents Use Case
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3) Activities Use Case

Searchapproval Add Final Comment Close Approval

‘Add Approval Comment

User Add Recipient
Acor

Get Approval
Notification

iew Approval Action
istory

View Approval

Summa
"~ View All Comments

Add Recipient

Add Attachment

Searchmessage

Tssuses> ™
<<usess3 £

o A ol

View Message

<zugessa.

Get Message
Notification

Create Message Folder

Send Group Message

Reply To Message




FUSIONLIVE

3.5 Module Hierarchy Diagram
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3.6 Component Diagram
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3.7 Testing Strateqy and Test Plan

Validation and Verification:

Validation process describes whether the software is

accepted by the user or not?

Verification process describes whether the outputs are

according to inputs or not?

Acceptance Test Plan
User Acceptance Testing
Requirements

System Test Plan
Software Spedfication System Testing

Integration Test Plan
High Level Design — — Integration Testing

Low Level Design Unit Testing

V-Model
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When to use the V-model:

o The V-shaped model should be used for small to medium
sized projects where requirements are clearly defined and
fixed.

o The V-Shaped model should be chosen when ample
technical resources are available with needed technical
expertise.

« High confidence of customer is required for choosing the
V-Shaped model approach. Since, no prototypes are
produced, there is a very high risk involved in meeting

customer expectations.

The left arm is known as verification and Right arm is known
as validation and the whole diagram is looks like V shape so it

is called as V-Model. The V-Model phases are as per follows.

It is also called as Left arm is static and right arm is dynamic arm.
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e Business Requirement Specification (BRS) :

1) This is the first phase in the development cycle where
the product requirements are understood from the
customer perspective.

2) This phase involves detailed communication with the
customer to understand his expectations and exact
requirement.

3) This is a very important activity and need to be
managed well, as most of the customers are not sure
about what exactly they need.

4) The acceptance test design planning is done at this
stage as business requirements can be used as an input

for acceptance testing.

e Software Requirement Specification (SRS) :

1) A Software requirement specification is a document
that captures complete description about how the
system is expected to perform.

2) And it is a detailed requirement of the application.
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3) This is also a very important part because most of the
bugs in software are due to incomplete or inaccurate
functional requirements.

4) The software code does not matter how well it’s
written, can’t do anything if there are ambiguities in
requirements.

5) The team studies and investigates on how the
requirements could be implemented.

6) The System test design planning is done at this stage
as Software requirement can be used as an input for
System testing.

7) Once you have the clear and detailed product
requirements, it’s time to design the complete system.

8) This Phase focuses on system architecture and design.

9) It provides overview of solution, platform, system,
product and service/process. An integration test plan
Is created in this phase as well in order to test the
pieces of the software systems ability to work
together.

10)With this phase integration test planning is done.
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e Low Level Design (LLD) :

1) Phase is where the actual software components are
designed. It defines the actual logic for each and every
component of the system.

2) Class diagram with all the methods and relation
between classes comes under LLD.

3) Component tests are created in this phase as well.

4) Simultaneously unit test design planning is done.
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Coding:
Till this phase all the planning has been done. Here the
developer starts building the application according to

requirements.

e Unit testing :

1) This unit testing is performed by the developer.

2) Here developers test their program code, functions,
classes, procedures to verify that they are all are
working as expected.

3) The unit test cases which are created during the low
level design are executed.

4) These tests are executed by the developer to validate
the functions developed by him.

5) And to locate a bug developer uses a debugging
technique.

6) Bug fixing is less costly and easy in this phase.

7) If developer eliminates or do unit testing in a proper
way then there is a less chances of bug in his

developed module.
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8) If testing team found a bug in lateral stage then the
bug fixing would be more costly time consuming so

this thing can be avoidable if developer do unit testing

properly.

e |ntegration testing :

1) The module, component tested alone should also work
when they are connected together.

2) Sometimes the module works fine when tested alone
but when we integrate it, it shows error. So we need to
ensure that the module when integrated together
should also work fine.

3) Basically we need to test the data transfer between the
several modules. To ensure that the data transfer
between these modules is happening in proper way.

4) There four type of integration testing.

5) Bottom up Integration testing.

6) Top down Integration testing.

7) Critical Part First.

8) Big Bang.
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e System Testing :

1) The actual and full fledge testing of the application
takes place here in system testing —

2) In system testing the behavior of whole
system/product is tested and find out whether system
Is working as expected or not.

3) In this phase all the system test cases, functional test
cases and nonfunctional test cases are executed.

4) System testing is carried out by specialist’s testers or
independent testers.

5) System testing is most often the final test to verify that
the system to be delivered meets the specification and
its purpose.

6) The system testing comes under black box software
testing. So, the knowledge of internal design or
structure or code is not required for this type of
software testing’.

e There are different testing techniques are used in the
System testing :

1) Functional testing.
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2) GUI testing/Usability testing.
3) Security testing.

4) Performance testing.

User Acceptance Testing :

1) UAT testing is performed after the system testing and
UAT testing happens before releasing the software in
a real environment.

2) User acceptance is a type of testing performed by the
Client to check if the system is built to match the
business requirements of the organization.

3) UAT testing is important Because, Developer read the
Requirement Document and based on his own
understanding developer develop the software which
may not actually be what the client needs from the
software.

4) UAT testing happens before releasing the software in
a real environment.

5) There are two types of UAT testing - Alpha Testing

and Beta Testing.
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Verification

Validation

Are we building the system
right?

Are we building the
system?

right

Verification is the process of
evaluating products of a
development phase to find out
whether they meet the specified
requirements.

Validation is the process of
evaluating software at the end
of the development process to
determine whether software
meets the customer
expectations and requirements.

The objective of Verification is
to make sure that the product
being develop is as per the

The objective of Validation is
to make sure that the product
actually meet up the user’s

requirements  and  design | requirements, and  check
specifications. whether the specifications were
correct in the first place.
Following activities are | Following activities are
involved in Verification: | involved in Validation:
Reviews, Meetings and | Testing like black box testing,
Inspections. white box testing, gray box

testing etc.

Verification is carried out by
QA team to check whether
implementation software is as
per specification document or
not.

Validation is carried out by
testing team.

Execution of code is not comes
under Verification.

Execution of code is comes
under Validation.

Verification process explains

Validation process
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whether the outputs are

according to inputs or not.

describes whether the software
is accepted by the user or not.

Verificationis carried out

before the Validation.

Validation activity is carried
out just after the Verification.

Following items are evaluated

Following item is evaluated

during Verification: Plans, | during Validation: Actual
Requirement  Specifications, | product or Software under test.
Design Specifications, Code,

Test Cases etc,

Cost of errors caught | Cost of errors caught
in Verificationis less than | in Validationis more than

errors found in VValidation.

errors found in Verification.

It is Dbasically manually
checking the of documents and
files like requirement
specifications etc.

It is basically checking of
developed program based on
the requirement specifications
documents & files.
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Test Plan

1) Name of the Product: FusionLive

2) Prepared by: Pinak Wadnerkar

3) Date: 06-04-2017

4) Introduction:
This section provides an overview of the entire testing
process documentation. This document describes both the
test plan and the test procedure.

5) Test Plan Goals and objectives:
Software Testing is a process of finding defects”. A good
test case is one that has a capability of finding yet
undiscovered errors. Our test objective is to design test
processes that systematically uncover different classes of
errors and do so with minimum amount of time and effort.

6) Scope:

Testing scope includes complete Black Box Testing
techniques. In this we are testing input & desired output
i.e. functional testing. In case of non-functional testing,

User Interface testing, usability & performance testing is
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performed. For bug fixes retesting & regression testing
will be performed against written test cases & logged
defects. Integration testing will be performed for
functional point of view.

Test Strategy:

Unit testing: This is testing of individual modules and
is usually carried out to ensure the validity of a
particular module.

e Integrated Testing: Integrated testing is testing of the
system modules. This is done to identify errors which
relate to the integration of different module.

e System Testing: It tests system against its initial
objectives. It is done either in a simulated environment
or in a live environment.

e Validation Testing: Where requirement established is

part of software requirement analysis and is validated

against software that has been established.
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8) Components to be tested:
e Login

Documents

Messages

Approvals
9) Test cases:
This procedure for unit testing is described for each
software component (that will be unit tested) is presented.
This section will consist of test cases for all components.
10) Test Deliverables:
e Test Plan (this document itself)
e Test Cases
e Test Scripts
e Defect/Execution Logs

e Test Reports
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(2) Defect Lifecycle for project

Assigned to

Accepted

Deferred

Confirmed

Assigned to

developer

Start

development

Time estimate is given and
Coding begins

Fixed/Resolv

QA engineer is QA engineer

not satisfied is satisfied

QA Complete

Resolved

Closed
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e Closed:

Once the bug is fixed, it is tested by the tester. If the
tester feels that the bug no longer exists in the software, he
changes the status of the bug to “CLOSED”. This state
means that the bug is fixed, tested and approved software
with bug fixed, he changes the state of bug to “TEST”. It
specifies that the bug has been fixed and is released to
testing team.

e Deferred:

If a valid NEW or ASSIGNED defect is decided to be
fixed in upcoming releases instead of the current release it
is DEFERRED. This defect is ASSIGNED when the time
comes.

e Rejected:

If found bug is not invalid, it is REJECTED. The

specific reason for this action needs to be given.
e Accepted:
If the Tester / Test Lead finds that the defect is indeed

fixed and is no more of any concern, it is VERIFIED.



FusionLive [ECHEE

e Reopen:

If the Tester finds that the ‘fixed’ bug is in fact not
fixed or only partially fixed, it is reassigned to the
Developer who ‘fixed’ it. A REASSIGNED/Reopen bug
needs to be COMPLETED again.

o New:
Tester finds a defect and posts it with the status NEW,
e Open:
After a tester has posted a bug, the lead of the tester
approves that the bug is genuine and he changes the state

to “OPEN”.

Assign:

Once the lead changes the state as “OPEN”, he assigns
the bug to corresponding developer or developer team.
The state of the bug now is changed to “ASSIGN™.

In QA:
Once the developer fixes the bug, he has to assign the

bug to the testing team for next round of testing
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3.8 Module Specifications

e Documents:

The Documents area is a repository where the workspace
project documents are stored. The folder structure is specific
to the requirements of the project. Access to documents is
controlled on a folder-by-folder basis and is generally
managed by the workspace administrator. The folder security
determines who can view, upload and edit documents in the

folders.

Document Actions Document Actions allows you to perform

operations on documents within a folder.

Note: Only document actions available to you will be

selectable.
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Within the Document Actions you can perform the following:

Activity Description

Lifecycle Change the document lifecycle state.

Afttachments Add supporting documents related to the main document. Attachments do not
appear in the document list, but are accessed through the main document.

Viewer View document using FusionLive Viewer

Generate COBie Sheet You can export a BIM model or IFC file to a Microsoft Excel spreadsheet struc-
tured to follow the COBie standard.

Merge Model Allows you to merge IFC compliant files using the BIM viewer.

Info Displays detailed metadata information about the document.

Secure Link Generates a shortcut link to allow external users to access the document.

Edit Info Allows you to edit the metadata of multiple documents at once.

Lack Locks the document. No changes can be made until it is unlocked.

Unlock Unlocks the document, allowing changes to be made.

Move Allows you to move the document to another folder location.

Linking Allows you to link documents to other locations in the file structure.

Delete Deletes the document from the folder.

Check-Out/Check-In/ Checking out allows you to lock a file and automatically open it for updating. When

Cancel Check-Out you have finished your updates, checking the document in prompts for a new revi-
sion and unlocks the document.
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e Activities:

The Activities page provides access to the activities to which
you have access. Activities are automatic processes which
enable you to perform common business functions within

your FusionLive project.

Activities may be of the following types:

1) Messages - communications sent to you by other users or
by you to them

2) Transmittals - documents sent to other users for a
particular action to be performed by the recipients

3) Approvals - documents sent for approval

4) Reviews - PDF documents sent for review and mark up

5) RFlIs - requests for information

6) Technical Queries - questions of a technical nature

7) Change Requests - formal requests for change of some
item in the project

8) Reprographics - enables documents to be printed at your

choice of location
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9) Tasks - workflow-based instructions requiring users to

perform some specific action.

Activities used specifically for this project:

e Messages:

Messages allow FusionLive users to communicate with

each other. The Messages activity area is structured into

the following folders:

1) Received - messages that have been sent to you (your
messages inbox)

2) Sent - messages that you have sent to other people
(your messages outbox)

3) Archived - messages that are no longer relevant to the

ongoing project and can be archived
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e Approvals:

The Approvals activity type is a business process

workflow which enables documents to be submitted to

nominated users for their approval, comment or

information. If the documents are circulated singly, the

activity is called an approval. If more than one document

Is associated with the activity, it is known as a submittal

package. Document approvals that belong to the same

submittal package have the same Submittal Number. You

can perform actions or make comments on single

document approvals or to the entire submittal package at

once.

