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This Focus Guide is designed for Spitfire Project Management
System users. In this guide you will learn about roles and how
to create, modify and use Contact information.
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About Our Documentation

Guides

Focus on Contacts

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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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) 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 = »
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Introduction to This Guide

Focus on Contacts

Spitfire Contacts include all those individuals and companies with whom
you do business. Not all Spitfire Contacts are users, but all users are
Spitfire Contacts.

The Spitfire Contact list includes your vendors, your customers, your
employees, and even other individuals and companies with whom you
correspond or consult on your projects.

Contacts are assigned roles and responsibilities that affect what they can
access and do in sfPMS.

This guide focuses on the explanation of roles and the creation,
modification, and use of Contact information in the Spitfire Project
Management System (sfPMS).

This guide assumes some familiarity with sfPMS and Spitfire documents
as described in the Overview Guide and Focus on Documents and Item
Basics, found on the Help Menu in sfPMS.

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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An understanding of Contacts in sSfPMS requires an understanding of
roles. Roles are created and capabilities are assigned during the
implementation stage of sfPMS.

A role has two functions:

e First, it is a collection of capabilities that grant the users who are
members of this role specific access rights and permissions to
Spitfire functions and data.

e Second, itis a Project Responsibility identifier. By identifying a
Contact’s responsibility on a project, Spitfire knows how certain
roles fit into the organization of a project, regardless of what the
roles are actually called.

From your perspective, roles often correspond to job titles. Some
examples of Spitfire roles are Project Lead, Architect, Supervisor, Project
Assistant, System Manager, etc. All Spitfire users are automatically
given the role of Everyone.

Capabilities

Roles are defined with capabilities that determine what a person with that
role can do or see in sfPMS.

Full Access Rights

Minimum Access Rights

Notice that the user has the ability to edit the document and can
add new Attachments and folders. In addition, on the ltems tab,
all ltems are visible and can even be deleted.

(] PunchList- E=fal ™)
HVAC Punch List
DOCUMENT HEADER =H A4

Doc# |0004

PROJECT|GC-003
DESCRIPTION [HVAC Punch List

STATUSI Open |v (7]

DATE|10/06/2014

Northern Lights Office Bldg

pue [10/24/2014

=

Items A |

@ HVAC PuncH LisT:FoLper 1

Ttem Description Status

: =g
. I p b L.l wem1/  [[oren 12
Attachments Route Detail
Name Size |Note (Item |Incl |Seq |Cataloged
[ % d B3 o

Notice that the fields are read-only and that the user cannot add
new Attachments. In addition, Iltems are not visible the Item
Folder's toolbar is inactive, and the File Options menu is not
available.

=| PunchList- Open (e
HVAC Punch List =
DOCUMENT HEADER =H A

Doc# |0004

PROJECT|GC-003
DESCRIPTION |[HVAC Punch List

STATUSI Open |wv L]

DATE|10/6/2014

Northern Lights Office Bldg

DUE |10/24/2014

Items A
ﬁ = Item Description Status
E""Fculder 1
Attachments Route Detail
Size |Note [Ttem |Ind |Seq Cataloged

Focus on Contacts
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Full Access Rights

Minimum Access Rights

On the Route Detail tab, the user can view all routees, add new
ones and delete upcoming ones. Once the user sends the
document on its route, he or she can access the document later
from either the Project Dashboard or Catalog Dashboard.

Attachments Route Detail
= Seq |(To Status
— i 1 FSIL:;pemoent) IPending ﬂ
— Margie Smith -
- m 2 Margie and Sons Pending ﬂ
b — Andrew Carothers =
=\ 3 |(Project Assistant) Pending |V |

On the Route Detail tab, the user sees only his/her route line and
cannot add to or edit the routing list. Once the user sends the
document on its route, the document will no longer be in the user's
Inbox on the Home Dashboard. Therefore, the user will no longer
have access to the document, except through the Recent
Documents option on the Site Options menu.

Attachments Route Detail
= Seq|(To Status Ins
== :'.:d il IPending ﬂ |

Responsibilities

More information about
roles is available in the
technical white paper
Designing User Roles

and the Focus on System
Administration guide.

Focus on Contacts

Internally, sfPMS understands the responsibilities of the following:

Accountant

Alternate CM
Alternate PM
Architect

Associate

Bonder

Construction Manager
Customer/Owner
Development Manager
General Contractor
Junior PM

Lender

Operations Manager
Project Manager
Project Staff

Senior Executive
Senior PM

Superintendent

When roles are set up, they can be identified with one of the above
responsibilities so that Spitfire knows the “weight” of that role (i.e. what
kind of role it is within a project). For example, you (or your System
Administrator) may have created a role called Project Lead and
assigned it the responsibility of Project Manager. Spitfire would
therefore know that the “Project Lead” is the Project Manager on a

project.

Spitfire Project Management System V4.5
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As another example, you may have created several roles for your
subcontractors such as Electrical Subcontractor, Roofing
Subcontractor and HVAC Subcontractor and given all of them the
responsibility of Associate. Again, Spitfire would then know where
these roles fit in on a project. Because roles are user-named and
defined, Spitfire uses responsibilities to identify the roles needed in
certain locations (such as the Contacts part on the Project Dashboard
and on various reports).

Note: Responsibilities are not required for Spitfire roles; there can be
roles that do not have any of the above responsibilities.

Organizational
Level

One of the ways to control which Contacts can see other Contacts is
through the use of Organizational Levels assigned to individuals.

Organizational Levels are numerical values assigned to Contacts by the
System Administrator or Manager. When Organizational Levels are
used, a Contact can view:

e All Contacts below his/her Organizational Level

e All Contacts above his/her Organization Level as long as the
Organization Level value of those Contacts are not more than
9% above that user’s own Organization Level.

For example, if Contacts are assigned the following Organizational

Levels:
Organization Level Sample Contacts
100 Chris Demo (who is a Senior Executive)
90 John Smith (who is a Project Manager)
85 William Flint (who is Project Staff)
Then:
Organization Can View the following levels in Contact
Level Lookup
100 All Levels
90 All Levels
85 Levels 90 and 85

So Chris Demo and John Smith can see all other Contacts but William
Flint can see John Smith but not Chris Demo based on Organizational
levels.

Organizational level is
just one factor in
determining if a Contact
can see other Contacts.
Other factors include the
permission to “see all
Contacts” and whether a
Contact is public or not
(see page 45).

Focus on Contacts Spitfire Project Management System V4.5
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Companies and Individual Contacts

“Contacts” in Spitfire can refer to companies (organizations) and people
(both those who work in these companies and those who do not).
Sometimes, however, the term “Contact” is used to mean just individuals.

Companies
Types of
Companies
Companies in sfPMS are assigned one of the following types:
e Customer: companies that hire you/your company.
Note: If you are integrated with Microsoft Dynamics SL, these
are your Customer records.
¢ Vendor: companies that you/your company hires.
Note: If you are integrated with Microsoft Dynamics SL or
Acumatica Cloud ERP, these are your Vendor records.
e Other: any other company that you want to include in sfPMS.
Preliminary
Companies

Regardless of type, companies in sfPMS that have an ID (either through
Spitfire. Microsoft Dynamics SL, or Acumatica Cloud ERP) are
considered full Contacts. Companies that are added without an ID are
considered preliminary companies (pre-vendors or pre-customers).
Preliminary companies will show up in lookups and can be added to a
document’s route. These companies can be given an ID at a later time,
making them full Contacts. (See page 54 for more information.)

Detail Information

The information for companies is shown in both a Company Detail
window and a Contacts Detail window. Both of these views are available
from the Contacts Dashboard (see page 49).

Focus on Contacts Spitfire Project Management System V4.5
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Company Detail

The Company Detail window has information about a company that is
not seen on the Contact Detail window.

COMPANY DETAIL Ha

Address Attributes Region CSI Comments

COMPANY‘AblE Electric mslVendor ﬂ | proecT PURCHASTNG
Aporess|111 Meandering Lane m|ABO1
Crrv/St|Lakeridge . JOR 99999 COUNTY|

Tive ZONEIPaciﬁc Standard Time (North America) - UTC-08 ﬂ
EMML\]‘sunderson@ableelec.com PHoNE\(555) 555-1212
urd Fa{(555) 555-1212

COMPANY DETAIL Ea

Y Address Attributes Region CSI Comments

CDMPANY‘AblE Electric mEIVendcr ﬂ 1 prosecT PURCHASING
Aporess|111 Meandering Lane m[ABOL B
Crrv/St|Lakeridge . |OR 99999 COUNTY|

Tive zouEIPaciﬂc Standard Time (North America) - UTC-08 ﬂ
EMAIL\]’sunderson@ableelec.com PHONE\(EES) 555-1212
ur| Faq(555) 555-1212

For a description of the fields that appear on the Address, Attributes,
Region, CSI, and Comments tabs, see page 15.

Contact Detail

The Contact Detail window for a company has information that is not
seen on the Company Detail window.

COMPANY DETAIL Ea

Address Attributes Region CSI Comments

COMPANY‘AD'E Electric TwEIVendor ﬂ M ProjecT PuRcHasING
ADDREFS‘lll Meandering Lane ID‘ABDI
Crrv/ST|Lakeridge . |OR 99999 CounTy|

TIME zonEIPaciﬂc Standard Time (North America) - UTC-08 ﬂ
EMAIL‘]’sundersun@ableelec.cum PHONE‘(555) 555-1212
ur] Faq(555) 555-1212

For a description of the fields that appear on the General, Address,
Member Of, Connections, Notification and Comments tabs, see page 15.

Aside from the Contacts Dashboard, the Contact Detail window for a
company can be accessed from other locations in sfPMS— the Contacts
part on a Project Dashboard (see page 41) and certain document drop-
down menus (see page 38). Your Spitfire role determines where you can
access Contact Details and how much you can see or edit.

Spitfire Project Management System V4.5
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Contacts

Types of Contacts
People in sfPMS are assigned one of the following types:

e Customer: people who are linked to Customer companies.
e Vendor: people who are linked to Vendor companies.
e Other: people who are linked to Other companies.

e Employee: people who work at your company.

Detail Information

Information about the people in sSfPMS can be seen in their Contact
Detail window.

Contact Detail

If you have access to the Contacts Dashboard, you can open the
Contact Detail window for any person in your system.

CONTACT DETAIL

General Address Member Of Connections Notification Comments
ConTaCT NAMElMa[giE Smith Tme
SoT Name|Margie Smith Tree|Vendor  [v]
EmarL | Company [Margie and Sons £
Macve Wpusuc o Serrrire User [ InTecrate User
User LogIN|margie Vauo Unmie: |(forever) i
PASSWORD
CONFIRM ’7
PASSWORD: INeven Exermes Venpor [HCO1
OLD PASSWORD! EmpLovee |Specify Employee 1D »

Locken UnTiL: [(not locked) [(no reason)
[l Expire AccounT 1 Unusep

CIMusT Crane PassworD

For a description of the fields that appear on the General, Address,
Member Of, Connections, Notification and Comments tabs, see page 15.

The Contact Details window for a person can also be accessed from
other locations in sfPMS—your user preferences (see page 34), the
Contacts part on a Project Dashboard (see page 41) and certain
document drop-down menus (see page 38). Your Spitfire role
determines where you can access Contact Details and how much you
can see or edit.

Focus on Contacts Spitfire Project Management System V4.5
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Tabs on the Contact and Company Details

Depending on your permission level and from where you access the

Contact Details for a person or company (see page 34), you may see
any of the following tabs with some or all of the described fields. The
Company Details window displays its own tabs, also described below.

Address Tab

The Address tab is available

Example of the
Address tab on a full
access Contact Detail
window.

Example of the
Address tab on a
Company Detall
window.

Possible Fields

Users can be given the
permission to see all
items assigned to other
Contacts in their
company. The Company
field on the Address tab
is used to determine to
which “company” a user
is linked.

Focus on Contacts

Address Attributes Region CSI Comments

From For On
Contacts Dashboard All Contacts Contact Detail
Companies Company Detail
Elsewhere All Contacts Contact Detail
CONTACT DETAIL Ha
Genera Address Member Of Connections Notification Comments
D USE ADDRESS AND COMPANY AS SPECIFIED ON THE PRIMARY COMPANY
— CONTACT
CompanvMargie and Sons
Aporess[4905 SW 75th
|
crmvy/stBeaverton Jor  [s7005 CounTy
SALUTATION| FAMILIAR NAME
Tive zDNEI Pacific Standard Time (North America) - UTC-08 ﬂ
COMPANY DETAIL =Y

Company|Margie and Sons

TVPEIVendOI’ ﬂ M ProsecT PURCHASTNG

ApoRESS|4905 SW 75th

crrv/stBeaverton

.Jor  [e7005

Tive zowEIPacific Standard Time (North America) - UTC-08 ﬂ

n[HCO1

CounTy|

EMAIL‘

Prong (555) 555-1212

ury|

Faq(555) 555-1212

Note: If the Contact is integrated with a Microsoft Dynamics SL or
Acumatica Cloud ERP record, the address fields are pre-filled. You
cannot edit the data in Spitfire, but must edit it directly in Microsoft

Dynamics SL or Acumatica Cloud ERP.

