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Searching Hexagon Smart Completions

To search Hexagon Smart Completions, you first need to select the module
you need. Searching any module works the same way but with some
different fields, for this example Task Manager (Master List) is used:

Access the module you wish to search using the navigation bar on the left,
then a module button. Modules will not show any records until a search is
performed.

1. On the search panel ensure the search icon is selected (it is the default)
2. Click Search to show a list of all records within the chosen module

3. Make any further selections you require in the search panel, you will
need to click Search again to update results

4. If you have selected multiple filters at step 3, pay attention to the Match
radio buttons, by default it will match ALL selected filters

5. Use the dropdown to change between making the applicable field
« = equal to - search for an exact match
* any - search for any of the selected choices
* none — search for anything except the selected choices
» 1= not equal to — search for anything except
This selection applies only to the applicable field.
For tips and tricks for common searches see the Search Tips page.

Continued on next page...
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the criteria you must
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view results



Searching Hexagon Smart Completions (continued)

For a specific search you can select key items from the relevant
drop-down lists, like Responsible Company, Scheduled Period or

Discipline. The example below shows Responsible Company.

6.
7.

Scroll down to access more search fields

From the Responsible Company (Name) field, click the
dropdown and select company name — you can select more
than one company

Select the appropriate search option to confirm if it should
search for:

« = equal to - search for an exact match

« any - search for any of the selected choices

* none — search for anything except the selected choices
* 1= not equal to — search for anything except

There are also some free text search fields like Tag,
Description, or Task ID

Continued on next page...
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Searching Hexagon Smart Completions (continued)

You can also use the top menu Search tabs to access
to more search criteria:

10. General is the default tab

11. Structures tab enables quick access to filtering
by physical location and process breakdown
(systemisation)

a) Remember to select your search option if you
add filters under structures

12. Advanced tab allows for specific and detailed
filtering within grouped dropdowns

13. You can review the current search criteria by
clicking the filter icon at anytime to view the active
search criteria

14. Once you've selected all required options click
Search to show results
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Search Tips

For common searches there are a few settings
to be aware of:

1. Task State: Started, using the search
option Any will result in almost every task,
and None will result no results - because
all tasks have a state.

2. Responsible Company: you can select
one or many, selecting many will search for
any of the chosen options

3. If you want to search by location or
systemization, navigate to the Structures
tab. Any selections made under the
General or Advanced tabs will also be
included when you click Search

4. Asset Types are under the Advanced tab,
dropdown Asset Data. Any selections
made under the General or Structures tabs
will also be included when you click
Search
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Search by Column Headings

Once you have some items displayed in the
Primary Panel, you can further filter, organise
or search using the column headings.

1. Click anywhere on the column heading to
activate search and filters

2. This arrow will appear on the selected
column, click to reorder the list in
ascending or descending order by the
selected column

3. Type into an open field or make a section
to add a filter to the results in the primary
panel, results are displayed immediately

4. Click the circle arrow to clear column
filters and reset the search

You can add multiple column filters and
searches at a time if required

Completions ¥
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Note: This button will bulk
edit all selected forms.
This may result in a bulk
edit replacing existing

fields on selected records
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Save Search

In each module you can Save Searches that you will frequently perform

Save a new search:

1.

2.
3.
4

In the module required, make all the selections for the search
Click Save, a pop up will appear

Type a name for the search

Click Save

Use existing saved search

5.

© ® NS

Saved Searches can be found by clicking the saved searches icon
at the top of the search panel

Click on the saved search you want to use
A search edit screen will open showing the saved search criteria
Click Search to activate the saved search

You can edit any of the saved search criteria by clicking into the
fields

. Click X to remove any criteria
11.
12.

Click the arrow to go back, this retains the search criteria

Click Add Criteria to see the general search tab and select
additional criteria as from step 1 finishing by clicking Save again
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Browse Hexagon Smart Completions

Browsing is an additional option in the search panel.

Browsing works differently to searching - as soon as you
start browsing, any active search will be cleared and the
browse activates automatically.

