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Introduction

Content Hub Corporate Newsroom is a centralised platform that facilitates global collaboration and
transparency, the managing of digital assets and streamlining content workflows.

The Key Objectives are.

e Standardisation across all ACS Group of companies.

e Consistency in communication and information sharing.
¢ Review and approval mechanisms for content.

¢ Implementing multi-channel workflows.

e Adopting a unified digital asset management system.

The focus of the Corporate Newsroom is on the development, approval, and publication of media
releases, external announcements, website news items, and social media posts.

This initiative will also involve the integration of DAM (Digital Asset Management) functionality to
support the inclusion of rich assets as part of the content creation processes.

System access and login Content Hub

Go to the Content Hub instance URL in a web browser to be redirected to the Login page.
Production server: https://cmc-p-001.sitecorecontenthub.cloud/en-US

Acs, | o Locate the relevant Company specific SSO

button and click on it.

o
£, username

e You will be redirected to your company’s identity

- provider login page
e Login with your normal company username,
Forgot password? password, and MFA credentials

o After successful authentication with the company
CIMIC S50

identity provider, you are redirected to Content Hub

CPB SSO .
main home page.

After successful authentication, Content Hub will automatically perform several actions to ensure
permissions are configured for the user:

o A native User is created in Content Hub (CH)

e The native User is linked to the identity provider account via the email address.

o The native User is assigned to predefined CH User Groups that holds the predefined
permission rules, based on group mapping rules and the group assignments provided by the
identity provider.

Index | Glossary | Standard Operating Procedures 5
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The hierarchical structure is used in two ways within Content Hub

1. When viewing the detail page of a parent object, we can quickly see all its related children
objects. For example, when viewing a Project, we can see all Assets and Campaigns related
to that Project.

2. When searching for a child object, all its parent relations can be used for filtering or
searches. For example, when on the Asset search page, you can filter by a specific event or
use a phrase from a Campaign description in the free text search, to narrow down to relevant
Assets.

A

Projects

@

©
®

Events have
been removed @

g
A

X

Content

q Fragments
A
M

Note: Entering metadata into the Project details is important as some of this valuable information is
automatically inherited into Campaigns, Jobs, Content and assets associated to the Project.

The Domain Model

The domain model details the main building blocks (Entity Definitions) of the system database, as well
as their metadata properties, Taxonomy relations and relations to other entity definitions.

Index | Glossary | Standard Operating Procedures 6
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Content object types and relations

A

Projects are collections of all items related to a particular "real life" project, e.g. a
construction project. It allows us to define Project attributes such as name, region, project
code etc. and to track project status. It also allows us to enter project information in one
place, and have the same information applied to related content and assets for better
searchability without any extra work from users.

a) Projects can contain Jobs (1), Content and Assets and Campaigns.

Campaigns are collections of all items related to that particular Campaign. It allows us to
define Campaign attributes such as the start and end date and a campaign description. It
also allows us to enter Campaign information in one place, and have the same information
applied to related content and assets for better searchability without any extra work from
users.

a) Campaigns can be related to a "parent" Project (8)

b) Campaigns can contain Jobs (1), and Content and Assets (3)

Jobs are used to manage the workflow for new content, approval of new assets, and re-use
of existing content/assets. They act as a container (or virtual folder) for moving related
content and assets through the collaboration and approval processes.

a) A job can be related to "parent" Projects, Campaigns.

b) A job can contain Fragments (7), Content and Assets (6) as "children"

Content are the digital articles that contains text and images intended for publishing. It also
allows us to add metadata about the content, such as the status, the intended output
channel, who needs to approve it etc.
a) Content can be related to "parent" Projects Campaigns (3), Events and
Jobs (6)
b) Content can be related to "children" Fragments (7) and Assets (8)

Assets are digital files such as images, videos, and Word documents, that have been
enriched with metadata for searchability, classification and permission management.
a) Assets can be related to "parent" Projects Campaigns (3), Jobs (6) and Content

(8)

Fragments are reusable snippets of content that doesn't change much over time but is
included in many Content items over and over. Typically appears at the end of a media/press
release or other official documents and provides essential background information about the
company.

1. Fragments can be related to "parent" Jobs and Content (7)

Index | Glossary | Standard Operating Procedures 7



CIMIC-Content Hub User Guide-V0.7

User Roles in the Approval Workflow
Overview
The purpose of the approval workflow is a structured, consistent process for creating, editing,

collaborating, reviewing and approving content. Delivering a unified, flexible way of working.
Consistency across teams enables easier collaboration.

e 1 or more collaborators (up to 10) for a single item of content.

e Each content item could have unique collaborators (therefore the workflow cannot be tied to
individuals/groups).

e Multiple people collaborating on the same content at the same time (parallel workflow).

e Ability to collaborate one at a time when required (sequential workflow).

¢ Review of assets as part of content/job process.

Internal
Collaboration

v |

BacktoComms
Back to Collaborate ( External Approval
< temalsoproval Review and Extoral approval —————————————

Al 1]
Back to Comms. % Pprove

A Finsl Approval  Back 4o Review

Internal Approval

Scheduling —— ptn — Y Published

Final Approval ~ — g

Security and privacy of WIP / unpublished content is of high importance, because certain
announcements will be sensitive and therefore cannot be visible to anyone who does not need to
know.

To allow for temporary access of specific collaborators (or approvers) to a piece of content that they
would normally not have access to see, we use the inbuilt Jobs functionality. Users assigned to
content (internal collaborators or approvers) will be given permissions to edit etc. until their role is
complete. The Content owner will then proceed to the content to the next stage of the workflow and
therefore remove the permissions from those collaborators or approvers.

Index | Glossary | Standard Operating Procedures 8
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The primary automation will involve adding those contributors/approvers (identified in the Job
metadata) to an assigned “Role” (of which there are 3 levels of permissions). This will give them
temporary access.

Once internal contributors/approvers have performed their part of the process, a secondary
automation will either remove them from the role or change the role to be a read-only role
(depending on actions performed by the content owner).

User Roles in the workflow

Content Owner — is a Content Hub user and the creator of the content item. They own the workflow
assignment of collaborators and approvers both internal and external of Content Hub for each
content item. They control the workflow processing of content through the various states until it
reaches the final approver. See Collaboration and Approval (Internal)

Internal Collaborator — is a Content Hub user and is assigned this role by the Content Owner to
contribute and comment on a content item.

External Collaborator — is not a Content Hub user and is assigned this role by the Content Owner
to contribute and comment on a content item. They will receive a Word document or PDF file from
the Content owner to review and make comments. They will reply to the Content owner with the
updated document for further review. See Collaboration outside Content Hub (External)

Internal Approver —is a Content Hub user and is assigned this role by the Content Owner to
contribute and comment on a content item as part of the final approval stages.

External Approver — is not a Content Hub user and is assigned this role by the Content Owner to
contribute and comment on a content item. They will receive a Word document or PDF file from the
Content owner to review and make comments. They will reply to the Content owner with the updated
document for further review. See Collaboration outside Content Hub (External)

Final Approver — is a Content Hub user and is assigned this role by the Content Owner to
contribute and comment on a content item as the final approval stage. If approved the content item
will move onto publishing.

Each user role is described in detail by a Standard Operating Procedure

Index | Glossary | Standard Operating Procedures 9



Setting up your Content Hub environment

Profile Page

Select the avatar icon at the top right corner of the Home
page, then choose Profile from the dropdown list.

+

()

mmhmmimmvc«mwmm:mmcmmmm

Resource management

Daily capacity Full-time

Notifications

Al auto tags ready 1o be reviewed
Change avatar

Al tagging job failed

Download failed

Change language (1)

Select the 3-dot icon to open the actions

dropdown list and select Change Language.

Choose your preferred language then Save

Change language X
English (United States) ~

German (Germany)
English (United States)
Spanish (Spain)
Spanish (Mexico)
French (Canada)

French (France)

Chinese (Simplified, PRC)

Change avatar

Select the word Change avatar to open the
menu.

Upload a picture by choosing Select file to
browse your computer or drag and drop a
picture into the file zone.

Alternativley, select the Take photo tab and
allow your computer camera to take a photo
and upload.

Index | Glossary | Standard Operating Procedures
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NEW IMPROVEMENTS ~ (2)

Downloads

My selections

NEW IMPROVEMENTS (D) 883 e

Change password @
@'}; Change language

@  Changetheme

@[@ Change time zone

9 Recent activity

) Speed test

a Install packages
Email Real ume
x X
X X
v ~

Change time zone (2)

Select the 3-dot icon to open the actions
dropdown list and select Change time zone.
Choose your locale time zone then Save

Change time zone

UTC+11:00

UTC+92:30

UTC+10:00

UTC+10:30

UTC+11:00

UTC+12:00

UTC#+12:45

UTC+13:00

-
Change avatar *
Upload  Take photn s
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Update your notification settings

Projects ~ Campaigns  Events Work v Content v  Asseis Collections Create  Review  Content Admin NEW IMPROVEMENTS (D) *e

Change password

Resource management &
Daily capacity Full-time o
Notifications
Email Real time
Al auto tags ready to be reviewed x *
Change avatar
Al tagging job failed X x

Select he pencil icon to open the notification settings for Emails and Real time screen popups.

Most of these settings are set by default and don’t need to be changed however ACS users need to
check and enable the following notification emails.

e Mentioned in a content annotation
e Mentioned in a modified comment
e Mentioned in a new comment

Import completed 3

Mass edit job completed

Mass edit job failed

Mentioned in a content annotation
Mentioned in a modified comment

Mentioned in a new comment

Print entity generation completed

ONNOION O ONOIOIO

Public link conversion configuration reset C’

Index | Glossary | Standard Operating Procedures 11
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Beneath the Profile page are other user related pages that contain lists of items created by or saved

by the user.

e Downloads

e Saved Selections

e Saved searches

e Saved Templates

e Background processes
e Trashed items

e Logout

NEW IMPROVEMENTS (@) @0
@ Profile

Downloads

&
@ My selections
Q

My searches
E)  Templates
@  Background processes
@  Mytash
@  Terms and conditions

O Logout

1. The Downloads page displays a list of all assets downloaded by the current user including
information details and buttons to download the assets to your desktop, share or delete the

download.

Projects  Campaigns  Events Work v Content v  Assets  Collections  Create  Review  Content Admin

Downloads
C  staws,
Name Targets
asset downlaod 2items Apr 29, 2025 216 PM

READY

NEW IMPROVEMENTS (D) 8 e

m

\LE]
Share via email

o Delete

2. The My Selections page displays a list of all saved selections by the current user including

information details and buttons to delete the download.

Projects Compaigns Events Work ¥ Content ¥  Assets  Collections Create Review  Content Admin

My selections

a

SavedSelection.Name ~ 3|

Name Z] Created on Created by

User Guides Apr 4, 2025, 12:25 AM

Training Videos Apr 4, 2025, 12:26 AM

patricia.doughertystumpf@sitecore.com

patricia.doughertystumpf@sitecore.com

wewmprovements @ @ )

3. The My Searches page displays a list of all saved searches by the current user including
information details and buttons to enable any search, save it as default, share or delete the

search. For further detail see Saved Searches

Projects Campaigns Events Work ¥  Content ¥  Assets Collections Create Review Content Admin

My searches
(=%
12z~ > 20 v SavedSearchMame ~ 3]
Name §] System default
Calendar-All created by me X
Calendar-Any modified by me x
Campaigns-All Created by me X
Campaigns-Any Moditied by Me X
Crntant_All raatar he ma v
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Created by

Superuser

Superuser

Superuser

Superuser

Cimanisar

MY DEFAULT  PUBLIC

PUBLIC

PUBLIC

PUBLIC

MY DEFAULT  PUBLIC

NEW IMPROVEMENTS (D) 38 e

m

o -]

Make private

# e

Remave as my default

Share

B »

Delete

-_—— R P
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4. The Templates page displays any page templates saved by the current user.

5. The Background processes page displays a list of all background processes including
information details, processing status and a button to view a report on any process.

Select the Job stats button to show detailed statistics on all processes.

Projects Campaigns Events Work ¥ Content ¥ Assets Collections Create Review Content Admin MEW IMPROVEMENTS (D) 5 e

Background processes

Background processes

= = Q
Filters Advanced
(& ite Createdon ~ 3|
TYPE A
Processing job 15 Type Number of targets Completed on State Condition m
File upload jeb 1 Processing job 2 Apr 28, 2025, 3:17 PM Completed SUCCESS View report
Mass edit job
Processing job 1 Apr 10, 2025, 12:44 PM Completed SUCCESS View report
STATE -
File upload job None Apr 10, 2025, 12:43 PM Completed SUCCESS View report
Completed 3
Processing job 1 Apr 10, 2025, 1243 PM Completed SUCCESS View report
COMDITION A
File upload job None Apr 10, 2025, 12:42 PM Completed SUCCESS View report
Success
Fall Processing job 1 Apr 9, 2025, 5:44 PM Completed SUCCESS View report
ailure

6. The My trash page displays a list of all items sent to the trash by the current user including
filters on the left side panel and buttons to restore an asset back to the main assets page or
delete it forever.

Projects Campaigns Events Work v Content ¥ Assets Collections Create Review Content Admin NEW IMPROVEMENTS @ @ e
My trash Selectall [] v @ Empty trash

© tems in trash will be permanently deleted after 30 days

- = Q
Filters Advanced
<] items Title ~  E] en-Us v B
ASSET MEDIA Q A
Tite 3] 7
Images -
O E polaris topping out content photo IO - |

7. The Terms and conditions page displays the text that is set by the administrator and are
used when sharing assets or collections etc.

8. Select the Log out list item to correctly logout of Content Hub.
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Content Creation and Planning

Project and Campaign management

Managing and Creating Projects

CIMIC-Content Hub User Guide-V0.7

A Project is a collection of all items related to that particular project, such as Content, Assets and
Jobs. It allows us to define Project attributes such as name, region, project code etc. and to track
project status. It also allows us to enter project information in one place, and have the same
information applied to related content and assets for better searchability without any extra work from

users.

Search and browse for existing Projects

Go to Projects page from the menu toolbar. Use the filters (1), global search (2) or a Saved Search
(3) to find existing projects based on primary company, project name or other criteria.

lmpllgl\s Events Work v Content v Assets Collections Creste Review
Projects

= = v
Filters  Advanced  Saved
PROJECT STATUS Q
CONFIDENTIALITY LEVEL Q
PRIMARY COMPANY Q
ADDITIONAL COMPANIES q
CLIENTS Q
SECTORS Q
EXPERTISE Q
REGIONS Q
Projects

= = [~]

" fvanced  Saved

Q

In Progress (Current)
Early development

Construction

EEN—O)

G s7iems 2 v
Label

% G Money

[51 vicBess

5] RP - Test Project

[l BUHLBECKER_TEST
5 HOCHTIEF_BUHL_SCHROLI
5]  Test project HOCHTIEF

FBT 22 January

[&] VL - Tiefbahnhot Marienhof

c w yz +

AL - My BIG Project

© Money
planning and approval phase
5 WicBESS
CONFIDENTIALITY L,.'L,

Public 78
Internal
Confidential

Top Sacret

PRIMARY COMPANY a

CIMIC Graup
HOCHTIEF ©
Turner

ACs

¥D Cerp

e

RP - Test Project

[5&] BUHLBECKER_TEST)

> 20 v Date modified ~ 3]

Project Status Confidentiality Level (mandatory)  Primary Company (mandatory)
INPROGRESS (CURRENT)  TOP SECRET TURNER
INPROGRESS (CURRENT)  PUBLIC ueL
IN PROGRESS (CURRENT) CONFIDENTIAL CIMIC GROUP
IN PROGRESS (CURRENT) INTERNAL HOCHTIEF

L_LAHR IN PROGRESS (CURRENT) INTERNAL HOCHTIEF
INPROGRESS (CURRENT)  PUBLIC HOCHTIEF
INPROGRESS (CURRENT)  PUBLIC CIMIC GROUP
INPROGRESS (CURRENT)  PUBLIC ¢+ HOCHTIEF INFRASTRUCTURE  Mone

20 v Date moditied ~  §]

PLANNING AND ABPROVAL PHASE

INPROGRESS (CURRENT)

IN PROGRESS (CURRENT)

1N PROGRESS (CURRENT)

1N PROGRESS (CURRENT)

[5] HOCHTIEF_BUHL_SCHROLL_LAHR  IN PROGRESS [CURRENT)

51 Test project HOCHTIEF

" FBT 22 January

5] WL~ Tietbannhof Mariennof
5 TestHT
LC tost project

Hp B Project 58

1N PROGRESS (CURRENT)

1N PROGRESS (CURRENT)

1N PROGRESS (CURRENT)

1N PROGRESS [CURRENT)

1N PROGRESS (CURRENT)

INPROGRESS (CURRENT)

Expand the filter categories to display all available

choices. Select the search icon ™ for more detail.
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Projects
= = o Q
Filt A Saved
C
APPLIED FILTERS
is Current user X

Clear all

Dat ted v i| -
= @
Projects-Any ®
modified by me
My Projects- ©
modified last 30
days

My Projects- ®
modified last 7

IS Projectt

LEIGHTON ASIA None
» FLATIRONDRAGADOS

FD CORP None

ARTEMIS GOLD INC

EUROPE

Datemodified v 3]
Label
M- INPROGRESS (CURRENT)  PUBLIC
" MyProject788
TallemBend  INPROGRESS (CURRENT)  PUBLIC
Solar Farm
IM-Project INPROGRESS (CURRENT)  PUBLIC
456
IM-Project INPROGRESS (CURRENT)  PUBLIC
123

N PROGRESS (CURRENT)  PUBLIC

Use saved searches to quickly find Projects

owned or modified by the user.
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Create a new Project

Go to Projects page from the menu toolbar and click + Project. Complete the Project creation
dialog by filling all required metadata then select Save.

Project

Main

Name*

Synonyms

Project Status *

In Progress (Current) X

Primary Company (mandatory) *

Additional Companies

Confidentiality Level (mandatory) *

Project details

Clients

Project Code

Location (Address)

Expertise

Regions

Sectors

|:| Create another

Index | Glossary | Standard Operating Procedures

Some fields are mandatory to fill before creation
is allowed. Most fields can be changed after
creation as well.

Name is mandatory but can be changed later. It
needs to be unique (no duplication of the same
project!) and accurately describe the Project as it
is used for searching.

Synonyms can be used to add other
terms/names/acronyms that should be searchable
when looking for this project later.

Project Status is mandatory and defaults to ‘In
Progress’ but can be overridden to better reflect
the current status of the Project.

Primary Company is mandatory. All content
editors in the primary company get edit rights to
the project.

Additional Companies is optional and only
informational; it does not give the additional
companies edit rights.

Confidentiality level is mandatory. Controls
permissions to see and edit the Project based on
its sensitivity. See glossary for further detail

Clients The specific clients that are related to the
Project.

Project Code is normally a unique code from an
external Project Management system or similar
that identifies the Project across other systems
and use cases.

Location (Address) Free text description of
where the Project is constructed or executed.
Expertise The company's specialised knowledge,
skills and competencies that are related to the
Project.

Regions The specific geographical locations that
are related to the Project.

Sectors The specific industries or market
segments that are related to the Project.

15
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Apply/update metadata to existing Project
Use search and filters to find a Project to edit, then click on it to open it in the Project details page.

Note: Entering metadata into the Project details is important as some of this valuable information is
automatically inherited into Campaigns, Jobs, Content and assets associated to the Project.

Projects Campaigns Events Work ~ Content +~  Assets Collections Create Review [OR% e

Project: KNG - PROJECT TEST CASE APAI
X
~ Details Jobs Content Assets Campaigns Events

Project Descriptions ra Project details »
Description 5 Clients (0}

Brisbane Airport is an international airport serving Brisbane, the <> Brisbane Airport Corporation
capital of the Australian state of Queensland

Project Code

Brief Description i 9D

Brisbane Airport is an international airport serving Brisbane, the Location (Address) o)

capital of the Australian state of Queensland. The airport services Brisbane

31 airlines flying to 50 domestic and 29 international destinations,

total ameunting te mere than 22.7 million passengers who Expertise o
Label o travelled through the airport in 2016. Airports

KNG - PROJECT TEST CASE APAC -
Associations

7 Regions
N 9
Synonyms
e 9 Responsible Team @O <> Queensland

CPB Contractors Sectors

Project Status 9
0] Partners o Airport
In Progress (Current) ACCIONA contract datail .
ontract details &
Primary Company (mandatory) o Desigasrs o -
<+ CIMIC > Contract Type 5
AECOM
Joint Venture
Additional Companies o Subcontracton o e e
<> CPB Contractors GRID LOGISTICS Contract Ameunt in Local Currency o
$1
Confidentiality Level {(mandatory) o
Public Project dates @ 7
Bid Date
2
System properties -~ 12/01/2021
Award Date
Created by 9
Karin.ng@cimic.com.au 08/18/2022
Start Date o)

1. Edit Project metadata from the sidebar - The most important fields, like the Label (Name),
Status and Primary Company are always visible in the sidebar and can be edited from there
by clicking the pen icon.

2. Edit Project metadata from the Details tab - Click on the Details tab to show and edit more
Project info. The tab is divided into several sections for logical groupings of related fields.
Each Section can be edited separately by clicking the pen icon.

3. Project Descriptions - A long and short description of what the project is about. This is
primarily for search and information purposes within Content Hub and won’t be published to
output channels (unless it's also copied into a Content item related to the Project).

4. Project details - Various classifications of the Project, as described in the Project Creation
section.

5. Associations - Free text fields to describe other parties involved with the Project. Used for
search purposes within Content Hub.

6. Contract details - Details about the type and value of the contract. Only used for information
and searching within Content Hub.

7. Project dates - Details about various Project dates. Only used for information and searching
within Content Hub.
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Add Jobs to Projects

New Content needs to be added via a Job so that collaboration, review and approval workflows can
be followed.

1.

Projects Campaigns Events Work ¥ Content ¥  Assets Collections Create Review Content Admin

Project:

Main

Label

Tallem Bend Sclar Farm

Synonyms

Project Status

Go to Projects page from the menu toolbar, use search and filters to find a Project to edit,
then click on it to open it on the Project details page.

Go to the Jobs tab - The Jobs Tab displays all Jobs currently related directly to the Project.
Jobs are used to manage the workflow of new Content items.

Add a new Job - Click the + Add button and select either + New Job or + Create from
Template and the resulting Job is automatically assigned to the active Project.
Refer to Create a New Job

NEW IMPROVEMENTS ] e

Tailem Bend Solar Farm

X

Details Jobs  Content Assets Campaigns  Events

In Progress (Current)

Primary Comp:

¢ UGL
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Selectall [J v + Add
+ New job
[ Name ~ %]
* + Create from template
Name §| Job Status Content owne Primary Company (mandatory)  Conf
+ Add existing items
0 I8 EM-Leighton Asia REVIEW & APPROVAL  EHLORRA.MANGAHAS@®LEIGHTON.COM.PH » LEIGHTON ASIA PUBL =) uninKk
7 0O B Sic-Test1 DRAFT KARIN.NG@CIMIC.COM.AU CIMIC GROUP TOP SECRET @ Unlink
ro) 0 |51 Tailem Bend Solar COLLABORATE IVEON.MATTHEWS@FOLKS.COM.AU © el PUBLIC @ unlink
Farm press release
2]
any (mandatory) o)

Add an existing Job - To associate existing Jobs with a Project, click the + Add button and
select Add existing items. Use the filters and search bar to find the relevant Job, select it
and click the Add button.

