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This Focus Guide is designed for Spitfire Project Management
System users. In this guide you will learn about the use and
setup of Document Alerts and Alert Subscriptions, the use of
Compliance tracking, and the setup of Compliance types and
everything else needed for Compliances to work.

www.spitfiremanagement.com

Version 4.5



http://www.spitfiremanagement.com/

Focus on Alerts & Compliance

Page 2

Revision Number: 4.5.10.02.2014

© Copyright 2007-14 Spitfire Management, LLC. All Rights Reserved.
No part of this document may be reproduced, stored in a retrieval
system, or transmitted, in any form or by any means electronic or
mechanical, photocopying, recording, or otherwise without written
permission of Spitfire Management, LLC.

© 2002-2014 Microsoft, Microsoft Business Solutions (MBS), and
Dynamics SL are either registered trademarks or trademarks of Microsoft
Corporation, Great Plains Software, Inc. or Microsoft Business Solutions
Corporation in the United States and/or other countries. FRx are either
trademarks or registered trademarks of FRx Software Corporation.
Microsoft Business Solutions Corporation is a wholly-owned subsidiaries
of Microsoft Corporation.

The names of actual companies and products mentioned herein may be
the trademarks of their respective owners.

Spitfire Management, LLC.

7 Skyline Drive, Suite 350
Hawthorne, NY 10532

ph. 914.273.0809

fax: 914.273.4208
www.spitfiremanagement.com

Spitfire Project Management System, V4.5


http://www.spitfiremanagement.com/

Table of Contents

Focus on Alerts & Compliance

Page 3

About Our DOCUMENTALION .....uuiiiiiiiiiiiiie e 6
LT 1o o RSP 6
The KNOWIEAQE BASE........ccevvieeiie ettt e e e 7
W PAPEIS.....cciieeiieii ettt e e e e e e e e e e e e e e e s e nnnnnees 7
Introduction to this GUIAE ........coviiiiiiiiiiiie e 8
Part 1: ALBITS i 9
The Watchdog Alerts Part ... 9
(070] 11491 o =T RPP PP 10
FIIEIS <.t a e 10
AlErt GO VIBW....cciiiiiiiiiiii ettt 10
AlErt DELAIIS ... 11
DOCUMENT AIBIES .eiiiiiiiie ittt 12
Y =T o I8/ o = SR 12

(Do o1 0] 41T o | PO PP PP PPPTPPRPPR 12

ROULBE. ... 12

BN e 12

COSt COUEITASK ..vvveeiiiiieiiitiiie ettt 13
COMPLIANCE ...t 13

DOC DALE ... 13
OuthouNd ROULING ...t 13

SYSIEM ALBIES™ .o 14

The Document Alert OPLiON .........uueiiiie i 14
Document Alerts WindOW............eoeiiiieiiiiiee i 14

Adding Document-Specific AlEIMS.......cuvveeiiiiciiiieeie e 15
Show Subscriptions from DOCUMENES .........cevveeeiiiiciiiieeeee e 15
Disabling and Removing Alert Subscriptions .........cccccceevvvciiieenenenn. 16

F Y =T £ =T o] o SR 17
Alert Subscriptions for DOCUMENTS ........cccvvvviiieeeiiiiiiiieee e e ee e e 18
Subscriptions from the Detail Window...........ccccccoviiiiiiiiiiiiiiniiiee. 18
The AlErtS Tab ..oooooi e 18
IS e 18
COlUMINS ..t e e e e e 19

NEW SUDSCHPLIONS ....cciiiiiiiiiiii e 19
Existing Alert SUDSCIPLIONS .......coooiiiii e 20
Subscriptions from the Manage Dashboard.............ccccceeeevvviiinennnn. 21
Setting Up DocUMENt AIEIS .....ovviieiee e 21
Part Il: Compliance TraCKing .......ccoieiiiiiiiiiiieeeieee e 22
1070 101 o] F=T g ot 1Y/ o 1= S 22
Messages on the Document Header ..........ccccceveeeviiiivieieee e 22
The ComplianCe Tab ... 23
Compliance Grid VIBW .......ooiiuiiiiiieiee et 23
Compliance Item Detail VIEW ... 24
Last Evaluation MESSagES .........uueeiieaaiiiiiiiiiie e e 25

Adding and Editing Compliance ltems .........cccceeveeiiiniiiiieeeee e 25
Pay Control on the Details Tab ... 26
HOW ComPlianCe WOTKS.......coooiiiiiiiee et e e e e 27
Compliance vValuation ...........ccc.uveiveeeeeiiieee e 27
EXAMPIC .. a e 29
Out of COMPLIANCE ... 29
Blocked or NOt BIOCKEM ..........coeiiiiiiiiiiiiieeiee e 30
What Gets Blocked ...........cooiiiiiiiiii e 31

AP VOUCKHEIS ... 31

Spitfire Project Management System, V4.5



Focus on Alerts & Compliance

Page 4

Other CoNSIAErationS.........ccoiiuiieiiiiiiee e 32
Compliance from VENdOr ........c.ooccviiiriiee e e 32

90 PAI.....coiiiiiie it s 32
Compliance Notification DOCUMENL...........cooiiiiiiiiiiiaieiiieeee e 33
COMPLIANCE LOQ +eeeiiieeiiiiiiiieiee ettt e e e abeee e e e 35
Part Ill: Setup of Compliance Tracking and Notification ................. 37
SEEPS INVOIVEA ... 37
S (=] I R o 1T o = 1 38
Information Gathering ........cooiiiiiiiiiii e 38
Step 2: Code MaiNtENANCE .......ooceeiiiiieeee e 39
V2= 0o (o g U1 o] 4 o 1= OSSR 39
CommItMENt SUDLYPES.....uviiiiiee e 39
Code MaintenNanCe TOOl........uuiiiiiiiie it 40
Adding Vendor and Commitment SUDtYPeS ........ccccoevvieeeiiniieeennnnen, 40
Step 3: CUSTOMIZALION ...uuviiiiiiiiiieieee e 42
Adding Drop-down Fields and Tabs to DOC TYPES .......cceeeeeririiiiieeeeaennn. 42
CUStOMIZALION TOO! ... 42
CustomiziNg DOC TYPES ..oeiiiiiiiiiee ettt 42
Vendor DOCUMENTS .....cooiiiiiiiiiie e 42
Commitment DOCUMENES .......cooiiiiiiiiiiiee et 43

Pay Request DOCUMENTS ......ccooeiiiiiiieeeeeee e 44

Step 4: ComPlianCe TYPES .ooeieiiiiiieiee et 46
Compliance TYPES TOO! ....uuiiiieeiiiiiiiieie e 46
Editing ComplianCe TYPES.....uuviiiiiiiiiiiiieiiee et ee e ee e 46
Mapping Compliance Types t0 DOC TYPES .....cccvvvvereeeeeiiiiiiieeeeeeennn a7
Creating New ComplianCe TYPES....cccvvvvuvrrireeeeeiiiiiireeeee e seeineneeas 48
Automatic WOrkflow............cooooiiiiiiii e 48
(=] oS I o T o 1Y o 1= 49
Compliance Notification DOC TYPE.....uueiiieiriiiiiiiiiieee e 49
DOC TYPES TOO ..t 49
Activating the Compliance Notification Doc Type ........ccccceeeeeeiinnnnes 49

S (=T o B = U] =S 51
Compliance-NotificationTexXt RUIE ...........ccooviciiiiiieee e 51
The Rules Maintenance TOO0l.......cc.eveiiiiiiiiiiee e 51
Establishing Text for Compliance Notifications.........c....cccccvvveveeenn. 51
Placeholders in the TeXt.......ccocciiiiiiii e 54
Step 7: Attachment (Auto) Template.......ooccueeeeiiiiiniiiie, 55
Compliance Notification Printout..........cccceeiviciiieiree e 55
The Templates TOOl ........ooiiiiiiiiie e 55
LOOK fOr @ TeMPIALE .....eveeeeieeieee e 55
Upload from ICT OO0 .......uueeiieaiiiiiee e 56
Step 8: Spitfire Configuration ........cccceeeei i 58
1@ 1o Lo | PSP PPTUPPRPT 58
SEEP 92 ROIES e 59
0] [= 0 1o To ] SRR 59
Creating @ ROIE.........uviiiiee e 59
SEP 10: ROULES .ottt 60
Predefined ROULES .......ccoiiiiiiiiiiice e 60
The ROULES TOOI ....eeiiiiiiiiic e 60
Creating a Predefined Route for Compliance Notification................ 60

Spitfire Project Management System, V4.5



Page 5

SEEP 11: CONTACTS ..iiiiiiiiiiiiiiiiiiiie ettt ettt e e e e e e e eeees 62
The Contacts Dashboard..........c.occueviiiiiieiiiee e 62

Giving a ContaCt @ ROIE ......ccvvviiiieee e 62
I =T o 5 I =2 63

Focus on Alerts & Compliance Spitfire Project Management System, V4.5



Page 6

About Our Documentation

Guides

Focus on Alerts & Compliance

The Spitfire Project Management System (sfPMS) is extensive and
powerful. Learning about all that you can do with it takes time. To help
you learn, we provide various forms of documentation. Because one
large all-inclusive manual would be too unwieldy and take too long to
download, we provide smaller units of documentation—guides,
knowledge base articles, and technical white papers.

Our guides, which include an Overview Guide and various other guides,
focus on specific areas or tasks in sSfPMS. Often, one Focus guide will
refer you to a second Focus guide when an overlapping section is
described in more detail in the second guide. By reading the guides, you
will get a good understanding of the system in general and you will learn
procedures for how to do many of the things that sSfPMS allows you to
do. We suggest you read the Overview Guide first, followed by other
Focus guides as needed.

To access the guides:
1. Loginto sfPMS.
2. Click Help at the top of the Spitfire Dashboard:

e o

Help Browser x|
Make a selection: =

Knowledge Base
KB About Home Dashboard
Tutorial for Home Dashboard

Icon Quick Reference
Overview Guide

Focus Guides

Document and Item Basics
Files and Catalog

Routing

a4 »
.

Alerts and Compliance

Batch Processing

BFA Workbook

Budgets and Period Distribution
Contacts

Doc Templates

Doc Types and Project Workflow
Forecast and Analysis

Manage Dashboard

SOV Billing

System Administration

» Refresh Guide List
, » White Papers

¥ Spitfire Online
* SpitfireManagement.com

* Rlanc

3. Select either Overview Guide or one of the choices under
Focus Guides:

The guide will appear as a PDF file.

Spitfire Project Management System, V4.5
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White Papers
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The Knowledgebase contains articles, in a question-and-answer format,
that cover either more specific or more technical information about
sfPMS. The Knowledgebase is accessed through the same Help menu
as the guides:

Andrew Carothers | | Help ' Home

| Help Browser x|
Make a selection: o

* Knowledge Base
* KB About Home Dashboard
* Tutorial for Home Dashboard

Articles in the Knowledge Base are numbered, for example, KBA-01044.

White papers (also known as Technical White Papers or TWP) are
documents that delve into some of the more technical aspects of SfPMS.
White Papers are accessed through the same Help menu:

Andrew Carothers | | Help Home

[Help Browser
Make a selection:

X

Knowledge Base
KB About Home Dashboard
* Tutorial for Home Dashboard

Icon Quick Reference

Overview Guide

Focus Guides

White Papers

ATC Scripts and Workflow

Bid Package - RFQ Processing

Change Order Management

Data and Equipment Projects

Designing User Roles

Hard Copies of SF Docs and Attachments
Pay Application Print Templates (PAPTS)
Quick Doc Type Reference

Rules and Rule Values

Setup for Spitfire’s Plan Room =
Spitfire Item Templates (for Via Excel)

Spitfire Reports

Spitfire's App for Android

Spitfire's Import Utility Tool

Using Billing Codes for SOV

Viewing Changes through sfChest

Working with Production Units

47 = »

Spitfire Project Management System, V4.5
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Introduction to this Guide

Focus on Alerts & Compliance

Because the Spitfire Project Management System (sfPMS) tracks a vast
amount of information, Alerts are used to keep you aware of important
changes and information within your projects. Document Alerts let you
know when documents, items, cost codes or routes are started, due or
changed.

All Alerts appear right on your Home Dashboard. If you don’t sign on to
sfPMS very often, you can also receive emails (in your regular email
application) notifying you that you have Alerts in sfPMS.