The Approvals activity area is structured into the

following folders:

1) Assigned To Me - documents that have been sent to
you for approval

2) For My Comment - documents that have been sent to
you for comment

3) For My Information - documents that have been sent to

you for information
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4) Submitted By Me - approvals that have been circulated
by you
5) All Workspace Approvals - all approvals that have

been sent or received in this project workspace.
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3.9 User Interface Design (Testing Screens):

1. Login flow

€) T @ tips//eumclarenonaincom resources g/ pol/login/Lagon p

18 Most Visited @ Getting Started @ Suggested Sites &% Waeb Slice Gallery

A Oank%

mclaren i ’
FusionLive an idox solution

Contact McLaren Support Intelligent search and navigation for engineering content
User Name
pwadnerkar
Password

Forgotten login details

Customer Support in English: Send an email to: sunparts !

© 2010 Mctaren Software - Engineering Document Control and Project Collaboration Solutions.

2 € =m "o 'm g & M)

J @  hitps//eumclarenonair.com/resources/

pol/login/Logon jsp @ || Q search %A ¥ A & =

Most Visited @ Getting Started @ Suggested Sites @ Web Slice Gallery

mclarenﬁ on"ink

FusionLive an idox solution
Contact McLaren Support Intelligent search and navigation for engineering content
User Name OnLink adds value and intelligence to drawings and documents by linking P&IDs to associated

engineering content. Through the use of tags, hotspots and hyperlinks, information can be searched
and viewed quickly and easily, improving productivity and operational efficiency.

e \

Find out more >

Password

Forgotten login details?

Customer Support in English: Send an email to: supportfl@melarensoftws re.com

© 2010 McLaren Software - Engineering Document Control and Project Collaboration Solutions
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€ ) 7@ hitps//cumelarenonair.com resources/jips/ pol/login/Lagon jsp=

1B Most Visited @ Getting Started @ Suggested Sites @ Web Sice Gallery.

mclaren’g? onL

FusionLive an idox solution

Contact Mctaren Support Intelligent search and navigation for engineering content

OnLink adds value and intellige 0 drawings and documents king P&IDs to as: iated

and viewed quickly and easily, g productivity and operational efficiency

Reset Password

® With email © With username Find out more >

Back to login

© 2010 Mctaren S

€) 7@ hips//eumelarenonaicomesources jips/ pol/login/Logon j:p=

B} Most Visited @0 Getting Started @0 Suggested Sites @ Web Slice Gallery

- OnLink’féE

mclaren
FusionLive an idox solution

Contact Mctaren Support Intelligent search and navigation for engineering content

OnLink adds value and intelligence to drawings and documents by linking P&IDs to

and viewed quickly and easily, improving productivity and operational efficiency.

Find out more >

Retrieve Username by Email

Back to login

Customer Support in English: Send an email to: suportfi@meiaransoftware.com

© 2010 McLaren Software - Engineering Document Control and Project Collaboration Solutions

The login screen is the first screen a user will see if he wishes to
use the application. Login screen requires users to enter valid
username and password for correct identification of users. Login
screens help in verification and validation from the testing

perspective.
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2. Document Upload Flow:

€ @ | https://eu.mclarenonair.com/pol/ protocolSwitchFsAction# (<) w B + A B =
[8) Most Visited & Getting Started @ Suggested Sites @ Web Slice Gallery
mclaren £ | Software Development Team ~| A Pinakwadnerkar v
Fusionlive
A Home Documents & Activities BB Contacts /O Search 2] Calendar Reports  &F Administration risfease (0)
Documents x
sea K
Search Folder 4 Upload ~ v [(Dactvites + @ = export+
» C1Q1-2014 “H®8 0 7 e %D Reference Title Revision  Status Uploaded ~ Company (kb)
’g“”’ ] €3 FLUG43DE webhelpzip FLUGA3DE webhelpzip . 09/11/16 14:43 IDOX GROUP 11989~
25392016
4CIFLA3 ] & FLUGA3FR webhelpzip FLUGA3FR webhelpzip 09/11/16 14:43 IDOX GROUP. 6723
» 12 Net Tool Certificz
432 a € FLUG43PO webhelpzip FLUGA3PO webhelpzip 09/11/16 1443 IDOX GROUP 7173
425
= =0 ) FusionLive 4.3 GoCapture User Guide EusionLive 43 GoCapture User Guide 09/11/16 1443 IDOX GROUP. 389 |2
(C1Demos + Show n) FRENCH pdf
(IDocReview = O a
FusionLive 4.3 GoGapture User Guide EusionLive 43 GoCapture User Guide 09/11/15 1443 IDOX GROUP 724
SDocumentaon GERMAN.pat GERMAN paf
(CIEstimates
(CoPerormance Tes | [ ) FusionLive 4.3 GoCapture User Guide EusionLive 43 GoCapture User Guide 09/11/16 1443 IDOX GROUP. 789
(" Tech Docs POLISH.paf POLISH pdf
OTestCases o ) FusionLive 43 GoCapture User Guide.pdf FusionLive 4.3 GoCapture User Guide.pdf 1 RELE.. 1110716 1423 IDOX GROUP 632
ai)Use Case & SRS
(JAD Enhancem (=] @ FusionLive 4.3 Mobile User Guide. pdf FusionLive 4.3 Wobile User Guide.pdf 1 RELE. 11/07/16 14:27 IDOX GROUP 123
(] Automatic Link
=] FusionLive 4.3 User Guide FRENCH.pdf. FusionLive 4.3 User Guide FRENCH.pdf 09/11/16 14:43 IDOX GROUP 4528
(1Bl Reports i
« m ] A S I Page 1) of1 b bl & Displaying 1- 14 of 14
Tean!. Proj iver2016FL 4 Folder Access : Admiisiralor

Home Documents Activties
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Go:melarenenair.com/pol/protocolSwitc hFsAction®

*eHQvAskwa;sE.;rm P‘ e & A& = -

Quick Search \,0\ ‘Nurma\rwmkspace for Test

A PrachiGanbote ¥

A Home @ Documents @ Activities 8 Contacts /O Search Calendar

ol Reports &% Administration &8 Briefcase (16)

Documents x
SRR NN Nl Document List

W Favourtes > | [ Document b @e [ Reference Revision Status  Uploaded  Company (. AppStatus

- Favourite searches

BBl Models J Reviss
.4 =3 Normal-Workspace for Test ¥ Register b

» D111 Preview IFC Files11

» COIHIEIIIII T ARX-BIM Upload audit

—
» G VJK21

» CIUITTIVITEST_EIGER
» CJ1111IMATTERHORN VJTEST,
» 1111 Migration_22JANT1
» C11123rd March13
» (114 PRE - RELEASE
» (1116 Oct Pateh
» (1118 decissue
» (! Eiger-Paich
» CI1secin

(31111111 BASECAMP
21 m Jmeter Test
» (11 Arclic Release testvijay
» C31Vijay
» (11 Pacific Patch
(111 ARCTIC VJ TEST
» CImmasss
» CImstrabag_test
Cmvimal
(CIMCDN_IFC
Camvimal
CINLarge
(CIIMKN
» CIHTEST
(CIIYTYNUploadTest
(Z1##CDN Upload Test
» C1121321 2
7]

Status Bar
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a.melarenonair.com/pol/protocolSwite hFsAction®

v e ‘ ‘Qv Ask Web Search

Al s ¥ A o# -

mclaren’
Fusionlive

A Home

#ll Documents

Documents

CedHassa « |
Crr—

S;.?FEVDUH\ES 43 B
Favourite searches
BN Models @
4 =3I Normal-Workspace for Test ¥
» CI1111 1 Preview IFC Files11
» G 111 AAX-BIM

p CIHIIVIK2A
» CIINTVITEST_EIGER
» C31111IMATTERHORN VJTEST,
» 3111 Migration_22JAN 11
» (C11123rd March13
» (1114 PRE - RELEASE
» 3116 OctPatch
» (1118 decissue
» CI!Eiger-Patch
» CI1Sectt
(CIN1111111V) BASECAMP
(I ymeter Test
» (11 Arclic Release testvijay
» (1 Vijay
» 1M Pacific Patch
(C31m0 ARCTIC VJ TEST
» CIMARAA
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CImvimal
(CJMCDN_IFC
I mvimal
(JnLarge
(CIMKN
» CIHTEST
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(Z]##CDN Upload Test
» (1121321 =
(m]

£ Activities

“—
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R
Document b
Revise

Register I

Upload audit
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* Special Char
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Block
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Clear-Revise
Copy-Doc:
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Flow-Test
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[Quick search
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Il Reports ¥ Administration & Briefcase (16)
x
Activities
Revision Ststus  Uploaded  Company = p. Status

3
L
b

‘\(7- O A hup

qa.mclarenanair.eom/pol/protocolSwitchFsiction

C | [ & ~ sk web search

melare® B @
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Administration
K
wy Profie +
+
+

N
Workspace Catsgoy
Details Admin
Manage Code RFI numbering
Tables

51

Ta numbering

&

Manage
Distribution

S

Activity
Reminders/
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8 Contacts

Administration

B search

2] Calendar

Reports

[Quick Search

£ Administration

2]
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K Briefcase (16)

Alerm + A e[|
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x

(€ # O A nhitpsi/ ol @ || & - askweb search Alera 3 A =~
mcluren"‘# s [Quick search O Narmal-Workspace for Test & Prachi Ganbote ¥
Fusionlive 5

A Home @l Documents @ Actiities B Contacts SO Search

Administration

L2 calendar

ol Reports

£ Administration

i Briefcase (16)

Wy Profile A manage Categories
mpany Information +
New Category
e Category Name ~ Status Separator
rkspace Settin 2 !BasicCategory Adtivated _ =
3 2 !Special Char Adtivated _
3 % !system Conrev Activated _
Workspace Category
Details ‘Admin A X 1Temp Activated _
WO ! Temp2z Deactivated _
] I& B € Temp3 Deactivated _
- 1Tem Deactivated
Manage Cade  RFl numbering 8 X ot -
Tables A & 1Temps Deactivated -
B 1Temps Deactivated _
I@, h—‘ A € Testcat Activated _
TQ numbering Manage A K Test12345 Activated _
Distribution
[ Activated -
K ®%%kTest @@2 Deactivated _
iz i & -—Please enter— Deactivated -
Activity
Reminders! "o om Activated _
EEEED B X 12 Deactivated _
A oK 123 Activated _
@ € AscD Deactivated _
Project Seftin
- [ K Approvaltesting Activated _
ArshTesl@@@ Deactivated
Self Administration 8 X B -
Activies Documents Administr...

(% B8 © 4 hitps://qn.melarenonair.com/pol protocolSwitchFsAction® & | | & - ask Web Search Plerm &8 A =|- =

mclarer™®
Fusiontive 5

L Prachi Ganbote ¥

|Quick Search £ [ Normat-workspace for Test

A Home il Documents 2 Activities BB Contacts SO Search L2 Calendar ol Reports & Ad

istration R Briefcase (16)

Administration

Profile m Document Fie Block Numbering
o Add i Up 4 Down ol Save Order
pace Homepage status Fisld Name Type GCategory Mandatory? Default valug (For new docs)
— 2 Active Referance Text System Property Yes
A Active Title Text System Property Yes
X’ Active Revision Unspecified System Property Mo
Waorkspace Category A Actve Status Unspecifiad System Property Mo
Details Admin
A Active Due Date Date Systemn Property No

= (58

Manage Code  RFI numbering

Tables
TQ numbering Manage

Distribution

S

Activity
Reminders/
Escalations

f Administration

Status Bar

Activiies Documents
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€ )i © ) A npsy/ fp @ |[& - askweb search Al B & A =~
mcluren'# s [Quick search O Normalworkspace for Test A Prachicanbote ¥
FusionLive 5

A Home il Documents & Activities B Contacts @ Search Calendar ol Reports &% Administration &3 Briefcase (16)

Administration x

My Profile

mpany Information

o New Category Edit Category
Workspace Homepage Category Name ~ Status Separator
Workspace -
& bleknmo Deactivated _
é' K @ % cash Activated -
M & castor2 Activated -
Warkspace Category
Details Admin @ % cat2 Deactivated -
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Tables
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:< O tasks Activated -
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Activity
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Revise
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» CJ1111IMATTERHORN VITEST|
» 1111 Migration_22JANTY
» (C11123rd March13
» (3!14 PRE - RELEASE
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Documents module helps in document management. User can

manage all his project related data from this module. We test the

folder location, created by user, date, document security etc. in

this module.
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Messages help in normal communication that happens related to
the project. While creating a message we test whether the
mandatory fields are filled or not and whether the message is sent

to the intended user.
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Approvals help in seeking permission for proceeding correctly
during the project. While creating an approval we test whether
the mandatory fields are filled or not, there must be at least one

attachment and whether the approval is sent to the intended user.