Remove a single Job from a Project - Click on the Unlink button © Unlink ynder each item.
This does not delete the Job from the system, it only removes its relation to the Project.

Remove multiple Jobs from a Project - Select multiple Jobs with the selection boxes, then
click the Unlink icon @ in the top right of the screen
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Add Content assigned to a Project

Adding content (or Jobs containing content) to a Project, allows users to find that content by
browsing or searching for the Project in the future. It's a way to organise and classify Content.

1. Go to Projects page from the menu toolbar, use search and filters to find a Project to edit,
then click on it to open it on the Project details page.

2. Go to the Content tab - The Content Tab displays all Content Items currently related directly
to the Project. They can be either Digital Content items or Content-as-a-file.

3. Add an existing Content item - To associate existing Content Items with a Project, click the
| + Add existing items | button. Use the filters and search bar to find the relevant Content
(either Digital or file-based), select it and click the Add button.

Projects Campaigns Events Work ¥ Content ¥  Assets Collections Create Review Content Admin NEW IMPROVEMENTS ® @ e

Details  Jobs  Content  Assets  Campaigns  Events @

Selectall [J ~ + Add existing items

Project: Tailem Bend Solar Farm

(= (= (= =)

Main 7

Label O SOCIAL POST MEDIA RELEASE MEDIA RELEASE MEDIA RELEASE MEDIA RELEASE SOCIAL POST SOCIAL POST

D
Tailem Bend Solar Farm SJC - Test1 test spanish TestCD UP-C-Updated Tailem Bend Solar EM-Leighton Asia- Polaris topping out
. CIMIC GROUP CIMIC GROUP CIMIC GROUP Content Farm Completion content structure - CHN
ynamyms o Mar 18, 2025, 11:24 Mar 4, 2025, 1:53 Mar 4, 2025, 4:59 CIMIC GROUP CIMIC GROUP » LEIGHTON ASIA . LEIGHTON ASIA
None AM PM PM Mar 14, 2025, 7:09 Mar 4, 2025, 1:03 Mar 4, 2025, 318 Mar 4, 2025, 3:18
PM PM PM PM
Project Status ) Content Content
in Progress (Current) o s s o
Unlink Unlink Unlink Unlink Unlink Unlink Unlink

Primary Company (mandatory) ) © unlin © uniin © unini © unin © uniin © unlini © unlini

< UGL

O O (m}

Additional Companies I

o i =) H
Confidentiality Level (mandatory) I

Public

4. Remove a single Content item from a Project - Click on the Unlink button © Unlink ynder
each item. This does not delete the Content Item from the system, it only removes its relation
to the Project.

5. Remove multiple Content items from a Project - Select multiple Content items with the

selection box on each item’s thumbnail picture, then click the Unlink icon @ in the top right
of the screen.

Note: Entering metadata into the Project details is important as some of this valuable information
is automatically inherited into Campaigns, Jobs, Content and assets associated to the Project.
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Add Assets to Projects

Adding Assets to a Project, allows users to find those Assets by browsing or searching for the
Project in the future. It's a way to organise and classify Assets. Assets that are uploaded to a
Project can initially only be viewed from within that Project and are not visible on the main Assets
page. To make the Assets visible outside the Project, they need to be sent to the DAM, which is only
possible after adding all required metadata for DAM purposes.

Details  Jobs  Content  Assets  Campaigns  Events

@ Selectall [] v

+ Add
A, Upload files o
= — Q
2 = + Add existing items
Filters Advanced
c Titte v 8]
PRIMARY COMPANY Q
CIMIC Group 6 2>
ADDITIONAL COMPANIES Q
CIMIC Group ¢ 2>
HOCHVEE > DSC07491jpg JS2.jpg Minerals talim2-365.png Thiess Fleet Co
IMAGE IMAGE IMAGE IMAGE IMAGE IMAGE
ASSET TYPE Q
@© unlink ® unlink ® unlink © unlink @© unlink © unlink
Image ¢ W Setas cover W Set as cover W Set as cover W Set as cover W Set as cover W Set as cover @

1. Go to the Assets tab - The Assets Tab displays all Assets currently related directly to the
Project. These are typically Images and Videos, not “Content-as-a-file” assets.

2. Add new Assets - Click the + Add button and select Upload files. Drag-and-drop files into
the upload dialog window or browse to local files by clicking the My Device button. Assets
added this way are only visible from the Project, not from the main Assets page. They can be

identified by a red icon B that says “Not in DAM” when hovered over.

3. Add an existing Asset - To associate existing Assets with a Project, click the + Add button
and select Add existing items. Use the filters and search bar to find the relevant
Assets, select them and click the Add button.

4. Set an Asset as the Cover image for the Project - Click on the Set as cover button

W set as cover ynder the thumbnail of the Asset that should visually represent the Project
inside Content Hub.

5. Remove a single Asset from a Project - Click on the Unlink button © Unlink ynder each

Asset. This does not delete the Asset from the system, it only removes its relation to the
Project.
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6. Remove multiple Assets from a Project - Select multiple Assets with the selection box on
each item’s thumbnail picture, then click the Unlink icon © in the top right of the screen.

Details  Jobs  Content  Assets  Campaigns  Events
o5 ® - mr
= 2 Q
Filters Advanced

PRIMARY COMPANY Q

CIMIC Group & 2>

ADDITIONAL COMPANIES Q

CIMIC Group & >

HOGHTEEE > Blessing DSC07491jpg J52jpg Minerals talim2-365.png Thiess Fleet Co
IMAGE IMAGE IMAGE IMAGE IMAGE IMAGE

ASSET TYPE Q
© unlink ® unlink ® unlink © unlink ® unlink ® unlink

Image ¢ W Set as cover W Set as cover W Setas cover W Set as cover W Set as cover W Setas cover

7. Adding Metadata for Assets - Assets with missing required metadata are identified with a
pink “broken tag” icon on the thumbnail. Select the Asset you want to add metadata to, then

click the Mass Edit Table button 57 from the selection bar. Fill in the table and click
Save and Close. Note that some metadata is already inherited from the Project.

Asset mass edit table v2 Sel
T e Tt w  Type(mandatory] ) (D) = PrmaryCompany (mandatory) {) (1) ++  PublicationTyps (mandatory) 1 (i) *+  Conlidentiallty Level {nandatary} (1) (D -+ Wights(mandatory) () (D)  English (United States) @) siriction detalls -
1 = sasolar-1230g image CMIC Grovp Putilic Deutsch (Deutschiand) () -
2 ﬁ Hv-20250429-020,5g vant ocHTIER Confioants esoancl Esponel (O
O Pr——— T ——— - ot | oo D
trangais (Fronce) ()
espanol (Mdkico) »

o The Mass Edit table has ‘Excel like’ features allowing copying of data from one cell to

another.

o Some fields contain lists of metadata choices and can be accessed by double clicking on the
cell.

¢ Any header label that contains the red asterix (*) is a mandatory field that requires data to be
entered.

o Use the Select languages dropdown to add other languages to some of the more important
fields. eg. English and German versions

Author (mandatory)#en-US (%) @ Author (mandatory)#de-DE (*) @ Source (mandatory)#en-US (%) @ Source (mandatory)#de-DE (%) @

Note: Metadata added into the Project details will be automatically inherited into Campaigns,
Jobs, Content and assets associated to the Project.
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Sending Project Assets to the DAM

1. Sending Project Assets to the DAM - Select the Assets you want to send to the DAM, i.e.
make them visible on the main Assets page for reuse outside the project. Then click the
Send to DAM button from the selection bar.

Details Jobs Comenl Campaigns Events @

= = Q  searct

Filters Advanced

PRIMARY COMPANY Q
CIMIC Group & >
ADDITIONAL COMPANIES Q
CIMIC Group & ->
HOCHTIEF 1 > Blessing DSC07491.jpg JS2.jpg Minerals talim2-365.png Thiess Fleet Co
IMAGE IMAGE IMAGE IMAGE IMAGE IMAGE
ASSET TYPE Q
® unlink @® unlink ® unlink ©® unlink ® unlink ® unlink
Image & W Set as cover W Set as cover W Set as cover W Set as cover W Set as cover W Setas cover

2. Adding required Metadata for Assets that are being sent to the DAM — Assets requiring the

basic mandatory metadata can be identified by a red icon B that says “Not in DAM” when
hovered over. Select the pencil icon to edit the metadata.
a. Mandatory metadata can be recognized by the red asterix (*) against the field name
(see Title field below)

Overview System  Rights  Comments
)

9
Blessing i
erview 7 A
Description @
Operational blessing Filename 7o)
Glenrowan Solar WSP 006 Jaccob McKay Photography.ipg
Type (mandatory) Fo)
Image
General Vs
Language )
g Final lifecycle status
English fo}
Created
Content repositories o)
General Project  Standard
Publication Date o Confidentiality Level Assets Shadow o
All files ~ "
Jan 21, 2025, 4:25 PM Public
Confidentiality Level (mandatory) o Primary Company Assets Shadow O
g Glenrowan Solar WSP 006 Jaccob McKay Photography.jpg ~ w  « il <> Pacific Partnerships
nuary 14th, 2025 at 3:30 PM
Primary Company (mandatory) o) Master file Vi
<> Pacific Partnerships
Filesize (MB)
Lo)
Renditions A Additional Companies o 163
<> EIC Activities File properties 7o)
+ Rendition Sectors o properties:
aperture: 8
e Lo on: Adobe 0p Camera Raw 16.3
Clients colorspace: RGB
Original & 0 content_type: image/ipeg
. > Australia Pacific LNG creator: Jaccob McKay
Expertise extension: jpg
xpertise
Alternative & e 9 filename: Glenrowan Solar WSP 008 Jaccob McKay Photography.jpg
Specialized Engineering filesize: 163
Metadata & filesizebytes: 1631645
SON - 1246 KB Negloes o) group: Images
< Queensland height: 1707
Medium o, iptc_byline: Jaccob McKay

After the Assets are sent to the DAM, further enrichment of metadata can be completed and sent

for review to ensure quality.
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3. Go to the Create page from the main menu bar.

Jt=R Projects Campaigns Events Work ~ Content ~ Assets Collections Create  Review @ @ e

Create L Upload files View project assets

4. Select the Asset you just sent for the DAM and use the Mass Edit Table to add required and
relevant metadata for DAM purposes.

Create

PRIMARY COMPANY Q A |

CIMIC Group 6 =

6items Date modifiedv #)

TYPE A

Asset 6

GLOBAL STATUS Q A

New &

HK7 2025 Kai Tak St... LAN_Central Reclam... This is an asset - Sol... DSC07491.jpg JS2.jpg Blessing
PROJECT Q N

m A m m A m m A m m A @ m A m A
KNG - PROJECT TEST CASE APAC 3

5. After metadata has been applied, click on the Submit button to send the assets to a DAM
admin for review. If you are a DAM admin, you can select Direct Publish to bypass the review
step.

Assets that have already been submitted to the DAM can be identified by a green icon L
that says “In DAM” when hovered over.

Note: Metadata added into the Project details will be automatically inherited into Campaigns,
Jobs, Content and assets associated to the Project.
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Adding Campaigns to Projects

1.

Go to Projects page from the menu toolbar, use search and filters to find a Project to edit,
then click on it to open it on the Project details page.

Go to the Campaigns tab - The Campaigns Tab displays all Campaigns currently related
directly to the Project.

Add a new Campaign - Click the + Add button and select + Campaign
Follow the steps described in the “Managing Campaigns” section. The resulting Campaign is
automatically assigned to the active Project.

IYS¥  Projects Campaigns  Events Work ¥ Content ¥ Assets Collections Create Review Content Admin NEWIMPROVEMENTS (D) 58 e

Project: Tailem Bend Solar Farm

Main

Label

" ®

Details  Jobs  Content  Assets  Campaigns  Events

Selectall [] + Add

e b Campaign
(& Name H
0 + Add existing items
Name §] Campaign Status  Publication Date  Campaign type Primar y Company (mand datory)  Confidentiality Level (m! t

= Tailem Bend IN PROGRESS Feb 28, 2025, COMPANY ANNOUNCEMENT usL PUBLIE Jan13, @ Unlink

O Solar Farm 12:00 AM 2025, 2:50
ra Announcement PM

Tailem Bend Solar Farm

4.

Add an existing Campaign - To associate existing Campaigns with a Project, click the
+ Add button and select Add existing items. Use the filters and search bar to find the
relevant Campaign, select it and click the Add button.

Remove a single Campaign from a Project - Click on the Unlink button @ unlink under each
item. This does not delete the Campaign from the system, it only removes its relation to the
Project.

Remove multiple Campaigns from a Project - Select multiple Campaigns with the selection
boxes, then click the Unlink icon@ in the top right of the screen.

Note: Entering metadata into the Project details is important as some of this valuable information is
automatically inherited into Campaigns, Jobs, and Content associated to the Project.
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Managing Campaigns

A Campaign is a collection of all items related to that particular Campaign such as Content, Assets
and Jobs. It allows us to define Campaign attributes such as the start and end date and a campaign
description. It also allows us to enter Campaign information in one place, and have the same
information applied to related content and assets for better searchability without any extra work from
users.

Search and browse for Campaigns

Go to Campaigns page from the menu toolbar and use the filters or search box to find existing
Campaigns based on primary company, project name etc.

PrujeclsEvems Work v Content ~  Assets Collections Create Review o &0

Campaigns Selectall (] v

= <
Advanced  Sa
c

ved
Date modified ~ H!
CAMPAIGN TYPE Q
Mame Campaign Status  Campaign type Confidentiality Level (mandatory)  Primary Company (mandatory)  Addit > m
Project launch 10
F KNG - US - CAMPAIGN IN PROGRESS PROJECT LAUNCH PUBLIC < cIMIC <+ CPB CONTRACTORS
Company announcement D o
CONFIDENTIALITY LEVEL Q m KNG - APAC TEST CAMPAIGN IN PROGRESS COMPANY ANNOUNCEMENT  PUBLIC » CIMIC HOCHTIEF
a
Public 2¢
Internal = <1 BUHLBECKER_CAMPAIGN_TEST_1 IN PROGRESS None INTERNAL HOCHTIEF
Confidential 4 a
Top Secret
[&] HOCHTIEF_BUHL_SCHROLL_LAHR_CAMPAIGN_1  IN PROGRESS Nong INTERNAL HOCHTIEF
A

Apply/update metadata to existing Campaign

Use search and filters to find a Campaign to edit, then click on it to open the Campaign details page.

1. Edit Campaign metadata from the sidebar - The most important fields, like the Label (Name),
Status and Primary Company are always visible in the sidebar and can be edited from there by
clicking the pen icon.

Campaign: KNG - APAC TEST CAMPAIGN

Jobs | Content  Assets !
@ wme v 8]
— ) sy " ——— w
Var 6, 2025, 7:58 .
eneral » i I —y—— — or, @ unink
Hara -
o ) o o I Jsn23, 2025 © unink
G APAC TEST CAMPAG O Sl ANG- new CMIC Joh Template  BRAFT COMTENTWORKRLOW  KARINNGBCRMICCOMAU  CMICGROW  CONPRENTIL s ©
Campign Status o KNG - UAT TESTING EURGPE Feb 13, 2025, © Uniink
0OE SCHEDUUNG  CONTENT WORKFLOW  KARIN N couas  CMICGROUS P =]
ress (Agding Text est) g
san22, 2028 ok
@ O 5] KNG- UATTESTNGEURGPE DRAFT CONTENT WORKFLOW  KARINNGBCIMICCOMAU  CIMIC GROLS pusLiE o © uni
o)
HocHTEF
a9
]
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Create a new Campaign

Go to Campaigns page from the menu toolbar and click + Campaign. Fill in the Campaign creation
dialog and select Save when complete.

. Some fields are mandatory to fill in before
creation is allowed. Most fields can be
changed after creation as well.

Campaign

Marme®

[ ] Name is mandatory but can be changed
later. It should accurately describe the
Campaign as it is used for searching.

Primary Company (mandatory)*

| +

Primary Company is mandatory. All content
editors in the primary company get edit
\ + | rights to the Campaign.

Confidentiality Level (mandatory) *

Additional Companies Confidentiality level is mandatory. Controls
‘ + | permissions to see and edit the Campaign
based on its sensitivity. See glossary for
Publication Date further detail

‘ |""| +11:00 X

Additional Companies is optional and only
informational; it does not give the additional
companies edit rights.

Start date

| cj

Publication Date is the date the Campaign
is made public.

End date

| cf

Start and End Dates The start and end
dates of the Campaign.

Campaign type

| +

Campaign Type The type or kind of
Description Campaign eg. Tender or a project launch.

Description is not mandatory but should be
completed. It can be changed later.

D Create another @ Cancel

Note: Metadata added into the Project details will be automatically inherited into Jobs, Content
and assets associated to the Project/Campaign.
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Add Jobs to Campaigns

New Content needs to be added via a Job so that collaboration, review and approval workflows can
be followed.

1. Open a Campaign to the Campaign details page - Go to Campaigns page from the menu
toolbar, use search and filters to find a Campaign to edit, then click on it to open it on the
Campaign details page.

2. Go tothe Jobs tab - The Jobs Tab displays all Jobs currently related directly to the Campaign.
Jobs are used to manage the workflow of new Content items.

Projects Campaigns Events Work ¥ Content ~¥  Assets Collections Create Review  Content Admin @ ﬁ e

Campaign: IM-Campaign789

Selectall (] ~

+ New job
e Name ~  §]

+ Create from template

General e Name 8] Job Status Job Type [mandatory) ~ Content owner Primary Eompany (mandatory) ~ Confidentiality Level (ma
+ Add existing items

m o —  IM-New Job
[mi FINALAPPROVAL ~ CONTENT WORKFLOW  IVEON.MATTHEWS®FOLKS.COM.AU  CIMIC GROUP puBLIC - -
IM-Campaign789 1 4:22PM

Campaign Status Io) KAN - New ® uniink

—  Jeb2 Fab 4, 2025,
[m COLLABORATE CONTENT WORKFLOW  KATHRYN.NOLAN@SEDGMAN COM SEDGMAN PUBLIC

January 3:03 PM

CIMIC Group

3. Add a new Job - Click the + Add button and select either New Content Job or New Content Job
from Template. Both actions behave exactly as described in Content Creation, but the resulting
Job is automatically assigned to the active Campaign.

4. Add an existing Job - To associate existing Jobs with a Campaign, click the + Add button and
select Add existing items. Use the filters and search bar to find the relevant Job, select it and
click the Add button.

5. Remove a single Job from a Campaign - Click on the Unlink button © Unlink under each item.
This does not delete the Job from the system, it only removes its relation to the Campaign.

6. Remove multiple Jobs from a Campaign - Select multiple Jobs with the selection boxes, then
click the Unlink icon @ in the top right of the screen.
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Add Content to Campaigns

1. Go to the Content tab - The Content Tab displays all Content Items currently related directly
to the Campaign. They can be either Digital Content items or Content-as-a-file.

2. Add new Content Items (via Job) - New Content needs to be added via a Job, which will be
covered in the Jobs section later.

Projects Campalgns Events Work ¥  Content ¥  Assets Collections Create Review Content Admin @ @ e

Campaign: IM-Campaign789

Jobs  Content  Assets  Projects

selectall [J v + Add existing items

General rd

E Add existing items x

IM-Campalgn789 ASSET TYPE a a Type »  Locakization

Mame

Campaign Status
D MEDIA RELEASE
AL - The BIG Story

In progress

Primary Company (mandstory) o RATGE

CIMIC Group Mar 18, 2025, 11:24
AM

Confidentiality Level (mandatory} o

Public
© uniink
Additional Companies o

3. Add an existing Content item - To associate existing Content Items with a Campaign, click
the + Add existing items button. Use the filters and search bar to find the relevant
Content (either Digital or file-based), select it and click the Add button.

4. Remove a single Content item from a Campaign - Click on the Unlink button © Unlink ynder
each item. This does not delete the Content Iltem from the system, it only removes its
relation to the Campaign.

5. Remove multiple Content items from a Campaign - Select multiple Content items with the

selection box on each item’s thumbnail picture, then click the Unlink icon @ in the top right
of the screen.
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Add Assets to Campaigns

1. Go to the Assets tab - The Assets Tab displays all Assets currently related directly to the
Campaign. These are typically Images and Videos, not Content-as-a-file assets.

XY Projects Campaigns  Events  Work v Commoumions Create  Review - N3}

Campaign: KNG - US - CAMPAIGN

x @

Jobs  Content Assets Projects

Selectall [J v + Add

& Upload files

+ Add existing items

C Title v 1
PRIMAR P Q
A
General Va CIMIC Group 3 =4
Name 5
KNG - US - CAMPAIGN ADDITIONAL COMPANIES Q
Campaign Status ) S Geovp
In pr
P HOCHTIEF > Blessing DSC07491jpg Hero-Polaris
R — o — e topping out
IMAGE
> CIMIC
ASSET TYPE Q © unlink ® unlink
Confidentiality Level (mandatory)
0 W ? W
9 g W Set as co. W Setas co. © Unlink
Public
Additional Companies
9 ASSET MEDIA Q

> CPB Contractors

Publication Date o Images 2>

2. Add new Assets - Click the + Add button and select s Upload files. Drag-and-drop
files into the upload dialog window or browse to local files by clicking the My Device
button. Assets added this way are only visible from the Campaign, not from the main

Assets page. They can be identified by a red icon B that says “Not in DAM” when
hovered over.

3. Add an existing Asset - To associate existing Assets with a Campaign, click the + Add
button and select Add existing items. Use the filters and search bar to find the relevant
Assets, select them and click the Add button.

4. Set an Asset as the Cover image for the Campaign - Click on the Set as cover button

W Set as cover under the thumbnail of the Asset that should visually represent the Campaign
inside Content Hub.

5. Remove a single Asset from a Campaign - Click on the Unlink button © Unlink ynder each
Asset. This does not delete the Asset from the system, it only removes its relation to the
Campaign.

6. Remove multiple Assets from a Campaign - Select multiple Assets with the selection box
on each item’s thumbnail picture, then click the Unlink icon @ in the top right of the screen.
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7. Adding Metadata for Assets - Assets with missing required metadata are identified with a
pink “broken tag” icon on the thumbnail. Select the Asset you want to add metadata to, then
click the Mass Edit Table button from the selection bar. Fill in the table and click Save and
Close. *Note that some metadata is already inherited from the Campaign.