Compliance items are used to track various legal, documentation and
business issues. When other parties fail to comply with their obligation,
Compliance items can be configured to block approval of Pay Requests
automatically. In addition, Compliance Notification documents are used
to email or fax compliance notifications and requests to your
subcontractors and vendors.

In order for Compliance to be incorporated into your site, some set up is
required. This is generally done by the system administrator or others
during implementation.

This guide focuses on Alerts and Compliances and is organized in three
parts—Part | describes the use and setup of Document Alerts and Alert
Subscriptions; Part Il describes the use of Compliance tracking; and Part
Il describes the setup of Compliance types and everything else needed
for Compliances to work.

This guide assumes some familiarity with sfPMS and its dashboards as
described in the Overview Guide.

Note: Because sfPMS is configurable and because different users have
different levels of access rights and permissions, the screens shown and
the fields described in this guide may not be the same as those in your
system.

Note: section, chapters and text that are new or changed from the V4.4
documentation appear with green text and sometimes an *.

Spitfire Project Management System, V4.5
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Part I: Alerts

The Watchdog
Alerts Part

Once triggered, all Alerts arrive at your Watchdog Alerts part on your
Home Dashboard. There you can open, forward, and delete your Alerts.
You can also create stand-alone Alerts to send to others.

\

\ SE)

Your newest alerts (up to 200)
are displayed on the Home
Dashboard.

A

ﬁ http://sfqal.armonk.spitfirernanagement.com/sftraining/dashboard\aspx

INBOX
PROJECT LIST

' WATCHDOG ALERTS '
o @ @ Description Date Project Name Type
[ @ Bid Package is overdue ﬁ 9/29/2014, |KC Store Doc Overdue
™ @ ﬁ Change Item Register is overdue 6 9/29/2014, |Le Restaurant de la Lune Doc Overdue
> E. Commitment is overdue ) |3/29/2014; |KC Store Doc Overdue
™ @ _! Commitment is overdue 6 9,/29/20145 |Fabrikam, Inc. Action Overdue
> @ - Commitment is overdue 6 9292014, |Fabrikam, Inc. Action Overdue
> @ ﬁ Commitment is overdue ﬁ 9/29/2014, |Fabrikam, Inc. Action Overdue
> @ Daily Field Report is overdue 6 92920145 |KC Store Doc Overdue
> Index Optimization !\ 9/29/2014, System
[ @ Index Optimization £\9/29/20144 System
> @ il RFQ -> Document Created 2E¢ 29/20145 |Northern Lights Office Bldg Doc Created
> m ﬁ Warranties is overdue ﬁ 9/89/2014, |Morthern Lights Office Bldg Doc Overdue
| | _
By \ — ESAITFIRE
Alerts remain in your
Watchdog Alerts part for 62 ﬁ £
days or until you delete them. When you mouse over or )
information from the Alert appears.
& indicates that the Alert was also sent to
your email.
TIP

Email notification of
Alerts is generally set up
through the Alert
Subscription tool. See
the Focus on the Manage
Dashboard for more
information. See also

page 19.

Focus on Alerts & Compliance
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Columns

For more information
about the Customization
tool, see the Focus on
System Administration

The Watchdog Alerts part displays the following information:

e Description: the header for the Alert.

e Date: when the Alert was generated.

Page 10

e Document: the title of the document (if any) associated with the

Alert.

Note: this column might not be visible. It can be made visible
through the Customization tool (Part = Alert List, Iltem =

uide.
g Document Col).
e Project Name: the name of the project associated with the Alert.
e Type: the type of Alert generated.
Filters
You can access filters for the Alert part either by clicking = to open the
options menu then selecting % show Filter or clicking the Description
header to show the in-column drop-down menu.
WATCHDOG ALERTS S
o m @ Description @))ahe Project Name Type
> T ﬁ Warranties is over 1 Sort by this column ) |o/30/2014, Northern Lights Office Bldg Doc Overdue
LRl i Commitment is ow Clear this filter ) |9/30/2014, KC Store Doc Overdue
b T Change Item Regi{ s Clear all filters ) |o/30/2014, Le Restaurant de la Lune Doc Overdue
| 3 m : Commitment is ov i 9/30/20144 Fabrikam, Inc. Action Overdue
> T Bid Package is ove § Unviewed Only ) |9/30/2014,  [KC Store Doc Overdue
> T Daily Field Report Web Only ) |9/30/2014, KC Store Doc Overdue
LRl il Commitmentisov %, | ) |9/30/2014, Fabrikam, Inc. Action Overdue

e Matching (Description): Enter one or more characters to filter
by Alert Description.

e Unviewed Only: Check or select this filter to see only Alerts that
have not been viewed yet. Those Alerts appear in boldface.

e Web Only: Check or select this filter to see only those Alerts that
were not also sent via email. In other words, Alerts marked with
the *!icon will not appear.

Alert Grid View
To send an Alert to another User:
1. Click | & at the top of the Alerts list. A new Alert will open.
WATCHDOG ALERTS
m Description Date Project Name Type
AT ]
TD|CIms Demo b=l Send

Focus on Alerts & Compliance

PROJECT] =

DESCRIPTION[NEW alert
TexTFrom: Chris Demd

GENERATED|MON, Sep 29 2014 11:30

2. Click .-' at the To field to look up the person to receive the Alert.

Spitfire Project Management System, V4.5




Alert Details
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(optional) Look up a Project.

4. Type a Description.
Use the Text field to type your Alert. Click # to type in the Field
Zoom window.
: Send .
6. Click . The Alert will be sent to the other person.

To discard all Alerts at one time:

Click @ at the top to clear the Alerts list.

To discard all Alerts that were also sent as email:

Click IEI at the top to clear out all Alerts that were also sent out
as email by the system.

To open the document associated with the Alert:

Click Eﬁ on the row of the Alert to open the document.

Note: email Alerts include a link to the document.

To open an Alert’s details:

e Atthe Watchdog Alert list, either click on the Description of the
Alert

Click ‘to return to the Alerts

Grid view. Click &I to open
the document associated with

this Alert, if applicable.

Click @ to delete the Alert.

Notice that the
Description now
has an Fw: prefix.

_Or_

click ™. The details for the Alert will appear, for example:
WATCHDOG ALERTS i
m Description Date Project Name

ADE
PROJECT|GC-005 Fabrikam, Inc.

DESCRIPTION|COMMItmeN is overdue

TEXTCommitment 0002 (Paving and Asphalt) is overdue since May 12 2013. Pending action by Chris A
Demo and 0 others

Type

Forward

4 »

GENERATED[Sat, Sep 27 2014 14:50

To forward an Alert:

1.
—_

Notice that the Text
now indicates the
From person.

Focus on Alerts & Compliance

In Detail view, click M. A To field will appear with your
name, for example:

WATCHDOG ALERTS &

m Description Date
AmD =

To|Chris Demo # Send
PROJECT|GC-D05 4 Fabrikam, Tnc.
DEscmm0N|Fw:Commilment is overdue

=41, hris Deme —=< Qriginal Text >—— Original Date: Sat, Sep 27 2014 14:50 Commitment 0002 /|
Paving and Asphalt) is overdue since May 12 2013. Pending action by Chris Demo and 0 others.

Project Name Type

GeneraTeD|Mon, Sep 29 2014 12:23

Spitfire Project Management System, V4.5



Document
Alerts

Alert Types

For more information
about Code
Maintenance, Routes or
ltems, see the Focus on
System Administration
guide, the Focus on
Routes guide or the
Focus on Document and
ltem Basics guide,
respectively.

Focus on Alerts & Compliance
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Click .r at the To field to look up the person to receive the
forwarded Alert.

(optional) Add text to the Text field.

Click Sl . The Alert will be sent to the other person, but will

still remain in your Watchdog Alerts part until you delete it (by
clicking ).

Alerts can be set up in three different ways:

Document-specific Alerts through the document’s Options menu
(see page 14).

Alert Subscriptions from your Contact Detail window
(see page 18).

Alert Subscriptions for various users or roles through the Alert
Subscriptions tool on the Manage Dashboard (see the Focus on
the Manage Dashboard guide).

Spitfire ships with several default Alert types including an Other Alert that
you can rename. Alert types can be modified only through the Alerts
Type tool on the System Admin Dashboard (see the Focus on System
Administration guide).

Document

Document Created: triggered when a document is created and
first saved. This Alert type is available for Alert Subscriptions
only.

Document Due: triggered when the document Due date (found
on the Document Header part) comes due.

Document Due Change: triggered if the due date has changed.
Document Status Change: triggered if the status of the
document (found on the Document Header) has changed.

Note: this Alert type can be turned off for certain Doc types and
statuses through the Code Maintenance tool.

Routee

Route Due: triggered when the date by which a routee must take
action on a routed document (found on the Route Detail tab)
comes due.

Route Due Change: triggered if the due date has changed.
Route Stage Change: triggered if the route stage for the
document has changed (found on the Route Detail tab).

Item Created: triggered when an Item is added to the document.
Item Due: triggered when and Item due date (found on the
Item’s Detail view) comes due.

Spitfire Project Management System, V4.5



A special System
Update Available alert
will appear in the system
administrator's Watchdog
Alerts part when the
system knows that an
update is available.

For information on how to
set up dates for Alerts,
see the “Date Types”
chapter of the Focus on
System Administration
guide.

Focus on Alerts & Compliance
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Iltem Due Change: triggered if the due date has changed.
Item Status Change: triggered if the status of the Item has
changed.

Cost Code/Task

Cost Code Start: triggered at the start date for the cost code in
the work- breakdown-structure of the project.

Cost Code Start Change: triggered if the start date of the cost
code has changed.

Cost Code End: triggered at the end date for the cost code.
Cost Code End Change: triggered if the end date of the cost
code has changed. Note: On systems that are integrated with
Microsoft Dynamics SL, all these dates are based on the dates in
Microsoft Dynamics SL’'s Project Maintenance Task tab.

Compliance

Out-of-Compliance: triggered when a document is out of
compliance.

Out-of-Compliance: compliance type: triggered when the
specific compliance type is out of compliance.

Doc Date

Doc Date: date type: triggered if the specified date is within lead
days. This Alert type is available for Alert Subscriptions only.
Note: only date types that have been marked for Alerts will
appear as Doc Dates, for example:

Lookup Dialog g
rd

O ALL FILTERS $

NAME | §
g

Pick AlertName 5
b

L5l Cost Code End g
il Cost Code End Change g
>

& Cost Code Start g
& Cost Code Start Change g
E@ Doc Date: Project Setup Original 2 i

Outbound Routing

Send Failed: triggered when outbound email or fax cannot be
sent. The text of the alert contains details.

Unable to Send: triggered when the routee has no email
address (or fax number). The text of the alert indicates which.

Warning: Email Service Delayed: triggered when ATC is not
sending or receiving email. All users receive this alert in such
cases.

Warning: Inbound Email Service Delayed: triggered when
ATC is sending but not receiving email.

Spitfire Project Management System, V4.5
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System Alerts*

e First Login: triggered when a new user logs in for the first time.
e Index Optimization: triggered when the system tries to optimize
an index automatically, but the index remains less-than-optimal.

Note: only users with the SYS | Site Configuration capability
receive this Alert.

e System Update Available!: triggered when an update is
available (for example, from 4.4.5100 to 4.4.5155).

e Version Upgrade Available: triggered when a new version is
available (for example, from 4.4 to 4.5).

The Document

Alert Option
Spitfire documents include a way to add Alerts through the Document
Alerts Window.
Document Alerts Window
Document Alerts o
Click /= to open the —\ [ ] SHOW SUBSCRIBED ALERTS
Document Alert
Summary report. lert On ctive |Lead [Recurs Date
& m Document Due o 1 Daily
Click /6 to edit and T © v
to delete an Alert. o ISeIect Alert N | ‘ | ‘
Powsred
S eiTEIRE

Focus on Alerts & Compliance

The Document Alerts window lists the Alerts that were created from
within the document. The columns on the Alerts tab tell you, for each

Alert:
[ ]

Alert On: the type of Alert.
Active: if the Alert is currently in use in sfPMS.
Lead: used in two ways:

o (If the Alert is for a due date) the number of days before
or after the date, indicating when the Alert should be
triggered. (Leads for after the date are expressed as
negative numbers.)

o (If the Alert is for the change of a date) the number of
days that the date needs to change in order to generate
an Alert.

Recurs: how often the Alert will be sent.

Date: if there is a specific date for this Alert.

Spitfire Project Management System, V4.5



Adding Document-
Specific Alerts

For more information on
documents, see the
Focus on Document and
ltem Basics guide.

