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About Our Documentation

Guides

Focus on Doc Types and Project Workflow

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

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

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

e o

Help Browser x|
Make a selection: =

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

Icon Quick Reference
Overview Guide

Focus Guides

Document and Item Basics
Files and Catalog

Routing

a4 »
.

Alerts and Compliance

Batch Processing

BFA Workbook

Budgets and Period Distribution
Contacts

Doc Templates

Doc Types and Project Workflow
Forecast and Analysis

Manage Dashboard

SOV Billing

System Administration

» Refresh Guide List
» White Papers

¥ Spitfire Online
* SpitfireManagement.com

* Rlanc

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

The guide will appear as a PDF file.

Spitfire Project Management System V4.5
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White Papers

White Papers (also known as Technical White Papers or TWPs) 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:

1355

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 = »

The Knowledge
Base

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 Browser x|
Make a selection: -

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

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

Focus on Doc Types and Project Workflow Spitfire Project Management System V4.5
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Introduction to This Guide

In Spitfire, the term “document” is used to describe a specific entity
created in sfPMS from a document type (Doc type). There are many
Doc types in the system, each with its own specific purpose.

This guide focuses on the Doc types available in Spitfire-Enterprise,
which you might use during possible project workflows. In actuality, you
might skip some of the Doc types mentioned or create and use custom
Doc types.

This guide assumes some familiarity with sfPMS and its dashboards as
described in the Overview Guide and with basic document and item
information as described in the Focus on Document and Item Basics
guide.

In addition, a summary of all Doc types is available in the Quick Doc
Type Reference technical white paper.

Note: Because Doc types are configured during implementation, the Doc
types and specific documents shown as examples in this guide might not
be the same as the ones used in your own system.

Note: Aside from updated pictures and icons, the information herein is
the same as the information in the V4.4 documentation. Also, icons are
shown in size 16 only; larger sized icons are similar but not exactly the
same.

Focus on Doc Types and Project Workflow Spitfire Project Management System V4.5



The Big Picture

Project
Workflow

Bid (page 18)

Status=Won

Project Setup (page 25)

-Status=Committed

v

Initial Budget (page 38)

v

Budget Revisions

Forecast (page 161)

v

Page 14

SOV (page 42)

v

!

!

v v

v

Drawings
(page 60)

(page 52)

Punch List

(page 54)

Meeting Minute

A 4

| Invitation to Bid (page 63) |>| Bid Package (page 73)

| Bid Package Addendum (page 79) |

Daily Field Report Issue REI
(page 130) (page 142) (page 145)
v

Submittal (page 90)

v |

(page 90)

Submittal Package

Compliance
Notifications

(page 101)

Proposed CO (page 150)

l

A 4

| RFO (page68) |

—

Change Orders (page 156)

Commitments (page 83) /

Expense Budget

Pay Requests (page 109)

Other
sources

A\ 4

Status=Committed Updated

-Status=Approved

Vouchers (page 189)

[’

Contract Value

CCOs (page 116). Updated

Charge Entry [non-
integrated only] (page 174)

-Status=Approved

Actual Cost

A

y

POs (page 191)

Updated

Note: Not all Doc types are included in this workflow. For a complete
alphabetical list of all Doc types, see page 17.

Focus on Doc Types and Project Workflow
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sfPMS and
Integrated
Accounting

Page 15

sfPMS can be integrated with Microsoft Dynamics SL or Acumatica
Cloud ERP.

Focus on Doc Types and Project Workflow

Projects are created in sSfPMS and sfPMS in turn creates the
corresponding project in the integrated accounting system.

Contract value, Budgets and Change Orders are entered and
maintained in sfPMS and sfPMS posts the data to the integrated
accounting system.

Commitments/Subcontracts are created and maintained in
sfPMS and populate the integrated accounting system. Note:
with Microsoft Dynamics, the Financial Transaction Transfer
functions calculate and maintain Actuals and Commitments.

Pay Requests are entered and approved in sfPMS, then posted
in the integrated accounting system to create AP Vouchers

Other job cost transactions (labor, expenses, overhead, etc.) and
billings are entered and maintained in the integrated accounting

system and sfPMS reads and displays the data.

sfPMS

Microsoft Dynamics SL

Create Project

A
A 4

Project Created

Commit Contract Value

\ 4

Budget Revision with
Contract Value

Enter and Approve Initial

\ 4

Budget Revision Posted

Budget Tasks assigned to Project
SOV Billing —r Flexible Billing
Enter RFQ and Commit —» Run FTT to Calculate

Commitments/Subcontracts

Commitment Amounts

Create/Process Spitfire-only

Doc types (RFls, Submittals,

Meeting Minutes, Punchlists,
etc.)

Enter and Approve Pay
Requests

Post Payment Request to
create AP Voucher

Maintain Budgets, Forecasts
and Change Orders

Budget Revisions Posted

|

Displays in BFA, KPI, Cost ‘
Analysis and Executive
Dashboard
(Drill-down to Transactions)

Enter Labor Transactions &
other Job Cost Charges

A

Process Billing

Spitfire Project Management System V4.5
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sfPMS Acumatica
Company/Divisions Company
Contacts Customers, Vendors, Employee

Project ID, Cost Codes (aka Tasks)

Project ID, Tasks (aka Cost Codes)

Account Categories PM Account Groups (PM201000)
GL Accounts/PM Group mapping

Projects Projects (PM301000)

Tasks Project Tasks (PM30200)

Budgets — on approval

Project Budget (PM303000)

Team — employees only

Projects (PM301000) | Employee tab

Commitments

(none)

Pay Requests - on approval

Bills And Adjustments (AP30100)
Project Transactions (PM304000)
Projects (PM301000) | Balances tab

Vouchers

Bills And Adjustments (AP301000)
Project Transactions (PM304000)
Projects (PM301000) | Balances tab

SOV Pay App — on invoice

Invoices and Memos (AR301000)
Project Transactions (PM304000)
Projects (PM301000) | Balances tab

Customer Invoice

Invoices and Memos (AR301000)

Actuals
B Project KPI/Project BFA
W Project Cost Analysis

g0 |83 33330000

Project Transactions (PM304000)
Projects (PM301000) | Balances tab

Focus on Doc Types and Project Workflow
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Alphabetical Index
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The chapters in this guide describe the various Doc types in a somewhat
logical order. If you want to jump to a specific Doc type, the following
alphabetical listing might prove helpful.

Doc Type On Page | Doc Type On Page
AP Vouchers 189 | Milestone 135
AR Invoice 191 | Pay Application 42
Bid 18 | Pay Request 109
Bid Package 73 | Pct Billing 191
Bid Package Addendum 79 | Period Distribution 164
Budget 38 | Permits 58
Cash Trans 191 | PO 191
Catalog File Route 182 | Production Units 178
CBE 191 | Project Dashboard Photo 128
CCoO 116 | Project Setup 25
Certificates and Approval 140 | Project Setup Info 35
Change Item Register 154 | Proposed CO 150
Change Order 156 | PunchList 52
Charge Entry 174 | Receipt 104
Commitment 83 | Requisition 191
Compliance Notification 101 | REI 145
Correspondence 131 | REQ 68
Customer 184 | Safety Notice 138
Daily Field Report 130 | Scanned Timecards 124
Drawings 60 | Schedule 50
DSL — SPR 191 | Service Call Entry 191
Employee 184 | Service Contract 167
Estimate 22 | Service Ticket 169
Expense Entry 171 | Site Photo 126
Field Work Order 136 | Submittal 90
File Batch 120 | Submittal Item Register 90
Forecast 161 | Submittal Package 90
GL Journal Trx 191 | Task 132
Inspection 137 | Team Message 139
Inv & Adj 191 | Timecard 191
Invitation to Bid 63 | Timesheet 191
Issue 142 | Transmittal 107
Iltem Request 191 | Vendor 184
Lien Waiver 48 | Warranty 131
Meeting Minutes 54

TIP

If you click on a link to
get to another page in
this guide, you can use
the Alt + «(left arrow)
keys to return to the
previous view.

Focus on Doc Types and Project Workflow

Alphabetical Index




Bid

Overview

Page 18

Bid documents keep track of all your bids for prospective projects.

Click = to open the Document Options Menu; ﬂ to save the document; D’ to keep
exclusive update rights; and A to hide the details of the Document Header.

Where It Fits In

DOCUMENT HEADER =HEra
Doc# (0001 BID NO.
PROJECT|GC-003 /2 Northern Lights Offics Bldg
DEscmpnom|Fire Protection System Bid
CusToMER|York Architects, Inc. Joly-t
RESPONSIBLE'ChriS Demo o a
STATUSIIn process v @
DATE|10/27/2014 B pue [1117/2014 B % proe
Details Scope Addr Dates Items Incl/Excl Al
Tvee | V]
ConTRACT TanI ﬂ
W/L Reason |Other v
ProJecT Rererence| N/A .~
Sq. FooTage|
Bio AMOUNT $0.00
Attachments Route Detail
. a Mame Size |MNote |Item Incl Seq Cataloged
= a EI siteplan.jpg 265KB I e INot Sent | v & = |10/5/20065
= @ [T |stteutilities.jpg 131KB [TT=] |[Met Sent [~] | & < |10/5/2006,
1% e %S fe
Mote: One or more Attachments will be created from templates when this document is routed.
ERiTFIRE
4 »

A Bid document is usually created before a project. Often, it is the first

document you create in a project’s workflow. One or more Estimate

documents can be attached to the Bid document. The Bid document can

lead to a Project Setup document.

Note: you can also create a Bid document from a Project Dashboard, if
you want to create the Bid document after you have created the Project

Setup document. In such a situation, use the lookup on the Bid
document to find the Project number to associate with the Bid.

Focus on Doc Types and Project Workflow
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Creating a Bid

If your customer is not
already in sfPMS and you
do not want to enter all
potential customers into
sfPMS, you (or your
System Administrator)
can create one Contact
called “Potential
Customer” to use at this
point. If the Bid leads to
a project, the customers
Contact information can
be entered into sfPMS
then. You will be able to
change the Customer
field on the Project Setup
document.

For more information
about the Items tab, see
the Focus on Document
and Iltem Basics guide.

Page 19

To create a Bid document:

1.

Focus on Doc Types and Project Workflow

Click = or your name to open the Site Options menu, then
select | & Create Document from the Site Options menu:
~ Ch | Help [
& Create Project
L+]

Recent Documents
Report Browser....

Select Create Bid. A Bid document window will open.

If you want to potentially create the Project Setup from this Bid,
leave the Project field blank. When you win the bid and create a
Project Setup document, this field will be filled in automatically.

Enter a useful description in the Description field. This text will
also be used as the title.

Look up a Customer. The customer must be a Contact in
sfPMS.

Click H to save (and actually create) the document.

(optional) On the Details tab, select a Type that will pass onto
the Project Setup if the Bid is awarded. The type represents a
Bid subtype.

Details Scope Addr Dates Items Incl/Excl A

Construction Management
W/L Reason|construction Manager at Risk e
protect Rererence| Data
Equipment
5q. FOOTAGE| ceneral Contractor
Internal Adminstrative

BID AMOUNT |\ \hcontractor

(optional) On the Details tab, select a Contract Type that will
pass on to the Project Setup if the Bid is awarded.

Details Scope Addr Dates Items Incl/Excl A
TYPEI General Contractor ﬂ
conract Troc | . |

PROJECT REFERENCE|Fixed Price to Rev

Sg. Foorace|INternal
Time & Material

Bio Amount|UNIE Pricing

Add New Items on the Items tab. This can be one Item that
indicates your total Bid amount, or several ltems that break down
your Bid amount. For each item,

Bid



For more information
about attachments, see
the Focus on Files,
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.

Tip

If you need to get bids
from your own vendors
before you can determine
your bid for this potential
project, you can create a
Bid Package document
through the Document

Options menu. See
the next page.

For more information
about the Catalog, see
the Focus on Files,
Attachments and the

Catalog Dashboard
guide.

Focus on Doc Types and Project Workflow
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11.

12.

13.
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o See if the Include checkbox is as you want it.

Details Scope Addr Dates Items

Incl/Excl

Description Includ

Engineering|

VIV PPN

All Items that are “included” are added together to determine the
Bid Amount found on the Details tab.

Add other information to the document, add attachments (for
example, spreadsheets or Estimate documents) and create a
route as appropriate.

(optional) If an Attachment template has been established for

this Doc type, ' will appear on the Attachments tab. Click on

' to create the printout file for the Bid. This printout will be
emailed or faxed to potential customers who are set up as “via
email” or “via fax” routees.

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status.

0 Aslong as you don't route the Bid document, it will
remain in your Inbox (on the Home Dashboard).

o If the Bid document has been routed back to you, it will
be in your Inbox.

o If you need to find a Bid document that is not in your
Inbox, use the Type filter (and Include Closed filter, if
the Bid status is Awarded) on the Catalog Dashboard

SEARCH 3
I INCLUDE DOCUMENTS 3
[TYPE |Bid v SUBTYE
REFERENCE | 2 RESPO§
CoMPANY | ye) CONTR
Doc # r SOURG
DATE M[10/28/2013 [ =+[10292014 E DUE §
! INCLUDE CLOSED STATUD

HAS ATTRIBUTE v HAS F

o If you lose the bid, change its status to Lost. If you win
the bid, change the status to Awarded. (The status
must be Awarded before you can create a Project Setup
document.)

Bid



Bid Options
Menu

Of Particular Note

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for Bid

A “Bid Analysis” report
and a “Bid Analysis by
Customer” report are
offered by sfPMS. See
the technical white paper

Spitfire Reports for more
information.

Page 21

The Options menu for the Bid document offers the following choices after
you first save:

IENT HEADER CGHr A
Alerts
Create Bid Package

Copy this Document
Adventure Works
View Changes

B0 P :

. u?:» indicates the Source Contact (person or company getting the
bid) for this document. This option appears only after you look
up a choice for the Customer.

e The choice to | Create Bid Package allows you to create one
or more Bid Package documents (see page 73) to obtain quotes
before you send out your own Bid. This option appears only if
you created the Bid from the Site Options menu.

e If you set the status to Awarded (and save), the Bid Package

option is replaced with a |“ Create Project Setup option (see
page 25):

Alerts
Create Project Setup

Copy this Document
Adventure Works
View Changes

B0l

»

By default, the Status drop-down offers the following choices:

STATUS |In process |

o
Awarded
Lost
Meed Mare Info
Ot for Bid

e Inorder to create a Project Setup document from a Bid, the
status must be set to Awarded.

e Lost and Awarded are final statuses, which close the document
and make it read-only. When a Bid document is Lost or
Awarded, it can no longer be changed.

»| Lost
Y
Need More Info
In process 4[: ¢
Out for Bid
v
»| Awarded

Focus on Doc Types and Project Workflow Bid
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Estimate

Overview

Estimate documents largely serve as “wrappers” for routing attached
estimate workbooks in Microsoft Excel.

7 . |

=] Estimate- New = | B i
Estimate 0001
DOCUMENT HEADER =Hra
Doc# (0001 SOURCE# |
PROJECT|
DESCRIPTION |Nothem Lights Plaza Estimate
STATUSIOpen v @
DATE|10/29/2014 B pue [10/30/2014 B
Notes A
MOTES vy
o Added By Remark
Attachments Route Detail
== a Name Size |MNote|Incl Seq Cataloged
=g ] g:;'m:g’:la;eﬁ;ﬁ and Units | 05000 INati\.'e v || & = |minutes ago,
O 346 B
S AITFIRE
4 >

Where It Fits In

An Estimate document is usually created before, or in the earliest stages
of, a project. Estimate documents with attached Microsoft Excel files are
usually attached to Bid documents. If and when the Bid leads to a
Project Setup, the Estimate document is automatically included in the
project. Once part of a project, the Estimate’s attached spreadsheet can
be used when importing data for the Initial Budget.

Note: if it fits better into your workflow, you can attach estimate files
directly to your Bid document, bypassing the Estimate document.

Focus on Doc Types and Project Workflow Estimate



Creating an
Estimate

If Create Estimate does
not appear as an option,
see your Implementer.

For more information
about the Catalog and
attachments in general
and the Attachment
template feature in
specific, see the Focus
on Files, Attachments

and the Catalog
Dashboard guide.

For more information
about routes, see the
Focus on Routes guide.

Focus on Doc Types and Project Workflow
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To create an Estimate document:

1. Select Create Document from the Site Options menu:

. =) 1 1

& Create Project
L+

E] Recent Documents

Report Browser....

Select Create Estimate. An Estimate document window will
open.

If no project exists yet for this estimate, leave the Project field
blank. If you attach this Estimate to a Bid and then create a
Project Setup from that Bid, this field will be filled in
automatically.

(optional) Enter a more useful description in the Description
field. This text will also be used as the title.

Click H to save (and actually create) the document.

If you are creating your estimate spreadsheet from a Microsoft
Excel Attachment template, click ' on the Attachments tab.

o Give a name to the file, which will be attached to your
document.

o Enter your information in Microsoft Excel.
0 Save and close Microsoft Excel.

Add other information to the document (such as a Note), and
create a route if appropriate.

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status. You can also edit the attached file to
update its information.

0 Aslong as you don’t route the Estimate document, it will
remain in your Inbox (on the Home Dashboard).

o If the Estimate document has been routed back to you, it
will be in your Inbox.

o If you need to find an Estimate document that is not in
your Inbox, use the Type filter on the Catalog
Dashboard:

SEARCH 2

M| INCLUDE DOCUMENTS 3

Tvee Eotmae Rerergy
n >

RESPONSIBLE | 2 CoMpAR

Estimate



Estimate
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Estimate

Page 24

10. To attach the Estimate document to a Bid, open the Bid
document and use the EI icon on the Bid’s Attachments tab.

Note: you can also create an Estimate document from a Project
Dashboard, if you want to create the Estimate document after you have
created the Project Setup document. In such a situation, use the lookup
on the Estimate document to find the Project number to associate with
the Estimate.

The Options menu for the Estimate document offers the following
choices after you first save:

'WCUMENT HEADER =K A
o Alerts
= Copy this Document

View Changes

By default, the Status drop-down offers the following choices:

STATUS |Open -

e
Closed

e Closed is a final status, which closes the document. When an
Estimate document is Closed, it can no longer be changed.

Open Closed

A 4

Focus on Doc Types and Project Workflow Estimate



Project Setup

Overview

Where It Fits In

Page 25

The Project Setup document, containing project contract information, is
the premier document for your project. Once the Project Setup is
created and saved, you can access that project’s dashboard and create

other documents.
= Project Setup- New

mﬁlg

ast Side Towers
DOCUMENT HEADER =Hra
CONTRACT
NO.
PROJECT|GC—504
DESCRIPTION |East Side Towers
CusTOMER |Adventure Works 2 8
STATUSIIn Process |v 6
ExecuTED |02/10/2007 =
DATE[10/29/2014 B
Details Scope Addr Dates Items Incl/Excl Project =
Tvee| |v|
CoNTRACT TvaI ﬂ
PROJECT REFERENCE|Commercial ~
Conmacr For| Click E} to attach another Project
ReTenTion| 10 % - Materias|  Setup document to this one. (See
5q. ,:OW,,GE| the technical white paper Data and
Drvision ID’— Equipment Projects for more
cee 1 information about linked projects.)
ORIGINAL AMOUNT $750,000.00
APPROVED CO $0.00
CURRENT $750,000.00
Attachments Route Detaj
7\, Name dize |Mote |Item Incl Seq Cataloged
= [0 g&g‘; Towers [ [¥] |[Motsent[v] |2 < |10/29/2014
) b
SiES

Because the Project Setup document creates the Project Dashboard,
you have only one Project Setup document per project. A Project Setup
document may have a Bid and/or Project Setup Info document attached

to it. When the Project Setup is first

saved, an_nitial Budget document

and a Submittal Item Register document are created automatically for
the project. A Project Setup document also creates the first Pay

Application document.