If information is not filled in automatically, you can fill in all the fields on

this tab yourself.

e Use Address and Company as Specified on the Primary
Company Contact: If checked ¥, the Company field and
Address fields (including City/St) will get their information from
the Company Contact record to which this Contact is linked.

e Company: the name of the company (in a company record) or
the company to which a Contact is linked.

Spitfire Project Management System V4.5
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Address / City/St: the mailing address for the Company.

Note: when you start typing in the City or ZIP code fields, sSfPMS
will offer a drop-down of possible choices. Use the arrow keys
on your keyboard to select one of the choices.

Salutation: indicates how you want the Contact to be addressed
in a letter. This field is used mainly in merge templates. Type
anything you want to appear in the printout, for example, “To
Whom It May Concern” or a salutation (e.g., Dear or Dear Mr.)
followed by ~ and a placeholder:

SALUTATION [Dear Mr. ~5

~U is replaced by Contact Name (e.g., Dear John Smith)
~F is replaced by Familiar Name (e.g., Dear Jack)

~S is replaced by Sort Name (e.g., Dear Mr. Smith)

~C is replaced by Company Name (e.g., Dear S & S)

O O O O o

~T is replaced by Title (e.g., Dear Mr. President)
o ~Risreplaced by Role (e.g., Dear Senior Executive)

Time Zone: the time zone to associate with this Contact. Once
indicated, time will reflect that time zone when the Contact is
logged in.

Email: the email to be used for a company in general (as
opposed to emails of Contacts within the company).

URL: the website of a company.

Type: the type of company. Type can be Customer, Vendor, or
Other. See page 12 for more information. This field appears
only on the Company Detail window.

Note: If you are integrated with Microsoft Dynamics SL or
Acumatica Cloud ERP, the drop-down is disabled and the Type
designation is controlled by the integrated software.

Project Purchasing: When checked [, indicates that the
company is a project purchasing vendor and will appear on
Commitment lookups. This checkbox appears only on the
Company Detail window.

ID: the ID of the company. This field appears only on the
Company Detail window.

& This icon opens the corresponding Vendor or Customer
document, if the company has a Type of Vendor or Customer.

County: the county where the company is located.

Familiar Name: any nickname or short version of the Contact’s
name. This field is used often in merge templates.

Phone /Fax: the main phone number / fax number of a
company. You should type only the numbers for the phone
number. It will be formatted (with parentheses and dashes) as

you type.

Spitfire Project Management System V4.5
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The Alerts tab is available

From For On

Elsewhere All Contacts Contact Detail

Note: there is no Alerts tab on the Contact Detail window that is opened
from the Contacts Dashboard because managers can set up global Alert

Subscriptions through the Alert Subscriptions tool on the Manage
Dashboard.

=| Chris Demo | B ||
CONTACT DETAIL Ha
General Address Member Of Connections Notification Alerts Comments
Doc Tee: [ v PROJECT
ALERT pel
@-MEI“ Description Recurs .IL_:":'; Dac Type ‘Company Project EMailNotify | Active
";( Select Alert e Dai| v of |f [~ e P [w]
SATFIRE
4 »

A thorough explanation of Alerts and Alert Subscriptions can be found in
the Focus on Alerts and Compliance guide.

Information entered on a company’s Attributes tab applies to all Contacts
at that company.

The Attributes tab is available

From For On
Contact Dashboard Companies Company Detail
Elsewhere Companies Contact Detail

Address Attributes Region CsSI Comments

‘TYPE Instruction v ‘

Value

MEE - Minority
WBE - Women

i

o X [WBE - Women ﬂ\
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Fields

For more information
about the Code
Maintenance tool, see

the Focus on System
Administration guide.
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e Type (drop-down): a filter on attribute type. The Type drop-
down displays choices set up through the AttrType code for
Vendors in the Code Maintenance tool. If no Type is selected,
all attributes for the company will be listed.

e Type: (column) the attribute type for the attribute. This column
disappears when a Type filter is selected.

e Value: the specific value for the attribute. Value choices are
defined in the Code Maintenance tool.

e Spec: more specific information about the attribute value. This
field might not appear for all attribute types.

e Note: any freeform text for the attribute value.
e Amount: any number associated with the attribute value.

Note: certain attributes serve as filters on Vendor lookups:
Lookup Dialog »®

Project Vendors -

COMPANY |
VENDOR ID |
CITY |
STATE |
zZ1p |
CSI |
RATING [
RANGE 08282010 [ =+[10/06/2014 Refresh
TIMES USED [

VALUE |
LARGEST AWARDE|
TYPE |
SOURCE |
ON TEAM [TV

REGION | e
UNION [ ¥]
MINORITY [ ¥]

To add a new attribute value:
1. On the Attributes tab, select a Type from the drop-down menu.
Address Attributes Region

TYeE Instruction |4

/T Classification
/1 EEO

Labor Source
License
Reference
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Click = to open the Options menu then select | & Add New.
Select a Value.

Enter a Spec, Note and/or Amount as appropriate.

a > 0N

Click + to accept your changes and U to save them.

Comments Tab

Comments are a quick way to track some remarks about a Contact, for
example, skills, training classes, licenses, etc. Other users may be able
to view the Comments entered in your own Contact record, so use this

Comment section accordingly.

The Comments tab is available

From For On
Contacts Dashboard All Contacts Contact Detail
Companies Company Detail
Elsewhere All Contacts Contact Detail
Address Attributes Region CSI Comments
@-—'&EEL_EI\*REmark .

« ¥ [10/7/2014,|Chris Demo

Fields

e Added: the date a remark was entered. This field is populated
automatically.

e By: the person who entered a remark. This field is populated
automatically.

e Remark: aremark visible to the public. Comments are visible to
users in their own Detail window and in the Contact’s Detail view
from the Project Dashboard.

To add or edit a comment:

1. To add, click ' @. To edit, click /.

2. Enter or change the Remark.

3. Click ¥ to accept your changes and & to save them.
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Connections
Tab

Possible Fields

For more information
about routing, see the
Focus on Routes guide.
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The Connections tab is available

From

For On

Contacts Dashboard

All Contacts Contact Detail

Elsewhere

All Contacts Contact Detail

General

SuppRESS E-MalL NoTIcES UNTIL: B

‘ORGANIZATIONAL LEVEL |0

CONTACT DETAIL Ea

Notification Comments

PrerErRED CoNTACT Numeer |Phone ﬂ

Address Member Of Connections

PHONE|(503) 452-6981

CELL’i DEFAULT RESPONSIBILITY [— ,
PAGER ’7 RouTE via Im
Fax ’W AvLow Route Action Proxy [— -]
™M HANDLE[— IM Service: m

! Sow New ProlecTs

URL|
Signature: s

Phone, Cell, Pager, Fax: numbers in the format of (nnn) nnn-
nnnn. You can also enter a plus sign + followed by a string of
numbers.

Note: you should type only the numbers for the phone number.
It will be formatted (with parentheses and dashes) as you type.

IM Handle: the Instant Message handle (IM name) for the
Contact.

Organizational Level: the Organization Level of the Contact.
The default of O indicates that Organizational Levels are not
being used in this installation. (See page 11 for more on
Organizational Levels.)

URL: This field specifies a website associated with the Contact.

Suppress E-Mail Notices Until: a date which indicates the last
day that email notifications should be suppressed (see also
below). Use this field if you know that the Contact is on vacation
and/or away from email for a known period of time.

Preferred Contact Number: the type of number (Cell, Pager,
Phone) that should be displayed in the Contacts part on the
Project Dashboard.

CONTACT LI

Name = (Company

Margie's Travel
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For more information

about DocTypeConfig |

LimitWebRouting and

the Rules Maintenance .
tool, see KBA-01154 and

the Rules and Rule

Values technical white

paper.

For more information
about role capabilities,
see the Designing User
Roles technical white °

paper.

TIP

If you have trouble
pasting an image into the
text editor, see KBA-
01586.
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Default Responsibility: the default responsibility for a Contact,
if any apply. (See page 10 for an explanation of responsibilities.)
When the Contact is added to the Contact list on a Project
Dashboard, this responsibility appears by default in the Role
column. (The responsibility can then be changed to another role
on the Contacts list if desired.)

TEAM CONTACTS

Company Phone Role

Spitfire Construction (914) 273-0809 |Project Manager
Able Electric Corp (555) 555-1212 |Subcontractor Base

(203) 952-6552 |Superintendent

Jason Sunderson

Spitfire Construction

Route Via: This drop-down determines how documents and
files attached to the documents are to be routed to the Contact
by default:

o E-mail: printouts of the documents and attached files will
be emailed to the email address specified on the
General tab

o0 Fax: printouts of the documents and attached files will
be faxed to the Fax number specified on this
Connections tab

0 Hard Copy: printouts of the documents and attached
files need to be printed out in hard copy for manual
delivery

0 Web: Spitfire documents will be sent to the Contact’s
Inbox on the Home Dashboard

0 Web (conditional): most Spitfire documents will be
emailed or faxed (as above) but Doc types that are
specified in the DocTypeConfig | LimitWebRouting
rule will be sent to the Contact’s Inbox instead.

Allow Route Action Proxy: the role which is to serve as a
proxy for the current Contact. Other users who have this proxy
role can then take action (e.g., accept the route) on documents
routed to the Contact. For example, if the Allow Route Action
Proxy is Project Assistant, then the Project Assistant for a
project can accept the route on documents routed to the
Contact’s Inbox.

IM Service: the Instant Message handle (IM name) for the
Contact.

Show New Projects: When checked ¥ and the Contact is
assigned to a project, that project will appear in the Contact’s
Project List on the Home Dashboard.

Sighature: an image pasted into the text editor can be used as
the signature in bookmark templates. Note: this field only
appears for Employees or Contacts with the CSTM | Internal
staff role capability.

Edit

BB ruos= § 0B 9o EE =
A s Q.35 2% @ #3ww

Font ~ | size + |Formatting v | Style

Adaoplac

B oxt =

@

RV VIVIV

?
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To change the default responsibility of a Contact:

1. Click 4 to look up and select a Default Responsibility:

General Address

CONTACT DETAIL

Member Of Connections Notification

PHONE|(757) 555-1212

Comments

PrerERRED ConTact Numesr |Phone ﬂ

cew[(757) 800-1200 DerauLT Responstenty |Project Staff ()

Lookup Dialog

Project Responsibility

[]ALL FILTERS pefresh
Orcaniza| ROLENAME

Pick

SuppReSS E-MAIL Ng &
=
=
=

Role Name Q‘
Project Assistant
Project Staff
Senior Executive

Superintendent

S PITRIRE

Note: Choices on the Responsibility lookup come from the
Contact’s assigned roles, so there may be only one or no choice
for the Default Responsibility field (see page 10 for more

information on Responsibilities).

2. Click I to save your information.

CSl Tab
Information entered on a company’s CSl tab applies to all Contacts at
that company.
The CSl tab is available
From For On
Contacts Dashboard Vendor Companies Company Detail
Elsewhere Vendor Companies Contact Detail
Note: the CSI tab is not available for other types of companies.
COMPANY DETAIL =]
Address Attributes Region CSI Comments
o CSI Code CSI Description Active
;O 16000 Electrical v
J X | .s..'* vl
Fields

e CSl Code: a CSl code associated with this company. CSI codes
are defined in the CSI Maintenance tool (see page 73).

e CSl Description: a description of the CSI code as defined in the
CSI Maintenance tool. The description is filled in when you add
arow.

e Active: when checked ¥, the CSI code will be associated with
the company and show up in results when CSl is used as a filter
in the Vendor lookup:
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[ Lookup Dialog x
Project Vendors

[]ALL FILTERS
COMPANY
csI [16
RANGE [¥1|08/30/2010 = |10/08/2014
Pick |Company D State CcsI Rating B
Margie and Sons HCO1 OR 16000 Electrical 8s
Wingtip Engineers TAO1 OR 16000 Electrical 60
Active Electric WA 16000 Electrical
Able Electric ABO1 OR 16000 Electrical as

To add a new CSl code to a company:
1. Click f.} to add a new row.

2. Click )9 to lookup a CSI Code.

3. Click + to accept your changes and E to save them.

The Comments tab is available

Example of the
General tab when the
Contact Detail
window is accessed
for an individual from
the Contacts
Dashboard.

_/

Focus on Contacts

From For On
Contacts Dashboard All Contacts Contact Detail
Elsewhere All Contacts Contact Detail
CONTACT DETAIL =]
H, General | Address Member Of Connections Notification Comments ‘
ConTacT Name|Margie Smith Tre |
SORTNAMEIMargie Smith TvaI\fendor .
Emm_l Company IMargie and Sons #
Macve Mlpusuc W SpriFire User [ InTEGRATED User
User LoGIN |marg|'e VALID UNTIL: I(furever)
PASEWORDI
pm?\:;?l MInever Exerres venbor [HCD1
OLD PasSwoORD: I

EMmeEElSpecify Employee ID e

Locken Unm: [(not locked) [ [(no reason)

[ Exere AccounT 1F Unusen

[ IMusT CHanGE PasswoRD
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Example of the
General tab when the
Contact Detail
window is accessed
for individuals or
companies from
somewhere else.