3.11 Table Specifications
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Application User Master

Columns Datatype Constraints
Id Int(3) Pk
first_name Varchar (20)

last_name Varchar (20)

Login Varchar (20)

Password Varchar (20)

Company Master

Columns Datatype Constraints
Company_Id Int(3) pk
Company_name Varchar (100)

Company_type Varchar (100)

Project Master

Columns Datatype Constraints
Project_Id Int(3) pk

Name Varchar (100)

Status Varchar (100)
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Document Master

Columns Datatype Constraints
Doc_Id Int(3) pk

Name Varchar (100)

Size int (5)

Document Category

Columns Datatype Constraints
cat_Id Int(3) pk

Name Varchar (100)

Doc_id int (3) fk
Document upload

Columns Datatype Constraints
upload_Id Int(3) pk
Target_folder Varchar (100)

Doc_id int (3) fk
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Message Master

Columns Datatype Constraints
message_Id Int(3) pk

subject Varchar (100)

date Date (5)

Notice

Columns Datatype Constraints
notice_Id Int(3) pk
Sent_date Date (5)

Message _id int (3) fk
Attachment

Columns Datatype Constraints
attachment_Id Int(3) pk

Size int (5)

Message_id int (3) fk
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Approval Master

Columns Datatype Constraints
app_Id Int(3) pk

date Date(5)

Attachment_size int (5)

Approval Status

Columns Datatype Constraints
Status_id Int(3) pk

Name Varchar (100)

app_Id int (3) fk
Approval Comment

Columns Datatype Constraints
commment_Id Int(3) pk
Comment_number int (5)

app_Id int (3) fk
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3.11 Test Procedures & Implementation

e Functional testing:

Functional Testing is a type of software testing
whereby the system is tested against the functional

requirements/specifications.

Functions (or features) are tested by feeding them
input and examining the output. Functional testing ensures
that the requirements are properly satisfied by the
application. This type of testing is not concerned with how
processing occurs, but rather, with the results of

processing.

During functional testing, Black Box Testing
technique is used in which the internal logic of the system
being tested is not known to the tester. Functional testing
is normally performed during the levels of System Testing

and Acceptance Testing.



FUSIONLIVE

Typically, functional testing involves the following

steps:

1) ldentify functions that the software is
expected to perform.

2) Create input data based on the function’s
specifications.

3) Determine the output based on the function’s
specifications.

4) Execute the test case.

5) Compare the actual and expected outputs.

e Regression testing:

Regression means retesting the unchanged parts
of the application. Test cases are re-executed in
order to check whether previous functionality of
application is working fine and new changes have
not introduced any new bugs. This test can be
performed on a new build when there is significant
change in original functionality or even a single

bug fix.
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This is the method of verification. Verifying that
the bugs are fixed and the newly added features have
not created in problem in previous working version of

software.

Testers perform functional testing when new build
Is available for verification. The reason of this test is to
verify the changes made in the existing functionality
and newly added functionality. When this test is done
tester should verify if the existing functionality is
working as expected and new changes have not
introduced any defect in functionality that was working
before this change. Regression test should be the part
of release cycle and must be considered in test
estimation. Regression testing is usually performed
after verification of changes or new functionality. But
this is not the case always. For the release taking
months to complete, regression tests must be

incorporated in the daily test cycle.
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e Smoke testing:

Smoke testing is done for the software in order to
verify that the software is stable enough for further
testing. It has a collection of written tests that are
performed on the software prior to being accepted for
further testing. Smoke testing touches all areas of the
application without getting too deep, tester looks for
answers to basic questions like, “Does the application

window opens”, “Can tester launch the software?” etc.

The purpose is to determine whether the application
is stable enough so that a more detailed testing can be
performed. A subset of planned test cases is decided
which covers the main functionality of the software,
but does not bother with finer software component
details. Smoke testing is done by testers before

accepting a build for further testing.
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JIRA Tool:

e |t is a Defect tracking/ Project management tool.
e Software project development team, QA teams uses

JIRA for tracking defects.

e JIRA in its entirety is based on 3 concepts:

1
U 1 1
“
|

1) lIssue: Every task, bug, enhancement request; basically

anything to be created and tracked via JIRA is
considered an Issue.

2) Project: A collection of issues.

3) Workflow: A workflow is simply the series of steps an
issue goes through starting from creation to

completion.


http://cdn.softwaretestinghelp.com/wp-content/qa/uploads/2013/10/Atlassian-JIRA.jpg

FUSIONLIVE

Priority levels of bugs:

e Blocker:
Blocks development and/or testing work,

production systems not running.
e Critical:

Crashes, loss of data, severe memory

leaks, security breach, etc.

e Major:

Major loss of product function.
e Minor:

Minor loss of product function, or other

problem where easy workaround is present.

e Trivial:
Cosmetic problem like misspelt words or

misaligned text.



(1) Test Case Execution Log
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5 editor - cyusers/Rajnee-pC 5 Suites List x4 -
& 2> O | abosomyss ASHRONSTATUSH m% =% 0 -
pinak [ Il [ || [Eheose ] From [yyyy-mm-cd] e [yyyy-mm-aa] | [oo:o0:00 00d| [ ]| [ | ] [chosse ¥]
O Script Name | Suite Name Base Url Browser Start Time End Time Time Taken Run | Passed| Failed Status

/I\
€
C

localhost:2999/ s rts_testCasel

FAILURE

FAILURE

FAILURE

FAILURE

Browser Type ie Total testcases run 15
Start Time Mar 23, 2017 05:33:38 PM Testcases passed 13
End Time Mar 23, 2017 05:42:49 PM Testcases failed 2
Time Taken (ms) 551167 Status
Suite Info
Nodes Info
Test Case Id Description Status | Time Taken Script Name

Login successfully

Forgotton password details-password
Forgotten password link with Username
Create message with document

Create message without document
Upload Document

Revise Document

Attachment to Document

Lock /Unlock Document

Subscribe/Unsubscribe

Open document in viewer

Search document & Folder
Login
Public Folder Creation

Approval Grid

SUCCESS
SUCCESS
SUCCESS
SUCCESS
SUCCESS
SUCCESS
SUCCESS
SUCCESS
SUCCESS
SUCCESS
SUCCESS
SUCCESS
SUCCESS

FAILURE

FAILURE

5166
25346
18699
60076
46222
15517
41883
27033
24283
17708
25818
14186

147205
20634

10848

Login_FL.sah
Login_FL.sah
Login_FL.sah
Message.sah
Message.sah
Document.sah
Document.sah
Document.sah
Document.sah
Document.sah
Document.sah
Document.sah
Folder_creation.sah
Folder_creation.sah

approval.sah




(2) Defect Metrics
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Def
ID

TC
ID

Def Title/
Summary

Def_Descripti
on

(Steps to
reproduce)

Priority

Defect
Status

Comment

Dfct
00

Lg_
001

Forgotten
password
link with

Usernam

e

1.Goto
FusionLive
login page

2. Click on
'Forgotten
Login Details'
link

3. Select
Username
option

4. Select
Checkbox for
With email

5. Enter valid
email id

6. Click on
submit button
7. Verify user
should receive
username on
provided email
id

P1

Resol
ved
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1.Goto P1 Resolv | Any
Dfct| Lg_ | Password | FusionLive ed password
002 | 005 | Policy login page from

2. Click on previous 3

'Forgotten passwords

Login Details' is not

link allowed.

3. Select

Username

option

4. Select

Checkbox for

With email

5. Enter valid

email id

6. Click on

submit button
7. Verify user
should receive
username on
provided email
id

8. Follow
password
policy for
generating a
new password.
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Dfct
003

Capp
003

Create
Approval
Mandator
y fields

1. Userl logs
into
Fusionlive>>G
oes to
Activities area
and selects
Approval tab
2.Click on
New button

3. Select user2
in assignee
To(link),
user3 in for
comment (auto
suggest) fields
5. Add
attachments
from
documents
area

6.Click on
Send button.
7. Verify that
the Approval
IS created
successfully
and received
by recipient
with attached
document

P1

Closed

Approvals
can’t be
created
without an
assignee
and at least
one
attachment.
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Create 1.Userllogs |P1 Open | A message
CM | Message: |into can’t be
Dfct | sg_0 | Add Fusionlive>>G created
_004| 01 | Subject oes to without a
Activities area message.
and selects
Messages tab
2.Clicks on
New button

3. Adds user2
in To(link),
user3in
CC(auto
suggest) field
with a Subject.
4. Click on
Send button.
5. Verifies that
the message is
created
successfully
and received
by the
recipient.
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4.1 User Manual:

User can access FusionLive through three different URLs with

respect to his region:

e US environment: https://us.mclarenonair.com

e EU environment; https://eu.mclarenonair.com

e UAE environment: https://ae.mclarenonair.com

Online help is available for the application.

4.2 Operations Manual / Menu Explanation:

Folder Structure

The FusionLive folder structure consists of
workspace folders, sub-folders and sub-projects.
With appropriate permissions, you can search these
folders and mark ones of special interest as
favourite for quicker access in the future. You can
also search for folders, and save commonly

performed searches.


https://us.mclarenonair.com/
https://eu.mclarenonair.com/
https://ae.mclarenonair.com/
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Creating a New Folder
If you have workspace administrative rights and your
workspace has the folder administrator role enabled, you
can add a new project folder into the structure. This folder
Is the root, or parent, folder in which all subsequent

associated folders and files are inserted.

Creating a public folder

A public folder can be created and accessed by any

user of FusionLive within that workspace.

1) Open the Documents page.

2) Select the workspace folder in the folder structure.

3) Press the Create Folder button on the navigation
pane.

4) Enter the name of the folder in the text box.

5) Press Create.
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Creating a secure folder

Secure folders can only be accessed by users that have

the specified permissions. All FusionLive users have

the ability to create a secure folder.

1) Open the Documents page.

2) Select the workspace folder in the folder structure.

3) Press the Create Folder button on the navigation
pane.

4) Enter the name of the folder in the text box.

5) Check the Secure Folder checkbox.

Links

The document has a link or is a link document to a

document elsewhere in the file structure.

Has Link: The document has a link which is present in

another (usually more accessible) area of the

workspace.

Is Link: A link document pointing to a document

elsewhere (often in a secure folder) in the workspace.

Document format Indicates the file format of the

document. For example: Microsoft Word, PDF.
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6) Browse the workspace users that will have access
rights to this folder and check their associated
checkbox. You can filter the user list by user, group
or all users. You can also search for a user by
entering their name and company into the
appropriate textboxes at the top of the workspace
user list.

7) Press the Add button under the selected permission
to add users to this category.

8) You can remove users from a permission category
by pressing the Remove button in under that
category.

9) Continue adding users to permission categories,
then press

10) Create.

Creating a child folder
Folders contained within a parent folder can take on

similar security aspects to that of their parent.
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1) Open the Documents page.

2) Select the parent folder to insert the folder into.

3) Press the Create Folder button on the navigation
pane.

4) Enter the name of the folder in the text box.

5) If you wish to make this a secure folder, check
the Secure Folder checkbox.

6) To inherit the same permissions as the parent
folder, check the Inherit Rights from Parent
Folder checkbox, otherwise specify the user
rights.

7) Press Create.

Administering Folder Access Rights

If you are a folder administrator with workspace

administrator rights, you can add administer access

rights to a secure folder.

1) Open the Documents page.

2) Select the secure folder from the folder

structure.
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3) Press Administer access right for a folder on the
navigation pane.

4) Press the Add button under the selected
permission to add users to this category.

5) You can remove users from a permission
category by pressing the Remove button in that
category.

6) Continue adding users to permission categories,

then press Apply.

Renaming A Folder

If you are a folder administrator with workspace

administrator rights, you can rename a folder.

1) Open the Documents page.

2) Select the folder you wish to rename.

3) Enter the new name into the Enter Folder Name
textbox.

4) Press Rename.
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Moving A Folder

Users that have contributor access rights to a folder

are able to move them.

1) Open the Documents page.

2) Select the folder you wish to move.

3) Press the Move a folder button on the
navigation pane.

4) Browse the folder structure and select the folder
you wish to relocate to.

5) Press Move.

Deleting A Folder

A folder can only be deleted by the creator or by a
workspace administrator. Folders must be empty
and not within a favourites list in order for them to
be deleted. In order to delete a parent folder you
must delete any child folders first.

1) Open the Documents page.

2) Select the folder you wish to delete.
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3) Press the Delete a folder button on the
navigation pane.

4) Press Yes.

Folder Action History

The Folder Action History displays audit

information of what actions were performed on a

folder and by whom.

1) Open the Documents page.

2) Select the folder of which you wish to review
the action history.

3) Press the Folder Action History button on the
navigation pane.

4) You can export this action history to a
Microsoft Excel spreadsheet by selecting an
Export type from the Export drop-down menu.

5) Press Cancel on the Folder Action History when

you have finished.
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Searching Folders

You can perform a quick search of the folders

within the document folder structure. For a more in-

depth search to locate documents or content:

1) Enter the full or partial name of the folder in the
Search Folder text box in the navigation pane.
For example, Alpha to locate Project Alpha.

2) Press Enter on your keyboard.

Favourites
The Documents area allows you to access and
modify your favourite searches as well as create

favourite folders to quickly access at a later date.

Adding to favourites

Folders that are frequently used can be marked as a
favourite.

1) Open the Documents page.

2) Select the folder you wish to favourite.