Focus on Doc Types and Project Workflow
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Project Field

Optional Sales
Tax Fields

See your System
Administrator,
Implementer, or the
Focus on System
Administration guide for
more information on
customization.

Creating a
Project Setup

Once you save a Project
Setup, the Project code
will automatically be
entered in the Bid
document (and Estimate
document if the Estimate
was attached to the Bid)
and the Project Setup will
appear as an attachment
on the Bid document.

Focus on Doc Types and Project Workflow
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At first, the Project field may consist of up to six segments (depending
on your implementation). Some segments may be lookups, for example:

PROJECT| 4 -

e Always fill in segments from left to right. Tab to get from one field
to another.

e After you save the document, all segments (with dashes) appear
in the one Project field, which can no longer be edited:

PROJECT |GC-003

Note: if you have been given the SYS | Change Project ID (RS) role
capability, you can change the Project ID as long as there are no actuals
on the project. See the Project Setup Options Menu on page 29.

Through customization, a sales tax rate field (and corresponding tax 1D
lookup) can be included on your Project Setup document. These fields
establish a tax rate for your project. This tax rate, in turn, is used to
calculate taxes on your Schedule of Values. (See also page 43).

Details Scope Addr Dates Items Eouknpilislag L

Tax Rate Code
[] ALL FILTERS Refresh

TaxID |

T\-'pEI

CONTRACT T\-'pEI \
PrOJECT REFERENCE |Commercia| ‘ TaxID Description TaxRate

ConTRACT FOR | Ewa1725 |Renton 8.8000
Tax ID @ Zwa3913 | Yakima City 7.9000
Tax RATE Ewai1704 | Bellevue

Rerenmion| 10 %1,4”31&5: [ Ewa1715 |Kent

8.8000
8.8000

8.9000

There are two common ways to create a Project Setup document:
e From a Bid document with a status of Awarded

e Manually, without a Bid document

To create a Project Setup from a Bid:

1. Open the Bid document. Make sure its status is set to Awarded.

2. Open the Document Options menu and select |* Create
Project Setup:

Project Setup
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East Side Towers -
DOCUMENT HEADER '
o Alerts

Doc# |0002 &

Copy this Document

A Project Setup document will open. You can close the Bid
document window.

3. Continue with step 2 of the following instructions, keeping in
mind that some information from the Bid document will have
been copied to the Project Setup document (for example, the
Description, Customer, Contract Type, and included Iltems). You
can enter or change any of these if necessary.

To create a Project Contract manually:

1. Either select ol" Create Project from the Site Options menu:

c: | T T
p 3

o Create Document...

Recent Documents
Report Browser....

-Or-
Click 0"" at the bottom of the Project List part of the Home
Dashboard:

PROJECT LIST 3
s

Select Project Name Location Description

~ : ~ This $274 million mixed use plaza will contg
Northern Lights Plaza 84 Business Park Drive and food service establishments. REIT fund
GC-003 Armonk, NY 10504 (map) commercial leases are now comleted for ch
2

X . This set of existing buildings was renovate

City Hall Renovation 121 N La Salle st electrical and code up-grades including a n
GC-008 Chicago, IL 60602 (map) complete with a new emergency power sery
rhn mehibank and athoe dnnien nemises ned

~ B Acme completed the build out of 32,000 S

Fabrikam Manufactuning Facility  |3500 Lemp Avenue raised floor with technology in floor and full

GC-005 St. Louis, MO 63118 (m=p} |designed for 45 PSF. Full UPS and generatt

ennlinn of one zone for every two mdividua)

X Acme recently completed the approximatel}

Western Plaza 400 Pine Street Plaza mixed use project. Located between g

GC-004 Seattle, WA 98101 (map) Kingdom, the new California Avenue and D'>
n

@ NEw PROJECT ||Find / Open Project 2=

ccde ik e hmilod ae M ieanme Pacemkfo o

(Vv

A new Project Setup document will open.

2. Look up a Project code (according to how your Project ID is
masked). If the project number is filled in automatically, you can
change this number as long as you don’t use an existing project
number.

Change the Description to something related to your project.
4. Look up a Customer.

If not already filled out on the Details tab, look up a Division ID.
This is a required field.

6. Click ﬂ to save (and actually create) the document. When you
save your Project Setup, a new Project Dashboard will be
created and opened.

Focus on Doc Types and Project Workflow Project Setup



Changes you later make
to the Date tab’s Start
and Finish dates will
propagate to matching
Commitment dates, if
any.

For more information
about the Items tab, see
the Focus on Document
and Iltem Basics guide.
For more information
about attachments, see
the Focus on Files
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.
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10.

11.

12.

13.

14.
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(optional) In the Details tab, select a Type (document subtype) if
appropriate (e.qg., if the project will be a Data or Equipment
project).

Note: for information about Data and Equipment projects, see
the technical white paper Data and Equipment Projects.

(optional) In the Details tab, select a Contract Type for the
project.

Click on the Dates tab and enter a Start and Finish date for the
project at the Project Current row.

0 You can add other dates as needed.

Add at least one Item in the Items tab. The amount entered for
each Item will be totaled for the Contract Value. (The Contract
Value is listed as “Original Amount” on the Details tab and also
as “Original Contract” on the Key Performance Indicators part of
the Project Dashboard.) When the Project Setup status is set to
Committed, the Contract Value can be configured to also
update your Budget.

Note: it is possible that the Project Setup document was
configured so that no Item is required.

When you have a contract date, add that date to the Executed
field on the Document Header.

Add other information to the document, add attachments and
create a route as appropriate.

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status.

To reopen a Project Setup document:

On the Project Dashboard, click & on the Document Menu:
GC-500 - Northwind Office Building
DOCUMENTS

o Doc
00013
>
>

P |Drawings

_Or_

Select |& Project Setup from the Project Options menu:
Oct 15, 2009 - May 31, 2010 —
& Refresh Page

Cost Code Maintenance
Project Accounting Maint
Project Address

Project Location Map
Competitive Bid Analysis
Project Analysis

A CIEST i Y

Project Setup



Project Setup
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Of Particular Note
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The Options menu for the Project Setup document initially offers the
following choices after you save:

hENT HEADER

B3

G Bago o

Alerts

Adventure Works
View Changes
Initial Budget
Clear Budget
Change Project ID
Delete Project

S -

Focus on Doc Types and Project Workflow

@ indicates the Source Contact (person/company with whom
you have the contract) for this document. This option appears
only after you look up a choice for the Customer.

The | ", option to open the Initial Budget document (see page
38) appears only if the status is not yet Committed.

After you set the status to Committed (and save), the Initial

Budget option is replaced with a #¥Create Pay Application
option (see page 43):
HEADER

Alerts

Adventure Works
View Changes

=Hr A

&

B3

Uncommit Project
Clear Budget
Change Project ID
Delete Project

e B EELS e

#)
1

An option to @'- Uncommit Project may appear after the status
is set to Committed, depending on your permission level. This
option

o sets the document status back to In Process;

0 creates and posts a budget revision with the contract
value (and revenue, if applicable) netted out;

0 adds a revision to the Project Setup document;

o flushes the project metrics cache (KPI, Cost Analysis,
etc.)

The option to & Change Project ID may appear, depending on
your permission level. This option allows you to change the
Project ID:

Change Project ID x
CURRENT ID: GC504
NewD:| 2 -]
[]Check this box to confirm
OK | Cancel |

Fowsred
S PAITEIRE

Project Setup



Statuses for
Project Setup
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By default, after you save the document, the Status drop-down offers the
following choices:

STATUS |In Process -

Tip
A “Project Log" is offered
by sfPMS. See the

Spitfire Reports technical
white paper.

In Process

Canceled

Committed
Plan

Once a project is Committed, you change Items through
Change Orders (see page 156). In addition, the drop-down
offers different choices:

STATUS | Committed -

Cormmitted
Completed

Most of the time during your project, the document status will be
Committed.

Canceled and Completed are final statuses, which close the
document, making it read-only. When a Project Setup document
is Canceled or Completed, it can no longer be changed.

In Process <

»
»

A 4

Committed
Plan \ Completed

Canceled

A 4

Focus on Doc Types and Project Workflow
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The Project
Dashboard
Options Menu

When you first save your new Project Setup document, sfPMS creates
the Project Dashboard for that project. There is one dashboard for each
project. At the top of the Project Dashboard is the Options Menu,

accessed through ", which leads you to various project data:

~Catalog | Contacts
5C-504 - East Side Towe Oct 29, 2014 - Oct 29, 2014
DOCUMENTS = BUDGET - 1 Of & Refresh Page =
Type ] WF" oo Doc No Description Date R
P |Bid 0 0001 Initial Budget 10/29/20 Cost Code Maintenance
Project Accounting Maint
| |Budget 1

KEY PERFORMA Project Location Map
COST ANAL Competitive Bid Analysis

=

TEAM CIRG, Project Address
@
&

FI| 3| project Analysis

Project Setup

ES

B Change Item Register
E Submittal ITem Register
(]

Change Order Markup

Note: the Project Options menu is slightly different on an Equipment
Project Dashboard (see the technical white paper Data and Equipment

Projects):

& Refresh Page
Use this option to refresh data on the Project Dashboard.

Cost Code
Maintenance

Use this option to review and edit the Cost Codes in your project through
the Cost Code Maintenance window.

=] G003 Cast Code Maintenance = [
MAINTENANCE B=
Cost Copes [ Descr —
STaTUS [ soviwme [ @2
[ SHow AcTuAL DATES PEr PaGE [
FIND: [ 20D

Scheduled Scheduled
Start Finish

L |[eCrr103 4 |[Aotve ] [0 [[FoedPrice  [v] || I
L[ £ |[aeive ] [0 [FoedPrice [~] | |

Cost Code |Description Contract Type
[Project | L]
[ [+]

UOM |SOV Line Status % | Costing Method

|@eneral Canditions

1 E A
1 = @A

You can edit the following information for your Cost Codes:
e Description
e Contract Type
e UOM (Unit of Measure)
e SOV Line

e Status (Active, Inactive or Plan)

Focus on Doc Types and Project Workflow Project Setup
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e % (Percent Complete)
e Costing Method
e Scheduled Start and Scheduled Finish dates
M Project
Accounting Maint

Use this option to open the Project Maintenance window in Microsoft
Dynamics SL, if your site is integrated with Microsoft Dynamics SL.

& Project Address
Use this option to display the project’s address.

PROJECT ADDRESS E

CONTACT| Jim Sparkle

company | Northern Lights

ADDRESS | 1000 Electric Lane

[Portland ,JOR " [10504
PH/FAX| /|

Update the Site address on the Project Setup document Address Tab
Pewarad
™
SAITFIRE

@ Project
Location Map

Use this option to see the project location (as indicated in the project
address) in Google Maps.

2 Competitive Bid

Analysis
Use this option to open CoBRA (the Competitive Bid Response Analysis
workbook). This Microsoft Excel workbook will contain a tab for each Bid
Package document in your project. For more information, see the Bid
Package — RFQ Processing white paper.
] Project
Analysis

Use this option to open the BFA worksheet in Project Analysis mode.
For more information, see the Focus on Forecast and Analysis and
Focus on the BFA Workbook guides.

& Project Setup
Use this option to open the Project Setup document for this project.

Focus on Doc Types and Project Workflow Project Setup
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Register

Page 33

Use this option to open the Change Item Register for the project (see

page 154).

=| Change Item Register- Open

DOCUMENT HEADER

Quote| Expense | Margin | Amount

electrical work
req...

Sub: Additional
work to meet

6/9/2006 6/9/2006

6/9/2006 ||Requestsd

$0.00

$700.00| $550.00($1,250.00

$1,200.00| $475.00$1,675.00

$1,900.00|$1,025.00|$2,925.00

Attachments | Route Detail

Name ‘ﬁzz Note Ttem ‘lnd ‘Seq ‘Cahlngad
OEdEE ke
MNote: Some attachments are hidden.
SAiTEIRE

CH|

Submittal
Register

Use this option to open the Submittal Iltem Reqister for the project (see
page 90).

=| Submittal ITem Register- Open E‘Eu
DOCUMENT HEADER =HIY
“ Ttems ‘ Notify A‘
[Eé Ttem |Cost Code Spec Para Rev |Description |Ttem Type Responsible Due Status
b a
[oso- & il i =
i 00004 ::\O;;m £l [ |Hardware [Broduct Data ~] E:::.r:uim::hAm)@ [ Eopen
v [osioo- o[ m s and Jillian Smart o 2
i oooos | 0 & h;ﬁ?;r/ [Product Data Ldﬂ"mmmﬁm.. [ [ |open
>
. 123451 20 leurins s | [ Kokt pevica 2 2, Gpen
| 4
’ 123057 203 [ pterence /| bl Becric 2
" [eos- 2[4 ey [Able Electric -
E 123530 #! L o([1599 5 P gmﬂ;r/ [samples Lueﬂmt el [ Open
>
i 12346-1) 23 [ |concrete ::‘;"h:“"::;"‘::;v':;""g P
‘ Attachments . Route Detail ‘ ‘
= Seq To Status Ins Rsp Notes Due
= ‘ o tg‘m::ninjenl) Responded [ | ‘ 2 Acted: Feb 02 13:44
W This STace [ comFoenmaL PricrITY  |Medium .

Focus on Doc Types and Project Workflow
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& Change Order

Markup
Use this option to open a list of all markups designated for Cost Code
and Account Categories used in Change Order Budget Entries. (For
more information, see the Change Order Management white paper.)
=| Change Order Markup - GC003 = | ] |
PROJECT CHANGE ORDER MARKUP H]
PROJECT: |GCO03
o Cost Code Account Category Markup %
02200- Equipment Costs Rental |20.000
02200- Direct Labor 40.000
03200- Material - Permanent 10.000
13000~ Subcontractor Cost 25.000
06200- Material - Permanent 10.000
03200- Direct Labor 30.000
03200- Equipment Costs Rental |10.000
02200- Material - Permanent 10.000
06200- Direct Labor 40.000
FPowpred
S AITFIRE
=Equipment
Profitability

Use this option to view the Equipment Profitability report. It is available
only on an Equipment project. (For more information, see the Spitfire
Reports technical white paper.)

Focus on Doc Types and Project Workflow Project Setup
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The Project Setup Info document contains more information about a
project than could be entered on the Project Setup alone. The Project

Setup Info document is us

ually customized.

=| Project Setup Info-

DOC#IUU[H

Project Setup 0001

DOCUMENT HEADER

=N X

=Hr A

SOURCE# |

PROJECT|GC-506

Project Setup 0001

DESCRIPTION |P roject Setup D001

STATUSI Open . L]

DATE|10/29/2014

Details Motes

NOTES

B Due

Added

By Remark

Attachments

Name

__ |Project Setup 0001
= |Project Setup - 0001

B4 B

Route Detail

Size |Mote Incl Seq Cataloged

Bustn Linked INot Sent -

e

e

£ 10/25/2014

S|

Where It Fits In

The Project Setup Info document is automatically created and attached

to a Project Setup docum
Project Setup Info docum

attachment.

Focus on Doc Types and Project Workflow

ent, when the Project Setup is first saved. The
ent, in turn, has the Project Setup as an

Project Setup Info



Opening the
Project Setup
Info

Project Setup
Info Options
Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.
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You cannot create a Project Setup Info document from the Project
Dashboard, therefore you will not find it on the Project Dashboard menu.
If the Project Setup Info Doc type has been made site-active, a Project
Setup Info document will be automatically attached to each Project Setup
document.

You can open the Project Setup Info document, as often as needed, from
the Project Setup document.

To open a Project Setup Info document:

1.
2.

Open your Project Setup document (see page 28).

Go to the Attachments tab and find the Project Setup Info
document.

Click = to open the Attachments Options menu, then select EE:
Open Attachment:

Attachments Route Detail

Name

Project Setup 0001
Project Setup Info - 0001

The Project Setup Info document will open.

Add information to the document, add attachments and create a
route as appropriate.

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status.

The Options menu for the Project Setup Info document offers the
following choices after you first save:

ICUMENT HEADER

EH A

=3
.t

yo Alerts
Copy this Document
View Changes

Focus on Doc Types and Project Workflow
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Statuses for
Project Setup
Info
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By default, the Status drop-down offers the following choices:

STATUS |Open -

Focus on Doc Types and Project Workflow

Closed is a final status, which closes the document. When a
Project Setup Info document is Closed, it can no longer be

changed.

Open

A 4

Closed

Project Setup Info
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Budget documents detail the original and current anticipated spending
for your project through corresponding BFA workbooks.

-

-

=| Budget- In Process = | G |
Budget 0002
For more information, DOCUMENT HEADER =Bra
see the Focus on
Budgets and Period Doc#|0002
Distribution guide. PROJECT|GC-003 Northarn Lights Office Bldg
DESCRIPTION |[Budget 0002
TYPElManuaI Revision |v
SFATUSIIn Process|v| @
DATE|10/29/2014 ®  pue |[10/30/2014 =
Details Notes
(@E9-o-- SfBFAL - Microsoft Excel =] = .
m Budget Spitfire BFA Export Settings Acrobat & e = @
lgAdd Rows °:\ Import Wizard f-}Assign Reversal Account
}Delete Rows a;j Copy Existing
Budget Create/Copy Budget Revision
A3 - Fx
A B F H J L 0 P T <
1 | e copmipte 2002012 Spitie Managemens, L4 AR Bights Beserved (Wl
2 DEMO Revise Budget (0002) (N,Y)
3 |Northern Lights Office Bldg
4 GC-003
5 |Totals as of: 9/27/2013 @ 10:14 AM $750,000.00) $750,000.00 $27,202.50 $575,000.00 $575,000.00
6 Filter: Show All $750,000.00) $750,000.00 $27,202.50 $575,000.00 $575,000.00]) =
Unit of Original Current Actual
Cost Codes Description it o Orginal Units Revenue Revenue clua Ornginal EAC | Current EAC
Measure Revenue
. Budget Budget
9 |ooooo Project 0.00 §750,000.00) $750,000.00( $27,202.50 $0.00 $0.00
11 01000 General Conditions 0.00 $0.00 $0.00 $0.00 $16,250.00 $16,250.00] —
15 01700 Contract Closeout 0.00 $0.00 $0.00 $0.00 $0.00 $0.00
17 02000 Site Work 0.00 $0.00 $0.00 $0.00 $73.875.00 $73.875.00
18 02000 EQ RENTAL LS 0.00 $0.00 $0.00 $0.00 $6,126.00 $5.126.00 4
19 02000 LABOR HR 0.00 $0.00 $0.00 $0.00 $18,750.00 $18.750.00
20 02000 MTREL PERM LS 0.00 $0.00 $0.00 $0.00 $60,000.00 $60.000.00
21 02000 OTHER LS 0.00 $0.00 $0.00 $0.00 $0.00 $0.00
22 02000 EQ PARTS LS 0.00 $0.00 $0.00 $0.00 $0.00 $0.00
23 02000 REVENUE LS 0.00 $0.00 $0.00 $0.00 $0.00 $0.00
24 02000 MTRL EXPEND LS 0.00 $0.00 $0.00 $0.00 $0.00 $0.00
25 02050 Demalition 0.00 $0.00 $0.00 $0.00 $0.00 $0.00
28 02200 Earthwork 0.00 $0.00 $0.00 $0.00 $0.00 $0.00
30 02500 Paving & Surfacing 0.00 $0.00 $0.00 $0.00 $0.00 $0.00
[+] | 3203000 Concrete 0.00 $0.00 $0.00 $0.00 $23,750.00 $23,750.00] ~
4 4 r ¥ | Data <Sefip’” Executive Overview [ ] []a] [ | »
Status Bar Step Count: 23 [ |[Eom 100% =) {J (+)

Focus on Doc Types and Project Workflow
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Where It Fits In

An Initial Budget document, with a blank BFA workbook, is created when
you first save a Project Setup document; however, any number of
Budget revision documents (and revised BFA workbooks) can be created
throughout your project. You can create Budget revisions as needed. In
addition, several Doc types (Change Orders, CCOs, Period Distributions
and Commitments) can also create budget revisions.