Possible Fields

TIP

The Active checkbox is
not available for
companies. To make a
company inactive, make
the company'’s primary
Contact record inactive.

If your site is integrated
with an external
accounting system and
your data is synched, the
information for the
Integrated User, Primary,
User Login, Customer,
Vendor, Employee, and
Company fields will come
from the accounting
system.

Focus on Contacts

CONTACT DETAIL =Y
General Address Member Of Connections Notification Comments
CONTACT NAME|Marg|'e Smith Tme
SoRT Nave|Margie Smith e [Vendor V] B
EMAIL| Company [Margie and Sons ~
EACTNE El PueLiC @ SPITFIRE USER |:| INTEGRATED USER
User LogIn margie VauD UnTiL: |(forever) B
PASSWORD
‘CONFIRM I—
PASSWORD: MINever Expres venpor |HCO1
OLD PASSWORD: EmpLovee |Specify Employee ID ~
Lockep UnTiL: |(not locked) [(no reason)
[ Expire AccounT 1F UNusED
[CIMusT Crance Passworp

e Contact Name: the name of the person or company. The
Contact’s full name is required. Upper and lower case letters are
allowed, as are spaces.

e Sort Name: the name to use when Contacts are sorted
internally.

e Email: the Contact’'s email address, which is required if you want
this Contact to be a Route Via “Email” routee on any document
(see page 21). The email address is also used by the Password
Recovery Wizard.

e Active: Active Contacts [ are those Contacts that are active in
the system. Inactive Contacts [ cannot be used and do not
show up in the Project Contact list or in lookups. Contacts who
are inactive cannot log in to sfPMS.

e Public: Public Contacts ¥ can be seen by all other Contacts.
Private Contacts [ can be seen only on projects on which they
have been made public or by users with specific permission.

e Spitfire User: If a Contact is a Spitfire user ¥, a User Login and
Password are also required. Contacts who are not designated
as Spitfire users ' cannot log in to sfPMS.

Note: Companies cannot be made Spitfire users.

e Integrated User: If a Contact’s record is linked to a user record
in an external accounting system such as Microsoft Dynamics SL
or Acumatica Cloud ERP, then this field displays ¥. This field is
for informational use only and cannot be selected or cleared.
Note: this label sometimes appears as Microsoft Dynamics SL
user if appropriate.

e Title: optional title for a person.

e Type: the type of company/contact for this Contact. Type can be
Customer, Vendor, or Other (or also Employee for a person).
See pages 12 and 14 for more information.

Note: If you are integrated with an external accounting system,
the drop-down is disabled and the Type designation is controlled
by the integration.
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For more information
about changing your
password, see the
Overview Guide.

Password expiration is
set up in the sfPMS |
Passwords tab in ICTool.
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E This icon opens the corresponding Customer, Vendor or
Employee document.

Company: the company to which a person belongs and is
linked. Company Contact Details show the company name in
both the Company and Contact Name fields.

User Login: the login that this Spitfire user needs in order to log
in to sfPMS. If this Contact is also a Microsoft Dynamics SL
user, the Microsoft Dynamics SL Login name will automatically
be entered and must remain the same.

Valid Until: the date on which the user can no longer log in.
Leave this field blank to mean “valid forever.”

Password: the password that this Spitfire user needs in order to
log in to sfPMS. Passwords must be 4 to 32 characters and
contain at least 1 numeric and 1 alpha character. For example:
Dog5, swbh5t, hot2trot, 12345A, etc. are all valid passwords.
Once the Password is saved, it disappears from the General
tab.

Confirm Password: used only when changing the password,
this field must match whatever is entered in the Password field.

Never Expires: v indicates that the password never expires.
[ indicates that the password expires after the number of days
specified in ICTool.

Old Password: used only when changing the password, this
field requires the Spitfire user’s current password. System
Administrators can change passwords without using this field.

Locked Until: the date on which the user can log in again
(having been locked out until then) and an optional message that
appears when the user tries to log in before that date.

Expire Account if Unused: ¥ indicates that the login ID should
be considered invalid if there has been no activity through the
Valid Until date. | indicates that lack of activity will not
invalidate the ID.

Must Change Password: ™ indicates that the user must
change his or her password at the next login. If you want the
user to change passwords only when determined by the ICTool
setup and Never Expires option, keep this checkbox blank I .

Customer, Vendor: the ID of the specific Customer or Vendor
with which the Contact is associated. In addition, certain
employees can also have a Vendor ID. See page 57.

Employee: an Employee ID for this Contact.

Division ID: the accounting software ID of the company to which
an employee belongs. This field is filled in when the Employee
field is used on integrated sites. On non-integrated sites, this
field is a drop-down.
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Example of the
Member Of tab when
the Contact Detail
window is accessed
for from the Contacts
Dashboard.

Example of the
Member Of tab when
the Contact Detail
window is accessed
from somewhere
else.

Possible Fields

For more information
about the SYS | Add
roles to Contacts role
capabilities, see the
technical white paper
Designing User Roles.

Focus on Contacts

From For On
Contacts Dashboard All Contacts Contact Detail
Elsewhere All Contacts Contact Detail
CONTACT DETAIL [=F1
General Address Member Of Connections Motification Comments
- @ - =
ROLES LIKE: |
PROJECTS LIKE: |
User's Role(s) Additional Roles
m Everyone " Accounting
i RFQ Vendor Contact + Architect
" Cataloger
" Compliance Admin Internal
" Compliance Admin Vendor
{' Concrete Sub
" Consultant
+ Contact Admin
" Drywall Sub
123
CONTACT DETAIL E14
General Address Member Of Connections Notification Comments
ROLES LIKE: |
PROJECTS LIKE: |
User's Role(s) Additional Roles

m
m

Everyone Accounting

RFQ Vendor Contact Architect

Cataloger

Compliance Admin Internal
Compliance Admin Vendor
Concrete Sub

Consultant

Contact Admin

+4441224414

Drywall Sub

Roles Like: this filter displays matching roles on both the User’s
Roles and Additional Roles sections. A wildcard (%) is
assumed after what you type so, for example, if you type P in the
Roles Like field, you will get a list of all roles that begin with P.
In addition, you can use a wildcard before or around text so, if
you type %manager, you would get a list of roles that end in
manager.

Projects Like: this filter displays matching projects on the User’s
Role(s) section and only roles with the project condition on the
Additional Roles section.

User’s Role(s): current roles for the Contact. If you have the
proper permission, you can add roles to Contacts provided those
roles do not give the Contact greater access than you have.
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e Additional Roles: possible roles that you can assign to this
Contact. (See the next section for more information.)

e The User’s Participation in this Role Is Limited By
Project/Document Type/Reference: if the role is conditional on
Project, Doc type, or Reference, you can indicate the specific
Project, Doc type and/or Reference in these fields (see the
instructions below).

You can assign roles to existing and new Contacts through the Member
Of tab on the Contact Detail window. These roles will determine what
users can access and do in sfPMS, and can identify users on the Project
Contacts list. However, you will not see roles that include capabilities
and permissions that you do not have in your own roles. In other words,
you cannot give another user more access to the system than you have.

Note: Before they can appear on the Contact’'s Member Of tab, roles
need to be defined or created through the Roles tool on the System
Admin Dashboard. Normally, roles are set up during Implementation.
See the technical white paper Designing User Roles for more information
about setting up roles.

To assign arole to a Contact:

1. Inthe Additional Roles column, click + next to the desired role
to move it to the User’s Role(s) column.

CONTACT DETAIL =
General Address Member Of Connections Notification Comments
ROLES LIKE: |
PROJECTS LIKE: |
User's Role(s) Additional Roles
] Everyone + Accounting
+ Architect
+ Cataloger
* Compliance Admin Internal
" Compliance Admin Vendor
+ Concrate Sub
" Consultant
<+ Contact Admin
* Drywall Sub
123
Notes:

o If there are multiple roles in the User’s Role(s) column,
the & icon will identify one as the default responsibility.

o Ifthe role is limited by a condition (project, document
type or reference) the word “unassigned” will appear
next to it. (See the next section.)

User's Role(s)
m Everyone

b 0= Q) (unasstonen)

444
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About “Limit By
Project”

For more information

about adding a Contact

to a project team, see
page 41.
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To delete a Contact Role:

On the Contact's Member Of tab, click m to remove a role.
Note: you cannot view or delete a role that includes capability
permissions that you do not have yourself.

Click H to save.

If you look up a specific Project ID, the Contact will have the
role’s capabilities on that one project only, even if the Contact is
added to other project teams. However, if the Contact is not
already on a project team, indicating the Project ID here will
automatically place the Contact on that project’s team list.

If you leave the field as (unassigned)—which is the default—the
Contact will be given the role’s capabilities on all projects to
which the Contact is added as a team member, but not for other
projects. This allows you to set up roles for Contacts before you
have projects to which to assign them.

If you blank out the field, the Contact will have the role’s
capabilities on all projects (global), whether a project team
member or not. However, the Contact will not be on any project
team unless specifically added to a project.

To limit arole:

by the == | icon.

Roles that can be
copied are identified

—ﬁ\ Everyone

Focus on Contacts

Click ™ if you want to limit the unassigned role.

Enter or look up a project, document type or reference,
depending on how the role was configured.

THE USER'S PARTICIPATION IN THIS ROLE IS LIMITED BY:
PROJECT|(U—nassrgned) #

DocumenT TVPEI ﬂ

REFERENCE|

See the “Demoting/Promoting” section below for more
information about the Limit By Project option.

Click H to save your new information. If the role can be copied,
a new icon, used to copy the role, will appear next to the role, for
example:

User's Role(s)

hw ) scoos
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To copy arole:

1. Click == next to the role you want to copy. A copy of the role will
appear below it, indicating the same condition, for example:

User's Role(s)

m Everyone
@ By Project Staff ﬁ G003
A @ scoos

2. Edit the copied role and change the condition in the fields that
appear below.

3. Click & to return to Grid view

4. click & to save. The new condition for the role will appear:

User's Role(s)

m Ewveryone
2 1P Project Staff () cooos
> - @ God

Demoting/ Promoting Roles

If a role has a blank (global) “Limit By Project” field, you can easil_y
change that “Limit By Project” field to (unassigned) through the “& icon.
Two things will happen:

e The Project field will say (unassigned).

THE USER'S PARTICIPATION IN THIS ROLE IS LIMITED BY:
PROJECT |(U-nassigned)

e If the Contact has been added to specific projects, the Contact
will have the role assigned to those specific projects. (See
example below.)

To demote a global role:

1. Click % next to the role that currently has a blank (and
therefore, global) “Limit By Project” field. If that Contact is on
specific project teams, a message will so indicate on that row.

User's Role(s)
m Everyone

LRUEE: 1) e
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e Click H to save. If the Contact is on specfic project teams, new
rows will be added for each team, for example:

User's Role(s)

@ Everyone

L URE- 1S O wwsamen)
2 111 Project Staff () ccoes
R Project Staff () ecz01

To promote an (unassigned) role:

1. Click 8 next to a role that you want to switch from (unassigned)
to blank (global) for the “Limit By Project” field.

User's Role(s)

Ewveryone

m
> m@n ) (massisnen)

2. Click M to save. If the Contact is on specfic project teams, a
message will so indicate on the row.

User's Role(s)
m Everyone

LR O onzmams

Notification Tab

Notifications only apply to Spitfire users who have a login and password
and are designated as users with the Route Via option set to Web (in the
Connections tab). If Spitfire documents are routed to such Spitfire users
and the Priority is set for email notification in the Notification tab, then
those users will get an email in their regular email application advising
them that a document is waiting for them in sfPMS. This feature is
designed for occasional users, for example, a Subcontractor to whom
you've given a login and password but who only logs in once a week or
once a month. The email notification will alert this Subcontractor that
he/she has a document in the Spitfire Inbox.

The Notification tab is available

From For On

Contacts Dashboard All Contacts Contact Detail

Elsewhere All Contacts Contact Detail
General Address Member Of Connections Notification Comments

] SHOW DEFAULTS
INCLUDES | v

] WITH FORWARDING

Document Type Send Emails For these Priorities |Forward Inbound Emails™ |System Default

7] Bid rgent K3 O X
o I ﬂ none

High, Urgent

* _ Medium, High, Urgent
Inbound Emails are only forwarded when you are the cf Z5" 5> 19" High, Urgent der on the document

[RES)
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Email notifications are
particularly helpful for
users who do not log in to
Spitfire very often.