3) Press the Add favourite button.
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Favourite searches

The favourite searches folder holds a list of the

searches you have marked as a favourite from a

search manager for this workspace. You can run

these searches from this folder.

1) Open the Documents page.

2) Select the Favourite searches.

3) To run asearch, click the name of the search.

4) To edit a search, click on the magnifying glass
icon associated with the search, then press Edit.

5) To delete a favourite search, click on the
magnifying glass icon associated with the
search, then press Remove.

Favourites folder

The folders you have marked as a favourite are

displayed within the Favourites folder.

1) Open the Documents page.

2) Select the Favourites folder.
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3) Click on the folder name to open that folder and

display its contents.

Sub-projects

Note Sub-projects are only available when the
Programme Management module is enabled.

You can create sub-projects within your folder
structure to help organize programmes of work
within the larger project. Sub-projects allow teams
of nominated users to work on specified folders and

perform tasks.

Creating a Sub-project

Project templates are created by workspace
administrators and one of these templates,
combined with project roles and attributes, is used
as the basis for your sub-project.

1) In the folder structure, select the root folder with

which you want to associate the sub-project.
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Press the Subproject button in the navigation
pane.

Select the Project Template that you want to
base your sub-project on, then press Next.
Provide the sub-project with a unigue Code and
Name and give a short Description.

Choose whether the status of the project is
initially Active or Inactive.

Enter a Start Date for the project.

Complete any Project Specific Attribute fields
then press Next.

In the Setup Participants page, add users to the
Administrator,  Contributor and  Viewer
categories. These users form your project Team.
When you have completed your team, press the
Create button. The folder icon now changes to a

Project Folder icon.
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Managing a Sub-project

You can view and manage the details of a sub-

project.

1) To do this select the sub-project you want to
edit in the folder tree and press the Edit Project

Details button.

Display project details

You can display a number of panes each containing

useful project information.

1) In the Project Details page, expand the Projects
Menu and  select which panes you want to
view.

2) Press Done.

Edit project details

1) To edit the basic project details, press the Edit
Project Details button.

2) Edit the contents of the appropriate fields, then

press Update.
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Delete project

1) To delete a project, press the Delete button in
the Project Details page.

Move project

1) To move a project to a different location in the
folder tree, press the Move button in the Project
Details page.

2) Choose a new location in the folder tree and

press Move.

Edit participants

The users directly associated with the project are

displayed in the Project Participants pane, along

with their permission within the project.

1) To add or remove direct participants press the
Edit Participants button.

2) Add or remove wusers to or from the
Administrator,  Contributor and  Viewer
categories.

3) Press Save.
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Edit roles

Users may also be associated with the project via

roles. These are displayed in the Project Roles

pane.

1) To add a new role to the project, choose it from
the Select Role To Add drop-down menu and
press the Add To Project button.

2) To add or remove participants from a role,
select the role and press the Edit Role button.

3) Add or remove users to or from the Assigned
User/Group, Role Managers/Assistants and Role
Viewers categories.

4) Press Save.

View history

The Projects History pane allows you to access the

project history for the sub-project.

1) To view the history, click on the Preferences
icon.

2) You can filter the history according to Log type

and Folder type, if required.
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Edit tasks

Tasks associated with the sub-project are displayed

in the Project Tasks pane.

1) Open the Project Tasks pane to view the tasks,
along with their priority, phase, dates and to
whom they are assigned.

2) A number of task actions are available to you.
However, from the Project Details page you can
also manage the task flow by Fast Forwarding
or Rewinding the project. Fast Forward allows
you select current tasks to close so that tasks
that depend on their completion can begin.
Rewind allows you step back and reopen closed
tasks. Any dependent tasks cannot be worked on

until the rewound tasks are closed again.

View comments
1) Open the Project Comments pane to view any
comments made about the sub-project.

2) To print these on a local printer, press Print.
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Uploading and Download Documents

Uploading Documents

Within the Documents area, you can upload

documents into categories within a folder. This

ensures all relevant documentation of the same type

is located together. Each set of documents within

the category are divided into unique packages.

To upload documents into a category:

1) Open the Documents page.

2) Select the folder into which you wish to insert
documents.

3) Press Upload from the menu bar.

4) Select Document from the menu, then select the
category to upload to.

5) Press the Add Documents button.

6) Browse your local drive for the documents you
wish to upload. Press Open.
e Select File: Uploads the newly revised

document version into the document file.
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Associate Content: Associates document
with a pre-registered placeholder in the file
system.

Add Documents: Uploads documents from
your local drive into the selected category
within a folder.

Attachments: Supporting documents related
to the main document. Attachments do not
appear in the document list, but are accessed
through the main document.

Add Attachments: Uploads an attachment
file to a selected document.

Remove Documents: Deletes the specified
documents from the category and folder.
Package Name: The name of the package
used to group these documents.

Filename: The original filename of the

document.
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Revision File: The name of the newly
revised document.

Reference: A unique reference number used
to identify the document.

Title allows you to specify a different name
for a document.

Revision: Allows you to indicate the
revision number of a document.

Status: Indicates the status of a document.
Due Date Gives the date the task for this
document needs to be completed.

Upload: Uploads the documents into
FusionLive under the specified location.
Upload Later: Saves the documents in
FusionLive so they can be uploaded at a
future date.

Add Activity: Allows you to perform an
activity on documents such as sending it in a

message or a transmittal.
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7) Enter a name for the package into the Package
Name textbox. Otherwise, leave it blank and a
default name will be created comprising the first
document’s name and the time stamp.

8) Fill in the required fields for the category.

9) Choose whether to upload the documents now
or later by pressing the appropriate button. Press
Upload to insert the files in the chosen folder
location.

10) Press Done in the Upload Monitor window
when the upload is complete.

You can also upload by dragging and dropping
multiple documents from your desktop to
FusionLive. When doing this for the first time,
the document will be uploaded to the first active
category of the workspace. When uploading, the
category into which the upload is being inserted
is saved as a stored category. After the first
upload, all future dragged and dropped uploads

will be entered into the stored category.
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Note: You will have the ability to switch

category before saving the documents.

Revising documents

FusionLive provides the ability to insert

documents directly and create a new version of

a document.

Note Documents uploaded using restricted

categories cannot be revised.

1) Open the Documents page.

2) Select the folder in which the documents are
held.

3) Check the boxes alongside the documents
you wish to revise.

4) Go to the Upload menu and select Revise.

5) Check the box associated with a document
then press Select File.

6) Browse your local file system for the new
revision of that document. Press Open.

7) Repeat this for each document being revised.
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8) If necessary, amend any metadata for the
documents.
9) Press Upload.
Upload audit
The upload audit displays the upload history of the
document packages into the workspace. Upload
audit gives the status of the documents to indicate
whether or not they were uploaded successfully.
e Uploaded - the documents were uploaded
successfully into the FusionLive workspace.
e Ready - the documents have been saved as a
draft and can be uploaded at a later date.
e Failed - the document was not uploaded into the

FusionLive workspace.

Uploading documents
You can upload documents directly to FusionLive
from the Upload audit screen.

1) Open the Documents page.
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2) Press Upload audit from the Upload menu in the
workspace area.

3) Select a document that has been set as Ready.

4) Press the Associate Content button then browse
your local file system for the document that this
metadata refers to.

5) Press Upload.

6) Choose whether to upload the documents now
or later by pressing the appropriate button.

7) Press Done in the Upload Monitor window
when the upload is complete.

Modify upload packages

You can modify packages that are in the Ready or

In Progress state.

1) Open the Documents page.

2) Press Upload audit from the Upload menu in the
workspace area.

3) Click a Ready or In Progress package name.

4) Amend any details necessary.

5) Press Upload.
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Marking a package as failed

Packages in the upload audit that are marked as In

Progress can be marked as Failed.

Note: Packages with Ready or Uploaded status

cannot be marked as failed.

1) Open the Documents page.

2) Press Upload audit from the Upload menu in the
workspace area.

3) Select the document packages you wish to mark
as Failed.

4) Press Mark As Failed.

Deleting documents

You can delete document packages directly from

the upload audit screen. It enables you to remove

all associated documents within that package.

1) Open the Documents page.

2) Press Upload audit from the Upload menu in the
workspace area.

3) Select the document packages you wish to

delete.
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4) Press Selected from the Delete menu.

5) Alternatively, you can delete all document
packages or those from a specified timeframe.
Press the Delete button.

6) Select the type of deletion you wish to carry out.

Downloading Documents

FusionLive allows you to download documents
onto your local file system, providing you have the
appropriate permissions to access them. To reduce
the chance of out-of-date or incorrect versions of a
document being displayed, FusionLive allows you
to lock a document before downloading it so other
users cannot modify it until you unlock it
Documents can be locked outside of the download
process in the workspace view to ensure currently
downloaded documents or future documents cannot
be revised.

To download documents:

1) Open the Documents page.
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2) Select the folder that contains the documents.

3) Check the box associated with the documents
you wish to download.

4) Press the Download button.

5) The name of the saved file is comprised of a
combination of document metadata:

* Reference

* Title

* Filename

* Filename and Title

Select the appropriate choice from the drop-down

menu.

6) You can add the revision of the document to the
end of the saved file name by checking the
Append Revision box.

7) You can add the status of the document to the
end of the name by checking the Append Status

box.
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8) If you wish to lock the version of this document
in the workspace so no revisions can be made,
press the Lock button.

9) Press Download.

Registering Document Placeholders

You can create a placeholder for documents that are

expected to be uploaded in the future by providing

the metadata details. Placeholders for documents

that still need to be uploaded are indicated in italics

within a folder.

Note: The registration feature is only available if it

Is active within the workspace.

To register documents:

1) Open the Documents page.

2) Select the folder in which you wish to register
documents.

3) Select New from the Register menu.

4) Select the category for the documents.
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5) Enter the number of documents you wish to
register in the Number of Documents textbox.

6) Enter the metadata for the mandatory document
fields (for example, Reference or Title).

7) Enter any additional metadata.

8) Press the Done button.

9) Select whether or not to send this information in

a message to selected workspace users.

Adding content to registered documents

Users can register document details within a
workspace without uploading the actual documents.
When the documents are ready, they can be
uploaded. This is called adding content.

1) Open the Documents page.

2) Select the folder that contains the registered

documents.
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3) Select the documents to revise by checking the
box associated with them.

e Number of Documents: Determines the
number of documents that will be registered.

e Ok: Confirms the number of documents that
will be registered. Add one document: Adds
an additional document for registering.

e Remove one document: Removes a
document from the list.

e Bulk-import: Provides metadata
placeholders for documents yet to be
inserted.

e Registration template allows you to
download the template that defines the
metadata types that should be provided when
registering a document.

e Remove Pre-register: Documents Removes
the selected documents from the registration

list.
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e Revision allows you to amend metadata,
upload attachments to a document or remove
documents from the workspace.

e Add content: Allows you to associate and
upload a document to a pre-registered
document.

4) Select Add content from the Register menu.

5) Select a registered document.

6) Press Select File and browse your local file
system for the document that the registration
information associates with. Press Open.

7) Repeat this process for each document in the
Add Content workspace view.

8) If necessary, amend any metadata for the
documents.

9) Choose whether to upload the documents now
or later by pressing the appropriate button.

10)If uploading now, you can choose to send the

documents to the necessary.
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Revising registered documents

1) Open the Documents page.

2) Select the folder you wish to revise documents.

3) Select the documents to revise by checking the
box associated with them.

4) Select Revision from the Register menu.

5) To attach a file to a document, check the box
associated with the document then press Add
Attachments. Browse your local file system for
the file then press Open.

6) Amend any document details.

7) Choose whether to upload the documents now
or later by pressing the appropriate button.

Downloading a registration template

The Registration template allows you to enter

document metadata values as placeholders for

future document uploads.

1) Open the Documents page.

2) Select the folder that contains the registered

documents.
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3) Select Registration Template from the Register
menu.

4) Click on the downloaded file in pop up browser.

5) Makes sure to enable editing in the Excel sheet
to enter the values.

6) Save this Excel sheet under an informative
name.

Using Bulk-Import

Bulk-import allows you to upload a batch of

placeholder metadata for documents using the

registration template.

Note: This will not upload documents into

FusionLive, only placeholder metadata. Use Add

Content to add documents to registered documents

1) Open the Documents page.

2) Select the folder that you wish to insert the
document placeholder metadata into.

3) Select Bulk-import from the Register menu.
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Press Choose File and locate the registration
template file with the required metadata from
your local file system.

Press Import.

Ensure the metadata is correct.

You can add or remove rows of data as needed.
To add rows, enter the number of rows you wish
in the Number of Documents text box and press
the Ok button. Alternatively press the Add one
document button to add a row at a time. Enter
the metadata and press Apply.

To remove a row, check the box associated with
the row you wish to remove, then press the
Remove one document button. Alternatively,
press Remove Pre-register Documents to
remove selected documents or all of them.

Press Registration template to download the

metadata values in Excel format.

10)Press Bulk-import to import another registration

template with document metadata values.
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11)Press Done.
12)Select whether or not to email this metadata to

recipients.