Budget Type

With the exception of Manual Revision, the Type field on the Document
Header is populated automatically based on how the Budget document

was created. Type can indicate that the Budget document was created

from the Project, a CCO, a Change Order, a Commitment or a Period
Distribution. If you create a Budget Revision document yourself

(through D), the Type field will start out blank, but you can select the
appropriate type of “Manual Revision”.

TYPE |F'r0ject j

Manual Revision
CCO

Change Order
Commitment
Period Distribution

Project

Fiscal Period

The Period field on the Details tab is used to indicate the fiscal period to
which the approved budget should post. The Period can be changed for
budget revisions, in the format YYYYMM (for example, 201103 for March
2011). The current year and month appear as the fiscal period by default
on the Initial Budget.

Details Notes

PerioD|201411

Creating the
Initial Budget

A blank Initial Budget document is created automatically when you first
save a Project Setup document.

There are two ways to open the Initial Budget document in order to
access the BFA workbook.

e From a Project Setup document that has not yet been
Committed.

e From the Project Dashboard.

Focus on Doc Types and Project Workflow Budget
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To open the Initial Budget from the Project Setup document:

1. Open the Document Options menu on the Project Setup and
select Initial Budget:

=] Project Setup- In Process = | B S
Project Setup 0001 o
DOCUMENT HEADER =HrA
‘o Alerts =
CONTRACT @ Adventure Works
No. 4 View Changes
PROJECT|GC-506 J
LRESSRIETQNIEIIRSL SEIUR QR

The Initial Budget document will open. You can close the Project
Setup window.

2. Continue with step 2 in the following instructions.

To open the Initial Budget document from the Project Dashboard:

For more information
about budget option, see
the Focus on Budgets
and Period Distribution
guide.

For more information
about attachments, see
the Focus on Files
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.

Focus on Doc Types and Project Workflow

1. Select Budget on the Documents Menu then click E
GC-504 - East Side Towers
DOCUMENTS L= BUDGET - 1 OPEN DOCUMENTS

Type W’: o= Doc No

P |Bid

Budget

Description Date Due

0001

Initial Budget 10/29/2014,
TEAM CONTACTS

2. (optional) If you want to designate a different fiscal period for the
budget, change the Period field on the Details tab.

3. Click ﬂ (found on the Mid-section tab line) to open Microsoft

Excel. An empty BFA workbook will appear.

4. Enter data for your budget through one of the options found on

the Budget ribbon on the worksheet.
|._7| =] = SfBFAL - Microsoft Excel

Budget Spitfire BFA Export Settings
%o AddRows  S™Import Wizard '
3’\ Delete Rows 9,; Copy Existing

N A N NN N NN

EBudget Create/Copy Budget Revision
Note: if you use the Import Wizard option, you can import data
from a file in your Spitfire Catalog.

5. Close and save the Microsoft Excel workbook. Back at the

Budget document you will notice that ﬁ has changed to ,31.

6. Add other information to the document, add attachments and

create a route as appropriate.

7. Either route the document to another person or save the

document, then close the document window.

8. You can reopen the document as needed to make changes to it

and to change its status. When the Budget status is Approved,
you will not be able to make any more changes to it.

Budget

AN



Creating Other
Budget
Documents

For more information
about rules, see the
Rules and Rule Values
technical white paper.

Budget Options
Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and ltem
Basics guide.

Of Particular Note

Statuses for
Budgets

A “Budget Revision
History” report is offered
by sfPMS. See the

Spitfire Reports technical
white paper.
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You can create more Budget documents as needed by selecting Budget

on the Project Dashboard Documents menu then clicking | <. However,
you may have only one “open” Budget document at a time—i.e., as long
as the document status is In Process or Pending you cannot create a
new Budget document. Each new budget begins with a snapshot of the
project budget to date.

Note: the BudgetConfig | PreventNegativeEAC rule prevents approval
of a budget revision if the revision causes a line to become negative.

The Option menu for the Budget document offers the following choices
after you save:

IMENT HEADER = A
'o  Alerts
Copy this Document

o

Microsoft Dynamics SL
View Changes

»:9

o ™ links to Microsoft Dynamics SL or Acumatica Cloud ERP (if
your site is integrated with an accounting system).

By default, the Status drop-down offers the following choices:

STATUS |In Process -

Canceled
Pending

e Once you set the status to Approved, the budget is posted to
Microsoft Dynamics SL, and the Budget document and
corresponding BFA workbook become read-only.

e Canceled and Approved are final statuses, which close the
document. When a Budget document is Canceled or Approved,
it can no longer be changed.

| v

In Process Pending Approved

A 4

A 4

Focus on Doc Types and Project Workflow Budget
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Pay Application

Overview
Pay Application documents are used to create and track the SOV
(Schedule of Values) based AR billings for your project, through the SOV
workbook.
=| Pay Application- In Process = | B S
Pay Application 0002
DOCUMENT HEADER =0ra More information about
the Schedule of Values
Doc# 0002 INVOICE# (000707 and the SOV workbook
PROJECT |GC-003 Northern Lights Office Bldg can be found in the
DESCRIPTION [Pay Application 0002 Focus on SOV Billing
RESPONSIBLE |[Elizabeth Keyser-Rubble pa guide.
STATUSIIn Process| v e
DaTE|10/29/2014 :]
Details | Notes = Addr  Dates .
ARCH PROJECT [9812345-1987
|._7| = . B —— SfSOVBillingl - Microsoft Excel Lo B
g Spitfire SOV Copy In BFA Billing Export Acrobat & e o B ER
1;‘Add Mew Rows %alnser‘t Header Row .}25 ﬁFinal EBilling @Project Summary E §Site Settings EAbout Spitfire
EﬁDeIete Rows [zt Insert Sub Total Row ':ng Release By Percent | [§§f] SOV Print
25 Sort By Number E Expose Hidden Column
I Work with Rows Billables Retention Presentation and Invoice Site Settings About Spitfire
N5 - i
A B C N o] P Q R S -
1 | @ Copyright 2007-2012 Spitfire M t, LLC. All Rights Reserve
2 Project No. GC-003 This 4
3 App. No. 0002
Control _— Previous Prior % . .
. ltem No. No. Description (T e Billed Units Work Completed | Stored Material | To Date % 3
5 (000100 000100 General Conditions $1.250.00! 5.% 0 $11.250.00 $0.00 50.%
6 000200 000200 Site Work $0.00 0.% 0 $3.000.00 $0.00 5.%
7 000300 000300 Concrete $0.00 0.% 0 $0.00 $0.00 0.%
8 000400 000400 Masonry $0.00 0.% 0 50.00 $0.00 0.%
9 000500 000500 Metal $0.00 0.% 0 50.00 $0.00 0.%
10 000600 000600  |Wood & Plastics $0.00 0.% 0 50.00 $0.00 0.9
11 000700 000700 Thermal & Moisture Protection $0.00 0.% 0 $0.00 $0.00 0.%
12 000800 000800 Doors & Windows $0.00 0.% 0 50.00 $0.00 0.%
13 000900 000900 Finishes $0.00 0.% 0 50.00 $0.00 0.%
14 001000 001000 |Window Treatments $0.00 0.% 0 50.00 $0.00 0.%
15 001100 001100 Security System $0.00 0.% 0 50.00 $0.00 0.%
16 001200 001200 Scaffolding $0.00 0.% 0 50.00 $0.00 0.%
17 001300 001300 Mechanical $0.00 0.% 0 50.00 $0.00 0.%
18 001400 001400 Electrical $0.00 0.% 0 50.00 $0.00 0.%
19 Add: Double click on this row
20
23 Current Contract Total $1,250.00 0.17% 0 $14,250.00 0.00 2.07%
24 New COs Line Amount $0.00 0.00% 0 $0.00 0.00
26 Current SOV Total $1,250.00 0.17% 0 $14.250.00 0.00 2.07%
27 This Application Retention L
28 Current Payment Due | =
4 4 » M| Application Worksheet %1 M4 [uw] »
Ready | 3 | |[E@@m 100% (<) Y] )
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Where It Fits In

Optional Tax
and Retention
Fields

See the Focus on
System Administration
guide for more
information on
customization.

Creating a Pay
Application

Page 43

The first Pay Application document is created from a committed Project
Setup document. The corresponding SOV workbook can be loaded from
the Project Setup revenue Items, a summary of Commitments, the
project budget or other user input. Each subsequent Pay Application
document is created from the previous Pay Application document,
creating a chain. You can have any number of Pay Application
documents. You can also have more than one Pay Application chain.

Through customization, a sales tax rate field (and corresponding tax 1D
lookup) and/or retention fields for work and materials can be included on
your Pay Application document. These fields are populated by the
Project Setup document but can be overridden on the Pay Application.

(See also page 26).

Details Notes Addr Dates

Tax ID|WA1726 £ Seattle
Tax RaTe|  8.800000

RETENTION 15 9% - MATERIALS: 15

BT Y T e

F

The way you create the first Pay Application is different from the way you
create other Pay Application documents.

Note: The Project Setup document must be Committed before you can
create the Pay Application and SOV for the project.

To create the initial Pay Application and SOV:

1. Open your Project Setup document (see page 28).

2. Open the Document Options menu and select | “& Create Pay

Application:
=] Project Setup-Committed = | B ||
East Side Towers
DOCUMENT HEADER =Hr A
;o Alerts
CONTRACT o Adventure Works
NO. % View Changes
PROJECT|GC-504 J

DESCRIPTION [East Side Towers B~  Uncommit Project

3. The Pay Application document will open. The Bid document, if
there is one, will appear as an attachment. You can close the
Project Setup document window.

Focus on Doc Types and Project Workflow Pay Application




TIP

A confirmation box will
also appear if the tax rate
for a Tax ID changes in
an integrated accounting
system causing a
discrepancy.
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(optional) Change the Description.
On the Dates tab, fill out the Start and Finish Application dates.

(optional) Add other information for your pay application,
including sales tax info and retention percentages, if applicable.

Click H to save the document.

Click ﬁ] to open the SOV workbook. The SOV takes certain
information from the Project Setup document including Items, if
any.

If there is a discrepancy between the sales tax rate on the Pay
Application and the Project Setup documents, a confirmation box
will appear, for example:

Confirmation ~ Sales Tax for this Par Application I.&J

The Pay Application Document Tax is:
Tax ID: WAS131 ~ Rate: 8.50%

The Project Setup Document Tax is!
Tax ID: WALT25 ~ Rate: 8.80%

Select "Yes' to use the Pay Application Document Amount
Select 'No' to use the Project Setup Document Amount

o If you want to use the information from the Pay

Application, click .

o If you want to use information from the Project Setup

document, click L N ]

o0 Note: if there is a sales tax ID and/or rate on only the
Project Setup or the Pay Application, that information will
be used in the SOV and you will not see any
confirmation box.

Note: If you did not enter retention percentages on your Project
Setup document, nor on the Pay Application, the retention of
zero is used.

If you did enter retention percentages on the Project Setup but
there is discrepancy between that information and the retention
on the Pay Application, a confirmation box will appear, for
example:

Pay Application
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Confirmation ~ Default Retention for New Items &J

The Pay Application Document default Retention for new item(s) is:
Work: 11.00% - Material: 9.00%

The Project Setup Docurnent default Retention for new item(s) is:
Werk: 11.00% ~ Material: 11.00%

Select "Ves' to use the Pay Application Document Amount
Select 'Mo’ to use the Project Setup Document Amount

Mote: The Retention percent on existing items is carried forward from the prior
Pay Application

o If you want to use the information from the Pay
Yes

Application, click

o If you want to use information from the Project
Setup/Contract, click .

0 Note: if there is retention information on only the Project
Setup or the Pay Application document, that information
will be used in the SOV and you will not see any
confirmation box.

o Note: changes made to retention affect only new items
in the SOV, retention on existing items (from prior Pay
Applications) is not changed.

TI , 9. Edit the SOV workbook, if appropriate, then close it. When
For information about the

SOV workbook, see the prompted to save, click ¥es___J. After you save the
Focus on Schedule of workbook, the icon back on the SOV document will change to
Values (SOV) Billing %] vou can subsequently click 1 to access the SOV

guide. workbook.

10. Add other information to the document, add attachments and
create a route as appropriate.

11. Either route the document to another person or save the
document, then close the document window.

12. You can reopen the document as needed to make changes to it
and to change its status.

0 The SOV must include a Revenue Code and an Account
Category for each row before it can be Invoiced.

0 When the Pay Application is Printed or Invoiced, a new
Pay Application can be created.

0 When the Pay Application status is Completed, the
document can no longer be edited.

Focus on Doc Types and Project Workflow Pay Application



To create subsequent Pay Applications:

Pay Application
Options Menu
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1. Open the current Pay Application document (provided its status

is Printed or Invoiced).

Click = to open the Document Options menu and select |5

Create Pay Application:

=| Pay Application-Printed
Application 0001

Doc# |0001

DOCUMENT HEADER

PROJECT|GC-003

Jo  Alerts
Invoice Status

N

The new Pay Application document window will appear.

The Option menu for the Pay Application document offers the following
choices after you save:

MENT HEADER =

o

-

a
.

X

Alerts

Invoice Status
Northern Lights
View Changes

b A

Of Particular Note

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Focus on Doc Types and Project Workflow

Li ] provides information on the invoice, once it has been sent to
your integrated accounting system (if integrated).

*# indicates the Source Contact for the Pay Application, which
is typically the same as the project customer.

After you change the Pay Application’s status to Printed or
Invoiced, the Options menu offers an additional choice:

UMENT HEADER

S

ro Alerts

© 1nvoice Status
&Y

@ Northern Lights
4 view Changes

If you set the Pay Application status to Invoiced and the invoice
has been posted in Microsoft Dynamics SL (integrated sites
only), the Options menu offers a new choice:

CEa
fo  Alerts
N
a Create Pay
Application
@ Northern Lights, Inc.
' View Changes

“ allows you to Reverse a posted, invoiced Pay Application.

Pay Application




Statuses for
Pay
Applications

If you are integrated with
Microsoft Dynamics SL,
you can use the
SOVConfig |
SOVExportToFB rule to
enable the “Acquire
Invoice Number” option
on the SOV workbook.
This option changes the
status of the Pay
Application to Invoiced
and provides an Invoice
number from Microsoft
Dynamics SL For more
information, see KBA-
01326 and KBA-01153
as well as the Focus on
Schedule of Value (SOV)

Billing guide.
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By default, the Status drop-down first offers the following choices:

STATUS |In Process -

In Process

<
<

A 4

_________________________________ >

In Process

Canceled
Draft

In Process allows full editing.

When you set the status to Draft (and save), the SOV workbook
and some fields of the Pay Application document become read-
only. In addition, the Status drop-down offers new choices:

STATUS | Draft -

In Process
Canceled

Cumileted

Invoiced
Printed

The document must be set to Printed or Invoiced before you
can create another Pay Application document.

When the Pay Application document is Invoiced, SOV data is
exported to Microsoft Dynamics SL Flexible Billing (if integrated).
After the invoice is posted in Microsoft Dynamics SL, you can
return the status to In Process by choosing the Reverse option
from the Options menu (shown on the previous page).
Reversing in Spitfire creates a reversal invoice in Microsoft
Dynamics SL, which must then be posted.

When the status is Invoiced, the Status drop-down changes
again:

STATUS | Invoiced -

Cnmgleted '

Completed is a final status, which “closes” the document. When
a Pay Application document is Completed, it can no longer be
changed.

Through Reversal

Invoiced

Through SOV
/ 4

Printed

Canceled

Focus on Doc Types and Project Workflow

A 4

Completed

\ 4

Pay Application
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Lien Waiver

Overview

Where It Fits In

Creating a Lien
Waiver

Focus on Doc Types and Project Workflow

Lien Waiver documents largely serve as “wrappers” for routing outbound

lien waiver files.

" [E] Lien- New = | B S
Lien 0001
DOCUMENT HEADER =llra
|
Doc# |0001 SOURCE# |
PROJECT|GC-003 Northern Lights Office Bldg
DESCRIPTION |Lien 0001
S‘mTUSIOpen v] ©
DATE|10/30/2014 E  pue [10/31/2014 :]
Notes A
NOTES g
& Added By Remark
Attachments Route Detail
e Name Size |Note |Incl Seq  |Cataloged
= a CONTOS0_450DB 114KB |onbract INat'l'u'e e & 5 |12/12/20064
XS B fe
SRITFIRE
4 »

Lien Waivers can be created at any time and as often as necessary.

Note: PAPTSs, associated with Pay Applications, can include outbound

lien waiver information also.

To create a Lien Waiver document:

1. Click | £ at the Project Dashboard to start a new Lien Waiver

document.

2. (optional) Change the Description.

Lien Waiver



For more information
about attachments, see
the Focus on Files,
Attachments and the

Catalog Dashboard
guide.

Lien Waiver
Options Menu

TipP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Lien Waiver
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Click H to save (and actually create) the document.
Add information to the document as appropriate.

On the Attachments tab, attach one or more files to the
document.

o Click D to attach files from the Spitfire Catalog.

o Click E to upload or scan files from your computer.
Create a route, if necessary.

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status.

The Options menu for the Lien Waiver document offers the following
choices after you first save:

UMENT HEADER

&=

I
ati

io  Alerts
Copy this Document
View Changes

By default, the Status drop-down offers the following choices:

STATUS |Open -

k=
Closed

Closed is a final status, which closes the document. When a
Lien Waiver document is Closed, it can no longer be changed.

Open Closed

\ 4
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Schedule

Overview

The Schedule document primarily functions as a “wrapper” for routing
attached schedule files in Microsoft Word, Excel, or Project or created by
another scheduling software application.

=| Schedule- Current =NaCh X
Schedule 0001 =
DOCUMENT HEADER =Hra
Doc# (0001
PROJECT |GC-003 Narthern Lights Office Bldg

DESCRIPTION |Schedule D001

STATUSICurrent w ﬁ

DATE |10/30/2014

=

A
Attachments Route Detail
= a Name Size |Note|Incl Seq Cataloged
=8 | f"’a,';tl”‘d’-“"““d”'e"’dr 23KB INative v|| & < |4/20/2007,
0 Bla fe
P Powseity | 7
4 »

Where It Fits In

A project can have one or more Schedule documents, created as
needed.

Creating a
Schedule

Schedules are often created early in the project’s life cycle.

To create a Schedule document:

1. Click | at the Project Dashboard to start a new Schedule
document.

2. (optional) Change the Description.

Click H to save (and actually create) the document.

3.
4. On the Attachments tab, attach one or more files to the

For more information document.
about attachments, see
the Focus on Files,
Attachments and the

Catalog Dashboard
guide.

o Click EI to attach files from the Spitfire Catalog.

o Click E to upload or scan files from your computer.

