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1. Introduction

1.1. Purpose of the Document

This document is intended for contractors performing work for the ORLEN Group, hereinafter
after referred to as Documentation Providers.

1.2. Glossary

Document attributes — a set of fields describing each document.

Document — a set of business information contained in attributes and a document file
stored in the document repository.

Filter — a set of criteria (e.g., document attributes) supplemented by the User, which allow
the System to narrow the number of search results and report lines when searching for
contents or generating a report.

Tile — representation of the number of doable cases on the main screen of the ARCHEO
system in the form of an appropriately described colored square. A tile may refer to cases
from all processes (“To do”), one process or appropriately filtered cases that meet specific
requirements, e.g., cases which are in a particular state.

File — a set of data collected in one place and available to the User as a whole. A file is, for
example, not only any doc., PDF document, but also an AutoCAD project or image.

Process — a process model, the definition of its course, people performing tasks,
authorizations and forms. You should treat it as a template. It consists of states, events
(forms of users) and conditions.

ARCHEO — Technical Archive ORLEN Group. Also referred to as the System.

Issue — a specific launch of a particular process, completion of a template with specific
values. For example, there is only one documentation submission process, but there will be
thousands of documentation submission issues. An issue is a process instance.



Issue state — the status given to an issue in accordance with its current location on the path
of execution of a process. An issue goes to the next state after an event has been performed
on the issue.

External User — a person with an account in the ARCHEO system, but at the same time not
being an employee of the ORLEN Group.

Documentation Supplier — an external or internal User, whose task is to provide
documentation within an investment task/project.

Event — a step of the process, the performance of which results in a case being transferred
from one state to the next.

1.3. For Whom is the ARCHEO Application Made?

The ARCHEO System is an application designed for contractors performing work for the
ORLEN Group and used to submit and archive design documentation to the System. The
functionality of the system was divided according to the authorizations of individual users.
This ensures that a specific user may access only the cases and features of concern to him
or her.

2. Application Operation

2.1 Logging into the Application

After creating an account in the System, the Provider will receive an e-mail with information
about how to set a password to the application.

Note: Internal Documentation Suppliers log into the System using the domain data.

To log into the application, go to:

https://archeo.orlen.pl

Figure 1 shows the startup screen of the application, where there are logging fields.



To log in, you need to enter the required data, i.e.:

m login (the e-mail address to which an e-mail with the instructions on how to set a password
was sent),

m password.

The screen is used to log the Contractor into the system.

/) ARCHEO

Techniczne Archiwum GRUPA LI

[ D

YOUR USERNAME

YQOUR PASSWORD

O remember me Forgot yvour Password?

Figure 1: Login page for the ARCHEO system

If you have entered correct data, you will be redirected to the page with a list of cases.
Otherwise, a message will be displayed informing that the login details are not correct. An
account will be blocked after entering incorrect data three times. To unblock the account,
please contact the system administrator.



2.2 Language Selection

The application allows you to work with the system in three languages: Polish, English and
Czech. The default language can be selected on the login page or inside the application.

On the login page, there are three flags representing the three languages (Figure 2); when
you have selected one of them and logged in, the System will be displayed in the selected
language.

/) ARCHEO

Techniczne Archiwum GRUPA T3]
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YOUR USERNAME

YOUR PASSWORD

Login
O Remember me Forgot your Password?

Figure 2: Language selection on the login page

If you want to change the language while logged in to the application, simply expand the
menu under the name of the user and select a language (Figure 3).

<™ Malgosia Jankowska v
. Polski
Sl Favorites General processes et

Cestina

No tiles defined for group

Todo Handover of Giving opinions of | Documentation
documentation documentation Change Password

11 10 1

You can define your own tiles from filter panel on issue list using save as tile button.

Figure 3: Language selection in the system



2.3 Changing a Password

To change the password, select the link with the name of the logged-on user located in the
upper right corner of the main screen. After expanding the context menu, click Change
password (Figure 4).

’Q Malgosia Jankowska
ORLEN
. . Polski
~l Favorites General processes .
nglish
E . . . Cedtina
No tiles defined for group Todo e erteatee Giving apinions of | Documentation

You can define your own tiles from filter panel on issue list using save as tile button. Sign Out

11 10 1

Figure 4: Changing the password

Figure 5 shows a screen for changing the password. To change the password, you need to
enter:

= Current password
= New password

= New password again

Change Password

Use the form below to change your password.

Account Information

Current password:
MNew password:

Confirm new password:

Change Password

Figure 5: Page for changing the password



Your new password must contain at least 8 characters and include:

= atleast 1 upper-case letter,
= atleast 1 special character,
= atleast 1 digit,



2.4 Application Homepage

N Malgosia Jankowska v
ORLEN O
<l Favorites General processes 2

No tiles defined for group Todo lover. Giving opinions of | Documentation
. B - R ume! documentation lend
You can define your own tiles from filter panel onissue list using save as tile button

Figure 6: Homepage

After logging into the ARCHEO System, you will see your profile homepage (Figure 6). On
the left side of the screen there is a drop-down menu [1].

The numerical values of the tiles are updated automatically at specified intervals (typically
every 20 minutes) in conformity with the value entered by the system administrator in the
configuration file.

The “Refresh tiles” button located in the upper right corner, under the name of the currently
logged-on Documentation Provider [2], provides additional functionality. After clicking on the
button, the sections titled “Favorites” and “General processes” will be refreshed and the
numerical values indicating the number of cases within a tile will be updated.

Please note that the numerical values of the tiles can be out of date since the number of the
cases within the tiles is updated at specific intervals or after pressing “Refresh tiles”. The
number is not refreshed after executing an action or returning to the list of cases from the
side menu.