1. These three icons are Browse options, all behave in
the same way, in order from left to right:

« Browse by Location
* Browse by Systemization
* Browse by WBS (Work Breakdown Structure)

2. Click the arrow to open and drill down on the browse
options

3. To select an option to browse mark the checkbox, you
can select many options, the browse will update with
each selection you make

4. Once a browse is activated, a red dot on the icon will
indicate which browse or search option is currently
displayed

5. Selected options show a blue checkbox, with red
marks on the parent options.

Search or Browse Q

QU Rl B & &®

v PTP - Primary Treatment Plant ( 94 )

Unassigned Facility {91

» WL-FO10 - Preliminary Treatment (Q)

> WL-F020 - Primary Treatment (0)

> WL-FO30 - Sludge Thickening (0)

> WL-FO40 - Anaerobic Digesters (0)
WL-F050 - Liquid Food Waste (0}
WL-F060 - Biogas Plant (0 )

» N WL-FOT0 - Odour Contral (0}

> L-F080 - Electrical Infrastructure { 3 )

> WL-F090 - Admin Building and Weighbridge (0)

> WL-F100 - Site Utilities (0 )
> WL-F110 - 1605 MRP Interface (0)

Unassigned Plant (78

Note: to return to a search after browsing you

¥ =/ PTP} Primary Treatment Plant ( 94)
Uppassigned Facility (91
> L-FO10 - Preliminary Treatment (0)
> L-F020 - Primary Treatment (0 )
» L-F030 - Sludge Thickening (0)
> L-F040 - Anaerobic Digesters (0)
> L-F050 - Liquid Food Waste (0)
> L-F060 - Biogas Plant (0)
> L-FO70 - Odour Control (0)
vz L-F080 - Electrical Infrastructure (3 )

Unassigned Area (0)
» WL-AT1 - Western Switchroom (0)
> WL-AT72 - Eastern Switchroom (0)

> WL-A73 - Southern Switchroom (0)

> WL-AT4 - HV Works (3 )
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> WL-F090 - Admin Building and Weighbridge (0) 4

» WL-F100 - Site Utilities (0)
> WL-F110 - 1605 NRP Interface (0)

Unassigned Plant (78

must click the search icon and click Search again




Reports
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Reporting flow HOLLAND

The first consideration for reports, is what module you are reporting from and what search filters are active. If you want to
report on every task in a module leave the search blank. Step by Step instructions are contained in the pages that follow.

1. Open the 2. Use filters 4. Select how you 5. Choose detail
Module you need to refine what you
to report from wish to report on

6. You have a
report

3. Access the

reports tab want the report levels and report

indexed format

7  Ifyouwanttoreport

/ on all datain a
\ module, you can )
« Skipthesearch 7

~ -
- o = =



Reports

If you need specific data for a report, first complete
a search on your required data (see steps from
page 3). You can then proceed to the Reports tab:

1. Click Reports tab

2. Options are grouped for how the report is
indexed/categorised, including

* By Location first then more detail
+ By Systemization first then more detail

* Index/Status no grouping applied, is best
used for reporting needed to track individual
tasks

« Summary is best used for overall progress
reports where drilling down to individual
tasks is not required

Click the arrow to see all options for your
selection

3. Select the Detail level and Highlight colour

Continued on next page...
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» Index by Systemization (13)
¥ Index/Status (3)

Index/Status Public

Index/Status

Public

Index/Status Public

Reports  |Dashboards

Report Name

Note: select the level of detail in the
report. Selecting nothing from the detail
level is treated as if you selected all

= Construction, Load/No-Load Completion Status by Systemization

Fx:ll g 1
B3 Use Filter

[xz
Jcover Page

Detail Level

Highlight

F = Planned Tasks Export
=3 Use Filter
[ caver Page

=

Task Status By Month
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[ caver Page

»  Summary (10) J

Note: selecting a highlight
colour will add shading to

assets in the report for ease
of reading




Reports (continued)

4.

Click an icon for the format of the report you want,
from left to right:

* AnImage

- APDF

- ACSV

* An Excel spreadsheet

Use Filter is selected by default, this checkbox
applies your current search filters to the report

Check Cover Page if you want to add a cover page to
your report

If you select CSV or Excel at step 4 this popup will
appear

The Date Time Shift defaults to GMT, change this to
your preferred location ie: AUS EST

Select the columns for your report, the options will
change based on the report type you have selected

10. Click Export

Continued on next page...
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Reports (continued)

11. A CSV or Excel will download to your
downloads folder, open and save the
document to your preferred location. An Image
or PDF report will open in your browser

Here is an example report based on Index/Status:
Planned Tasks Export with default columns
selected:

12. These are the default columns pulled into this
report, if you need to add columns make
additional selections at Step 9

13. Click Enable Editing and ensure you save
your report as per step 11.

Here is an example report based on - indexed by
Location: Task Progress Status by Location,
with all detail levels selected:

14. Indexed by Location, task locations display to
the level of detail selected

15. Under location is individual assets and tasks

16. Specific details of an individual task are shown
here, this information is rolled up to total
counts for assets and locations