Document Actions

Document Actions allows you to perform

operations on documents within a folder.

Note: Only document actions available to you will

be selectable.

Within the Document Actions you can perform the

following:

Lifecycle: Change the document lifecycle state.

e Attachments: Add supporting documents related
to the main document. Attachments do not
appear in the document list, but are accessed
through the main document.

e Viewer: View document using FusionLive
Viewer

e Generate COBie Sheet: You can export a BIM

model or IFC file to a Microsoft Excel
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spreadsheet structured to follow the COBie
standard.

e Merge Model: Allows you to merge IFC
compliant files using the BIM viewer.

e Info: Displays detailed metadata information
about the document.

e Secure Link: Generates a shortcut link to allow
external users to access the document.

e Edit Info: Allows you to edit the metadata of
multiple documents at once.

e Lock: Locks the document. No changes can be
made until it is unlocked.
e Unlock: Unlocks the document, allowing

changes to be made.

Lifecycle

Note: The Lifecycle action is only available when

the FusionLive Document Lifecycle (DLC) module

Is enabled.

You can update the lifecycle status of a document

1) Open the Documents page.
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2) Select the folder that contains the document
whose lifecycle you want to change.

3) Check the box associated with the desired
document.

4) Select Lifecycle from the Document Actions
menu.

5) In the Document Lifecycle menu bar expand the
Status drop-down menu. The statuses you can
select from depend on the current status. Click
to select one, then press Next.

6) If the new status has an action associated with it
(for example, moving or revising the
document), perform the required action.

7) You can notify other users that the document
status has changed. Select an option from the
dropdown menu, fill in the details, then press
Send.

Attachments

Document attachments are documents that are

linked to other documents. If a document within a
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folder contains an attachment, it will display a

paperclip icon alongside the document details.

Clicking on this icon will display the attachment

details. Documents can have multiple attachments

which can be revised individually.

To add an attachment to a document:

1) Open the Documents page.

2) Select the folder that contains the document you
wish to add an attachment.

3) Check the box associated with the desired
document.

4) Select Attachment from the Document Actions
menu.

5) Select a category with which to associate this
attachment.

Move: Allows you to move the document to

another folder location.

Linking: Allows you to link documents to other

locations in the file structure.

Delete: Deletes the document from the folder.
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Check-Out/Check-In/Cancel Check-Out: Checking
out allows you to lock a file and automatically
opens it for updating. When

you have finished your updates, checking the
document in prompts for a new revision and

unlocks the document.

Note: If your workspace only has a single category,

this will be used automatically. You will not have

to select it.

6) Press Add Attachments.

7) Browse your local system for the attachment
then press Open.

8) Enter a title for this attachment by clicking on
the Title field.

9) Fill in any other metadata about the attachment
in the appropriate fields.

10)Choose whether to upload the documents now

or later by pressing the appropriate button.
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11)Press Done in the Upload Monitor window

when the upload is complete.

Attachment Lifecycle

Note The Lifecycle action is only available when

the FusionLive Document Lifecycle (DLC) module

Is enabled.

You can update the lifecycle status of an

attachment to a document (providing you have

relevant permissions). This is done via the

Approval process

1) Open the Documents page.

2) Select the folder that contains the document
with an attachment whose lifecycle you want to
change.

3) Click on the Attachment icon and then select
only the attachment. Select Approvals from the

Activities menu and send the approval to
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yourself. Complete the required information and
press the Send button.

4) Select the Activities tab, then choose
Approvals/Assigned To Me.

5) Tick the check box for the new approval and
select Lifecycle from the menu bar.

6) In the Document Lifecycle menu bar expand the
Status drop-down menu. The statuses you can
selectfrom depend on the current status. Click to
select one, then press Next.

7) If the new status has an action associated with it
(for example, moving or revising the
document), perform the required action.

8) You can notify other users that the document
status has changed. Select an option from the
dropdown menu, fill in the details, then press
Send.

Viewer

This displays the currently selected document in the

FusionLive Viewer
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Secure link
Secure link provides a secure URL link to the
document that is downloaded onto your local
machine.
Information
If you have the appropriate permissions, you can
view and change a document’s details, as well as
view various aspects of its history.
Document Information
You can update a document’s basic information,
document details and upload details.
1) In the Documents page, select the required
document.
2) Select Info from the Document Actions
menu.
3) Update the information required.
4) Press the Update button.

Version History
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The Version History tab lists every version of the
current document and allows you to perform a
variety of actions.
1) In the Documents page, select the required
document.
2) Select Info from the Document Actions menu.
3) If the Version History tab is not open, selected it
from the Document Info drop-down menu and
press Done.
4) You can perform the following actions on
versions of documents:
e to download a version of the document,
select it and press the Download button
e to delete a version of the document, select it
and press the Delete button
e if the document is a placeholder, you can
select it, press the Add Content button and

follow the instructions for
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e to add a version of the document
to your briefcase, select it and
press the Add to Briefcase button

Audit History

The Document Information page also contains audit

information about everything else that has

happened to the document since its creation. This

may include its involvement in actions, messages,

approvals, print jobs and renditions.

1) In the Documents page, select the required
document.

2) Select Info from the Document Actions menu.

3) Click on the Document Info drop-down menu,
select the audit tabs that you want to view and
press Done. Action History Audit trail of the
main events that have happened to the
document.

4) You can expand or collapse audit history tabs

by clicking on their titles.
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Bulk edit information

Since documents of the same category present the

same metadata fields, it is possible to select

multiple documents and change their metadata
information in one place.

1) Open the Documents page.

2) Select several documents belonging to the same
category.

3) From the Document Actions menu, select Edit
Info.

4) In the Bulk Edit window, make the required
changes to the metadata information.

5) You can delete multiple documents too. Check
the appropriate boxes to select the documents
you want to delete and then select Remove
Selected from the Remove Documents menu.
To delete all of the documents in the Bulk Edit
window, select Remove All from the Remove

Documents menu.
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6) When you have finished editing the document
metadata, press the Update button.

Locking

Documents can be locked to prevent any documents

that have been downloaded being revised. You will

see a lock icon next to the documents that you have

locked. You can see who has locked the document

via the document's information area.

1) Open the Documents page.

2) Select the folder that contains the documents
you wish to lock.

3) Check the box associated with the desired
documents.

4) Select Lock from the Document Actions menu.

Unlocking

Documents can only be unlocked by the user who

locked it.

1) Open the Documents page.

2) Select the folder that contains the documents

you wish to unlock.
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3) Check the box associated with the desired
documents.
4) Select Unlock from the Document Actions
menu.
Moving
Documents can be moved to another folder,
providing that the source and target folders have the
same user permissions.
1) Open the Documents page.
2) Select the folder that contains the documents
you wish to move.
3) Check the box associated with the desired
documents.
4) Select Move from the Document Actions menu.
5) In the Move Documents window, navigate the
folder tree to select the destination folder.

6) Press the Move button.
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Linking

A link document is a pointer to a document stored
elsewhere in the workspace. Most commonly, this
enables access to specific documents in secure
folders to be given to users who do not have
permissions for those folders. Only the linked
document can be accessed. When a link is created,
the document in the secure folder is said to be have
the Has Link property. The publicly accessible link
document is said to have the Is Link property. The
Link icon on a document indicates which link
property it has.

Has Link - the document has a link which is present
in another (usually more accessible) area of the
workspace.

Is Link - a link document pointing to a document
elsewhere (often in a secure folder) in the
workspace.

1) Select a document that you want to create a link

for.
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2) In the Document Actions menu, click on
Linking and choose the required linking action.
Locate the document you want to link to and
press Add.

e Create link: Allows you to link to this document
from a document in another location. This
document will have the Is Link icon. The other
document will have the Has Link icon.

e Attach links to document: Allows you to create
a link from another document to this one. The
link document is added as an attachment. The
link document will have the Is Link icon. You
can view the link document by clicking on the
Attachment icon.

e Move link: Allows you to move a link
document from one folder to another. This is
reflected in the Document Links section of the
Document Information of both the original
document and the link document.

3) Select the Link Type.
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4) Press Done.

Deleting

Documents can be deleted from FusionLive by

those with the appropriate permissions.

1) Open the Documents page.

2) Select the folder that contains the documents
you wish to delete.

3) Check the box associated with the desired
documents.

4) Select Delete from the Document Actions menu.

5) Press Yes to confirm the deletion.

Check-Out/Check-In

When you want to update a FusionLive document,

checking the document out Ilocks it and

automatically opens it for updating. When you have

finished your updates, checking the document in

prompts for a new revision and unlocks the

document. You can cancel a check-out at any time.
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1) To check a document out for editing, open the
Documents page and select the folder
containing the document you want to check out.

2) Check the box associated with the document.

3) From the Document Actions menu select
Check-Out.

4) Choose a location on your computer or network
to save the document to and press Save.

5) Press Open to open the document for editing.

6) If you change your mind about updating the
document, you can remove the check-out lock
by selecting Cancel Check-Out from the
Document Actions menu.

Note: If a document has attachments and you want

to edit these too, you must check them out

individually.

On the Documents page a checked out document is

identified by a blue Lock icon. You can see who

checked a document out by hovering the cursor

over this icon.
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This information is also added to the document

action history.

Once you have finished editing the document, save

it on your local computer and check it back in.

1) Open the Documents page, select the
appropriate folder and check the box associated
with the checked out document.

2) From the Document Actions menu select
Check-In.

3) Locate the document to be checked in on your
computer or network and press Check In. The
lock is removed and the document action history
Is updated. The document version history now
displays the new version of the document

Activities

The Activities menu provides access to the

workflow activities to which you have access.

Workflow activities area automatic processes which

enable you to perform common business functions

within your
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FusionLive project.

Activities may be of the following types:

» Messages - communications sent to you by other
users or by you to them

* RFI - requests for information

* Technical Queries - questions of a technical
nature

* Approvals - documents sent by transmittal for
approval

* Change Requests - formal requests for change of
some item in the project

* Transmittals - documents sent to other users for a
particular action to be performed by the recipients

* Create Print Jobs - starts a reprographics print job
at an appropriate print facility associated with your
project.

* Reviews - PDF documents sent by transmittal for
approval

« Distribution - distributes a document amongst a

group of users.
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 Bespoke Business Processes - workflow activities
created specifically for this project

Distribution

Distribution allows you to distribute documents
associated with certain document categories to
users or groups of users. The recipients and
distribution actions are determined according to the
category field values set out in a distribution matrix
There are two types of distribution:

¢ Manual Distribution - allows you to manually
distribute documents selected from the workspace
folder structure

* Automatic - distributes documents according to
the category metadata that was provided when they
were uploaded into the workspace folder structure.
Once distribution has begun, each document is
marked with a status showing the distribution state
of a document:

« Draft - a document that has been created and

saved
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 Submitted - a document that has been sent to the

respective recipients

» Completed - a document that has received a

positive status of completion of the task.

Note: Only draft document items can be deleted.

Manual distribution

Manual Distribution allows you distribute

documents manually by specifying all of the

relevant recipient, document count and activity

information.

1) Open the Documents page.

2) In the folder structure locate the documents you
wish distribute and select them.

3) From the Activities menu, expand Distribution
and select Manual.

4) Add the required recipients and press Apply.

5) The Manual Distribution Matrix allows you to
select, for each document, the number of
physical copies, whether they are colour or

black and white, whether the document should
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also be sent digitally and the distribution
action/reason for issue. The document code
nodes in a new distribution matrix are
represented by a X. Click on this to provide the
codes for each document being sent to each
user.

6) Enter the quantity of copies the recipient will
receive in the No of Physical Copies box.

7) If you want the recipient also to receive digital
files of the document, select the reason for issue
from the Digital Copies drop-down menu.

8) Enter the required distribution action or reason
for issue from the Select User Code drop-down
menu. You can view what the distribution codes
mean by expanding the Legend list.

9) If you want the number of copies to be applied
to all documents being sent to this recipient,
check the Apply Physical Copies To All box.

10)For the physical copies, choose whether they

should be colour or black and white.
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11)When your settings are complete, press Update.

12)Repeat this procedure until all recipient and
document combinations have distribution codes.

13)Press Save to save the settings you have made.
Alternatively, press Save and Quit to close the
page for now. Saved distribution jobs remain in
the Draft state until they are submitted.

14)You can add additional recipients to the
distribution at any time by pressing the Add
Recipient(s) button.

15)If you want to label the documents in this
distribution as distributed, check the Mark
documents as distributed box.

16)When you are ready to distribute the documents,
press Submit.

Automatic distribution

Automatic  Distribution distributes  documents

according to the category metadata that was

provided when they were uploaded into the

workspace folder structure. You do not have to
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provide any values. If the metadata does not match

any valid combination of values set out in the

distribution matrix, the documents will not be
distributed.

1) Open the Documents page.

2) In the folder structure locate the document you
wish distribute and check the box to select it.

3) From the Activities menu, expand Distribution
and select Automatic.

4) The distribution matrix contains the names of
the standard recipients that the document will be
distributed to, however you can add additional
users at this time.