The central part of the website has been divided into two parts: the first part with the name
Favorites is devoted to personalized views of lists of cases created by users (by default,
every new user user has no defined views). Creating views is possible by using the Save as
Tile option.

The second part of the screen (General Processes) contains a basic list of cases, in the
execution of which the Documentation Supplier may be involved. A list of all cases which the

Documentation Provider should consider is displayed in the first upper tile “To Do” (red tile).
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The numbers displayed on each of the Tiles define the number of cases to be raised by the
Documentation Provider.

2.5 How to Navigate Around Cases?

First, you need to choose an area of interest. Let's assume that you want to take care of
Submission of Documentation.

To reach detailed information on a case from the category Submission of Documentation,
click on the tile representing the type of cases, then you will be redirected to the screen with
a detailed list of cases to be executed in this area (Figure 7).

A detailed list of cases contains the basic information about each of the cases included in
the list. They will include, among others:

Project number — the unique number of the investment project

Project name — the full name of the investment project

Parent folder — the folder which is one level higher than the destination folder
Destination folder — the exact location in the resources of the project to which
documentation will be submitted

Case number — a unigue case identifier

State — the current state of a case

Last action — the exact date and time of the last event executed on the case
concerned

Modified by — the information about the person who executed the last event on the
case concerned

Closed — a padlock icon indicating the state of the cases; if the padlock is locked,
this means that the process of the case concerned has been completed and the
case has been closed / archived. By default, cases closed (locked padlock) are not
displayed in the list.

A page switch [1] is located under a detailed list of cases. This solutions allows you to
display a limited number of records on the page at the same time. To get to other cases, you
should change the page.

11



Issues > Handover of documentation

X IE R g | System view

Project No. Project name Parent folder Destination folder Issue Id State Lastaction

888888 12345 Budowa DRW X Dziatka Podstawowa Branza BHP/PPOZ 396 Documentation to transfer 2016-09-0511:01:43

|
Export {current page)  Export (all pages)
Displaying page 10of 1 ele

Figure 7: A detailed list of cases

Some cases can be displayed in orange or red. Orange color indicates that there are 7 days
or less left to the deadline for completion of the case. If the case is highlighted in red, this
means that the deadline for completion of the case has already passed.

2.5.1 How to Filter Cases on the List?

To go to a list of cases, select one of the created or basic tiles (Figure 8).

~ A AnetaKowalsk v

ORLEN}

) 2}
Newissue Nl Favorites General processes

=Y

Issues list

Handover of Giving opinions of§ Documentation
documentation | documentation

Figure 8: Selection of case tiles

On the list of cases, in the top right corner, under the name of the Documentation Provider
there is a Search icon [1] (Figure 8).
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When you click on the icon mentioned above, the case search / filtering form

(Figure 9).

Issues > Handover of documentation

PR IE R | System view

Project No. Project name

888888 12345_Budowa DRW X

) Ewort(wrentpagel  Export (all pages)

1o

[1] “Search” button,

O Evotlarpe

ues ¥ Handower of documentation

System view

Project No.

Project name

12345 Budowa DRWX

Export all pagesl

Parent folder

Figure 10: Case search / filtering form

Dziatka Podstawowa

Parent folder Destination folder

Dii i 02

Figure 9: Filter button

Destination folder

Branza BHP/PPOZ

[2] “Clear All” button used to clear the search parameters,
[3] Button used to pin a search screen so that it is always on top,
[4] “Save as tile” button used to create own tiles.

Issue Id

356

Issue Id

396

State

Documentation to transfer

State

Documentation to transfer

Aneta Kowalska »

Last action IsClsd

2016-09-0511:01:43 '

Displaying page 1f 1, elements 11a10f 1

is displayed

Aneta Kowalska v

Y
Options

Show all
Started by me
Closed / Archive

Author / Last person
Issue Id

Created
from to
Last action
from to
Process
Handever of documentation
State

Choase...

Attributes

Choore_ N

Save as Tile Clear All
—— 1

By completing the following fields of the search form used to search the list of cases, you
can limit the number of records that appear on the list. The following filters are available:

Show all,

Case ID,
Created,

Last action,

Started by me,
Closed/Archive,
Author/Recent changes,
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n Process,
n State,
Attributes.

To use a filter, you need to fill in appropriate fields and click the Search button [1] (located on
the bottom of the form).

The search by attribute is done by selecting a specific attribute from the drop-down list and
pressing the + button. Then, a new field will be added on the search panel according to the
attribute selected from the list. The availability of a given attribute depends on the value
entered on the Process list; each of the processes has its own specific and key search
attributes.

A form can be cleared by clicking the Clear All button [2].

The search screen can be pinned to the screen with the list of cases using the @ [3] button
in the upper right corner of the search panel. Then, it will be displayed on top when viewing
the subsequent search results pages. You can unpin the search screen in a similar way by

e

clicking the button. To close the search panel, press the icon Y :

2.5.2 How to Create Own Tile?

To adjust the tiles, you need to go to a list of cases and use the filter option [1]. Next, in the
Options [2] section choose the conditions to be met by the cases selected by you. Finally, the
selected conditions should be saved as tiles [3].

Project name Parent folder Destination folder Issueld  State

12345 Budowa DRWX i 74 396 Documentation to transfer

..........

Figure 11: Case filtering
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A newly created tile will be displayed in the Favorites [1] section (Figure 12).

S Aneta Kowalska v

2

<™
ORLEN]

Newlsme < Favorites General processes
Issues list =]

Aneta
Kowalska

Handover of Giving opinions of| Documentation
documentation § documentation

1 1 0

Figure 12: A newly created tile

If you select the Show all option, you will see a list of all of the cases on which you can
execute, or you have executed, an event.