For more information
about the “email from”
options, see the Focus
on Routes guide.
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e Document Type: all Doc types that are active in your system.

e Send Emails For these Priorities: the document priority level
or levels that will trigger email notifications. For example, if
High, Urgent is set for Commitments, then an email will be sent
to the Contact every time a Commitment with a priority of High or
Urgent is routed to the Contact’s Inbox.

Note: Priority levels are established for documents at the bottom
of the Route Detall tab, for example:

Attachments Route Detail
= Seq|To Status Ins|Rsp Notes| Due
- Due: Oct 08 11:07
= | 1 |Brmoee il | [, ~ Viveds 0z 8

William Flint
= m 2 |spitfire Construction (Project Pending B2l
Staff)

ETHIS STAGE DCONFIDENTIAL

e Forward Inbound Emails: when checked, indicates that you
want the system to forward inbound document emails to your
email client (e.g., Microsoft Outlook or Google Gmail).

Note: Inbound emails are forwarded only when you are the
“email from” sender on the document.

To change the Notification options when showing defaults:

1. (if necessary) Click the Show Defaults checkbox to check this
option.

General Address Member Of Connections Notification Comments

¥ SHOW DEFAULTS
INCLUDES v

] WITH FORWARDING

Type Send Emails For these Forward  |System
Priorities Inbound Emails” | Default

k) Bid [Ugent [ v] |J X

oid Packege o =1 |0 v

Bid Packags Addendum [High. Urgent I~ O v

Budget [migh urgent [ v] | v

Catalog File Route lm O v

cco [Wigh, Urgert [ ~] | v

Change Tt=m Register m O v

Change Order [High, Urgent [ ~] | [ v

Commitment [High, Urgent  [~] | [ v

Compliance Notification [High Urgert [ v] [[J v

all 2

1234

2. Atthe Document Type you want to edit, select the new priority
(or priorities) from the drop-down menu and check (or uncheck)
the Forward Inbound Emails checkbox.

3. Click @ at any document type to quickly reset the priority level
back to High, Urgent.

4. Click H to save your changes.
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To change Notification options when not showing defaults.

1.
2.

Select a Document Type from the drop-down menu.

Select the new priority (or priorities) from the Send Emails for
these Priorities drop-down menu and check (or uncheck) the
Forward Inbound Emails checkbox.

Click ﬂ to save your changes.

Information entered on a company’s Region tab applies to all Contacts at
that company.

The Region tab is available

From For On

Contacts Dashboard Companies Company Detail

Elsewhere Companies Contact Detail
COMPANY DETAIL =Y

Address Attributes Region C51 Comments

Region Comment Active
)] MA o
X I ! * / [

L
v

Region: the region(s) of the company. Possible regions are
established through the Region Maintenance tool (see page 73).

Comment: any free form text message associated with the
region.

Active: when checked v, the region will be associated with the
company and show up in results when Region is used as a filter
in the Vendor lookup:
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o

Lookup Dialog
Project Vendors

' ALL FILTERS

COMPANY
VENDOR ID
cImy |
STATE |
ZIP |
CsI
RATING
RANGE ivl|08/3012010 = [10/08/2014
TIMES USED
VALUE

LARGEST AWARDED
TYPE |
SOURCE |

ON TEAM | ]

REGION | 2

B i i P N N e

To add a new region to a company:
1. Click | & to add a new row.
2. Click ..-'-" to lookup a Region.
3. (optional) Enter a Comment.
4

Click ¥ to accept your changes and ﬂ to save them.
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Accessing Contact Details

Your Detail
Information

Changing Your
Password

Focus on Contacts

While certain users will have access to Contact (and Company) Detail
information on the Contacts Dashboard (see page 49), more users have
read or full access to Contact Details from outside the Contacts
Dashboard, for example, from the Team Contacts part of a Project
Dashboard (see next chapter). All users, however, can see their own
Contact Details.

Before you can log in and use sfPMS, a System Administrator or
Manager needs to add you as a Spitfire user (as described on page 54).
Once you are a user, you can access your detail information and edit
some of it.

To access your Detail information:
1. Loginto sfPMS.

2. Click your name to open the Site Options menu.
C =>b I |
Create Project
Create Document...

o G

=

Recent Documents
Report Browser....

My Contact Detail
My Settings
Open User Dashboard...

$066>

®

Help

3. Select u;':a My Contact Details. Your Detail window will open:

For descriptions of the fields on the Contact Detail window, see
page 15.

To change your password from the Contacts Details window:

1. Onthe General tab of your Contact Detail window, type a new
password in the Password field. Your password must be
between 4 and 32 characters long (inclusive) and contain at least
1 numeric and 1 alpha character and include no special
characters, for example: Dog5, sw55t, hot2trot, 12345A, etc.
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CONTACT DETAIL

General Address Member Of Connections Motificat

ConTacT NAME |Andrew Carothers

SoRT Name |Car0thers

Emai. |andyc@spitﬁreccnstructicn. com

[+ PueLic Serrrire User [ InTEGRATED User

User LoGIN |andy |(fc-rever)

PASSWORD |

CONFIRM
PasSSwWoORD:

A e R R A R A A N M M S S N S N NN NN NI NN NI NSNS

OLD PASSWORD: |

Type the same password in the Confirm Password field.

3. Type your old password in the Old Password field. If you do not
remember your old password, you will need to see the System
Administrator, who is allowed to change passwords without the
old password.

4. cick & to save your change. Both the Password and Old
Password fields will be blanked out; your password is not kept in
the field for security purposes.

Change Password Pop-Up
You can also change your password on the Change Password pop-up
window. This pop-up window opens when you click the (ﬁ icon. You may

see the 6;_@ icon at the Login screen if your password has expired or will
soon expire. You can also access the Change Password pop-up window
directly.

To change your password from the Change Password pop-up:

1. Click on your name to open the Site Options menu.
L =D 1 I
& Create Project
o Create Document...

Recent Documents
Report Browser....

My Contact Detail
My Settings
Open User Dashboard...

1066

®

Help

2. Select &1 My Settings.
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Changing Your
Notification Levels

Suppressing E-
mail Notifications

Because you will not
receive email
notifications about
documents that were
routed to you while you
were away, you should
check your Spitfire Inbox
when you get back.
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3. Gotothe Account tab.

4. Click 69 The Change Password pop-up window will appear.

Change Password... x

OLD PASSWORD: |

NEW PASSWORD: I

CONFIRM: |

| Change Password

Powared
CFiTFIRE

5. Type your Old Password, your New Password and then
Confirm your new password.

Change Password

6. Click then * to close the window.

By default, the system is set to notify you, through email, whenever you
receive a document with a priority level of High or Urgent in your Inbox.
You can choose to change the default for any Doc type so that you
receive more notifications or less notifications.

For more information, see page 30.

If you know that you will be away for a while and do not want to receive
email notifications about documents in your Inbox while you are away,
you can choose to suppress email notifications.

To suppress e-mail notifications:

1. Go to the Connections tab.

2. Click B at the Suppress E-mail Notices Until field.

Spitfire Project Management System V4.5

>

Settings / Preferences Account Client Session Information License Information ;
5

5

>

5

User ID andy 3

User Name Andrew Carothers & ¢

E-MaiL andyc@spitfireconstruction.com 3

5

PASSWORD LAST CHANGED: 2014-09—0? 5
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>
>
General Address Member Of Connections Ng
F"HONE"'_HH‘ e ——
cey| @ ot [v]j2014 [v] ©

Pacerl Su Mo Tu We Th Fr Sa

Fax| 28 29 30 1 2|3 4

5 6 7 8 9 10 11
12 13 14 15| 16 17 18
19 20 21 22| 23| 24 25
URL| 26 27 28 29|| 30|| 31 1

IM HanpLE

ORGANIZATIONAL LEVEL

VVVV\JVVVVVVVVVVVVVVVVVV

Y
Suepress E-MaiL NoTices UnTiL: | @

3. Select the date on which you want to resume receiving email
notifications. For example, if you select tomorrow’s date, you will
not receive emails today but you will potentially receive email
notifications tomorrow.

4. Click ﬂ to save your changes.

Establishing a
Proxy

You can allow other Spitfire users with a specified role to accept or send
on a document that was routed to you.

To allow someone else to take action on documents routed to you:

1. Go to the Connections tab.

2. Atthe Allow Route Action Proxy field, click o lookup a role
that you can assign as a proxy for you. Anyone with this role will
be able to take action on documents routed to you.

<
2 Connections Motification Alerts Comments
£
£
—
6981 PREFERRED CONTACT NUMBER IPthe ﬂ
5 DEFAULT RESPOMSIBILITY | £
pE—
£ ROUTE v1a IWeb ﬂ
(—E 6981 ALcow RouTe Action Proxy |
P
4 Lookup Dialog 4
Available Roles
£
3 [ ALL FILTERS R
Z efresh
i_ ROLE NAME |
4 |
g Pick | Role Name &
2 =] Project Assistant
§ =] Project Manager
€
$ S AITFIRE

3. Toremove a proxy, delete the field in order to leave it blank.

4. Click ﬂ to save your changes.
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Contact

Information
from
Documents

For more information
about documents, see
the Focus on Document
and Item Basics guide.
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The Document Options menu on some documents allows you to access
details for the source contact of that document. (The source contact for
your document changes from document to document and can include
vendor companies, subcontractors or other contacts.)

-
You can open the Contact Detail window for the source contact if the &
icon appears on the Document Options menu, for example:

/=| RFQ-In Process = [ [E] |
: Coho Asphalt and Concrete

DOCUMENT HEADER =HA

‘o Alerts

Docz 0009 = Copy this Document
PrROJECT|GC-003

DESCRIPTION |[RFQ: Coho A ¢ vijew Changes

+ B2

To open Contact Details from a document:

1. From an appropriate document, click =to open the Document
Options menu.

2. Click u;"‘.,\ The Contact Detail window for that Contact will
open.

If you have read-only access, you cannot make changes to the Contact’s
details. You can, however, look up the Contact’s general contact
information, address and phone numbers.

If you have permission to make changes to the Contacts Detail tabs, see
page 15 for information on the General, Address, Member Of,
Connections, Notification, Alerts and Comments tabs.
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Contact
Information
Cards

You can also access information about a Contact through pop-up
Contact Information Cards.

e i - o I

NaME Ken Lathe
company NaMe Universal HVAC Specialities

TiTLE Project Manager
FAMILIAR NAME Ken

EMaIL scyork@spitfiremanagement.com
PRIMARY PHONE (914) 273-7263

S E

For an explanation of this information, see page 24.

| Contact I Location Connections

ConTacT 2505 33rd AVE NW
ADDRESS Seattle, WA 98121

|

View On Map

= E

For an explanation of this information, see page 16.

I Contact I Location I Connections

PHONE (914) 273-7263
CELL (914) 217-8273
Fax (914) 217--8000
RESPONSIBILITY Subcontractor Base

VENDOR ID INO3

= £

For an explanation of this information, see pages 20 and 25.
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Focus on Contacts

One way to access the Contact Information Card is through the Ea. icon.
This icon appears after certain fields on documents.

=| RFQ-In Praocess ‘ E@g
RFQ: Coho Asphalt and Concrete
DOCUMENT HEADER =gra
Doc# IDUDS

PROJECT|GC-003 Northern Lights Office Bldg |
DESCRIPnomlRFQ: Coho Asphalt and Concrete

vENDcR|Coh0 Asphalt and Concrete g.'-.

VENDOR -

cusmiTren Pat Coho y- ]

The Contact Information Card is also accessed through name links:

e The Source Contact on the Catalog’s document or file list.

%II- i.il.ll- la I DO I.; -i| tiv i. lJanag i‘qi el ln I.riuil

ate v
123/2014,
123/2014,

e The Name on the Contacts list, in both Contacts and Companies

view.

MH"""' L — R>
>
>

&2 Contacts o |Name 3

B companies b |Jack McSwag g
>
I3

¢ Names on certain document tabs.

Details Scope Addr Payees

o+ endor

/@
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Project Team Contacts

If your Spitfire role gives you permission to see contact information for
team members on a project, you will see a Team Contacts part on the
Project Dashboard:

GC-003 - Northern Lights Office Bldg Jun 1, 2007 - Jan 31, 2008
DOCUMENTS i = COMMITMENT - 4 OPEN DOCUMENTS; ALL OVERDUE =
Type ol@ TEAM CONTACTS =
> (Bid 1 & [ |Name Company Phone Role Contact’s Project
P |Bid Package 3 = @ Jack McSwag Spitfire Construction (914) 273-0809 |Project Manager
> BUdEEt 11 = Jason Sunderson Able Electric Corp (555) 555-1212 |Subcontractor Base |AB0101
= [CCO 2|z = Chris Demo Spitfire Construction (203) 952-6552 |Superintendent
|- |Cert & Appr 4|2 = New Employee Project Manager
P [Change Order 1 = Ken Lathe Universal HYAC Specialities [(214) 273-7263 |Subcontractor Base |98273
P [Commitment 4|4 = Northern Lights Northern Lights (555) 555-1212 |Owner 2004-8970
Compliance = Soni York Project Staff
> Notification e = Coho Asphalt and Concrete |Coho Asphalt and Concrete |(555) 555-1212 |Subcontractor Base | COHO-2004-098
P |Correspondence il = Elizabeth Keyser-Rubble Spitfire Construction (914) 273-0808 |Project Assistant
P |Daily Field Report |1 = @ |Nick York York Architects, Inc. (973) 452-9585 | Architect NT-04-857 /
- Drawings 2z !‘ﬂ; R.EBEQB“! NCE IUD!Q!IQE& —
L S

ltem Grid View

Columns

By default, the Project Contacts part displays the following information
for team members:

* Name

The ProjectConfig | Combpan

BuildTeam rule can add * pany
certain Contacts e Phone
automatically to a project.

