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1. What this feature does

The Document Register is the controlled list of every drawing and document on your project: its
number, title, discipline, current revision, status, approval and set. Explorer holds the files. The register
says which revision is current.

Every registered document keeps its full revision history. You can open any old revision (clearly
marked as superseded), compare two revisions side by side with a KAl change list, and send the
current set out by transmittal, to DS Site for the site team, or to subcontractors and your client through
the portals.

Register Find View Compare Distribute
Upload revisions, Filter, group, N Current revision N Previous vs N Transmittal,
or register from a search, choose by default, any current, with a digest email, DS
notice, email or columns, table or old one on KAl list of what Site and portals.
submittal. thumbnails. demand. changed.

2. When to use it

e A consultant issues a new drawing set and you need to revise the register in one go.
e Someone on site asks "is this the current revision?" or "what changed from Rev C?".
e You need to issue the current set to a subcontractor, or print a register for a meeting.

e The site team need the latest drawings on their phones in DS Site.

3. Before you start

e Choose your project in the project selector at the top of the screen.

¢ Document control access. You need permission to manage project documents to upload and
register. Anyone with project access can view.
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¢ Name files with the document number first (for example ST-1446 Rev E.pdf ). Upload revisions
uses the start of the file name to suggest which drawing each file revises.

e A distribution list for the register (shown as Digest list) if you want people emailed when it
changes.

4. Step-by-step guide

STEP 1
Open the Document Register

Open Documentation > Project Documents and click the Document Register tab.

Project Documents
Manage praiact documents, registers, and transmittals
Explorer o./ocumer\l Regtslev! Transmittals Submittals
el #4 Column/Filter v Fillers] 1 Alldisciplines v Al statuses v Alsets v Allapprovals v Alitypes v~  Allsources v [ Rev Date ]

o' B Received l 7 ?@ | = g(ﬂ(a Upload revisions ]el.e: Digest list: Default ][ B Export PDF]o

Architectural

A-201 GROUND FLOOR PLAN Architectural RevEof 7 v Done ::’ == Architectural = -— -

chitec of2 v Not — itectura —_— - —_—
A-105 NORTH ELEVATION Architectural Rev 8 of 2 Done o0 Architectural

Structural

ISSUED FOR Not
ST-1441 E 1 - Structural {RevEorz v l = — = — —
ST-1446 LEVEL 29 SECTIONS AND DETAILS Structural @ tev E of CONSTRUCTION aproved

. The Document Register tab, next to Explorer, Transmittals and Submittals.
. Search, Column/Filter and Filters.

. Quick filters: discipline, status, set, approval, type, source and Rev Date.

. Received date filter.

. Group by None or Discipline.

. Table or thumbnail view.

. Upload revisions (step 5).

. Digest list: who is emailed when the register changes.

© 00 N O O b WODN PP

. Export PDF of the register as filtered.

,_
o

. The revision pill, for example "Rev E of 2" (step 3).
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STEP 2
Find what you need

¢ Filters combine. Pick a discipline, status and set together. The count shows how many documents

match.

¢ Rev Date filters on the drawing's own revision date (on or before, on or after, or between), not the

upload date.

e Column/Filter lets you show, hide and reorder columns, filter on any column and sort by any

header. Your layout is saved for you.

e Thumbnail view shows a preview card for each drawing, which is handy on site. Deep Space

remembers your choice.

e Back to where you were. When you go back from a document, your search, filters, sort and scroll

position are kept, and the last document you opened is highlighted.