< Asset mass edit table

Title * 1 Type (mandatory) (*) Primary Company [mandatory) (* Type W () c ] Language Deseription Tags Expiry date Publication Date Additior
1 ﬂ Blessing Image Pacific Partnerships Public English Operaticnal blessing January 21,2026 425 PM | EIC Acti
2 u_i DSCO7491ig  Image Pacific Partnerships Confidential English Description copy January 21,2025 4:40 PM | UGL | P
3 H 152pg Image Pacific Partnerships Public English Description copy January 21, 2025 4:40 PM | Leightor

Note: Metadata added into the Project details will be automatically inherited into Jobs, Content
and assets associated to the Campaign.

Add Projects to Campaigns

1. Open a Campaign to the Campaign details page - Go to Campaigns page from the menu
toolbar, use search and filters to find a Campaign to edit, then click on it to open it on the
Campaign details page.

2. Go to the Projects tab - The Projects Tab displays all Projects currently related directly to the
Campaign.

3. Add a new Project - Click the + Add button and select +Project
The Project creation dialog is shown. It behaves exactly as described in the Create a new
Project section, but the resulting Project is automatically assigned to the Campaign.

4. Add an existing Project - To associate existing Projects with a Campaign, click the + Add

button and select Add existing items. Use the filters and search bar to find the relevant
Project, select it and click the Add button.

5. Remove a single Project from a Campaign - Click on the Unlink button & Uuniink under each
item. This does not delete the Job from the system, it only removes its relation to the Campaign.

6. Remove multiple Projects from a Campaign - Select multiple Jobs with the selection boxes,
then click the Unlink icon © in the top right of the screen
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Create a Job

Create a new Job from Scratch
1. Go to Work — Jobs page and click + Add — Job

This creates a new stand-alone job (i.e. not related to a Project or Campaign).
The Job is a collection of all content parts. It allows us to track job status and assign collaborators
and approvers, so that they can perform tasks to progress the job in the workflow.

Projects Campaigns Events Work ~  Content ¥ Assets Collections Create  Review @ @ e
Jobs

Jobs @ + Add
Job Templates

+ Job
Fragmenis
= = h +  Create from template
reate from
Advanced Saved DRM reguests .
C Myjebs. 124 v % Date modified v §|
> m

Callaborate 4
Draft IM-NewJob 3 INTERNAL COLLABOR... CIMIC GROUP CIMIC GROUP IVEON. MATTHEWS&F ... IVEON.MATTHEWS@F...

LEIGHTON ASIA 8:28 Al
Review & Approval

2. Fillin Job creation dialog and select Save when complete.

Name is mandatory, but can be changed later

Job X
- Content Owner is the user who will manage the job
- and its content until publishing. Many workflow steps
‘\ | ‘ will be returned to the Content Owner as other users
Content owner * Complete thelr taSkS |n the WOFkﬂOW
+ Confidentiality Level is mandatory. See glossary
Confidentiality Level * for further detail
+
Primary Company is mandatory. All content editors
Primary Company* in the primary company get edit rights to content in
+ the job.
Additional Companies Additional Companies is optional and is just
+ informational, it does not give the additional
companies edit rights.
Projects
+ Projects is optional but should be filled in if the
content is related to an existing Project. See also
Campaigns “Create a job from a Project”
+

Campaigns is optional but should be filled in if the
content is related to an existing Campaign. See also
“Create a job from a Campaign”

y

D Create another @ Cancel
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Create a Job from Template

1. Go to Work — Jobs page and click + Add — Create from Template

Projects  Campaigns Even(n(gmv Assets  Collections Create  Review @ $ e

Job
Jobs o + Add
Job Templates
+ Job

Fragments

= = v

- + Create from template
Filkers Advanced Saved DRM reguests
C Myjobs. 124 item W~ > Date modified v §|
ACS JOB STATUS Q A
Name Job Status Primary Company (mandatory)  Additional Companies Assigned users Content owner > M

Collaborate 4¢
Draft IM-NewJob 3 INTERNAL COLLABOR... CIMIC GROUP CIMIC GROUP IVEON.MATTHEWS&F... IVEON.MATTHEWS@F...

LEIGHTON ASIA 8:28 Al
Review & Approval 2

2. Select a Job template - Search or browse for existing Job templates to use. Choose a
template and Save.

A Content Administrator user can create new and add more Job templates if required.
See Managing Job Templates.

Create from template x  Template is mandatory. Search and
select from existing Job Templates.
Template®
T Name is mandatory but can be changed
The corresponding fields in the selected template will be replaced by the values Iater'
SpCCi‘iCd below.
Name* Content Owner is the user who will

| | manage the job and its content until
publishing. Many workflow steps will be
returned to the Content Owner as other

Content owner

| ul users complete their tasks in the
Confidentiality Level (mandatory) * workflow.
| +)
Confidentiality Level is mandatory. See
|P”'“a”' Sompany mendeteny” ‘ glossary for further detail
+

save JEE Primary Company is mandatory. All
content editors in the primary company
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Managing Jobs

Updating Job metadata
1. Open a Job will open the Job details page.

2. Update Job metadata by selecting the Details tab - In the right-hand sidebar you can view
and update the metadata for a job, such as adding/removing additional Companies or
relating the job to a Project. Select the pencil icon to edit the data.

X
Collaborate @ A

Details | Workflow  Brief [ Comments

Content ~
+ Add Selectall [J v Name 0]

Tailem Bend Solar Farm press release

ACS R
(¢] Type + Global Status Localization + Contenttype.  3items Titlew 3]

© iveon.matthews@folks.com.au

Job Type (mandatory) £
O O O Content Workflow
Job Status oD
Collaborate
UP-C-Updated UP-C Content-USA UP-C-Euro Test
Content ’ )
[E] Media Release [E] Media Release Confidentiality Level (mandatory) 9
Media Rel
() Media Release COLLABORATE COLLABORATE Public
COLLABORATE
ENGLISH ENGLISH
ENGLISH Primary Company (mandatory) !:9
€» UGL
v &0 v Q0 v Q0

3. Select the Brief/Comment tab - Comments allow you to create a brief for a content item or
have a conversation about the job with other users in Content Hub. You can @-mention
users, so they get a notification about the new comment, and reply to comment threads.

**This can be useful when there are several Content items within the Job and a separate brief
can be made with a reference to the name of each content item.

Tailem Bend Solar Farm press release +2, Internal Collaboration

X
Collaborate ® -~
6 iveon.matthews@folks.com.au Details Workflow Brief | Comments

Comments

+ Add Selectall [] ~
iveon.matthews@folks.com.au [T

Q, searc month age - editec

C  Typew Global Status + Localization Contenttype~  3items Titlev %]
Brief

D j D Karin, can you look at this item please.
Content item: Tailem Bend Solar Farm Completion

UP-C-Updated UP-C Content-USA UP-C-Euro Test

Content

[5] Media Release [:5] Media Release
(5 Media Release
COLLABORATE COLLABORATE
LLABORATE
L o ENGLISH ENGLISH
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New comment X

Select New Comment button to open the comment
dialog and use the rich text editor to style and format
the text, add images or URL links etc.

B I U Fomat - = E A5 | = Lo

Users with permissions can edit or delete their own
comments if required.

Searching for Jobs

Go to Work — Jobs page - This is the Job search page. It shows all Jobs that you have permission
to view.

1. Review Job details in table view. All important job details are displayed in columns and any
of these columns can be turned off or on as required per user by selecting the column icon.
The user can open a job in a new browser tab via a right-click.

Projects  Campaigns Evenummv Assets  Collections  Create  Review @ & e

Jobs + Add

rs e ave:
¢ (Myjobsv) 124 item: v o> Date modified~ £ @
ACS JOB STATUS Q ~ [ Assigned to me
Job Status m

Collaborate 41 [J created by me
Draft 25 Tallem Bend Solar Farm press release COLLABORATE uoL cIMIC IVEON.MATTHEWSG@F... IVEON.MATTHEWS@F...

Primary Company (mandatory) ~ Additional Companies Assigned users Content >

Review & Approval

Internal Collaboration 12 IM-NewJeb 3 INTERNAL COLLABOR. CIMIC GROUP CIMIC GROUP IVEON.MATTHEWSEF .. IVEON.MATTHEWS@F..

LEIGHTON ASIA
Scheduling

Final Approval 5 ML-Construction Dive Names Flatiron DRAFT FLATIRONDRAGADOS MLIUGFLATIRONCOR... MLIUGFLATIRONCOR...

Extaral Collsborstion Champion for Tradeswoman Leadership

Internal Approval VL- Testjob (external Approval) REVIEW & APPROVAL HOCHTIEF VOLKER.LA} .. VOLKER.L,

External Approval 2

Published VL-Tunnelanstich Martienhof REVIEW & APPROVAL HOCHTIEF INFRASTR... VOLKER.LAHR@HOCH... VOLKER.LAHR@HOCH...

OB TYPE
FBT Spider Watch SCHEDULING ciMic FIONA.TYNDALLECIM... FIONA.TYNDALL@CIM...

Content Workflow 124

HOCHTIEF_BUHL_SCHROLL_LAHR_JOB_2  EXTERNAL APPROVAL HOCHTIEF SABINE.BUEHLBECKE... SABINE.BUEHLBECKE...
PRIMARY COMPANY Q ~
CIMIC Group 88 -
HOCHTIEF 14 - Marta Test REVIEW & APPROVAL DRAGADOS CIMIC GROUP DRA.

2. Free text search - Type any name or text related to your search. Result ‘Hints’ will appear
after the first three characters.

3. My Jobs filters - Select the My Jobs dropdown list to filter all jobs by Assigned to Me or
Created by Me.

4. Filters and advanced search - Filters show all Jobs catagoriesd by various taxonomies.
Select any filter to display Jobs only related to that filter.

5. Advanced filters allow searching by dates or names etc. by a single value or dynamically. Eg.
A Date Modified dynamic filter can be set to Last 2 days, This Week, This Month or This
Year.
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Saved Searches

6. Any search filter can be saved and stored by the user for later use.

Projects  Campaigns i Work v Content ¥ Assets Collections Create Review @ @ e
Profile
Jobs @
o Downloads
= =
g o v Q W My selections
Filters Advanced Saved
C  Myjobsv 124 item W~ > Datemodifiedv %] Q My searches
MY SEARCHES ~ € Templates
@ Nie Job Status Companies Assignedusers @) Background processes
Tailem Bend Solar Farm press release COLLABORATE uGL cIMIC eonmaTTr B My trash
Jobs-All created, assign... © % e+
@ Terms and conditions
Jobs-All Final Approval ® - . e
IM-NewJob 3 INTERNAL COLLABOR... CIMIC GROUP CIMIC GROUP IVEON.MATTH XA Show transiation keys
Jobs-All internal Approval ® - LEIGHTON ASIA
Jobs-All I | Collaby ® G Logout
obs-All Internal Collaborati.. o o
ML-Construction Dive Names Flatiron DRAFT FLATIRONDRAGADOS MLIU@FLATIR U wn.ce e LR
Jobs-Any modified by me Qe - Champion for Tradeswoman Leadership
My Jobs-Created, assigned.. ® * VL- Testjob (external Approval) REVIEW & APPROVAL HOCHTIEF VOLKER.LAHR@HOCH... VOLKER.LAHR@HOCH...
My Jobs-Created, assigned. ® -
[ VI RS PSS DEVIEW 8 ABDBAVAI  UAAUTIECINEDASTS  umivEniAuDAUARU i veD | AUBRUAAL

v seaRcrES : nemsens ¢ Select the 3 dot icon to display the options available.
7 items Solar Farm press
release

e R . ) . e Select the Make default * to make this filter
-lobs-All Final Appraval ® & updae the default view. Every time the page is
Jobs-Allinternal Approval @ o by | selected or refreshed this Saved Search will
Jobs-All Internal Collaborati... & o Make private auto dISp|ay

- ifi [} . "
Jobs-Anymediied by me W Removeasmydefat | e Sharing, editing and make the search Make
My Jobs-Created, assigned... & N . .

Share private are all available options.

My Jobs-Created, assigned... 9

B ¥

Delete

7. Global Saved Searches ® can be found and turned on by selecting the user avatar at the
top right. Select My Searches to open the page then slide the toggle the required saved
search to turn it ON.

My searches
Q,
40 v Name ~ %]

Name 8] System default Created by m
Calendar-All created by me X Superuser MY DEFAULT  PUBLIC @ O B 7/
Calendar-Any modified by me X Superuser PUBLIC O n 7
Campaigns-All Created by me X Superuser PUBLIC o) W4
Campaigns-Any Modified by Me X Superuser PUBLIC D R 7
Content-All created by me X Superuser MY DEFAULT  PUBLIC o) B
Cantent-Any modified by me % Superuser PUBLIC [ @) B 7
Events-All Created by Me e Superuser PUBLIC [ o} N4
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Create Content

As a Content item (digital article)
1. Go to Work — Jobs page and user search/filters to find an existing Job or Create a Job.

2. Click + Add button and select + Content to create a new Content item. This will create a
new CMP Content item and add it to the Job. A content creation dialog will open.

X

Collaborate G -

© iveon.matthews@folks.com.au Details Workflow Brief [ Comments

Content /‘ ~

Selectall (] v Name o

Tailem Bend Solar Farm press release
i Upload files

- ACS 7~
-+ Content @ . Localization « Content type~  3items Titlew 9]
Job Type (mandatory) o

+  Fragment
v O Content Workflow
+ Add existing items Job Status 'O
Collaborate
UP-C-Updated UP-C Content-USA UP-C-Euro Test
Content
[EE] Media Release [E] Media Release Confidentiality Level {mandatory) 0}

There are three types of digital content items - Media release, Social Media Post or News item.

i .
Media Release Social Media Post News item
S
[£5] Media Release £°y Social Post ] News
o B o © B o6
v @ O v @ 0 v Q@ O - v Q Q - v @ 0

The other types of content are Assets and content as a file (Word, PowerPoint, PDF etc.) are
covered in the following sections.
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Content * Complete the data and select Save when complete.

Hame *

' ]

Title is mandatory but can be changed later.

I —— J+ Locale defines the language that the Content is written in.

Type is mandatory.

Publication date determines the date and time the content is

| ' | + scheduled to be published in the output channel. This should be
i set on creation to give visibility of planned content to other users
& | veanoo. | | and companies but can be changed at a later stage.
: Primary Company is mandatory. All content editors in the
‘f | primary company gets edit rights to content in the job.
+
orat Companios Additional Companies is optional and is just informational, it
\ | + does not give the additional companies edit rights.
@ consensaiy v st Confidentiality Level is mandatory.
\ | +

N Reuse condition is mandatory and defines if and how this
\ | + content can be reused after publication.

Publication type is mandatory and classifies the content into
different publication types.

Intended output channels indicates where this content will be
used/published.

Historical indicates historical content

Content as a file

Go to Work — Jobs page and user search/filters to find an existing Job or see the Create a Job
sections for details on how to create new Jobs for various scenarios.

1. Click + Add button and select + Upload files to create a new Content item as a file (Word,
PowerPoint etc.). This will add a new Content item as a file, e.g. Word or PowerPoint, to the
Job. A file upload dialog will open.

X
Collaberate ® -
© iveonmatthews®folks.com.au Details Workflow Brief | Comments
Content /‘ -

Ak Selectall [J v Name 9
Tallem Bend Solar Farm press release
Ay upload files @
ACS

s
+ Content . Localization « Content type v tems Titlew 3]
Job Type (mandatory) 0]
+ Fragment
¢ O Content Workflow
=+ Add existing items Job Status o)
Collaborate
UP-C-Updated UP-C Content-USA UP-C-Euro Test

Content X i
(] Media Release [£] Media Release Confidentiality Level (mandatory) £
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2. Drag-and-drop an existing file into the upload dialog - The file is uploaded to Content Hub
and added to the Job. Assets missing the required metadata will display this icon.

1
Upload files

Upload  Import links

Select files

Drag and drop the file into the Upload
Files window.

Upload files X

When the upload is complete select Done

3. Open the file details and add metadata - Click on the file thumbnail from the Job details

page. Fill in the relevant metadata fields.

Asset

Content

Pollution Incident
Response
Management Plan

fion Incident Response Management Plan.pdf

Index | Glossary | Standard Operating Procedures

Title is mandatory but can be changed later.

Asset Type is mandatory. It's important to categorise
the asset type for other use cases.

Locale defines the language that the Content is
written in.

Publication date determines the date and time the
content is scheduled to be published in the output
channel. This should be set on creation to give
visibility of planned content to other users and
companies but can be changed at a later stage.

Publication type is mandatory and classifies the
content into different publication types.

Confidentiality Level is mandatory.

Primary Company is mandatory. All content editors
in the primary company gets edit rights to content in
the job.

Additional Companies is optional and is just
informational, it does not give the additional
companies edit rights.

Intended output channels indicates where this
content will be used/published.

Reuse condition is mandatory and defines if and
how this content can be reused after publication.

Historical indicates historical content
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Edit and Format Content (digital item)

From a Jobs detail page, click on a Content item to edit it - The Content item opens in the built-in
content editor.

1. Write or copy-paste text into the standard fields for the selected content type.
2. Add comments by selecting existing text or adding new text then select the Comment icon

= to open the comment dialog.

3. Comments can be replied to, using @mentions to notify specific users.

4. Some fields allow text styling. Select some text in the field and use the styling buttons that
appear at the top of the field.

Content: UP-C-Updated Content

@ @ *
anges @ Soveasnewversion | ) Detalls  Relations  Jobinfo  Exports  Reviewar >
HEADING

General Vi
Tailem Bend Solar Farm Completion

Name* o
UP-C-Updated Content
DATE AND LOCATION Q o omesson £ 8 R

#dd comments here
March 16, South Australia iveon.matthews@folks.com.au

Language 5
INTRO English
Status
The Tallam Bend solar farm received its generation license on January 30, 2018 and was expected to begin commissioning in February, with full production
expected from mid-Apri. Its theoretical capacity is 125MW. Status 5
Collaborate
2 = A Strategy Va
[ m W TR B I UT Av@-~-.* E 3 E =
- Type*
‘(—)" T ol % ¥ @R 9
UGL will undertake the engineering, procurement and construction of the project, Including the assoclated substation and, critically, w.m Media Release
provide the internal expertise to ensure the project is integrated successfully into the electricity network. Once operational, UGL will .
Publication date
provide the operation and maintenance services for a six-year period. 5 'o)
Mar 7, 2025, 2:23 PM
UGL currently has solar projects under construction at Emu Downs in Western Australia, Kidston and Collinsville in Queensiand, White .-
Rock in New South Wales and Bannerton in Victoria. Q- -~ @harin ng @cmic com.a
ean you ¢ Content Details Vd
please @karin|
v X Primary Company (mandatory) *
o)
D
0 CIMIC Group
Additional Companies 5
« CIMIC
Confidentiality level (mandstory) * )
Public
Reuse condition (mandatory) * O
Reuse allowed
Publication type (mandatory) * P
D
Media Release
Intended output channels )
Website

The rich text editor contains many text editing features. Hover over any item for a description.

e Paragraph v M W T~ g~ B I U T. A~ v e = = =E=E e o T
i~ Undo / Redo =V Text Alignment
Paragraph v Paragraph styles dropdown list = i= Number list and Bullets

o —

= Commenting (o] Links
L) Insert asset " Block quotes
W Insert Video Strikethrough

T. Text Format X X Subscript & Superscript

A~ B~ .*~  TextColouring B v Insert Table
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5. Save as same version - Click the Save button to write your changes without creating a new
version. This is useful when you will continue to work on the same content later but need to
take a short break.

6. Save as new version - Click the Save as new version button to write your changes into a
new version. This is useful when you want to visually compare changes in the version history
dialog later.

Content Tabs panel

The Details Tab displays all information about the content item. The listed Jobs can be opened from
the link assigned to the Job name.

e General includes Content name and owner

o Status is the current state of the content in the workflow

e Strategy displays the content type and publication date

e Content details display all company, client and other data.
¢ Media Release Content Type is a category data field

e System displays read only data.

The Relations Tab displays all information about the Projects or Campaigns the content item is
linked too. The listed Jobs can be opened from the link assigned to the Job name.

The Job info Tab displays where the content is being used. The listed Jobs can be opened from the
link assigned to the Job name.

e Used in content displays which Jobs the content item is being used in.
e Parallel reviews display which Jobs are in review by multiple
collaborators/approvers.

¢ Used as attachment lists which Jobs the content is used as an attachment.

The Exports Tab is used to produce Word or PDF files for external collaboration/approval

The Review and Approval details Tab displays the review and approval history of the content item
and allows users to add extra notes when required.

X

Details Relations Job info Exports Review and Approval details
General v
MName* @

UP-C-Updated Content
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*Any assets that will be used within the Content item must be uploaded into the Job first, before
embedding or attaching these assets into the content item.

Assets can be embedded into content fields by selecting ‘Insert Image’ icon M .

a.

Choose an asset and choose image settings.

b. Find a suitable public link, then select it to embed it in the content field.

|

Insert asset Select x
©
‘ Q Search ‘
2 items
124 items 1/7 v > 20 v
Original 3539 x 2198 px Never expires g m
-q-002. i ,‘laqsrlca'\mba?dca95c06666c12accb?’v:5020l3 Select
Preview - 1100 x 683 px Never expires A o
https:/feme-q-002, i W/49d d99ede75?v=7e0b22b5
Select
- B
IMG_0614.jpg Siterover_800x590.p IMG_0139.JPG Screen Shot 2025- JS2.jpg
ng 01-09 at 1.59.29
<» SEDGMAN IMAGE
IMAGE TURNER PIopOg
CIMIC GROUP ACS
Select Select Select Select

C.

Index |

If the currently available public links are not suitable (eg. image size too large), select the
+ Public link button to generate a new custom public link.

New public link
IMAGE SETTINGS

Rendition | Original v

Crop | Don'tcrop &
Diffensions Don't resize -

LINK SETTINGS

URL path l56|b295cb472|9589u4:97178608c‘ Q

nk expiration o}

o -~

Choose a type of crop (eg. smart) then add custom pixel dimensions or select a predefined

setting eg. Social. Select Save when complete.

Embed videos into Content - Select the 'Insert Media' button ¥ ~ to insert a Media URL of
the video. Select the ‘tick’ icon to Save and embed the video into the content item.
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*Any assets that will be used within the Content item must be uploaded into the Job first, before
embedding or attaching these assets into the content item.

Attaching assets to a content item can be useful for alternative image or document choices. It helps
organise all components the content item saving time later. If not required, they will not be used

within the content and can be unlinked at any time.