For more information e Role (within this project)

see the Rules and Rule e Contact’s Project —usually the Project ID that an outside

Values technical white Contact (for example, a subcontractor, the architect, the lender,

paper. etc.) uses for the project. Use this field for cross-references.
Filters

The Team Contacts part offers two filters.

TEAM CONTACTS -

[l SHow HIDDEN
MEMBERS LIKE |

Company Contact's Project |Public |Active |[Show

= @ Jack McSwag Spitfire Construction (914) 273-0809 |Project Manager

e Show Hidden (See page 44.)
e Members Like (See page 46.)
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Adding New

Team Contacts

Assuming you have permission to do so, you can add one or more
Contacts to the Contacts list on a Project Dashboard. For example, you
can add team members from another project to this project.

Keep in mind that you are only selecting Contacts from those who are
already in your system. If you want to add Contacts who are not yet in
your system to your Project Dashboard, you or the System Administrator
need to add them to your general Contacts list first. See page 54 for
more information.

To add one Contact to your project team list:

1. Click |« to add a new row. The Show column will appear on the
part, as will the filters.

2. Click the Show Hidden checkbox to see if the Contact you want
to add is already on the list, but hidden (see page 44).

3. Assuming the person is not on the Team Contacts list, click £ in
the Name field to look up and select a Contact from the main
Contacts list (the one that appears on the Contacts Dashboard).
Note: alternatively, you can start typing the name of the Contact
in the field. Once you type at least three characters, a drop-
down list of choices will appear. You can use the arrow keys on
the keyboard to select a Contact. The choices indicate Contacts
that match your characters in the Name or Email fields.

4+
u

Jason Sunderson
Able Electric

Phil Sunderson
|Sur1d

TN o me

b

4. (optional) If this Contact has more than one Role, and the role
that appears by default is not the one you want on this Project

list, click #= to select another role.

5. (optional) If there is project code that this Contact uses in his/her
own paperwork and you want to reference it here, enter it in the
Contact’s Project field.

6. (optional) If you want this Contact to be hidden by default on the
Contacts list, click the Show checkbox to uncheck it.

7. Click ¥ to accept your changes.

8. Click H to save your changes.
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TIP

Your lookup results
automatically omit
Contacts who already are
on the current project
team.
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To add multiple Contacts to your project team list:

1. Click * to open the multi-select lookup window.
TEAM CONTACTS

@ Name |Company ‘Phone ‘Role
| Lookup Dialog 7 x

Active Contacts for Project Team

CJALL FILTERS Refresh |

USER NAME [

ON PROJECT | __Dore_|

]

UserName Source External ID Q

A. Datum Corporation Customer |C010
Aaron Grant -

Able Electric Vendor ABO1

o o =

2. Use the filters to find the Contacts that you want to add to your
project.

o If you want to find all team members on another project,
enter the project ID (without masks) in the On Project
field.

o Click All Filters to display and use additional filters.
Lookup Dialog ®

Active Contacts for Project Team -

W ALL FILTERS

USER NAME |
TITLE |
EMAIL |
Company |
ON PROJECT |
ADDRESS | M
CITyY |

PRIMARY I v
SOURCE I v

COMMON ID |

o Click @ to see your filtered results.

3. Either click EZ to select all the Contacts that appear in the
results or click individual Contacts to select them. Once
selected, they remain selected until you unselect them.

4. If necessary, use other filters to find additional Contacts then
select them. They will be added to previously selected Contacts.

5. Click _ D9"® |t5 close the lookup window and return to the
Contacts list on your Project Dashboard. Your new Contacts will
appear on your Team Contacts list.
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Removing a Team
Contact

Show vs. Hide
Contacts

For more information
about the PART | Project
Member Contact Viewer
role capabilities, see the
technical white paper
Designing User Roles.

Focus on Contacts

Removing a Contact from the Team Contact does not remove that

Page 44

person from your system Contacts list (on the Contacts Dashboard).

However, it does remove the corresponding project role from that

Contact.

To remove a Contact from the Team Contact List:

1. Click & to open the Contact Options menu for the Contact

2.
3.

whose information you want to view or change.
TEAM CONTACTS

n |+ |Name Company

Aaron Grant Grant & Dickenson

Edit

Electric Corp

Click @ Remove from Team.

Click H to save and remove the Contact from the list.

If you have permission to do so, you can decide which team members

will appear on the Team Contacts list by default. Normally, when

Contacts are added to a project (by the System Administrator or
Manager) they are given the status of Show, which means that they will
appear on the Team Contacts list. However, if you have the proper
permission, you can choose to Hide certain team members so they don't
appear when you first look at the Contacts list and so that those without

permission can never see them. (Hidden team members can be “shown”
through a filter.)

To hide Team Contacts:

1.

Click = then select & Show Filter. The Show column (as well
as the Public and Active columns) will appear on the Contacts

list.
TEAM CONTACTS G|
] SHow HIDDEN

MEMBERS LIKE

] Name Company Phone Role Cn",tad s Public| Active| Show!|

+ Project

= Aaron Grant Grant & Dickenson Consultant v v B
5 Jack McSwag Spitfire Construction ‘[%1049) 273- Project Manager X v m

_ . {555) 555- Subcontractor

= Jason Sunderson Able Electric Corp 1212 Base ABO101 v v ||

= Chris Demo Spitfire Construction ‘[’:250532) 952- Superintendent X v E

— Universal HVAC (914) 273- Subcontractor

W ivibyis 2T SN . N o A2
b HArrr v L ava %

Click the Show checkbox for all team members that you want to

hide. The hidden rows will disappear from view.
Note: Your changes will be saved automatically.
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Public and Active
Statuses

For more information

about the LIST |
Maintain Public

Contacts and PART |

Project Member

Contact Viewer role
capabilities, see the
technical white paper
Designing User Roles.
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To show all Contacts, including hidden Contacts:

1. Either click = then select % Show Filter

Page 45

-0r-
mouse over the Name column header to display the drop-down
menu.
TEAM CONTACTS )]

54 (@ Phone Role A Hide

= @ [t2ck Mcsy lle sort by this column n (914) 273-0808  |Project Manages = Maximize

S il P ey

- & Clear all filters P

= New Empl Project Manager

= Ken Lathe )( Show Hidden zcialities (914) 273-7263 |Subcontractor Base |98273

= Northern (555) 555-1212 | Owner 2004-8970

= Somivork ®© [ Proiect Staff

2. Click the Show Hidden checkbox or option. All team member

Contacts will appear on the list.

o |4 |Name Company Phone Role Contact's Project |Public | Active |Show|
= Aaron Grant Grant & Dickenson Consultant s s B
= @) Iack McSwag Spitfire Construction (914) 273-0809 |Project Manager x ./ E
= Jason Sunderson Able Electric Corp (555) 555-1212 |Subcontractor Base (AB0101 + + m
= Chris Demo Spitfire Construction (203) 952-6552 |Superintendent x V' B
= William Flint Spitfire Construction (757) 555-1212 |Project Staff b4 v O
= New Employee Project Manager v v O
= Ken Lathe Universal HVAC Specialities |(914) 273-7263 |Subcontractor Base (98273 + + =i
= Northern Lights Northern Lights (555) 555-1212 |Owner 2004-8970 X o O
= Soni York Project Staff b's v O
APV AN ARAAAA

o

E1 means the person has a status of Show;

o U meansthe person has a status of Hide.

Note: changes to the Show status of Contacts are in effect for everyone
who can access the Contacts part on the Project Dashboard.

Public vs.

Private

Aside from a Show column, there are Public and Active columns for the
Contacts (although these columns are not visible when the filter is off).

A+ in the Public column means that the Contact will appear in lookups
related to this project. An X in the Public column means that the

Contact record is visible only to those who have override permission.

By default, new Contacts, except for employees, are private (i.e., not

Public).

Note: only those with permission can change the Public status of team

members.

Active vs. Inactive

A+ in the Active column means that the Contact is a current team
member for the project. An * in the Active column means that the
Contact is no longer a team member for the project.

Note: only those with permission can change the Active status of team

members.
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Aside from the Show Hidden filter, the Team Contacts part offers the
Members Like filter to help you find a specific Contact on the list.

TEAM CONTACTS

MEMBERS LIKE

™ SHOW HIDDEN

——

T A A e T

The Members Like filter searches the Name, Company, Role and Phone
fields for a match. Leading and trailing wildcards (%) are assumed, for

example:

MEMBERS LIKE  [demo

o |+ Name | Company Phone Role

— Chris Demo Spitfire Construction (203) 952-6552 Superintendent
MEMBERS LIKE  |a

o |+ Name | Company Phone Role

= @ Jack McSwag Spitfire Construction {914) 273-0809 Project Manager

= Jason Sunderson Able Electric Corp (555) 555-1212 Subcontractor Base

If too many results are returned, we recommend you use a longer search
term (e.g., Jac instead of just J).

If you have the proper permission, you can make changes to a Contact’s
Grid view information.

To make changes in Grid view:

1. Click = to open the Contact Options menu for the Contact
whose information you want to change.

2. Select .-? Edit.

X
L+

Name
Aaron Grant

Jack McSwag

Comp
Grant
Spitfir

Qe

&

o @6

Remove from Team
Another Role

Open Detail

Edit Site Link

Send Email

Seven columns will appear in edit mode (although you will not be
able to edit all columns). For example:

Aaron Grant

[Jack MeSwag

X

Company

Grant & Dickenson

Spitfire Construction

Phone Role Contact's Project Public
Consultant v
E]?].:;‘g) eiEE |Prﬂje~nl Manager P []

Active

v
V]

Focus on Contacts
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Note: if the filter is on (and the Show column appears in Grid
view) the Show column will be included in edit mode but you will
not be able to change the show status from here.

3. Make your changes or additions in the appropriate fields or
checkboxes.

4. Click ¥ to accept your changes or X to cancel them.

5. Click H to save your changes.

Another Role

If a Team Contact needs to be designated with more than one role on
the project, you can choose to duplicate the Contact and give the
Contact another role.

To give another role to a Team Contact:

1. Click = to open the Contact Options menu for the Contact who
needs another role designation.

2. Select =/ Another Role. A new edit row with the Contact’'s
name will appear.

3. Look up a new role for the Contact:

Name Company Phone Role
o X ||naron Grant e e

4. Click  to accept your changes or X to cancel them.
5. Click H to save your changes.
Contact Details
To access the Contact’s Detail view:

1. Click = to open the Contact Options menu for the Contact
whose information you want to view or change.

2. Select n?t\ Open Detail. The Contact’s_Detail window will open
(see page 14).

To open the Contact’s Information Card:

e Click the person’s name.

o+ |Name Company Phone Role Contz
= Aaron Grant Grant & Dickenson Consultant
= @) |lack McSwag Contact Information Card x
=] Jason Sunderson ) )
= Chris Demo Contact Location Connections
=] William Flint
= New Employee NaME Jack McSwag
= Ken Lathe Company NaMe Spitfire Construction
= Maorthern Lights
= Soni York FAMILIAR NAME Jack
= Coho Asphalt and EmarL support@spitfireconstruction.com|
PRIMARY PHONE (914) 273-0809
SAITRIRE
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Website URL

If a website URL is included in the Contact’s information, the choice to
edit the link appears on the Contact Options menu.

To edit the Contact’s website link:

1. Click = to open the Contact Options menu for the Contact
whose website you want to access.

2. Select @ Edit Site Link. The following window will appear:

Revise Team Member Site Link %

Jack McSwag has the following website associated
with this project:

|http://www.spitﬁrema nagement.com &

Mote: changes you make here are saved automatically with this team member and
accessible by all project participants. Edit carefully, because the link cannot be validated by
the system; of course, you can revise the link as necessary until the link opens as
intended.

ok
. . Ok
3. Editthe URL as necessary then click
To open the Contact’s website:
e Click @ on the Contact row.
b

Aaron Grant

Jack McSwag
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The Contacts Dashboard

The Contacts Dashboard lists Contact information in two views:
e Contacts — Details for both companies and individuals.

e Companies — Details for companies.

