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Updated: How do | view an Open Case?

1. Click on “My Cases”.

CAE SimHub

ﬁ Home

i3 MyCases ~

e My Devices

Discover CAESImHub

2. Click on “Follow”.

CAE SimHub

ﬁ Home

£ MyCases ~

- Discover CAESImHub
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3. Use the filters to narrow the search and find the case you are looking for.

Home / My Cases

My Cases

CAE SimHub

- X
a Manage filters
e
FEa— . Devices
My Cases
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G
. Warranty L
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Case Type
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OD38E910  Test No warranty One PO

00385908  Test OnePO Expired warranty.
Contacts

00390613 Test No Warranty

00390612 Testvalid warranty

< Q030061 Test Expired warranty

Cancel Save Filter Preset Apply Filters

4. Once you have located the case you are looking for, click on the case number.
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Updated: How do | view a specific case?

To access a specific case quickly, without the need for filters, you can use the ‘Search’ field to enter either the
case number or subject keywords.

Home / My Cases

My Cases

T Apply filters
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Updated: How do | find a case if | don't know the case
number?

1. If you can't recall the case number, and searching by keyword was unsuccessful, you can click on the
'Apply filters' button, allowing you to narrow down the records in the results table based on your
chosen criteria. This feature supports multiple conditions.

Please note: Filtering does not refresh the results table, so it only affects the items currently listed.

My Casos

My Cases

2. Make as many selections from the available filter options as necessary to narrow down the results.

Manage filters Manage filters

Devices Devices

Case Type Case Type

Ca Case Statuses

e =
Case Sub Status Case Sub Status
Case Severity Case Severity

3. When you have made all your filter selections click ‘Apply Filters’, which is located at the bottom
right of the screen.

Cancel Save Filter Preset Apply Filters

v
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4. When a filter is applied, the ‘Apply Filters’ button changes to ‘Filters Applied’, with the number in
brackets representing the quantity of filter options selected.

CAE SimHub @ Fierseve
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My Cases

Croste
¥ Filters Applied (10)

Type: Documemtation X Tyes Generainquiry X Type:ardwars X TypeiQTG X TypecSoftware X Statusiew X StausBvalistng X Stana:inWom X Status Resolved X

Q mome Statis; Cased X
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& = e
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4o Warranty u
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003906 T E A
-

5. Also, the specific filter options that were selected appear itemized in filter chips (ovals), under the
‘Search’ field.

y o ¥ Filters Applied (10)

Type: Documentation X Type: Generallnquiry X Type:Hardware X Type:QTG X Type:Software X Stotus New X Status: Evaluating X StatusslnWork X Status: Resalved X

Status: Closed X

Publication date: October 2023
Privileged and Confidential Page 6 of 25 | CAE



New Feature: How do | save a filtered view?

1. When you have made all your filter selections, click ‘Save Filter Preset’.

Cancel Save Filter Preset Apply Filters J

2. Ablank field will open where you enter a name of the filter. It is recommended that you use a name
that is descriptive of the filter option selected so that you can differentiate it from other filters you save.

| Save Filter Preset Apply Filters J

3. Click ‘Save Preset Filter’ again.
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New Feature: How do | switch between filtered views?

Each time you access 'Follow My Cases,' the default view will match the filter status from your last visit. If you
previously left 'Follow My Cases' without any active filters, the default view will be unfiltered upon opening.

1. You can apply your saved filters to the table by clicking on 'Manage Filters,' located to the left of 'Apply
Filters' when no filters are applied or to the left of 'Filters Applied' when filters are active.

My Cases

Warranty o ¥ Filters Applied (10)

Type: Documentation X Type: Generalinquiry X Type:Hardware X Type:QTG X TypmSoftware X Stotus New X Status: Evaluating X StatuschWork X Status: Resalved X

Status: Closed X

2. If you have more than one saved filter, then the one currently in use will be indicated by the word
“active” in brackets after the filter name.

Manage filter presets X
All case types & main 2
statuses (active)
3. You can switch to another of your saved filters simply by clicking on it.
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New Feature: How do | remove all filters?