For more information
about role capabilities,
see the technical white

paper, Designing User
Roles.

Show
Subscriptions
from Documents

Focus on Alerts & Compliance
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Alerts set up from within a document apply to that document only.

To add an Alert for a specific document:

1.
2.

Create or open the document.

At the document header, click = to open the options menu then

select @ Alerts. A Document Alerts window will appear.

Note: you can add or edit Alerts specific to the document only if
you have permission to do so through the DOC | Document
Alerts role capability.

|=| RFQ-In Process

Use the Alert On drop-down to select the type of Alert you want
for this document.

Click | @. The Alert will be listed with its defaults.

(optional) If you want to change the defaults, click (@ to get to
the fields then make your changes:
Document Alerts »®

‘ [] sHOW SUBSCRIBED ALERTS

HEH Alert On ctive h_l:ad |Recurs |Date
& X |Document Due w1 1 Daily v [
b m Document Status Change + NA

o l Select Alert v

Powpned
S AITEIRE

o Click ¥ to accept your changes.

To save your Alert, click * to close the Document Alerts
window, then click ﬂ to save the document with its new Alert.

You can see if Alert Subscriptions apply to a Spitfire document from
within the document. (Alert Subscriptions are described in more detail,
starting on page 18.)

To show the Alert Subscriptions that apply to a document:

1.

At the document header, click =to open the options menu then

select #@ Alerts. The Document Alerts window will appear,
listing all Alerts that are local to the document (i.e., were set up
through the document).

Spitfire Project Management System, V4.5



Disabling and
Removing Alert
Subscriptions

Disabling or removing an
Alert on the document
will prevent even those
who have Alert
Subscriptions from
receiving the Alert on this
document. Use with
caution.

Focus on Alerts & Compliance
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2. Click the Show Subscribed Alerts checkbox.

b4

Document Alerts ;
b4

C@ SHOW SUBSCRIBED ALER@ >

lert On ctive [Lead Recurs |Date ;

5 T [pocument Due o 1 Daily ;
b m Document Status Change vy 0 MA g
o |Select Alert v ;

Now both Alerts that were set up through subscriptions and local
Alerts will be listed in the grid.

Except for the Active status, Subscribed Alerts cannot be edited from
within the document. They can, however, be removed from specific
documents.

To disable an Alert Subscription for a document:

1.

On the Document Alerts window, click the Show Subscribed
Alerts checkbox.

On thq row of the Subscribed Alert that you want to disable,
click /.

Click on the Active checkbox to uncheck it.

Click " to accept your change.

Click Iﬁ to close the Document Alerts window.

Click H to save the document and Alert changes.

To remove an Alert Subscription for a document:

1.

On the Document Alerts window, click on the Show Subscribed
Alerts checkbox.

On the row of the Subscribed Alert that you want to remove,
click @ The Alert will be removed from the grid.

Click Iﬁ to close the Document Alerts window.

Click H to save the document and Alert changes.

Spitfire Project Management System, V4.5



Alerts Report
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To show who gets the Alerts for the document:

e On the Document Alerts window, click =to open a report on all
the users who get Alerts based on this document:

Document Alerts

/@ SHGW\SUBSCRJBED ALERTS

lert On ctive|Lead
ocument Due v -3

MA

Recu rﬂDateFubscriptiun

v

K

RouteesTo Role

Project Manager

-_n‘-\, B
-

E Spitfire Document Alert

Document Alert Summary

Spitfire-SoniTraining/_Library/Document Alert
REPORT PARAMETERS

RFG 0010 (GC003)
Document Dus

I cans Demo

Focus on Alerts & Compliance

Run Report |

SunseAption 10 Projact Managar with -1 days ead ime and recurming Dialy

Jack McSwag ‘Spitine Consauction
Chits Demo Spitfine Consiuction
Jay Flusge Spifre Constuction
Mew Empioyes
Tracy Tallman ‘Spiine ConsTuction
Arvirew Canthers ‘Spiine ConsTuction
& reciplents; not yet nggered

Supecsption 1o Doc Entered By with -1 43ys l2ad tme
0 reciplent; not yet trggerd

SuBeCADtion 1o Serior EXecLtve With -5 days laad tma
Wil Fint Spitfine Consiuction
John Pecgles ‘Spiine ConsTuction
2 reciplents; nol ye! ngger=d

Suecrption 1o Project Manager witn -2 days lead tme
Jack MeSwag ‘Spitire ConsTucton
s Demo ‘Spitire ConsTucton
Jay Flueges Spifre Constuction
New Employes
Tracy Tallman Spifine Consiuction
Arvirew Canthers ‘Spiine ConsTuction
& reciplents; nol ye! ngger=d

Supscnption 10 Chils Demeo with 1 a3y lead time and recurring Daly

Spitfire Constnuction

Mot Appilcabie
Not Appilcabie

Nat Appilcabie
Nat Appilcabie

Not Appilcabie
Nat Appilcabie

Nat Appilcabie
Nat Appilcabie

Nt Appileabie
Nt Appileabie

SUpponESpiraconsmEtion. com

Spitfire P

sfTraining Report
Document Alert

m

roject Management System, V4.5



Alert
Subscriptions
for Documents

Subscriptions
from the Detalil
Window

For more information
about the Contact Detail
window, see the Focus
on Contacts guide.

The Alerts Tab

A wildcard is assumed
after what you type in the
Project field (so G means
“all projects that begin
with G"). The wildcard %
can also be used before
or around text (so
%010% means all
projects with 010 in the
name).

Focus on Alerts & Compliance
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While the ability to set up an Alert for a particular document is useful,
having to do so for every document of a certain type, or for every
document routed to a certain person, would be tedious. sfPMS,
therefore, allows Alert Subscriptions. Alert Subscriptions can be set up
through Contact Detail windows and the Manage Dashboard.

Important: If you set up too many Alerts, the Watchdog Alert part will
quickly fill up with those Alerts and the Alerts will lose their importance.
Before setting up Alert Subscriptions, consider carefully what is really
important enough to require your (or others’) attention.

If you have permission to do so (i.e., if you have the DOC | Document

Alerts role capability), you can set up Alert Subscriptions from the Alert
tab in your own Contact Detail window. Otherwise, at this tab, you will

only be able to view existing Alert Subscriptions (created by others) for
example:

=] Chris Demo | = | G S|
-] - |
CONTACT DETAIL Ha
General Address Member Of Connections Notification Alerts Comments
Doc TYPE: I ﬂ
PROJECT |
ALERT | 2
o Alert Description |Recurs |Lead Time |Doc Type |G Project i ify |Active
] m Document Status Change MA [i] Submittal b4 v
/ T |pocument Created NA a RFQ v v
] m Document Due Daily 1 Submittal * v
/ Tl |pocument Due Daily 1 RFQ v v
-
4 »

There are three filter fields and nine columns of information in the Alerts
tab.

Filters
You can filter Alert Subscriptions by

e Doc Type: Click the checkbox to be able to select a Doc type
from the drop-down.

e Project: Type all or some of a Project ID.

o Alert: Select a type of Alert from the lookup.

Spitfire Project Management System, V4.5
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Columns
Alert Subscriptions include the following information:

New
Subscriptions

Alert: the type of Document Alert. Alerts types are generally
configured by the system administrator. They describe the
conditions that, when met, send out an Alert. Default Alert types
are described on page 12.

Description: a description of the Alert Subscription.

Recurs: how often the Alert should be sent (for example, daily,
weekly, monthly, yearly, bi-monthly, etc.).

Lead Time: can be used in two ways:

o (If the Alert is for a due date) the number of days before
or after the date, indicating when the Alert should be
triggered. (Leads for after the date are expressed as
negative numbers.)

o (If the Alert is for the change of a date) the number of
days that the date needs to change in order to generate
an Alert. (For example, if you enter 3, then you'll receive
an Alert if the date changes by three or more days, but
you will not receive an Alert if the date changes by a day
or two).

Doc Type: the Doc type to which this Alert should apply. If
blank, the Alert will apply to all Doc types.

Company: the company to which this Alert should apply. If
blank, the Alert will apply to all companies.

Project: the project to which this Alert should apply. If blank, the
Alert will apply to all projects.

EMailNotify: if an email should be sent to the Contact whenever
an Alert is sent to his or her Watchdog Alerts list. This
duplication of notification is useful for people who do not log in to
sfPMS very often.

Active: whether this Alert Subscription is currently being used.

Once an Alert Subscription is created (and active), new documents,
routes, items and cost codes in sfPMS are checked against these
subscriptions. When the specified conditions are met, Alerts are sent to
the user.

Important: Older documents, routes, items and cost codes will not be
checked for newer subscriptions. However, you can set up individual
Alerts for these conditions from a document, as described on page 14.

Focus on Alerts & Compliance
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To create a new Alert Subscription from your Contact Details:

TIP

If you have the PAGE |
User/Contact Display
(U) capability, you can
also create Alert
Subscriptions for other
users from their Contact
Detail windows. See the
Focus on Contacts guide
and the technical white
paper Designing User
Roles for more
information.

1.

o > 0N

o

A_it any dashboard, click =to open the options menu then select
i My Contact Detail.
[SX I |

& Create Project
o Create Document...

Recent Documents
Report Browser....

-

ac

A RXT

Your Contact Detail window will open.
Click on the Alerts tab.

Click |2 to add a new row.
Look up an Alert type.

Use the other fields, depending on how you want to set up the
Alert Subscription.

Click " to accept your changes and H to save them.

All of your Alert Subscriptions will appear in the grid, for
example:

[+] Alert

Document Status Change
Document Created
Document Due

Document Due

==g=]=]

Description |Recurs (Lead Time |Doc Type |Company |Project EMailNotify |Active
NA [i] Submittal be o
NA [i] RFQ v o
Daily 1 Submittal b4 v
Daily 1 RFQ vy o

Existing Alert
Subscriptions

To modify (edit, suspend, delete) an Alert Subscription:

Making an Alert
Subscription inactive may
prevent new documents
from monitoring for the
Alert. However, a
suspended Alert
Subscription will still
generate Alerts, but not
deliver them.

Focus on Alerts & Compliance

1.

Open your Contact Detail window (as described on the previous
page) and click on the Alerts tab.

(optional) Use the filters to find the subscriptions that you want to
modify.

To delete a subscription, click '@ on the Alert row.

To edit a subscription, click .-ﬁ on the Alert row and make your
changes in the fields.

0 To suspend a subscription, type the word suspend in
the Description field. If text already exists in this field,
you can add suspend either to the beginning or the end.

Description

x |Dcu:ur'nent Status Chan &0 |Su5pend

Spitfire Project Management System, V4.5



Subscriptions
from the Manage
Dashboard

Setting Up
Document Alerts
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0 To re-activate a suspended subscription, remove the
word suspend from the Description field.

5. Click ¥ to accept your changes and U to save them.

While many users can set up Alert Subscriptions for themselves, those
with the PART | Alert Subscription Maintenance role capability can set
up Alert Subscriptions for other users or for specific roles through the
Alert Subscription tool.

The Alert Subscription tool is found on the Manage Dashboard. For
more information, see the Focus on the Manage Dashboard guide.

The only setup required for Document Alerts is the configuration of Alert
types through the Alert Types tool. You can edit default Alert types,
create additional Alert types to be used in sSfPMS and, more commonly,
make some of the default Alert types inactive. A description of default
Alert types can be found on page 12. Alert types appear on drop-downs
on a document’s Alert window or in the Alert Subscription tool on the
System Admin Dashboard. Using the Alert Types tool, you can control
which Alert types are active or inactive. You can also create a version of
the “Other” Alert. The Alert Types tool is found on the System Admin
Dashboard. For more information, see the Focus on System
Administration guide.

Spitfire Project Management System, V4.5
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Part Il: Compliance Tracking

Compliance
Types

Messages on
the Document
Header

Focus on Alerts & Compliance

During implementation, some Compliance requirement types may be set
up as requirements for certain Doc types, such as Commitments, Pay
Requests and Vendors. Other Compliance types may be set up as
optional for certain Doc types. Compliance types are managed through
the Compliance tab. A message on your document (Commitment, Pay
Request, etc.) will indicate if a requirement is out of compliance.

Spitfire ships with a few default Compliance types. Sites often add their
own Compliance types during implementation through the Compliance
Types tool (see page 46).

