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Creating and Sending Communications

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Select the Contracts tab to access 
open and closed Contracts.

2. Select the Contract you want to 
view. Once selected the Contract 
details will be displayed. 
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Creating and Sending Communications

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The Contract Details page displays 
summary information relating to 
the Contract.

2. Select on the Communications 
tabbed page to display the 
Communications register.
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Creating and Sending Communications

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Any existing Communications will 
be displayed in tabular format. 

Note: Selecting the Communication title 
will take you to that specific 
Communication. 

2. To create a new Communication, 
Select the 'Create a Communication' 
button and select the 
Communication template you want 
to use from the drop-down menu 
i.e Reports (By Contractor). 
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Creating and Sending Communications

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Enter a title and description for the 
communication. 

2. Additional guidance may be 
displayed to support the creation of 
the Communication. 

3. Enter values if the Communication 
has any custom fields the company 
requires completing, e.g. EDMS 
Document No. / Report Type.
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Creating and Sending Communications

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Scroll to the bottom of the page.

2. Select ‘Report Type’ from the drop-down 
menu.

3. To add an attachment to the  Communication, 
Select the 'Add Attachment' button.

4. Select the 'Choose File' button and select the 
file you wish to attach.

Note: Options to add an attachment may differ 
depending on browser used. 

5. If required, update the document name.

6. Select the ‘Yes’/No radio button as 
appropriate to configure the file as 
‘Confidential / Non-confidential’.

Note: If the file is configured as ‘Confidential’ only 
those with confidentiality access can view the file. 

7. Select 'Save As Draft' if you wish to save the 
communication in a draft state for completion 
at a later date, otherwise Select ‘Send’ to 
immediately publish the communication to 
the Company. 
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Creating and Sending Communications

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The Communication has been 
created. 

2. To navigate back to the 
Communications Register page, 
Select on the ‘Communications’ 
breadcrumb link.
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Creating and Sending Communications

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The Communications Register page 
will display the newly created 
Communication.
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Replying to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. From the Communications Register 
page, open a Communication which 
requires a reply (e.g., CFC0004 –
PPE Compliance Request).
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Replying to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Select the 'Create Related 
Communication' button 

2. Select the appropriate 
Communication template from the 
drop-down menu. (i.e. 
Correspondence to COMPANY)
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Replying to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Select ‘Finish’.

Note: AVEVA Contract Risk 
Management facilitates the creation of 
stories by linking communications. 
When creating stories, users can create 
a new story as displayed in the screen 
on the left, however, users can add a 
communication to an existing story if a 
communication story already exists.
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Replying to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Enter a Title and Description. 

2. Select the ‘Correspondence Type’ 
from the drop-down menu.

3. Scroll down to the bottom of the 
page.
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Replying to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Enter the ‘EDMS Document No’ details.

2. To add an attachment to the  Communication, 
Select the 'Add Attachment' button.

Note: Options to add an attachment may differ 
depending on browser used. 

3. Select the 'Choose File' button and select the 
file you want to add.

4. If required, update the file name.

5. Select the ‘Yes’/No radio button as 
appropriate to configure the file as 
‘Confidential / Non-confidential’.

Note: If the file is configured as ‘Confidential’ only 
those with confidentiality access can view the file.

6. Select 'Save As Draft' if you wish to save the 
communication in a draft state for completion 
at a later date, otherwise Select ‘Send’ to 
immediately publish the communication to 
the Company. 
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Replying to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The communication has been 
successfully created. 

2. To navigate back to the 
Communications Register page, 
Select on the ‘Communications’ 
breadcrumb link.1
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Replying to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The Communications Register page 
will display the newly created 
Communication. 

Note: Contract Risk Management 
automatically creates a link  between 
this communication and the 
communication received from the 
company when the 'Create Related 
Communication' option is used.

1



Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. From the Communications register 
page, select to open the 
Communication you want to revise.

Note: Revisions can only be created for 
Communications in the 'Rejected' or 
'Not Agreed' states.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Select the 'Details' button. 

2. Select 'Create Revision' from the list 
of available option.

3. Select 'Ok' to confirm.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. A new revision of the 
Communication has been created. 

2. To edit the details of the 
Communication, Select on the ‘Edit’ 
icon in the 'Communication Details' 
section.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Edit the Communication details as 
required including the title, 
description, Schedule Impact, 
Currency, originated on date.

2. Select ‘change’ tab to update any 
line item change.

3. Scroll down the page.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Select the ‘Save’ button.

2. Select the (i) icon to the right of the 
attached file.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Select the ‘Delete’ button.

2. Select ‘Ok’
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The file has successfully been 
removed from the communication.

2. Scroll to the bottom of the page.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Select the ‘Attachments’ button.

2. Select the ‘Add Attachment’ button.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Select the 'Choose File' button and 
select the file you want to add.

Note: Options to add an attachment 
may differ depending on browser used.

2. If required, update the file name.

3. Select the check button as 
appropriate to configure the file as 
‘Confidential / Non-confidential’.

Note: If the file is configured as 
‘Confidential’ only those with 
confidentiality access can view the file.