Contacts View

[ Click = to show/hide the part or filters. ]

CONTACT LIST @
&= Contacts MNAME ’7 EMAIL ,7
Ba companies PHONE/FAX LOCATION
COMPANY MEMBERS OF ~
_ ¥ SPITFIRE USERS ONLY [ cusToMERS ONLY
( H\\ [ EMPLOYEES ONLY [ vENDORS ONLY
'\) / [ PUBLIC ONLY [ compamIES ONLY
/ \\ / ACTIVE Active | v
') Name Company Email Phone Fax Type Ext ID
» Jack McSwag = |Spitfire Construction support@spitfireconstruction.com (914) 273-0809 |(503) 452-6981 [Employee [JONT
» Jason Sunderson = |Able Electric Corp lisunderson@spitfiremanagement.com |(555) 555-1212 |(555) 555-1212 |Vendor |ABO1
» Chris Demo = |Spitfire Construction support@spitfireconstruction.com (203) 952-6552 |(503) 452-6981 |Employee [DEMO
» William Flint = |Spitfire Construction wilint@spitfireconstruction.com (757) 555-1212
» Kim Ambercrombie @Spitﬁre Construction kimab@acme.com
[ Jay Fluegel = \jayf@spitfireconstruction.com Employee |JFLUEGEL
Click | @ to add Click ™ to view or edit Contact Details Click = to open the Contact
a new Contact. for this contact (shown below). Options menu.
J
Name Company Email Phone |Fax |Type ‘Ex:t D
CONTACT DETAIL Ha
General Address Member Of Connections Notification Comments
ConTacT NAME |]ayr Fluegel Tme |
SoRT NAME|FIuegeI Tvee I Employee|V| B
EmMaIL |]'ayf@spitﬁre construction.com COMPANY | #
Macmve Wlpueue M Sermrre User ¥ MicrosorT Dynamics SL User
UsER LOGIN |]FLUEGEL Vaup Unmie: |(forever) B
PASSWORD |
CONFIRM
PassworD: M Never Expires \."ENDOR|
OLD PASSWORD: | EMPLOYEE |JFLUEGEL b4
LockeD UnTiL: |(n0t locked) |(ng reason) DrvisIon IDICOntOSO HVAC Services, Inc. ﬂ
] Expire AccounT 1F Unusep
[JMusT CHANGE PassworD
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The Filters

TIP

Wildcards in certain
filters

A wildcard (%) is
assumed after what you
type in the Name, Email,
Phone/Fax, Location, and
Company filters, so, for
example, if you type Ain
the Name field, you will
get a list of all Contacts
whose name begins with
A. In addition, you can
use a wildcard before or
around text so, if you
type %alpine, you would
get a list of Contacts that
end in alpine and if you
type %alpine%, you
would find all Contacts
with “alpine” in the name.

Focus on Contacts
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You can filter the Contact list by a variety of criteria:

CONTACT LIST

MNAME EMAIL
PHONE/FAX LOCATION
COMPANY MEMBERS OF 2
[l SPITFIRE USERS ONLY ] CUSTOMERS ONLY
[ EMPLOYEES ONLY [ VENDORS ONLY
[JPuBLIC ONLY ACTIVE [Active ||
Active

Both
When you change filters, press the Enter key to refresh the resulting list.
e Type one or more letters and optional wildcard in the fields:

o Name / Email: returns Contacts with names / emails that
match the letter(s) specified.

o Phone/Fax: returns Contacts with a phone, cell or pager
number that matches the number(s) specified.

0 Location: returns Contacts with a City or State that
matches the letter(s) specified. City, State (e.g.,
Armonk, NY) or ZIP code (e.g., 23188) can also be
specified.

o Company: returns Contacts associated with companies
that match the letter(s) specified.

e Click .i" at the Members Of field to look up a role by which you
want to filter.

e Click one of the checkboxes to filter by Spitfire users, customers,
employees, vendors, public contacts, or companies only.

e From the Active drop-down list, choose whether to show active
contacts, inactive contacts, or both. Active is the default.

In-Column Filtering

You can click on the Name, Company, Email or Phone column headers
to display a sort/filter menu, for example:

o (name __Jcompany
P |valcolm Sn le sort by this column I
m 5
. it % Clear this filter
b (Trevand T & Clear all filters e
> ] ]
m Coho Heaw: x T TR Only npment
»  |Fabrikam X Employees Only
X Spitfire Users Only
p [SeheelofF X vendors Only rt -
b |Proseware| B | On the Name column, type here to filter

by Name; on the Company column, type
to filter by Company, etc.

Once you have your filtered results, you can make changes to Contact
details or add new contacts, as described starting on page 54.
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The Contact
Options Menu*

For more information
about sfChest, see the
technical white paper
Viewing Changes
through sfChest.
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Contact information is taken from the Contact Detail's General tab (see
page 23) and the Company Detail's Address tab (see page 15).

Name: The name of the Contact (individual or company).
Company: The company associated with the Contact.

Email: the email for the Contact.

Phone/Fax: the phone and fax numbers for the Contact.

Type: the type of Contact (Vendor, Customer, Employee, Other).

Ext ID: the type ID for the Contact (e.g., Employee ID or Vendor
ID).

There are up to three options for each Contact, which can be selected
from a drop-down menu.

]

>
»
-

Chris Demo @Spitﬁre Construction support@spitfireconst
William Flint 7 Merge From
Kim Ambercrombie ‘._."' View Changes By
7 View Changes To
Merge From: Click #% to merge contact details from this record

to another. (See page 64.)

View Changes By: Click ?"' next to a Contact’s name to see
what changes this person has made. The Spitfire Change
History Exploration and Search Tool (sfChest) will open, listing
trhese changes.

-
’=. Spitfire Change History Exploration and Search Tool - by cn@

File Options Tools Help
2000+ hits from 10/26/10 13:50...
ChangeWhen ColName Info PriorValue NewValue UserName -
REEITRIEEE R ] xsDocHeadsr DocMasterKey | Adustme... | fracord added) | 41D3ED57-08A7-4150... | Chis Demo
1/28/2011 11:13:32.27 | xsfDocHeader DocTypeKey | Adjustme... | <null> -»>Budget Chris Demo
1/28/2011 11:13:32.27 | xsfDocHeader. Docho Adjustme... | <null> 0006 Chris Demo
1/28/2011 11:13:32.27 | xsfDocHeader. Project Adjustme... |<null> GCO10 Chris Demo
1/28/2011 11:13:32.27 | xsfDocHeader. Status Adjustme... |<null> Q Chris Demo
1/28/2011 11:13:32.27 | xsfDocHeader. Subtype Adjustme... |<null> co Chris Demo
1/28/2011 11:13:32.27 | xsfDocHeader. Title Adjustme... |<null> Adjustments from CO 0... | Chris Demo
1/28/2011 11:13:27.25 | xsfDoc Session.Last Save Green Sp... |Jan 282011 ... |Jan 28 2011 11:13AM Chris Demo ﬂ
Warning: anly partial results could be retrieved

View Changes To: Click S to see what changes have been
made to this Contact. sfChest will open, listing these changes.
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Companies
View
[ Click = to show/hide the part or filters. ]
COMPANY LIST ©
& Contacts MAME ’— EMAIL ’—
¥ companies IR — LocaTion r
[] CUSTOMERS ONLY CVENDORS ONLY
n ACTIVE Active | v
) Name Phone Fax Ext ID
i o ™3 Northwind Computers = |(555) 555-1212 (555) 555-1212 C105
J > The Phone Company - Kent = |(555) 555-1212 (555) 555-1212 TID2
> Trey Processing = |(555) 555-1212 (555) 555-1212 ocoz2
[ 3 Margie's Travel = |(555) 555-1212 (555) 555-1212 POO1
> Portland City Power & Light = |(555) 555-1212 (555) 555-1212 Coss
Margie and Sons = |(555) 555-1212 (555) 555-1212
Click L & to Click ™ to view or edit
add a new Company Details for this
Company. company (shown below).
ﬁ Name Phone Fax Type Ext ID
A =
COMPANY DETAIL Ha
Address Attributes Region CsI Comments
COMpm|Margie and Sons mel'u’endor V| lpagiect PurcHasING
ADDRESS4905 SW 75th 1|HCO1 I

Crrv/S1|Beaverton ,JorR  |97005 Counry|

TiME zoNd Pacific Standard Time (North America) - UTC-08 ﬂ

EMar| PronE|(555) 555-1212
URL Fad(555) 555-1212
The Filters

You can filter the Company list by a variety of criteria:

COMPANY LIST ==

NAME | EMAIL |
PHONE/ FAX | LOCATION |

[] CUSTOMERS ONLY [ ] VENDORS ONLY
acrve ]

Active

Both
Inactive

When you change filters, press the Enter key to refresh the resulting list.

e Type one or more letters and optional wildcard in the fields:

o Name / Email: returns Companies with names / emails
that match the letter(s) specified.
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o0 Phone/Fax: returns Companies with a phone, cell or
pager number that matches the number(s) specified.

0 Location: returns Companies with a City or State that
matches the letter(s) specified. City, State (e.g.,
Armonk, NY) or ZIP code (e.g., 23188) can also be

specified.

Click one of the checkboxes to filter by, customers or vendors.,

You can click on the Name or Phone column headers to display a
sort/filter menu, for example:

TVYVY¥YTYVYVYVYY

(.ﬂ_a_me

|

Northwind Comput: le sort by this column
The Phone C

& Thone SOmPAT % Clear this filter
Trey Processing | & Clear all filters
Margie's Travel
Portland City Powe X customers Only

» Employees Only

—— X spitfire Users Only
s > vendors Only
Lucerne Pipe Fitting
KC Video Distributi. B | ~—/"

On the Name column, type here to filter
by Name; on the Phone column, type to
filter by Phone.

Once you have your filtered results, you can make changes to Company
details or add new contacts, as described starting on page 54.

Company contact information is taken from the Company Detail's

Address tab (see page 15).

Name: The name of the Company.

Phone/Fax: the phone and fax numbers for the Company.

Type: the type of Contact (Vendor, Customer, Other).
Ext ID: the type ID for the Contact (e.g., Vendor ID).
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Adding New Contacts

Spitfire provides stored
procedures to synch your
Customers, Vendors and
Employees (if you are
integrated with an
accounting system).
These stored procedures
accomplish two
purposes: 1) They create
a Spitfire Contact to
correspond with your
accounting record and 2)
They update your Spitfire
Contact information when
that information is
updated in the
accounting system.

Preliminary
Companies

Focus on Contacts

Contacts—all companies and people you want in your Spitfire system—
are entered in one of two ways:

o If your site is integrated with an external accounting system
(such Microsoft Dynamics SL or Acumatica Cloud ERP),
contacts are generally entered into the external system. When
the accounting system is synched with sfPMS, this information is
automatically added to the Contacts Dashboard. Certain
information must henceforth by edited in the accounting system:;
other Spitfire-specific information can be added and edited in
sfPMS. You can also manually add Contacts to sfPMS if you do
not want those Contacts to appear in your external accounting
system.

e If your site is not integrated, all your contact information must be
entered manually at the Contacts Dashboard.

Notes:

e Companies are added manually through the Companies view of
the Contacts Dashboard.

e Companies have both a Company Detail and a Contact Detail
window. When the Company Detail is created for a company,
the Contact Detail window is automatically created also.

e Aslong as there is no ID on a Company Detail for a company,
that company is considered a preliminary company (pre-vendor
or pre-customer).

e Companies should be added before individuals so that people
can be properly linked to companies.

e People are added manually through the Contacts view of the
Contacts Dashboard.

Whether or not your site is integrated with an external accounting
system, you can add preliminary companies (for example, pre-vendors)
to your general Contacts as needed. If later you want these companies
to be full companies in your system, you (if non-integrated) or your
accounting system (if integrated) will provide IDs for them.

One reason you might want to add pre-vendors to your system is to be
able to add these pre-vendors as routees on Invitation to Bid and /or
RFQ documents. Those vendors you end up not wanting to hire can
remain pre-vendors, but those you do want to hire would receive IDs and
become full Contacts.
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To add a preliminary company to your Contacts list:

1.

10.

11.

Select the Companies list on the Contacts Dashboard.
COMPANY LIST

Name Phone
Northwind Computers = |{555) 555-1212

ﬁCOntacts NAME EMAIL 3
CEIENIES PHONE/FAX LOCATION g
[ CUSTOMERS ONLY 2

: b

. ACTIVE IAcllve M 3

?

7

?

2

5

The Phone Company - Kent = |{555) 555-1212

¥ ¥We
At

(optional) Use the filters to look for the company to ensure that it
does not already exist in your system.

Click | & in the Company List area to open a new Company
Detail window.

Select a Type for this company—Customer, Vendor or Other
(see page 12).

o If you select Vendor, a Project Purchasing checkbox
will appear when you save. Keep this checkbox
checked to indicate that this company should appear on
lookups on Commitment documents.

Tvee |Vendor | ¥ PROJECT PURCHASING

Fill out the desired fields on the Address tab, but leave the ID
field blank. (For an explanation of the Address fields, see
page 15.)

Click H to save your new Company record.

(optional) Go to the Attributes tab if you want to add attributes for
this company. (For an explanation of the Attribute fields, see
page 17.)

