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Disclaimer:

This software, hardware and related documentation are provided under a license agreement containing
restrictions on use and disclosure and are protected by intellectual property laws. Except as expressly
permitted in your license agreement or allowed by law, you may not use, copy, reproduce, translate,
broadcast, modify, license, transmit, distribute, exhibit, perform, publish, or display any part, in any
form, or by any means. Reverse engineering, disassembly, or decomplication of this software, unless
required by law for interoperability, is prohibited.

The information contained herein is subject to change without notice and is not warranted to be error-
free. If you find any errors, please report them to Cumulus Digital Systems, Inc. in writing to
support@cumulusquality.com.

Smart Torque System@© is a registered trademark of Cumulus Digital Systems, Inc.

This software or hardware and documentation may provide access to or information on content,
products, and services from third parties. Cumulus Digital Systems, Inc. and its affiliates are not
responsible for and expressly disclaim all warranties of any kind with respect to third-party content,
products, and services. Cumulus Digital Systems, Inc. and its affiliates will not be responsible for any loss,
costs, or damages incurred due to your access to or use of third-party content, products, or services.
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INTRODUCTION

The Documents tab in Cumulus Control Center is the central location for managing files attached to
assets across your site. It provides a consolidated view of all documents stored in the system —
including uploaded drawings, and any other supporting files — without needing to navigate to individual
asset records.

This guide covers how to navigate the Documents tab, view and download files, upload new documents,
and manage document associations with assets.

This guide assumes familiarity with Cumulus Control Center navigation and asset management. For
information on uploading drawings directly within an activity, refer to the Activities Guide.

PURPOSE

The Documents tab allows you to:

e View all documents stored in Control Center across all assets

e Upload new documents and associate them with specific assets
e Download or preview existing documents.

e Manage and update document records, including replacing files.

e Access documents when working in the Cumulus Mobile App.

KEY TERMS

Term Definition

Document Any file uploaded to Control Center and associated with an asset,
activity, or site record. Supported file types include PDF, images, and
common office formats.

Completion Report A document automatically generated by the Cumulus Mobile App
upon completion of a workflow. It contains a traceable record of all
operations performed, results captured, and signatures collected.

Drawing An engineering document (typically a PDF) linked to one or more
assets. Drawings are accessible to field users in the Cumulus Mobile
App. See also the Activities Guide for drawing management within an
activity.
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Document Association The link between a document record and one or more assets or
activities. A document can be associated with multiple assets.

Replace File The action of uploading a new version of a file to an existing
document record, replacing the previous file while retaining the
record and its associations.

PREREQUISITES

Before working with the Documents tab, ensure the following:

e You have a Cumulus Control Center login with the appropriate document permissions for your
role. Permissions:

o Document Editors: Allows the user to create and edit documents in Control Center
o Document Viewers: Allows the user to view documents in Control Center

e At least one workflow must have been completed by a field user in the Cumulus Mobile App.

NAVIGATING THE DOCUMENTS TAB

To access the Documents tab, select Documents from the navigation bar on the left side of Control
Center.
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The Documents page loads, displaying a list of all documents stored in the system. Each row shows the
document name, type, and Linked Asset count.
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Searching Documents

Use the search controls at the top of the Documents page to narrow the list.

e Enter a document name or asset ID in the Search field to find a specific file.
e Use the Document Type filter to limit results by file category (e.g., Drawing, Completion Report).

e Sort any column with within the table to get results ascending or descending alphabetically

Viewing, Replacing and Downloading a Document

e Select a document name from the list to open its detail record.
e The detail record shows the file name, associated assets, and a file preview (where available.)
e Select Download to save the file to your computer.

e Select Upload New File to replace the document in the browser.

Replacing a Document File

If a document needs to be updated with a newer version, use the Replace File option to swap the file
while keeping the existing record and all its associations intact.

e Open the document detail record.
e Select Replace File.
e Select the new file from your computer and confirm the upload.

e The old file is replaced. All existing asset and activity associations remain unchanged.
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Document History
e Click on the History tab to see all revisions, upload date, and who uploaded the document

e Just like in the Asset index history you get all filters available to view the document history page
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UPLOADING DOCUMENTS

New documents can be uploaded to Control Center and associated with assets or activities directly from
the Documents tab, or by via the Bulk import assets feature in the asset index.

Uploading a New Document from the Documents tab

e From the Documents page, users have the option to drag and drop files into the upload section
at the bottom of the screen or simply click in the area to bring up their file browser.

e Select or drag over a singular or any number of documents into the page

e Enter a document name for each document in the pop-up window, if different from the file
name.

e Select the Document Type from the dropdown (e.g., Drawing, Procedure, Completion Report).

e Select Submit to upload the file.

Note: After uploading, the document record is created but not yet associated with any asset or activity.
Complete the association step below to make the document available within asset records.
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 Upload Documents

Creating a new document @
Hame

Cumulus-CMA-UserGuide-v1.0 (2]

Type

[ work package )

@ Cumulus-CMA-UserGuide-v1.0 (Z).pdf

Submit

Associating a Document with an Asset

Once a document is uploaded, you can link it to one or more assets.

e Open the document detail record from the Documents list.
e Select The Edit button under the linked asset header.

¥ Link Assets

Select Asset Type

Available Assets  Selected Assets

Select Assets.

Permanent Tag Asset Type T Status

e First select the correct asset type of the asset you wish to link this document to
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. Link Assets
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e Select the asset utilizing the filter and search bar, adding each asset desired link with the “+Add”
button. When adding assets, you will see the number of available assets decrease and selected
assets increase.

e Verify the assets on the selected assets screen prior to selecting submit.
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e Clicking submit will update the Documents linked asset count and update the assets as well.
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Associating a Document from a bulk upload

Documents can be associate to assets in bulk rather than one by one from the Ul. To do this first you
need to have all documents uploaded to the system and named properly first.

e Next on your import sheet, a column should be added automatically labeled “Associate
Document”

Pressure Rating Flange Type Connection Type Corrosion Resistant Required Torquevalue (b Number Of Balts Tightening Method Shape

2 e
| 50

e Inthat document field you will need to input document you wish to link exactly as how it is
named in the document tab.

e Fill out the import sheet as normal, and follow the import process as described in the Cumulus
Control Center Guide: Index
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e On the column mapper screen scroll to the bottom of the header mapping window and ensure
“Associate Document” is mapped to “Document”

Connection Type Connection Type
Corrosion Resistant Corrosion Resistant
Required TorqueValue Required TorqueValue (Ibf - ft)
Number Of Bolts Number Of Bolts
Tightening Methad Tightening Method
Shape Shape
Spreadsheet Association Header Entity Type
Associate Document Document

Associate Activities Activities v

Cnnfirm Columns

e Complete the import process by selecting submit and you can travel to the document in the
documents tab or the asset index “documents” sub window to verify.

SUPPORT

If you have questions about the Documents tab or document management in Control Center, contact
Cumulus Quality support.

e Email: support@cumulusquality.com

e Subject line format: Control Center — Documents — [brief description of issue]

For information on other Control Center tabs, refer to the relevant section of the Cumulus Control
Center Guide.
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