2.5.3 How to Save the Sorting Order on Own Tile?

Each Documentation Supplier can set their own sorting on their tiles. To do this, you simply
need to open own tile and sort the list of cases by clicking on the column title; the sorting
order will be saved automatically.

ves > Handover of documentation .
AnetaKowalska v

E— . Y
Project No. Project name Parent folder Destination folder Issue Id State Last action IsClsd
888388 12345 Budowa DRW X Drziatka Podstawowa Branza BHP/PPOZ 396 Documentation to transfer 2016-09-0511:01:43 GE‘

0 Export [currentpage)  Export all pages)

1 Displaying page 10f 1, elements 1to 1of L.

Figure 13: Column sorting

If you reopen the tile, the list of cases will be sorted in a preselected order.
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2.5.4 How to Delete Own Tile?

To delete own tile, simply press the cross located in the upper right corner of the tile.

Favorites General processes

¥
< -
[ORLEN]
Newissue =]
Issues list B
Aneta
. .

Handover of Giving opinions of§ Documentation
documentation

Figure 14: Deleting own tile

Aneta Kowalska v

Then, you will see a message confirming the deletion of the tile, which has to be confirmed

by pressing the OK button.

&5 Are you sure you want to delete Tile?
DRLEN

T oK. Anul - -
ewissue =@ Favorites ™Y processes
ssues list B

Aneta

Kowalska documentation documentation

1

Figure 15: Message confirming the deletion of a tile

Todo Handover of Giving opinions off] Documentation
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2.5.5 How to Filter Cases with the Selected “Show
All”, “Started By Me” Fields and Other

Possible Combinations?

To view the cases that have been hidden, you need to filter the cases with the selected

“Show All” field using the case search form (Figure 16) Y.

Project name Parent folder Destination folder Issue ld State
12345 Budowa DRW X Dziatka Podstawowa Brana BHP/PPOZ 396 Documentation to transfer
ted
Last
Pros
rtributs

Figure 16: Filtering panel with the selected “Show All” field

You will see a list of all of the cases on which you can execute, or you have executed, an
event. You can save the list of cases found in this way as own tile by pressing the Save As
Tile button and giving the tile its own name.

“Started By Me”

You can also find the cases created by you by ticking the “Started By Me” box. In such a
case, a list of cases will be generated that have been registered by you and on which you are
able to execute events (then you will not see cases on which you do not have any action to
execute). In the case of a Contractor, the list made using the “Started By Me” filter option
will always be empty.
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Project No. Project name Parent folder Destination folder ssue Id State

886888 12345_Budowa DRW X Daziatka Podstawowa Branta BHRPPOZ 396 Documentation to transfer

*)  Eportiourrentpage)  Export all pages)

Figure 17: Case search screen with the “Started By Me” box checked

Other possible filtering combinations:

Show All + Started By Me

This generates a list of cases created by the user on which the user has executed or
can execute an event.

Closed/Archive
This generates a list of cases that have been closed.
Started By Me + Closed/Archive

This generates a list of cases that have been registered by the user and
closed/processed.

2.5.6 How to Find Cases Created on a Specific

Date?

To do this, use the filtering panel on the list of cases and select the desired date in the
“Created” fields.

18




ues > Handover of documentation

Project name Parent folder Destination folder Issue Id State

Figure 18: Screen used for finding cases created on a specific date

The values in the fields should be set so that the range covers full days from 00:00 to 23:59.
After filling in the fields, press the Search button.

2.5.7 How to Go to a Specific Case, Display its
Details and Execute an Event?

Detailed information and the control center of the selected case are displayed after clicking
on the row representing the case on the |list of cases of a process
(Figure 19). Click in the are marked with a red frame to go to the case details.

Issues > Hand f di itat
andover of documentation Aneta Kowalska v

e . Y
Project No. Project name Parent folder Destination folder Issue ld State Last action IsClsd
888888 12345 Budowa DRWX Dziatka Podstawowa Brania BHP/PPOZ 396 Documentation to transfer 2016-09-05 11:01:43 d‘

0 Exportcurrentpagel  Export (allpages]

o Displaying page 10f 1,elements 1 to 1 of 1.

Figure 19: Click in the area to go to the case details
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> H o tation > lssue 396
Aneta Kowalska v

[ —

Handover of documentation :

Documentation to transfer

Issueld:

E General Date created:
£ User:

Short Desc:

Area:

Project:

Stage:

Category:

Document type:

Prototype of document:
Deadiline for submission of the
documents:

Iteration amendments:

Figure 20: Details of the selected case

The central part of the screen [2] shows information depending on the selected side button

[1]:

[ General — allows you to view basic information about a case [1];

Depending on the state of a case and the level of authorizations, in section [3] the
Documentation Provider also sees the process event execution buttons. Press these buttons
to process cases. For example, if you are logged in, you can execute the “Forward
documentation” event in the case of the Handover of Documentation in the
“Documentation to transfer” state (Figure 20).

2.5.8 Why Are Some Cases Not Visible on the
List?
As mentioned above, each basic tile corresponds to particular processes and contains a list
of cases on which the user currently logged in can execute events. If executable events have
already been executed or a case has been closed (the process has reached an end), the

case will not be displayed. In this case, perform appropriate filtering as described in chapter
2.5.5, for example, using the Show All option.

2.6. What is the Function of the Red “To Do” Tile?

20



After clicking the red tile (at the top of the left hand side of the “General processes”
section on the start page of the application), you will see a detailed list of all the cases
currently having the “To Do” status.