(optional) Go to the Region tab if you want to add one or more
regions to this company. (For an explanation of Region fields,
see page 32.)

(optional for Vendor companies) Go to the CSI tab if you want to
add one or more CSI codes to this company. (For an
explanation of CSl fields, see page 22.)

(optional) Go to the Comments tab if you want to add one or
more remarks to this company. (For an explanation of
Comments fields, see page 19.)

Click H to save your new Company record.
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From Pre-Vendors
to Full Contacts

TIP

If the vendor is added
manually in your
accounting system, you
will end up with duplicate
records in sfPMS and
you will need to merge
them. See page 64.
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If you have preliminary companies (for example, pre-vendors) in your
system, you can choose to convert any of these companies into full
companies on your Contacts list.

Integrated Sites

If you are integrated with an external accounting system, the ID for the
company must come from that system.

To get the ID from your accounting system:

1.

Select Companies at the Contacts Dashboard to see the
Company List.

Find the company, using the filters if desired.
Click ™ to open the Company Detail window for that company.

At the Address tab, click E next to the ID field.

T\n:EI"JendDr ﬂ W] PrRoJECT PURCHASING
o ®

Click at the confirmation window that appears.

sfPMS will create a Vendor (or Customer) record in the
accounting system, and the accounting system will provide an ID
for the company (which will appear in the ID field). The
information will be automatically saved and your company will be
a full Contact.

(optional) Click F‘ at the ID field to create a Vendor document
for the company if the company is a Vendor (see page 70) or a
Customer document for this company if the company is a
Customer (see page 69).

Non-integrated Sites

Since all information for companies is added manually if your site is not
integrated with an external accounting system, you will need to add the
ID for the company yourself.

To enter an ID for a company:

1.

Select Companies at the Contacts Dashboard to see the
Company List.

Find the company, using the filters if desired.

Click ™ to open the Company Detail window for that company.

At the Address tab, enter an ID at the ID field. You must enter a
unique ID for this company.
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Adding Full
Contact
Companies

Integrated Sites

Non-integrated
Sites

Adding
Individuals

If your employees in
Microsoft Dynamics SL
are also entered as
Vendors in order to be
reimbursed for travel and
expenses, they need
Vendor IDs on the
Project Controller |
Employee and
Resources
Maintenance screen in
Microsoft Dynamics SL.
They will have both an
Employee ID and Vendor
ID in sfPMS.
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5. Click I to save your ID. Your company will be a full Contact.

6. (optional) Click EF‘ at the ID field to create a Vendor document
for the company if the company is a Vendor (see page 70) or a
Customer document for this company if the company is a
Customer (see page 69).

If your site is integrated with an external accounting system, your
companies are added when you synch that accounting system with
sfPMS. When the information is copied, Company Detail and Contact
Detail records are automatically created in Spitfire. For more
information, see your Implementer.

Instructions for adding a full Contact company (i.e., one that is not a
preliminary company) are the same as those for_adding a preliminary
company (see page 55) with one exception:

e At the Address tab, enter an ID at the ID field. You must enter a
unique ID for this company.

After adding a company to your system, you can also create a Vendor or
Customer document as desired for Vendor and Customer companies.

e Click EF‘ at the ID field to create a Vendor or a Customer
document for the company (see page 69).
Note: Other companies do not have a corresponding Doc type.

If your site is not integrated, you must enter individual Contacts
(employees of your vendors and customers, your own company’s
employees, and other people) manually at the Contacts Dashboard. If
your site is integrated with an external accounting system, most of your
company Contacts will come from that system. However, you can
decide to add individual Contacts manually for those people who do not
appear in in your accounting system. You can also add employees that
appear in your accounting system but were not included in the synch
with sfPMS (see page 60).
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To manually add an individual Contact:

1. Select the Contacts list on the Contacts Dashboard.

h. -........%.I.I om | "Executive | Manage = System Ad i

>

$

$

CONTACT LIST ¢

ﬁgontacts: NAME — e §
ompanies

natompanies | pong/Fax r— LoCATION 3

SOMEANY MEMBERS §

- [] SPITFIRE USERS ONLY 4

() ] EMPLOYEES ONLY 3

\ / L] PUBLIC ONLY ACTIVE 3

. $

$

(optional) Use the filters to look for the person to ensure that he
or she does not already exist in your system.

Click | & in the Contact List area to open a new Contact Detail
window.

On the General tab, type the person’s name (first and last) in the
Contact Name field. This information is required.

Unless you want this person to have a stand-alone record, you
must either link your Contact to a company already in your
system or designate the person as an employee at your
company.

0 If this person is associated with one of your Vendor,

Customer or Other companies, click 4= at the Company

field to find and select the correct company.
CONTACT DETAIL [=F 3

ctions Notification Comments

Lookup Dialog

Contact Companies B
' L] ALL FILTERS Refresh
COMPANY r—

| Pick ‘ Company I Type I ] I City 223

= Northwind Computers C C105 portland
. =] The Phone Company - Kent C TIO2 Kent

= Trey Processing C 0C02 Salem

=] Margie's Travel C POO1 Portland

= Portland City Power & Light C €055 Portland

=] Margie and Sons v HCO1 Beaverton

= [ ST U S ~ v

The company’s Type will appear as this Contact’s Type.

o If this person is an employee at your company, enter a
unique Employee ID at the Employee field.

(optional) If your employee is reimbursed through
Accounts Payable and therefore needs a Vendor ID,
enter a unique Vendor ID at the Vendor field.

Note: if your site is integrated with an external
accounting system, see page 60.
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For more information
about the SYS | Grant
Contacts ability to log
into the system role
capabilities, see the
technical white paper
Designing User Roles.

Selecting the Spitfire
User option will
automatically assign the
role of Everyone to the
Contact. The Everyone
role is very limited. You
may want to add other
roles to the user at the
Member Of tab

(see page 26).
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10.

11.

12.

13.

14.

Page 59

(optional) If this Contact is to be a Spitfire User (i.e., someone
who can log in to Spitfire), click on the Spitfire User checkbox to
check it. The User Login field will appear.

Note: you must have the proper role capability in order to make
a Contact a Spitfire user.

CONTACT DETAIL §

General Address Member Of Connections Notification

CONTACT NAME |Scn|' York

SoRT Name |Yo rk

Emal. |

EACTNE D PugLic E SPITFIRE USER D INTEGRATED USER

User LoGIn || Vaup Unmie: |(forever) B
PASSWORD |
CONFIRM

PaSsSwWORD: D NEVER EXPIRES

S S e S S S N N S A N N N S N SN NN N AN NN NN

o Enter a unique login at the User Login field.

o0 Enter a password for this user at the Password field and
again at the Confirm Password field.

Fill out other desired fields on the General tab. (For an
explanation of the General fields, see page 23.)

Go to the Address tab and decide if you want the address for this
Contact to be same as the address from the linked company.

0 Keep the Use Address... checkbox checked if you want
to use the company’s address.

o0 Click the Use Address... checkbox to uncheck it if you
want to enter a different address for this Contact.

Fill out the Salutation and Familiar Name fields if desired. (For
an explanation of the Address fields, see page 15.)

(optional) Go to the Member Of tab if you want to assign a role to
this Contact. (For an explanation of roles on the Member Of tab,
see page 26.)

(optional) Go to the Connections tab if you want to enter
connections and routing information for this Contact. (For an
explanation of Connections fields, see page 20.)

(optional) Go to the Notification tab if you want to change the
notification level for certain Doc types. (For an explanation of
Notifications, see page 30.)

(optional) Go to the Comments tab if you want to add one or
more remarks to this Contact. (For an explanation of Comments
fields, see page 19.)

Click H to save the Contact record..
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When Spitfire is implemented and if your site is integrated with an
external accounting system, you have the choice of automatically
synching all employees at your company or just certain employees.
Employees who are not yet in sfPMS are considered unmapped

employees. You can choose to add them individually to sfPMS as
needed.

To add an unmapped employee to sfPMS:

1.
2.

Select the Contacts list on the Contacts Dashboard.

(optional) Use the filters to look for the person to ensure that he
or she does not already exist in your system. Consider that the
person may be in the system under a slightly different name
(e.g., Bill Walsh vs. William Walsh).

Click | & in the Contact List area to open a new Contact Detail
window.

Click f at the Employee field to find and select an unmapped
employee. Use the filters as desired.

VENDORi

EmpLovee [Specify Employee ID
Lookup Dialog »®
Unmapped Active Employees -

LI ALL FILTERS Refresh
NAME | !
' ' - | LastPaidDate

EmpID Name Department  City .
E ABARR Adam Barr
FAGREEN |Alan Green FIELD Portland | 6/14/2004
EIASTEINER | Alan Steiner
EIARECKER | Amy Recker 4/19/2004
EABLACK | Andy Black FIELD Portland | 6/14/2004
ZBPOTTER |Barry Potter Portland | 4/2/2004
EBSMITH | Ben Smith 4/19/2004 -

The person’s Name, Vendor ID, Employee ID, and Division ID
will fill in automatically.

(optional) Click E at the Type field to create an Employee
document for this person (see page 68).

Continue to fill out the Contact Detail window as you would with
any other new Contact (see page 59).
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Updating Contacts

Integrated Sites
vs. Non-
integrated Sites

Editing
Companies

TIP

If a blank field does not
allow you to enter data
(for example, Email); this
could be because your
site is integrated and the
field is blank in your
accounting system. To
enter data is this field,
you must enter it in the
accounting system and
Spitfire will then synch
the data. Likewise, if you
cannot blank out a field, it
is because you must edit
the field in your
accounting system.

Focus on Contacts

If your site is integrated with an external accounting system such as
Microsoft Dynamics SL or Acumatica Cloud ERP, the data source for
your Contacts with a Type of Customer, Vendor, or Employee is the
accounting system. As you update the data in your accounting system,
the synchronization process will automatically update your Spitfire
Contact records for these customers, vendors and employees.

However, not all the data in the Spitfire Contact record is populated from
the accounting system. For example, the Spitfire password and the
vendor's compliance items are entered directly in Spitfire, whether or not
the Contact is synched with an accounting system.

On the other hand, on non-integrated sites, all the data is entered and
maintained in sfPMS.

To edit a Company in sfPMS:
1. Selectthe Companies list on the Contacts Dashboard.

2. (optional) Use the filters to look for the company that you want to
update.

3. Click ™ to open the Company Detail window. Most changes on
the company level are made on the Company Detail window.
These changes will affect all Contact records that are linked to
this company record. (See the chapter on page 15 for an
explanation of the tabs on the Company Detail window.)

4. Make your changes then click I:I to save them.
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Editing
Individual
Contacts

Unlinking
Contacts from
Companies
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To edit a Contact in sfPMS:

Select the Contacts list on the Contacts Dashboard.

(optional) Use the filters to look for the person you want to
update.

Click ™ to open the Contact Detail window. (See the chapter on
page 15 for an explanation of the tabs on the Contact Detail
window.)

Make your changes then click H to save them.

One of the changes you may need to make to an individual Contact is to
sever the connection between that person and the company to which
that person was linked.

To unlink a person from a company:

1.

Open the Contact Detail window for the person as described
above.

On the General tab, blank out the Company field.

§ CONTACT DETAIL Ba
<

?f Connections Notification Comments

<

<

—

s TIMLE |

érs TYpEICustomerﬂ ]

é @mmmv |Northwind Computers)
<

Click H to save your change. The Contact will no longer be
associated with the company. However, the company address
will remain as the Contact address until you change it.

Note: Once the Company field is clear, you can choose to link the
Contact to a different company by clicking = to look up and select a
different company. If you want the address of the new company to be
the Contact’s address:

On the Address tab, click the Use Address... checkbox to check
it then click H to save.
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Removing and Merging Contacts

Deleting vs.
Deactivating
Contacts

Deleting Contacts

Deactivating
Contacts

Focus on Contacts

Once a Contact has done something (e.g., created or edited a document,
subscribed to Alerts, etc.) or has been referenced (e.g., made a routee,
attendee, responsible party, source contact, etc. on a document), that
Contact cannot be deleted. In addition, Contacts that are synched with
an external accounting system (if your site is integrated) cannot be
deleted in sSfPMS. However, when you can't delete a Contact from
sfPMS, you can deactivate the Contact. Inactive Contacts cannot log on
to Spitfire and do not show up on lookups.

Note: if the Contact is a contact in your accounting system, you will need
to deactivate it in the accounting system first.

You can tell that a Contact can be deleted (and that you are allowed to

delete the Contact) if the @ icon appears on its row on the Contacts
Dashboard:

MName Company

Aaron Grant

Grant & Dickenson

Jack McSwag

Spitfire Construction
The Phone Company - Kent = |The Phone Company - Kent

Kris Johnson

Active Electric
B T T B T T Ty T T i T TP

GNP

YY¥Y Y,
&

To delete a deletable Contact:

1. On the Contacts Dashboard, select the Contacts view (for an
individual or company) or the Companies view (for a company).