5) Press Save to save the settings you have made.
Alternatively, press Save and Quit to close the
page for now. You can return to it later.

6) Press Submit.

Distribution Manager

The Distribution Manager page displays all current

draft and submitted distribution jobs. You can
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review the distribution jobs in progress and

complete them.

1) Open the Documents page.

2) From the Activities menu, expand Distribution
and select Automatic Distribution Manager.

3) When a manual distribution job is in the Draft
state, you can open it in the Manual Distribution
page. To do this, double-click on the
Distribution Name. View the details of the
distribution and make any changes, if required.
If you want to distribute the documents and
change the distribution state to Submitted, press
the Submit button. Otherwise you can keep the

distribution in the draft sate by pressing Save

4) If you want to delete a draft distribution, check
the appropriate checkbox to select it and press
the Delete button. Note: You can only delete

draft distributions.
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5) If you want to view the details of a submitted
distribution, double-click on the Distribution
Name. View the activity and reprographics
information by expanding the relevant panes.

6) To view the contents of the transmittal sheet,
select a file format from the drop-down menu at
the top left of the page and press
Open/Download Distribution transmittal.

7) When you are happy that a submitted
distribution is correct, select it and press Mark
As Complete.

Adding Documents To The Briefcase

Your briefcase area is a collection of documents

that you have added for quick access. To add

documents to your briefcase:

1) Open the Documents page.

2) Select the folder that contains the documents
you wish to add to the briefcase.

3) Check the box associated with the document.

4) Press the Add to briefcase button.
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Exporting document metadata

Document metadata can be exported to a Microsoft

Excel or CSV format.

To export document metadata to one of these files:

1) Open the Documents page.

2) Select the folder that contains the documents
whose metadata you wish to export.

3) Check the box associated with the documents
whose metadata you wish to export.

4) Press the Export button.

5) Select from the menu options, the type of export
you wish to perform.

BIM model viewer

If your FusionLive system has the BIM module

installed, you can view IFC type files via a 3D

viewer that allows the opening of IFC compliant

documents.

Note: To display the 3D model, your browser

should support HTML5 and 3D modeling files

should be IFC compliant.
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The BIM model viewer allows you to:
* rotate the image

e ZzOoom

* change layer opacity

« show and hide selected layers

1) Open the Documents page.

2) Select a folder that contains the IFC file.

3) Check the box associated with the IFC file you
wish to view.

4) Select Viewer from the Document Actions
menu. Based on the file type, the viewer will be
displayed as a pop up window.

Generate a COBie sheet

You can export a BIM model or IFC file to a

Microsoft Excel spreadsheet that is structured to

follow the Construction Operations Building

Information Exchange (COBie) standard.

You can export an IFC file or BIM model to a

COBie sheet from the Documents area. The
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generated spreadsheet will be saved on your local

machine.

Merging IFC models

FusionLive allows you to select multiple IFC files

and merge them in the BIM viewer. You can select

files from any location within the workspace that,

when merged, will create a merged view.

You can add and remove IFC files to and from the

merged view as well as currently saved BIM

models.

An IFC creator will be notified on the update of an

IFC file and is able to choose whether to re-build

the merge view.

1) Open the Documents page.

2) Select the folder that the IFC files are contained
in.

3) Check the boxes associated with the IFC files.

4) Select Merge Model from the Document

Actions menu.
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5) To add more IFC files to the model, press Add
Documents.

6) Browse the file structure for the folder
containing the IFC files.

7) Check the boxes associated with the IFC files.

8) Press Create.

To view these BIM models in a separate browser
tab:

1) Open the Documents page.

2) Select the BIM Models folder.

3) Select the IFC file you wish to view.

4) Press View.

You can amend currently saved BIM models at any
time providing you have the correct permissions.

1) Open the Documents page.

2) Select the BIM Models folder.

3) Select the IFC file you wish to edit.

4) Press Edit.

5) Make any amendments to the BIM model.
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6) Press Save Model.

To delete a saved merged model:

1) Open the Documents page.

2) Select the BIM Models folder.

3) Select the model you wish to delete.

4) Press Delete.

Briefcase

The Briefcase is an area where you can store and
access frequently used documents. You can store
documents from different workspaces and perform
actions on documents from different folders and
workspaces in a single step.

The contents of your briefcase are private.

Upload

The Upload menu allows you to revise documents
within the same workspace, and create a new
version.

Note: Changes made to a document will be updated
in the Document module also.

To revise a document:
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1) Click on the Briefcase area.

2) Select the folder that the documents are held.

3) Check the boxes alongside the documents you
wish to revise.

4) Go to the Upload menu and select Revise.

5) Check the box associated with a document then
press Select File.

6) Browse your local file system for the new
revision of that document. Press Open.

7) Repeat this for each document being revised.

8) If necessary, amend any metadata for the
documents.

9) Press Upload.

Download

FusionLive allows you to download documents

onto your local file system, providing you have the

appropriate permissions to access them. To reduce

the chance of out-of-date or incorrect versions of a

document being displayed, FusionLive allows you

to lock a document before downloading it so other
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users cannot modify it until you unlock it.
Documents can be locked outside of the download
process in the workspace view to ensure currently
downloaded documents or future documents cannot
be revised. To download documents from the
briefcase:
1) Open the Briefcase page.
2) Check the box associated with the documents
you wish to download.
3) Press the Download button.
4) The name of the saved file is comprised of a
combination of document metadata:
e Reference
e Title
e Filename
e Filename and Title
Select the appropriate choice from the drop-

down menu.
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5) You can add the revision of the document to the
end of the saved file name by checking the
Append Revision box.

6) You can add the status of the document to the
end of the name by checking the Append Status
box.

7) If you wish to lock the version of this document
in the workspace so no revisions can be made,
press the Lock button.

8) Press Download.

Document

The Document menu allows you to perform a

subset of the document actions.

The Documents menu allows you to do the

following actions:

e Revise

e Attachments

e Edit-Info

o Viewer

e Merge Model
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Activity

The Activities menu provides access to the

workflow activities to which you have access.

Workflow activities are automatic processes which

enable you to perform common business functions

within your project.

Activities may be of the following types:

* Messages - communications sent to you by
other users or by you to them

* RFI - requests for information

« Technical Queries - questions of a technical
nature

» Approvals - documents sent by transmittal for
approval

+ Change Requests - formal requests for change
of some item in the project

» Transmittals - documents sent to other users for
a particular action to be performed by the

recipients
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» Create Print Jobs - starts a reprographics print
job at an appropriate print facility associated
with your project.

* Reviews - PDF documents sent by transmittal
for approval

 Distribution - distributes a document amongst a
group of users.

* Bespoke Business Processes - workflow
activities created specifically for this project

Copy Documents

This allows you to copy documents from one

workspace to the current workspace.

Note: You are unable to select multiple documents

from multiple workspaces or copy documents

within a sub-project.

To copy documents:

1) Click on the Briefcase area.

2) Check the box associated with the documents
you wish to copy.

3) Press the Copy Document(s) button.
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4) Select the destination folder from the folder
tree.

5) Press Next.

6) Select a category to associate with the
document.

7) Press Copy Document(s).

Add Documents

Add is another way that you can insert documents

from your workspaces into your briefcase.

To add documents:

1) Click on the Briefcase area.

2) Press the Add button.

3) Select the folder that contains the documents
you wish to add.

4) Check the box associate with the document in
the Available Documents section.

5) Press Add in the Selected Documents section.

6) Press Done.
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Remove Documents

Remove allows you to take documents out of the

briefcase. This action does not delete the document

from the workspace.

To remove documents from briefcase:

1) Click on the Briefcase area.

2) Check the box associated with the documents
you wish to remove.

3) Press the Remove button.

Print

Print allows you to print the list of documents that

are currently held within your briefcase. This will

include all information shown within the briefcase

itself. To print the briefcase details:

1) Click on the Briefcase area.

2) Press the Print button

3) Select the print destination and press Print.
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Export

Document information can be exported from the

Briefcase to a Microsoft Excel or CSV format. To

export to one of these files:

1) Click on the Briefcase area.

2) Select the folder that contains the documents
whose information you wish to export.

3) Check the box associated with the document
information that you wish to export.

4) Press the export button.

5) Select from the menu options, the type of export
you wish to perform.

Activities

The Activities page provides access to the activities

to which you have access. Activities are automatic

processes which enable you to perform common

business functions within your FusionLive project.

Activities may be of the following types:

e Messages - communications sent to you by

other users or by you to them
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Transmittals - documents sent to other users for
a particular action to be performed by the
recipients

Approvals - documents sent for approval
Reviews - PDF documents sent for review and
mark up

RFIs - requests for information

Technical Queries - questions of a technical
nature

Change Requests - formal requests for change
of some item in the project

Reprographics - enables documents to be
printed at your choice of location

Tasks - workflow-based instructions requiring
users to perform some specific action

Bespoke Business Processes - workflow

activities created specifically for this project
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Using The Activities Page

1) To open the Activities page click on Activities
in the menu bar. Alternatively, you can select a
new activity from the Activity Notification list.

Note: Activities may be instigated for a particular

document via the document’s Activities menu.

2) Each activity is organized according to its
activity type in the left hand tree structure. The
number of unread activities of each type is
displayed.

3) Click on the folders within each activity type to
locate the activities that require your attention.
When you open a folder or view an activity, it is
displayed in a new tab.

4) The number of activities is displayed at the
bottom of the page. If there are more activities
than fit on to a page, you can use the navigation
controls to move forward and backward and to
the Dbeginning and end of the pages of the

activity type.
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Configuring Column Display

The activities in each folder are displayed in rows,

and the attributes of each entry are organized into

columns.

For each type of activity you can configure the

attribute columns that are displayed and choose

how to organize the displayed information.

1) To change the display order according to a
specific activity attribute, click on the relevant
column header. This will organize the activity
list according to the contents of that column.
Click it again to reverse the order. Alternatively,
click the arrow to the right of the column header
and select Sort Ascending or Sort Descending.

2) You can add or remove columns. To do this,
click on the arrow to the right of a column
header and select Columns. Tick the names of
columns you want to display. Untick the names

of columns you want to hide.
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3) In addition to showing the activities as an
alphabetized list, you can group the activities
according to the attributes contained in a
column (for example, messages received
organized by company or project). To do this,
click on the arrow to the right of a column
header and check the Show In Groups box.
Click on the arrow to the right of the column
header of the attribute you want to group the list
by and select Group By This Field.

Due Dates

Some activities may have actions associated
with them (for example, messages requiring a
reply or documents that need to be approved)
that have been given a due date by which you
should respond. If that date passes without your
performing an appropriate action, that activity

will be displayed in red.
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Messages

Messages allow FusionLive users to communicate

with each other. The Messages activity area is

structured into the following folders:

e Received - messages that have been sent to you
(your messages inbox)

e Sent - messages that you have sent to other
people (your messages outbox)

e Archived - messages that are no longer relevant
to the ongoing project and can be archived

View a message

1) To view a message open the Received, Sent or
Archived folder and select the message you
want to read.

2) You can preview the message contents by
expanding the preview pane located at either the
bottom or right hand side of the Activities page.
You can change the location of the preview
pane, or hide it, by selecting from the Preview

menu in the Messages toolbar.
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3) To open the message fully, click on the Subject
link. Alternatively, click on More... in the
preview pane. The message details are displayed
in a new tab. You can view information about
how and to whom the message was distributed
by expanding the Distribution information
details pane. If there are any attached
documents, these are displayed in the
Attachments pane

4) When a message is unread, it is displayed in
bold. You can remove its unread status either by
opening the message or by selecting the
message and pressing Mark As Read in the
Messages toolbar.

Create a message

1) To send a message to other FusionLive users,
press the New button in the Messages toolbar.
The New Message tab presents a number of
fields to help you determine the message’s

contents, recipients and behaviour.
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Note: Fields marked by an asterisk (*) must be
completed.

The Message Filter field allows you to filter the
potential distribution reach of the message to
users who belong to this workspace, to this
project or to your company. Click to choose the
appropriate option.

If your project has sub-projects enabled, choose
the sub-project relevant to this message from the
Select Project drop-down menu.

The To field contains the names of the users
who will be the direct recipients of the message.
You can populate this field by entering their
names directly and selecting from the auto-
complete options.

Do the same for users you want to CC on the
message.

The pool of users available to receive the
message is determined by the selection of

Message Filter and Sub-project. This is more
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apparent if you click on the To link to open the
Select Users window. The Select Users window
lists the users and user groups available to
receive the message. The list contains
workspace Users, External users and user
Groups and you can filter the list by selecting
one of these options from the Type drop-down
menu. Select a user or group in the list and then
press the Add button to include them in the To
or CC lists, as appropriate. If you want to
remove a user from the To or CC lists, select
them and press the Remove button. Press the
Apply button to finish.

If you want the recipients to reply to this
message, you can add a date by which the reply
should be made. This date will be placed in their
calendar. Click on the field next to Reply due

date and choose the appropriate date.
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7) If you want to hide the addresses of external
users to whom a message is sent, check the Hide
email out recipient box.