Examples of Compliance Types
e Automobile Insurance
e Executed Contract Returned
e General Liability Insurance
e Lien Waiver
e Performance Bond
e Project Manager Hold

e Workman Comps Insurance

A message on a document’s Document Header indicates if everything is
in compliance or if there are document compliance and vendor
compliance issues.

DOCUMENT HEADER =Ep A

Doc# |0001

PROJECT|GC-003 Northern Lights Office Bldg

DESCRIPTION [Electrical Work

VENDOR |[Able Electric 8

COMMITMENT T v Terms|Net 30 [v]

CONTRACT TyPE|Fixed Price [v]

(_ PAY STATUS 2 compliance issues )

[ APPROVED BY|Chris Demo 22

STATUSICommil‘led a 6
pate [02/02/2010 ® pue [02/03/2010 B APPROVED

|-

To investigate those issues, look at the document or Vendor document’s
Compliance tab.

Spitfire Project Management System, V4.5
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The
Compliance
Tab

A Spitfire document can include a Compliance tab as one of its mid-
section tabs. Through this tab you can add or edit compliance items
specific to the Doc type.

Compliance Grid

View
Details Scope Addr Payees Dates Items Incl/Excl Compliance | &
14 "’ype R?::lr::‘ Received otify rack
m X |[Workmans Comp Insurance 4/2010 -"! Wl i
BT  [x [Executed Contract Returned 4/2010 — ~ =]
Warkmans Com| v |

The Compliance tab lists the compliance items that are required for the
document and, depending on configuration, allows you to add other

Click P to types of compliances items for the document. The columns on the
8?;vt\/ofc?re:ﬁ:el Compliance tab tell you the following information for each compliance

Compliance. item:

e OK: v" means that the Compliance item is in compliance; *

means that it is out of compliance; and [ means that the
compliance status is unknown (as is the case when information
for a required Compliance item has not yet been entered or a
new document has not yet been saved.)

e Type: the type of Compliance. Required Compliance types are
listed when a new document is created; optional Compliance
types are selected from a drop-down.

e Required: the date that proof of compliance is required. The
Commitment Start date is used by default until another date is
entered. (If there is no Commitment Start date, the document’s
Due date is used.) If the Required date has passed and there is
no Received date, the item will be out of compliance.

e Received: the date that proof of Compliance was received.
Once a Received date is entered, the item will be in compliance
if all other conditions are also met (see page 27).

e Notify: Ml means that a Compliance Notification document will
be automatically created, based on an automatic workflow script
(see page 48), when this item is out of compliance; [ Imeans
that no Compliance Notification document will be created.

e Track: ¥l means that the compliance item is currently being
tracked; [_| means that the compliance item is being ignored.

Focus on Alerts & Compliance Spitfire Project Management System, V4.5



Compliance Item
Detail View

Only optional
Compliances
(that you add)
can be deleted.

Use the "3
icon to add
remarks.

Some of Spitfire
Compliance features are
designed to work with
your integrated
Accounting system's
Accounts Payable
modules.

Normally, Compliance
Notifications and
Warnings block
payments lacking
compliance from
reaching Accounts
Payable.

Focus on Alerts & Compliance
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Grid view of a compliance item allows you to directly edit the Received
date field as well as the Notify and Track checkboxes. Detail view
allows you to also edit the Required field and displays several new
fields:

Details Scope Addr Payees Dates Items Incl/Excl Compliance
|uK|Tvpe |::‘:'_'":ﬂ |Reneiued |Noﬁry |Track
A |x  EE 0
— DescripTIon| 10073-9837-7384-CL
CARRIER|CNA amowt|  20,000,000.00
ErFECTIVE| 05/01,/20( & ExpiraTION|05/01/20( B
RELEAEED,i LeaD Days 14
Recup\slm Pay Comom
LasT EVALUATION Type is disabled

Description: a longer description of the compliance item, if any.
e Carrier: the name of the carrier for this compliance item.
e Amount: the amount of coverage.

o Effective: the date the compliance item goes into effect. If the
Effective field is active (i.e., you can select a date from the
calendar icon) and you leave the field blank, the item will be out
of compliance. If you enter an Effective date, it will be checked
against the Current Start and Finish dates on the Dates tab.

e Expiration: the date the compliance item expires.

e Released: the date the compliance item is released. Releasing
the compliance item overrides the Effective/Expiration dates and
the Required/Received dates.

e Lead Days: the number of days before the Expiration Date that a
Compliance Alert should be sent.

e Recurs: how often the Compliance Alert should be sent.

e Pay Control: the Pay Control option for this compliance item.
Pay Control options are

0 Auto: The compliance item is evaluated based on the
Commitment’s Current Date and the Compliance
requirements. If anything is out of compliance, the Pay
Request associated with the Commitment or Vendor will
not allow approval.

o0 Block: The compliance item is manually set to out of
compliance and therefore, the Pay Request associated
with the Commitment or Vendor will not allow approval.

0 Warn: The compliance item is evaluated based on the
Commitment’s Current Date and the compliance item’s
requirements. If anything is out of compliance, warning
messages appear on Commitment and Pay Request
documents. However, the Pay Request can be
approved.

Spitfire Project Management System, V4.5
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e Last Evaluation: a message indicating why the item is in or out
of compliance.

Last Evaluation Messages

Required, not met Out of compliance because of a Required date but no Received date.

Expired Out of compliance because of an Expired date that is within the Start and Finish
dates of the Commitment.

Required, but not Effective Out of compliance because of a Required date, but no in-range Effective date.

Amount insufficient Out of compliance because of a required Amount, but the amount is less than the
total current amount of the Commitment.

TIN missing Out of compliance because of a missing Vendor Taxpayer Identification Number.

Manually blocked Out of compliance because the Pay Control for this requirement is set to Block.

Released In compliance because of a Released date for or prior to today.

Conditions met In compliance because it has met all conditions.

Vendor covers requirement In compliance because the associated Vendor has already complied with the
requirement of the same type (see page 32).

Expires soon In compliance but the Expired date is approaching and within the lead days interval.

Required soon In compliance because of a Required date in the future, but that date is approaching
and is within the lead days interval.

Required soon (Effective late) | In compliance because the Required date is in the future, but the Effective date will
not cover the Required date when it arrives.

Not required yet In compliance because the Required date is far in the future (outside the lead days
interval).

Note: messages shown in brown above will generate a Compliance Alert
even though the compliance items are still in compliance.

Adding and

Editing

Compliance Items
To add a Compliance item:

1. Open your document and click the Compliance tab. Any
required Compliance items will already be listed in Grid view.

2. Use the Type drop-down to select a new Compliance type for
your document.

3. Click | & to get to Detail view for your new Compliance item.

You can edit compliance

on closed or approved 4. Fill out the desired fields and checkboxes, using lookups and
documents if you have calendars as appropriate. Note: Not all fields apply to every
the DOC | Maintain Compliance type. The system administrator configures the fields
Compliance Items role that are available for each Compliance type (see page 46).
Capabi”ty- Details Scope Addr Payees Dates Items Incl/Excl Compliance | &
For more information,
see the Designing User ’ux Trwe Reavired  pocaived Notify T'k
Roles technical white AW g - m | r M4
ESCRIPTION
paper. o] |
EFFECTNE’i E EXDIRATIDN’i E
RELEASED! Leap Davs 0
REc:uRSI NA ﬂ Pay Comoqm
LasT EVALUATION|
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5. Click #to return to Grid view.

6. Click ﬂ to save your changes.

To edit a Compliance item:

Page 26

1. Open your document and click the Compliance tab. Any
required Compliance items will already be listed in Grid view.

2. (optional) Make changes in Grid view, if appropriate.

Details Scope Addr Payees Dates Items Incl/Excl Compliance
0K [Type :e:':_'_"::“ Received Notify  [Track
> 0 % [Executed Contract Returned &/ 1/2007 B vl ~
3. Click ™ atthe Compliance item if you need to edit other fields.
The details for that Compliance item will appear.
4. Make changes to the appropriate fields.
5. Click #to return to Grid view.
6. Click ﬂ to save your changes.
Pay Control on
the Details Tab
Through customization (Part = Doc Detail-Standard, Item =
PayControl), the System Administrator can include a Pay Control field
on a document’s Detalils tab.
E Commitment- In Process @31
()
DOCUMENT HEADER =] =Y
Doc#|0005
PROJECT|GC-003 Narthern Lights Office Bldg
An ! at the end of DESCRIPTION [Plumbing
the message - — O a
indicates that Pay VENDOR|Lucerne Pipe Fitting A~ i
Request Approval is OMMITMENT TypE[Subcontract  |v] Terms|Due Immediately
blocked. ONTRACT TYPE|Cost Plus Fee
PAY STATUS 1 compliance issue, 1 vendor issue!
APPROVED BY | 2

SrATUSIIn Process [v| i)

DATE [09/30/2014 B Due [10/01/2014 B

APPROVED I

Block
RETENTION

Details Scope Addr Payees Dates Items Incl/Excl Compliance &
Pay conTROL |[5][4]89
Tax HanpLng | AUto

Focus on Alerts & Compliance

This Pay Control option on the Details tab overrides any Pay Control
options selected on the Compliance tab (described on page 24).
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Compliance
Works
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When Compliance has been properly set up at your site (see Part Il of
this guide), you can expect the following actions.

Compliance Notification document routed

Requirement is out of compliance

/ to subcontractor, vendor, assistant, etc.

depending on automated route.

Compliance
valuation

TIP

Options for Compliance
types are described on
page 46. Most users will
not need to concern
themselves with these
behind-the-scenes
options, which are set
during implementation.

Focus on Alerts & Compliance

\ Messages on Commitment and Pay

Request documents, and approval of Pay
Request possibly blocked.

Compliance items are evaluated and determined to be either in
compliance or out of compliance. Commitment, Pay Requests and
Vendor documents are evaluated every time you open or save the
document. Other documents are evaluated for compliance issues once
a day at whatever time was set up during implementation.

sfPMS uses a series of questions when evaluating Compliances.
Depending on the answer to the questions (as shown on the next page),
a requirement is deemed in compliance or out of compliance.

1.

Is there a Released date that is equal to or prior to the current
day?

Is Pay Control equal to Block?

Does the Compliance type have the Auto Control option checked
(turned on)?

Does the Compliance type have the Allow Proof option checked
(turned on)? Note: When Allow Proof is on, the Required and
Received dates allow your input.

o0 Is the Required date set to a date more than the lead
days in the future?

Does the Compliance type have the Allow Expiration option
checked (turned on)?

0 Is the Expiration date prior to today and prior to the
Commitment Finish date (found on the Date tab)?

Does the Compliance type have the Allow Effective option
checked (turned on)?

0 Is today greater than the Commitment Start date minus
lead days and is the Effective date blank or greater than
both today and the Commitment Start date?

Once more, does the Compliance type have the Allow Proof
option checked (turned on)?

0 Is the Received date empty and has the Required Date
passed?

Does the Compliance type have the Check Amount and Allow
Amount options checked (turned on)?

i. Isthe Amount greater than the Commitment?

Spitfire Project Management System, V4.5
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1. Released Date = or ves N
prior to today? 'L In Compliance
No
\4
2. Pay Control = Block? ves ( Out of
L Compliance
No
No ( Out of

\ 4

3. Auto Control?

Yes

Y

Required Date more than

4. Allow Proof? es
(first check) lead days in future?
No
No
d
al
A\ 4
5. Allow Expiration? ves Expiration Date
»  prior to Finish Date and
today?
No
No
<
A\ 4
6. Allow Effective? Yes Effective Date blank or
> after Start Date and
today?
No No
<
v
7. Allow Proof? Yes o Received Date blank?
(second check) d
No No
d
al
\ 4
8. Check Amount/ Yes Amount greater than
> Commitment?

Allow Amount?