2. (optional) Use the filters (described on page 50) to find the
Contact you want to modify.

3. Click @ at the Contact you want to remove from sfPMS.

When you deactivate a Contact, history for that Contact will remain in
sfPMS.

To make a non-synched Contact inactive:

1. On the Contacts Dashboard, select the Contacts view.
Note: while companies can be found in both the Contacts and
Companies view, you can deactivate a company only from the
Contacts view.
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2. (optional) Use the filters (described on page 50) on the Contact
List to find the Contact you want to modify.

3. Click ™ to open the Contact Detail window for the Contact.

4. Click on the Active checkbox on the General tab to uncheck it.

p)

General Address Member Of Connectio@
2

CoNTACT NAME|Kris Johnson ;
SORT NAME|KFiS Johnson 5

>

EI'-'IAIL||<I'_i0hﬂ50ﬂ@SSI'ESBUFCES.Cﬂm §

>

W pusLic [ Serrrire User Dg

5. Click H to save your change.

Merging Two
Contact
Records
If you end up with two Contact records for the same person or company
and you can't delete either one of them, you can merge the Customer,
Vendor or Employee ID from one Contact record into the other in order to
consolidate the audit trails, Alert Subscriptions, comments, routing, and
names for both Contacts. You may also be able to use the merge
feature to consolidate unwanted Contacts into one specially created
Contact record.
Example

Similar names and identical e-mails indicate that the Contact records
shown below and on the next page are for the same person. However,
since both “Kim Akers” and “Kimberly Akers” have been used in the
system, neither can be deleted. You decide to merge them. First, you
compare the two Contact Detail windows to determine which Contact
should be merged into which Contact. The Contact Name of the “to”
Contact will remain; the other will eventually be deleted.
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CONTACT DETAIL Ba
“ General ‘ Address Member Of Connections Notification Comments
CONTACT NAMEII(im Akers TIme |
SoaT Nawe |Akers Tree IEmponee ~]
Emar [kima@acme.com Company | £
Macve WlPueuc [¥iSerrere User
Microsort Dynamics SL User
[kImA
User LOGIN
Vaup UnmiL: |(forever)
PASSWORDI
CONFIRM
PASSWORD: W] Never Expires \J’ENDORI
0L PassworD: | EmpLovee |KAKERS

H General ‘ Address Member Of Connections Notification | Comments ‘

P ’Added

By Remark

Notice that Kim Akers has no comments.

Contact Record B:

CONTACT DETAIL Ha
“ General | Address Member Of Connections Notification Comments ‘
ConTacT NMElKimberIy Akers Tme |
SoRT Nawe|Akers Tyee |Other ~]
Eerlkima@acme.cum CoMPANY | b
Macmve [Jpueuc [ Serrrre User [l Microsort
Dynamics SL User
General Address Member Of Connections Motification | Comments
[ ded By Remark
f m econds ago, Chris Demo ravels to NYC on weekends.
F m econds agog Chris Demo Promoted today.

Notice that Kimberly Akers has two comments.

Focus on Contacts
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General

CoNTACT NAME |Kim Akers Tme |

SorT Name |Ake rs

PassSwoORD:

OLD PassworD: |

Page 66

You decide that Kim Akers should remain in the system (because that
record is integrated with Microsoft Dynamics SL) so you merge
information from Contact Record B (Kimberly Akers) into Contact Record
A (Kim Akers) as described below to end up with the following:

CONTACT DETAIL Ha

Address Member Of Connections Notification Comments

Tee I Employee V|

ComMpany | -

Er-1m|_|kima@acme.cc:m

Macmve Wlpusuc MISprrrre User
MicrosorT Dynamics SL User

[KIMA
User LoGIN -
Vauo Unmie: |(forever) L]
PASSWORD |
COoNFIRM

W] NEver Expires VENDOR |

EMPLOYEE |KAKERS

General Address Member Of Connections Notification Comments
o By Remark

f '@ econds ago, Chris Demo ravels to NYC on weekends.

! '@ econds ago, Chris Demo Promoted today.

Changed your mind?
You can choose expand

the Contact and click ¢
to “undo” the procedure.

Focus on Contacts

Now Kim Akers has the two comments.

To merge two Contacts:

1. On the Contacts Dashboard, find the Contact you want to merge
“from”. This record will eventually be discarded.

N

Click = at the Contact row, then select # Merge From.

3. Find the Contact that you want to merge “to” and click = to
open the options menu for that Contact.

4. Select=a Merge Into. The “from” Contact will seem to
disappear from the list, leaving only the merged Contact In
reality, the “from” Contact will have been made inactive.
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To delete an inactive Contact after a merge:

1. Select Inactive as the filter for the Contact List:
CONTACT LIST

MNaME
EMAIL

PHONE/FaX
LOCATION
COMPANY

s
[l SPITFIRE USERS ONLY
[ CusSTOMERS ONLY
[] EMPLOYEES ONLY
] VENDORS ONLY
[ puBLIC ONLY
ACTIVE IInacIive v

MEMBERS OF

o o M M M M o o N N S S N N N N AN NN NN

o Name Company |[Email
- University Mechanical
p {if |Kimberly Akers

kima®@acme.com

2. Click m to delete those Contact records from sfPMS.
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Associated Documents

For more information
about these documents,
see the Focus on Doc

Types and Project

Workflow guide.
Employee
Document

TipP

The Alert option (found
on the Options menu) is
described in the Focus
on Alerts and

Compliance guide.

Attachments are
described in the Focus
on Files, Attachments

and the Catalog
Dashboard guide.

Route Detail is described
in the Focus on Routes
guide.

Focus on Contacts

When you add a company with a Type of Customer or Vendor or when
you add an Employee, an associated empty Spitfire document is also
created. Because all Spitfire documents support Attachments (scanned
or uploaded files), Alerts and Routing, you can, for example, add a link to
the Customer's website on the Attachment tab, route the Vendor
document to your AP Department to have them fill in the Vendor's credit
application, or set an Alert for your employee's annual review. In addition
to supporting these basic functions, the Vendor document supports
Compliance items. (See the Focus on Alerts and Compliance guide for
more information on setting up Compliance.)

When you first open an Employee document from a Contact Detail
window, the Doc # and Name fields on the Employee document will be
populated automatically.

CONTACT DETAIL Ha
General Address Member Of Connections Notification Comments
ConTacT NAME|EIizaheth Keyser-Rubble Tme |Clerl<
SoRrT NAME|RUbb|e TvalEmployee@
EmuL|bettyr@spitﬁreconstructic:n.com Company 4
Mlacve Wlpusuc W Serrre User
MicrosorT Dynamics SL User
BETTYR
User LoGIN -
vaup Unti: |(forever) Lid
PASSWORD
P CDNF'R"_‘ VENDOR
ASSWORD: ] Never EXPIRES
EmprLovee [RUBBLE »
OLp PASSWORD:

=| Employee- New

Elizabeth Keyser-Rubble
DOCUMENT HEADER =Hra
Doc# |RUBBLE SOURCE#
NAME |Elizabeth Keyser-Rubble
status| v ]
DATE[10/13/2014 B Due 1011412014
A
Attachments Route Detail
Name Size Note Incl Seq Cataloged
B BB
SriTFIRE
4 »

The Employee document is used mostly for Alerts, Attachments, and
Routing.

e Save the document to enable the Attachment options.
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Customer
Document

The Document Options
menu and the mid-
section tabs (Notes and
Addr) on a document are
described in the Focus
on Document and Item
Basics guide.

Focus on Contacts
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When you first open a Customer document from a Customer Company
or Contact Detail window, the Cust # and Description fields will be filled
in automatically.

CONTACT DETAIL [=FY

General Address Member Of Connections Notification Comments

Contact Name|Margie's Travel Tme |

SorT Nave|Margie's Travel Tvee | Customer |V

EMAIL| CoMpany |Margie's T

Macve Wlpueuc [sermre User [ Microsorr
Dymamics SL User

User LOGIN  ( never assigned )

ustomer (POO1

=| Customer-Active / = | G [
DOCUMENT HEADER =Era
Cust #|PO01
DESCRIPTION \Margie's Travel
STATUS|Active e 6
Notes Addr A
NOTES
& Added By Remark
Attachments Route Detail
Name Size Note Tnd Seq Cataloged
O% sEE@ 153
SFAiTFIRE
4 4
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Vendor
Document
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When you first open a Vendor document from a Vendor Company or
Contact Detail window, the Doc # and Description fields will be filled in
automatically.

CONTACT DETAIL Hi
“ General ‘ Address Member Of Connections Notification Comments ‘
ConTacT Nawe|Margie and Sons Tme |
SoRT NmEIMargie and Sons Twee |Vend0r u
Emm_l (I:Mpmleargie and Sgrs

Wlacve Mlpueic [ Serrrre User [ Microsorr
DynamIcs SL User

User LOGIN  ( never assigned )

PassworD

r
=| Vendor- Open

Margie and Sons i
DOCUMENT HEADER =HrA

DoCc# |HCG1 SOURCE# |

DESCRIPTION |Margie and Sons

STATUSIOpen . L}

[ DATE([02/02/2010 DuE [02/02/2010
L]
W .
“ Details ‘ Info Contacts Compliance “
TYPEI Subcontractor
Pay C‘ONTROLIAut{)
Bonp Lmrrl 0.00
EMDLDYEESI
YEARSI 0

RaTING I 85

“ Attachments ‘ Route Detail

= Note Itemn

Name ‘ﬁzﬂ

0% labs B

Incl Seq Cataloged
B

Ll | »
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Details
Details Info Contacts Compliance A

Tvee| Subcontractor v
Pay oonrmoLIAuto ﬂ

Bonp Lmrrl 0.00

EI‘-'II'-'I.O‘FEESl
YEARSl 0
RATING 85

Select the type of Vendor from the Type drop-down.

If you have set up Compliance for your site (as described in the
Focus on Alerts and Compliance guide) you can set Pay Control
to Block, Warn or Auto for this Vendor.

The Bond Limit, Employees, and Years fields are informational
only.

Rating is used to rate how much you like working with this
Vendor. 100 is the highest number you can use; 0 is reserved
for “unqualified” vendors. You can also use negative numbers to
indicate “unacceptable” vendors. Rating is used on some
reports and also as a filter on the Vendor lookup window:

Lookup Dialog x®

Project Vendors -

o ALL FILTERS

COMPANY |
VENDOR ID |
cImy |
STATE |
Zp |
CSsI |
RATING [

P T am el - P Sy e a2 a2 s
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Info

Details Info Contacts Compliance A

INFO

CURRENT PROJECTS

PAST PROJECTS

o Added By Remark

e Enter notes in the Info, Current Projects, and Past Projects
fields as desired.

Contacts
Details Info Contacts Compliance A
+ [Contact "I'ltle ‘Date
v X - r /

o Click | @ then £ to look up and select a Contact to include on
this list.

e Click | @ then Eﬁ to add a freeform name not in your Contacts.

Compliance
Details Info Contacts Compliance A
KType wired |[Received Motify Track
[ ] ﬂ + [General Liability Insurance specified E E
[ 3 m ' |Automaobile Ins nspecified E E
» T |/ [pond specified [ M |™
o General Liability

For information about the Compliance tab, see the Focus on Alerts and
Compliance guide.
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Associated Manage Dashboard Tools

Users with access to the Manage Dashboard can edit the CSI codes and
Regions that are used in the Company Detail windows.

CSl
Maintenance

Most of your CSI Codes are added to sfPMS during the implementation
stage. However, you can add other CSI Codes and edit the existing
codes as needed.

k“‘ e i, ittt et w LY s it

CSI MAINTENANCE H=
P Routes CEIEe l—

P Allocations DescripTION : [

P Alert Subscriptions 7 CSI Code

Active

Description Extended Description

P Compliance Types il |ooooo Project Administration v
:CSI Maintenance /T |o1o00 General Conditions v
Date Types 7 m 01010 General Contractors v
P Programs v % oo |Subcontracto X
ubcontraciors
P Reference ’ : -
R R f Construction/Project Management \(

CSI codes are assigned to companies through the CSI tab on the
Company Detail window. See page 22.

For more information about the CSI Maintenance tool, see the Focus on
the Manage Dashboard guide.

Region
Maintenance

You can define and edit regions however you want. For example, you
can set up area codes, ZIP codes, geographical regions or home-grown
variations of these as your “regions.”

Tiome "Catalog " Comtacts Plan Room Executive " Hanane ~System Adrmin  GC.003

REGION MAINTENANCE H=

P Routes D : —
P Allocations DESCRIPTION :
P Alert Subscriptions ' Region ID Description
> Com pliance Types 7 Ma Mid-Atlantic
P CSI Maintenance /i NE Northeast
: Date Types F m PC Pacific Coast

Programs /i SE Southeast
P Reference v X ST — ouwest
P Region Maintenance

Regions are assigned to companies through the Region tab on the
Company Detail window. See page 32.

For more information about the Region Maintenance tool, see the Focus
on the Manage Dashboard guide.
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