JO
Note: The excel or CSV will download
to your downloads folder
Downloads P Q e s
- o o
= & VAL Edit with Acrobat
@ vTasks_TestsPlannedDetails_Planned Tasks Exportxdsx
Open file
B autosave )« (I S yTasks TestsPlannedDetails_Planned Tasks Export (1) - Protecte.. = Saved to this PC v @ @ m] X
File Home Insert Draw Page Layout Formulas Data Review View Automate Help PDF-XChange
@ PROTECTED VIEW  Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. § Enable Editing ®
Al ~ Se~ TaskID ~
A B c D E F G H L M | ! R -
2 |T- Test Re Test RRRC ME&EI Equipment Rel Constructi Test
3 |T- Test Re Test RRRC Test Assel TK MECH Installation Checks ConstructiTest
4 |T- Test Re USC -Test Planned task USC Tag Installation Checks Constructi Test
5 |T- Test Re Test RRRC 04SEPP002.CS1 ELEC Installation Checks Constructi Test
6 |T- Test Re Test RRRC PTPOLAPMBL MECH Installation Checks ConstructiTest
7 |T- Test Re Test RRRC 18/02/2026 13:29 PTPO1APNBL MECH Installation Checks Constructi Test
8 |T- Test Re Test RRRC 18/02/2026 13:28 PTPO1APK BL MECH Installation Checks Constructi Test
9 |T- Test Re Test RRRC PTPOLAPNBL MECH Installation Checks ConstructiTest
10 | T-00283-0i Installation Checklist- Blower 1/08/2025 8:46 PTPO4PWPPO0O1 MECH JC-000001 Test
11 |T-00289-0f Installation Checklist 17/06/2025 12:13 PTPO4PWPP002 MECH JC-000001 Test
e P TIPS T o dme donnr an s crmasmsimnann PR PP P -
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Physical Location

Task Progress Summary
by Location

JHG Sanbox - Test Environment

Punchlist

Plant: PTP - Primary Plant 97 29 29.9% 6 0.00 o 0.0% [

Facility: WL-FO80 - Electrical Infrastructure 54 1 1.9% 3 0.00 o 0.0% d
child asset - Child asset 28 1 3.6% 2 0.00 0 0.0%
T2MO1A 28 1 3.6% 2 0.00 0 0.0%

T-00294-0001 - MO{NOT USED) AWMORC-JHG-ITC- Rev 1 - Centrifugal Pump End 9 2 1 50.0% [§05-Dec-2025 1

= 26 0 0.0% [§25-Nov-2025 0
Parent-cable 1 - cable 1 LV 26 0 0.0% 1 0.00 0 0.0%
T2MO1A 26 [1] 0.0% 1 0.00 o 0.0%

1.00227-0001 - AWRCIMGITCELE-2101 - Bev 01 - Installation of Cable Ladder / Tray 26 0 0.0%  |\Glgwanas

i igned Facility 43 28 65.1% 3 0.00 o 0.0% &
#REF!- TBC - Services Area RIO Panel (Gateway) 19 19 100.0% 1 0.00 o 0.0%

T-002839-0007 - Installation Checklist- Blower 19 19 100.0% | 10-Mov-2025 1
04SEPP002.CS1 - Motor LCP 16 1 6.3% 1 0.00 o 0.0%




User Dashboards

Dashboards are preconfigured reports
with graphics and can be accessed by
anyone.

The data displayed is dependent upon
your permissions.

1. Click the Dashboard icon on the
header bar

2. Click User Dashboard - the
dashboard module will open in a new
tab

3. Change between the different
dashboards by clicking the grey tabs

4. Filter and customise the data
displayed by adjusting the options
under each graphic
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P
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Notice of Energisation (By Type)

== Commissioning
== [TP - Comms
Comms
== ITS West - Self Perform

FFF S
6‘6‘&&9)

.gc’&esp o
L3 I_F’\'? o

£ &

f PP
‘9;@‘; %ﬁﬁ& s

Column v

Type v Monthly v Actions v I Column ¥ Custody ¥  Monthly v  Actions v

10000

‘S000

Punchlist (by Category)

8857

5863

8000
7000
6000 5380 5400
5000
4000
087 3070
3000
2000
1000
]
v °
Column ¥ Category ¥ None

Turnover Packages (by TOP Types)

Work-Lot Package (Location)
1,315 (24%)

__ Work-Lot Package (Sub-System)
4,148 (75%)

Note: adjusted data or

display options are not
saved and reopening the

dashboard module will
return to the default settings
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