[ Hi Column/'ﬂle( J Y Filters All disciplines

B Rec VISIBLE COLUMNS

Upload revisions 2, Digest

Title

Discipline
Archit
Revision

Status e Architectural
Approval

Rev Date

Architectural
Set

Document T{pe
Struct

M chiirm o

1. Column/Filter shows how many columns are hidden.
2. Tick to show or hide. Drag to reorder.

3. Reset order and Reset go back to the default layout.

Q Search registered documents... S Filters All disciplines ~ All statuses v

GROUP BY  None |EE 88 I @® Upload riyisions 2, Digest list: Default Export PDF

T =
P e e i 2
= = e .
| — — A — — . f= =
p B ‘—r_f . j\%_ Eﬁ ﬁmi
i ¥ 2 i
Tl S T = =5 sl
" e E A [
=
P ¢¢ 97 =8 | 7,
A-201 RevE A-105 RevB ST-1446 RevE
GROUND FLOOR PLAN NORTH ELEVATION LEVEL 29 SECTIONS AND DETAILS SHE...
Not approved Done Not approved Done Not approved

nnnnnnnnnnnnnnnnnnnnnnnnn

1. Switch between the table and thumbnail views.

All s¢

Export PDF prints exactly what is on screen after your filters and sort, grouped by discipline, in
landscape. It lists drawing number, title, revision, drawing date, uploaded date, set and status.
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STEP 3
Check revisions and open a document

Click the revision pill on any row to see every revision, newest first.

ISSUED FOR
ST-1446 LEVEL 29 SECTIONS AND DETALS .. Stuctural () oy =

Rev E (registered 21 Oct 2026) Current o e
ISSUED FOR CONSTRUCTION - Structural

2 O¢ 0
Rev A (22 Oct 2020) Superseded e
ISSUED FOR CONSTRUCTION - Structural

1. The revision pill shows the current revision and how many there are.
2. The Current revision, with its registered date, status and discipline.

3. A Superseded revision: View opens it, vs current compares it with the current one.

Opening a document shows the current revision. Opening an old one makes it obvious that it is out of
date.

o §T'?44§ < [ Reva.. SUPEIISEDED] [ru Compare Ato E aj & Tools Locked ® Markug@Sh 44% 3@  (JWidth 3:Page Q 11 D Ask KA & Export PDF v
Structural - Ne. o
SUPERSEDED ‘ou are viewing Rev . Current is Rev E, register: ct 5 Jump to current 3 pare A to
[ Y iewing Rev A (22 Oct 2020). C is RevE, istered 21 0ct 2026 : %2 Comj AtoE

5]

£ e — £

e LR

(6

arvisions | A 22012020 registered 21 Oct 2026 "
l oot Superseded Current

. The revision dropdown. Pick any registered revision and it loads in place, keeping your zoom.
. Compare with the current revision.

. The superseded banner tells you which revision you are on and which is current.

. Jump to current, or compare.

. A SUPERSEDED watermark on screen. It is not added to downloads or prints.

O g b~ W N

. The revision timeline. Click a revision to switch, or use the [ and ] keys to step through.

From the viewer you can page through the rest of the register with the drawing strip (grid icon) and the
previous and next arrows, in the same order as your filtered list.
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STEP 4
Compare two revisions

Click vs current, Compare in the viewer, or the compare quick action on a row. Compare opens
straight to the previous revision against the current one.

Compare - ST-1446 [ < ] o ” ] f ] " . -
V20 S e D DETAL S SHEET ol Rev A (22 Oct 2020) suPERSEDED 2 e- Rev E (registered 21 0ct 2026) CURRENT Overlay Sideby side  Swipe Q 100% @ CIFt @ Changes
“«Rev A - 22 Oct 2020 - Superseded Rev E - registered 21 Oct 2026 - Current b Changes A to E (9)

Al change list by KAI

The drawing was significantly expanded with new sections and
details, and existing details were revised, along with title block
updates,

o ADDED

Multiple new sections and details added to the drawing
The newer revision includes numerous new sections and details,
significantly expanding the scope of information provided. These
include Sectlons 5, 6, 7, 8, 58, 9, and Detalls 5A, 6A, 68, 7A.

© oo

3D Visualisation Level 29 Removeable Roof added
A new 3D isometric view of the Level 29 removeable roof structure hi
been added for clarity.

b
5 g

e DETAIL

Section 1re-detailed with revised rebar and connection
specifications

The detal in Section 1was redrawn. The rebar size for drilling and
epoxy changed from N16-4 to N16-400, with a specified 100mm
embedment. New slements include 200x200x13EA bracket stiffener
plates, 4M16 8.8 bolts, and 118x50 LG vertical slotted holes o 10
stiffener plates.

