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HOME

Filter documents by:
• Documents you have not yet read
• Documents flagged as out of
specification
• Documents flagged as urgent

Search for projects
where you have
published or received
documents.

Filter projects by those
with documents published
or received in the last 30
days, or click All to
retrieve all projects.

Recent documents are grouped by
headings. In this example, 3
documents have been received today.
Click to open a document.

Automatically search for
all project documents,
or just those that you
haven’t yet read.

Documents in bold with an
envelope are unread.
Click on More… to display all of
your documents.

NOTIFICATION EMAIL

SETTINGS
A notification
email containing
links to new
documents will
be sent when
documents are
available.

Without an
account access
to these reports
will be available
for 15 days.

A link to register
a Construction
Hive account, to
provide access to
reports after the
initial 15 day
period and
search features,
is included in
notification
emails.

To access the settings page, click on Settings at the top-right of the page. On the
settings page you may:
·
Change your name, email addresses or password
·
Change your language settings (currently English only, but also affects date/
number display)
·
Change your time zone (affects searching, email notification times and Home
tab)
·
Change the format you receive email notifications in (HTML recommended)
·
Choose between receiving daily notifications of new reports, immediate
notifications, or turn off notifications

PROFILE
To access the profile page, click on Profile.
·
Your profile is optional and will be viewable to other users of Construction Hive.
Fill out details such as your location, contact details and a photo.

LOGOUT
At the top-right of the page, click on Sign out to close your current session.
This is recommended if you are using a shared computer.
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SEARCHING

Search for a specific report by keyword,
including part of the report number, project,
location, tag etc.
Use quotes (“”) for an exact match search.
Use AND and OR to customize your search.

Use Advanced Search to
search on more specific fields
(shown below).

Click on any of
these buttons to
filter the current
result set. Click
on “All” to reset a
particular item.

Depending on your
company and your
user rights, you may
be able to Export All
or Export Selected
items to an external
system.

You may download
more than one item
at a time by using
the Download All
and Download
Selected buttons.

Click on Forward
All to send all
reports in your
search (including
those not displayed
on the page) to one
or more recipients.
Click on Forward
Selected to forward
only the selected
documents.

Depending on your
company and your
user rights, you
may be able to
digitally Seal All or
Seal Selected
reports in bulk.

Clicking on a heading
will sort results by that
heading. Click again
to reverse the order.

Start typing a project
name to select from a
list.
Start typing a tag to list
all possibilities. Tags
determine the type of
report you are looking
for.

Search by document
status. For example, to
find only out of spec
documents, select the
“Out of specification”
checkbox.

Select individual
items here.
These may then
be exported,
downloaded or
forwarded.

Click to
open the
document.
Icons indicate
urgent, out of
specification,
read/unread,
or exported
documents.

Navigate multiple
pages of results:
2, 3 etc – jumps to
the specific page.
Next loads the
next page.

Activity is the date that
work shown on the report
was carried out. For ﬁeld
reports, this is the day that
ﬁeld work was carried out.
Laboratory reports have an
activity date for each
completed test.
Published is the date the
report was published, and is
relative to your time zone.

Hover over the first
two icons to see the
document tags and
any messages sent
with the report.
Reports with a shield
icon have been
digitally signed and
sealed.
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DOCUMENTS

Click on Forward to send
the document to one or more
recipients of your choice,
with an optional message.
Construction Hive will send
the recipients an email with a
direct link to the report.
Click on Download to save a
local copy of the full
document.

Depending on your company
and your user rights, you
may be able to export this
document to an external
system.

Click on the document
preview to open the full
document in the browser.
Documents with multiple
pages may be navigated
using the arrow buttons.

A history showing the
report’s first publication,
subsequent revisions and
distribution history is shown
here.
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Previous revisions may be
viewed by clicking on them.
Important document status
information is shown here.
Typically for digitally sealed,
out of specification, urgent
and exported documents.
Contact details of the
publishing company and the
publishing user are available
here. If there are any issues
with the report content,
please contact the document
publisher.
Related Documents,
originating on the same
work date, are only a click
away.

Hover the mouse over a
report recipient to see when
they received and viewed
the report.
Document tags identify the
type of report, or the tests
that are reported. They are
often useful for searching.

Reports may display
metadata that is specific to
the type of report uploaded.
Again, any discrepancies
should be referred to the
report publisher.