4. Select the ‘Add x Files’ button.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Select the ‘Draft’ button

2. Select ‘Send’ from the available 
option on the drop-down menu to 
publish the communication to the 
company.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The 'Update Communication State' 
page is displayed.

2. Optionally add any relevant 
comments/feedback, if required.

3. Add any additional attachments, if 
applicable.

4. Select the ‘Update State To 
‘Awaiting Agreement from 
Recipient’ button.

5. Select ‘Ok’ to confirm the 
publication of the revised 
communication.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The revised communication has 
been successfully created.

2. Select the ‘Communications’ 
breadcrumb link, to navigate back 
to the Communications Register.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The revised Communication is 
displayed.  Select on the ‘Rev’ 
number to see a complete revision 
history of the Communication.
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Creating a Revision to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The revision history of the 
Communication is displayed.  

2. Select the ‘Communications’ 
breadcrumb link, to navigate back 
to the Communications Register.
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Agreeing to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. From the Communication register, 
Select the title of the 
Communication you want to update 
to  agreed.
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Agreeing to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Once you have reviewed all of the 
information contained in the 
Communication, and want to make 
a decision, Select on the 'Awaiting 
Agreement from Contractor' button.

2. From the drop-down menu select 
'Agree' or 'Not Agree' based on your 
final decision.
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Agreeing to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The 'Update Communication State' 
page is displayed.

2. Scroll down the page.

3. Optionally add any relevant 
comments/feedback, if required.

4. Add any additional attachments, if 
applicable.

5. Select the 'Update State To ‘Agreed’’ 
button.

6. Select 'Ok' to confirm the 
agreement of the communication.
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Agreeing to a Communication

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The Communication state has been 
updated to 'Agreed' as shown on 
the Communication details page.

Note: The same steps can be followed 
to 'Not Agree' a Communication. The 
resulting ‘State’ will be displayed as 
'Not Agreed' in this situation. 
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Contract Obligations

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. All Contract Obligations, across all 
Contracts, are visible from the 
Overview page. 

1



Contract Obligations

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. To view all Obligations associated to 
a specific Contract, Select the 
Contracts tab to access open and 
closed Contracts.

2. Select the Contract you want to 
view. Once selected the Contract 
details will be displayed.
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Contract Obligations

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The Contract Details page displays 
summary information relating to 
the Contract.

2. Select on the Obligations tab to 
navigate to the Obligations page for 
this Contract.
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Contract Obligations

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. All the associated Contract and 
Communication related Obligations 
will be displayed in tabular format.

2. Use the Filter option to return all 
(or a specific sub-set) Obligations 
associated to that Contract.

3. To view the details of a specific 
Obligation, Select on the Obligation 
itself.
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Contract Obligations

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The Obligation details will be 
displayed in a new window, on the 
right of the screen. 

2. The number of days 
remaining/overdue, is displayed 
prominently for the user.

3. To begin the process of completing 
the Obligation, Select on the pencil 
icon to change the 'State'. This 
changes the status and helps other 
Contract Team Members know that 
this obligation is currently in 
progress.
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Contract Obligations

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Select on the drop-down arrow and 
select 'In Progress'. 

2. Select on the ‘Tick' icon to save the 
change in status. 
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Contract Obligations

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. The change in state is immediate 
and visible to all Contract Team 
Members. The user can now 
complete their task, outside of the 
system, and upon completion 
return to mark the Obligation as 
'Complete'.
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Contract Obligations

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. To view all Communications related 
to the Obligation, Select the 
'Manage Obligation' drop-down. 

2. Select 'Associated 
Communications'. 
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Contract Obligations

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. All associated Communications will 
be displayed in a new window, on 
the right of the screen. 

2. Selecting on the Communication 
title will take you to the details page 
of that Communication.
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Contract Obligations

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.

1. Once the Obligation has been 
completed, Select on the pencil icon 
and select 'Completed' from the 
drop-down menu. As before, the 
update in state will be visible 
immediately. 
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This presentation may include predictions, estimates, intentions, beliefs and other statements that 
are or may be construed as being forward-looking. While these forward-looking statements 
represent our current judgment on what the future holds, they are subject to risks and uncertainties 
that could result in actual outcomes differing materially from those projected in these statements. 
No statement contained herein constitutes a commitment by AVEVA to perform any particular action 
or to deliver any particular product or product features. Readers are cautioned not to place undue 
reliance on these forward-looking statements, which reflect our opinions only as of the date of this 
presentation.  

The Company shall not be obliged to disclose any revision to these forward-looking statements to 
reflect events or circumstances occurring after the date on which they are made or to reflect the 
occurrence of future events.

© 2022 AVEVA Group plc and its subsidiaries. All rights reserved.



linkedin.com/company/aveva 

@avevagroup

ABOUT AVEVA 

AVEVA is a global leader in engineering and industrial software driving digital transformation across 
the entire asset and operational life cycle of capital-intensive industries. 

The company’s engineering, planning and operations, asset performance, and monitoring and control 
solutions deliver proven results to over 16,000 customers across the globe. Its customers are 
supported by the largest industrial software ecosystem, including 4,200 partners and 5,700 certified 
developers. AVEVA is headquartered in Cambridge, UK, with over 4,400 employees at 80 locations in 
over 40 countries.

aveva.com
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