N 2

Aneta Kowalska v

General processes

Handover of Giving opinions of§ Documentation
documentation

Figure 21: “To Do" tile

2.7. What Is the Functionality of the Main Menu?

The main menu the function that allows you to go to the Issues list (view of the tiles on the
main screen of the application). Figure 22 shows the basic variant of the main menu.

Aneta Kowalska v

. k2]
General processes

Todo Handover of Giving opinions of§ Documentation
s from filter panel on issue list using save as tile butto documentation documentation

Figure 22: Main menu
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3. Processes

3.1. Handover of Documentation

As part of the process, the Documentation Provider will provide additional documentation
files to folders that have been defined by the Project Manager on the part of the ORLEN
Group. After the Documentation Provider has added documents and submitted them to the
manager, the documents will be subject to a quantity check on the part of the ORLEN Group
and a documentation submission report will be generated. Handover of documentation is
completed with the acknowledgement of receipt of the report by the Documentation Provider.

How to Submit Documentation?

To submit documentation, select the case in the “Documentation to transfer” state (Figure
24) from the Handover of Documentation tile (Figure 23) and then execute the “Forward
documentation” event (Figure 25).

The information shown on the list of cases include details of the project and type of
documentation, to which a given case in the list refers. (Figure 24)

After selecting a case from the list, information about the project and the folder for storing the
documentation submitted are displayed on the “General”’ view of the selected case. (Figure

i\ - Aneta Kowalska v
) A2
Newissue [~ Favorites General processes
Issues list Bl Notiles defined for eroun
ST = Handover of Giving opinions of§ Documentation
PR documentation documentation
Figure 23: Handover of Documentation tile
ves > Handover of documentation Aneta Kowalsha v
7
Systemview U
Project No. Project name Parent folder Destination folder Issue Id State Last action IsClsd
888888 12345 Budowa DRW X Drziatka Podstawowa Branza BHP/PPOZ 3% Documentation to transfer 2016-09-0511:01:43 d‘

0 Export[cumentpzge)  Export all pages]

1 Displaying page 1of 1, elements 1to 1of 1

Figure 24: Handover of Documentation issue in the “Documentation to transfer” state
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Aneta Kowalska v

Forward documentation

Issue Id: 3%

Date created: 2016-09-05

User: System Information

Short Desc:

Area: PKN - Inwestycje Majatkowe
Project: 12345 Budowa DRW X (868888)
Stage: Dokumentacja wykonawcza
Category: Dziatka Podstawowa
Document type: Brania BHP/PPOZ
Prototype of document:

Deadline for submission of the 2016-09-06

documents:

Iteration amendments:

Figure 25: “Forward Documentation” button

The forward documentation form (Figure 25) contains the required fields in which
to add documentation which is to be submitted by pressing Add [1]. In this field, yo

you need
u can add

multiple files at once. At the same time you can add a maximum of 100 files, each of which

may not exceed 100 MB.

Additionally, you need to complete the detailed data [2] of the added document:
- Contract/agreement/order number,

- Study number acc. to the Supplier,

- Title of study,

- Revision no.,

- Study phase.

ses > Handover of documentation > lssue 396

Handover of documentation :

Documentation to transfer

E General Event: Forward documentation
Forward documentation 5-2222
o

~Select value - 2

Documentation subject to transfer

E
red field

Figure 26: Forward Documentation form

Once you have completed the form, press Commit [3].

Aneta Kowalska v

Forward documentation
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After the event has been executed, the case can be submitted to the manager, which results
in the case being referred to the Project Manager on the part of the ORLEN Group or, if there
is a need to enter additional documentation, submit further documents. After the step of
submission of documentation, the attached files are stored in the relevant case and you can
modify or delete them or add more files until they get to the manager.

What Do You Do When You Need to Provide Additional Documentation?

If documentation entered is not complete, the user submitting the documentation can attach
additional documents executing the Forward additional documents event. To do this, press
Forward additional documents (Figure 23).

> > lssue396

% Forward to verify Forward additional documents
Handover of documentation : g

Forwarded documentation

Figure 27: Forward additional documents button

When you press the button, the system will display a form that will enable you to submit
additional documents (Figure 27). To add more documents, simply press Add [1]. Rules for
attaching further files.

24



> Handover of d tation > lssue 396

Handover of documentation :

Forwarded documentation

[ 2 B
. Forward additional documents

Aneta Kowalska v

Forward to verify Forward additional documents

Event: Forward additional documents

52222

o

Figure 28: Form of the Forward additional documents event

To execute the event, click Commit [2]. If you want to cancel the execution of the event,

press Cancel [3].

After the submission of further documents, the case goes back into the “Forwarded
Documentation” state, which allows you to submit documentation to verify or again add the
missing documents. To add a document with the same name, first use the “Remove” or “x”
sign (Figure 28) to delete its old version.

Forwarded documentation

Event: Forward additional documents

Contract/sgreement/order number

98765432

The number of development by Suppliers
431-5T
Revision number
1
Development phase
IFC - for structure
In the case of the need for additional documentation, use the form below:

Armost 100 Gocuments can be SITached 1o The field. Size of esch file snould not exceed 100 ME.

ingon the finisn

3 that ail af the selected files were uplosded to the server. This is indlsted oy
5 green circie Visibie next to the upioaded file name.

@ dokumentacjs 1.docx

@ dokumentacja 2.docx  |Remave

@ dokumentacjs 3.docx  |Remavy

Figure 29: Deleting a file
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How to Submit Documentation for a Quantity Check?

To submit documentation for a quantity check, execute the “Forward to verify” event. To do
this, click Forward to verify on the screen showing the details of the case concerned (Figure

29).