No

No

<
<«
A

[ In-Compliance ]

Focus on Alerts & Compliance

|

Yes

Yes

L Compliance

In Compliance ]

Out of
Compliance

Out of
Compliance

Out of
Compliance

Out of
Compliance
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Example
Out of Compliance
In the document shown below, the Effective/Expiration date range
(1/2/2009 to 2/1/2010) for the Workmans Comp Insurance does not
cover the Start/Finish date range (1/1/2010 to 1/4/2011) on the
Commitment. In addition, while the Workmans Comp Insurance is
required, it has not yet been received. For both of these reasons, the
Workmans Comp Insurance is out of compliance. (When it is received, it
will still be out of compliance because of the expiration date.)
Details Scope Addr Payees Dates Items Incl/Excl Compliance A
K [Type :f:;f:::ﬂ Received Motify [Track
AT o |x 01/15/2010 i i v |+
DEscmp'noﬂ|
CARR_IEF‘.| AMnumT|
ErFecTIVE(01/01/20( & ExpraTion02/01/20: B

RELEASED! LeaD Davs 0
rwwwwvvvm

Details Scope Addr Payees Dates Items Incl/Excl Compliance
o Description Start Finish Note
m Commitment Current |1}1,-’le20]_[|| E W -"r

Focus on Alerts & Compliance Spitfire Project Management System, V4.5



Blocked or Not
Blocked

The Pay Control option is
hierarchical: Vendor ->
Commitment -> Pay
Request. Setting a
Vendor to Block affects
all Commitments on all
projects. Using Pay
Control on the Pay
Request affects that one
payment only.

Focus on Alerts & Compliance
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Whether a compliance item will block approval of Pay Requests is
determined by several factors.

One factor is the PayControl option on the Details tab of the Pay
Request, its Commitment, and the corresponding Vendor document.

=| Pay Request-Pending E@&J
Request 0001 for Paving and Asphalt
DOCUMENT HEADER =E v

i|| Details Liens Items Al

Pay conTrROL |{210] (s}

Auto
Block ] Fmac
Warn

=| Commitment- In Process E@ﬂ
()
DOCUMENT HEADER =1 =4
Details Scope Addr Payees Dates Items Incl/Excl Compliance &
Pay contrRoL |[a\T]ds]
Tax HANDLING |LallIEe)
Block
RETENTION Warn

=| Vendor- Open Eﬂlﬂ

DOCUMENT HEADER

Details Info Contacts Compliance A

Tval Subcontractor
Pay conTROL |11 1s]
BonD LimiT 0.00
Block

EMPLOYEES

Warn

lvvwvavWVVV\/W‘V‘
Approval of a Pay Request will be blocked if

e Pay Control for the Pay Request, Commitment or Vendor is set
to Block, (and therefore the Compliance item is always out of
compliance).

-Or-

e Pay Control for the Pay Request, Commitment and Vendor are
all set to Auto and the Compliance item is out of compliance.

A warning message will appear (but approval will be allowed) if

e Pay Control for the Pay Request, Commitment or Vendor is set
to Warn.
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What Gets Blocked

If the out-of-compliance | Then
item is
on a Vendor document approval of all Pay Requests for the
Vendor will be blocked

on a Commitment or CCO | approval of all Pay Requests for the
Commitment will be blocked

on a Pay Request approval of that Pay Request will be
blocked
on a Change Order nothing will be blocked

on an Employee document | nothing will be blocked

AP Vouchers

If your site is integrated with Microsoft Dynamics SL and Spitfire
Compliance Tracking has been checked in ICTool (as shown below) then
out of compliance items will also affect AP Vouchers.

E Spitfire Configuration - http:/ /sfga7.armonk.spitfiremanagement.com/sfTraining -

File WYiew Tools Help
‘elcome | Severs XTS | SOL | PMS | SALRS | SATC | Mue | SMTP | Finish |

.Intro IXTS Setup  DSL I

Spitfire adds an SF folder to the Microsoft Dynamics SL installation and various screen customizations to your system database. Spitfire also adds a small
number of SOL tables, views and stored procedures to the Dynamics databases in arder to provide bidirectional integration via the SOL data engine.

File Server |SFOAQT

Path lo Server |D:\SpitfirsFakeDSLY =

Screen Customizations —————— Synchronize
¥ Publish &I I~ Custorners

[~ Project/User Emplayess

& Supplemental ™ &l [non user] Employess

" Spitfire Group [” Wendors

[v Spitfire Compliance Tracking

Autosave completed o

If the out of compliance item is Then

on a Vendor document all AP Vouchers for the Vendor will be placed on Hold

on a Commitment or CCO all AP Vouchers for the Vendor’s invoices linked to the
referenced Commitment will be placed on Hold

on a Pay Request all AP Vouchers for the Vendor’s invoices linked to the
referenced Commitment will be placed on Hold

on a Change Order nothing will be placed on Hold

on an Employee document nothing will be placed on Hold

Focus on Alerts & Compliance Spitfire Project Management System, V4.5



Other
Considerations

For more information
about %Paid, see the
chapter on Compliance
Types in the Focus on
System Administration
guide.
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Compliance from Vendor

If both a Vendor document and related Commitment (or CCO) document
include a Compliance item of the same type, the Vendor can provide
compliance to the Commitment.

% Paid

While the Vendor requirement is in compliance, the same
requirement on the Commitment will also be in compliance, even
if, on its own, the Commitment’s requirement would be out of
compliance.

If the Commitment’s requirement is out of compliance and the
Vendor requirement goes out of compliance, the Commitment
will indicate that it is now out of compliance.

If the Commitment’s requirement is in compliance on its own, it
will be in compliance even if the Vendor’s requirement is or goes
out of compliance.

If % Paid is entered for a Compliance type then that compliance
requirement, when out of compliance, will be treated as follows (if Pay
Control on the document is Auto):

If the sum of all approved Pay Requests is a percentage of the
current Commitment amount that is below the percentage
indicated for that Compliance type, a warning message will
appear on the Pay Request.

If the sum of all approved Pay Requests is a percentage of the
current Commitment amount that equals or passes the
percentage indicated for that Compliance type, approval of that
Pay Request (and future Pay Requests) will be blocked.
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When a Compliance item with the Notify option triggers an out-of-
compliance signal, a Compliance Notification document is created
through an automatic workflow script. Based on routing rules and
Contact setup (described in Part Ill of this guide) the Compliance
Notification is routed to the appropriate people, for example, a Spitfire
user (employee at your company) and the subcontractor or vendor who

is out of compliance.

When a compliance requirement that has routed a Compliance

Notification document...

e goes in compliance, the Compliance Notification document is

automatically closed.

e remains out of compliance after the allotted recurrence interval,
the existing Compliance Notification document is automatically
closed and a new Compliance Notification document is routed.

Note: any closed Compliance Notification documents that are in a user’s
Inbox are removed from the Inbox automatically.

=| Compliance Notification-
Executed Contract Returned
DOCUMENT HEADER =B A
|
Doc# |000002
PROJECT|GC-003 Nerthern Lights Office Bldg
DESCRIPTION |EX€CI.II€G Contract Returned
VENDOR |Able Eleciric 22
STATUS|Open | v (i}
DATE|09/30/2014 B pue [10/01/2014
Notes Details A
INTRODUCTION - . - B r
We have not yet received the item described below. Timely receipt is critical to
the schedule of the project.
ISSUE 4
Executed Contract Returned Compliance required by: September 29, 2014
ACTION REQUIRED 4
We reserve the right to withhold payment from your firm until all issues are
resolved. Contact our office if you have any questions.
o Added By Remark
Attachments Route Detail
= Size |Note |Incl Seq  |Cataloged
= Not Sent | v & = |seconds agos
=g [s] |BC-002 Compliance Notification 000002 doc - 000002 46kB | () ([assemble[v] | & = |orz3/2014,
0% sbEE 13
ShITRIRE

Focus on Alerts & Compliance
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Note: the document that triggered the Compliance Notification document
is attached to the Compliance Notification document.

If additional Compliance Notification documents are created for the same
issue, previous Compliance Notification documents are closed and
attached to the current Compliance Notification document.

If the Compliance Notification document is routed via email or fax, or if a
hard copy is printed, the routee will receive a printout created through a
template (seen as an attachment in the previous picture), for example:

] ¥ ¥ A
J‘%LJL-; Vendor Compliance Notification

September 30, 2014

Able Electric
111 Meandering Lane
Lakeridge, OR 99999

GC003 Northern Lights Office Bldg

We have not yet received the item described below. Timely receipt is critical to the
schedule of the project.

Issue
Executed Contract Returned

Compliance required by: September 29, 2014

Action Required
We reserve the right to withhold payment from your firm until all issues are resolved.
Contact our office if you have any questions.

Elizabeth Keyser-Rubble

Clerk

Armonk, NY 10504

(914) 273-0808
bettyr@spitfireconstruction.com

Focus on Alerts & Compliance Spitfire Project Management System, V4.5
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Compliance
Log

The Compliance Log lists all compliances being tracked in your projects.
You can filter the report.

To open the Compliance Log:

1. Click = to open the options menu then select = Report

Browser.
(:)I | |
A& Create Project

o Create Document...

ﬁ Recent Documents

2. Select General | Compliance Log:

Report Browser x
Make a selection: o
» Admin
» Executive
¥ General

* Bid Analysis

* Bid Analysis By Customer

* Budget Revision History

* CCO Log

* Change Item Log

* Change Item Payment Log

* Change Order Detail

s Commitment by Cost Code

* Commitment Log

* Commitment Summary

s Compliance Log
o AAALAFL A AT e e
3. (optional) In the window that appears, filter the report by Project
ID, Vendor, Compliance Type, Doc Type, Open Commitments
and/or exceptions (out-of-compliance requirements) and clicking

the Run Report button.
REPORT PARAMETER S
Compliance Log
PROJECT |% SUBCONTRACTOR £
COMPLIANCE TYPE ¥ |(ALL) =l ¥ OPEN COMMITMENTS
I EXCEPTIONS ONLY Run Report

4. Click * to close the report.
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Spitfire-SoniTraining/General/Compliance Log
REPORT PARAMETERS =
Compliance Log
PROJECT % VENDOR e
CoMPLIANCE TY(ALL) Doc Tyre (all Doc Types}.
W OPEN COMMITMENTS [ OuT OF COMPLIANCE ONLY
Run Report |
a
sfTraining Report
Compliance Log
compliance tracking for Active Vendors for All Projects
Able Electric - ABO1 (558) 555-1212
0001 - Electrical Work  GC-003 - Electrical Work
cco Executed Contract Retumed Wamning: Req, not met 0272013 W
Commitment Executed Contract Retumed Wamning: Req, not met 0202014 W
0004 - More Electrical  GC-003 - More Electrical
Commitment Executed Contract Retumed ‘Waming: Req. not met w
0004 - Electrical Systems GC-010 - Electrical Systems
Commitment Workmans Comp Insurance CP Waming: Req but not Efiectve w
Coho Asphalt and Concrete - V040 (555) 555-1212
0002 - Concrete Foundation GC-010 - Concrete Foundation
Commitment Workmans Comp Insurance CP Waming: Req but not Efiectve w
Luceme Metal Fabrication - LAO1 (555) 555-1212
— ——
0005 - Metal work  GC-010 - Metal work
Commitment Workmans Comp Insurance CP Warning: Req but not Efiectve w
Luceme Pipe Fitting - HUDZ (555) 565-1212
Vendor Automoile Ins (AU-ET45) 413012004 Expired 40802007
0005 - Plumbing ~ GC-00% - Plumbing
Commitment Executed Contract Retumed 1152010 Wamning: Req, not met w
Margie and Sens - HCO1 (555) 5551212
Vendor Bond (3458-188) /3172004 not yet evaluated 4/8/2007
Automobile Ins (LM-213256-A) 573172004 not yet evaluated 482007
0001 - Commitment for Indoor Lights and Wiring GC-202 - Commitment for Indoor Lights and Wiring
Commitment Workmans Comp Insurance CP not yet evaluated
Tailspin Excavation - G180 (B5E) 565-1212
0001 - Site Work Excavation  GC-010 - Site Work Excavation |
Commitment Workmans Comp Insurance CP Waming: Req but not Efiectve w
Wingtip Engineers - TAD1 (555) 565-1212
— e
0003 - Construction Engineering  GC-010 - Construction Engineering
Commitment Workmans Comp Insurance CP Wamning: Req but not Efiectve w -

Focus on Alerts & Compliance
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Part Ill: Setup of Compliance Tracking and Notification

Setup of Compliance tracking and notification requires the use of various
Manage and System Admin tools and features of sfPMS.

Steps Involved

Focus on Alerts & Compliance

Step 1: Prepare (see page 38)

o
Step 2:
o
Step 3:
o
Step 4:
o
.

Step 5:

Step 6:

Step 7:

Step 8:

Step 9:

Gather information.

Use the Code Maintenance tool (see page 40)

Create subtypes for your vendors and subcontractors.

Use the Customization tool (see page 42)

Customize Vendor, Commitment and/or Pay Request Doc types.

Use the Compliance Types tool (see page 46)

Edit existing Compliance types.
Create new Compliance types.
Review the automatic workflow for your Compliances.