1. Open a Content item and browse to the Attachments field. Select + Add — Upload files

Content: UP-C-Updated Content

ABOUT

About details

CONTACT DETAILS

Contact details

ATTACHMENTS

T

4

+

+ Add

Upload files

Add existing items

Details  Relations

General

Name*

UP-C-Updated Content
Content Owner

iveon.matthews@folks.com.au
Language

English
Status

Status

Collaborate
Strategy

Type*

Media Release

Publication date

Mar 7, 2025, 2:23 PM

Content Details

Primary Company (mandatory) *
CIMIC Group
Additional Companies

€ CIMIC

Job info

Exports

Reviewar >

Drop new files into the menu, copy & paste, browse files on your device or import from a public URL.
After the assets appear in the window, select Upload xx files

Drop files here, paste, browse files or import

from:

s | @

My device

From link

Clost

sasolar-123.jpg

73 KB

1 file selected

+ Add more

X

Upload 1 file

2. Add existing assets to Content - open a Content item and browse to the Attachments field.

Select + Add — Add existing items
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3. Choose assets by selecting the check box at the top of the asset. When all assets are chosen,

select Add.

Add existing items

X

Clear all = I y
L
! A
> .
ASSET TYPE [ 1 ]} YT o k
* N : | ]
Image 94 e i L J I"%
~ \ . - “
[J Document 12 . : :
Siterover_800x590. IMG_0139.JPG Hero-Polaris 0G-50A video.jpg Tegel-Park.jpeg Video- Alfredstrasse-
D Photo 4 N png IMAGE topping out IMAGE IMAGE Backgro:nd,sala de Foyer-:G-Cor:;‘)any
IMAGE CREATED IMAGE CREATED CREATED prensa_02.jpg Card_006_CSR.jpg
O Archive 2 > CREATED APPROVED IMAGE IMAGE
5 CREATED CREATED
[ video 1
[ capability Statement 1 g : S B Al ot
T O O O t},' } .‘Q,}?!'“
[ Tempiate 1 e=——————ha B
~ | B ALERT! BT
O Logo - e' g
[0 social Media 1 . C P A
a - - - |
Apply Clear
Global Mobility 2024 Cohort (3).jpg TAFE QLD Functions 0P3A3891-1.jpg talim2-365.png Alert_FlatironNow.p Linkedin Post - UGL
Call.jpg IMAGE ;r:ern;s‘& " IMAGE IMAGE ng Telco.png
ACS ASSET STATUS Q IMAGE CREATED oncrons APPROVED CREATED IMAGE IMAGE
CREATED IMAGE APPROVED UNDERREVIEW
[ Final Approval 1 CREATED

@ @ Cancel

+ Add

The assets appear in the attachment’s palette
at the bottom of the Content item.

sasolar-123.jpg talim2-365.png
IMAGE
& &
@ Inline preview @ Inline preview

Select each asset and Add metadata.
Click on the file thumbnail from the Job details page. Fill in the relevant metadata fields:

o Title is mandatory, but can be changed later
o Asset Type is mandatory. It's important to categorise the asset type for other use cases.
e Locale defines the language of the Asset.

¢ Primary Company is mandatory. All content editors in the primary company gets edit rights

to content in the job.

¢ Additional Companies is optional and is just informational, it does not give the additional

companies edit rights.

¢ Confidentiality Level is mandatory. See glossary for further detail

e Reuse condition is mandatory and defines if and how this content can be reused after
publication.
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1. Adding Assets to a Job allows you to send them for review and approval by other teams like
Legal or Safety. Upload new assets to a Job. Select + Add — Upload files

Tailem Bend Solar Farm press release

Collaborate

© iveonmatthews@folks.com.au

+ Add
T Upload files @

+ Content Localization . Content type - s Titlew 3]

+ Fragment

-+ Add existing items @

UP-C-Updated
Content

O

UP-C Content-USA UP-C-Euro Test

[E£] Media Release [£] Media Release

Upload files X

Upload Import links

Select files

Drag and drop the file into the Upload
Files window.

#2% Internal Collaboration )| €% External Collaboration | =% Review and Approval JEETH
X

@ -
Details Workflow Brief | Comments
Content 7 o~
Selectall [J v Mame o
Tallem Bend Solar Farm press release
ACS 7 -
Job Type (mandatory) o)
Content Workflow
Job Status o
Collaborate
Confidentiality Level {mandatory) &
Upload files X
Upload Import links
Select files
PowerPoint Presentation.pptx . (]

When the upload is complete select Done

2. Add existing assets to a Job. Select + Add — Add existing items. Select the checkbox of
all required assets and when complete, select Add.

Add existing items

ASSET TYPE Q, ~ Q

Image 94

Type~  GlobalStatus.  Local Status  Localization

Document 19

Photo 4 = O 0

Archive 2 -

Video 1

Capability Statement 1 EIC 11th mb content =
Template anniversary german

Logo 1 K] News About 23 [E) Media Release
Social Media 1 RN o ENGLISH SEDGMAN

CIMIC GROUP

ACS ASSET STATUS Q A

L - — p— —
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VL-Testjob 05 VL-Testjob for VL-=Indoor news 2 PPDF Test IM-Contentitem3-
(Approval) Sabine German
P 1] News [ Media Release
] News 1] News TEETHE TGETaE [E) Media Release
HOCHTIEF HOCHTIEF CIMIC GROUP
— — — — -
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Select each asset and add metadata.
Click on the file thumbnail from the Job details page. Fill in the relevant metadata fields:

Title is mandatory but can be changed later.
Asset Type is mandatory. It's important to categorise the asset type for other use cases.
Locale defines the language of the Asset.

Primary Company is mandatory. All content editors in the primary company gets edit rights
to content in the job.

Additional Companies is optional and is just informational, it does not give the additional
companies edit rights.

Confidentiality Level is mandatory. See glossary for further detail

Reuse condition is mandatory and defines if and how this content can be reused after
publication.
Historical indicates historical content.

Add Boilerplate Content

1. Open a Job from the Work — Jobs page. New Fragments are created from a Job, so they
can be reviewed and approved using the standard workflow too.
X
Collaborate @ -
© iveonmatthews@folks.com.au Details Workflow Brief / Comments
Content /‘ ~
Selectall [ Name D)
Tailem Bend Solar Farm press release
& Upload files
ACS 7 A
-+ Content Localization Content type 3 s Titlew 3

Job Type (mandatary) o
+  Fragment
? O Content Workflow

-+ Add existing items Job Status o

Collaborate

UP-C-Updated UP-C Content-USA UP-C-Euro Test

Content

2.

[E] Media Release [] Media Release Confidentiality Level {mandatory) o

Click + Add and then Fragment - A Fragment is a reusable piece of content, also known as
boilerplate content, that is written once and then re-used many times as a link to other jobs

and content items. It consists of a Title and a single rich text field.
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Freament ) Add Fragment text and data.
‘ Locale is mandatory and defines the language the
fragment is written in.

) (N Name is mandatory.
Confidentiality Level is mandatory

Primary Company is mandatory and defines the
“‘owner” of the Fragment (affects permissions).

_ Content is also mandatory but can be edited later.
coetr [ 3 7 Wirea 1= =ls klmldE This is the rich text formatted content that will be re-
used for other jobs and content items.

Version

When all data has been entered, select Save

Assets

3. Edit a Fragment - Once the Fragment is part of the Job, it can be edited by clicking on it to
open it in the Fragment details page.

4. Use the Create button to edit the content of the Fragment and save it as a new
version.

VL-Fragment Uber uns ea

HOCHTIEF ist ein technisch-ausgerichieter, globaler Anbieter von Content rs A Local reviews o
Infrastrukturidsungen mit flihrenden Positionen in Nordamerika, Australien
und Europa und einer schnell wachsenden Prasenz in den Markten fiir Language
Hightech, i :
ightech, Energl und nachhaltige In ruf e —

Mit zirka 41,500 Mitarbeitenden und einem Umsatz von 27,8 Mrd. Eurc im

Jahr 2023 ist HOCHTIEF das fiihrende Construction-Management- und Name
Green-Building-Unternehmen in den USA (durch Turner), der griite WL-Fragment Uber uns
Auftragnehmer auf dem australischen Markt fir Parallel reviews

Infrastrukturdienstieistungen [CIMIC), ein wichtiger Akteur im Bereich der
US-Verkehrsinfrastruktur (Flatiron) und ein renommiertes Tief- und
Hochbauunternehmen in Europa.

/
co m Confidentiality level (mandatory) 9
Public Used as content
o ConfidentialityLevelFragmentsShadowToFragment o)
37613 -
Public
Name Stat: Type m
Identifier
FRXTU7OSSOyHUWLGiWLzg Primary Company (mandatary) 9 IA-UP-C Job Job
- -UB-C o [N PROGRESS | o
HOCHTIEF
Created by
wolker.lahr@hochtief.de
Primary Company Fragments Shadow o
Date created HOCHTIEF

Jan 17, 2025 9:43 PM

5. Use the rich text editor to style the Fragment text. When editing of the Fragment has been
completed, select Save.
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Create X

VERSION

Content * [B I U | Format ~| 2 2 iz | == Cd ]

HOCHTIEF ist ein technisch-ausgerichteter, globaler Anbieter von Infrastrukturldsungen mit fiilhrenden
Positionen in Nordamerika, Australien und Europa und einer schnell wachsenden Prasenz in den Markten fur
Hightech, Energiewende und nachhaltige Infrastruktur.

Mit zirka 41.500 Mitarbeitenden und einem Umsatz von 27,8 Mrd. Euro im Jahr 2023 ist HOCHTIEF das
flhrende Construction-Management- und Green-Building-Unternehmen in den USA (durch Turner), der
grofte Auftragnehmer auf dem australischen Markt fur Infrastrukturdienstleistungen (CIMIC), ein wichtiger
Akteur im Bereich der US-Verkehrsinfrastruktur (Flatiron) und ein renommiertes Tief- und
Hochbauunternehmen in Europa.

®E oo

Review and approve a Fragment - Fragments can be reviewed, commented on and approved just
like other Content and Assets that are part of a Job. Refer to Collaboration and Approval

X

Collaborate @ -~
B Waon mathesaefols coras Details  Workflow  Brief / Comments
Content P
Selectall [] + Name o
IM-UP-C job
ACS Vs
C  Typew Global Status « Local Status « Localization Content type t Title~ 8]
Job Type (mandatory) D)
O O Content Workflow
[ o] Job Status o)
Collaborate
IM-UP-C Content
[E] Media Release Confidentiality Level (mandatory) I'o)
COLLABORATE Public

VL-Fragment Uber u.

e B v O Primary Company (mandatory) o
v O 0 ® CIMIC Group

Add existing boilerplate content to a Content item.
From the Attachments section, click + Add and then Add existing items
A search dialog opens showing all Fragments and Assets that you have permission to see.

e Use the filters and search box to find relevant existing Fragments.
e The Type dropdown filter under the search box can be used show only Fragments.
o Select the Fragment you want and click on the Add button to add it as an attachment.
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Create Translations of Content

Create a translation copy of existing Content
1. Open existing Content - open the Job containing the existing Content item that needs to be
translated and click on the Content item to open it in the Content details page.
2. Create language copy - From the operations menu in the top right corner on the Content

details page, select Localize

Projects  Campaigns Work ¥ Content ¥  Assets Collections Create Review Content Admin @ @ e

Content: IM-Content Item3 oriGnaL

" L4 Create draft
Localize x X C
W Discard draft
5 4 Details Relations Job info . §
< Ap  Localize
HEADING —
General Duplicate
Test Heading an ge * —
[5)  Reference d by
Name *
+ =
IM-Content item3 [ ] Variants
DATE AND LOCATION Translate with A Content Owner 4D wversion history
Today [ @] iveon.matthews@folks.com.al
Language -
o G )
INTRO English
Test Intro Status
D
Internal Approval
BODY
Strategy Vs
Type* o

Media Release

3. Enter required fields - Give the language copy a new name and select the language into
which it is to be translated.
A copy of the original Content is created in the same job as the original. The new language
copy is opened in the Content details page for further editing.

4. Translate content — Enable the Translate with Al button to trigger Content Hubs Al
translation function or use an external translation services (human or Al) to translate the text,
then copy-paste the translations into the Content item fields.

5. View related Language variants - From the operations menu in the top right corner on
the Content details page, select Variants to see all other language variants of the current
content item.

Translate and review/approve content

1. Send the Language variant for Review and Approval - Follow the standard steps in
Send Content for Review and Approval processes using the Job.
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Content Metadata

This is a full list of the Content metadata fields - The Details tab contains all of these fields, and it is
recommended that as much data be entered as possible to improve system functionality.

Name

Content Owner

Locale
Status

Type
Publication date

Primary Company
Additional Companies
Confidentiality level
Reuse conditions
Publication type

Intended output
channels

Clients

Sectors

Expertise
Regions

Historical

Media release
categories

The Relations tab

Projects
Campaigns

Index | Glossary | Standard Operating Procedures

Mandatory. Should describe what the content is about. Used in free text
searches.

The user that is responsible for the content creation, review, publishing
and reuse requests. Often inherited form the Job the content item is
created from but can be overridden here.

Defines the language that the Content is written in.

Shows where the content is up to in the workflow. Automatically updates
to be in sync with the workflow status of the Job the content is part of.
Mandatory. Defines the content fields that are available to editors.
Determines the date and time the content is scheduled to be published to
the output channel. This should be set on creation to give visibility of
planned content to other users and companies but can be changed at a
later stage.

Mandatory. All content editors in the primary company get edit rights to
the content.

Optional. It is only informational; it does not give the additional
companies edit rights. But it can be used for searching and filtering.
Mandatory. Controls permissions to see and edit the content based on
the sensitivity of the content itself. See glossary for further detail
Mandatory. Defines if and how the content can be reused after
publishing.

Mandatory. Classifies the content into one of many predefined
categories. Used for search and filtering.

Indicates where the content will be published.

The specific clients that are related to the content. Inherited from
Projects.

The specific industries or market segments that are related to the
content. Inherited from Projects.

The company's specialised knowledge, skills and competencies that are
related to the content. Inherited from Projects.

The specific geographical locations that are related to the content.
Inherited from Projects.

Marks content as historical.

Conditional. Only shown when the Content Type is News or Media
Release. Defines the sub-type of those two.

Projects directly related to the Content.
Campaigns directly related to the Content.
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Go to Content — Calendar page. All content planned for the current month is displayed.

Projects  Campaigns

Calendar

= = v

Saved

Fiiters Advanced

CIMIC Group 19
Turner
HOCHTIEF

ACS

FD Corp

Show all

ADDITIONA

CIMIC Group 174
FD Corp 34
HOCHTIEF
Turner

ACS

Show all

INTENDED OUTPUT CHANNE... Q
[0 website

[ social Media

[J intranet

compaNiEs  Q

N R 2

February 2025 > Today

Sun Mon

< VL-Minchen: Tunnela...

» VL - Munich: Tunnel t...

=] FBT content test #1

] FBT content test #1- ...

Work ssels Collections  Create  Review

Type v

Tue
3 more
=] IM-Contentitem3-Ger...
[Z] IM-Content Item3
2 more
=] KNG - US UAT TEST ...
[E) MC- Press release
1more
\l sasolar-123.jpg

I8l screenshot 2025-01-...

[Z] AL - Stream 2 - Roun...

=] AL - UP-D Content fo...

Content type v

Wed

1 more

=) 3Q24 Resuits Present... {3

Life cycle status v

=] ALF 3Q24 Results Pr...

7

-] ML-Campaign conten... [E

IS Fast Trainjpg

=) AL - Stream 2 - Roun...

Select Day, Week, Month etc. from top-right drop-down.

=] FBT media release on...

5] CPB Contractors - Gu...

Thu

7 more

digital content

Sedgman man.jpg

AL - Stream 2 USA - ...

£33 HOCHTIEF_BUHL_SC...

I8 oil_Gas offshore 1

1 more

»! Thiess - Dawson South

] CFTEstiPO0S4content

IS} HK7 2025 Kai Tak Sta...

1more

(5] KNG - Stream 3 - Me...

[E) KNG - Stream 3 - Me...

ACS Asset Status v

o8O

selectall (] v

Localization v

Fri

Week
14 more Work Week
=1 AL- test article UA
Month
] IM-Hochtief MediaR... I =CC sgenda
1 more o

=] test spanish

] Tailem Bend Solar Far...

.l CPB - WestConnex M...

2 more

I8 Video-Background_S...

3 sitecore social

1more

1 sasolar-123jpg

I8l Tegel-Parkjpeg

1more

=) KNG - Stream 3 - EM...

=] UP-C-Updated Conte...

1. The Calendar page provides an overview of content for a specific period of time. You can add
content to the calendar and view calendar details by:

e Day - where information is broken down into hourly segments for a deep overview of the
published content planned for the day. By default, the day view displays today's
information. You can use the arrows to navigate to another day.

o Week - where published content is displayed for a 7-day week. This view shows the
status and content type for each entry in the calendar.

o Work week - where published content is displayed for the Monday to Friday work week.

o Month - where published content is displayed for the month. This is the default view.
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2. To display detailed calendar content in a vertical view, use the Agenda view. In the following

example, the calendar display is by month.

Calendar
- -
4
Filters. Advanced

PRIMARY COMPANY

CIMIC Group 121
Turner 51
HOCHTIEF 23
ACS 11

FD Corp 11

Show all

ADDITIONAL COMPANIES

CIMIC Group 174
FD Corp 34
HOCHTIEF 15
Turner 7

ACS

Show all

INTENDED QUTPUT CHANNE...

[0 website 63

[ social Media 25

[ T

v}

Saved

a

€

A

<

21Fr

26 Wed

4 Tue

5 Wed

6 Thu

21 Feb-22 Mar 2025 >

o &
o =
o @
0o @
o @
0o &
0o &
o @
o @

Today

sasolar-123Jpg

Feb 21, 2025

Tegel-Park jpeg
Fe

21, 2025

Tegel-Park jpeg
Feb 21 25

HK7 2025 Kai Tak Stadium.jpg

Feb 26, 2025

AL - Stream 2 - Round 2 - Media Release
Mar 4,

025

AL - UP-D Content for Export
Mar 4, 2025

AL - Stream 2 - Round 2 Media Release
Mar 5, 2025

KNG - Stream 3 - Media Release

Mar 6, 2025

KNG - Stream 3 - Media Release
Mar 6, 2025

Type +v

Content type v

Life cycle status v

ACS Asset Status v

@ Inline preview

@ Inline preview

@

inline preview

@ Inline preview

@ Inline preview

@

Inline preview

@

Inline preview

(o]

Inline preview

@ Inline preview

Selectall (] ~

Localization v

@

@ View detall page
(@ view detail page

@ view detail page
@ view detall page

(@ View detail page

@ View detail page
@ view detail page

@ view detail page

@ view detail page

3. Select a date from the date picker or “today” button in top left section of the calendar view

4 [ 3-7 March 2025 > Today ]

< March 2025

Tue  wed

9 won 12
%6 17 18 19
23 24 25 26
30 A

5:00 PM

6:00 PM

7:00 PM

Thu

o

20

27

Tue 4

Wed 5

[£] AL - Stream 2 - Round 2 M...

[= AL-stre..

E AL-UP-..
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Work Week ~

Fri7

[£) AL - Stre...
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4. Use the filter options to the right of the search bar.

You can use the facets above the calendar to filter the information displayed on the calendar. By
default, the following facets are available:

o Type - the type of entity; asset or content etc.

o Content type - displays published content of the selected type (for example, only the Blog
type or only the Social media type).

¢ Life cycle status - displays published content for the selected life cycle state (for example,
InProgress, Idea, Final).

e Localization - displays published content for the selected display by locale (for example, en-
US, nl-BE).

o ACS Asset Status — the state/stage of the job workflow.

You can select any combination of facets (for example, content type of News, life cycle status of
Final, and localization of English).

Calendar O Selectall [] v
= 2 <o Q [ Type v Contenttype »  Lifecyclestatus v  ACSAssetStatus v  Localization ]
Filters Advanced Saved —
Asset Media Release Review & Approval Final Approval Liz,..]
- 5 German
w0 Colleborats 2 External Approval
PRIMARY COMPANY Q Content 12 o )
- N Social Past mtemal Collabaration 1 Spanish - Spai
< March 2025 > Today Internal Approval 1 Month -
Scheduling French - France
CIMIC Group 19 > Q
S M T ol Oraft Q Chinese .
un fon ue e i at
Turmer 7 n orogress Freneh - Ganada 2
HOCHTIEF Z > Final Approval Q
e [&] HK7 2025 Kal Tak §' internal Approval
FD Corp e External Coltaboration
External Approval
Show all 1 more
~ - Shaw all Q _
“5| AL - Stream Z - Roun..  [=] AL - Stream 2 - Rou... s vmrm e 3 - Me..  [E] KNG - Stream 3 - EM...
ADDITIONAL COMPANIES Q =] AL - UP-D Content fo... [E] KNG - Stream 3 - Me... =] UP-C-Updated Conte...
1 1 more 1 more 15
CIMIC Group 1 > 1 - =
2 1] Polaris roof installation ] KNG - UP C - Update.. =| Construction Dive Na... [E] TestcD =) uP-C Content USAT...
FD Corp >
] Vi-Testcontent 2025..  [£] March content 4th
HOCHTIEF 2>
Turner > £} LCtestnew pieceof .. ) UP-C Content-USA i Construction Dive Na...
ACS

5. Filter by Company and other taxonomies - Use left-side filters to only show content for a
particular Company, Publications Type, Intended Output Channel etc.
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Permission determines if the publication is editable. Only editors in the Primary Company’s Comms
Team will be able to change it, as well as users who are invited as Collaborators or Approvers for

the Job that contains the Content.

05 1 more 06
wn... [=) KNG - Stream 3 - Me...
[E] KNG - Stream 3 - Me...

12 1 more 13

k] constructior
=
L] vL-Testconts

19

{23 LC test new piece of ...

[=] KNG - Stream 3 - EM...

[Z] uP-C-Updated Conte...

1 more

1 more

UP-C Content-USA

Mar 21, 2025, 7:29 AM

07

Select one item from the Calendar and then click
on the Inline Preview icon.

Inline preview

[*“] UP-C Content-USA

® O

Zonten

This will open a preview version of the details page

where the date can be changed.

| Construction

Change publication date for digital Content - Click on the Content in the Calendar view and select

View detail page @ to open the detail page in a new browser tab.

Click the pen icon next to the Strategy section in the sidebar and change the Publication Date
field. When complete select the OK button.
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Tracking and Oversight

View the state of workflow across all "work in progress" Jobs

1.

View all Work In Progress (WIP) Jobs - Go to Work — Jobs page to see ALL jobs in the
system that you have permission to see.
o View permissions are based on the Primary Company, Confidentiality Level and
Status of the Job.
o If you are invited to a Job as a Collaborator or Approver, you will see that Job as well.

Review workflow status and other information - On the Jobs page, use the columns to
visually inspect Job Status and assigned users, as well as collaboration and approval
deadlines.

¢ Use the Column selector to hide/show different columns to suit your needs.