Focus on Doc Types and Project Workflow Schedule



Schedule
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and ltem
Basics guide.

Statuses for
Schedule

Focus on Doc Types and Project Workflow
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Create a route, if necessary.

6. Either route the document to another person or save the
document, then close the document window.

7. You can reopen the document as needed to make changes to it
and to change its status.

The Options menu for the Schedule document offers the following
choices after you first save:

JMENT HEADER CGH 4

i@ Alerts

= Copy this Document
4 View Changes

By default, the Status drop-down offers the following choices:

STATUS |Current =

Histug

e History is a final status, which closes the document. When a
Schedule document is History, it can no longer receive
attachments.

Current History

A 4

Schedule



PunchList

Overview

Where It Fits In

For more information
about automatic
workflow, see the ATC
Scripts and Automatic
Workflow technical white
paper.

Focus on Doc Types and Project Workflow
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A PunchList document is a type of “to-do” or checklist document.

=| Punchlist- Open l = | & g
Inspection Items
DOCUMENT HEADER =Hr A
N
Doc#|0003
PROJECT|GC-D03 Northarn Lights Office Bldg
DESCRIPTION |In5pection ltems .
Quick
status[Open |v] @ Edit
Mode
DATE|10/12/2014 B Due [1113/2014 i
Items A
m =lo Ttem Description Status
[ b4 > m I 3-1 Sprinkler Control / m
15t Floor 7 » m ") 3-2 Security Guard Station Yd m
~2nd Floor _» ﬁ 3-3 Thermostat / m
A A . m ') 3-4 Rock fountain s IOpen w
..... oot M » ﬂ i) 3-5 Fipe Stand‘,f ICIusBd W
. m i) 3-6 HVAC Override control s IOpen W
12
Attachments Route Detail
) a Name Size |Note |Item Incl Seq Cataloged
= a ‘jl Invoice 27407 1.9ME | eaztwoca I e INDt Sent | v || & = |10/2/2006,
X owldE fo
SPiTFIRE
4 »

Once you have a project, you can create a PunchList either manually or

through automatic workflow.

You can create as many PunchList documents per project as needed.

PunchList




Creating a
Punch List

You can save time by
creating a template
punch list and then
copying and pasting
those Items where
needed. See the Focus
on Document and Item
Basics guide for more
information about
copying Items.

Punchlist
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Of Particular Note

Statuses for
PunchlLists
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PunchLists can be created at any time during the project’s life cycle.

To create a PunchList document manually:

1. Click | £ at the Project Dashboard to start a new PunchList
document.

2. (optional) Change the Description.

Click H to save (and actually create) the document.

4. On the Items tab, add your Punchlist Items. You will be able to
“check off” (close) the Items as needed throughout the project.

5. Add other information to the document, add attachments and
create a route as appropriate.

6. Either route the document to another person or save the
document, then close the document window.

7. You can reopen the document as needed to make changes to it
and to change its status to Closed. Once Closed, the document
becomes read-only.

The Options menu for the Punch List document offers the following
choices after you save:

DCUMENT HEADER [E =1
‘o Alerts
Report
= | Copy this Document
4 View Changes
e =/ Report opens a Spitfire Generic Print report that displays the

Iltems on the document.

By default, the Status drop-down offers the following choices:

STATUS |Open -

Closed

e Closed is a final status, which closes the document. When a
PunchList document is Closed, it can no longer be changed.

Open Closed

A 4
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Meeting Minutes

Overview

Because the label for
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Meeting Minutes documents track project meetings.

=

=| Meeting Minutes- New @M
Meeting Minutes 0018
DOCUMENT HEADER = ﬂ, A
Doc# 0018
PROJECT|GC-003 Narthern Lights Gffice Bldg

SuBJECT|Meeting Minutes 0018

STATuslAgenda v
DaTE[10/30/2014 B scueouen [103012014 0000 B

this date field is based
upon status and is hard-
coded, it cannot be
customized. Itis the
DocHeader_Due field.

Where It Fits In

For more information
about automatic
workflow, see the ATC
Scripts and Automatic
Workflow technical white
paper.

Details Notes Attendees Items =
5 ‘l ttendee Present Regular Note
¥ m lan Steiner [ [l ;
y m my Rusko [ W ;
f m hris Demao [ W ;
f m ndrew Carothers E E /
Attachments Route Detail
E Seq |To Status Ins |Rsp MNotes | Due
— 1 Chris Demo m I :lv Due: Oct 20 14:05
=it [Superintandsnt) 9 4 Viewed: Oct 30 14:05
_ Alan Steiner l—_[ . ] .
— m z Alan Steiner (Architect) Pending hd / / Due: Oct 31
p— m 2 |Amy Rusko IPending hd / / Due: Oct 31
— Andrew Carothers I—_[ d 4 .
e m 2 [Project Assistant) Pending hd / / Due: Oct 31
— Chris Dema l_—_[ 4 4 .
— m 3 o ent) Pending b / / Dua: Oct 31
W This STace [ conFpenTaL PRIORITY IMedium v
SAITFIRE
4 >

A project can have as many Meeting Minutes as needed. Meeting

Minutes can be created manually or through automatic workflow. One
Meeting Minutes document can create the next Meeting Minutes
document in a chain.

Focus on Doc Types and Project Workflow Meeting Minutes
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Meeting
Minutes
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Meeting Minutes can be created at any time during the project’s life

cycle.

To create a Meeting Minutes document manually:

1.
2.
4,
For more information
about the Items tab, see
the Focus on Document
and Item Basics guide.
5.
6.
7.

Focus on Doc Types and Project Workflow

Click | at the Project Dashboard to start a new Meeting
Minutes document (if it is the first one in a chain).

(optional) Change the Description.

Click H to save (and actually create) the document.

On the Attendees tab, you can add names by using any
combination of the following:

0 Click | 2 to look up a person and uncheck that person as
a Regular, if appropriate. Regular attendees will be
carried over to the next meeting document.

0 Click | & and then Ei to switch to “freeform” mode.
Freeform allows you to enter any name, even names
that are not included in your system Contacts. Adding a
name in this freeform name does not add the name to
sfPMS.

o Click * to open the multi-select window, from which you
can select multiple people at a time.

Details Notes Attendees Items

::® Attendee Present rgular Note

PRI P i} 7 ’
Lookup Dialog ®
Active Contacts -
[] ALL FILTERS Refresh
USER NAME
Done
W -

E  userName Source External ID By
o | |
[] |A. Datum Corporation Customer |CO010
[] |Aaron Grant
[] | Able Electric

On the Items tab, add agenda items for the meeting:

Note: when you save, a “« icon will be added to the Item Detail
view. You can use that icon to add formal remarks related to the
specific Iltem. Both remarks and notes remain with the Item if the
Item is carried over to another Meeting Minutes document.

Add other information to the document, add attachments and
create a route as appropriate.

Either route the document to another person or save the
document, then close the document window.

Meeting Minutes
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You can reopen the document as needed to make changes to it
and to change its status to Meeting Completed when
appropriate (see the next section).

To create a “chain” of Meeting Minutes:

Focus on Doc Types and Project Workflow

1.

Once you have had your meeting, open the Meeting Minutes
document.

On the Attendees tab, edit each row to indicate who actually was
Present at the meeting. You can also add attendees:

On the Items tab, edit Item Descriptions if appropriate.

On the Items tab, change the status of each Item that was
resolved to Closed. Such items will not be carried over to the
next meeting. Items with a status of Open will be carried over
and given a new status of Carried Over.

On the Document Header, change the status of the document to

Meeting Completed. A CITEEIE et [ 1DEHT | button will appear
on the Details tab.

=| Meeting Minutes- New | = | B ihI
eeting Minutes 0018
DOCUMENT HEADER = F, A
Doc# 0018
PROJECT|GC-003 Narthern Lights Offica Bldg

SUBJECT |Meeting Minutes 0015

5TATU5| Meeting Completed | v| 6

DATE[10/30/2014 ¥ scueoueo [10/302014 0000 &
Details Notes Attendees Items =
MEETING Tw5|WeekIy Review ﬂ
Dumnom| 60

LocaTion |Large conference r00m|

C Create MNext Meetini_D

Click the Craate Next Mesting | button. A new Meeting Minutes
document window will appear, with open items and attachments
from the first meeting carried over. You can close the first
Meeting Minutes document window.

b

Add information about the next meeting, save and close. After
this second meeting, you can create a document for the third
meeting, fourth meeting and so on using these same steps.

Meeting Minutes




Meeting
Minutes
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Meeting
Minutes
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The Options menu for the Meeting Minute document offers the following

choices after you save:

UMENT HEADER

‘o Alerts
=1 Copy this Document

View Changes

FA

By default, the Status drop-down for Meeting Minutes offers the following

options:

STATUS | Agenda

Meeting Completed

e Inorder to create a new Meeting Minutes from a previous
Meeting Minutes document, the status of the previous document
must be set to Meeting Completed. A Meeting Completed
status still allows editing, however.

e Closed is afinal status, which closes the document. When a
Meeting Minute document is Closed, it can no longer be

changed.

Agenda

A

Completed

Focus on Doc Types and Project Workflow

\ 4 /
Meeting

Closed

Meeting Minutes
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Overview

Where It Fits In

Creating a
Permit
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A Permits document tracks the permits associated with your project.

V1] permis- Open o)

Water and Sewr Permit

DOCUMENT HEADER =00L A
Doc# |c-0-01 SOURCE#
PROJECT|GC-003 Narthern Lights Office Bldg

DESCRIPTION |City Water and Sewer Permit

STATUSIOpen . 0

DATE[10/30/2014 pue [11/2312014
“ Details ‘ Notes Items A |
PermrT Tyre| Water Supply

“ Attachments | Route Detail |

i & i‘ MName Size |Mote|Ttem  |Incl Seq Cataloged
L — 6 i @e::tm and Sewer Permit S4KE [ T=] ot sent : 10/11/2006,
o= UIs::ig oy —ctien Besian Chang= [T &]|[wa - tnked[¥] 10/20/2014,
! - d Sewer i
[ = & W] f.f!nfam =" permit 24KB [T~ |[not Sent [~] : 10/11/20065
(] 2300 B 1
| |
[l
SPITEIRE
4| I

A project can have as many Permits documents as needed.

Permits can be created at any time during the project’s life cycle.

To create a Permits document:

1. Click | & at the Project Dashboard to start a new Permits
document.

2. (optional) Change the Description.

3. Click g to save (and actually create) the document.

Focus on Doc Types and Project Workflow Permits




For more information
about the Iltems tab, see
the Focus on Document
and Iltem Basics guide.
For more information
about attachments, see
the Focus on Files
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.

Permits
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Permits
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4. On the Items tab, add your Permits Items. You may need to

select your specific Item from a Specific Permit drop-down.

Details Notes Items

E a Specific Permit

> I [water Supply |1

[ [T]I
Water Supply

Status

IOpen il
Open LI

A

5. Add other information to the document, add attachments and

create a route as appropriate.

6. Either route the document to another person or save the

document, then close the document window.

7. You can reopen the document as needed to make changes to it
and to change its status to Closed. Once Closed, the document

becomes read-only.

The Options menu for the Permits document offers the following choices

after you first save:

JMENT HEADER CH'A
‘o Alerts
= Copy this Document

View Changes

By default, the Status drop-down offers the following choices:

STATUS |Open  ~

e Closed is afinal status, which closes the document. When a

Permits document is Closed, it can no longer be changed.

Open

A 4

Focus on Doc Types and Project Workflow

Closed

Permits



Page 60

Drawings

Overview

A Drawings document tracks and identifies drawing files. Drawing files
that are attached to one Drawings document serve as a drawing log for
the project.

|§| Drawings- In Process ﬁ Eléu

DOCUMENT HEADER =0 Al
DDC#IODD”I
PRDJECT|GC-[][13 Northern Lights Office Bldg
DESCRIPTION |Drawing Log
RESPONSIBLE|Jack McSwag Fel: §
TYPEIEIectricaI .
I S"'m"-'slln Process|v| 0 W
DATE[01/20/2010
= 1]
“ MNotes ‘ A
NOTE s
7
|
|
'“ Attachments ‘ Route Detail
& i Name Size |Note [Ttem Ind Seq Cataloged
[ - a 4 |EsstElev.jpg 335KB 1-a[ v | |[native : 10/5/2006,
L — a & |westElev.jpg 314KB 1-1] v | |[native : 10/5/2006,
| |
i = a % |SouthElev.ipg 329KB 1-7[v] |[Mative : 10/5/2006,
’ [ Sabs BEL @
[ 12

Where It Fits In

A project can have any number of Drawings documents, often grouped
by subtype. Other Doc types (such as Commitments or Bid Packages)
can attach the files that are attached to a Drawings document through

the icon on their Attachments tab.

Focus on Doc Types and Project Workflow Drawings
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Drawings
Document

For more information
about attachments, see
the Focus on Files
Attachments and the

Catalog Dashboard
guide.

Drawings
Documents on
the Plan Room

Page 61

Drawings documents can be created at any time during the project’s life

cycle.

To create a Drawings document:

1.

o g M w D

Click | at the Project Dashboard to start a new Drawings
document.

(optional) Change the Description.
(optional) Look up a Responsible person.

(optional) Select a drawings Type from the drop-down.

Click tI to save (and actually create) the document.

On the Attachments tab, attach one or more files to the
document.

o Click + to attach files from the Spitfire Catalog.

o Click E to upload or scan files from your computer.

Add other information to the document and create a route as
appropriate.

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status to Published or Closed. By default,
Published is a pending status that allows the Drawings document
to be seen on the Plan Room Dashboard. Once Closed, the
document cannot be changed in any way.

Drawings is a Doc type that is often included on the Plan Room
Dashboard. For more information about the Plan Room setup and use

see

Focus on Doc Types and Project Workflow

The Setup for Spitfire’s Plan Room technical white paper

The How to Use the Plan Room (from a public login) instructions

The How to Use the Plan Room (from a vendor login)
instructions

Drawings



Drawings
Options Menu

TipP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Drawings
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The Options menu for the Drawings document offers the following
choices after you save:

JMENT HEADER FA
‘o Alerts
= Copy this Document

View Changes

By default, the Status drop-down offers the following choices:

STATUS |In Process -

In Process

Closed
Published
e Published is a pending status, which allows the document to
appear in the Plan Room Dashboard.

e Closed is a final status, which “closes” the document. When a
Drawings document is Closed, it can no longer be changed.

In Process

A

A 4 /
Published

Closed

Focus on Doc Types and Project Workflow Drawings
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Invitation to Bid

Overview

Invitation to Bid documents are used to send general information about a
project to a large number of potential vendors.

\=| Invitation to Bid- In Process E@g

Invitation to Bid 0001 o
DOCUMENT HEADER = F, A

Please wait...

Doc#|0001 BID NO. |
PROJECT |GC-500 J-) Northwind Office Building

DESCRIPTION |Invilation to Bid D001

sTaTUS[in Process|v] ©
DaTE[10/29/2014 B oue [103012014 B

Instructions Login & Password Addr A

INSTRUCTIONS

'S
Cost Estimate Range = $500,000 - $550,000 2-story load- 7
bearing brick masonry 8-office building with 3-stall bathrooms
on each floor. RFQs to be sent out 3/29/09

Attachments Route Detail

“—3 ; Name Size |Note|Incl Seq Cataloged
= itati i &
— 8 E ) EE T GEs) 26KB IAssemble w —  |seconds agos
0001.doc - 0001 .
—— p—— -
MNP BEEH I

S AITEIRE

Working...

Where It Fits In
Invitation to Bid documents usually fit into one of two workflows:

e The Invitation to Bid document (through an Attachment or
Transmittal template printout) and its attached files are routed via
email, fax or hard copy to a number of vendors,

e The Invitation to Bid document is placed on the Plan Room
Dashboard and vendors are given the login ID and password
necessary to access it and any other related documents, such as
Drawings.

Focus on Doc Types and Project Workflow Invitation to Bid
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Invitation to Bid documents can be created at any time during the
project’s life cycle.

There are two ways to create an Invitation to Bid:

From the File menu—use this method if you are not yet working
on a project.

From the Project Dashboard—use this method if you are already
working on a project.

To create an Invitation to Bid from the Site Options menu:

1.

2.

3.

Select Create Document:
. =) 1 1
& Create Project
[+

E] Recent Documents
Report Browser....

Select Invitation to Bid. An Invitation to Bid document window
will open.

Continue with step 2 in the following instructions.

To create an Invitation to Bid from a Project Dashboard:

1.

N

Focus on Doc Types and Project Workflow

Click | 2 at the Project Dashboard to start a new Invitation to Bid
document.

(optional) Change the Description.

Change the Due Date to reflect by when all bids must be
received.

(optional) On the Addr tab, look up the Respond To whom the
potential vendors will respond.

Click H to save (and actually create) the document.
(optional) Add attachments if appropriate.

(optional) If the document has a merge template that will use the
Notes on the document, enter information about your project on
the Notes tab.

Note: Invitation to Bids that will be emailed or faxed to vendors
use templates (an Attachment and/or a Transmittal template) to
create printouts of the document.

(If you will route the document) On the Route Details tab, click

=to open the Options menu, then select the ZB Build Route
option.

Invitation to Bid



For more information
about the Build Route
option, see the Focus on
Routes guide.
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Attachments Route Detail

|Seq|Tn |S‘I3‘I:us

o

Add A Routee

=
(v H

>
>
>
>
p
>
>
>
>
2
5
>
>
123

The Build Route window will open.

(0]

(0]

Click * to select your vendors.

Build Route x
ROUTE TO
O FS
[ selected Recipient(s)...
Lookup Dialog ®
Project Vendors -
[CJALL FILTERS
Refresh
COMPANY 4
CsI Done
RANGE Mpsrzizot0 B =[10E02014 [E
™ ! ' " e
& | company | 1D ‘ State | csI ‘ Raa
O : E
RE
[] | Margie and Sons 16000 Electrical 85
[ | Lucerne Pipe Fitting 0
[[1 | Trev and Trev Inc. 06000 Wood & Plastics
[] | cohe Heavy Equipment 02000 Site Work i}

Use the filters to select the vendors to receive the
Invitation to Bid.

Back on the Build Route dialog box, lookup a Role, if
one has been set up to identify Contacts on your vendor
companies, for example:

Build Route x
ROUTE TO
| 2

4 7 Selected Recipients... )¢ o
[JRound trip back to you

ROLE |RFQ Vendor Contact o
NEW STATUSICC'd w C1Insert Before
N SEQUENCE|2 v M with Transmittal

WITH INSTRUCT[GNS|

WITH DUE DATE[10/31/2014 =

OK | Cancel |

Powsred
EPJ TFI lﬁE

Note: the With Transmittal option is checked by default.
Click the checkbox to uncheck it if you do not want
transmittals for all your vendors.

S |

Invitation to Bid




Replies from
Vendors

Invitation to Bid
Documents on
the Plan Room
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9. When appropriate, change the status of the document to
Published. By default, Published is a pending status that allows
the Invitation to Bid document to be seen on the Plan Room
Dashboard (see the next page).

10. Either route the document to all your vendors or save the
document, then close the document window.

11. You can reopen the document as needed to make changes to it
and to change its status. Once the document is Closed, no
further changes can be made to it.

Once you hear back from your vendors, you can choose to create RFQs
(see page 68) or a Bid Package depending on your workflow. In fact,
you can easily attach the Invitation to Bid to the Bid Package and easily
create RFQs on the Bid Package for the vendors who respond in the
affirmative to the Invitation to Bid (see page 73).