@ Issues > Handover of documentation >  Issue 407

[ORLEN|
5% Handover of documentation:

=B Forwarded documentation

Matgosia Jankowska

Forward to verify Forward additional documents

Issue Id:
General Date created:
User:

Short Desc:

Area:

Project:

Stage:

Category:

Document type:

Prototype of document:
Deadline for submission of the
documents:

Iteration amendments:

407
2016-09-06
System Information

PKN - Inwestycje Majatkowe
12345_Budowa DRW X (888888)
Dokumentacja wykonawcza
Dziatka Podstawowa

Branza budowlana

2016-09-23

0

Figure 30: “Forward to verify” button

When you press the button, the system will display a form (Figure 30) that requires
confirmation of submission of documentation to the manager for a quantity check. If the
attached technical documentation is complete in terms of quantity, check the required ‘I

confirm enclose documentation” [1] field, and then press Commit.

Issues » Handover of documentation > Issue 407

Handover of documentation :

Forwarded documentation

Matgosia Jankowska

Forward additional documents

E General Event: Forward to verify

By checking the box below, you acknowledge that the technical documentation which was attached is
% Forward to verify complete quantified. The accompanying documentation will be verified quantitatively. In the absence of
completeness, the case will be withdrawn in order to complete the missing documents.

*| confirm enclose documentation

* | confirm enclose documentation: Required field

Figure 31: Form of the Forward to verify event

How to Complete Documentation?

If transferred documentation does not pass a quantity check on the part of the ORLEN
Group, the case, to which the documentation was attached, will return to you in the
“Documentation pending completion” state (Figure 32). The case will be available to
you from tiles: “To Do” and “Handover of Documentation”. You will be informed of

such a situation by e-mail.
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ssues > Handover of documentation Matgosia Jankowska
M

Systemview ~ Y

O Project No. Project name Parent folder Destination folder Issueld State Last action IsClsd

] 888888 12345_Budowa DRW X  Dgziatka Podstawowa Branza budowlana 407 Documentation pending completion  2016-09-06 15:11:03 d‘

Figure 32: Documentation pending completion

After going to the screen showing the details of such case, you can get familiar with the
comments and confirm their acceptance (Figure 33).

ssues > Handover of documentation >  Issue 407 Malgasia Jankowska
v

Handover of documentation:

Documentation pending completion

Issueld: 407

General Date created: 2016-09-06
User: System Information
Short Desc:
Area: PKN - Inwestycje Majatkowe
Project: 12345_Budowa DRW X (8858888)
Stage: Dokumentacja wykonawcza
Category: Dziatka Podstawowa
Document type: Branza budowlana
Prototype of document:
Deadline for submission of the 2016-09-09
documents:
Iteration amendments: 0

Figure 33: “Confirm comments acceptance” button

After clicking on “Confirm comments acceptance”, you will see a form (Figure 34) with
remarks [1] from the verifier of the documentation provided by you.

After you have become familiar with the remarks, confirm by checking the checkbox “I have
read the above comments” [2] on the form and then click Commit [3].

.
Handaover of documentation :

Documentation pending completion

E General Event: Confirm comments acceptance

Documentation comments
Confirm comments acceptance

Below is a list of the comments submitted to the submitted documentation, as well as the expected date
of their inclusion.

Comments deadline teration smendments

9/9/2016 =] 0

Comment verifying person

please complete .
|:|‘ I have read the above comments

« | confirm acceptance of comments: Required field

Figure 34: Remarks about the forwarded documentation
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At this point, the case goes back into the “Forwarded Documentation” state. Further actions
include the same steps as those described in the section titled “How to Submit
Documentation for a Quantity Check?”. Please note that to add a new version of any of
the files, you must first remove its previous version.

Confirm acceptance of a trsansfer protocol

The last step in the process of Handover of Documentation is the “Confirm acceptance
protocol” event. To complete the process, you must confirm acceptance of a transfer
protocol. To start the event, click the “Confirm acceptance protocol” on the screen
showing the details of the case in the “Complete documentation” state (Figure 35).

sues » Handover of documentation > Issue 407 Matgosia Jankowska

.
Handover of documentation :

Complete documentation

Issue Id: 407
General Date created: 2016-09-06

User: System Information

Short Desc:

Area: PKN - Inwestycje Majatkowe
Project: 12345_Budowa DRW X (888888)
Stage: Dokumentacja wykonawcza
Category: Dziatka Podstawowa

Document type: Branza budowlana

Prototype of document:

Deadline for submission of the 2016-09-09

documents:

Iteration amendments: 1

Figure 35: “Confirm acceptance protocol” button

The documentation transfer protocol attached by an employee of the ORLEN Group is
included in the form (Figure 36) concerning this event in the “Documentation transfer
protocol” field [1]. Your task is to download and read it, and then check the required
“l confirm acceptance of a protocol” box [3]. Optionally, you can attach a scan of the
protocol with your signature in the “Enclose report” field [2].
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Issues » Handover of documentation > Issue 407 Matgosia Jankowska ~

|
Handover of documentation :

Complete documentation

E General Event: Confirm acceptance protocol
Documentatlon transfer protocol
8 Confirm acceptance protocol 1 Protokol_przekazania_dokumentscji_technicznej 2016-09-06_15-24-13 docx

Number of the sent documents
7

Please download the attached protocol reception, read the contents, then print and attach a scan protocol
with physical signature to complete proces.

Enclose report

Add 2
[* Leonfirm acceptance of the protocol
14 ]
= | confirm acceptance and enclosure of the protoco! : Required field 5

Figure 36: The form of the “Confirm acceptance of the protocol” event

To confirm the completion of the case, click the Commit button [5]. As in the case of the
previous screen, it is also possible to cancel the completion of the case by clicking on
Cancel [4]. Execution of the event will result in the change of the state of the case to
“Forwarded Documentation”. Acceptance of protocol can be confirmed only once.