Projects  Campaigns Contnnl ~ Assets Collections Create Review @ & e

Jobs

Filters

= v Q
Advances Saved

& (Myjobs @ W~ > Date modified v El@
ACS JOB STATUS @ Q - [ Assigned to me
> @

Job Status Primary Company (mandatary Additional Companies Assigned users Content

Collaborate 41 [] created by me

Draft 25

Tallem Bend Solar Farm press release COLLABORATE ueL cIMIC IVEON.MATTHEWS®F ... IVEON.MATTHEWS&F...

Review & Approval 1¢

Internal Collaboration 12 IM-NewJob 3 INTERNAL COLLABOR. CIMIC GROUP CIMIC GROUP IVEON. MATTHEWS@F... IVEON. MATTHEWS@F.
. LEIGHTON ASIA

Scheduling 10

Final Approval 5 ML-Construction Dive Names Flatiron DRAFT FLATIRONDRAGADOS MLIU@FLATIRONCOR,.. MLIU@FLATIRONCOR...

External Collaberation ©

Champion for Tradeswoman Leadership

Internal Approval < VL- Testjob (external Approval) REVIEW & APPROVAL HOCHTIEF VOLKER.LAHR@HOCH... VOLKER.LAHR@HOCH...
External Approval 2
Published VL-Tunnelanstich Martienhof REVIEW & APPROVAL HOCHTIEF INFRASTR... VOLKER.LAHR@HOCH... VOLKER.LAHR@HOCH. .
JOB TYPE Q ~ .
FBT Spider Watch SCHEDULING ciMIC FIONA TYNDALL@CIM.. FIONA.TYNDALL@CIM...
Content Workflow 124
HOCHTIEF_BUHL_SCHROLL_LAHR_JOB_2 EXTERNAL APPROVAL HOCHTIEF SABINE.BUEHLBECKE... SABINE BUEHLBECKE...
PRIMARY COMPANY Q -~
CIMIC Group 88 -
HOCHTIEF 14 = Marta Test REVIEW & APPROVAL DRAGADOS CIMIC GROUP MAVENDANOM®@DRA... MAVENDANOM®DRA...

3.

Use sorting options - Select a sorting option from the sorting drop-down and optionally
change the sort order. (paie modified ) 2|

Alternatively, click on the column header of a text or date field to sort by that column.

Use the filters in the sidebar to narrow down the list of Jobs - Filters are available for:
Job Status - only show Jobs at a specific state
Primary Company - only show Jobs for your team (or wider team using a Group Company)

Project, Campaign - show Jobs related to a specific Project or Campaign.
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5. Use the My Jobs filter under the search bar to narrow down the list of Jobs —
The My Jobs filter has two options:

a. Assigned to me - only show Jobs that are currently assigned to me to action.
Consider this the Jobs Inbox. *Note that you can save a browser bookmark for the
search page with this filter enabled to quickly come back to it.

b. Created by me - only show Jobs created by you.

6. Use Job filters and Advanced filters to create Saved searches by user or use the prepared
global versions. Refer to Saved Searches

View the state of workflow across all "work in progress" Content

1. View all Work In Progress (WIP) Content - Go to Content — Search page to see ALL
Content in the system that you have permission to see.
o View permissions are based on the Primary Company, Confidentiality Level and
Status of the Content.
e If you are invited to a Job as a Collaborator or Approver, you will see the Content that
is part of that Job as well.

2. Review content status and other information - On the Content Search page, use the
columns to visually inspect Content Status and other information.
e Use the Column selector to hide/show different columns to suit your needs.

Projects  Campaigns Work sus Collections  Create  Review  Content Admin NEW IMPROVEMENTS () 888 e

Content Search
= = Q Q Localization @
Fillers  Advanced Saved
c it 14 ~ 3 40 @Da(c modified H =]
Name ot Confidentiality level (mandatory) Primary Company (mandatory)  Additional Companies Type Modified on 2] >

CONTENT TYRE Q [E up-c-Euro COLLABORATE PUBLIC CIMIC GROUP CIMIC GROUP cIMIC MEDIA RELEASE  Mar 20, 2025, MEDIA RELEASE
Test 1:26 PM
PUBLICATION TYPE Q 1] Newsitem INTERNAL COLLABORATION  CONFIDENTIAL NEXPLORE None NEWS Mar 18, 2025, MEDIA RELEASE
5:24 PM
PRIMARY COMPANY Q [E  Media INTERNAL COLLABORATION ~ CONFIDENTIAL usL None MEDIA RELEASE  Mar 18, 2025, MEDIA RELEASE
Release 5:24PM
COMFIDENTIALITY LEVEL Q ;‘_. Social Media INTERNAL COLLABORATION CONFIDENTIAL uGL lone SOCIAL POST Mar 18, 2025, MEDIA RELEASE
Post 5:24 PM
~ o N
OITIONAL COMPANIES a } LCtestnew COLLABORATE PUBLIC cIMIC lone SOCIAL POST Mar 18, 2025, NEWS
piece of 512 PM
content -
REUSE CONDITIONS Q mpproval
"y ck-test INTERNAL COLLABORATION  PUBLIC CPB CONTRACTORS uGL SOCIAL POST Mar 18, 2025, CASE STUDIES
INTENDED OUTPUT CHANNE... Q ST
=] Vi-indoor INTERNAL APPROVAL PUBLIC HOCHTIEF CIMIC GROUP MEWS Mar 19, 2025, NEWS
o Q news 2 LEIGHTON ASIA 5110 PM
[E] 1-405bridge  INTERNAL COLLABORATION  PUBLIC FD CORP FD CORP MEDIA RELEASE  Mar 18, 2025, MEDIA RELEASE
a open news 9:43 AM
EVENTS -~

3. Use sorting options - Select a sorting option from the sorting drop-down and optionally
change the sort order.

Date modified + ) Z |

o Alternatively, click on the column header of a text or date field to sort by that
column.
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4. Use the filters in the sidebar to narrow down the list of Content.
These filters are similar to the ones for Jobs, but with these additions:

¢ Content Type and Publication type - can be used in combination to find specific
types of Content.
¢ Reuse conditions - only show Content that can be reused for specific conditions.

¢ Intended Output channel - only show Content for a specific channel.
o Client, Sectors, Expertise and Regions - offers more options to finetune the

search.

5. Use the Localization filter next to the search bar to show Content in a specific Language.

6. Calendar view for Content — refer to Scheduling and Planning.

Version control and tracking

View collaboration and approval history

1. Open a Content item from a Job - On the Content details page, go to the Review and
Approval details tab in the sidebar.

2. Review and Approval History - The Review and Approval history section in the sidebar lists
all events related to collaboration, reviews and approvals, in chronological order with the
newest events at the top.

Projects  Campalgns Work v Content v Assets Collections Create Review  Content Admin newmerovenents @ & €3

Content: UP-C-Updated Content

> <
Save as new version &) < ons Jobinfo  Exports | Review and Approval details >
HEADING
Tailem Bend Solar Farm Completion P

Review and Approval notes

DATE AND LOCATION

2 save review and approval notes
March 16, South Australia

INTRO
Review and Approval history A
The Tailem Bend solar farm recelved its generation license on January 30, 2019 and was expected to begin commissioning in

February, with full production expected from mid-April. Its theoretical capacity is 125MW.
Review and Approval History

06/03/2025 09:55 AM UTC, iveon.matthews@folks.com.au
hoay Status: Collaborate

UGL will undertake the engineering, procurement and construction of the project, including the associated
substation and, critically, will provide the internal expertise to ensure the project is integrated successfully into
the electricity network. Once operational, UGL will provide the operation and maintenance services for a six-year

06/03/2025 09:53 AM UTC, iveon.matthews@folks.com.au

period.
UGL currently has solar projects under construction at Emu Downs in Western Australia, Kidston and Collinsville Notes: Andrew has send back comments and | have added them 1o the
in Queensland, White Rock in New South Wales and Bannerton in Victoria. document

06/03/2025 09:33 AM UTC, iveon.matthews@folks.com.au
Status: External Collaboration
Assigned to: andrew.lomas@folks.com.au
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Review and Approval History
1
06/03/2025 09:55 AM UTC, iveon.matthews@folks.com.au
Status: Collaborate
2.

06f03;’2025<4j3 AM UTC, iveon.matthews@folks.com.au

MNotes: Andrew has send back comments and | have added them to the
document

06/03/2025 09:33 AM UTC, iveon.matthews@folks.com.au
Status: External Collaboration
Assigned to: andrew.lomas@folks.com.au

@ 3.

06/03/2025 02:21 AM UTC, andrew.lomas@folks.com.au

Status: Collaborate
(3)

06/03/2025 09:20 AM UTC, andrew.lomas@folks.com.au
Approval state: Rework
Approval Comments: | need more copy in this media release

06/03/2025 09:08 AM UTC, iveon.matthews@folks.com.au

Status: Internal Collaboration 4

Assigned to: andrew.lomas@folks.com.au

CIMIC-Content Hub User Guide-V0.7

History event structure - Each event is
listed with a date and time stamp (in UTC
+0 time zone) followed by the user that
initiated the event.

Status changes - When the status
changes for a Content item (i.e. when the
job has progressed in the workflow) the
event is listed as “Status” with the new
status and the user that the Job was
assigned to (excluding the content Owner).

Approval events - When an “Approval
button” is used on a Content item (i.e.
Approved, Rework or Rejected is clicked
under the thumbnail), the event is listed as
“Approval state”

with details of which button was clicked
and any additional comments submitted at
the time.

Review and Approval notes on behalf of
others - When adding Review and
Approval notes on behalf of other users —
refer to Collaboration outside Content Hub

Comparing versions of content to see changes made

1. Make an edit to any content field and click the Save as new version button.

The system retains a copy of both the old and new versions, which can be visually compared at

any stage.

2. Open Version History dialog - From the dropdown menu in the top right corner of the

Content Details page, select ‘Version History'.

3. Select versions to compare - Select two versions and click Compare selected versions.
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VARIANT
x
Save as new version (&) Details  Relations
NEW
Used as content
Name

Job info

L - 1405 bridge open milestone

are thrilled to announce the selection
\utomated Transit Network (ATN)

Parallel reviews

H
tarea” stated Steve Berman, Airport tem

. Flatiron Construction as the
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Q@ e Version history x
- Q
[  Createdraft -
@ Discarddratt Name createdon 1] m
X4 Localize
B vVersion2  Mari7, 2025, 8:40 AM CURRENT
) Duplicate
Version1  Jan 22, 2025, 8:02 AM Restors [
(5]  Referenced by
i@ vriants
Type  Status m
Job  INPROGRESS
Modified by > m
Compare selected versions Cancel

4. View differences - Enable the Diff toggle on either version to visually see what was

changed between the two versions.

Removed text is highlighted in red
Added text is highlighted in green

You can dynamically select other versions to compare while in the dialog

Projects  Campaigns  E Work ~ Content v Assets Collections  Create  Review

& \Version comparison

Version 2 -

New Transit Initiative for Atlanta

August 6, 2024

City of College Park, GA — The ATL Airport Community Improvement Districts (AACIDs) are thrilled to announce the
selection of Atlanta Personal Rapid Transit Solutions (APRTS) as the preferred proponent for the Automated Transit Network
(ATN) Demonstration Pilot preject.

“This project has immense potential to revolutionize future mobility options in the airport area.” stated Steve Berman, Airport
South Board Chair. APRTS Is a partnership between ACS Infrastructure as the Developer, Flatiron Construction as the
contractor, ICE Engineering as the designer, and Glydways as the technology provider with a priority to include
Disadvantaged Business Enterprise (DBE) participation. APRTS will implement Glydways' industry leading personal rapid
transit (PRT) system for this innovative project.

The Demonstration Pilot will be strategically situated at the Gateway Center Arena in the City of College Park. This prime
location will provide a mobility link between the ATL SkyTrain and the Georgia International Convention Center (GICC),
extending to the Gateway Center Arena. “We are honaredhonoured and very excited to be the location for the Automated
Transit Network Pilot." shared Joe Carn, City of College Park Councilman Ward Il. “College Park is the global gateway to
Georgia and this type of showcase technology gives our communities a glimpse into the future of transportation and smart
growth.”

The Gateway Center Campus location ensures that local transportation officials, residents, visitors and the millions of
travelerstraveler's passing through Hartsfleld-Jackson Atlanta International Airport—the world's busiest and most efficient
airpart—will be able to experience this innovative transit solution. “This project represents a cutting-edge mobility solution
for the Z1st century, setting the stage for the expansion of public transportation as a viable option for a wider range of
riders.” shared Dan Halpern, Airport West Board Chair.

Funding for the nearly half-mile D Pilot will be by a sigi contribution from MARTA, along with
co-investments from APRTS. “They really thought about the customer experience. They thought about various
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Version1 . () o
| —
New Transit Initiative for Atlanta
August 6, 2024
City of College Park, GA — The ATL Airport Community Improvement Districts (AACIDs) are thrilled to announce the
selection of Atlanta Personal Rapid Transit Solutions (APRTS) as the preferred proponent for the Automated Transit Network
(ATN) Demanstration Pilet project.

“This project has immense potential to revolutionize future mobility aptions in the airport area.” stated Steve Berman, Airpart
South Board Chair. APRTS Is a partnership between ACS Infrastructure as the Developer, Flatiron Construction as the
contractor, ICE Engineering as the designer, and Glydways as the technalogy provider with a priority to include
Disadvantaged Business Enterprise (DBE) participation. APRTS will implement Glydways' industry leading personal rapid
transit (PRT) system for this innovative project.

The Demonstration Pilot will be strategically situated at the Gateway Center Arena in the City of College Park. This prime
location will provide a mobility link between the ATL SkyTrain and the Georgia International Convention Center (GICC),
extending to the Gateway Center Arena, "W are honored and very excited to be the location for the Automated Transit
Network Pilot” shared Joe Carn, City of College Park Councilman Ward Il. “College Park is the glabal gateway to Georgia and
this type of showcase tlechnology gives our communities a glimpse into the future of transportation and smart growth.”

The Gateway Center Campus location ensures that local transportation officials, residents, visitors and the millions of
travelers passing through Hartsfield-Jackson Atlanta International Airport—the world’s busiest and most efficient airport—
will be able to experience this nnovative transit solution. “This project represents a cutting-edge mobility solution for the
Zist century, setting the stage for the expansion of public transportation as a viable option for a wider range of riders”
shared Dan Halpern, Airport West Board Chair.

Funding for the nearly half-mile Demanstration Pilot will be supported by a significant contribution from MARTA, along with

co-investments from APRTS. “They really thought about the customer experience. They thought about various
considerations like safety and operations.” said Collie Greenwood, General Manager/CEQ at MARTA.
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Reverting to a previous version of content

1. Open Version History dialog and copy relevant text - Open the Version history dialogue
with the version you want to restore from.

Version history x
Q. search
6 items
Name Createdon 3| m
] version® Mar 14, 2025, 6:18 PM CURRENT
[0 versions Mar 7, 2025, 9:19 AM @ Restore [l
[0 Versifiewdetilpage 5025 9:19 AM Restore [l
[J wversion3  Mar7,2025, 9:18 AM Restore  [i]
[J Version 2 Mar 7, 2025, 8:17 AM Restore  [i]
[ Vversion1 Mar 4, 2025, 2:28 PM Restore [
Cancel
2. Copy the text you want to restore to the computer clipboard.
Projects  Campaigns | Work v Content v Assets Collections Create Review Content Admin NEW IMPROVEMENTS (D) *e
< Version5
Tailem Bend Solar Farm Completion
March 16, South Australia
‘The Tailem Bend solar farm received its generation license on January 30, 2019 and was expected to begin
commissioning in February, with full production expected from mid-April. Its theoretical capacity is
125MW.
UGL will the P and of the project, including the
and, will provide the internal expertise to ensure the project is
into the network. Once operational, UGL will provide the

operation and maintenance services for a six-year period.

UGL currently has solar projects under construction at Emu Downs in Western Australia,
Kidston and Collinsville in Queensland, White Rock in New South Wales and Bannerton in
Victoria.

3. Edit current version and paste the text - Close the Version History dialog and paste the
copied text into the relevant field of the current version in the content editor.
Save the edits with Save as new version
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Collaboration and Approval (Internal)

Collaboration and Review/Approval workflows are managed at the Job level, for all items within the

Job, such as Content or Assets.
The processes described here apply to “Internal collaboration and approval” for users with a Content

Hub login.

This workflow shows the stages a Job will go through from Start to Publish. It can be viewed at any
time from within a Job. Select the information icon at the right to open the workflow diagram.

Collaborate

(2] mliu@flatironcorp.com

External

!
v

- < Lt
(——— wtemal approval Review and Extornal approval 7}
Internal Approval Approval <

Back to Comms —————3»

External Approval

A Finsl Approval  Back 1o Review

Scheduling — P — Y Published

Back to Comms.

e Final Approval _ Acchive

1. Assign collaborators to a Job and send for collaboration @
Play

1. Open a Job that you are managing from the Works page - Advance the Job workflow to the
“Collaborate” state. Refer to SOP

If the Job is currently in state, click on the | Collaborate | button in the top left corner.

The “Collaborate” state is assigned to the Content owner and used to prepare a Job before
sending for collaboration, or to review changes submitted by a Collaborator.

Index | Glossary | Standard Operating Procedures 59


https://cmc-p-001.sitecorecontenthub.cloud/api/public/content/93483cd3732b47be9e05060aad0d983d?v=729231d0

ACS,
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Once the Job is in | Collaborate | state, it becomes visible to the users (depending on the
Primary Company and Confidentiality Level) and is now ready to be assigned to Collaborators.

2. Open the Workflow tab in the sidebar and Add users to the Internal Collaborators field.

e Add required users by starting to type their email address and then selecting the relevant
user from the search results.

e Adding more than one collaborator will allow all of them to edit the content at the same
time in the next step.

If the required user does not exist in the system yet, contact your company’s IT department to
organize the new user account.

Projects  Campaigns Work ~ Content ~  Assets Collections Create  Review @ @ e

¢ ML - 1405 bridge open milestone 42, Internal Collaboration | &% External Collaboration | <% Review and Approval Jd
e x
Collaborate @ -
© miu@natironcorp.com Detail @ Brief / Commaents
Workflow ° Save Cancel ~
miiu@flatironcorp.com %
Q
+
C  Typew Global Status « Localization « Asset media Contenttypew 7 it Title~ 31
Internal Collabarators
o : 5 : : - : m—(7)
+
ML-I-405 Bridge I- 405 bridge open Construction Dive Construction Dive
o Open News Release- news release Names Flatiron Names Flatiron Calaboration Bue Bate
o =) French Champion for Champion for B uTcH100 v | 6 20259:00 A
[E] Media Release ;
.
6_How to upload all . DJI_0002.JPG [E) Media Release About Flatiran Boile. ' te and time th
COLLABORATE Leadership Leadership
COLLABORATE
ENGLISH ] News K] News
FRENCH - CANADA External Collaborators
COLLABORATE CRAFT
maggield4321@gmail.com
e B v O e B « O e B ~ O ENGLISH
Q o v @0 v o0 © v Qe v Qe

3. Set Collaboration Due Date (Optional) - Edit the Collaboration Due Date field to set a date

and time to inform the Collaborator when their feedback is required.

This is an optional, informational field only. It does not trigger notifications, re-assignments or
workflow changes.

4. When complete Save the data of the Workflow tab.

5. Send the Job for collaboration - Click on the | Internal Collaboration | button in the top right

corner. The Job is assigned to all users selected in the “Internal Collaborators” field,
and those users will receive an email notification about the assignment.

Reminder: The collaborator will not see any assets that are used within the Content item if they

have not been uploaded into the Job first, before embedding or attaching these assets into the
content item.
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2. Accessing Jobs and Content as collaborators

1. The collaborator receives an email notification from Content Hub that you have been
assigned to a Job. Click on the “View Work” link in the email notification. Refer to SOP

2. Alternatively, display all assigned Jobs from Jobs search page - go to the Work — Jobs
page and use the “My jobs — Assigned to me” filter to see all assigned jobs.

Use the Collaboration Due Date sorting option to show Jobs in order of urgency or the
Saved search for this page.

3. Edit and comment on Content - Click on an assigned Job to open it.
a. Click on a Content item in the Job to open it in the Content Editor.
b. Click into content fields to edit them or select text to leave a comment.
Refer to Edit and Format Content for further details on how to edit content.

When editing is complete, click Save on the workflow tab.

4. Set Content feedback: Approved, Rework or Rejected - Click one of the “Approval” buttons
under the Content thumbnail in the Job to register feedback:

e Approved
e Rework - add additional comments

¢ Rejected - add additional comments (Note, this option is mostly used for image
selections, not Content items)

ML-1-405 Bridge |- 405 bridge open Construction Dive Construction Dive
Open News Release- news release Names Flatiron Names Flatiron
French Champion for Champion for
[:5] Media Release P P
. . Tradeswoman Tradeswoman
[=] Media Release About Flatiron Boile... N
COLLABORATE Leadership Leadership
COLLABORATE
ENGLISH t;:] News I;:] News
FRENCH - CANADA
COLLABORATE DRAFT

® E Vi O ENGLISH

ACS,

This will trigger the send of a custom email to the
Content Owner informing them of your decision o
and /or comments.

4. Do Not click on the| Back to Comms | button in the top right corner when finished. The
Content Owner will select this button when the whole collaboration round is completed.
Edit rights for all collaborators will be revoked, and the Job unassigned from them.
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3. Collaborate on Content as Content Owners

1.

Receive notification about Job assignment - Clickonthe = e
| View Comment | link in the email notification. Refer to SOP

Alternatively, go to the Work — Jobs page and use the

“‘My jobs — Assigned to me” and “ACS Job Status = ==
Collaborate” filters to see all assigned jobs in the Collaborate

state. Then click on a Job to open it.

Review Content feedback: Approved, Rework or Rejected - Review state of “approval
buttons” under the content thumbnail for a quick overview of collaborator feedback.

Review edits and comments on Content - Click on a Content item in the Job to open it in
the Content Editor.

View Version History - Select Version History from the menu in the top right corner.
Refer Version History

View Comments on the Content item - Click the Comments icon next to the Save buttons
to open all content fields with comments and show those comments.

Save as new version @

Comments can be replied to using @-mentions to notify specific users.
Refer to Edit & format Content

Resend Job for collaboration - After review of edits and comments, and the content has
been updated based on that review, the Job should be moved on in the workflow via one of
four options:
a. Send back to the same collaborator - Update the Collaborator Due Date and click
“Internal Collaboration” button to reassign it to the current collaborator.

b. Send to a new collaborator - Update the Internal Collaborators and Collaborator
Due Date fields under the Workflow tab, then click the “Internal Collaboration® button

to assign the Job to the new collaborator

c. Send for External Collaboration - Refer to Collaboration outside Content Hub

d. Progress Job to Review and Approval Stage - If no further Collaboration is required,
follow the steps in the next section - Send Content for Review and Approval.
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4. Send Content for Review and Approval

Play

1. Open a Job that you are managing from the Works page - Use “My jobs” filter or other
search/filter functions to find the relevant job. Refer to SOP

2. Advance the Job workflow to the “Review and Approval” state - If the Job is currently in
“Draft” or “Collaborate” state, click on the | Review and Approval | button in the top left
corner.