To record affirmative responses:

1. On the Route Detail tab, edit the row for a vendor who has
responded in the affirmative to the Invitation to Bid.

2. Select the affirmative Rsp from the drop-down.

Attachments Route Detail
= Seq|To
_ :'DJ i m @ 2 Four Star Construction-E. I LI
- I Four Star Construction 7/
G ; = Gabriel Peters e I— T |
=g m @ 2 | frev 2nd Trev Inc. Responded | v |
Decline to Bid
— [T it Bl Joel Williams

3. Click v" to accept the Rsp and advance the route.

Note: it is also possible that a vendor will respond to an emailed
Invitation to Bid directly, either by replying to the email or using the
Response Wizard. (For more information, see the Focus on Routes
guide.)

Invitation to Bid is a Doc type that is often included on the Plan Room
Dashboard. For more information about the Plan Room setup and use
see

e The Setup for Spitfire’s Plan Room technical white paper

e The How to Use the Plan Room (from a public login) instructions

e The How to Use the Plan Room (from a vendor login)
instructions

Focus on Doc Types and Project Workflow Invitation to Bid



Invitation to Bid
Options Menu

TipP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Invitation to Bid
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The Options Menu for the Invitation to Bid document offers the following

choices after you save:

HEADER

cH &

‘o Alerts

View Changes

= Copy this Document

By default, the Status drop-down offers the following choices:

STATUS |In Process -

In Process
Cpen

Canceled
Closed
Published

e Published is a (default) pending status, which allows the
Invitation to Bid document to appear on the Plan Room

Dashboard.

e Canceled and Closed are final statuses, which close the
document. When an Invitation to Bid document is Closed or

Canceled, it can no longer be edited.

In Process

A

Published

\ 4

Closed

Open

Focus on Doc Types and Project Workflow
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Canceled
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RFQ

Overview

An RFQ (Request for Quote) document tracks your quote request to a
subcontractor/vendor and his response (quote/bid). :

i wo-owrercis N e
IRFQ for 16000 Electrical Bids, B&F Construction I
DOCUMENT HEADER =E, 4
Doc# |0001-0001
PROJECT [GC-500 Northwind Office Building
DESCRIP'I'IDNIRFQ for 16000 Electrical Bids, B&F Construction
VENDonlB&F Construction -}
VENDOR -
SUBMrrrEnlcamBm" Dyer -
Type[Subcontract | v] % ProB| 100
CB%HCD&[ Plus Fee
status[OutforBid  |v] @
DATE[12/03/2014 DUE [01/12/2015 |
I Details Instructions Addr ‘ Items ‘ Incl/Excl A
ﬁ Cast Code Category Description nclude | Quantity Net Amount Rate
> |1soou— _ | Elactrical
M |Gecricl - BI_LABOR  |work %] | 1.00 || | I
P [16050- 2 EH— i )
2 . ! _MTRL PERM o |ervice Panel ) | 2,00 | |
| EI Elactrical Materials o
16050~ . ler Condui
(g = £ Lo glotmer™ |2 [ o] |
(| » [1s050- £ i
F g
e r—— BI_MTRL PERM £ |sconces / ] | 2s.00| |
(| P [[16050- 2 Bl— _ |wall washer
R r— _MTRLPERM  /lsconcas [} | so.00| [
N
i ———
“ Attachments ‘ Route Detail
]
= Name Size |MNote [Ttem Incl Seq Cataloged
=@ ] |} GC-500 RFQ Bid Form 0001.doc - 0001-0001 (a1kB | () || | Assemble| | A 5 |12/3/2014,
= | |RFQ Terms and Conditions.pdf 49KB PDF & = |11/14/2011,
@ | | 2 '
=@ Electrical Diagrams.pdf - 0001 61KB | [~] |[poF [~] & = |8/29/2009,
= ;;mp UIE'E':E":,‘;JF"S | ~] |nra Linked| v | 12/2/2014
=g SwitchDiagram.pdf - 0001 193KB | [~] ||poF [v] A& < |3/25/2010,
=@ ElectricalCircuit.pdf - 0001 67KB | [ %] ||poF [v] A < |3/25/2010,
=@ CombinedElactrical. pdf - 0001 121KB | [~] ||poF [v] A < |3/25/2010,
=@ WiringDiagram1.pdf - 0001 89KB | [ %] ||poF [v] & 5 |3/25/2010,
0 Bigln 2 & [
SFAiTFIRE
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Where It Fits In

RFQs can be part of larger workflows, such as when RFQs are created
from a Bid Package document and the awarded RFQ leads to a
Commitment, or when a Change Order creates RFQs for those
Commitments affected by the project change. However, you can also
create stand-alone RFQs as needed whenever you want to record a
qguote from a vendor. RFQs can lead to either Commitments or CCOs.

Creating an
RFQ

There are three ways to create an RFQ document:

e From the Project Dashboard— use this method whenever you
want a stand-alone quote that is not related to any Bid Package
or Change Order document. The RFQ can lead to either a new
Commitment or a CCO for an existing Commitment. (See
below.)

e From a Bid Package document—use this method whenever the
RFQ corresponds to the Bid Package document. Note: A Bid
Package document can contain any number of RFQs.

(See the Bid Package — RFQ Processing white paper.)

e From a Change Order document—use this method whenever the
RFQ is part of your Change Order workflow. (See the Change
Order Management white paper.)

To create an RFQ from the Project Dashboard:

1. Click | & at the Project Dashboard to start a new RFQ document.

2. (optional) Change the Description to something more
descriptive of the RFQ or eventual Commitment or CCO.

Look up a Vendor.

4. (optional) Select a Commitment Type (subtype) and/or a
Contract Type.

5. (optional) Look up or fill in other fields in the Document Header.

Click H to save (and actually create) the document.

7. (optional) If this RFQ will lead to a CCO, go to the Details tab
and look up the Commitment that will require a change.

Details Instructions Addr Items Incl/Excl

Commrmm ENT| O

8. (optional) On the Addr tab, look up a specific person at the
Vendor company, especially if you will use the Build Route
option to add this vendor to your route:

Focus on Doc Types and Project Workflow RFQ



For more information
about the Items tab, see
the Focus on Document
and Item Basics guide.

For more information
about attachments, see
the Focus on Files
Attachments and the

Catalog Dashboard
guide.

For more information
about routes, see the
Focus on Routes guide.

Updating an
RFQ

10.

11.

12.

13.

14.

Page 70

Details Instructions Addr Items Incl/Excl A
TYPE [To v
o /- ©)2a
Lookup Dialog v x

Contact At Company

] ALL FILTERS
COMPANY [

Pick Company User Name 25
|

=

B&F Construction B&F Construction

B&F Construction Cameron Dyer

Go to the Items tab and add your Item(s).

Add other information to the document and add attachments as
appropriate.

(optional) Add the vendor as a routee, unless an automated
route has already done so.

(optional) If an Attachment template has been established for
this Doc type, B will appear on the Attachments tab. Click on

' to create the printout file for the RFQ. This printout file will be
emailed or faxed to potential customers who are set up as “via
email” or “via fax” routees (along with other attached files).

Either route the document or save the document, then close the
document window.

You can reopen the document as needed to make changes to it
and to change its status.

To enter amounts from a returned Bid/Quote:

1.

N o g &

Focus on Doc Types and Project Workflow

Open the RFQ document from the Project Dashboard or your
Inbox.

(optional) If you do not want to continue with this RFQ, change
its status to Rejected and save the document. Otherwise,
continue with the next step.

On the Document Header, look up the Vendor Submitter (i.e.,
the person who submitted the quote/bid).

Edit the Items on the Items tab to enter bid information.
Change the document status to Bid Back.
(optional) Click i to route the document if appropriate.

Close the document.

RFQ



Awarding an
RFQ

RFQ Options
Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and ltem
Basics guide.

Of Particular Note

If you try to create a
Commitment or CCO
from an RFQ that was, in
turn, created from a
Change Order, a
confirmation message
will inform you of the fact.
Unless you have special
permission, you must
create the Commitment
or CCO through the
Change Order in such a
situation. For more
information, see the
Change Order

Management white
paper.

Page 71

Before you can create a Commitment or a CCO from an RFQ, the RFQ’s
status must be Awarded.

To Award the RFQ document:

1.
2.

Open the RFQ document if not already open.

(If necessary) Look up a Vendor Submitter (the person/vendor
on record who has approved the quote).

Change the status of the document to Awarded.

Save the document. You can now create the Commitment or
CCO document from the Options menu (as described in the next
section).

The Options menu for the RFQ document offers the following choices
after you save:

NT HEADER =)y, &
‘o Alerts
= Copy this Document
&‘ Related Documents
Open Change Order
@ Able Electric
e view Changes

Focus on Doc Types and Project Workflow

The option to E-:T Open Change Order appears only if you
created the RFQ from a Change Order document.

The option for Ee Related Documents appears only if the RFQ
is linked to a Commitment.

u?:» indicates the Vendor who is bidding. This option appears
only after you look up a choice for the Vendor field.

Once you set the RFQ status to Awarded (and save), the
Options menu offers a new choice:

ENT HEADER (éjﬂp,_‘
‘o Alerts
= Copy this Document
£
& Coho Asphalt and
_' Concrete
4 View Changes
- Or-

RFQ
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NT HEADER =4l

;u Alerts

= Copy this Document

N

m Related Documents

Open Change Order

& Able Electric

4 View Changes

o The choice to |* Create Commitment will create a
Commitment document based on the RFQ. (See page
83 for more information about Commitments.)

o0 The choice to | % Create CCO will create a CCO
document based on the RFQ, if the RFQ was linked to
an existing Commitment. (See page 116 for more
information about CCOs.)

Statuses for
RFQs

By default, the Status drop-down offers the following choices:

STATUS |In Process j
Awarded
Bid Back
Canceled
|Declined to Bid

10ut for Bid
|Rejected

e The status must be set to Awarded before you can create
Commitments/CCOs.

e Canceled and Awarded are final statuses, which close the

document. When an RFQ document is Awarded or Canceled, it
can no longer be edited.

Bid Back — /

Out for Bid ——

Awarded

In Process

Canceled —

2N

Declined to Bid

Rejected —

Canceled
g
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Bid Package

Overview

Page 73

When the same RFQ is sent to more than one vendor, a Bid Package
document is used to contain information about the quote request and all

responses from the subcontractors/vendors receiving the RFQ.

I = Bid Package-Accepting Bids

For more information see
the Bid Package — RFQ

Processing white paper

16000 Electrical Bids o
DOCUMENT HEADER =H, &
Doc# (0001
PROJECT|GC-500 /2 Northwind Office Building
DESCRIPTION |16000 Electrical Bids
T\"PEI W
CONTRACT
Cost Plus Fee o
Tvee ]
S‘mTUSIAccepting Bids |v| @
DATE|12/02/2014 B Dpue [p112/2015 =
Instructions Address Items Incl/Excl RFQs =
I+ Rt I.[g I “"T": Request No To Amount Status
@ 0001-0008 Adventure Works Architecture %£10,600.00 |Out for Bid
g 0001-0006 Margie and Sons $0.00|Out for Bid
= 0001-0004 Trev and Trev Inc. SEC 40.00 | Out for Bid
@ 0001-0002 Lucan and Sons | %0.00 |Out for Bid
[ 0001-0007 Wingtip Enginears =] $0.00|Out for Bid
g 0001-0005 Able Electric 5E¢ $0.00|Out for Bid
12
Attachments Route Detail
e MName Size |Note|Ttem Inc Seq |Cataloged
£ GC-500 RFQ Bid Form _
= b KB Assembl & 12/3/2014
d ] 0001.doe - 0001 | (]| Assemble| v ] v |L3/014,
=g RFQ Terms and Conditions.pdf |49KE | [~ |||rDF [v]| & = |11/14/2011,
=g Electrical Diagrams.pdf - 0001 |61KE | [~ |||rDF [v|| = = |8/29/2009,
Invitation to Bid 0001 —
= Inviation o Bid - 0001 | [v | |[not Sent [ v || & = [12/2/2014
=g SwitchDiagram.pdf - 0001 152KB | [~ ||roF [~]| & < |3/25/2010,
= |@| || BlectricalCircuit.pdf - 0001 67KE | [v]|fror [v]| & = |a/25/2010,
=g CombinedElectrical.pdf - 0001 [121KB | [~ |[roF [v]| & = |3/25/2010,
=g WiringDiagram.pdf - 0001 83KE | [~ ||roF [v]| & = |3/25/2010,
Fla®nld B
(Gl
4 »
.
Bid Package
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Where It Fits In

Attached
Invitation to Bid

The RFQs Tab

Once you create an RFQ,
any new items added to
the Bid Package will not
be copied. Make sure
your Bid Package is
complete before creating
RFQs.

Page 74

Bid Packages create corresponding RFQs, therefore, the Bid Package
document is often used to start a Bid Package — REQ — Commitment
workflow. Bid Packages can be created during the early stages of a
project (if you need quotes from vendors before you can submit your own
bid) or at any time during a project’s life cycle. Pending Bid Packages
can appear on the Plan Room Dashboard. Bid Packages can also
create Bid Package Addendums.

If your workflow starts with an Invitation to Bid, you can attach the
corresponding Invitation to Bid to the Bid Package document (see the
instructions that start on page 76).

>

- >

Attachments Route Detail ;
b

— 2
=, Name Note| Item g
— Invitation to Bid 0001 I—Vb
= Invitation to Bid - D001 —I;
_ @ /& GC-500 RFQ Bid Farm I—"p
- a 0001.doc - 0001 —bg
[ %o ® 5

Attach Invitation to Bid —g

Once the Invitation to Bid document is attached to the Bid Package, and
once vendors have responded to the Invitation to Bid, a new icon
appears on the RFQ tab that allows you to create RFQs for the vendors
who have responded in the affirmative to the Invitation to Bid (see the
next section).

The Bid Package document includes an RFQs tab. The RFQs tab allows
you to quickly create as many RFQ documents as needed for your
vendors and then route them. The RFQ tab also maintains the list of
these RFQ documents, their amounts and their statuses. As information
(Amount and Status) is changed on the RFQs, this information is
updated on the Bid Package on its next refresh.

Address Items

Instructions Incl/Excl RFQs =

You canuse a multi-select
window to select vendors.
sfPMS will create an RFQ
document for each.

"5

b
o

With one click, you can
automatically select those
vendors who accepted
the Invitation to Bid.

Focus on Doc Types and Project Workflow

Status
%10,600.00 |Out for Bid
50.00 | Out for Bid

£0.00|Out for Bid

You can release
(send) all RFQ
documents on their
routes with one click.

Bid Package



Bid Package
Documents on
the Plan Room
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Bid Package is a Doc type that can be included on the Plan Room
Dashboard. When a vendor opens the Bid Package from the Plan
Room, he can create an RFQ (in order to enter his bid/quote) by clicking
a link on the Instructions/Notes tab (shown below).

For more information about the Plan Room setup and use see

e The Setup for Spitfire’s Plan Room technical white paper

e The How to Use the Plan Room (from a public login) instructions

e The How to Use the Plan Room (from a vendor login)

instructions
=| Bid Package-Accepting Bids [ = | =] éj
16000 Electrical Bids o
DOCUMENT HEADER =H, &
Doc# |0001
PROJECT|GC-500 /2 MNorthuind Office Building

DESCRIPTION |1GDDD Electrical Bids

T\"PEI W

CONTR%I'JC{:N Plus Fee ﬂ
STATUSIAccepting Bids |v| @
DATE|12/02/2014 B  pue [0112/2015 i1
Instructions Address Items Incl/Excl RFQs =
INSTRUCTIONS/SCOPE 4

Provide indoor light fixtures, wiring, service, gear and power
as broken down in the ltems tab/section.

SUBMIT TO - . - - - - £
Submit your bid by email to bids@spitfireconstruction.com by

the Due date or (if you are a Spitfire user), click the link below
to create your RFQ.

CHANGES 7

Click here for RF(D

Note: the RFQs tab on the Bid Package is hidden for vendors.

Focus on Doc Types and Project Workflow Bid Package




Creating a Bid
Package

Page 76

There are four ways to create a Bid Package document:

See the ATC Scripts and
Automatic Workflow

technical white paper for
more information about
script-based workflows
and KBA-01468 for a
specific example.

From a Bid document—use this method when you are
requesting quotes for a prospective project (see page 21.)

From automatic workflow from an Invitation to Bid—use this
method when your Invitation to Bids always result in Bid
Packages.

From the File menu—use this method when you want to create a
Bid Package before you create a project.

From a Project Dashboard—use this method when the Bid
Package is your starting document in the Bid Package — RFQ —
Commitment workflow.

To create a Bid Package document from the Site Options Menu:

1.

Select Create Document:
[« . T T
a= Create Project
+)

Select Bid Package.
Create a New Document x
Make a selection:

' Create Bid
' Create Bid Package
' Create Invitation to Bid
SATTEIRE
An Invitation to Bid document window will open. Continue with
step 2 in the following instructions.

To create a Bid Package document from the Project Dashboard:

Focus on Doc Types and Project Workflow

1.

Click | at the Project Dashboard to start a new Bid Package
document.

(optional) Change the Description.

(optional) Select a Type (subtype) to indicate the type of
subcontract that will result from the winning bid. This Type will
be passed to the eventual Commitment.

(optional) Select a Contract Type for the Commitment that will
result from the winning bid.

(optional) Look up or fill in other fields in the Document Header,
for example the Due date.

Click H to save (and actually create) the document.

On the Instructions tab, type your instructions to vendors.

Bid Package


http://clients.spitfiremanagement.com:3280/sws/kb/index.php?ToDo=view&questId=425&catId=60

For information on
attaching files to a
document, see the Focus
on Files, Attachments

and the Catalog
Dashboard guide.

For more information
about the RFQs tab, see
the Bid Package — RFQ

Processing white paper

TIP

After clicking «—=, you
can click &2 to add
other vendors if you wish.
In addition, if other

affirmative responses are
added to the Invitation to

Bid, you can resuse +—=
to add those vendors.

Focus on Doc Types and Project Workflow
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8. On the Items tab, add Items for the Bid Package. These Items
will be copied to the RFQ documents that you will create. On
each Item’s Detail view,

0 Be sure the Include checkbox is checked if you want the
Item to be included in the final calculation summarized
on the Detail tab.

0 Look up a Cost Code.
0 Look up an Acct Category.

o (optional) Enter a Description if you do not want the one
that defaults from the Cost Code.

o (optional) Enter Units.
o Fill out other fields as needed.

9. (optional) Add information to other tabs, as appropriate, for
example, inclusions and exclusions. This information will
eventually be copied to a Commitment, if the Commitment is
created from an Awarded RFQ from the Bid Package.

10. (optional) If an Attachment template has been established for
this Doc type, "B will appear on the Attachments tab. Click on

E: to create the printout file for the Bid Package. This printout
file will be emailed or faxed to potential customers who are set
up as “via email” or “via fax” routees (along with other attached
files).

11. (optional) Attach any files that you want routed with the RFQs to
your Vendors. Files that are attached to the Bid Package will
automatically be attached to its RFQs.

12. (optional) If this Bid Package is part of an Invitation to Bid — Bid
Package workflow, click # on the Attachments tab to attach
the corresponding Invitation to Bid to this Bid Package
(see page 74).

13. On the RFQs tab, you can create RFQs by using any
combination of the following:

0 Click! @ to create one RFQ document. The RFQ
document will open so that you can fill it out and save it.
This method requires you to select a vendor on the RFQ.