1. Click the ‘Clear All’ which is located under the ‘Search’ field. This clears all filters, regardless of how
many were applied.

My Cases

Warranty o ¥ Filters Applied (10)

Type: Documentation X Type: Generalinquiry X Type:Hardware X Type:@TG X TypeSoftware X StatusiNew X Status: Evaluating X StatusWork X Status: Resoived X

Status; Closed X
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New Feature: How do | clear only some of multiple filters?

If you want to refine your filter criteria, you can click the 'X' close button within the filter chip (oval).

Please note that when removing a filter criterion from a saved filter, you will be prompted with a modal
asking if you would like to update the saved filter as well.

My Cases

Type:Documentation X Type:Generallnquiy X Type Hardware X Type:QTG X Type:Software X Status:New X Status:Evaluating X StatusinWork X Status: Resolved X

Status: Closed X

Clicking on this "X’ clears this filter But these filters won't be cleared

Would you like to update filter "All

case types & main statuses"?

No Yes, update preset
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Updated: How do | change the columns available in the
results table”?

1. Click ‘Customize View’, which is located at the extreme right side of the ‘My Cases’ header, below ‘Apply
Filters’.

CAE SimHub a &

Homa My Casas

My Cases

2. ‘Manage Columns’ will open.
The greyed-out column labels are mandatory and cannot be removed Check the boxes corresponding to
the columns you want to see in the table.

Manage columns
i Drag the column headings to medify the order of
the col

ns displaye

Note: the first
moved as 1

Apply Selection Restore Default
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3. Optional columns can be added to the results table by selecting the check box to the left of the column
label.

Manage columns x

i1 Drag the column headings to modify the order of

the columns displayed in the table.

Note: the first two columns (Case #, Subject) cannot be

moved as they are required for case identification
Case
Subject
Last Update
Device
Case Type
Status

Severity

Created Date

[Sub Status

Description

Apply Selection Restore Default
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4. You can also rearrange the table columns as desired by dragging the '8-dot symbol,' except for the first
two columns, 'Case #' and 'Subject.’

Manage columns X X

i1 Drag the column headings to madify the order of

Manage columns

i Drag the column headings to modify the order of

the columns displayed in the table. the columns displayed in the table.

Note: the first two columns (Case #, Subject) cannot be
moved as they are required for case identification.

Note: the first two columns (Case #, Subject) cannot be
moved as they are required for case identification.

B Case

Subject

B Case
B Subject
[ Last Update Last Update

¥ Device Device

Case Type Case Type

Status Status

Sub Status

[C] Created Date

Severity

[[] Created Date

Sub Status

(] Ecp

[J Close Date

[ eco
Sub Status
[] Close Date

Main Contact Main Contact

Legacy Case Legacy Case

(] Internal Ref [T] Internal Ref

(] Description

Apply Selection Restore Default

["] Description

Apply Selection Restore Default

5. Click ‘Apply Selection’ at the bottom of ‘Manage Columns’.

Restore Default
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Updated: How do | export the results table?

1. Click ‘Export’, which is located at the extreme right side of the ‘My Cases’ header, below ‘Apply Filters’.

CAE SimHub a a0
Q e

= My Cases

¥ Apply filters

ccccc

2. ‘Export Cases’ will open.

Export Cases (13) X

Currently Displayed Columns

All columns

a. The number displayed in brackets after the ‘Export Cases’ title represents the quantity of
records that have been exported. It will match the quantity of records in the results table.

b. Select either ‘Currently Displayed Columns’ (which matches your ‘Customize View’) or ‘All
Columns’.

c. The .CSV file will be generated that can be opened in Microsoft Excel.
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New Feature: How do | scroll through the case detail pages
from the results table?

After selecting a case from the results table to view more details, you can easily navigate between cases using
the 'Previous Case' and 'Next Case' buttons located at the bottom of the Case detail screen.

¢ Previous Case: "APC power supply warranty expiry." Mext Case: "2x EFIS display units have broken warranty stickers" >
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How do | cancel a case?