Level annotation changed from 139.6.20 to 139.660

The annotated level value has been updated

° DETAIL

i Section 2 drawing number updated and note reworded

i The drawing number for Section 2 changed from ST-1431A to ST-1440.
The note 'NON-SHRINK GROUT GAPS' was reworded to 'NON-SHRINK
L GAPS AND PRECAST TUBES TYPICAL AROUND THE

1. The older revision (red).

2. The newer revision (blue). Use the swap button between them to flip them round.
3. Modes: Overlay, Side by side and Swipe.

4. In Swipe, drag the handle across the drawing.

5. Changes: KAl's numbered list of what changed (added, detail, note changed), with where on the drawing. For previous
against current it is ready as soon as the revision is registered.

Compare - ST-1446 G ,q » [ " ] [ 9 -
LEVEL 29 SECTIONS AND DETAILS SHEET 1 B Rev A (22 Oct 2020) SUPERSEDED e @ Rev E (registered 21 0ct 2026) CURRENT * Overlay  Side by side  Swipe & Link zoom %

Q@ 100% @ CIFit @ Changes

@ Rov A- 22 Oct 2020 - Superseded @ Rov E - registered 21 Oct 2026 - Current Changes Ato E (9)
Al change fist by KAI

The drawing was significantly expanded with new sections and
detalls, and existing details were revised, along with title block
updates.

o ADDED

Multiple new sections and details added to the drawing
The newer revision includes numerous new sections and details,
significantly expanding the scope of information provided. These
include Sections 5, 6, 7, 8, 58, 9, and Details 5A, BA, 6B, 7A.

verall dravs

o ADDED

3D Visualisation Level 29 Removeable Roof added
A new 30 isometric view of the Level 29 removeable roof structure h
been added for clarity.

© oo

Section 1re-detailed with revised rebar and connection
specifications
The detail in Section 1 was redrawn. The rebar size for drilling and
epoxy changed from N16-4 to N16-400, with a specified 100mm
embedment. New elements include 200%200=13EA bracket stiffener
plates, 4M16 8.8 bolts, and 118x50 LG vertical siotted holes to 10
stiffener plates.

on 1

o NOTE CHANGED

1. Side by side shows both revisions next to each other.
2. Link zoom keeps both sides zoomed and panned together.
3. Swap the two revisions.
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KAlI's change list is a guide, not a sign-off. Use it to see where to look, then check the drawing itself
before you act on a change.

STEP 5
Upload a new set of revisions

1. Click Upload revisions.

2. Drop the PDFs into New Files. A file whose name starts with a registered document number is
matched to that drawing and marked as suggested. Accept or unlink it.

3. Drag any other file onto the drawing it revises. Mark files that are new documents as New, or Skip
them.

4. For new documents, fill in the required details (KAl can extract them from the title block), then click

Upload.
( N
2, Upload revishens
Drag each new file onto the drawing it revises. Files that aren’t revisions — mark New or Skip. Drawings left without a file stay unchanged
|
NEW FILE 0 REGISTERED DRAWINGS 3 ‘
o [ ! Doc Number v  All sets vl ‘
l [ PDF files here or i t y ]
Swoon ©
GROUND FLOOR PLAN
A-105 RevE
NORTH ELEVATION
ST-1446 e
LEVEL 29 SECTIONS AND DETAILS SHEET 1
a" 0 revisions ® 0 new ® O skipped ® 3 drawings unchanged) Cancel
. J

1. Drop PDF files here, or click to browse.
2. Find a registered drawing by number or title, and narrow by set.
3. Each drawing's current revision. Drop a file on it to create the next revision.

4. A running count of revisions, new documents, skipped files and drawings left unchanged.

A bound set can be split into one card per sheet. Sheets that share a number can be picked or stacked. The document
type carries over to the new revision, and you are warned if the revision on the file does not match. To revise a single

document, use Upload Revision from its row instead.

STEP 6
Act on several documents at once

Tick the rows you want. The bulk actions appear at the top right.