Receipt Report

A receipt report will be generated on the part of the ORLEN Group and sent to the
Documentation Provider through traditional means.
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3.2 Giving opinions of Documentation

As part of this process, if the need arises, you will have to respond to the opinions issued on
the documentation provided by you. This is done as part of the “Giving opinions of
Documentation” issue in the “Awaiting for documentation provider’s reply” state. You will be
informed of such a situation by e-mail.

How to Take Account of the Remarks Sent by the ORLEN Group?

If your documentation has not been assessed positively, it is sent to you as a “Giving
opinions of Documentation” issue in the “Awaiting for Documentation provider’s reply”
state (Figure 37).

ssues  »  Giving opinions of documentation Matgosia Jankowska

System view [v] ?
O Contract number Project No. Project name Parent folder Destination folder Created Issue Id IsClsd
O 1234355 Kotas_1 Branza telekomunikacyjna (teletechniczna) Inne 2016-08-29 11:08:11 368 r’

o Export (current page) Export (all pages)

¢ 1 » Displaying page 1of 1,elements 1to 1 of 1.

Figure 37: Awaiting for documentation provider’s reply issue

After going to the screen showing the details of the case concerned, you can execute the
“Include comments” operation (Figure 38). Press this button to display a form containing all
remarks and assessments collected concerning our documentation (Figure 39).

ssues > Givingopinions of documentation > Issue 368 Matgosia Jankowska «

Include comments.

Giving opinions of documentation:

Awaiting for documentation provider's reply

Issue Id: 368
General Date created: 2016-08-29
User: Danuta Kotas

Short Desc:

Comments including term for 2016-09-30
Documentation provider:

Contract number:

2.Project number: 1234355

3. Name of project: Kotas_1

4. Parent folder: Branza telekomunikacyjna (teletechniczna)
5. Destination folder: Inne

Figure 38: Details of the “Include comments” issue
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E General Event: Include comments

Below is a list of the opinions to the submitted documentation.
% Include comments .
deadline

C
['9/30/2016 ]

Issuing opinions the document
20160829 ArcheoSzkolenie.doc

Attachment to opinion

Instructions from innﬂlial

Tieof attention .

Opinion to document

Opinion to document

Please respond to the above comments on the selected documents and attach files revised in the following
sections

Document aﬂ
| a3

Eommems document provider

By checking the box below, you confirm that responded to all the comments and refer the matter for further
processing.

[1* 1 confirm to take all comments

;
+ Comments by document provider: Required field

+ Document: Required field
* | confirm to take all comments: Required field

Figure 39: Form for “Include comments” issue

At the very top of the form [1], you can find documents attached by you, which have been
indicated on the part of the ORLEN Group as requiring a response from the Documentation
Provider. They can also contain comments and attachments to the relevant assessments.
Below [2] you can find assessments assigned to the document concerned. At the bottom of
the form is a reproducible section [3], in which you need to attach appropriate revised
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documents and reply to the comments contained above. You can use the plus button [4] to
add more than one file. If you press the button, a further section [3] will appear in which you
can attach another file. After you have attached all the files and responded to the comments,
you need to confirm that you have taken account of all the comments [5]. Finally, press
Commit [6] to submit the revised documentation back to the ORLEN Group.

The ORLEN Group can resubmit the documentation to you with further comments. In
such situation, an additional field with such comments will appear on the form for taking
account of comments (Figure 40). The procedure is exactly the same as described above.

" : I
waitir I for documentation provider's re ply

Event: include comments
L e

Regards:

Please specify

rewieved document

Attachement

Instructions

Figure 40: Additional remarks
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3.3 Documentation lend

As part of this process, an External User with an account in the System, if the need arises,
will be able to borrow documentation from the archive of the ORLEN Group.
How to Start the “Documentation lend” issue?

To start a new “Documentation lend” case, you need to select the “New issue” item from the
left menu (Figure 41).

N Matgosia Jankuwsl::;
E— Favorites General processes
lssueslist  w No tiles defined for group. Todo Handover of Giving opinions of | Documentation

You can define your own tiles from filter panel on issue list using save as tile button. cocmentation coaumenttion
11 10 1
Figure 41: Starting a new issue

The External User will be taken to a page on which there are processes that can be run by
an External User. Next to a process, press Run as shown in Figure 42.

’Q i Malgosia Jankowska «
Newissue & Addnewissue i= 0

Issues list B

8 Documentation lend
Anexternal user or employee GK Orlen is made on behalf of external user request for access to those resources. Selects folder and documents. In the next step Administrator ARCHEO verify the application. It can also

outsource consultations indicated to you ARCHEQ

Figure 42: Running a “Documentation lend” issue

After you have started the process, you will see the application for borrowing documents
(Figure 43).

33



‘{\

[ORLEN] . Event: Complete the application
Mew issue
The spplicant
Issues list & | Matgosia Jankowska

Select the folder from which you want to get documents:

Ares
<Select> n -

Project
<Select>

£

Stage
<Select>

Category
<Select>

Document type
<Select>

Prototype of document
<Select>

El

Project data

Task name

Task number
| |

Contract number

Substantiation {in case of inference in someone else's behalf, please provide your target recipient).

Figure 43: Application form for borrowing documentation

On the form the External User must indicate the exact path to the location of documentation
which they want to borrow from the Digital Archive and state the reason for borrowing the
documentation. Optionally, the User can enter the contract number to which the borrowing of
documentation is related.

The last step on this form is to press Commit [1]. If the specified folder is empty, the system
will inform you thereof by displaying an error message at the bottom of the screen (Figure
44).

Failed to perform the required action final. Taking the step failed.