8) If you want the message to carry the high
priority tag, check the Priority box.

9) If a message signature has been created for your
profile but it is not enabled for automatic
inclusion, you can include your signature
manually by checking the Include Signature
box.

10)In the Subject field, enter the title of the
message.

11)Type the message itself in the Message field.
FusionLive offers a number of formatting
options

12)If you want to attach a document to the
message, press the Add button in the
Attachments section. In the Select Documents
window, navigate to the document folder, select

the document and press Add.
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You can select further documents to add using the
same process. Once you have selected all the
documents you want to add, press Done.
Alternatively you can add the contents of a folder
as attachments. Press the Add Folder button and
select the folder in the folder structure whose
contents you want to attach. If the folder contains
subfolders, you will need to add these too. Press
Done to attach the folder contents.

Note: When folders of documents are attached to a
message being sent to an external email address, the
folder structure is maintained within the attachment
ZIP file.

You can remove files from your Attachments list
by selecting them and pressing Remove.

13)When you have completed the details of your

message, press the Send button.
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Respond to a message

When you receive a message, you can reply to the

sender or to all of the people on the distribution list.

You can also forward the message on to other

users.

1) To respond to a message, first either select it.

2) To reply to the sender, press the Reply button.

3) To reply to all the people on the distribution list,
press the Reply All button

4) To send the message to other users, press the
Forward button and enter the names of the users
you want to send the message to in the To field.

5) When you have created your response message,
press the

6) Send button.

Filing activities

Your sent and received messages are automatically

filed in the Sent and Received folders. You also

have an archive area into which you can move

messages that no longer play an active part in the
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project. Additionally you can add new folders to

create a folder structure in which to organize your

messages.

Custom folders

1) To create a new folder in the Messages folder
structure, select the folder in which you want
create the sub-folder, then press the Create
Folder button and give the folder a name.

2) To change the name of an existing folder, press
the Rename Folder button and supply the new
name.

3) To change the location of a folder, select the
folder and press the Move Folder button.
Choose a new location and press the Move
button.

4) To remove a folder from the structure, select the
folder then press the Delete a Folder button.

Moving messages

1) To move a message from one folder to another

(for example, from the default Received folder
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to a sub-folder) select the message then press
the Move button.

2) In the Move Message window, select the folder
you want to move the message to.

3) Press the Move button.

Archiving messages and folders

It is good practice to archive messages that no

longer play an active part in the project. You can

also

archive folders, including their contents.

1) To archive a message, select it and press the
Archive button. In the Archive Message(s)
window choose the required archive location,
then press the Move button.

2) To archive a folder, select it in the folder
structure, then press the Archive a Folder
button. In the Archive a Folder window choose
the required archive location, then press the

Archive button.
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Reinstating archived messages and folders

1) To reinstate an archived message, select it and
press the Restore button. In the Restore
Message window choose the required location,
then press the Move button.

2) To reinstate an archived folder, select it in the
archive structure, then press the Restore a
Folder button. In the Restore a Folder window.
Choose the required location, then press the
Restore button.

Exporting messages

You can export your messages to a format that can

be imported into an external system. The export

formats

can be:

e Microsoft Excel

e CSV
1) To export the messages in a particular

folder, navigate to the folder and press the

Export button.
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2) You can either export all of the messages in

the folder or only those on the current page.

Choose the required combination of output

format with one of these options:

a.

b.

C.

d.

Export to Excel - This Page
Export to Excel - All
CSV - This Page

CSV - All

3) The output file is generated. To view it press

the Open button.

Message attachments

When messages contain attachments, there are a

number of options available from the Attachments

pane.

Viewing and filing attachments

1) To view the location of the attachment file in

the project folder structure, click on the Folder

path link.

2) To view information about the file, press the

Info button
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3) You can view an attachment either in its native
application or using the FusionLive viewer

4) You can move the attachment to your briefcase
where you can access it quickly and easily. To
do this, select the attachment and press the Add
to Briefcase button.

5) To delete an attachment from the message,
select it and press the Delete button.

Downloading attachments

1) To download an attachment to your local
computer, select it and press the Download
button.

2) The name of the saved file is comprised of a
combination of document metadata:
a. Reference
b. Title
c. Filename
d. Filename and Title

Select the appropriate choice from the drop-down

menu.



FUSIONLIVE

3) You can add the revision of the document to the
end of the saved file name by checking the
Append Revision box.

4) You can add the status of the document to the
end of the name by checking the Append Status
box.

5) Press the Download button.

Approvals

The Approvals activity type is a business process

workflow which enables documents to be submitted

to nominated users for their approval, comment or
information. If the documents are circulated singly,
the activity is called an approval. If more than one
document is associated with the activity, it is
known as a submittal package. Document approvals
that belong to the same submittal package have the
same Submittal Number. You can perform actions
or make comments on single document approvals

or to the entire submittal package at once.
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The Approvals activity area is structured into the

following folders:

e Assigned To Me - documents that have been
sent to you for approval

e For My Comment - documents that have been
sent to you for comment

e For My Information - documents that have been
sent to you for information

e Submitted By Me - approvals that have been
circulated by you

e All Workspace Approvals - all approvals that
have been sent or received in this project
workspace.

Filtering the approvals list

To help you find the approval activities of interest

quickly, you can filter the contents of a folder by

selecting from the following criteria:

e Approval Status - the current status of the

approval
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Sub No. - the unique submittal number which
links the approval activities of all associated
documents

Reference or Title - the reference or title of the

approval

My Comment - whether you have commented

on the approval or whether it is waiting for your

comments.

Your filtering conditions can be any one of

these criteria or a combination of several.

1) To filter an approval folder’s contents
according to the Approval Status, select the
appropriate status from the drop-down
menu.

2) To filter an approval folder’s contents
according to the submittal number, enter all
or part of the number in the Sub No. field.

3) To filter an approval folder’s contents
according to its name, enter all or part of the

name in Reference or Title field
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4) To filter an approval folder’s contents
according to whether a comment has been
made, select as appropriate from the My
Comment drop-down menu.

5) When you have entered all your filtering
conditions, press the Go button.

Approval actions

There are a number of ways to respond to an
approval or submittal. The action you perform will
usually be dictated by the reason it was sent to you.
That is, if an approval appears in your Assigned To
Me folder, you are expected to assess the attached
documents for approval. If it appears in your For
My Comment folder, you are expected to comment
on the document. If it appears in your For My
Information folder, you may only be expected to
acknowledge that you have received it. However,
irrespective of the reason you received an approval,

you may want to perform additional actions (for



FUSIONLIVE

example, commenting on a document received for

information). FusionLive allows you to do this.

In addition to commenting and approving actions,

there are other actions available which enable you

to ensure that the approval process is carried out by
the users most equipped to do so.

The action is available when you select an approval

include:

e Forward - allows you to forward the document
to additional users who you think should be
involved in the approval process

e Reassign - allows you to send the document to
users who you think are better equipped than
yourself to respond to it. Reassigning an
approval removes it from your approvals list

e Reopen - allows you to open any closed
approval

e Comment - allows you to comment on an

approval
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e Close Approval - allows you to close an
approval

e Comment Submittal - allows you to comment
on all the documents in a submittal

e Close Submittal - allows you to close the
approval activities for all the documents in a
submittal

e Reply With Message - allows you to contact the
person who sent you the approval

e Share Result - allows you to communicate the
result of the approval process to other
workspace users

e Download - allows you to download the
approval documents

e Lifecycle - allows you to update an approval’s
PM lifecycle status Pending Comments
Approvals awaiting your comments.

Forward submittal

If there are additional users who you think should

be involved in the approval process for the
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documents in a submittal, you can forward the

documents to them.

1) Select the relevant approvals in the approvals
list, then press the Forward button.

2) From the Select Project drop-down menu,
choose the appropriate sub-project.

3) Click on the Forward To link and, in the Select
Users window, add the people you want to
forward the documents to. Then press Apply.

4) In the Comment area, tell the user why you’re
sending the documents to them.

5) The Attachments area displays the documents.
You cannot add to or remove these.

6) Press Send.

Reassign approval

If there are users who you think should be involved

in the approval process for these documents instead

of you, you can reassign the approval to them.

Note: When you reassign an approval to another

user, it is removed from your approvals list.
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1) Select the relevant approvals in the approvals
list, then press the Reassign button.

2) From the Select Project drop-down menu,
choose the appropriate sub-project.

3) Click on the Assign To link and, in the Select
Users window, add the people you want to
reassign the documents to for approval.

4) 4 In the Select Users window, add any
additional people you want to reassign the
documents to for comment.

5) In the Select Users window, add any additional
people you want to inform about the documents.

6) Press Apply.

7) In the Comment area, tell the user why you’re
sending the documents to them.

8) The Attachments area displays the documents.
You cannot add to or remove these.

9) Press Send.
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Reopen approval

Sometimes it may be necessary to reassess a closed

approval; for example, when an updated version of

the document becomes available. Reopening a

closed approval and uploading a new document

allows you retain the history of the original.

Note: You cannot reopen a submittal package, only

individual document approvals.

1) Locate the closed approval you want to reopen.
This can done by filtering your All Workspace
Approvals folder to display approvals with the
appropriate  closed status (for example,
Accepted or Rejected).

2) Select the approval you want to reopen, then
press the Reopen button.

Note: When you reopen an approval, the project
and recipient information cannot be changed.

3) In the Reopen Comment area, tell the user why

you’re sending the document to them.
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4) Since the purpose of reopening an approval is to
reassess the document, a new version must be
uploaded. In the Attachments area, press Add
and choose the relevant document from the
workspace folder structure. Alternatively, you
can attach a document from your local computer
or network. Press the Upload and Attach button.
Select the workspace folder to store the
document in and the document category to
which it applies. Press the Add Documents
button and add the relevant document. When
you have finished, press the Upload button.

5) Press Reopen.

Comment on approval or submittal

When you have assessed one or more documents

circulated with each approval in a submittal

package, you can make a comment and recommend
an action for closing the approval. For example,

that the documents should be approved. You can
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comment on approvals individually, or comment on

the entire submittal package with a single action.

If advanced approval commenting is enabled, you

may add multiple comments.

Comment on approval

You can select a single document approval for

comment.

1) Select the approval you want to comment on,
then press the Comment button.

2) The document for approval is displayed. You
can view the document by clicking on the Title
link.

3) When you have assessed the document, choose
a status from the Recommended Status drop-
down menu (for example, Accepted, Rejected).

4) In the Comment box provide your thoughts
about the document and a reason for the status
you have given.

5) You can attach additional supporting documents

to the approval. In the Attachments area, press
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Add and choose the relevant document from the
workspace folder structure. Alternatively, you
can attach a document from your local computer
or network. Press the Upload and Attach button.
Select the workspace folder to store the
document in and the document category to
which it applies. Press the Add Documents
button and add the relevant document. When
you have finished, press the Upload button.

6) To finish, press the Add Comment button. If
Comment Authentication is enabled, you will be
asked to enter your FusionLive username and
password to complete your comment.

Comment on submittal

You can comment on all of the approvals in a

submittal package.

1) 1 Select an approval belonging to a submittal
that you want to comment on, then press the

Comment Submittal button.
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2 The documents associated with the relevant
approvals are displayed. You can view a
document by clicking on the Title link.

3 When you have assessed the documents,
choose a status from the Recommended Status
drop-down menu (for example, Accepted,
Rejected).

4 In the Comment box provide your thoughts
about the documents and a reason for the status
you have given.

5 You can attach additional supporting
documents to the submittal. In the Attachments
area, press Add and choose the relevant
document from the workspace folder structure.
Alternatively, you can attach a document from
your local computer or network. Press the
Upload and Attach button. Select the workspace
folder to store the document in and the
document category to which it applies. Press the

Add Documents button and add the relevant
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document. When you have finished, press the
Upload button.

6) To finish, press the Add Comment button. If
Comment Authentication is enabled, you will be
asked to enter your FusionLive username and

password to complete your comment.

Add Multiple Comments

If the Advanced Approval module is enabled, you

can add a list of comments to a document approval.

1) Select the approval you want to comment on,
then press the Comment button.

2) When you have assessed the document, choose
a status from the Recommended Status drop-
down menu. This status will be applied to all of
the comments that you create.

3) In the Comment box provide your thoughts
about the document.

4) Attach one or more supporting documents to the

comment in the Attachments area.
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5) To add the comment to the Comments List,
press the Add to list button.

6) You can add as many more comments, with or
without attachments in the same way.

7) To add the comments list to the approval, press
the Add Comment button. If Comment
Authentication is enabled, you will be asked to
enter your FusionLive username and password
to complete your comment.

Rejected Comments

When the assignee of an approval closes it, they

choose which of the submitted comments to include

in the finalized version. If one of your comments is
rejected, you will receive a notification.

1) To view the reason that your comment was
rejected, select the relevant approval.

2) Any rejected comments are listed in the My
Rejected Comments section. This area details
who rejected the comments and their reason for

doing so.
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Close approval or submittal

When you have assessed the documents circulated
with each approval in a submittal package, you can
select an action which will close the approval. For
example, that you have approved the documents.
Depending on the permissions you have, you can
close approvals individually, or close the entire
submittal package with a single action. Closing an
approval or submittal prevents other users from
commenting.