Use the Doc Type tool (see page 49)
Activate the Compliance Notification Doc type.

Use the Rules Maintenance tool (see page 51)

Set up the text for Compliance Notification documents .
Get the Template (see page 55)

If necessary, upload the distributed Attachment (auto) template
for Compliance Notification documents.

Use ICTool (see page 58)

Turn on Automatic Workflow on the sfATC tab of the Spitfire
Installation and Configuration tool.

Use the Roles tool (see page 59)

Create a role to receive the Compliance Notification document.

Step 10: Use the Routes tool (see page 60)

Create a predefined route for the Compliance Notification
document.

Step 11: Use the Contacts tool (see page 62)

Give one or more users the “Compliance Staff” role.

Step 12: Test Compliance Tracking and Notification (see page 63)

Make sure you have set things up correctly.
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Before setting up compliance tracking in sfPMS, you’ll need to gather the
following information:

Focus on Alerts & Compliance

What Compliance types does your company track?

Which of these Compliance types are required and which are
optional?

Which of these Compliance types are tracked at the vendor level
and which are tracked at the commitment level? Do you want to
track lien waivers on Pay Request documents?

Will all vendors require the same Compliance types? sfPMS
allows you to assign Compliance types by Vendor subtype, so
before assigning Compliance types to Vendors, you'll need to
determine if you will create two or more Vendor subtypes and
then build Compliance types for each Vendor subtype.

Will all commitments require the same Compliance types?
sfPMS also allows you to assign Compliance types by
Commitment subtype, so before assigning Compliance types to
Commitments, you'll need to determine if you will create two or
more Commitment subtypes and then build Compliance types for
each Commitment subtype.

Note: Pay Requests inherit subtypes from their corresponding
Commitments.

Will you want to track certain requirements on Pay Requests
(e.g., Lien Waivers) or Change Orders (e.g., Executed Contract
Returned)?

What text do you want in your Compliance Notification
document?

What persons or roles will receive the Compliance Notification
document?

Will you be routing the Compliance Notification via email, fax or
hard copy and therefore need an Attachment template for
Compliance Notification?

What persons will be given the newly created “Compliance Staff”
role?
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Step 2: Code Maintenance

Vendor
Subtypes

Commitment
Subtypes

Focus on Alerts & Compliance

Assuming you use different types of commitments (subcontracts) and
vendors, you may need to set up these subtypes in sfPMS, if subtypes
were not already configured during implementation.

You will then be able to select a vendor subtype from a Vendor
document’s Type drop-down on the Details tab, as shown in below:

i': ﬁ’endur— Open LEnL |

Universal HVAC Specialities
DOCUMENT HEADER =Eh ¥
Details Info Contacts Compliance A
TYPEI Subcontractor .
Pay CONTROL
el R iy Sybcontractor
oo \MIVWVVWVVVVJ

You will then be able to select a commitment subtype from a
Commitment document’s Commitment Type drop-down on the
Document Header, as shown below:

DOCUMENT HEADER =

Doc# |0005

PROJECT|GC-003 Northern Lights Office Bldg

DESCRIPTION|Plumbing

UENDORILUCEITIE! Pipe Fitting 28
COMMITMENT Subconlract v TerMS |Due Immediately

CONTRACT TYPE .V
Purchase Order v
PAY STATUS vendor issue!

Note: When a Pay Request document is created and linked to a
Commitment, it will inherit its subtype from the Commitment.

Subtypes are created and defined through the Code Maintenance Tool.
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first by default
in the drop-
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The Code Maintenance tool is found on the System Admin Dashboard.
For complete information about the Code Maintenance tool, see the
Focus on System Administration guide.

To add your Vendor subtypes:

1.

© ® N o g &~ w

Open the Code Maintenance tool on the System Admin
Dashboard.

Enter Sub at the Set Name Like filter to get to the SubType code
set.

CODE MAINTENANCE EI=
P —
SET NAME LIKE:/Sub
o Set Name Set Type Flag Next Set Size
» m‘ Subsegment DocTypeSubcodes X ]
> SubType DocTypeSubcodes X 8

Click ™ to get to Detail view for SubType.

Select Vendor from the Doc Type drop-down filter.

Click | & to add a vendor subtype.

Enter a one- to eight-character code in the Code field.
Enter a description for this code in the Description field.
Click " to accept your new subtype.

Repeat steps 2 through 5 for each subtype.

10. Click H to save your changes, for example:

CODE MAINTENANCE H=
‘ SET NAME LIKE: |SubType |
Set Name Set Type Flag Next Set Size
o
|SubType |
|Vendor v
i Doc Type Code Description
/1 ?
F m Vendor CN Consultant
F m Vendor SE Subcontractor
f m Vendor Sp Supplier
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for example), click ¢
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kchanges.

Focus on Alerts & Compliance

Page 41

To add your Commitment subtypes:

1.

N o o s~ wDd

Still in Detail view for SubType, select Commitment from the
Doc Type drop-down filter:

SET NAME [SubType

DESCR LIKE: |

CODE LIKE: |

DOC TYPE | Commitment [v]

@ Doc Type Code Description
/1 ?

F m Commitment PO Purchase Order
F m Commitment sSUB Subcontract

Notice that sfPMS ships with a few commitment subtypes. If you
still want to add more, continue with the next steps.

Click | = to add a Commitment SubType.

Enter a one to eight character code in the Code field.
Enter a description for this code in the Description field.
Click " to accept your new subtype.

Repeat steps 2 through 5 for each new subtype.

click & to save your changes.
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Step 3: Customization

Adding Drop-
down Fields
and Tabs to

Doc Types

Once you have set up your subtypes to be used on Commitment and
Vendor documents, you need to make sure that these subtypes appear
on the appropriate drop-downs on your documents (e.g., the Type or
Commitment Type drop-downs as shown in the examples on page 39).
In addition, if want to set Pay Control on the Commitment level, you need
to add the Pay Control drop-down to the Commitment’s Detail tab and, if
you want to track lien waivers on your Pay Requests, you need to add
the Compliance tab to your Pay Request Doc type. Drop-down fields
and Compliance tabs are controlled through the Customization tool.

Customization
Tool

The Customization tool is found on the System Admin Dashboard. For
complete information about the Customization tool, see the Focus on
System Administration guide.

Customizing Doc
Types

Vendor Documents

To edit the subtype drop-down on your Vendor Doc type:

1. Inthe Customization tool, select Vendor from the Doc Type
drop-down.

2. Select Doc Detail - Standard from the Part drop-down.
Select Specific Type from the Iltem drop-down.

4. Click the Show Live Configuration checkbox. By default, the
Vendor Doc type shows the Specific Type item. This is the drop-
down that offers your commitment subtype options. If you like
the label “Type,” you need not change anything. Otherwise,
continue with the next steps.

CUSTOMIZATION TOOL E=

OC TYPE: Vendor v
PART: Doc Detail - Standard [v]
1TEM: [GrectoTyre <]
! SHOW LIVE CONFIGURATION

I sHow GUIDE
vl SHow ADVANCED
I SHOW VISIBLE ONLY

Part
Name

o
< Doc % context|c “ |Label | visible Extended|SF
Type

=8

RO |Length|Seq Lookup|Format|Help|Tip E;:g Active

Ttem

Doc Detail
- Standard

Specific

Type £

[}

M|

v

Type

Vendor

5. Click == to copy the Doc Detail Standard | Specific Item row.
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6. Inthe Label field, enter new text for the subtype field's label, for
example, Vendor Type.

7. Inthe Visible and Active column, make sure that each is selected
(&).
8. Click ¥ to accept your entry.

9. Click H to save your changes.

Commitment Documents

To edit the subtype drop-down on your Commitment Doc type:

1. Inthe Customization tool, select Commitment from the Doc
Type drop-down.

2. Select Doc Header - Commitment from the Part drop-down.
Select Commitment Type from the Item drop-down.

4. Click the Show Live Configuration checkbox. By default, the
Commitment Doc type shows the Commitment Type item. This
is the drop-down that offers your commitment subtype options. If
you like the label “Commitment Type,” you need not change

anything. Otherwise, continue with the next steps.
CUSTOMIZATION TOOL =

oC TYPE: \endor v
PART: Doc Detail - Standard [v]
TTEM: [Specific Type  |v]
¥ SHOW LIVE CONFIGURATION

¥l SHow GUIDE
V] SHOW ADVANCED
V| SHow VISIBLE ONLY

Rq
Flag

Doc
Type

Part
Name

o \
= “|context|c “ |Label visible RO |Length|Seq |Lookup|Format|Help | Tip Extended|SF |Active

=3

Item

Doc Detail
- Standard

Specific
Vendor Type Type |V pad 0 M| &

5. Click == to add your own label for the commitment drop-down.
In the Label field, enter new text for the subtype field’s label.

7. Inthe Visible and Active column, make sure that each is selected
(™).

8. Click + to accept your entry.

9. Click H to save your changes.

To make the Pay Control drop-down visible on the Commitment Doc
type:
1. In the Customization tool, select Commitment from the Doc
Type drop-down.

2. Select Doc Detail — Standard from the Part drop-down.

3. Select Pay Control from the Item drop-down.
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Click the Show Live Configuration checkbox.

CUSTOMIZATION TOOL A=
/Boc TYpE: [Commitment  |v|
PART: Doc Detail - Standard v|
ITEM: [Pay Contal [ v]
- ¥ SHOW LIVE CONFIGURATION

¥ SHOW GUIDE
¥ SHOW ADVANCED
M SHOW VISIBLE ONLY

o '

Part - ¢ . . |rq .
< o e |Doc Tyne «| Context|Capability|;, . |Label| Visible|RO Length|Seq|Lookup| Format Help | Tip| F3 | Extended |SF |Active
13

Doc Pay
it Detail - (Commitment Control v x 0o |/ O

Standard|

Click == to copy the Doc Detail — Standard | Pay Control row.

In the Visible and Active column, make sure that each is selected
(o).

Click + to accept your entry and H to save your changes.

Pay Request Documents

To add a Compliance tab to your Pay Requests:

1.

a > N

In the Customization tool, select Pay Request from the Doc
Type drop-down.

Select Doc Tabs from the Part drop-down.
Select Compliance Tab from the Item drop-down.
Click the Show Live Configuration checkbox.

(If necessary) Click the Show Visible Only checkbox to uncheck
it. By default, the Pay Request Doc type does not have the
Compliance Tab visible.

CUSTOMIZATION TOOL e

0C TYPE: Pay Request v| PART: |Dm: Tabs v
TEM: Compliance Tab v ™ SHOW LIVE CONFIGURATION
¥ SHOW GUIDE

[ SHOW VISIBLE ONLY
RO
>

¥ SHOW ADVANCED
Part Name

Context
(all)

Capability |Item & |Label Visible Length

o

Doc Type % Seq |Lookup |Format

o

o

Doc Tabs x

Pay Request Compliance Tab | Compliance

Click == to copy the Doc Tabs | Compliance Tab row.

In the Visible and Active column, make sure that each is selected
(&).

Click ¥ to accept your entry and H to save your changes.

Your Pay Request documents will now show the Compliance tab, for
example:
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mﬁlg

=| Pay Request- New
Pay Request 0003 for Electrical Work
DOCUMENT HEADER =H &

Doc #IIJIJIJS INV/REF #| |
Northern Lights Office Bldg

PROJECT|GC-003

COMMITMENT 0001 Electrical Work
Met 30

Able Electric {ABO1) 2 compliance issues

status|In Process

I

| approveD BY|
DaTE [10/01/2014 B Due [10/02/2014 INVOICE | EnpproveD |

‘ Details Liens Items ‘( Compliance )‘

Required

o

‘Rec\eived Notify "Vracl(

K [Type
b Lien Waiver

Spitfire Project Management System, V4.5
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Step 4. Compliance Types

A Compliance type defines the type of compliance requirement needed
in your project, for example General Liability Insurance, Workman'’s
Comp Insurance, etc. Common Compliance types are listed on page 22.
Compliance types can be set up as required or optional for specific Doc
types. You can edit default Compliance types and create new ones.