IMPORTANT: Cancelling sends the flag to CAE that this does not need to be worked on. CAE will ignore a
cancelled case. This action cannot be undone.

1. Click “Cancel Case” located in the top right corner of the case header.

QTG Case - 00159269

Out of Tolerance e«

QTG case - 00159269

Customer case contact

Kera Emerson ~

Case details History Attachments (3)

2. Select the reason for cancellation.

Cancel the case

Warning: this cannot be undone.

Please tell us why you are cancelling the case:
() It's aduplicate

O No Longer Needed

O Wrong Case Type

O Other

Keep Case

3. Click “Cancel Case”

Cancel the case

Warning: this cannot be undone.

Please tell us why you are cancelling the case:
@ It's a duplicate

O No Longer Needed

O Wrong Case Type

() Other
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How do | change the case contact?

1. If the original case contact within your organization is no longer in the same position and you want another
individual to receive the associated notifications, click the down arrow in the “Customer case contact” field
located in the case header.

Software Case - 00158282

Testing AOG no LP RP CEL 1 work

Software case - 00158282
Customer case contact
Kera Emerson O

2. After selecting the new contact, a temporary notification in a green box will appear at the top of the screen
to confirm that your change was made successfully.

0 Case updated succesfully
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How do |l interpret the "History"?

The default view of the “History” is to show the sequence of status changes, addition of comments and addition
of attachments. All of them have a date/time stamp. These are represented by different icons to make them easy
to identify.

e The initial submission is represented by a Status: NEW
t|Cket ICOﬂ @ May 5, 2023, 10:52 am.

e Changes in status to “New”, “Request Status: IN WORK
Info”, “Evaluating”, “In Work” and “Closed” @ rays2023 m05am
are represented by small blue dots.

Status: EVALUATING

' May 5, 2023, :04 am.

Status: NEW

@ oys 20

Status: REQUEST INFO

Status: CLOSED - Accepted

@ oysoon
e The “Resolved” status is represented by a Status: RESOLVED
check mark in a large blue dot. 0 May 5,2023, 1118 am
e The “Rejected” status is represented by Status: REJECTED
an X in a large orange dot. May 5, 2023, 1124 a.m
e Attachments are represented by a Attachment: 1 Added
paperclip icon in a large blue dot. @ oo
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Comments are displayed as numbers representing the sequence. Blue dots are comments from CAE. Purple
dots are comments from your organization.

o CAE Support
May 5, 2023, 1126 a.m.

User: DAy

=115
Good Day, RTH part # 9876 is a form-fit-replacement to # 1234. Thank you

o CAE Support
May 5, 2073, 1118 a.m

User: D'Arcy

224

Good Day, Please replace the RTH with part # 1234. Thank you

o Etihad Airways
May 5, 2023, 103 a.m

User: Kera Emerson

Please see attachment.

o CAE Support
May 5, 2023, 10:58 am.

User: D'Arcy

Good Day, Can you please attach the motion system log? Thank you

To view only one type at a time instead of all in sequence, click “Visibility”, located at the top of the “History”
section, and select a view (status changes, comments, attachments).

History
Sortby:  Latest Activity ' ¥ Search Add a keyword I
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How do | add an attachment?

1. Click the “Attachments” tab located below the case header.

QTG Case - 00159269

Out of Tolerance new

QTG case - 00159269

Customer case contact

Kera Emerson v

Case details History Attachments (1)

2. Click “Add files”

Attachments

Ty Title Ty #-User TN Size N Type Ty Date

[«
=

Docl . Kera Emerson  25KB PDF May 4, 2023

3. If you are certain that the file you will be attaching complies to export control laws, click “Yes, | want to
upload files”. If you are uncertain, click “No, | don’t want to upload files”.

Export control message

/A Important Notice

CAE Inc. is committed to comply with all applicable export control laws and
regulations, and any upload must be completed in accordance to them
Attachments must not include any information controlled under the Export
Administration Regulations (EAR), Canada’s Export Control List (including but not
limited to Canadian Controlled Goods), and/or International Traffic in Arms
Regulations (ITAR).