0 Click * to select your vendors from the multi-select
window. When you click ¥ sfPMS will create an RFQ
document for each vendor.

o Click IT<§ to have sfPMS automatically select the
vendors that replied in the affirmative on an attached
Invitation to Bid (see page 66). When you click +'sfPMS
will create an RFQ document for each vendor.

14. Click 17 to route the RFQs to their next routees.
15. Save the document, then close the document window.

16. You can reopen the document as needed to review the RFQs
tab and to change its status.

Bid Package
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Bid Package
Options Menu

The Options Menu for the Bid Package document offers the following

choices after you save:

A description of all ~FY

Document Options menu I HEADER =H
choices can be found on Eff- Competitive Bid Analysis

in the Focus on
Document and ltem
Basics guide

o Alerts
= Copy this Document

View Changes

Of Particular Note

e After you change the Bid Package’s status to Accepting Bids or
Bidding Closed, the Options menu offers the choice to create a
Bid Package Addendum document (see page 79).

NT HEADER @I‘jp, A

ft!.:ﬁ Competitive Bid Analysis
i Alerts
='| Copy this Document

View Changes

Statuses for Bid
Packages

By default, the Status drop-down offers the following choices:

STATUS |A|:|:epting Elidsj

Accepting Bids
Bidding Closed
Closed

e Accepting Bids is a pending status, which allows the Bid
Package to appear on the Plan Room Dashboard. Bidding
Closed is also a pending status. When the document is

pending, its status can return to In Process if changes are
required.

e Closed is a final status, which “closes” the document. When a
Bid Package document is Closed, it can no longer be changed.

In Process »| Closed

v
Accepting Bids

Bidding Closed

A 4
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Bid Package Addendum

Overview

Page 79

A Bid Package Addendum document is used to add information to an
existing Bid Package that was sent out to vendors.

=| Bid Package Addendum- In Process =RAEN X
16000 Electrical Bids
DOCUMENT HEADER =H, A
Doc# |0001 SOURCE# |
PROJECT|GC-500 Northvind Office Building
DESCRIPnom|16000 Electrical Bids Il
STATUSIIn Process| v| {{)
DATE[12/04/2014 ]
Notes A
INSTRUCTIONS . — . f
Provide indoor light fixtures, wiring, service, gear and power as broken
down in the ltems tab/section.
DESIGN CHANGES . - i i - : r
Submit your bid by email to bids@spitfireconstruction.com by the Due
date or (if you are a Spitfire user), click the link below to create your
RFQ.
SPEC CHANGES e
Provide rate for 100 reversible sconces, up from 25.
& Added By Remark
U
Attachments Route Detail
?y Name Size |Note Incl Seq Cataloged
= ésuoo E'E:Er:;;,'lmds Creaed trom £oa [t sane [~ a < [12/3/2014
[ %63 & fe
SFITFIRE
4 »

Where It Fits In

Bid Package Addendums update or add information to Bid Packages. A
Bid Package Addendum can appear on a Plan Room Dashboard or be
routed to vendors as needed. You can create multiple Bid Package
Addendum documents during the life cycle of a project.

Focus on Doc Types and Project Workflow
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Bid Package
Addendum
Documents on
the Plan Room
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Bid Package Addendum is a Doc type that can be included on the Plan
Room Dashboard.

For more information about the Plan Room setup and use see

Creating a Bid
Package
Addendum

The Setup for Spitfire’s Plan Room technical white paper

The How to Use the Plan Room (from a public login) instructions

The How to Use the Plan Room (from a vendor login)
instructions

There are two ways to create a Bid Package Addendum document:

Manually, with no automatic connection to a Bid Package.

From a Bid Package document with a status of Accepting Bids.

To create a Bid Package Addendum from a Bid Package:

1.
2.

Focus on Doc Types and Project Workflow

Open the Bid Package.

Open the Document Options menu and select Create Bid

Package Addendum:
= Bid Package-Closed =68 =
16000 Electrical Bids o
DOCUMENT HEADER =}, &
1 Competitive Bid Analysis
Doc# |0001 fo Alerts
PROJECT|GC-500 Northwind Office Building | = Copy this Document
- _ Create Bid Package
|| DEScriPTION [16000 Electrical Bids ~ addendum f
TYPE [v] 4 view Changes
CONTRACT
el Cost Plus Fee Message fram webpage =)
STATUS|Closed ~ @
DAIE[12/3/2014 {@1 Create next document now?
Instructions Address =
INSTRUCTIONS/SCOPE e

Click at the confirmation box that appears.

A Bid Package Addendum document will open. You can close
the Bid Package window.

Notice that the Instructions, Design Changes and Spec Changes
fields on the Notes tab have been filled in with the Instructions,
Submit To and Changes fields from the Bid Package. Edit as
necessary; you can cut and paste.

Continue with step 5 in the following instructions.
Note: The Bid Package document will already be attached.

Bid Package Addendum



Bid Package
Addendum
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.
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To create a Bid Package Addendum manually:

1.

9.

Click | 2 on the Project Dashboard to start a new Bid Package
Addendum document.

(optional) Change the Description.

Click H to save (and actually create) the document.

On the Notes tab, enter your instructions, design changes and/or
spec changes.

Add attachments as appropriate. You can attach a Bid Package
document also if desired.

(optional) Build a route to appropriate vendors, if the Bid
Package Addendum will not be placed in the Plan Room.

Save (ﬂ) the document.

When the document is ready for your vendors, change the status
to Published. By default, this pending status allows the Bid
Package Addendum to appear on the Plan Room Dashboard.

Either send the document on its route or save the document.

10. Close the document window.

The Options menu for the Bid Package Addendum document offers the
following choices after you save:

IMENT HEADER @jp, A

=]
it

Jo Alerts
Copy this Document
View Changes

Focus on Doc Types and Project Workflow
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Statuses for Bid
Package
Addendums

By default, the Status drop-down offers the following choices:

STATUS |In Process -

In Process

Closed
Published

e Published is a default pending status, which makes the Bid
Package Addendum read-only and allows it to be included in the
Plan Room Dashboard. Published documents can go back to In
Process if changes are necessary.

o Closed is a final status, which closes the document. When a Bid
Package Addendum document is Closed, it can no longer be
changed in any way.

In Process

\ 4 /
Published

Closed

Focus on Doc Types and Project Workflow Bid Package Addendum



Commitment

Overview

When used at non-
integrated sites, this
checkbox is purely
informational.

However, when used
at integrated sites,
checking the Owner
Direct checkbox will
prevent the
Commitment (and its
associated Pay
Requests) from being
exported to the
accounting system.

You can easily attach
files that are on a
Drawings Log to your
Commitment.
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The Commitment document contains information on the contracts you
have with vendors and subcontractors (subcontracts) and, optionally,
suppliers (purchase orders).

=| Commitment-Committed =nncn x|

Electrical Work o
DOCUMENT HEADER = A

Doc# 0001
PROIECT|GC-003 Northern Lights Office Bldg

DESCRIPTION \Elecllical Work

VENDOR \Ab\e Electric o

COMMITMENT TYPE v
ConTRACT TyPe|Fixed Price v

PAY STATUS 1 compliance issue

Terms |Net 30 [v]

APPROVED By|Chris Demo

status|Committed /| @

Date [02/02/2010 E pue [02/03/2010 E

A2

APPROVED B

Where It Fits In

Focus on Doc Types and Project Workflow

DetaNs Scope Addr Payees Dates Items Indl/Excl Compliance A
Tax HANDLINGINU Tax ﬂ
RETENTION %
Owner DIRecT []
PosT To OrRIGINAL 3 EAC ¥ FAC X
OriGINAL  $14,300.00
Approvep COs $0.00 Penping COs $1,200.00
CURRENT AMounT  $14,300.00 ToTaL w/PENDING  $15,500.00
Attachments Route Detail
= =l Name Size |Note Item Incl Seq '|Cataloged
=3 [A |ocooz-aboior 68KB  |suconmaer men x| [v] |Inative  [v] & < |12/12/2006,
= @/[& |co 2.0MB [Lesey smc oot g || [v] |[Metsent[v] |2 < |10/5/2006,
= [@/[H |accssood 115KB | a2 [ [v] |[Natve || | & < [10/11/2006,
= :i TF"” CZ"!eggzy RQ[ater [ Tv] |Inctsent [v] | & = |11/2/2014
[ % e % (A
EPITElﬁE -
4 3

A project can have any number of Commitments of different subtypes.
Commitments can be created from RFQs when they are part of a (Bid
Package) — RFQ — Commitment workflow and they can also be created
from Change Orders. Compliance tracking is tightly intertwined with
Commitments. Once Committed (approved), Commitments require CCO
documents for any changes made to the Commitment Items.
Commitments can update the budget. Commitments are also linked to

Pay Requests and, optionally, Receipts.

Commitment
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Compliance
Tab

By default, the Commitment Doc type includes the Compliance tab,

where compliance requirements are tracked for the specific Commitment
For more information against the Commitment’s Start and Finish dates, Commitment amount

about Compliance and its and percent paid.

setup, see the Focus on

Alerts and Compliance Details Scope Addr Payees Dates Items Incl/Excl A

guide.

Required

K [Type v riden mtare Received Notify rack
» m b4 Workmans Comp Insurance [1/4/2010 E ) W]
B |7 |Executed Contract Returned /42010 = ] ¥
o Waorkmans Com|| %
Pay Status
The Pay Status field informs you of compliance issues. You cannot edit
this field.
=| Commitment-Committed l = [E 3
Electrical Work
DOCUMENT HEADER =H, &
Docs# 0001
PROJECT|GC-003 Narthern Lights Office Bldg

DESCRIPTION [Electrical Work

VENDOR |Able Electric a
COMMITMENT TYPE| v Terms |Net 30 [v]
CONTRACT TyPE|Fixed Price [v]
PAY STATUS 1 compliance issue
VWW%WW&VWWM"
e |f the Commitment is in-compliance, the message will say In
compliance.

e If the Commitment is out of compliance, the message will say n
compliance issues. This message can be changed only by
entering compliance information under the Compliance tab.

e |If the Vendor is out of compliance, the message will say n
vendor issues. This message can be changed only by entering
compliance information under the Compliance tab of the Vendor
document.

Focus on Doc Types and Project Workflow Commitment



Optional Tax/
Freight
Handling

Remitted Sales Tax is
part of the commitment
expense like labor and
materials. You may
prefer to track the
remitted tax portion of the
expense explicitly
because doing so makes
it easier to offset Use Tax
liabilities later in the
project.

TIP

The tax line and freight
options will not appear
unless the site has been
implemented with the
WBAConfig rule. See
KBA-01395,. “Tracking
Freight and Remitted
Sales Tax on
Commitments.”
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Commitment documents can be configured to track how remitted sales
tax is handled. The Tax Handling drop-down on the Details tab indicates

a default, which you can override.

Details Scope Addr Payees Dates Items

Tax Hanouna| [ELET S |

ReTenTion |k EREE RS

Tax Added
Owner Direct| 18X Inclu

B A A A A

e No Tax means that tax is not tracked on the Commitment.

e Tax Included means that the Item amounts include tax.

e Tax Added means that separate Items will be added for tax (see

below).

Commitment documents can also be configured to allow Items just for

freight.

To add separate freight and/or tax lines:

e To add an Item for tax, select the Add Tax Line option from the

Items Options menu:

Q) fuem

H cea Existing

o Add Freight

Cost Code

L+

Note: you must have at least one Item on the document before

adding the tax line.

e To add an Item for freight, select the Add Freight option from

the Items Options menu:

Focus on Doc Types and Project Workflow
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http://clients.spitfiremanagement.com:3280/sws/kb/index.php?ToDo=view&questId=356&catId=40
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Creating a
Commitment

For more information
about the CSI
Maintenance tool, see

the Focus on System
Administration guide.

If you enter a Unit of 0 or
1 for your Item and the
UOM is blank or LS
(lump sum), stPMS will
blank out the quantity.

A Unit of 1 and a UOM
other than LS will be
retained as entered.

For more information
about the Items tab, see
the Focus on Document
and Item Basics guide.
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There are three ways to create a Commitment document:

From the Project Dashboard—use this method for a stand-alone
Commitment (see the next page).

From an RFQ document—use this method when you want the
Commitment to be based on an Awarded RFQ (see page 71).

From a Change Order document—use this method when the
Commitment is part of a Change Order workflow. (See the
Change Order Management white paper.)

To create a Commitment from the Project Dashboard:

1.

Focus on Doc Types and Project Workflow

Click | 2 on the Project Dashboard to start a new Commitment
document.

Change the Description to something more descriptive of the
commitment/subcontract.

Note: You might be able to type the beginning of a CSI code
(and press Enter) to have the field filled in automatically, if CSI
codes have been set up with Descriptions in the CSI
Maintenance tool.

Look up a Vendor. You cannot set the status to Committed
without a Vendor.

Select a Commitment Type (which is a document subtype) and
a Contract Type.

Look up or fill in other fields in the Document Header. Use the
Date field to indicate that execution date of the subcontract and
the Due date for internal routing and alert purposes.

Click H to save (and actually create) the document.

(optional) Enter a Retention amount at the Details tab.
Note: you can also enter a retention percentage on each
individual Item.

(optional) Select a_Tax Handling choice (see page 85).

On the Dates tab, edit Start and Finish Dates for the
Commitment. The Project Contract Start and Finish dates
appear by default:

Details Scope Addr Payees Dates Items Incl/Excl Compliance A
o Description Start Finish Note
m Commitment Current 11/12/2014 il 12/19/2014 . V4

O |pec [v||2014 v O

Su Mo Tu We Th Fr Sa

Attachments Route Detail

1 2 3 4 5 6

— 7 8 9 10 11 12 13

<= ol Name Size |Note Ttem =d
14 15 16 17 18 19 20

=3 [H |gc002-aboos GOKE  |sutcormrmer; eiem i | V06
_ 21 22 23 24 25 26 27

= |g@ [Z |Certificate Insurance 2.0MB |uabiny, sBc conar... 52 1 V6o
28 290 30 31 1|2 3

= & [~] |accesons 115KB | subcornractor, guat... £33 V06

0 You can also add other dates.

Commitment



For information about
attachments, see the
Focus on Files
Attachments and the
Catalog Dashboard. For
information about routing
documents, see the
Focus on Routes guide.

Focus on Doc Types and Project Workflow
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11.

12.
13.
14.

15.

16.

Page 87

Go to the Items tab and add your Item(s).

o (If your site is integrated) Each item should have a Cost
Code, Account Category and GL Account. You will
not be able to change the status of the document to
Committed without this information. Look up the fields
necessary.

o0 (optional) Add a dedicated Tax Line and/or Freight Item
if appropriate (see page 85).

Check the Compliance tab to see if you need to enter
compliance information.

o M indicates that the status of this compliance line item
is still unknown. Click ™ to enter information for each
compliance item.

(optional) Add information to other tabs, as appropriate.
Add attachments if desired and create a route if necessary.

(optional) If an Attachment template has been established for

this Doc type, ' will appear on the Attachments tab. Click on
E: to create the printout file for the Commitment. This printout
file will be emailed or faxed to potential customers who are set

up as “via email” or “via fax” routees (along with other attached
files).

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status.

0 Change the status to Pending and then Committed if
and when appropriate. Once the Commitment is
Committed, changes to Items are made through CCOs.

Commitment



Commitment
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Of Particular Note

“Commitment Log” and
“Commitment By Cost
Code” reports are also
offered by sfPMS. See
the Spitfire Reports
technical white paper for
a description of all
reports.

Statuses for
Commitments
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The Options menu for the Commitment document offers the following
choices when you save:

ezl

Alerts

Copy this Document
Change Order Log
Commitment-vs-Budget
Compliance

Pay Request Log
Payment Detail |
Create Pay Request

Ss:bolll | p

Related Documents
Able Electric
View Changes

1 compliance issue

ﬁ The information note at the bottom of the Option menu will tell
you if the Vendor is out of compliance.

After you have Change Orders associated with this Commitment,
the = Change Order Log option opens the “Spitfire CCO Log".

The = Commitment-vs-Budget option opens the “Commitment
Budget Comparison” report.

If you are set up for Compliance tracking, the =
option opens the “Compliance Exception Log".

Compliance

After you have Pay Requests associated with this Commitment,

the =/ Pay Request Log option opens the “Spitfire Pay Request
Log".

If you have approved Pay Requests for this Commitment, the =
Payment Detail option will open the “Payment Detail” report,
which lists information about the checks used to pay the
Commitment.

At first, the Status drop-down offers the following choices:

STATUS |In Process -

Focus on Doc Types and Project Workflow

‘In Process

Canceled -
Fequisition

Commitment



Page 89

Once you enter information and save the document, the Status
drop-down offers new choices:

STATUS |In Process -

In Process
Canceled

Committed

Pending
Requisition

Use Pending or Requisition to indicate that the Commitment is
ready for consideration or approval.

If the status is set to Committed, the Commitment document,
when integrated, appears in Microsoft Dynamics SL (Contract
Management Module).

The Commitment must be Committed before you can create
CCOs. In addition, the Status drop-down offers a new choice:

STATUS | Committed -

Canceled
Committed

Completed

Canceled and Completed are final statuses, which “close” the
document. When a Commitment is Canceled or Completed, it
can no longer be changed.

Focus on Doc Types and Project Workflow

—p| Pending v
In Process 4_‘ —p| Committed »| Completed
| Requisition
— Canceled
»
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Submittal, Submittal Package, Submittal Item Register

Overview

Submittals, Submittal Packages and the Submittal Item Register are
inter-related documents on a project. Submittals list and send details of a
project, especially materials and documentation, to subcontractors or
vendors. Submittal Packages list and send the materials and
documentation to clients or architects. The Submittal Item Register

tracks all Submittal Iltems for the project.

|=| Submittal ltem Register- Open

l DOCUMENT HEADER =B,
“ Items | Notify A|
=a Item ' |Cost Code Spec Para Rev  |Description Item Type Responsible Due Status
» | B W |oooos ::;0:;"5 2ls [ [ |Hardwar= £ Product Data m"'”"”'im:;th 5 r:" 2 [ [open
» | @ [ |ovoos :::I":;m 2lé [ [ [Thresholds and weather striping /  |[Product Data m"'”"“'l’“;:h . : 2 | [open
e T 100451 |[ [ [ lcurhing # [Caho Asphalt & Paving 7 8 | B I~ x|

=] Submittal- Open

Changes Saved

Doc# 12347
PROJECT|GC-003 Narthern Lights Office Bldg

SOURCE# I

DOCUMENT HEADER

| Blsubmittal: Exterior Doors

DESCRIPTION ISU[]"'I“'IZ[ Exterior Doors

=H, A

<

To[Adventure Works Architecture 28
status|[Open [v] (i} I
RECEIVED
DATE[11/13/2014 Due [11/14/2014
| [ - ]
Notes ~ Addr | Items ‘ A
= Cost Code Spec Para Rev |Description [Ttem Type Responsible Due Status
08100~ g [d illian Smart - =
B0 [ joooos oo Lo Hardware / Product Data pen Smart R Open
DE100- g . illian Smart 5 =
» @l (@ |ovoos — Ale [Threshalds and weather striping /  [[Product Data A"’::u:‘:mm_ 28 I & |opn
=| Submittal Package- ==
El g

Submittal: Exterior Doors

Note: One or more Attachments will be crested from templates when this document is routed.