The “Review and Approval” state is assigned to the Content owner and used to prepare a
Job before sending for review, or to review comments submitted by an approver.

XS] rrojects Campaigns | Content v  Assets  Collections Create  Review e ® & e

& ML - 1405 bridge open milestone = Review and Approval JIS
X
Collaborate @ "

O miu@flatironcorp.com Details Workflow Brief / Commen ts

Workflow @ Cancel

()
|
]
]
]

3. Open the Workflow tab in the sidebar and Add users to the Internal Approvers field - Add
required users by starting to type their email address and then selecting the relevant user from
the search results.

¢ Adding more than one approver will allow all of them to edit the content at the same time
in the next step.

e If the required user does not exist in the system yet, refer to the process Add new users
as approvers.

oaB®

4. Set Approval Due Date (Optional) —
- (Optional)

Edit the Approval Due Date field to set a

9 + @ date and time to inform the Approver when
e their feedback is required.
O — : This is an optional, informational field only.

It does not trigger notifications, re-
assignments or workflow changes.

. @m 5. Send the Job for Approval - Click on the
:y“ ;;y_ . . | Review and Approval | button in the top
:ﬂﬂ ::W° @a UTCAHIT00 | Fri, Mar 7,2025 7 right corner.
cosseonn — The Job is assigned to all users
5o — selected in the “Internal Approvers”
field, and those users will receive an
— email notification about the assignment.
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5. Review and Approve Jobs and Content as Approvers

1. Receive an email notification about a Job assignment - Click on

o
the | View Comment | link in the email notification. Refer to SOP
Alternatively, display all assigned Jobs from Jobs search page
— Login to Content Hub, go to the Work — Jobs page and use
the “My jobs — Assigned to me” filter to see all assigned jobs.
[ oo

Use the Approval Due Date sorting option to show Jobs in
order of urgency.

2. Set Content feedback: Approved, Rework or Rejected - Click one of the “Quick Job Actions”

buttons under the Content thumbnail in the Job to register feedback back to the content
owner:

e Approved
¢ Rework - add additional comments

¢ Rejected - add additional comments (Note, this option is mostly used for image
selections, not Content items)

ML-1-405 Bridge I- 405 bridge open Construction Dive Construction Dive
Open News Release- news release Names Flatiron Mames Flatiron
French Champion for Champion for
[:5] Media Release P P
i . Tradeswoman Tradeswoman
[25] Media Release About Flatiron Boile... R N
COLLABORATE Leadership Leadership
COLLABORATE
ENGLISH ] News 1] News
FRENCH - CANADA
COLLABORATE DRAFT
® E Vi L:‘ ENGLISH
v Q0 v Q0 Q v Q0 v Q09
ACS,

This will trigger the send of a custom email to

. . A Job has been assigned to you in
the Content Owner informing them of your Content Hub Newsroom.
decision and /or comments. Pt et

5. Do Not click on the| Back to Comms | button in the top right corner when finished. The
Content Owner will select this button when the whole approval round is completed.
Edit rights for all collaborators will be revoked, and the Job unassigned from them.
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6. Review and Approve Content as Content Owners

1. Receive notification about Job assignment - Click on the o
| View Comment | |:|Iink in the email notification. Refer to SOP

nnnnnnn

Alternatively, go to the Work — Jobs page and use the

“‘My jobs — Assigned to me” and “ACS Job Status =

Review and Approval” filters to see all assigned jobs in the [—
Review and Approval state. Then click on a Job to open it.

2. Resend Job for review and approval - After review of edits and comments, and after the
content has been updated based on that review, the Job should be moved on in the workflow
via one of four options:

a. Send back to the same approver - Update the Approval Due Date and click
| Internal Approval | button to reassign it to the current approver.

b. Send to a new approver - Update the Internal Approvers and Approval Due Date fields under
the Workflow tab, then click the | Internal Approval | button to assign the Job to the new
collaborator.

c. Send for External Approval - Refer to Collaboration outside Content Hub

d. Progress Job to Final Approval Stage - If no further review is required, follow the steps in the
Send Content for Final Approval section.

Index | Glossary | Standard Operating Procedures 65



CIMIC-Content Hub User Guide-V0.7

7. Send Content for Final Approval

1. Receive notification about Job assignment - Click on the o
| View Comment | link in the email notification. Refer to SOP

Alternatively, go to the Work — Jobs page and use the

“‘My jobs — Assigned to me” and “ACS Job Status =

Review and Approval” filters to see all assigned jobs in P
the Review and Approval state. Then click on a Job to open it.

2. Open the Workflow tab in the sidebar - Add users to the Final Approver field. Add required
users by starting to type their email address and then selecting the relevant user from the
search results.

Adding more than one approver will allow all of them to edit the content at the same time in
the next step. If the required user does not exist in the system yet, refer to the process
Add new users as approvers.

3. Set Approval Due Date (Optional) - Edit the Approval Due Date field to set a date and time to
inform the Approver when their feedback is required.

This is an optional, informational field only. It does not trigger notifications, re-assignments or
workflow changes. When editing is complete, click Save on the workflow tab.

4. Send the Job for Final Approval - Click on the | Final Approval | button in the top right
corner. The Job is assigned to all users selected in the “Final Approver” field, and those
users will receive an email notification about the assignment.

*NB — The workflow will not proceed forward if a Final Approver is not selected.

Projects  Campaigns Content v Assets  Collections Create  Review @ @ & e

< ML - 1405 bridge open milestone =2, Internal approval ¥ ) External approval m 4= Back to Collaborate
X
Review and Approval @ ~
O milu@fiatironcorp.com Details  Workflow Brief | Comments
(3 | UTC+11:00 v | Thu, Mar 6, 2025
+ Add Selectall [J v~ ntoms e or o)
Q
maggield321@gmail.com 0
C  Typ Global Status ) - A dia [ ype v Titl 1
0 (] O O O O 0 ™ )
s
Approval Dus Date 9D
I- 405 bridge open ML-I-405 Bridge Construction Dive Construction Dive @ B | uTc+n00 « | Fri, Mar7, 20257
L B news release Open News Names Flatiron Names Flatiron
(2] vt Rl Release-French Champion for Champion for 9
edia Release 0
6_How to upload ... DJI_0002.JPG ) About Flatiron Bo... Tradeswoman Tradeswoman
[E] Media Release
COLLABORATE Leadership Leadership External Approvers
£
COLLABORATE D)
ENGLISH 1] News 1] News
FRENCH - CANA...
COLLABORATE DRAFT
0]
® @ o ® E “ Iy E ENGLISH Final approver *
@ o
milugflatironcorp.com % =)

. +
Reminder: The final approver will not see any assets that are used within the Content item if they
have not been uploaded into the Job first, before embedding or attaching these assets into the
content item.
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8. Review and Approve Jobs and Content as Final Approver

1. Send Job back to Content Owner - Click on the | Back to Comms | button in the top right
corner to finish the review and request changes. Refer to SOP

The Job state changes back to “Final Approval” and is assigned to the Content
Owner who will receive an email notification. Edit rights for all final approvers will be
revoked, and the Job unassigned from them.

2. Set Content feedback: Approved, Rework or Rejected - Click one of the “Quick Job Actions”
buttons under the Content thumbnail in the Job to register feedback back to content owner:

e Approved

¢ Rework - add additional comments

o Rejected - add additional comments (Note, this option is mostly used for image
selections, not Content items)

About Flati
ML-1-405 Bridge |- 405 bridge open
Open News Release- news release
French

[2=] Media Release

on

Construction Dive
Names Flatiron
Champion for

- Tradeswoman
[25] Media Release About Flatiron Boile... R
COLLABORATE Leadership
COLLABORATE
ENGLISH £ News
FRENCH - CANADA
COLLABORATE
e &8 v O
v 00 v 00 Q v Q0

Construction Dive
Names Flatiron
Champion for
Tradeswoman
Leadership

o] News
DRAFT

ENGLISH

v Q0

3. Approve Content for Publishing - Click on the button in the top right corner to
approve the content for publishing.

Projects  Campaigns i Work ~ Content

< ML - 1405 bridge open milestone

+ Add

Q

C Typew Global Status Localization Asset media v
I- 405 bridge open

B news release

6_How to upload ... DJI_0002.JPG [=] Media Release
COLLABORATE
ENGLISH

o B & e B &

v 00 v 90 v O 8

Assets  Collections Create Review

Final Approval

O miu@flatironcorp.com

Content type  7items Title~ §|

O O

ML-I-405 Bridge
Open News
Release-French

About Flatiron Bo...

[EE) Media Release
COLLABORATE

FRENCH - CANA...

e 3 v
v Q8 [RI]
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Construction Dive
Names Flatiron
Champion for
Tradeswoman
Leadership

5] News

COLLABORATE

v & 8

selectall [] «

Construction Dive
Names Flatiron
Champion for
Tradeswoman
Leadership

o] News
DRAFT

ENGLISH

v e

oNoL
4 BacktoComms J§ +# Approved SIS

X

Details Workflow Brief | Comments

Workflow VA

Content owner 0o

miiu@flatironcorp.com

Internal Collaborators o)
scochran@acsinfra.com

Collaboration Due Date 9

Thu, Mar 6, 2025 9:00 AM

External Collaborators 9

maggiel4321@gmail.com

Internal Approvers 9

None

Approval Due Date o)

Fri, Mar 7, 2025 7:49 PM

External Approvers £

Final approver o)

miiu@flatironcorp.com
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9. Final Approval of Content as Content Owners

1. Receive an email notification about Job assignment — o

Click on the | View Comment| link in the email notification. —

Alternatively, go to the Work — Jobs page and use the -

“My jobs — Assigned to me” and “ACS Job Status = RS

Final Approval” filters to see all assigned jobs in the Final —

Approval state. Then click on a Job to open it. Refer to SOP

2. Review and send the Job - After reviewing the edits and comments, and after the content has
been updated based on that review, the Job should be moved on in the workflow via one of
these options:

a. Send back to the same approver - Update the Approval Due Date and click
\ Final Approval |button to reassign it to the Final approver.

b. Approve content on behalf of Final Approver and progress Job to the Scheduling stage -
Remove the Final Approver user and the Approval Due Date and click\ Final Approval \
button to advance the workflow without assigning it to the Final Approver.

Projects  Campaigns Work v Content v Assets Collections Create  Review @B e
& ML - 1405 bridge open milestone
X
Scheduling ® -
[ milu@flatironcorp.com Details Workflow Brief | Comments
Workflow 7 o~
+ Add Selectall [] v Content owner D)
miiu@flatironcorp.com
Q,
Internal Collaborators D)
c Type v Global Status « Localization Asset media Content type~  7items Titles §] scachran@acsinfra.com
O [ O O O O O Collaboration Due Date o
Thu, Mar 6, 2025 9:00 AM
External Collaborators D)
I- 405 bridge open ML-1-405 Bridge Construction Dive Construction Dive maggield321@gmail.com
L] B news release Opéen News Names Flatiron Names Flatiron
Release-French Champion for Champion for Internal Approvers Q)
6_How to upload DJI_0D02.JPG [E) Media Release About Flatiron Bo.. - - None
COLLABORATE @ Medla Release Leadership Leadership
S o g °
FRENCH - CAHAS COLLABORATE DRAFT
— External Approvers &9
Lo] @ @
Final approver o)

miiu@flatironcorp.com

On completion of this stage, proceed to the calendar view to show all Content organised by its
publication date.
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10. Send Assets for review by internal team (e.g. Safety)

Assets that are part of a Content item will be implicitly reviewed and approved at the same time as
the Content item by the normal content workflow. Refer to SOP
The sections below relate to new Assets uploaded directly to a Job.

The process uses the “Internal Collaboration” steps, but it is envisaged that the Asset upload and
approval happens BEFORE content is added to the same Job, or that the Asset approval is done via
a separate Job to the content.

1. Send Assets for review - Upload new Assets to the Job. Click the +Add button and select
Upload files. Drag-and-drop files onto the dialog or browse the filesystem for file using the
Select Files button.

2. Add assets from an existing Project or Campaign - Click the +Add button and select Add
Existing items. Use Project, Campaign filters in the left sidebar to find and add existing
Assets.

3. Advance the Job workflow to the | Collaborate | state - If the Job is currently in “Draft” state,
click on the “Collaborate” button in the top left corner.

4. Open the Workflow tab in the sidebar and Add users to the Internal Collaborators field -
Add required users by starting to type their email address and then selecting the relevant user
from the search results.

5. Set Collaboration Due Date (Optional) - Edit the Collaboration Due Date field to set a date
and time to inform the Collaborator when their feedback is required.

This is an optional, informational field only. It does not trigger notifications, re-assignments or
workflow changes.

6. Send the Job for collaboration - Click on the | Internal Collaboration | button in the top right
corner. The Job is assigned to all users selected in the “Internal Collaborators” field, and
those users will receive an email notification about the assignment.

Projects  Campaigns Eumemv Assets Collections  Create  Review G @ @8
& ML - 1405 bridge open milestone #2!, Internal Collaboration M &% External Collaboration Ml =» Review and Approval Jd

X
Collaborate ® -~

© miu@flatironcorp.com Details  Workilow  Brief | Comments

miufltironcorp.com
Iy uploadtiles
+
Content e e " Tide~ 21
Internal Collaborators
Fr: t 0O
+ aamen O O v ] scochran@acsinira.com X
@ + Add existing items +
L-1-405 Bridge I- 405 bridge open Construction Dive Construction Dive
; Collaboration Due Date
- s Release- news release a ames Flatiron
L Fren: ai or . (3 | UTC+11:00 v | 6, 20259:00 AM
[E) Media Release
&_How 10 upload al DJI_0002.0PG About Flatiron Boile. b n " 1 the date and time
COLLABORATE Leadershi Leadershi . :
co
ENGLISH News. News

maggield32i@gmail.com
B v O e 8 v ¢ e B v O ENGLISH

W] o v Q0 v Qe o] v Q0 v Q0
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11. Review and Approve or Reject Assets

1.

ACS,

Receive email notification from Content Hub that you have been

A Job has been assigned to you In

assigned to a Job. Click on the | View Comment | link in the email o

n

notification. Refer to SOP

Alternatively, display all assigned Jobs from Jobs search page.
Login to Content Hub, go to the Work — Jobs page and use the
“My jobs — Assigned to me” filter to see all assigned jobs.
Use the Collaboration Due Date sorting option to show Jobs in order of urgency

Select the Brief / Comments tab to view the asset brief from the content owner. This
identifies the name the content owner, the name of the content item to work on and any
instructions or comments on what needs to be addressed.

Projects  Campaigns amarn~ Assets  Collections Create  Review  Content Admin NEW MPROVEMENTS (@ 81 9

& ML - 1405 bridge open milestone 4= Backto Comms JEE
X
internal Callaboration @ -~
e = @ com Detalls  Brief | Comments low
Comments New comment
mliu@flatironcorp.com N
Brief
c Type o Localization ., Asset media . Content type . it Tite~ 8]
Hi @iveon matthews@folks.com.au
Can you check this asset for quality please.
DJI_0002.pg
Thanks
I- 405 bridge open ML-1-405 Bridge Construction Dive Construction Dive
L} E news release Opan News Names Flatiron Names Flatiron
Release-French Champion for Champlion for
6_How 10 upload ... DJI_D00Z.JPG [ Media Release Abaut Flatiron Bal... Tradeswoman Tradeswoman
Media Release
INTERNAL COLL 8 Leadership Leadership
INTERNAL COLL..
ENGLISH o News i Hews
FRENCH - CANA...
INTERNAL COLL... INTERNAL COLL.
NGLISH
e as e8aL e B v O e
v Q0 v Qe v e - v Qe - e v Qe - v oe -

3. Review the Assets attached to the Job

a. Click on an Asset thumbnail to view details and add mandatory metadata.
b. Click on it again on the new page to see a larger preview.

Projects Campaigns Events Work v Content v Assets Collections Create  Review o
o o q

Content y 2 Parallel reviews o

Filename

DJL0002.0PG @
Tite

DJI0002.0PG

Used as content

Typs

ndatory)
Project - Progress
Name

Language

ML - 1405 bridge open | i procress IS
None

milestone

0 eo »

General /7
o

a72aa

c. Use the annotation tool for detailed rework instructions - Click the “Comment” icon in
the top right corner of the Asset Detail page to open the annotation tool.
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d. Use sticky notes and other annotation tools to give instructions, including @mentions
in comments. Click the back arrow when done.

S  Projects  Campaigns Work v Content v Assets Collections Create Review (O] e
@Annota(ions Download PDF Compare
o) 1% © @ d 0 Shaps Q X
(m] g s 2 0O B 0 O 0O i Q

Date created v |

@ iveon.matthews@folks.com.au - o

add an annotation here

) iveon.matthews@folks.com.au & e

Add a note here

4. Set Asset feedback - Approved, Rework or Rejected - Click one of the “Quick Job Actions”
buttons under the Asset thumbnails in the Job to register the content item feedback:

e Approved

¢ Rework - add additional comments on what should be changed to get it approved. Just
reference the Annotation tool if that has been used.

o Rejected - add additional comments of why it’s rejected.

Navigate to the Brief / Comments tab in the Job (3) and reply <~ with comments.

o Use the @mention function to directly notify the content owner.

Projects  Campaigns Work v Content v Assets Collections Create Review Content Admin newinprovements | (@ 8 )
& ML - 1405 bridge open milestone
x
Internal Collaboration (D -

) . e mik T com Details  Brief /Comments  Workflow

Comments New comment

selectall [J ~

C  Typew Localization Asset media Content type « Titlev § A

Brief
Hi @veon.mafthews@folks com.au

Can you check this asset for quality please

I- 405 bridge open ML-1-405 Bridge Construction Dive Construction Dive )
7
] news release Open News Names Flatiron Names Flatiron e
Release-Franch Champion for Champion for Thanks
&_How to upload DJI_D002.JPG [E) Media Release About Flatiron Boi Tradeswoman Tradeswoman
[E] Media Release
INTERNAL COLL... Leadership Leadership Hi milu@fiatironcorp.com,
INTERNAL COLL..
15H
ENGLISH K] News 1] News This asset mests all quality reguirements and is DK
FRENCH - CANA.. i
INTERNAL COLL... INTERNAL COLL... 0 use.
o3 a & — — @B v O ENGUISH Thanks
v Qe v 9 v Qe - v 089 - e v e - v Qe -

NOTE : Do not select the | Back to Comms | button if there are multiple contributors assigned to
the job. This is the responsibility of the Content owner.

Index | Glossary | Standard Operating Procedures 71



CIMIC-Content Hub User Guide-V0.7

12. Review Asset feedback as the Content Owner

ACS,

1. Receive notification about Job assignment - Click on the
| View Comment | link in the email notification. Refer to SOP " ot
Alternatively, go to The Work — Jobs page and use the
“My jobs — Assigned to me” and “ACS Job Status = Collaborate”
filters to see all assigned jobs in the Collaborate state.

Then click on a Job to open it.

2. Review Asset feedback - Approved, Rework or Rejected - Review state of “approval buttons”
under the Asset thumbnail for collaborator feedback.

3. Delete Rejected Assets - Select all Rejected Assets and use the “Move to Trash” button
under the selection menu to delete the Assets.

Projects  Campaigns Work v Content ~ Assets Collections Create  Review (O] e
< ML - 1405 bridge open milestone 4 BacktoComms JEHH
X
Internal Collaboration @ -~
© scoctvar nfracom © " p.com Details  Workflow  Brief { Comments
Workflow V.
+ Add M # (- Content owner o)
ifiatironcorp.com
Q o Asset Download
©  AssetRemove Collaborators 0o
g B calizatic \sset media Contes ite itle~ 9 "
c Type + Global Status Localization + Asset media « Content type « Title 2l ran@acsintra.com
[ Movetotrash
O (] | ration Due Date o)
©  Show selected only ar 6, 2025 9:00 AM
External Collaborators o)
I- 405 bridge open ML-I-405 Bridge Construction Dive Construction Dive maggiel4 321@gmail.com
" news release Open News Names Flatiron Names Flatiron
N Release-French Champion for Champion for Internal Approvers o
[E) Media Release X
6_How 10 upload a. About Flatiron Boil... Tr v T None
(&) Media Release )
COLLABORATE Leadership Leadership
COLLABORATE Approval Due Date o
NGLI!
ENGLISH =] News I Mews Fri, Mar 7, 2025 7:49 PM
FRENCH - CANADA
COLLABORATE COLLABORATE i
External Approvers ro)
o =2 a & @3 v o ENGLISH
. - Final approver 0]
v 00 v Q0 v 00 Q v Qe v 00 =

miiu@flatironcorp.com

4. Optional: upload new version of the asset marked for Rework - Review comments and
annotations for all Assets marked for Rework.

e Download each asset using the Download button ¥, under the thumbnail.

¢ Edit the downloaded file in a desktop application like Photoshop, then re-upload the new file

as a new version using the Upload asset button € under the thumbnail.
o Send the Job back for re-review by the same Collaborator.

5. Progress Job to Approved - Once all remaining assets have been approved, follow the steps
in the Send Content for Review and Approval section.
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Collaboration outside Content Hub (External)

Update Job for External Collaboration \
ay

1. Open a Job that contains content that is ready for external collaboration and in the
Collaborate state where you are the Content Owner. Refer to SOP
https://cmc-p-
001.sitecorecontenthub.cloud/api/public/content/539da579a1944040a9fac0a79a029e42?v=
98e9b28f

2. Go to the Workflow tab and:
¢ type in the name or email address of the external user(s) in the External Collaborators

field. Seta Collaboration Due Date.

L% projects Campaigns | Content ~ Assets Collections Create Review Content Admin NEW IMPROVEMENTS  (2) % e

& Tailem Bend Solar Farm press release

X

Collaborate @ ~
© iveon.matthews@folks.com.au Details  Brief /Comments  Workflow
Workflow @ Cancel
+ Add Selectall (]~ Content owner *
|| Iveon.matthews@folks.com.au x |
+
(¢} Type v Localization - C 3§72 Titl -
Internal Collaborators
andrew.lomas@folks.com.au
+
UP-C-Updated UP-C Content-USA UP-C-Euro Test
Collaboration Due Date
Content [E] Media Rel! [E) Media Rel
edia Release edia Release
9 | utc+11:00 v | Mon, Mar 10, 203
[E) Media Release
COLLABORATE COLLABORATE
COLLABORATE e
ENGLISH ENGLISH
ENGLISH
External Collaborators
VOO v OO v -

andrew.lomas@folks.com.au

Generate a Word document for sharing

1. Open a Content item and select the Exports tab in the right-hand sidebar. - Choose the
Export format, either Word only, or Word and PDF.