For the purpose of this warning, controlled information means: information which is
required for the design, development, production, manufacture, assembly,
operation, repair, testing maintenance or modification of defense articles. This
includes information in the form of blueprints, drawings, photographs, plans,
instructions or documentation.

No, | don't want to upload files Yes, | want to upload files
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4. Follow the instructions for your preferred attachment option (drag and drop or upload)

Add files to case

Attach an image, document or video
For Export Centrol purposes select the proper file.

¢ Drag and drop files here or click to

upload

Max 2GB per file

Cancel

5. Wait for the upload to complete, indicated by a green check mark.

Upload Files

n Attach.pdf

1of 1 file uploaded

o,

6. Click “Done”

Upload Files

n Attach.pdf o

7. Click “Submit” then refresh your browser to confirm that your attachments appear on the “Attached files”
list.

Add files to case

Attach an image, document or video Attached files:
For Export Control purposes select the proper file.
P pure prep Attach.pdf w

Drag and drop files here or click to

upload

Max 2GB per file

Cancel
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How do | respond to a case with “Request Info” status?

1. Click the “History” tab located below the case header.

QTG Case - 00158269

Out of Tolerance reauestinfo

QTG case - 00159269

Customer case contact

Kera Emerson v

Case details e Attachments (2)

2. Click “Add a comment”.

History

l Sortby: Latest Activity ¥ Visibility:  All activity

Status: REQUEST INFO

May 4, 2023, 0316 p.m.

3. Enter your response in the text box

History

[t Add a comment Sortby: Latest Activity ¥ Visibility: Al activity ¥ Search: Adda

Type comment here

Cancel Post Comment
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4. Click “Post comment” button located under the bottom-right corner of the text box.

History

= Add a comment Sortby: Latest Activity ¥ Visibility:  All activity ¥ Search

B 1|g‘5| ;|;;:‘-\3|-\.- |i‘

Type comment here

a. If you have completely answered CAE’s request, click “Yes, Assign to CAE”.

IMPORTANT: This is necessary to flag to CAE that you have responded to the request, and you
expect CAE to continue work based on your response.

b. If you have not completely responded to CAE’s request and need to complete it later, click “No,
Keep assigned to me”.

IMPORTANT: No flag will be sent to CAE to continue work.

Are you satisfied with the information you've provided?

You've added a new comment. Have you provided the CAE team the information
they need to evaluate and work on this case? If so, reassign the case to CAE.
Otherwise, keep the case assigned to yourself by providing relevant information

No, Keep assigned to me Yes, Assign to CAE

later.

5. If you clicked “Yes, Assign to CAE”, a temporary notification in a green box will appear at the top of the
screen to confirm that the flag was sent to CAE to continue work.

° Case updated succesfully
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How do | reject aresolution?

1. Click the “Reject” button located at the right side of the case header.

QTG Case - 00159269

Out of Tolerance Fresaives

QTG case - 00159269

Click Accept if our resolution is acceptable. Click Reject if your case is still not resolved. Reject Accept

2. Specify the reason the solution is rejected.
IMPORTANT: The more detail provided on the reason for your rejection, the better CAE can address your

Please tellus why you are
rejecting the solution:

Add a reject reason

Cancel

concern.
3. Click the “Reject Resolution” button.

4. Atemporary notification in a green box will appear at the top of the screen to confirm that your rejection
has been flagged to CAE.

Please tell us why you are
rejecting the solution:

an the QTG myself and it it still out

° Case updated succesfully
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How do | accept aresolution?

1. Click the “Accept” button located at the right side of the case header.

ssssssssssssssss

Out of Tolerance Fesolved

QTG case - 00159269

Click Accept if our resolution is acceptable. Click Reject if your case is still not resolved.

2. Click “Accept Resolution” to confirm.

Accept Resolution

Please take a good look, this action cannot be

Accept Resolution

undeone.

Cancel

3. A temporary notification in a green box will appear at the top of the screen to confirm that your acceptance
has been flagged to CAE.

° Case updated succesfully
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