These Compliance types show up on the Compliance tab of your
document, for example:

Details Scope Addr Payees Dates Items Incl/Excl A

K [Type rﬁ:_i:::n Received Notify rack
b Tl X [Executed Contract Returned 1/2007 B W v
> m ¥ [Workmans Comp Insurance 1/2007 ) )
3 [roject anagedk|

Project Manager Hold

Bond

Performance Bond
Automobile Ins

Workmans Comp Insurance
General Liability Insurance

Compliance types are created and edited through the Compliance Types

tool.
Compliance
Types Tool
The Compliance Types tool is found on the System Admin Dashboard
(and the Manage Dashboard). For complete information about the
Compliance Types tool, see the Focus on System Administration guide.
Editing

Compliance Types
To edit an existing Compliance type:

1. Inthe Compliance Types tool, use a filter to find the Compliance
type that you want to modify.

2. Click ™ atthe Compliance type row.

3. Click .-& to edit any of the fields for the Compliance type,
including the Active checkbox.

4. Click + to accept your changes or X to ignore your changes.

5. Click H to save your changes.
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You need to tell sSfPMS which Compliance types are required and
available for which Doc types. You do this by mapping each desired
Compliance type to one or more Doc types.

To map a Compliance type to a Doc type:

1. Inthe Compliance Types tool, use a filter to find the Compliance
type that you want to modify.

2. Click ™ atthe Compliance type row.

In the Mappings section, select a Doc Type from the drop-down
or leave blank to indicate that the Compliance type should apply
to all Doc types.

4. Click | @ to edit the new row.

(optional) If the Doc type you selected has subtypes, select a
Sub Type from the drop-down or leave blank to indicate that the
Compliance type should apply to all subtypes.

6. (optional) If the Compliance type is to be optional on the Doc
type + subtype, click the Reqd checkbox to uncheck it. Required
Compliance types appear on the document’'s Compliance tab
when the document is first created; optional Compliance types
can be added to the document through the Compliance tab.

Focus on Alerts & Compliance

Details Scope Addr Payees Dates Items Incl/Excl Compliance
Required
K [Type rﬁ:f:::ﬁ Received Notify rack
> T3 Executed Contract Returned 1/2007 = ~ ™
Workmans Comp Insurance 1/2007 il [
Not
Required/
Optional Performance Band
Automabile Ins
Workmans Comp Insurance
General Liability Insurance

7. Leave the Active checkbox checked unless you want the
Compliance type to be inactive for the designated Doc type +
subtype.

8. Click + to accept your row and H to save your mapping.

To edit your mapping:
e To edit an existing mapping, click F

e To delete an existing mapping, click .
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To add a Compliance type:

1. Inthe Compliance Types tool, click | .

COMPLIANCE TYPES

NAMES LIKE: |

[l FOR VENDORS
[] For COMMITMENTS

AT A AV A A A A

- |Allow |Check |Allow |Allp
Notify |\ mount|Amount|Descr Cag

2. Give a descriptive name for your Compliance type at the
Compliance Name field.

3. Fillin the remaining fields and checkboxes as desired.

4. Click + to accept your row and H to save.

There is automatic workflow for the Compliance type. The commands in
the automatic workflow tell sfPMS what to do whenever a Compliance
requirement is out of compliance.

It is possible to replace the Spitfire-generated workflow script with one of
your own, if you deem it necessary. For more information, see the
“Compliance Type” chapter in the Focus on System Administration
guide.
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If you want a Compliance Notification document to be routed to an
appropriate person whenever some requirement goes out of compliance,
you'll need to activate the Compliance Notification Doc type. An

example of a Compliance Notification document is found on page 33.

Doc types are activated (and disabled) through the Doc Types tool.

Doc Types Tool

The Doc Types tool is found on the System Admin Dashboard.
Complete information about the Doc Types tool can be found in the
Focus on System Administration guide.

Activating the
Compliance
Notification Doc

Type

To activate the Compliance Notification Doc type:

1. Inthe Doc Types tool, click the Show Inactive Doc Types
checkbox. The Compliance Notification Doc type will appear in

the list:
Doc TYPES B=]
Doc TYPE LIKE: |
(™ SHOW INACTIVE DOC TYPES)
o Doc Type Site Name Project Dashboard |Create From Dashboard |Plan Room |Site Active [Custom
File Batch AP Scans 3 X 3 ¥ 3
f AR Invoice AR Invoice vy x ® x ®
¥ Bid Bid Vv V X v X
Fi Bid Package Bid Package 4 v W v x
! Bid Package Addendum  |Bid Package Addendum |/ + v v ®
f Budget Budget v v » v »
Vi Cash Trans Cash Trans v x x x b4
F Catalog File Router Catalog File Route b 3 3 v 3
cco cco v v % v X
F Certificates and Approval |Cert & Appr v v 3 b 3
F Change Item Register Change Item Register | 3 » » 4 »
f Change Order Change Order v v 3 v b4
F D5L Charge Entry Charge Entry i v ® x 3
f Commitment Commitment v v - v -
F Compliance Notification |Compliance Notification |+ 0 x b4 b4

Focus on Alerts & Compliance
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Click .-ﬁ to get to edit mode.

(optional) If you would like this Doc type to have a different name
at your site, enter a new Site Name.

Leave the Create From Project Dashboard unchecked.
Compliance Notification documents are created through
automatic workflow (see page 48) so will not need to be created
from the Project Dashboard.

Click the Site Active checkbox to make the Compliance
Notification document type available at your site.

Click + to accept your changes and H to save.
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Step 6: Rules

Compliance-
NotificationText
Rule
The ComplianceNotificationText rules are used to establish the text
that will be used in the Introduction, Notification and Action parts of the
Compliance Notification document. This text will also be included in any
template-generated printout created for the document.
The ComplianceNotificationText rule is defined in the Rules Maintenance
tool.
The Rules
Maintenance
Tool

The Rules Maintenance tool is found on the System Admin Dashboard.
Complete information about rules can be found in the Focus on System
Administration guide and the Rules and Rule Values technical white
paper.

Establishing Text
for Compliance
Notifications

To use the ComplianceNotificationText rule:

1. Inthe Rules Maintenance tool, enter a “C” in the Group filter and
press the Enter key. (You could also type more of
ComplianceNotificationText rule group in the filter, but “C” alone
should help you find it, as shown:)

RULE MAINTENANCE g

GROUP: Ic 3
e

o Rule Group Filter Info Type Description ;

Overrides the def?

> CodeSetFilterOverride DocTypeKey String a last resort. Seeg

first. Note that $0

Lists the code set;
[ CodeSetRedirect DocTypekey DocTypeKey |another docume
effects the value §

] ) . ) . Provides the f
» ComplianceNotificationText| ComplianceTypekey String rovides the urng

action) generate
P e e e e e e e e e e e e e e e T e e e

2. Click ™ at ComplianceNotificationText rule group to open the
Rule Entries for this rule.

3. From the drop-down, select Introduction.

Click @,

Select a Compliance type from the Filter Value drop-down.
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Enter the text of your introduction in the Result Value field. Your
text can include placeholders (see page 54). This text will
appear in the first Note of your Compliance Notification
document for the specified Compliance type. Note: there is a
196 character limit in the Result Value field. If your text is longer
than 196 characters, you'll need to:

0 Split your Result Value into smaller segments, each of
any length up to 196 characters

o Append $+ to the end of each segment, except for the
last one.

o0 Click + to accept the segment.

o0 For each segment, click /' on the row to extend the
rule. The new rule that appears will have a name that
indicates it is a continuation of the first rule, for example,
Introduction.01.

We have not yet received the item described below.

$+/

v X

|Introduction.01

It is usually convenient to
use $+ to break at a word
or sentence boundary.

Focus on Alerts & Compliance

|Execuled Contract Returned ] |We have not yet received the item des #

o Click /at the Result Value to edit the text.

o Click + to accept the segment.

When sfPMS sees the $+ , it will merge the Result
Values text, for example:

Ffm Rule Filter Value Result Value

7~ - Executed Contract We have not yet received the
S & m Introduction Returned item described below. $+ /
- q Executed Contract Timely receipt is critical to the
k-] m Introduction.01 Returned schedule of the project. /
=| Compliance Notification- I. = |5 iz_]
Executed Contract Returned
DOCUMENT HEADER =Ep v
Notes | Details A
INTRODUCTION /

10.

We have not yet received the item described below.
Timely receipt is critical to the schedule of the project.

|-

From the drop-down, select Notification.

Click | < again.
Select the same Compliance type in the Filter Value drop-down.

Enter the text for your notification in the Result Value field. This
text will appear in the second Note of your Compliance
Notification document, for example:
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IAction v Rule

7 [~ m Introduction
[+] m Introduction.01
7 [~ m Notification

Filter Value
Executed Contract
Returned
Executed Contract

Returned

Executed Contract
Returned

Result Value

We have not yet received the
item described below. $+ /
Timely receipt is critical to the
schedule of the project. /
Executed Contract Returned
Compliance required by:
$sComplianceDues /

=| Compliance Notification-

Executed Contract Returned

Motes Details

INTRODUCTION

DOCUMENT HEADER

= | B |
rF.

=H v
A

project.

We have not yet received the item described below.”
Timely receipt is critical to the schedule of the

ISSUE

Executed Contract Returned Compliance required
by: September 29, 2014

11. Click + to accept your Notification.

12. From the drop-down, select Action.

13. Click |2 again.

14. Select the same Compliance type from the Filter Value drop-

down.

15. Enter the text explaining required action in the Result Value
field. This text will appear in the third Note of your Compliance
Notification document, for example:

IAction v Rule
.@, m Introduction
.(';% @ Introduction.01
.@, m Notification
] V4 [+ m Action

Focus on Alerts & Compliance

Filter Value

Executed Contract
Returned

Executed Contract
Returned

Executed Contract
Returned

Executed Contract
Returned

Result Value

We have not yet received the
item described below. $+ /
Timely receipt is critical to the
schedule of the project. /
Executed Contract Returned
Compliance required by:
$4ComplianceDues /

We reserve the right to
withhold payment from your
firm until all issues are
resolved. Contact our office if
you have any questions /
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ISSUE

ACTION REQUIRED

=| Campliance Notificaticn- =
Executed Contract Returned o
DOCUMENT HEADER =H v
Notes Details &
INTRODUCTION

We have not yet received the item described below.
Timely receipt is critical to the schedule of the
project.

Executed Contract Returned Compliance required
by: September 29, 2014

r 4

LA

We reserve the right to withhold payment from your~
firm until all issues are resolved. Contact our office if
you have any questions.

16. Click + to accept your Action.

17. Click H to save all your text for this Compliance Type.

18. Repeat steps 3-18 until you have set up text for all your desired

Compliance types.

Placeholders in
the Text

Your Compliance Noatification

text can include the following placeholders:

Placeholder in text

Is replaced by

\n

A new line

$$ComplianceAmount$

The Compliance item amount, if any

$$ComplianceCarrier$

The Compliance item carrier, if any

$$ComplianceDescription$

The Compliance item description

$$ComplianceDue$

The Compliance item Required Date and time

$$ComplianceExpiration$

The Compliance item Expiration Date, if any

$$ComplianceName$

The Compliance Type name

In addition, you can use \? ...

\?. The section enclosed by \? is removed

if the section includes empty replacements. For example: \?Please
provide a bond of $$ComplianceAmount$ as soon as possible\?

will appear with an amount (e.g. Please provide a bond of $1000 as
soon as possible) or not at all.

Focus on Alerts & Compliance
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Step 7: Attachment (Auto) Template

Compliance
Notification
Printout

The Templates
Tool

Look for a
Template

Focus on Alerts & Compliance

If the Compliance Notification document will be routed to someone via
email or fax (or printed out in hard copy), you will need a template for the
Compliance Notification Doc type. Most likely, this template will be of the
type Attachment (auto) so that a printout will be generated
automatically. Spitfire provides a distributed template that you can
upload through ICTool.

Note: whether the Compliance Notification document is routed within
Spitfire or is sent in PDF form through an email, fax, or hard copy
depends on how you have set up routing for your subcontractors and
vendors. For more information on routing, see the Focus on Routes
guide.

The Templates tool is found on both the Manage and System Admin
Dashboards. More information about the Templates tool can be found in
the Focus on the Manage Dashboard guide.

It is possible that an Attachment (auto) template for Compliance
Notification documents was uploaded into your system during
implementation. You should look to see if you already have the template
file.

To find a template for Compliance Notifications:

1. Inthe Templates tool, select Compliance Notification from the
Doc Type drop-down.

2. If atemplate is listed for the Compliance Notification Doc type
(as shown below), you need not do anything else. If no template
appears, continue with the next section.