ERROR: nofiles in this folder.

Figure 44: Error upon selecting an empty folder
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If the selected folder contains documents, the “Documentation lend” issue is started in the
“Application during the filling” state (Figure 45). At this stage of the case, the External
User can submit an already filled-in application [1], select specific documents to borrow [2] or
change the folder [3] if they have selected the wrong folder when starting the borrowing case.

> Issues > Documentationlend > lssue 403 iaJaanwskav
Make application Select documents

Newisue Documentation lend :

fssues st Application during the filling
Issue Id: 403
General Date created: 20160905
User: Malgosia Jankowska
Short Desc:
The applicant: Malgosia Jankowska
Area: PKN - Inwestycje Majatkowe
Project: 12345_Budowa DRW X (888888)
Stage: Dokumentacja wykonawcza
Category: Dziatka Podstawowa
Document type: Branza mechaniczna
Prototype of iag
Task name: 12345 Budowa DRW X
Task number: 888888
Contract number: 0385438
Substantiation: I need this documentation for a new project - no. 12345,

Figure 45: A “Documentation lend” issue started

How to Change the Folder with Documentation?

If you use the Change folder button [3], you will see a form that is similar to that displayed
when starting a case and used to specify a new folder (Figure 46); The form contains the
data entered when starting the relevant case.

ssues ) Documentstionlend 3 Issue 403 Maigosia Jankowska

Documentation lend -

By Application duringthe filling

E General Event: Change folder

Changs folder Correctthe previous application, if necessary

dres
[PKN- Inwestycje Majstowe

12345 Budowa DRV X (838828)

stz
Dotumentacjs wykonaweza

Doeumenttype
Branzs mecnaniczna

:::::: pe ofdosumert
Rurociggi

Projectasta

Contract number

0385438

Supsmantistion
| need this Gocumentation for & new project - no. 12345,

e

Figure 46: Changing a folder
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Changing the path and pressing Commit will result in the list of documents being uploaded
from the newly specified folder.

How to Indicate the Documents to Borrow?

Clicking on the Select documents [2] button (Figure 45) displays a list of all documents
available to the External User in this folder (Figure 47).

Documentation lend :
i Application during the filling

New issue

8 E General Event: Select documents

Falder

Select the documents to which access is requesting. And also are applying only for access to the electronic
% Select documents wversion or the paper.

|PKN-‘ je Maj lektryczne ie zbiarnika o VRLU ASNS (02108}\D: jawykong

Archival number

SAC/PKNIM/2016/000000021 ) °)

File name —

| za11002pdf | o

-
[ Share en elecemeTesion [0 Plesse provide paper version

4 5

Falder

| PKN - Inwestycje Majatkowe\Elektryczne ogrzewanie zbiornika buforowego VRU ASNS (UZlDG)\Dukunmcjawytonn{

Archival number

| SAC/PKNIM/2016/000000022

File name

| zal 2002 pdf

[0 share snelectronic version [0 Plesse provide paper version

Folder

| PKN- il jatkowe'Elektryczne ogrzewanie zbiornika buforowegn VRU ASNS (02 106)\D: Ji wﬂonﬁ

Archival number

| SAC/PKNIM/2016/000000023

File name
zal 3002 pdf

[0 Snare enelectronic versien [0 Piesse provide paper version

Figure 47: Selecting documents

Each of the documents is defined by a set of fields. The first one [1] contains the exact path
to the document in the Digital Archive. The second one [2] contains the archival number
assigned by the System. The third field [3] is the name of the document. All of these fields
are non-editable. Each of the documents also allows you to check the “l would like to get
access to document in electronic version” box [4], and, if a paper version of the
document is also available, the “l would like to get access to a paper version” [5].
Documents to borrow are selected by checking the appropriate checkboxes next to the
documents that are of concern to the External User and pressing Commit. Again, we are
taken to the “General” tab for the “Documentation lend” cases in the “Application during
the filling”. Until the External User executes the “Make application” event [1] (Figure 45),
you can change the selected documents and folder at any time. Please note that in one case
you may make application for borrowing documents contained in only one folder.
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Confirmation of Data and Submission of the Application

After pressing “Make application” [1] (Figure 45), the External User only needs to confirm
the correctness of the data on the application [1] (Figure 48) and approve the declaration
[2] (Figure 48).

ssues ocumentation lend
Issues > Documentationlend > Issue 405 Malgosia Jankowska v

R ks pplaion

Documentation lend :
Application during the filling

H General Event: Make application

In carrying out this event confirms the correctness of the data entered into the application. After passing away
g Make application will not be able to modify the data entered. Make sure that
1 Indicated the correct folder

2 Indicated documents to which access was requested

[my dataon

| declare that | loaned documents will not be made available to third parties and will be used as intended.

1" accept the above provisions

« | confirm the accuracy of data on the application: Required fisid
« | acoeptthe above provisions: Required field

Figure 48: Submitting an application for borrowing documentation

After checking both fields and clicking Commit, the state of the case will be changed to The
application submitted (Figure 49) and the case will be referred to the relevant person on
the part of the ORLEN Group.

ssue Documentation lend
ssues > Documentationlend > Issue 405 Malgosia Jankowska v

Documentation lend :

The application submitted

Issue Id: 405
General Date created: 2016-09-05
User: Matgosia Jankowska

Short Desc:

The applicant: Matgosia Jankowska

Area: PKN - Inwestycje Majatkowe

Project: Elektryczne ogrzewanie zbiornika buforowego VRU ASN5 (02108)
Stage: Dokumentacja wykonawcza

Category:

Document type:

Prototype of document:

Task name:

Task number:

Contract number:

Substantiation: I need this documentation for a new project - no. 12345

Figure 49: A “Documentation lend” issue in the “The application submitted” state

Complete Application

In the case of any ambiguity, the application submitted by the External User may be returned
to the User for completion. In this case, the case in the “Pending on complement” state will
return to the External User. Additionally, the applicant will be informed thereof by e-mail. At
this stage, the External User can only complete the application (Figure 50).
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> Documentationlend > Issue 405 Matgosia Jankowska v

Complete an application

Documentation lend :

Pending on complement

Issue Id: 405
General Date created: 2016-09-05

User: Malgosia Jankowska

Short Desc:

The applicant: Malgosia Jankowska

Area: PKN - Inwestycje Majgtkowe

Project: Elektryczne ogrzewanie zbiornika buforowego VRU ASNS (02108)
Stage: Dokumentacja wykonawcza

Category:

Document type:

Prototype of document:

Task name:

Task number:
Contract number:

Substantiation: I need this documentation for a new project - no. 12345

Figure 50: A “Documentation lend” issue pending on complement

Using the “Complete an application” button displays a form on which the External User
can enter an additional statement of reasons for their application in the “Complement”
comment box [1] (Figure 51).

ssues > Documentationlend > Issue 405 Matgosia Jankowska
v

Complete an application

Documentation lend :

Pending on complement

E General Event: Complete an application

‘Comments of accepting person
8 Complete an application Please specify

Complement

G

+ Complement: Required field

Figure 51: Completing the application

After entering an additional statement of reasons and clicking Commit, the case in the “The

application submitted” state will go back to the relevant person on the part of the ORLEN
Group.
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What if Your Application is Rejected?

If the decision maker on the part of the ORLEN Group rejects your application, the case will
be closed and its state will be changed to “Application rejected” (Figure 52). The case can
be found in the “Documentation lend” tile by using the “Show all” + “Closed” filter.

ssues > Documentationlend > Issue405

Documentation lend ;

Application rejected

Matgosia Jankowska «

Issue Id:
General Date created:
User:

Short Desc:

The applicant:
Area:

Project:

Stage:

Category:
Document type:
Prototype of document:
Task name:

Task number:
Contract number:
Substantiation:

405
2016-09-05
Malgosia Jankowska

Matgosia Jankowska

PKN - Inwestycje Majgtkowe

Elektryczne ogrzewanie zbiornika buforowego VRU ASNS (02108)
Dokumentacja wykonaweza

I need this documentation for a new project - no. 12345

Figure 52: A rejected "Documentation lend” issue

How to Receive the Borrowed Documents?

In case of approval of your application on the part of the ORLEN Group, you will be informed
thereof by e-mail, and the “Documentation lend” issue in the “Request approved” state
will appear in your tile (Figure 53). If the case is in that state, the External User may Receive

documents [1].

ssues > Documentationlend > Issue 403

Documentation lend :

Request approved

Matgosia Jankowska

Receive documents

1

Issue Id:
General Date created:
User:

Short Desc:

The applicant:
Area:

Project:

Stage:

Category:
Document type:
Prototype of document:
Task name:

Task number:
Contract number:
Substantiation:

403
2016-09-05
Matgosia Jankowska

Malgosia Jankowska

PKN - Inwestycje Majgtkowe
12345_Budowa DRW X (888888)
Dokumentacja wykonawcza
Dziatka Podstawowa

Branza mechaniczna

Rurociagi

12345_Budowa DRW X

888888

0385438

I need this documentation for a new project - no. 12345

Figure 53: A “Documentation lend” issue approved
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To receive the documents made available in electronic version, you need to go to the
“Receive documents” event. You will find a link to download a document available in
electronic version next to the document name (Figure 54).

Issues > Documentationlend > Issue403 Matgosia Jankowska «

Receive documents

Documentation lend :

Request approved

E General Event: Receive documents

Folder

. PKN - Inwestycje Majatkowe' 12345_Budowa DRW X (888888)\Dokumentacja wykonawcza\Dziatka Podstawows
Receive documents

Archival number
SAC/PKNIM/2016/000000007

File
dokumentacja 2. docx

Location paper version

coe

Figure 54: Link to download a document available in electronic version

After clicking on the link, the System will open a window to download the document (Figure
55). You should save such a document locally on your computer.

Issues » Documentationlend > Issue403 Matgosia Jankowska

Receive documents

Documentation lend :

Request approved

E General Event: Receive documents

Folder

. PKN - Inwestycje Majatkowe\12345_Budowa DRW X (888888)\Dokumentacja wykonawcza\Dziatka Podstawows
Receive documents

Archival number

SAC/PKNIM/2016/000000007
File

Location paper version

cs

4‘ Cay chcesz otworzy¢ lub zapisac plik dokumentacja 2.docx (11,1 KE) z witryny telementssac.orlen.pl? Otwérz Zapisz  v|  Anulyj } T
&

Figure 55: Saving an available document
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In case of document made available only in paper version, you cannot preview them in the
System. There is no link next to such documents in the “File” field (Figure 56), but all such
documents are listed in the section titled “Location of a paper version” [1] and you can find
there information about the exact place where you can receive a paper version of such
documents.

Issues > Documentationlend > Issue403 Matgosia Jankowska

Receive documents

Documentation lend :

Request approved

E General Event: Receive documents

Folder
. PKN - Inwestycje Majatkowe\12345_Budowa DRW X (888888)\Dokumentacja wykonawcza\Dziatka Podstawows
Receive documents

Archival number

SAC/PKNIM/2016,/000000007

Lacation paper version

document2.doc.
ul. Chemikow 7
Building no. 03
Plock

G

Figure 56: Documents in paper version

You can preview the event for a maximum of 30 calendar days.
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