DOCUMENT HEADER =H,4
Docz |0002 SOURCE#
PROJECT|GC-003 Northern Lights Offics Bldg
DESCRIPTION [Submittal: Exterior Doors
To 2
STATUS v] @
RECEIVED
DATE[11/13/2014 Due [11/14/2014
| Notes ~ Addr ‘ Items ‘ a
= 6 Item |Cost Code Spec Para Rev  |Description Item Type Responsible Due |Status
log100- £ls - Jillizn Smart £ 8 G
» =] oooos U Hardware /' Product Data S e Open
[og100- 2[4 - Jillian Smart g
> 1@ oooos 951 2le [ [Thresholds and weather striping / Product Data Man S e a9 Open
“ Attachments ‘ Route Detail
=2 Name Size Note Item Ind Seq Cataloged
= xﬂ'ﬁfﬁ"‘”m” Crestec rom 17367 ~] Not Sent | v | A = |11/13/2014
[ 3o @ 15
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Where They Fit
In

You can start the Submittal process with the Submittal, Submittal Item
Register or (less often) the Submittal Package document. Every
Submittal Item entered on a Submittal or Submittal Package also
appears on the Submittal Item Register. Therefore, the Submittal
Register is the master list of all Submittal Items with links to all
corresponding Submittals and Submittal Packages. Each Submittal Item
is its own entity with its own Item number and status. When you update a
Submittal Item, the update is immediately displayed on the Submittal
Item Register and on any Submittal/Submittal Package on which it
appears.

You can create a Submittal Package from a Submittal and you can
create a Submittal from a Submittal Package. The project’s only
Submittal Item Register, however, is created automatically when the
Project Setup document on a new project is first saved.

The Submittal
Icons

In the Item grid view of Submittals, Submittal Packages and Submittal
Item Registers, the two columns of icons indicate the same thing. The
first column indicates the status of the Submittal. The second column
indicates the status of the Submittal Package.

means the Item is not on a Submittal/Submittal Package.
kw/ means the Item is on a Submittal/Submittal Package that is Closed.

g means the Item is on a Submittal/ Submittal Package that is Open.

Clicking the icon will indicate the actual Submittal/Submittal Package
document that contains the Item. You can click on document name to
open the document.

Items Notify

o Item Cost Code

V@ [oooos |os100-
B Metal Doore

12347: Submittal:
Exterior Doors

¥ v

Focus on Doc Types and Project Workflow Submittal Processing
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Submittal Item

Dates

Submittal Items can include up to six dates fields. While it is possible to
hide, re-label or repurpose any of these fields, the date fields were
designed as follows.

Notes = Addr | Items A
= Ttem Cost Code Spec|Para|Rev|Description Item Type Responsible Due
A
Hardware
A
e — S
jf 08100- Product Data ™ |Jillian Smart a
™)
SFEC[PARA:RE\"| / |
MANUFACTURER|
SUPPLIER |
SOURCE NUMBER|
COST CODE [08100- 250
RESPONSIBLE |J\IIian Smart £2a
REQUESTED i RECEIVED ]
o P
SUBMITTED L] REVIEWED L]
- P
DUE L} COMPLETED LE)

Requested — can indicate when a Submittal Item is added to a
Submittal. You can enter any date you want in this field.

Received — can indicate when the Submittal Item is received from the
subcontractor/vendor. You can enter any date you want in this field.

Submitted — can indicate when the Submittal Item is added to a
Submittal Package or when it is routed to the client/architect. You can
enter any date you want in this field.

Reviewed - indicates when the Submittal Item was reviewed. This date
is populated automatically by Spitfire whenever the Item Status changes,
although you can override the date. Note: if you override the date, it will
no longer auto-populate when the status next changes.

Due — can indicate when the Submittal Item is due to be received. You
can enter any date you want in this field.

Completed — can indicate when consideration of the Submittal Iltem is
over. You can enter any date you want in this field.

Possible
Workflow

1. Enter your Submittal Items into the Submittal Register.

2. Create a Submittal for your subcontractor or vendor requesting
the Submittal Items for which they are responsible, using Iltems
from the Submittal Iltem Register. You may want to enter
Requested and Due dates at this point.

Focus on Doc Types and Project Workflow Submittal Processing



Submittal Iltem
Workflow Example

TIP
A “Submittal Item Log" is
offered by sfPMS. See

the Spitfire Reports
technical white paper.

Adding to the
Submittal Item
Register
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3. When the sub/vendor supplies the requested Submittal Items,
enter the Received dates for the Items, then create a Submittal
Package for the Items from the Submittal.

4. Enter Submitted dates for the Iltems and send that Submittal
Package to the client/architect for approval.

5. If the ltems are approved, notify the sub/vendor by routing the
Submittal Item log to the responsible party. If the Items are not
approved, create a new Submittal indicating that those Items
need to be resubmitted, and repeat the process.

6. Atthe end, you may want to enter Completed dates.

At all times, the Submittal Item Register allows you to track each
Submittal Item as it moves back and forth between you and the
sub/vendor or between you and the client/architect. The Submittal Item
Reqgister allows routing to responsible parties as needed.

Note: You may want to set up your subcontractors or architects as “Web
(conditional)” Spitfire users. See the Focus on Contacts and Focus on
Routes guides for more information.

Submittal Item on Submittal Item Register.

Submittal Item on Submittal document.

Submittal document is routed to sub/vendor. Sub/vendor sends actual
submittal item so Submittal document is Closed and Submittal Package is
created.

Submittal Item on Submittal Package.

Submittal Package document is routed to architect. Architect rejects
Submittal Item so Item is set to Revise/Resubmit (which creates an Open
copy of the Item when the document is saved), the Submittal Package is
Closed and a new Submittal document is created.

Submittal Item on second Submittal document.

Submittal document is routed to sub/vendor. Sub/vendor sends revised
submittal item so Submittal document is Closed and new Submittal
Package is created.

Submittal Item on second Submittal Package.
Submittal Package document is routed to architect. Architect approves
Submittal Item, so the Submittal Package is Closed.

AVF/A AW/

The Submittal Item Register does not appear on the Documents Menu
and cannot be created by you. Instead, it is created as part of the project
when the Project Setup document is first saved. Because it is a regular
Spitfire document, so you can attach files and documents to it, and you
can route it, if desired. You can enter Items directly into the register or
you can enter Items directly onto Submittals (and Submittal Packages)
and they will also appear in the Submittal Item Register.

Focus on Doc Types and Project Workflow Submittal Processing
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To add Items to the Submittal Item Register:

1. Go to the Project Dashboard and click - to open the Options

Menu:
 Home Catalog Contacts  Plan Room  Executive Manage System Ac .@
GC-003 - Northern Lights Office Bldg Jun 1, 2007 - Jan 31, 2008

DOCUMENTS = SUBMITTAL - 3 OPEN DOCUMENTS; 2 (% Refresh Page =

Type ol@E =~ & o Doc No |Description Date Due
» |Bid 1 B 12347 |Submittal: Exterior Doors 11/13/2014 [11/14 Cost Code Maintenance
I [Bid Package 3 12346 | Sprinkler system pressure test  |2/4/2010, |4/12 B :Zrn:!eg ig;ountmg Maint

roje ress

- (Budget 1 B 12345 |FO conduit connection details 10/18/2014 [11/1 @ Pru;!ect Location Map

CcCco 2 =
> PP — TEAM CONTA{ if competitive Bid Analysis
P |ce ppr al2 a4 |Name Company P| =] Project Analysis
P | Change Order 1 = @ Jack McSwag Spitfire Construction (4 |& Project Setup
P [Commitment 4|2 .

—— = Jason Sunderson Able Electric Corp [& g ch - —

Ci li . . . dange ltem Register
> N‘;?ﬁ;?;: 1(1 =] Chris Demo Spitfire Construction ( @ g J
P> |Correspondence 1 = New Employee . o
| Daily Field Report 1 =] Ken Lathe Universal HVAC Specialities { @ Change Order Markup

Marthorn Linht Merthern ©iaht 7

2. Select :F Submittal Item Register. The document will open.
3. Add Items to the Submittal ltem Register.

4. Click ﬂ to save the Submittal Item Register.

Notify Tab

You can route natification of approved Submittal ltems or Items with
different statuses. This provides a way to let your
subcontractors/vendors know that their submittal items have been
approved. Although the Submittal Item Register contains all Submittal
Items, the routed document or its corresponding print report will contain
only those Submittal Items for which the routee is responsible.

To route a notification of approved/open/etc. Items:
1. Click on the Notify tab on the Submittal Item Register.

2. Select the appropriate Item Notification status from the drop-
down.

=] Submittal Item Register- Open

d
DOCUMENT HEADER =

Items Notify A

ITEM NOTIFICATIONS, AII Open and Approved
[F308 103 All Open and Approved

All Open
Approved
Not Requested

Received, not yet submitted
Attachments Route p|Requested, not yet received
Submitted, not yet reviewed

3. (optional) Add a Lead Time in days.

For more information
about routing, see the

ITEM NonncmomslAll Open and Approved ﬂ

Leap TlMEI 5]

Focus on Routes guide.
4. Add your subcontractor(s) or others to the Route Detail tab.

Focus on Doc Types and Project Workflow Submittal Processing
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5. Click H to save the Submittal Item Register. Your routee(s) will
receive either the Submittal ltem Register in their Inbox, or the
Submittal Item Log via fax, email or hard copy printout, for
example:
Submittal Item Log
GC202 - KC Store
ftem # ‘Source Spec/Para:Rev cc Description Type Responsible Stat
00007 P5.01/A:2 09000 Shower Door Specs ghop_ Ferguson Enterprises A o 223 2724 o 223 2724
rawings
Note: In both cases, only those Items for which the routee is
responsible will appear.
Creating a
Submittal

For more information
about the Items tab, see
the Focus on Document
and Item Basics guide.
For more information
about attachments, see
the Focus on Files
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.

Your project can have as many Submittal documents as needed.

To create a Submittal document from the Project Dashboard:

1.

10.

After you save,

Click | from the Project Dashboard to start a new Submittal
document.

(optional) Change the Description.

Look up the person or company to whom you are sending the
Submittal in the To field.

Click H to save (and actually create) the document.

On the Items tab, Add Items or Get Existing Items from the
Submittal Item Register.

Add other information to your Submittal as needed.

(optional) If an Attachment template has been established for
this Doc type, & will appear on the Attachments tab. Click on

E: to create the printout file for the Submittal. This printout file
will be emailed or faxed to potential customers who are set up as
“via email” or “via fax” routees (along with other attached files).

Add attachments if desired and create a route if necessary.

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status.Submittal ltems

icons on the Items tab will identify the Item(s) as

being on a Submittal.

Submittals include the option for Quick Edit Mode in the Items tab.
Usually, you do not change the status of an Item on the Submittal
document (but rather on the Submittal Package document).

Focus on Doc Types and Project Workflow
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Submittal
Options Menu

The Options menu for the Submittal document offers the following
choices after you save:

TIP
A description of all R =1, A
Document Options menu 7
choices can be found on 7o Alerts ]
in the Focus on = Copy this Document
Document and Item A Create Submittal
Basics guide. . Package
et Jillian Smart
4" View Changes L

Of Particular Note

e You can % Create Submittal Package only after you have
entered at least one item on your Submittal and saved the
document. Usually you do not create the Submittal Package
until you have received the submittals from the sub/vendor. (See
the next section on Submittal Packages.)

. u'i'b indicates the Source Contact for this document. This option
appears only after you look up a choice for the To field and save
the Submittal document.

Statuses for
Submittals
By default, the Status drop-down offers the following choices:

STATUS |Open -

ne
Closed

o Closed is a final status, which closes the document. When the
Submittal is Closed, it can no longer be edited. Normally, you
close the document once you have received all Items on that
Submittal.

Open Closed

\ 4

Focus on Doc Types and Project Workflow Submittal Processing
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Creating a

Submittal

Package
There are two ways to create a Submittal Package:

e From a Submittal document—use this method when you want to
carry over information from an existing Submittal.

e From the Project Dashboard—use this method when you want to
start with a Submittal Package.

To create a Submittal Package from a Submittal:

Note: if you are following the workflow described on page 92, you should
change the status of the Submittal to Closed and save first. The
Submittal should have at least one item.

1. On the Submittal, click = to open the Options menu, then select
“ Create Submittal Package.

2. Click on the confirmation box that appears. A new
Submittal Package document will appear.

(optional) Change the Description.

4. Continue with step 4 of the following instructions, keeping in
mind that all open Items from your Submittal will be copied onto
the Submittal Package. You can choose to add other items
using either the Add New or Get Existing options.

Also note that when you change the status of the Submittal
Package to Closed, you will no longer be able to edit it, so you
should not Close the Submittal Package until ltems have been
approved or rejected by the architect (see the section on
Submittal Item Statuses on the next page).

To create a Submittal Package from the Project Dashboard:

1. Click | on the Project Dashboard to start a new Submittal
Package document.

2. (optional) Change the Description.

For more information 3. Inthe To field, look up the person or company that will be getting
about Items, see the the Submittal Package (e.qg., the architect).

Focus on Document and
Item Basics guide.

4. Click tI to save (and actually create) the document.

(optional) If you have more than one Contact records for the To
company, click on the Addr tab and look up the exact person you
want to receive the Submittal Package.

6. On the Items tab, Add Items or Get Existing Items from the
Submittal Item Register.

7. Add other information to your Submittal Package as needed.

Focus on Doc Types and Project Workflow Submittal Processing
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Submittal Item
Statuses
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Add attachments if desired and create a route if necessary. (See
also the section on Submittal Package Item Covers on
page 99.)

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status.

Depending on the access that architects have within Spitfire, they will
either be able to change the status of Items directly on the Submittal
Package and route the document back to you, or you (or some other
staff member) will record the status changes after hearing from the
architect.

To change the Item Status after review:

1. Open the Submittal Package and click on the Items tab.
In order for Items to
behave as described 2. In grid view, click on the new status for each ltem.
here, the DocltemConfig $ -
| AutoCopyWhen:nn $
rule must be set to 1 for é . o —
Submittal Packages. g'jl% e I
If necessary, see g il | B Jopen T¥]
KBA-01158. £ff3illian Smart 8 — ® = =
gﬂdventure Works Ar\:hitecturi- - o :m_l
é Accepted
L4 Resubmit
3. Click H to save. If an Item is given a “not-approved” status (for
example, Resubmit), the Item will be copied onto the same
Submittal Package document with an Open status and its
revision number will be incremented.
Notes Addr Items
= < |Ttem Cost Code Spec Para Rev |Description Item Type Due Status
> m 00007 h?:;:los;m 2 Lo [ B :e —_— striapri‘:g / [Product Data ~] mﬂ’:j:::ﬂﬁ et 2 [ [open  [v]
o 2 B e —— R L s
o o o N o N NN N NN T A e A A A
4. Change the document status to Closed and save the Submittal
Package.
5. Click = to open the Document Options menu, then select | %

Focus on Doc Types and Project Workflow

Create Submittal from the Document Options menu:

i

in Alerts

= Copy this Document

>
4’ View Changes

Submittal Processing
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Submittal
Package Item
Covers

Page 99

A new Submittal document, with the open Item(s) will appear.

This new Submittal can now be sent back to the

subcontractor/vendor.

If all Items are Approved, close the document window and notify
the sub/vendor (see page 94).

You can create and use a type of bookmark template (called an Item
Cover) for your Submittal Items. These Item Covers take their
information from each Item, so, for example, a document with three
Items would have three Item Cover printouts. Item Cover printouts are
converted into PDF before being faxed, emailed or printed. They can
also be merged with files (Microsoft Word, Microsoft Excel or image files)
that are attached to the specific Item.

ltem Cover templates are
created in the same
manner as other
bookmark templates. For
more information, see the
Focus on (Doc)
Bookmark Templates
guide.

Focus on Doc Types and Project Workflow

Click ™ at the desired Item to get to detail view.

To view an Item’s Item Cover:

While in detail view, click = to open the Item Option menu:

@

Notes Addr Items

|l|l!rl| Cost Code

)

Next Item

Previous Item

|5pe( |Para ‘Rev ‘Des(riptiun

Entranceway 1st floor fixtures

VIV VIV

| Cear Gipboard
% via Excel
A A A A A A A A A
H ’
Select Print Item to open the Item’s Item Cover,
for example:
ACME, INC.
GENERAL CONTRACTORS
123 Acme Bivd
Acmevile, PA
PHONE (314) 273-0303 FAX (314) 2734208
Submittal Package Item
Date: ‘Wednesday, March04, 2009
To: MorthemLights
Attention:  Mick North
Project: GCO003
Submittal No: 0001
Please review the attached (orsupplied) submital item
Description: ~ Entrancewsy 1=t fioarfadures
Section No. 15
PartiParsgragh: A
Revision No. 1
Notes: From Taiwan
Regards,
Jon Taffler
Project Manager
0 Approved
0 Meeds to be revised'resubmitted
ReviewNotes:

Submittal Processing



Submittal
Package
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Of Particular Note

Statuses for
Submittal
Packages

Focus on Doc Types and Project Workflow

Page 100

The Options menu for the Submittal Package document is similar to that
of the Submittal document. It offers the following choices after you save:

Alerts

Copy this Document
Create Submittal
Related Documents

Northern Lights
View Changes

5,59‘;, HE

»

e Regardless of how you created the Submittal Package, you can

“. Create Submittal from the Submittal Package.

By default, the Status drop-down offers the following choices:

STATUS |Open -

Closed is a final status, which “closes” the document. When a

Submittal Package document is Closed, it can no longer be
changed.

Open Closed

\ 4
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Compliance Notification

Overview

Compliance Notification documents are automatically created and routed
to appropriate people when Commitment or Vendor requirements are out
of compliance.

rﬂ Compliance Notificaticn- Cpen

TS
Submittal Items

DOCUMENT HEADER =H, A
poc# [0001

PROJECT|GC-003
DESCRIPTION [Submittal Items

VENDGRlAbIe Electric

s 2
status[Open [v] @

DATE|11/21/2014

Marthern Lights Office Bldg

DUE [11/21/2014

“ Notes ‘ Details

INTRODUCTION

We have not yet received the submittal item indicated above.
Compliance is critical to the project schedule.

ISSUE

Please be aware that we reserve the right to withhold payment
until all items are received.

ACTION REQUIRED

Please contact us if you have any questions. Thank you in
advance for your prompt attention.

) ‘Added

By ‘Itema rk

“ Attachments | Route Detail

5 |Mame Size |Mote |Inmcl Seq |Cataloged
__  |Compliance Source _
= |Compliance Notification - 0001 Mot Sent =

& = |seconds agop
0% e®DE

Focus on Doc Types and Project Workflow
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Where It Fits In

For more information,
see the Focus on Alerts

and Compliance guide.

Opening a
Compliance
Notification

Page 102

You do not directly create a Compliance Notification document.
Assuming proper setup, when a compliance item triggers an out-of-
compliance signal, a Compliance Notification document is created
through an automatic workflow script. Based on routing rules and
Contact setup, the Compliance Notification document is then routed to
the appropriate people, often through a template-generated file.

When a compliance requirement that has triggered a Compliance
Notification document becomes in compliance, the Compliance
Notification document is automatically closed. If instead, the requirement
remains out of compliance after an allotted recurrence interval, the
existing Compliance Notification document is automatically closed and a
new Compliance Notification document is created and routed.

Compliance Notification documents can be opened from your Inbox (in
the same manner as any other document) or from the Catalog.

To find a Compliance Notification through the Catalog:
1. Go to the Catalog Dashboard.
2. Click the Include Documents checkbox.