If the Renditions module is enabled and the final
approval comment is associated with a rendition
template, when the approval or submittal is closed a
rendition document will be generated. An approval
document’s rendition history is part of the audit
history in its Document Information page. It can
also be found in its View Approval page.

Close approval

You can select a single document approval for

closure.



1)

2)

3)

4)

5)

6)

FUSIONLIVE

Select the approval you want to close, then press
Close Approval.

The document for approval is displayed. You
can view the document by clicking on the Title
link.

When you have assessed the document, choose
the document’s status from the Final Status
dropdown menu (for example, Accepted,
Rejected).

In the Final Comment box provide an
explanation for the status you have given.

You can choose which comments will be
accessible when the approval is closed. Choose
whether to publish only your final comment
(and any supporting documents) or to publish all
comments (with or without supporting
documents).

Several users may have commented on the
document. You can choose which comments

will be accessible when the approval is closed.
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Choose whether to publish only your final
comment (and any supporting documents) or to
publish all comments (with or without
supporting documents). Alternatively, if the
Advanced Approvals module is active, you may
individually accept or reject approval comments
and, optionally, add an explanation in the
Approver Comments box. If you reject a
comment then you must include a reason. All
accepted comments are published with the
approval and can be viewed by the originator of
the approval and users who received it For
Information when they receive the closure alert.
You can attach additional supporting documents
while closing the approval. In the Attachments
area, press Add and choose the relevant
document from the workspace folder structure.
Alternatively, you can attach a document from
your local computer or network. Press the

Upload and Attach button. Select the workspace
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folder to store the document in and the
document category to which it applies. Press the
Add Documents button and add the relevant
document. When you have finished, press the
Upload button. To finish, press the Finalise
Document Approval button. If Final Comment
authentication is enabled on the rendition
template associated with the Final Comment
status you selected, you will be asked to enter
your FusionLive username and password to
complete your comment.

Close submittal

You can close all of the approvals in a submittal

package.

1) Select an approval belonging to a submittal that
you want to close, then press Close Submittal.

2) The documents associated with the relevant
approvals are displayed. You can view a

document by clicking on the Title link.
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3) When you have assessed the documents, choose
the submittal’s status from the Final Status
dropdown menu (for example, Accepted,
Rejected).

4) In the Final Comment box provide an
explanation for the status you have given.

5) Several users may have commented on the
document. You can choose which comments
will be accessible when the approval is closed.
Choose whether to publish only your final
comment (and any supporting documents) or to
publish all comments (with or without
supporting documents). Alternatively, if the
Advanced Approvals module is active, you may
individually accept or reject approval comments
and, optionally, add an explanation in the
Approver Comments box.

Note: If you reject a comment then you must

include a reason.
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All accepted comments are published with
the approval and can be viewed by the
originator of the approval and users who
received it For Information when they receive
the closure alert.

You can attach additional supporting documents
while closing the submittal. In the Attachments
area, press Add and choose the relevant
document from the workspace folder structure.
Alternatively, you can attach a document from
your local computer or network. Press the
Upload and Attach button. Select the workspace
folder to store the document in and the
document category to which it applies. Press the
Add Documents button and add the relevant
document. When you have finished, press the
Upload button.

To finish, press the Finalize Document
Approval  button. If Final Comment

authentication is enabled for the Final Status
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you selected, enter your FusionLive username
and password to authenticate your comment.

Approval Alert

When you have closed an approval, you can send

an alert to notify users. Selected users will receive

the alert via the method specified in their
preferences, unless they have specified No Alerts.

1) The originator and other users directly involved
in the approval are selected automatically, but
you can deselect any users who don’t need to
receive the alert.

2) If there are additional users who need to know
about the approval, press the Add/Remove
Recipients button and select the additional
users. These will be added as Additional
Recipients.

3) Press the Send Alerts button.
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Reply with message

If you need to clarify anything about an approval

activity, you can send a message to the person who

sent it to you.

Note For full details on sending messages

1) Select an approval in your approvals list and
press the Reply With Message button.

2) From the Select Project drop-down menu,
choose the sub-project to which the approval
applies.

3) The sender’s name is already filled in the To
box. Add more recipients in the To or CC
boxes, if required.

4) In the Message box, type your reply to the
sender of the approval.

5) You can attach documents to your reply. In the
Attachments area, press Add and choose the
relevant document from the workspace folder

structure.
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Share result

If you have Approval Administrator rights for this

workspace, you can share the results of a selected

approval with other users in your workspace. The
results are delivered to each selected user as an

HTML table using their preferred method of

contact.

1) Select an approval in your approvals list and
press the Share Results button.

2) Press the Add/Remove Recipients button.

3) Select one or more people in the Workspace
Users column to receive the approval. Press the
Add button to transfer them to the Selected
Users list. You can remove users by selecting
them in the Selected Users list and pressing
Remove. When your list is complete, press
Apply.

4) To distribute the report, press Send Alerts.
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Download approval document

You can download an approval document to your

local computer.

1) Select the relevant approval and press the
Download button.

2) The name of the saved file is comprised of a
combination of document metadata:

a. Reference

b. Title

c. Filename

d. Filename and Title

Select the appropriate choice from the drop-down

menu.

3) You can add the revision of the document to the
end of the saved file name by checking the
Append Revision box.

4) You can add the status of the document to the
end of the name by checking the Append Status
box.

5) Press the Download button.



FUSIONLIVE

Lifecycle status

In a PM-enabled workspace, approvals pass

through the states of a lifecycle. For approvals that

are assigned to or were created by yourself, you can
change the PM lifecycle status.

1) In the Assigned To Me or Submitted By Me
activities page, select the approval whose status
you want to change.

2) Press the Lifecycle button. Select the new status
and press Next.

3) You can send a message or create an approval
submittal to notify users of the change you have
made, or do nothing. Select from the drop-down
list and, if required, enter any recipient and

other information, then press Finish.

Viewing approvals and submittals details
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You can view the details of individual approvals or
of the submittals they belong to. To view details of
an approval:
1) In the approval list, click on the status of the
approval whose details you want to view.

The details include:

a. Approval details - general information
about the approval’s creation, purpose
and status. You can open the document
by clicking on the Document link, or
view the FusionLive file location by
clicking on the Document Folder link.

b. Comments - the comments that have
been made about the approval

c. Distribution - the history of who the
approval has been distributed to

d. Approval History - a chronological list of
everything that has happened to the

approval since it was created.



FUSIONLIVE

2) A number of actions are available to you
from the Approval Details page. To view
details of a submittal in the approval list,
click on the Submittal No. of the approval
whose submittal details you want to view.
The details include:

a. Submittal details - general information
about the submittal’s creation, purpose
and status.

b. Documents for Approval - a list of the
documents associated with the approval.

A number of actions are available to you from the
Documents for Approval pane

Viewing and filing approval documents

To view the location of the document file in the
project folder structure, click on the Folder path
link.

1) To view information about a document, select it

then press the Info button
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2) To view a document in its native application,
click on the Title link. Alternatively, to view it
using the FusionLive viewer, select the
document and press the Viewer button

3) You can move the attachment to your briefcase
where you can access it quickly and easily. To
do this, select the document and press the Add
to Briefcase button.

Downloading approval documents

1) To download an attachment from the submittal
to your local computer, select it and press the
Download button.

2) The name of the saved file is comprised of a
combination of document metadata:

a. Reference
b. Title
c. Filename
d. Filename and Title
Select the appropriate choice from the drop-

down menu.
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3) You can add the revision of the document to the
end of the saved file name by checking the
Append Revision box.

4) You can add the status of the document to the
end of the name by checking the Append Status
box.

5) Press the Download button.

Create an approval submittal

1) To send a submittal package of documents to
other FusionLive users for approval, press the
New button in the Approval toolbar. The New
Submittal tab presents a number of fields to help
you determine the submittals contents and
recipients.
Note: Fields marked by an asterisk (*) must be
completed.

2) If your project has sub-projects enabled, choose
the sub-project relevant to this submittal from

the Select Project drop-down menu.
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The To field contains the names of the users
who will be asked to approve the documents of
the submittal. You can populate this field by
entering their names directly and selecting from
the auto-complete options. Do the same for
users who will receive the submittal For
Comment and For Information.

The pool of users available to receive the
submittal is determined by the selection of Sub-
project. This is more apparent of you click on
the To link to open the Select Users window.
The Select Users window lists the users and
user groups available to receive the submittal.
The list contains workspace Users, External
users and user Groups and you can filter the list
by selecting one of these options from the Type
drop-down menu. Select a user or group in the
list and then press the Add button to include
them in the To, For Comment or For

Information lists as appropriate. If you want to
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remove a user, select them and press the
Remove button.

You can add a date by which comments or
approvals should be made. This date will be
placed in the recipients’ calendars. Click on the
field next to Reply Due By and choose the
appropriate date.

Enter a Keyword that will help locate the
submittal during a search.

In the Subject field, enter the title of the
submittal.

In the Issued Information field, write some
explanatory information for the recipients.

If you want to attach a document to the
message, press the Add button in the
Attachments section. In the Select Documents
window, navigate to the document folder, select
the document and press Add. You can select

further documents to add using the same
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process. When you have selected all the
documents you want to add, press Done.
10)When you have completed the details of your
submittal, press the Send button.
11)Select which of the stakeholders to send alerts
about the approval to (by default they are all

selected), then press Send Alerts.
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Drawbacks & Limitations

System doesn’t provide keyboard integration

¢ Right clicked functionality is not provided

e Application is not supported on MAC and Linux
OS

e Cannot access application through smart phones

e |t has different URL for different regions like
UK,US,EU

e There is no Desktop client

e System has some access roles like Workspace

Admins, Workspace Contributors, Workspace

Viewers, Super Admins, Company Admins which

are complicated to understand
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Proposed Enhancement

e System will support keyboard integration

¢ Right clicked functionality will be provided

e User will be able to use application on MAC and
Linux OS

e User will be able to use application through smart
phones

e More user friendly GUI
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Conclusion

Functional as well as non-functional testing is performed on these
modules to make this application as quality software. User
Interface of the system has been made more user friendly &
functions are made easier to operate. There are a number of ways
to respond to an approval and messages. The action you perform
will usually be dictated by the reason it was sent to you. That is,
if an approval appears in your Assigned To Me folder, you are
expected to assess the attached documents for approval. If it
appears in your For My Comment folder, you are expected to
comment on the document. If it appears in your For My
Information folder, you may only be expected to acknowledge
that you have received it. However, irrespective of the reason you
received an approval, you may want to perform additional actions
(for example, commenting on a document received for
information). Approval Activity allows you to do this.

Documents can be managed in a number of ways and numerous

actions can be performed for managing the user’s project related
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data. The issues or bugs found by the automation tool are
recorded in JIRA manually. This will be a point to consider for
future enhancement where the bugs will be recorded through

automation.
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2) Document Module Screens:
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5) Defect Screens:
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Annexure 2: Defect Report

Def | TC | Def _Title/| Def Descripti Priorit Defect | Comment
ID ID | Summary| on Y| status
(Steps to
reproduce)

Forgotten | 1. Go to P1
password | FusionLive
Dfct| Lg_ | link with | login page Resol
_00 | 001 |Usernam | 2. Click on ved

1 e 'Forgotten
Login Details'
link

3. Select
Username
option

4. Select
Checkbox for
With email

5. Enter valid
email id

6. Click on
submit button
7. Verify user
should receive
username on
provided email
id




FUSIONLIVE

1.Goto P1 Resolv | Any
Dfct| Lg_ | Password | FusionLive ed password
002 | 005 | Policy login page from

2. Click on previous 3

'Forgotten passwords

Login Details' is not

link allowed.

3. Select

Username

option

4. Select

Checkbox for

With email

5. Enter valid

email id

6. Click on

submit button
7. Verify user
should receive
username on
provided email
id

8. Follow
password
policy for
generating a
new password.




FUSIONLIVE

Dfct
003

Capp
003

Create
Approval
Mandator
y fields

1. Userl logs
into
Fusionlive>>G
oes to
Activities area
and selects
Approval tab
2.Click on
New button

3. Select user2
in assignee
To(link),
user3 in for
comment (auto
suggest) fields
5. Add
attachments
from
documents
area

6.Click on
Send button.
7. Verify that
the Approval
IS created
successfully
and received
by recipient
with attached
document

P1

Closed

Approvals
can’t be
created
without an
assignee
and at least
one
attachment.
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Create 1.Userllogs |P1 Open | A message
CM | Message: |into can’t be
Dfct | sg_0 | Add Fusionlive>>G created
_004| 01 | Subject oes to without a
Activities area message.
and selects
Messages tab
2.Clicks on
New button

3. Adds user2
in To(link),
user3in
CC(auto
suggest) field
with a Subject.
4. Click on
Send button.
5. Verifies that
the message is
created
successfully
and received
by the
recipient.
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Annexure 3: All test cases