Details Relations Job info Exports Review ar >

a. Select a Company template. This controls which header and footer are used in the
exported Word doc.

b. Click Create button to start the export.

c. File creation takes a few seconds, click the Refresh button until the file appears.
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Projects  Campaigns

Content: UP-C-Euro Test

HEADING

This solar farm is BIG and powerful

DATE AND LOCATION

March 2025

INTRO

i Work ¥ Content v Assets Collections Create Review Content Admin

Save as new version

This BIG solar farm will make a huge difference

BODY (Pending changes)

UGL will the

and of the project, including the associated

substation, and critically provide the internal expertise to ensure the project is integrated successfully into the
electricity network. Once operational, UGL will provide the operation and maintenance services for five years.

tern Australia, Kidston and Collinsville in
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new mprovements. A° @ @ e

Request reuse

X Details  Relations  Jobinfo  Exports  Reviewar >

&' Export as:
®Word © Word + PDF

Template Name:

CIMIC e
Cren

WCIMIC

®

DocX

UP-C-EURO TEST 2025-03-,
o Download @
&, Upload new version

£D View history @

2. Download the Exported file. Once a file is generated, it will appear in the “download” section.
Word and PDF files are shown as separate files next to each other.
e Labels under the thumbnail identify the file format and the file name including the
date and time it was generated (UTC +0 time zone).
¢ Click the Download button under the thumbnail to download the current version.

e The Word document is auto set to ‘Track Changes’ for reviewing by collaborators.

3. View file history if another Word or PDF file is generated at a later stage, the new file will
override the existing file as a new version.
e To see older versions, click the View history button under the thumbnail.

e Use the drop-down menu to the right of any version to download the older file if

required.

View history

All files

UP-C-Euro Test 2025-03-06_09-51-06.docx
March 6th, 2025 at B:51 PM

UP-C-Euro Test 2025-03-06_09-40-05_AL Comments.docx
March Gth, 2025 at B:50 PM

UP-C-Euro Test 2025-03-06_09-40-05.docx
March 6th, 2025 at 8:40 PM

UP-C-Euro Test 2025-03-06_09-35-48.docx
March 6th, 2025 at 8:35 PM

-] Set as master
@ ok Download original

@ Show full-screen

) aAnnotate

-~ Public links

= Use direct link

&

Delete .

a. The latest version is the Master and identified by the Crown icon % .
b. Download any version by selecting the ‘Download original’ button.
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c. Delete any version by selecting the ‘Delete’ button.

Send Word document and wait for feedback

1.

Send the downloaded file to the external collaborator - For Word documents, open the
downloaded file in Word and enable track changes.

Attach the file to an email and send it to the External Collaborator, with instructions and
expectations.

Advance the Job workflow to the External Collaboration state - Click the
| External Collaboration | button in the top right corner of the Jobs details page.

The Jobs should remain in this state until feedback is received back from the External
Collaborator.

Consolidate changes back into Content Hub

1. Receive feedback from Collaborator - Use email and other tools (OneDrive, Teams etc.) to
interact with the Collaborator. Once the feedback is finalised, prepare to add the changes to
content item within Content Hub.

2. Receive changes in edited Word doc or PDF - Edit the file name of the received Word doc or
PDF to include the new date and time, and the collaborator's name.

3. Open the Content Item in Content Hub. From the Exports tab, use the Upload new version
button under the relevant file thumbnail to add the received file as the current version (for
version history purposes).

View history

All files

mCIMIC

UP-C-Euro Test 2025-03-06_09-51-06.docx

-~ March 6th, 2025 at 8:51 PM _

" UP-C-Euro Test 2025-03-06_09-40-05_AL Comments.docx ®
- March 6th, 2025 at 8:50 PM
UP-C-Euro Test 2026-03-06_09-40-06.docx
- UP-C-EURO TEST 2025-03.
UP-C-Euro Test 2025-03-06_09-40-05.docx
Ml march 6th, 2025 at 8:40 PM & Download
UP-C-Euro Test 2025-03-06_09-35-48.docx & View history

- March 6th, 2025 at 8:35 PM
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Auditing procedures for content items

Uploading the returned Word document into the history is a valuable process in maintaining

[ ]
accurate auditing of the content item when collaborating with external parties.

This works together with the Review and Approval history process in recording notes from or
about the interaction with external users.

4. Receive changes from email comments - Open the Content Item in Content Hub.
Update / edit the Content fields to align with changes and comments from the Collaborator.

& iewi v @ v
Projocts Campaigns  Events Work v Content v Assets Collections Create Review ContentAdmin | Home Insert DOraw  Design Layout  References  Malings O Comments
e TmesNew.. « 1« A A Aav A = A¢~ @ ao /_Z- t f':
s .

L
ste

P Dictate  Add-ins tor  Create PDE
‘share lin

¢ B I Uvaes x, x| Rv2vAv Pesrich  Stes i o , et

[

Content: UP-C-Euro Test

s CIMIC

HEADING

This solar farm is BIG and powerful
|

This solar farm is BIG and powerful

March 2025

DATE AND LOCATION

March 2025
This HiG éolar farm will make 3 hngs

This BIG solar farm will make a huge difference s .

BODY
of the project, including the associated substation, and

UGL will undertake the i , and
critically provide the internal expertise to ensure the project is integrated successtully into the electricity network. Once

operational, UGL will provide the operation and maintenance services for five years.

About UGL

MS Word comments from external
collaborator. Track changes has recorded the
edits and suggested comments of the external

collaborator.

Content Hub digital content item — copy and
paste changes into the content item field or
adjust existing copy as recommended by the
external collaborator.

Mark approval on behalf of external collaborator

1. Mark approval on behalf of external collaborator - Once content updates have been done, go
to the Review and Approval details tab to record the change/approval history on behalf of

the Collaborator.

2. Fillin Review and Approval notes - Click the Pen icon to edit the Review and Approval
notes field. Add details about the feedback and from who it was received. Then click the

Save button.
For example: Joe Smith approved the content and images without further changes required.
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< ons Job info Exports Review and Approval details >

Save Cancel
FOr exampie:

Joe Smith approved the content and images without further
changes required|

Review and Approval notes

R Save review and approval notes

Review and Approval history ~

Review and Approval History

06/03/2025 09:55 AM UTC, iveon.matthews@folks.com.au
Status: Collaborate

Click the Pen icon to edit the Review and
Approval notes field. Add details about the
feedback and from who it was received.
Then click the Save button.

Progress workflow

CIMIC-Content Hub User Guide-V0.7

< s Relations Job info Exports Review and Apprc >

Review and Approval notes

[ E‘, Save review and approval nctes] e

Review and Approval history ~

Review and Approval History

20/03/2025 02:25 AM UTC, iveon.matthews@folks.com.au

Notes: For example:
Joe Smith approved the content and images without further changes
required.

06/03/2025 09:55 AM UTC, iveon.matthews@folks.com.au
Status: Collaborate

Click the Save review and approval
notes button to commit the details to the
Approval history.

Refresh the page to see the new note in
the Review and Approval history section.

1. Return to Collaborate state - Open the Job containing the Content item and click the

| Back to Comms | button in the top right corner.

same steps again.

Progress to next state - Choose to send to another external collaborator by following the

Alternatively, advance to Internal Collaboration or Review and Approval state (refer to

Collaboration and Approval).

3. External Approval - The processes for sending content for External Approval are exactly the
same as for External Collaboration, apart from the Job workflow statuses used and the fields

used to define the external user.
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Content re-use request and approval ®

Play

Request to re-use content from other companies, with processes to allow request and approval of
re-use. This workflow formalises the process of request and approval of the content and allows
tractability and oversite of all components. Refer to SOP

Requestor:

¢ Requesting re-use approval for content
o (optional) Adding Approver to the approval process for the new content

Approver:

¢ Reviewing and approving content re-use requests

Viewing re-use conditions

Go to Content / Content Search page from the menu bar and select the Table view.
Review the Reuse condition column.

. .
S erojects  Campaigns won(v“als Collections ~ Create  Review  Content Admin & e

Content Search

= = © Q Localizatian ~
Fil Advanced d
[e] 1UE~ > 20 v Madified on I - |
TA Q -
Status Confidentiaity level (mandstory)  Primary Company (mandatory)  Typs Modifiedon 3]  Publication o > (m
Q ~ .
EM-TTT- Jun1z,2025,  JunG, 2025,
INTERNAL COLLABORATION  PUBLIC LEIGHTON ASIA HEws REUSE ALLOWED (IN SAME CONTEXT, NO CHANGES)
Content test 3:08 PM 200 AM
PUB 10N TYRE Q v
PRIMARY COMPANY Q v | Me-usso Jun12,2028,  Jun 20,2025,
7| milestone 1 INTERNAL APPROVAL PuUBLIC FLATIRONDRAGADOS: HEWS APPROVAL REQUIRED
3:08 PM 507 PM
news story
EONFIBENTIALITY LEVEL Q-
R o tp SRS peRovAL PUBLIC FLATIRONORAGADOS socmipost U202 2 2025, APPROVAL REQUIRED
*=*  caralyn 408 AM 6:00 PM
REL N Q -
., Kain localize Jun 10, 2025,
H INTERNAL COLLABORATION  PUBLIC cIMIC SOCIAL POST . REUSE ALLOWED
test 11:30 AW
NDED OUTPUT C E. Qv
., Karin-locaize Jun10, 2025,
G INTERNAL COLLABORATION  PUBLIC cmic SOCIAL POST one REUSE ALLOWED
2 test 11:30 AW
PROJECT Q v
. Karin localize Jun 10, 2025,
o INTERNAL COLLABORATION  PUBLIC cmic SOCIAL POST “one REUSE ALLOWED
EVENTS Q - Spanish 17:30 AM
Wadia ralease Jun10,2025,  Jun 16, 2025,
CAMPAIGN Q v & SCHEDULING PUBLIC CIMIC GROUP MEDIA RELEASE cE SIS eeuse alLowen
for museum 352 AM 607 PM

The Reuse condition can also be viewed by opening a Content item, go to the Details tab in the
right-hand sidebar and review the Reuse condition field.

Reuse condition explanation

¢ Reuse allowed - Can be reused without restrictions, doesn't need approval

o Reuse allowed (in same context, no changes) - Can be reused without approval if the
content and context remain the same as the original. Translation does not count as a
change.

¢ Time limited - Can be reused without approval until the date defined in the field Reuse end
date

¢ Approval required - Always requires approval before reuse is allowed.

¢ No reuse - Can't be reused, ever.
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Requesting re-use approval for content

Open a Content item that needs reuse approval.

CIMIC-Content Hub User Guide-V0.7

1. On the Content Details page, click the B Request reuse button in the top right corner.

[N Projects Campaigns Events Work ¥ Content ¥ Assets Collections Create Review Content Admin

Content: Media release for museum

'
Saveasnewversion &

HEADING

This is an even better title

DATE AND LOCATION

June 12-26

INTRO

Here is a better intro

BODY

Here is a body Here is a body Here is a body Here is a body

2. The Request Reuse creation form opens.
Complete all the details for:

Where will it be used (Geography)

Which output channels will it be used in

Who is it going to be seen by

What will be around it (context), other content
When will it be used

What will be changed

When approval is required by (Date)

NOoOORWON =

3. Click on Submit request.
This creates a new Reuse request Job and assigns it
to the content owner of the content item.

NB. The Reuse request job will not be created if
any fields have not been completed.

e
@ B Request reuse

X

Language o)
English

Status

Status )
Scheduling

Strategy Vi
Type* o
Media Release

Publication date o
Jun 16, 2025, 6:07 PM

7~

Primary Company (mandatory) * )
CIMIC Group

Additional Companies 5
Tumer FDCorp Dragados ACS

Confidentiality level (mandatory) * o
Public

Reuse condition (mandatory) * )
Reuse allowed

Publication type (mandatory) * o)

Media Release

Request reuse @ X

Reuse request information
Where will it be used (Geography)

[Text

Which output channels will it be used in

Select output channels v

Wha is it going to be seen by

Text

What will be around it (context), other content

Text

When will it be used

Select date

What will be changed

Text

When is approval required by

Select date

®

4. The progress of the request can be followed from the Work/Jobs page, using the filters for
Job type = Reuse request and/or My jobs/created by me
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Reviewing and approving content re-use requests as the Content Owner

All new Reuse request Jobs are assigned to the Content Owner.

1. The Content Owner receives the New work email, but the job can also be found on the
Work/Jobs page.

2. Open the Job from the email, or the Jobs page.

Projects Campaigns Events ‘Work . Content ~  Assets Callections Create Review Content Admin

Jobs
Save search
= = v
Filters. Advance d Saved
ACS JOB STATUS Q
Collaborate
Draft

Internal Approval
Internal Collaboration 4
Final Approval 2
Requested 2

External Callaboration
External Approval
Review & Approval

In progress

JOB TYPE Q

Review the

Q

Hame Job Status Primary C

TEST-LAID  INTERNAL COLLABOR. cimie

2v > Datemadified 3|

) Additional

LEIGHTON ASIA

Assigned users

Content owner

newmreovements. A° @ 48 )

+ Add

Madified on Internal Collaborators Gollaboratian > m

KARINNG KARINNG IVEON MATTHEWSGF.
IVEON. MATTHEWS@F ..
Reuse REQUESTED cimic Group IVEOM.MATTHEWS@F... IVEON.MATTHEWSSF...
Request for Y]
M-
TTT_Media
Release
CF Job 23 EXTERNAL APPROVAL e IVEOWMATTHEWSEF.. IVEON.MATTHEWSEE.. May 29,2025 5:03 PM
ACS,
CR-TTT Job COLLABORATE ciMic CIMIC GROUP IVEON.MATTHE WS@F ... hd
SEDGMAN

request details

PACIFIC PARTHERSHIPS
CPB CONTRACTORS

®

A Job has been assigned to you in
Content Hub Newsroom

Jab name: Reuse Request for IM-TTT_Media Release
Jab stato: Requested

Job due date: 12 June 2025 2:00 BW

Job owner. karin ng@eimic. com.au

company: CIMIK

i you have any questions, plasse contact the ssnder at
cimic.com.au

karin.ng@:

3. Go to the Brief/Comments tab in the sidebar to see Details about the requester and how the
content is intended to be reused.

EZ] eroiects  Compaigns  Events  Work v Content v Assets  Collections Create  Review  Content Admin

< Reuse Request for IM-TTT_Media Release

C  Typer L
IN-TTT_Media
Release

] Meda Reiease
COLLABORATE

ENGLISH

Requested

© iveon. matthews@foiks.com.au

iim2-365.009

IMAGE
cmc GrOUP

APPROVAL REQUIRED
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(B o= -

X

Details | Brief |Comments | Workflow

Comments

New comment

Coment wmer
Karin ngg@dimic_com.au

Reuze requestar

iveon.matthews@folks.com.au

@u request info

Whers will it be usad (Geagraphy)
Europe

@\

Which output channeis will it be used in

Mone.

Who is it gaing to be seen by

everyone

What will be around it (context), ather content

moare pictures

Whar wil it ba used
Jun 13, 2025 12:00 AM

What will be changed
Extra text

When is approval required by (Date)
un 13, 2025 12:00 AM

J
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Accept or re-assign the Job
4. To accept the Job and assign it to yourself, click the button.

5. Optional: To assign the Job to another team member, go to the Workflow Tab, change the

Content Owner to the relevant user, then click the button to assign it to the
other user.

Reject or Approve the request

Review the content and request details to decide if the request should be approved. This might
involve contacting external stakeholders via email or other means.

6. Use the Brief/lComments field and @mentions to discuss the request or clarify details with
other users within Content Hub.

Use the Comments field to clarify why a request is rejected, if that’s the case.

7. When a decision is made, click the | Reject | or | Approve | button to assign the job back to the
requester and to let them know the outcome.

8. An email notification is sent to the requestor when either option is selected.

Projects Campaigns Events Work v Content ~ Assets Collections Create Review Content Admin newmmroveuents. &° @ @ )
¢ Reuse Request for IM-TTT_Media Release @
X
Requested @ .
@ iveonmatthews@folks.com.au Details Brief | Comments Workflow
Comments

New comment

C  Type~ Localization~  Content type = Cantent owner
karin.ng@cimic.com.au
Reuse requestor
iveon matthews@folks.com.au
IM-TTT_Media
Release Reuse request info
[E) Media Release 1alim2-365.png wh T d (Geograph
are wil it be used (Geography
[ .
COLLABORATE e New work assigned to you: Reuse Request for Tailem Bend Solar farm & Europe
CIMIC GROUP oo x
ENOLISH Which output channels wil it be used in
APPROVAL REQUIRED @ roropy@marketingcontonthub.com e s22P @l © 4 i None

Wha is it gaing to be seen by

ACS, everyone

3 2 more pictures
A Job has been assigned to you in

Content Hub Newsroom. When will it be used
Job name: Reuse Request for Tailem Bend Solar farm Jun 13, 2025 12:00 AM
Job state: Approved
Job due date: 24 July 2025 2:00 PM What will be changed
Job owner: jveon.matt @folks.com.au
For company: CIMICG
The Job brief/descripti

Extra text

When is approval required by (Date|
Jun 13, 2025 12:00 AM
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Re-using pre-approved or approved content

Open the Request Job (from the Email notification, or Jobs page), confirm the Job Status is
Approved, then open the Content item inside the Job.

Copy content parts
From the Content details page, select the text to reuse and copy it.

9. Create a new Job (or open an existing Job), create a new Content item, then paste the text
from the original content item into the new one.

B} Proiects Compaigns  Events  Work v Content v Asssts Collections  Creste  Review  Content Admin I B Proiects Compaigns  Events Work v Content v  Assets Collections Creste Review  Content Admin newnesovenents B° @ @ 6
Content: IM-TTT_Media Release Content: My new job from Reuse Request B Roquestrouse -
x x
S 2 sn ® Detsits R o R

HEADING

Tailem Bend Solar Farm Compietion

June 2025

5
focsell oyl : " °
Weste: ville in Queensiand, White Rock in New 1; 5
Archive request job as the Content Owner
10. After the relevant content has been copied to the new Content item, the Content Owner
selects the Archive button in the Request job to close it off.
This will change the status of the Job to | Archive
Projects Campaigns Events Work ~ Content ~ Assets Collections Create Review Content Admin NEW IMPROVEMENTS  JA° (@) 8 e
< Reuse Request for IM-TTT_Media Release @ (55 accrive JES
X
Approved @ A
B iveon.matthews@folks.com.au Details Brief [ Comments Workflow
Content s o~

Selectall [J ~ Name o

Reuse Request for IM-TTT_Med|a Release
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Viewing where content is being re-used
Viewing reuse request for a Content item as the Content Owner

Open a Content item and go to the Job Info tab in the sidebar.

11. Review the Used as content panel for Reuse request jobs. Click on a request job to open it
and see where it was intended to be reused, using the Brief/Comments tab in the sidebar.

[y Projects Campaigns Events Work v Content ¥ Assets Collections Create Review Content Admin

Content: IM-TTT_Media Release

Save as new version Details Relations | Jobinfo | Exports

HEADING

NEW
Tailem Bend Solar Farm Completion

DATE AND LOCATION

NEW IMPROVEMENTS JL' QO B e

Request reuse

Reviewar >

June 2025 Used as content A~

Name Type  status 0
INTRO

W CF-TTT,
The Tailem Bend solar farm received its generation license on January 30, 2019 and was expected to begin commissioning in CETIIJon Job) (nowe
February, with full production expecied from mid-April Its theoretical capacy is 125M\W.
V5 Wit (V% procicion pec e packy Reuse Request for IM-TTT_Media Release Job  DONE

Reuse Request for IM-TTT_Media Release ~ Job  DONE
BODY

Reuse Request for IM-TTT_Media Release Job ARCHIVED
UGL will undertake the engineering, procurement and construction of the project, including the associated substation
and, critically, will provide the internal expertise to ensure the project is st into the
network. Once operational, UGL will provide the operation and maintenance services for a six-year period.
UGL currently has solar projects under construction at Emu Downs in Western Australia, Kidston and Collinsville in Parallel reviews ~
Queensland, White Rock in New South Wales and Bannerton in Victoria.

Item Modified by Modified on Value Name m

Jun 4, 2025,
CF-TTT_Job Karin Ng APPROVED
3:06 PM
ACS Reuse request X

Y

Requested mprogrens — > O Approved

A
§_

Rejected e Archived

Reuse workflow diagram
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Requesting Assets for Reuse

Request to re-use assets used in content items from other companies, with processes to allow
request and collaboration of asset re-use. This workflow formalises the process of request and
approval of the asset and allows tractability and oversite of all components.

The Requestor asks the approver for permission to reuse an asset

After the text content has been copied and pasted into the new content item, save the content item
and browse back to the Job that contains the content item.

1. Check the status of the asset Rights field if the asset can be used in other content.

a. Pre-approved - Can be used (downloaded) by anyone, without approval.

b. - Requires approval by the asset owner before reuse. This might
include secondary approvals, e.g. from people depicted in the image etc.

c. Expired - License rights have expired and needs to be repurchased if it is to be
published again.

d. - No reuse allowed, e.g. single-use rights purchased/licensed from
an agency for one-off publication only.

2. Add a brief to the Brief/Comments tab requesting the approver to add the named asset to the

Procis  Campigws  Work + Comtent - Assats  Collectons resta Review  Content dmin vEeO
 Mynew ob from Reuse Recuest i ) -
Calabarats © - :
© iveonmat thews@tolks com.au il Briaf | Comment: Workflow
‘Comment its.
.

iveon matthews@foiks.com. au o

3. Add the approver username to the internal collaborator list of the Job.

B} rroiects  campaigns  Work v Content v Assets  Collections  Creats  Review  Content Admin

« My new Job from Reuse Request

Collaborate
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4. The requestor progresses the workflow to the internal collaborators stage that will generate

an email notification to the approver.

Using the collaboration workflow gives the approver the appropriate permissions to add the asset to

the Job.

The Approver adds the asset to the requestors job

1. The approver receives an email requesting

they add an asset to the requestors job.

2. The approver searches for the requested asset

Mew work assigned to you: My naw Job from Reuse Request

o To @ lweon Mattnews

ACS,

9

A Job has been assigned to you in
Content Hub Newsroom.

Job name: My new Job from Reuse Request
Job state: Internal Cellaboration

Job due date

Job owmner: jvecn matthews @lolks.com,ay
For company: CIMIC

The Job brieffdascription is:

HiKarin,

g lika to request use of the imaga talimz-365.Jpag from tha job Reuss
Requast for IM-TTT_Meadia Relsase,

Thanks

found in the comment and verifies it is appropriate

to use for another company.