Deep Space | Document Register | help@deepspacegroup.ai Page 6 of 9



&) Create Transmittal (1) Start Submittal (1) I‘*}re
(1)

Z Edit metadata (1)

R DOCUMENT
F B TYPE " Download ZIP (1)
@| @ PushitoDS Site ]
® De-register 1 selected
Architectural — ©

T Archive 1 selected é

1. Create Transmittal and Start Submittal with the ticked documents at their current revision.
2. Push to DS Site sends the ticked PDFs to the project in DS Site.

3. De-register takes a document off the register but keeps the file in Explorer. Archive removes it from both.

Edit metadata updates details on several documents at once, and Download ZIP downloads the files.

5. Getting documents into the register

As well as Upload revisions, you can register a document where it arrives, so you never download and
re-upload it. Each one records its Source and Received date.

Where it arrives How to register it

A notice (RFI, site Use the Add to Explorer or the Document Register icon on the attachment, or on a
instruction and others) reply or comment attachment. The source links back to the notice.

An email in the Project Use the same icon on the attachment. Register as new registers the file in place, with
Inbox no copy. Afterwards the attachment shows it is in the register.

A submittal PDFs in "Files not in the register" are registered when the submittal is issued.

Attaching to a notice you  The attach window has a Document Register tab next to Explorer, so you attach the
are writing registered revision.

Notices that are submittals use the submittal flow instead.

6. Sharing: transmittals, DS Site and portals

Digest emails and transmittals

When documents are registered or revised, the people on the register's Digest list get one batched
email. To issue documents formally, tick them and click Create Transmittal.

DS Site

e Push by hand: tick documents and use Push to DS Site. Progress shows in the recent activity
drawer at the top of the screen.
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e Push automatically: in the project's settings (Advanced), turn on Automatically push Document
Register documents to DS Site. New registrations and revisions then go to DS Site as they happen.
Documents registered before you turned it on need one push by hand.

e On DS Site each drawing appears by number, revision and title (for example "A303 Rev C
ELEVATIONS"), in drawing-number order. A new revision replaces the old one, so the site team only
see the current revision.

Subcontractor and client portals

e Subcontractors see the register in their portal. They can open a document if it was transmitted to
their company, or if their company is on the register's distribution list. A project setting (Advanced >
Document Register) can open every registered document to all subcontractors on the project.

e Client representatives can be given Document Control in their portal role. They can then upload

documents and revisions into folders shared with them for editing, and register documents
themselves.

7. Tips

e Lead every file name with the document number. It is what makes Upload revisions match files
automatically.

e Register at the source. Register drawings from the RFI reply or email they came on, so the source
is recorded.

¢ Fillin Rev Date from the title block. It is what the Rev Date filter and the register PDF use.
e Turn on auto-push to DS Site for live projects, so site never works from an old revision.

e Use Export PDF with the filters you need (for example one discipline) for meetings and handover.

8. Troubleshooting
What you see Likely cause Fix
Upload revisions did not The file name does not start with Drag the file onto the right drawing, or
match a file the document number. rename the file and upload again.

A document is missing from A filter is on, or it has no Rev Date  Clear the filters. Check the count shows all

the list while the Rev Date filter is set. documents.

The site team see an old It was registered before auto- Tick it and use Push to DS Site.

drawing in DS Site push was turned on, or never

pushed.

A subcontractor sees a lock It has not been shared with their Send it by transmittal, add their company to

on a document company. the distribution list, or use the project
setting that opens the register to all
subcontractors.

SUPERSEDED is not on my The watermark is on screen only, Print or issue the current revision instead.

printout by design.
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Compare shows no change Change lists for other pairs are Give it a moment, or refresh the Changes
list for an older pair worked out when you open them. panel.

9. Related features

e Document Register: Upload Revisions: the full Upload revisions walkthrough.

¢ Registering Documents from a Notice: registering attachments from notices and emails.
e Document & Drawing Control SOP: the end-to-end document control procedure.

¢ Notice Platform Guide and Submittal guide.

¢ Using the DS Site app: a guide for site supervisors: what the site team see.
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