
Cut and past the document list relevant 
to your trade. 

Filter relevant  
documents by clicking on 
one folder at a time. 
Relevant documents in 
that folder  will instantly 
display. 
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Create a Document Distribution List 
 Make the process so simple!. 

Through our “advanced document viewer “  your subcontractors and suppliers have access to a Document Title Filter. By 
using this filter documents can be accessed fast!. 
 
You can help this process!.  Create a Document  Distribution List and separate your document titles with a (+). When 
your subbies and suppliers cut and past the list relevant to their trade into the “Document Filter” the documents they re-
quire instantly display.   

 
Please note that your project team will still have access to all other documents if they need them. They can choose to 
access others if required. 
 
Example: Bulk Excavation—Drawings: 
MPH-AR-102+MPH-AR-201+MPH-AR-301+RSC-AR-102+RSC-AR- 
201+RSC-AR-202+RSC-AR-301+RSC-AR-302+HY-01+HY-02+HY- 
03+MPH-ST-10+RSC-ST-20 