TEMPLATES g

b3

MAMES LIKE: | TYPE: 5
b4

DOC TYPE: Compliance Notificatio|Sd| 3
Doc Type Name Type Description Diwvision Doc Cl.g

& ¥p yp P Ref | 3
@ Compliance Compliance Attachment |[Compliance g
F m Motification Notification {auta) Notification g

Spitfire Project Management System, V4.5



Upload from
ICTool

If you choose to create
and upload your own
template instead of the
distributed template,
keep in mind that the
automatic workflow will
make the last person on
your route the first
(“from”) person and
therefore, you can use
the FromAddr_
bookmarks in your
template.

Focus on Alerts & Compliance
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If no template was uploaded into your system during implementation, you
can upload the distributed Compliance Notification template from the
Spitfire Installation and Configuration tool (ICTool.exe).

Note: ICTool is a stand-alone tool outside of the Spitfire Dashboard. If
you do not have access to ICTool, contact Spitfire Support, who can
upload the template for you.

To upload the distributed Template:

1.

Open ICTool and select Template Upload Tool from the Tools

menu:

E Spitfire Configuration - http://sfqa7.armonk.spitfiremanagement.com/sfTraining -

File  Wiew {

Welcome |

S

[

IMETMGR. ..

Document Inspeckar, ..
Edit SiteConfig.xml

Template Upload Toal...

E

Apply
Update how
Clean Install Base

Latest Versior:
Local Wersion:

| »» v4.Blnternal Build

455387 32622
45538629785

Update Mow |

5| SOLRS | staTC | Mue | SMTP| Finish |

This tool helps you install, configure and maintain the components of the
Froject Management software.

Mewt = |

Latest w4.5 Internal Build build is 4.5.5387. 32622

i

Look for and check the Compliance Notification Attachment
(auto) template. (You can click on the Template Name header to
sort the templates.)

E Template Tool [_ (O]
[l select ~ | [ Upload
Template Mame Usze SubType Type Active | 5F Updated Uploaded o
[T | Sarnple Trarsmittal Cover Trans... doc M |Jul1E201314:27
[™ | Competitive Bid Response & .. || Bid &n... wltm T [Jan 31200211, |Aug 1620111
} Sample Compliance Motifica... || Attach... doc: T |16 20131419
| [ | Sample Subcontract Chang... || Attach... doc r

4

Jul16 20131416 A
| 3

Ready...

B

Click the (il Upload button.

Close |

CTool.
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5. Go to sfPMS and open the Templates tool on either the Manage
or System Admin Dashboard.

6. Inthe Templates tool, click the Doc Type checkbox and select
Compliance Notification. The newly uploaded Doc Template
will be listed.

Focus on Alerts & Compliance Spitfire Project Management System, V4.5
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Step 8: Spitfire Configuration

If you will use an automatic workflow for a Compliance type, you need to
ensure that Automatic Workflow is turned on in the Spitfire Installation
and Configuration tool (ICTool.exe).

ICTool

E Spitfire Configuration - http://sfqga7.armonk.spitfiremanagement.com,/sfTraining -

File Wiew Tools Help
Welcome | Servers | TS | SGL | siPMS | SOLASEERATEDivue | SMTP] Finish |

SPITFIRE

Thiz tool helps you install, configure and maintain the components of the
Project b anagement software.

- »» w45 Intemal Build

Latest %ersion: 45538732622
Local Wersion: 4.5.5386.29785

Update Mow |

N> |
Autosave completed Lit

To turn Automatic Workflow on in ICTool:
1. Open ICTool and select the sfATC tab.

2. If necessary, click the Automatic Workflow checkbox on the
Basic Tasks sub tab (to check it).

E Spitfire Configuration - http://sfqa7.armonk.spitfiremar

File Wiew Tools Help ;4
| 3
welcome | Severs | ¥T5 | SAL | sfPMS | SOLRS IATC |1)>

ATC Site Mame |$$H OSTHAME$3/ 35 P SApp;
Path ta T askConfig <ML |C: “Program Files [#8E]45 pitfire\%

Service Port | 14431 &14432 pg

Local sfPMS htp: /4 [$SHOS TNAME 3 3

b

- 2
Send Floutel Read MaiII TextExtractl Targethg
b

v Automatic Workflow  Frombhour 41 3: until hour g

3. Click Xlto close ICTool.
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Step 9: Roles

Role Tool

Creating a Role
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Because compliance tracking is not limited to specific projects, it is wise
to create a Spitfire role to give to the person(s) who will receive
Compliance Notification documents—for example, the office assistant in
charge of compliance management.

Roles are created in the Roles tool.

The Roles tool is found on the System Admin Dashboard. More
information about roles can be found in the Focus on System
Administration guide, the Focus on Contacts guide and the technical
white paper Designing User Roles.

To create a “Compliance Staff” role for Compliance management:

1. Atthe Roles tool, click | & to add a new row.

2. Inthe Role Name field, type a name for the role, for example,
Compliance Staff.

3. Click + to accept your entry and H to save your changes.

ROLE LIST B=)

ROLE LIKE
TYPE

Focus on Alerts & Compliance

> m Compliance Admin Internal |Compliance Admin Internal

Conditions

Conditions Optional

Description

Cataloger

Note: you can add capabilities to this role; however, you do not need to.
This role is primarily for identification purposes. It is assumed that the
person who receives this new role will also be given a capability-based
role that will govern his or her access level in sSfPMS.
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Step 10: Routes

Predefined
Routes

The Routes
Tool

Creating a
Predefined Route
for Compliance
Notification

The last person on your
predefined route will be
considered the first, and
therefore, “From” person
for the Compliance
Notification document.
Keep this in mind when
setting up your routees
(and when designing
your template).

Focus on Alerts & Compliance
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When some requirement in your project is out of compliance, you will
want the right people to receive the Compliance Notification document.
You can create a predefined route that will be added to the Compliance
Notification document automatically whenever it is created. The
Compliance Notification document will then be routed to your specified
list of people. If the document is routed to someone via fax or email, the
printout generated by the Attachment (auto) template will be sent.

Predefined routes are created through the Routes tool.

The Routes tool is found on the Manage Dashboard. Routes and routing
rules can be involved. Complete information about predefined routes
can be found in the Focus on the Manage Dashboard guide.

To create a predefined route for Compliance Notification:

1. Onthe Route List, click | .

2. Inthe Route Name field, enter a name for your new route, for
example, Compliance Notification.

3. Click ¥ to accept your Route name then click tl at the top of the
Route List to save your Route name.

4. Click ™ to open the details for your new route. (You may have
to look for it.)

5. Go to the Details for Selected Route section and click | &:

DETAILS FOR SELECTED ROUTE

STATUS: [ v

e

Seq.
No.

Access Default Default Due |w/f

User/Role Description|; . | Status Note In Trans

(optional) Click f.?i to switch the User/Role lookup to Roles.
Roles are preferred over individual names in predefined routes.

Click #: to look up the first role on your route. This could be the
role of the person who reviews the Compliance Notification
document and perhaps adds to it before it goes to the person
who needs to be notified of the out-of-compliance requirement
(for example, the Compliance Staff—or equivalent--role that you
created on page 59).
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In this example, the
Compliance Notification
document will be routed
to a Project Assistant with
a Courtesy Copy to the
Project Manager. When
the Project Assistant
sends the document on,
the Compliance
Notification document will
be routed to the Source
Contact (Vendor) with a
Courtesy Copy to the
person who entered the
document that has the
out-of-compliance item.

Focus on Alerts & Compliance

8. (optional) If you want to ensure that the routee will be able to edit
the document, change the Access Level to Collaborate.

9. Enter other information for your first routee then click ¥ to
accept your information.

10. Click |« to enter each routee you want to add, depending on
how Compliance Notifications are to be handled in your
organization. Remember to click +" to accept each routee. You
are building the route for the Compliance Notification document,
for example:

DETAILS FOR SELECTED ROUTE
STATUS: [ v
Seq. . Access Default |Default Due |w/ At Source
u Rol D t
& |No. ser/Role escription Level Status |Note In (Transmittal [Contact
Please
f 3 M, Project  |person who reviews Collaborate |Pending  |TEYIEW 52 52
m Assistant the notification 9 |before
release.
; i : Person who also is
!m 2 ch, Project aware of the View cc'd 3 b
Manager notification
- 0 Person who created
m 3 ‘-i Doc the out-of-compliance |View cc'd x X
Entered By e
. 4y Doc
[ - .
.!m 3 gg:::it Ezriz:ifrezo needs to View Pending > v

11. Go to the Rules for Selected Routes section below the Route
List and click | .

o T S S M S S N N N G N N N N N NN R NN N N

12. Select Compliance Notification from the Doc Type drop-down
list.

13. (optional) Add other conditions for your route, if desired.

14. Click + to accept your rule.
15. Click H to save your predefined route.

Spitfire Project Management System, V4.5
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Step 11: Contacts

If you have created a new role (such as Compliance Staff) and used it in
a predefined route (as described in the previous chapter), you need to
give that role to one or more Spitfire users. You do this through the
Contacts Dashboard.

The Contacts
Dashboard

Giving a Contact a
Role

Focus on Alerts & Compliance
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The Contacts Dashboard and corresponding Contact list is described in
detail in the Focus on Contacts guide.

Note: these instructions assume that your subcontractors and vendors
were added to sfPMS during implementation.

You can give the Compliance Staff (or your equivalent) role to any
Contact; however, since this person will be getting Compliance
Notification documents in the Inbox, the person should be a Spitfire User.

To give a Contact the “Compliance Staff” role:

1. Go to the Contact view on the Contacts Dashboard.

2. Using the filters if helpful, find the Spitfire user whose Details you
want to edit and click ™.

Click the Member Of tab.

4. Find the role you want (e.g., Compliance Staff) in the Additional
Roles section and click .

=Y

CONTACT DETAIL

General Address Member Of Connections Notification Comments
ROLES LIKE: |

PROJECTS LIKE: |

User's Role(s) Additional Roles
m Everyone ‘- Accounting
R Project Assistant 6 “~ Architect
+ Catalager
<

Compliance Admin Internal )

5. Click H to save your changes and & 1o return to the Contact

list.
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You can run through this test to see if all is working as you expect. If
there are problems, go back over all the steps to see if you missed
anything.

To test Compliance tracking and notification:

1.

10.

Focus on Alerts & Compliance

Create a test Commitment document. If you have set up
Compliance requirements for a Commitment subtype, be sure to
select that subtype at the Commitment Type field.

Look up a Vendor.
Click tI to save the document.

Click on the Compliance tab and either click P {0 edita required

Compliance item or select a Compliance Type then click | to
add an optional Compliance item.

Enter a Required date that is past (for example, yesterday).

Click & to return to grid view. There should be an X in the OK
column of the Compliance item.

Change the status to Committed.
Note: A Commitment must have a status of Committed for
Compliance tracking to check it.

Click EI to save the document. The Pay Status field on the
Document Header should mention at least one compliance
issue.

You can close the Commitment document window.

Have the person who is to review the Compliance Notification
document check his or her Inbox. If the document does not
appear right away, click Home in the upper-right corner to
refresh the screen.

" e ome.

If the document still does not appear, wait 45 minutes then check
again.

Note: if there are many documents in the Inbox, filter on Doc
type to find the Compliance Notification document.
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11.

12.

Page 64
INBOX 4
Description DocNo |Prnjel:t ‘Due |Slatus g
Initial Budget 0001 |(Bud Sort by this column ;
[ Adjustments from Paving and Asphalt 0002 |Bud =
! 9 e " % Clear this filter 3
Adjustments from Electrical Work 0003 |Bud & Clear all filters ;
Initial Budget 0001 (Bud
X unviewed onl 3
Adjustments from 32 Ton Chiller/Evaporator 0001 |Bud nviewe nly be
ﬁ:, FO conduit connection details 12345 [Sub Iﬁ _ ) ;
ﬁ Forecast 0001 0001 |Forecast Tocessg
| Pay 0001 for ing and halt 0001 |Pay Reques|Bid ing §
— Bid Package
I Budget 0002 . >
—— ConZhy[Budnet Bid Package Addendum pucd >
. 16000 Electrical Bids 0001 |(Bid PackagqBudget DCES%
1 7 3 4 §Catalog File Route by
m— OO0 —:)
PROJE( Change Item Register _g
o = WE ST | Find / Open Project  °|Change Order ¥
Commitment —g
L LI VD, Compliance Naotification 3
AT A e A A A e A e

Open the Compliance Notification document and go to the

Attachments tab.

Find the template printout and view it. Verify that the correction

information is on the printout.
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