3. If appropriate, the approver grants permission by adding the asset to the requestors Job.

Projects Campaigns Work ~ Content ~  Assets  Collections  Create

< My new Job from Reuse Request

Internal Collaboration

O crlest & iveon.matthews@folks.com.au

+ Add
C  Type. Localization Asset media Contenttype.  2items Titlew 3|

O

My new job from Reuse
Request

[E] Media Release

COLLABORATE
ENGLISH

e B o &

W] v Qe -

Review  Content Admin

I you hava any quastions, please cantact the sender at
tveon.matthews®folks.com.au

® )
Details  Brief /Comments  Workflow
Comments New comment
Selectall [~
iveon.matthews@folks.com.au e
Ik
Hi Karin,

I'd like to request use of the image talim2-365 jpeg
from the job Reuse Request for IM-TTT_Media Release
Thanks

Hi lveon,

I have approved the use of this image in your
content item and have uploaded it to your Job.

Regards

Karin

iveon.matthews@folks.com.au o e

4. After the asset has been added to the job, the approver replies to the comment by
@mentioning the requestor and indicating the asset has been added to the Job.

5. The request is completed.
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The Requestor completes the Content item

1. The requestor receives an email notification from the reuse approver informing them the asset
has been added to the new Job (from the @mention used in the comment).

2. The requestor uses the asset as required and the Content item is completed.

3. The requestor progresses the workflow state to close this collaboration stage.

Content Publishing
Publish to XM Cloud

Publishing of approved content from Sitecore Content Hub to Sitecore XM Cloud Web CMS (XMC).
Utilising the connector provided by Sitecore to push content (text and associated assets) to XMC,
ready for publishing. Refer to SOP

Manual publishing to non-XMC channels

Publishing of content to output channels that are not integrated with Content Hub for automatic
publishing.

1. Copy and paste data from within a Content Hub digital content item (text and associated
assets) to the external platform (web CMS).

2. Create a public link of an asset, copy the link and paste it into the CMS of the website or
social post

Ability to download content as a Word document using a company specific template for distribution
to output channels.

3. Copy and paste from approved Word document (text and associated assets) to another
Company template (Word or other).
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Management Tasks

Management of shared Taxonomy values to allow extension and updating over time, ensuring that
all companies agree on changes and new values can be translated into applicable languages.

LI=®  projects  Campaigns Work ¥ Content ¥ Assets Collections Create Reuie @ & e

Edit Taxonomies
= Clients

« Expertise

Recently modified items

Client Taxonomy Search v

Expertise Taxonomy Search v

Updating taxonomies

Add new taxonomy item

1. Open the Content Admin page in the menu bar.

2. Select Taxonomy to edit - Review the available Taxonomies in the Edit taxonomy section
and click on one to open it for edit.
Note: Some taxonomies are not available for edit due to complex intra-dependencies with
user permissions.

3. Navigate the Taxonomy hierarchy - Navigate to the required part of the hierarchy where a
new item will be created.

a. The “four dots” icon FI'i identifies the presence of child items, click to navigate one
level deeper.
b. Click on the parent item where you want to create the new item.
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Projects Campaigns

Taxonomy Management

Clients

by TaxonomyLabel +

i APAC
&I, Canada

& Eurnpe@

gL, North America

= South America

A

&

&

® © © © @

i Work ~ Content v Assets Collections Create Review  Content Admin

CIMIC-Content Hub User Guide-V0.7

&6

Delete Show definition

4. Create new item - Click the plus icon to create a new item at the current hierarchy level.

5. Add required data into the Descendants panel by selecting the pencil icon. The initial setup is
always done in English (en-US)

a. Type in a Label in English language.

b. Type in a Name. This should be the same as the Label, but without spaces and only

using alphanumeric characters.

c. The identifier is automatically updated to align with the Name. Do not manually edit

it.
Projects  Campaigns

Taxonomy Management

Clients
< Spain

Sort by TaxonomyLabel
m  ACS Spain &

m  Grid Logistics &

O,

+

Work v Content v Assets  Collections Create Review Content Admin

Clients » Europe » Spain > ACS Spain

Technical

Identifier
ACS.Clients.ACSSpain

Main

Name
ACSSpain

®
- O

ACS Spain

Synonyms
ACS Spain, Madrid, Canarias

Publishing

Don't publish to delivery platform

X

20

Delete Show definition

@ en-usv 2

®

6. Add optional data - Fill in the Synonyms field with other names, phrases or acronyms that

apply to the item. These are used for searches. Use English language.

The description field is typically left empty but is also used for searches and should
contain longer sentences if used. Click Save
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B I U Format - | ¥

Translate taxonomy item

id #
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1. Edit a Taxonomy item - Navigate to a Taxonomy item to translate. Click on the @ icon to see

its details, then click the pen icon to open it for editing.

Clients

& Spain

Sort by TaxonomyLabel ~
m  ACS Spain =

m  Grid Logistics 1)

Clients > » » ACS Espafia

Technical

dentifier
ACS.Clients. ACSSpain
Main

Name *

ACSSpain Do NOt Edlt

Label

ACS Espafia

Synonyms

ACS Espafa, Madrid, Canarias

Delete Show definition

®
®

2. Select language - Pick a language code in the top right corner to translate into that language.

3. Add translated content - Edit the Label and Synonyms fields with the translation of the

original English item.

DO NOT edit the Name field as it will change for all languages.
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Delete taxonomy items
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1. Edit a Taxonomy item - Navigate to a Taxonomy item to translate. Click on the @ icon to
see its details, then click the pen icon to open it for editing.

2. Review usage - Review the Projects, Content and Asset sections to determine if the item is

used by any other objects. If it is, re-assign those objects to another item in the hierarchy

before deleting.

en-Us v
Technical

ACS.Clients. NorthAmerica California.L irportsL AWA

Main

Name

LosAngelesWorldAirportsLAWA

Label
Los Angeles World Airports (LAWA)

Synonyms.

LAWA

Projects

€ ML-LAX

Publishing

Don't publish ta delivery platfarm

X

3. Delete item - Click on the 3-dot drop-down menu next to the @ icon and select Delete

Visualization

Visualization

Color
None

General

Content

€3> ML-I-405 Bridge Open News Release-French <>

> LC test new piece of content - approval ¢

I- 405 bridge open news release

ck-test <> ML-Campaign content on website

€2 Construction Dive Names Flatiron Champion for Tradeswoman Leadership

> Construction Dive Names Flatiron Champlion for Tradeswoman Leadership

Asset

<> Alert_FlatironNow.png <> Broadway Curve_Guadalupe Rd Bridge girder install 1.JPEG <> 4A1908-005.jpg

<> TAFE QLD Functions Terms & Conditions.pdf <>

AL - The BIG Story 2026-03-04_00-22-55.docx

©> 6_How to upload all employee meeting recap.docx

If the item has child items (shown above), is assigned to
other objects or used by permission rules, a dialog

displays a warning.

If you still want to delete the item, click Proceed.

Note, this cannot be undone.
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This action will influence:

0 Direct descendants linked via the taxonomy
hierarchy relation

65 indirect descendants linked via other

relations

Direct descendants will also be deleted
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See a report of recently added taxonomy items
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1. Select Taxonomy to review - Click on the relevant Taxonomy heading under the
Recently modified items section to expand a search table of all items in the Taxonomy.

2. Sort the results by Modified date - Select Date modified sort option to show the most recently
edited items at the top. Use paging tools to review more than the first 10 items

Projects  Campaigns  Events Work v Content v  Assets Collections Create Review  Content Admin

Edit Taxonomies

» Clients
pertise

Recently modified ilems@

Client Taxonomy Search

T v > Date modified v 3] %

a

i

Q

Grid Logistics
ACS Spain

South America

Germany

Spain

Queensiand Motorways Association
Creative Folks

Los Angeles Clippers

Los Angeles Warld Airports (LAWA)

Client TEST

Modifiedon 3]

Mar 20, 2025, 8:03 PM
Mar 20, 2025, 8:03 PM
Mar 20, 2025, 7:56 PM
Mar 20, 2025, 7:54 PM
Mar 20, 2025, 7:53 PM
Mar 19, 2025, 7:40 AM
Mar 19, 2025, 7:40 AM
Mar 19, 2025, 7:38 AM
Mar 19, 2025, 7:34 AM

Mar 19, 2025, 7:32 AM

View history

Main

Hame
GrigLogistics
Label

Grid Logistics
Synonyms

6L

karin.ng@cimic.com.au

imartinezi@grupoacs.com

iveon.matthews @folks.com.au

iveon matthews@folks.com.au

iveon.matthews@folks.com.au

karin.ng@cimic.com.au

iveon.matthews@folks.com.au

whartow@tcco.com

scochran@acsinfra.com

scochran@acsinfra.com

o220

o)

m

40 View history
£ View history
£ View history
£3) View history
€D View history
43 View history
€D View history
€3 View history
£3) View history

£ View history

3. Sort the results by Created date - Select Date created sort option to show the most recently

created items at the top.

4. View edit history - Click on View history for an item to see an audit list for each field by

selecting the history icon €5 This shows who changed it, what they changed and when the

change was made.

Update restricted Taxonomies

Some Taxonomies are used for permissions and other dependent functions in the systems and must
be updated with extreme care. Only support (super-users) should be able to make these changes,
after considering all consequences on the full solution.
Contact Creative Folks - For any Taxonomy that is not listed on the Content Admin page, e.g.
Primary Companies or Confidentiality Level, please contact Creative Folks support to update them.
Editing those Taxonomies will affect permissions rules and internal scripts and need to be performed
by someone who understands all additional updates that need to happen in the system.
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Manage Job templates

The advantage of saving a template is to pre-set the workflow Final approvers, collaborators or
approvers, add additional companies and advance a new job into the Collaborate stage.

1. Create new Job template - Go to Work — Job templates in the menu bar, then click on
|+ Job templates | button to create a new Job Template.

Projects  Campaigns Evucumem v Assets Collections Create Review Content Admin @ & e

Job Templates selectall [J v

= = Q
Filters Advanced
C  15items Date modified ~ 3]
PRIMARY COMPANY Q,
Name Primary Company (mandatory)  Confidentiality Level (mandatory)  Content owner Final approver A > m
O cmic Growp 1 e
O () CPBInternal News ciMic CONFIDENTIAL KARIN.NG@CIMIC.COM.AU FIONA.TYNDALL@CIMIC.COM.AU  [veon, matthews@fol
[ acs:
[J Dragados 1 > o () HOCHTIEF_Test_Social  HOCHTIEF CONFIDENTIAL SABINE.BUEHLBECKER@HOCHTIEFDE  None sabine.buehlbeckert
Media_Content_
[J HOCHTIEF 1 >
&V Ismael - ACS Press acs PUBLIC IMARTINEZL@GRUPOACS.COM MAVENDANOM®@DRAGADOS.COM  imartinezl@grupoac:
0 Turner > o >~
Release
O () KNG - EMEA Job > CIMIC PUBLIC KARIN.NG@CIMIC.COM.AU FIONA.TYNDALL@CIMIC.COM.AU  Karin.ng@cimic.com
Template
CONFIDENTIALITY LEVEL Q O & CIMIC Template-EU cImIc CONFIDENTIAL IVEON.MATTHEWS@FOLKS.COM.AU FIONATYNDALLECIMIC.COM.AU  iveon.matthews@fol
[ Public 7
0 () Marta Avendano _ DRAGADOS INTERNAL MAVENDANOM@DRAGADOS.COM None mavendancm@drag:
[ confidential Template
] internal o & KNG -US Job » CIMIC PUBLIC KARIN.NG@CIMIC COM.AU FIONATYNDALLECIMIC.COM.AU  Karin.ng@cimic.com
Template - CIMIC
- O WB-Job Template Test ~ TURNER CONFIDENTIAL WBARTOW@TCCO.COM None ‘whartow@tcco.com

2. Fill out mandatory details - Give the new Job a meanlngful name to reflect the use case for
the template, e.g. “CPB internal news”.

Job Template X

a. Then fill in the Content Owner, | o ‘@
Confidentiality level and Primary Company. S

b. Do not fill in any other fields. @

c. Click Save. R

r CIMIC X +‘@

d. The new template opens in the standard Job
editor page. +

O Ccreate another @ Caneel
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3. Advance the state to Collaborate - Click on the \ Collaborate \ button to advance the Job
state and make the template visible and usable to all other users in the primary company.

Projects Campaigns Events Work v Content v  Assets Collections Create Review Content Admin @ & 8
< CPB Internal News @ 225 Collaborate JEEH
X
Draft @ ~
B iveon.matthews@folks.com.au O karin.r ic.com.au Details Brief /| Comments Workflow
Workflow VA
+ Add Cantent owner o
karin.ng@cimic.com.au
Q
Internal Collaborators 9
[¢]
Lauren.Coar@cimic.com.au
Collabaration Due Date 9
External Collaborators 0]
internal Approvers o)
None
Approval Due Date o)
External Approvers 9

Final approver @ 9
4. Optional: set default approvers - Go to the Workflow tab and set Internal Collaborators,

Internal Approvers and Final Approver as required to reflect the default
collaborators/approvers for the Job template.

Edit existing Job templates

1. Find and open a template - Go to Work — Job templates in the menu bar.
Use search and filters to find a template then click on it to open it for edit.

2. Edit template - Use the Details and Workflow tabs to edit the fields used in the “Create new
Job template” section.

3. Delete template - From the Job templates search page, click on the Delete button next to a
template to delete it. NOTE: This cannot be undone.

Job Templates selectall (] v

= P Q
Filt Advanced
C Date modified HH
l P Q
Name Primary Comp ry)  Confidentiality Level (mandatory) ~Conten Modified by Modified on ¢ > m
[0 cmicC Group >
o O Q ceBinternal News cimic CONFIDENTIAL KARIN NG@CIMIC.COM.AU FIONATYNDALLECIMICCOMAU  iveon matthews@folks.com.au  Mar 21, 21 [ Delete
ACS
HOCHTIEF_Test_Social o
[] Dragados > g o ikl HOCHTIEF CONFIDENTIAL SABINE. BUEHLBECKERGHOCHTIEE.DE N sabine.buehlbecker@hochtief.de  Mar 20, 2025 @ Delete
» ledia_Content.
[0 HoCHTIEF
« lsmael - ACS Press 5603 [ Delete
. o ¢ Acs puBLIC IMARTINEZLGGRUPOACS COM com ’ 5.com Mar 20, 2025
O Tumer > - Release
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Use a Job template to create a new Job

1. Create new Job from Jobs page - Go to Work — Jobs in the menu bar, then click on + Add
button and select + Create from template.

%Y projects Campaigns Events Work ¥ Content ¥ Assets Collections Create Review Content Admin @ !8] e

Jobs + Add

+ Job

Save search Q t @ Create from template

= = » ¢ CEETTLIO) 17iem:  Approval DueDate~ |

Filters Advanced Saved

Name Job Status Primary Company (mandatory)  Additional Companies Assigned users Content owner Modified > m
ACS JOB STATUS Q A _
Tallem Bend COLLABORATE uGL cimic IVEON.MATTHEWS@F... IVEON MATTHEWSG@F... Mar 14, 202 AND
Collaborate € Solar Farm press 5:14 PM
release
Internal Collaboration 3

Draft 3 IM-UP-C job COLLABORATE CIMIC GROUP IVEON.MATTHEWS@F... IVEON MATTHEWS@F... Mar 14, 202! AND
9 PM
Internal Approval 3

2. Fill out Job details - Give the new Job a meaningful name.
Then fill in the Content Owner, Confidentiality level, Primary Company and any other
optional fields as required. For further details see Create Job from Template.
Click Save

X
Create from template X Template

Q

Template*

15 items 12 v > 10 v
CPB Internal News

AGS job template

ponding fields in the selected template will be replaced by the values APAC Template
oW

CIMIC Job Template

(@oooo

Name® CIMIC Template-EU
CPB March News @ ) cPB intermal News
(O P8 test template
Content owner (O HOCHTIEF_Test_Social Media_Content_
‘ karin.ng@cimic.com.au + O tsmael - ACS Press Release
QO  veonTemplate CIMIC
Confidentiality Level (mandatory)* (O KNG - EMEA Job Template
Confidential -+

Primary Company (mandatory) *
<> CIMIC + B *
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System access and login

Add new users as collaborators

1.

Identify a missing user - If a specific user is not available for selection in the Internal
Collaborators field, they need to be added to the system.

Request a user addition from the IT department - Contact your IT department by the
normal IT support process, and request that the missing user is added to the Entra ID group:
<company>_PROD_Read-only. For example, CIMIC_PROD_Read-only.

Wait for user to be added by IT - Assumption: IT will send a notification once the request is
completed.

Contact the new user and ask them to log into Content Hub - The new user is only created in
Content Hub on the first login. Before this, they cannot be selected in the Internal
Collaborators field on the Job.

Wait for user to log into Content Hub - Once the user confirms they have logged in, follow the
steps in “Add existing users as collaborators”

Add new users as approvers

1.

Identify a missing user - If a specific user is not available for selection in the Internal
Approvers field, they need to be added to the system.

Request a user addition from the IT department - Contact your IT department by the normal
IT support process, and request that the missing user is added to the Entra ID group that
matches their role: <company>_PROD_<role>. For example:

o CIMIC_PROD_Read-only

o CIMIC_PROD_Final Approver

o CIMIC_PROD_Content Editor

o CIMIC_PROD_Content Admin

The roles are defined as follows:

o Read-Only: Users with this role can view content but are not permitted to make any
changes or edits. They have access to all relevant information but cannot modify it in
any way. UNLESS they are invited as a collaborator to a specific content item.

(To be able to be invited as a collaborator, the user needs a read-only role as a
minimum).

o Final Approver: Users in this role are responsible for reviewing and approving
content before it is published or finalised. They ensure that all content meets the

necessary standards and guidelines.
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o Content Editor: Users assigned to this role can create, edit, and update content.
They are responsible for producing and maintaining the content within the platform,
making sure it is accurate and up to date.

o Content Admin: This role has the highest level of access and control. Content
Admins can manage content settings, configure user permissions, oversee the
content creation and approval process, and ensure the smooth operation of the
content management system.

3. Wait for user to be added by IT - Assumption: IT will send a notification once the request is
completed.

4. Contact the new user and ask them to login to Content Hub - The new user is only created in
Content Hub on the first login. Before this, they cannot be selected in the Internal Approvers
field on the Job.

5. Wait for user to login to Content Hub - Once the user confirms they have logged in, follow the
steps in Send Content for Review and Approval.
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Archived Assets

1. Select the cog button from the top right menu adjacent to the Profile button.
2. Select the Archived assets icon.

L] \
Projects Campaigns Events Work ¥ Content ¥  Assets Collections Create Review Content Admin NEW IMPROVEMENTS A&

Manage

| Q, searct Category v~

46 items

[ — |
|

Archived assets

The Archived assets details page opens to display all archived assets.

Use the filters in the left panel to search and find the required assets.
Choose the function required from the icons beneath the asset.

@ Ppreview the asset in the asset details page to see all metadata etc.

B Restore the asset in all instances where the asset was being used. The user will be required
to verify the restoration (see below).

@ Permanently delete the asset. The user will be required to verify the deletion.

LN Projects Campaigns Events Work ¥ Content ¥  Assets Collections Create Review Content Admin NEW IMPROVEMENTS I. @ B e

< Archived assets Selectall [J v

0 Non-essential renditions will be deleted after 30 days. Renditions used for previewing assets (thumbnail, preview) will be kept.

= 2 Q

Filters Advanced

Unarchive
C 3items Createdon v 3] en-US v
ASSET MEDIA Q A Restore asset?

Images 3 -

HV-20250429- CPB Contractors - O0P3A3891-1.jpg

002.jpg Pioneer River
Bridge north -
Mackay, QLD.JPG
Lo + B Lo + B Lo + U]
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Glossary of Terms

Annotations - you can use annotations to review assets, provide feedback, and collaborate with
others. You can add annotations to images and documents (such as PDFs, Word files, or
PowerPoint files). Annotation types include text, shapes and notations (sticky notes).

Assets - digital files such as images, videos, and Word documents, that have been enriched
with metadata for searchability, classification and permission management.

Campaigns - collections of all items related to that particular Campaign. It allows us to define
Campaign attributes such as the start and end date and a campaign description. It also allows us
to enter Campaign information in one place, and have the same information applied to related
content and assets for better searchability without any extra work from users.

Content - the digital articles that contains text and images intended for publishing. It also allows
us to add metadata about the content, such as the status, the intended output channel, who
needs to approve it etc.

Confidentiality Level - the level of Job visibility within Content Hub combined with the Primary
Company to control view/edit permissions of a user or group.

Confidential: sensitive information for select intended individuals only. eg.the content owner and
any workflow assignees, no one else.

Internal: internal company use only. eg. only users within the same Primary company

Public: intended to be shared with the public.

DAM - Digital Asset Management.

Public links - create public links to share assets with people who do not have permission to
download assets from Content Hub. This functionality provides an unsigned public link to any
pre-generated file rendition of an asset. Search engines index public links. They collect, parse,
and store data to make information retrieval fast and accurate.

Filters and advanced search - Filters show all Jobs categories by various taxonomies. Select
any filter to display Jobs only related to that filter.

Fragments (boilerplate)- reusable snippets of content that doesn't change much over time but
is included in many Content items over and over. Typically appears at the end of a media/press
release or other official documents and provides essential background information about the
company.

Jobs - used to manage the workflow for new content, approval of new assets, and re-use of

existing content/assets. They act as a container (or virtual folder) for moving related content and
assets through the collaboration and approval processes.
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Mandatory Metadata — is a data field that must contain relevant information within the field
before the entity can progress in the next stage of its workflow.

Metadata - means "data about data". Metadata is defined as the data providing information
about one or more entities within Content Hub. See full list

Mass Edit table — a table of information about selected entities that has an ‘Excel like’ features
allowing copying of data from one cell to another, the ability to choose data from a list and more.

Projects - collections of all items related to a particular "real life" project, e.g. a construction
project. It allows us to define Project attributes such as name, region, project code etc. and to
track project status. It also allows us to enter project information in one place, and have the
same information applied to related content and assets for better searchability without any extra
work from users.

Public links - allow users to share assets with external people who do not have permission to
download the assets.

Saved Search - Any search filter can be saved and stored by the user for later use.
Taxonomy - is used to classify data. It is useful when you are organizing assets for use with
filters, or you need to add security. For example, you can use taxonomies to organize assets by

brand name so that when users search for an asset, they can filter the search by brand name.
Taxonomies can have many hierarchical values represented in a tree structure.
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Standard Operating Procedures

Standard Operating Procedures Other documents

Photo Usage Rights Australia 29 05 2025 - CIMIC
Group

Content Hub - SOP - Content Owner

Content Hub - SOP - Internal Collaborator Photo Usage Rights Germany 08 05 2025

Content Hub - SOP - External Collaborator

Content Hub - SOP - Internal Approver

Content Hub - SOP - External Approver

Content Hub - SOP - Final Approver

Content Hub - SOP - Content Planning (reuse request)

Content Hub - SOP - Asset Admin

Content Hub - SOP - Asset Manager

Content Hub - SOP - Asset Consumer

Sitecore XMC - SOP - Publishing content from Content Hub
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