3. Click the Type checkbox and select Compliance Notification
from the drop-down list.

4. Click _Search |

a 06.2‘5: 07 ts Executive e 5 > 3

SEARCH =

M1 INCLUDE DOCUMENTS [ INCLUDE FILES
TYPE Compliance Nolification |v| REFERENCE 2
RESPONSIBLE | CoMPANY @
CoNTACT @ Doc # —
SOURCE # r— DATE M[1z3p01s B =[112a2014 B
DUE 117242014 ==[11/24/2014 [l IncLUDE CLOSED

STATUS [T
HAS ATTRIBUTE | || HAS FILES [Either v
PROIECT ID — 2 Max ITEMS [200
PER PAGE [24_ TexT [
Search |) W] AUTO REFRESH

Find your Compliance Notification.

Click - to open the document.

Review and take appropriate action.

© N o O

If you edit the document, click H to save it.

Focus on Doc Types and Project Workflow Compliance Notification



Compliance
Notifications
Options Menu

TIP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Of Particular Note

Statuses for
Compliance
Notifications

Page 103

The Options Menu for the Compliance Notification document offers the
following choices after you save:

I HEADER =1, &

‘o Alerts

= Copy this Document
@ Able Electric

& View Changes

e i indicates the vendor for the Item that is out of compliance.

By default, the Status drop-down offers the following choices:

STATUS |Open -

e Closed is afinal status, which closes the document. When a
Compliance Notification document is Closed, it can no longer be
changed.

Open Closed

\ 4

Focus on Doc Types and Project Workflow Compliance Notification
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Receipt

Overview
Receipt documents track receipt of materials (or services) expected by
Commitments.
i =| Receipt- New E@éf
Electrical Work Receipt 0001
DOCUMENT HEADER =HE, &
Doc #|0001 SOURCE #
PRGJEUW Morthern Lights Office Bldg
COMMITMENT (0001
\/ o 1 compliance issue Met 20
click I to open the __—sms|inProcess ~ ©
Commitment that is RECEIVED BY|Aaron Grant -
related to this Receipt. RECEVED [11/24/2014 B
Details Ttems A&

Descaremion|Initial Document

CREATED|11/24/2014 [ Finac Recerer

Attachments Route Detail

Name Note |Item Cataloged

26KB -

subc_gc123000_000001

O®=BE

Native ~

scaipe & [10/5/2006,

Be

Incl ‘Seq

Powered
Sk

»

Where It Fits In

Receipts are linked to Items on specific Commitments.

Creating a
Receipt

In order for a Receipt to be created, the corresponding Commitment
must have its status set to Committed.

To create a Receipt from the Project Dashboard:

1. Click | £ on the Project Dashboard to start a new Receipt
document.

2. Look up or enter the Commitment to which you want to link the
Receipt.

Note: only Commitments with a status of Committed will appear
in the lookup. This field is required.

3. Look up or enter the Received By person who actually received
or is responsible for the material (service) received.

4. Click ﬂ to save the document.

Focus on Doc Types and Project Workflow Receipt



For more information
about the Items tab, see
the Focus on Document
and Item Basics guide.
For more information
about attachments, see
the Focus on Files,
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.

Receipt Options
Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Of Particular Note

Focus on Doc Types and Project Workflow
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5. Onthe Items tab, add Qty information to your Receipt as

needed.

Details Items

Item |Description
| m 0001 |Planning /
b i |ooo2  |Pull Wiring #

W il |oooz  |Electrical Materials #
b m 0004 Replace Wiring in Computer Room /

Expected Prior

25.000( 0.000
75.000( 0.000)
15.000| 0.000

{11

28.000( 0.000

Final receipts can be indicated on the Details tab.

Details Items

Descmmom|1nitial Document

CREATED(17/24/2014

Add attachments if desired and create a route if necessary.

Either route the document to another person or save the

document, then close the document window.

You can reopen the document as needed to make changes to it

and to change its status

Note: before you change the status to Received, you must look

up a Received By person.

EO -

s

(=

Alerts

Copy this Document
Related Documents
Able Electric

View Changes

1 compliance issue

The Options menu for the Pay Request document offers the following
choices after you save:

& indicates the subcontractor/vendor on the Commitment.

m Related Documents provides another way for you to open

the Commitment to which the Receipt is linked.

Receipt




Statuses for
Receipt

A “Receipt Log” is offered
by sfPMS. See the

Spitfire Reports technical
white paper.

Focus on Doc Types and Project Workflow

By default, the Status drop-down offers the following choices:

STATUS |In Process j

Canceled
Received

Page 106

e Both Received and Canceled are final statuses, which close the

document. When a Receipt document is Received or

Canceled, it can no longer be ch

anged.

/

Received

In Process

\

Canceled

Receipt



Transmittal

Overview
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Transmittal documents track delivery of project materials that are not

elsewhere tracked.

=| Transmittal- New

Dﬁﬂ

Transmittal 0001

Doc# |0001

PROJECT|GC-003

DOCUMENT HEADER

=M, 4

MNorthern Lights Office Bldg

DESCRIPTION |Transmittal 0001

To|Alan Steiner

|

DATE|11/24/2014

Details Notes Addr

Reason|As Requested

Attachments Route Detail

Seq |To

(T

Status

Alan Steiner

m 2 Alan Steiner (Architect)
Chris Demo

= m {Superintendent)
M Ts Stace

D CONFIDENTIAL

I Pending w

I Pending ~ |/
I Pending e rd

Ins|Rsp

—
/7

Notes |Due

~N N

PriorrTy  |Medium

SAITFIRE

»

Where It Fits In

Any number of Transmittal documents can be created as needed.

For more information about
Transmittal cover sheets,
see the Focus on Routes
guide.

Doc type.

Focus on Doc Types and Project Workflow

Note: Transmittal templates can generate transmittal cover sheets for
routees on any Doc type, offering an option other than the Transmittal

Transmittal
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Transmittal documents can be created at any time during the project’s
life cycle.

To create a Transmittal document:

Creating a
Transmittal
1.
2.
3.
4.
5.
6.
7.
8.
Transmittal

Options Menu

Click | at the Project Dashboard to start a new Transmittal
document.

(optional) Change the Description.

Look up a To person.

Click H to save (and actually create) the document.
Add information to the document, as needed.
Add attachments and create a route, as necessary.

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to
it.

The Options menu for the Transmittal document offers the following
choices after you first save:

INT HEADER

p &

.

jo
=3
:

a
L]

o

Alerts

Copy this Document
Alan Steiner

View Changes

Of Particular Note

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Focus on Doc Types and Project Workflow

@ indicates the Source Contact (person/company who
sent/received the materials being transmitted) This option
appears only after you look up a Contact in the Source field.

Transmittal
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Pay Request

Overview

Pay Requests list and track the ongoing payment requests from vendors
for particular Commitments.

Click E to open the
Commitment that is related to
this Pay Request.

r
=| Pay Request-Pending T T
guest 0001 for Paving and Asphalt
DOCUMENT HEADER =
Doc #0001 Inv/REF # |0002-0001
F'ROJECT|GC—DD3 Northarn Lights Office B/
CoMMITMENT|0002 Paving and Asphalt
Cohe Asphalt and Concrete (V040]  In compliance 2% 10 Days, Net 30 Days
STATUS|Pending ™ o
APPROVED BY| #
- - - -
DATE |11/22/2014 E Due [11/23/2014 & Invoice |07/20/2009 E APPROVED L2}
Details Liens Items A
= Item |Cost Code Description Contract Prior| Qty waork ial Current c q:lzte Retention Met Amount
» oooy 192300 Paving & $20,000.00(40.01 $10,000.00 $10,000.00 50.00 $1,000.00| $9,000.00
Paving & Surfacing Surfacing
P g0 [[02500- Curbing $1,293.75/30.00| 286.670( $645.00 $645.00 49.86 £64.50) $580.50
Paving & Surfacing
LA 02500- i Drainage 250.00[50.0 3.500| $2,625.00 $2,625.00 50.00 $262.50 $2,362.50
Paving & Surfacing
. 0004 02500~ Striping 51,875.00/50.04 0.00
Paving & Surfacing
Attachments Route Detail
ey Name Size Note |Ilem |]ncl Seq |Cataloged
= @ [= coho_pr_gc003_01.kif - 1 496KB [ [~] [Mot Sent [+] & = |12/23/2006,
OEreni
Powprey
S ATTFIRE
4 »
k.

Where It Fits In

Pay Requests are tightly integrated with Commitment documents. Items
on a Pay Request are drawn directly from the Commitment. The Item
grid allows you to enter the current payment by percent or amount and
includes range checking for capped lines. A Pay Request can also be
linked to a specific CCO. A project generally has multiple Pay Requests
for each Commitment. If your site is integrated with Microsoft Dynamics
SL, Approved Pay Requests appear in the Microsoft Dynamics SL
Subcontract Payment Review and Approval screen, ready to be posted
and to generate a Microsoft Dynamics SL AP Voucher for payment. If
your site is integrated with Acumatica, Approved Pay Requests generate
one or more AP Vouchers in Acumatica.

For more information

about Batch Processing,
see the Focus on Batch
Processing guide. Pay Requests can also be created during Batch Processing.

Focus on Doc Types and Project Workflow Pay Request



Dates on the
Document
Header
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By default, there are four date fields on a Pay Request document.

Liens Tab

Date indicates the date of entry or date the Pay Request is
received. Today's date appears by default but can be changed.

Due indicates when the invoice is due.

Invoice indicates the date on the invoice. This date is required
for approval.

Approved indicates when the Pay Request is approved.

The Liens tab on the Pay Request (a type of Attendee tab) allows for
both split payments and joint payments (integrated sites only).

Details Liens Items
& |+ [Vendor LW Reqd |Split/Joint LW Recvd Amount Ttem
/& T [Trey Structural Research and D O ™ [ B [1000.00 o001
v X ek [] [] [ B | L]

[ ]
For information on
secondary lien holders,

see KBA-01390.

Creating a Pay
Request

Vendor indicates the payee of record.
LW Reqd indicates whether or not a lien waiver is required.

Split Pay indicates a split or joint payment for the Pay Request.
Note: Joint payments require changes to the Microsoft
Dynamics SL check printing routine. Your Microsoft Dynamics
SL Implementer should contact Spitfire for information.

LW Recvd indicates the date the lien waiver was received.

Amount indicates the amount to be printed on the check.
Note: the amount of all split checks cannot be greater than the
Pay Request amount after retention.

Item indicates if the row is associated with a specific Item on the
Pay Request.

In order for Pay Requests to be created, the corresponding Commitment
must have its status set to Committed.

There are two ways to create a Pay Request:

Focus on Doc Types and Project Workflow

From a Commitment—use this method when you are in a
particular Commitment document and are ready to create a Pay
Request for that Commitment.

From the Project Dashboard—use this method at any point to
create a Pay Request for any Commitment.

Pay Request


http://clients.spitfiremanagement.com:3280/sws/kb/index.php?ToDo=view&questId=351&catId=54
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To create a Pay Request from a Commitment:

Note: the Commitment must have a status of Committed.

1. Open the Commitment document, if not already open.

2. Open the Options menu and select Create Pay Request:

=| Commitment-Committed E@éj
Electrical Work =
DOCUMENT HEADER =oH, &
‘o Alerts e
Doc#|0001 = Copy this Document
PROJECT|GC-003 Change Order Log
DEsCRIPTION|Electrical Work Commimen-v2- B I
Able Elect Compliance
VENDOR |Able Electric e AT L
COMMITMENT TYPEI hd Payment Detail
CONTRACT TYPEI Fixed Price RS

Continue with step 3 of the following instructions.

To create a Pay Request from the Project Dashboard:

1.

Focus on Doc Types and Project Workflow

Click | & at the Project Dashboard to start a new Pay Request
document.

Look up or enter the Commitment for this Pay Request.
Information for the Items tab will come from this Commitment.
Note: only Commitments with a status of Committed will appear
in the lookup. This field is required.

Enter an invoice number at the Inv/Ref # field.

Enter dates on the Document Header as appropriate (see page
110).

(optional) Look up a CCO, if appropriate and the CCO field
appears on your document.

]
Click H to save (and actually create) the document. The Items
from the Commitment will appear on the Items tab.

Fill in the Qty, Work, Material, or % Complete fields as needed.

Qty Work Material Current % Complete
10000.00 $10,000.00| %% 50.00
| 286.67|| s4s.00]| $645.00 49.86

%£2,625.00 50.00

| | [ 0.00

[ 3.50 || 2625.00

Note: if you are using the % Complete column and want all your
Items to have the same percentage complete, enter the

percentage for the first Item, then click %} to copy that number to
all ltems.

Pay Request



8.

Indicate a final

Note the information on the Details tab:
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Details Liens Items

Par corroL| Auto

on the checkbox.

payment by clicking J

TIP

For a workflow to handle
attaching or editing
Compliance items after
the Pay Request has
been Approved, see
KBA-01469.

Approving the
Pay Request

If you are set up for
Compliance tracking, out-
of-compliance
requirements might block
approval of the Pay
Request. For more
information, see the
Focus on Alerts and

Compliance guide.

10.

11.

12.

) Frnav pavmenT

ArpR, REQUEST AMT $0.00
APpR RETENTION AMT £0.00
COMMITMENT AMT $28,418.75

]
CuRR REQUEST AmT $13,270.00
CURR RETENTION AMT $1,327.00
NET PAY AMOUNT $11,943.00

Green fields are the sum of all approved Pay Requests, the
purple field is the total Commitment amount and the yellow fields

are the sum of the Pay Request's line items.

(optional) Add to the Liens tab, if appropriate. (See the section

on page 110.)

Add attachments if desired (for example, a scanned version of
the subcontractor’s invoice) and create a route if necessary.

Either route the document to another person or save the

document, then close the document window.

You can reopen the document and change the status as
appropriate. During the life cycle of the Pay Request, the status

will change several times until you Approve it.

To Approve the Pay Request:

1.
2
3.
4

5.

When you are ready to approve the Pay Request, enter an

Inv/Ref # number, if one isn't there already.
Enter or select an Invoice date.

Look up an Approved By person.

Change the status to Approved.

Save the document.

Note: If your site is integrated with Microsoft Dynamics SL, Approved
Pay Requests appear in the Microsoft Dynamics SL Subcontract
Payment Review and Approval screen, ready to be posted and to
generate a Microsoft Dynamics SL AP Voucher for payment. If your site
is integrated with Acumatica, Approved Pay Requests generate one or
more AP Vouchers in Acumatica.

Focus on Doc Types and Project Workflow
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Releasing
Retention

Integrated Sites
Only
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If your site is integrated with an accounting system, there is no reason to
release retention in sSfPMS, as retention is released through the
accounting package.

To release retention on the Pay Request:

1.

Non-Integrated
Sites Only

Create a new Pay Request for the Commitment and (optionally)
include Release Retention in the Description field. Note: your
Pay Request may need customization to show this field.

If appropriate, click the Final Payment checkbox on the Details
tab.

On the Items tab, enter 0 (zero) on each Item’s Current field or
leave them blank.

On the Route Details tab, enter a routing note that AP should
release a specific amount of retention.

Save (H), route and approve the Pay Request as usual.

To release retention on the Pay Request:

1.

Focus on Doc Types and Project Workflow

Create a new Pay Request for the Commitment and (optionally)
include Release Retention in the Description field. Note: your
Pay Request may need customization to show this field.

If appropriate, click the Final Payment checkbox on the Details
tab.

On the Items tab, enter O (zero) on each Item’s Current field or
leave them blank.

At the Items tab, click P to expand each Item into detail view.

Type the retention amount you want to release as a negative
number at the Curr Retention field.

Click & to return to Grid view. You will notice that the Net
Amount for this Item accurately reflects the amount you will be
paying (i.e., the retention you will be releasing).

Save (EI), route and approve the Pay Request as usual.

Pay Request



Pay Request
Options Menu

TIP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Of Particular Note

For a description of all
reports, see the Spitfire
Reports technical white

paper.

Statuses for
Pay Requests
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The Options menu for the Pay Request document offers the following
choices after you save:

ADER = =

‘o Alerts

Payment Detail
Compliance

Copy this Document
Related Documents

Coho Asphalt and b=
Concrete

View Changes

In compliance

FD

+ B>

(=

[l
e d* indicates the subcontractor who is requesting payment.
e =/ Payment Detail opens the “Payment Detail” report.
e =/ Compliance opens the “Compliance Exception Log.”

. Ee Related Documents provides another way for you to open
the parent Commitment, related CCOs and other Pay Requests.

At first, the Status drop-down offers the following choices:
STATUS |In Process j

:In Process
Canceled

e After you save the document, more choices appear:
STATUS | Pending |

In Process
Approved
Canceled

e Once you set the status to Pending (and save the document),
you can no longer add or edit the Pay Request. You must
change the status back to In Process in order to edit the
document.

e Canceled and Approved are final statuses, which “close” the
document. Once Canceled or Approved, the Pay Request
cannot be edited.

Focus on Doc Types and Project Workflow Pay Request
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o |If the Pay Request is Approved and your site is integrated with
Microsoft Dynamics SL, the Pay Request appears in the
Microsoft Dynamics SL Subcontract Payment Review and
Approval screen, ready to be posted and to generate a Microsoft

Dynamics SL AP Voucher for payment. If your site is integrated
A “Pay Request Log” is with Acumatica, Approved Pay Requests generate one or more
also offered by sfPMS. AP Vouchers in Acumatica..

See the Spitfire Reports
technical white paper.

A
Approved

\ 4

In Process

Pending

\ 4

A

A 4

Canceled

\ 4
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CCO

Overview

If your project is
integrated with an
accounting system, the
CO field is system-
generated from the
accounting system.
Otherwise, it is blank.
It is a read-only field
that you cannot edit.
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The CCO (Commitment Change Order) document is used to make
changes or additions to ltems on a Committed Commitment.

Click e to open the
Commitment that is related to
this CCO.

@ CCO-In Process
Electrical Work CCO 0002

DOCUMENT HEADER =, A
Doc #IDDD2
| PROJECT|GC-003 |
COYMITMENT|0001 Electrical Wark
co #
STaTUS|In Process o
CONTRACT TYPE|Fixed Price REJECT CODE
COMMITMENT TYPEI Subcontract
VENDOR |Able Electric a
VENDOR APPROVER | £
INTERNAL APPRI #
DATE [11/24/2014 B Due [11/25/2014 APPROVED |
‘ Details Scope Addr ‘ Items | Incl/Excl A ‘
= | ¢ |Ttem '|Cost Code Category Description | Quantity | Net Amount | Rate
16000~ I— 1 .
P T |ooor EI — _sue Planning /|| || || 100.00
‘ Attachments Route Detail ‘ ‘
= Seq|To Status Ins|Rsp Notes | Due
= |ﬁ Pending I/ -
nd he -
== 2 ‘{‘p _'E“;j(:: m]r‘ Bending / /
lizabeth Kayser-Rubble -
=R 2| (hujactﬁssir:!;uit) Pending / /
Able Electric -
= 3 Able Electric [Subcontractor Bass) Pending / /
Andrew Carothers 0
= & (Project Assistant) ccd 4 4
— Elizabeth Keyser-Rubble .
= * | Clerk (Project Acsistant) ccd / /
= 5 S5 TamD Pendin
= (Superintendent) g 7 7
W] THis STase [ conFpenTaL PRIORITY Imadium .
Slaia5
4] | »
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Where It Fits In

Page 117

CCO documents are linked to Commitment documents and update
Commitment Items when approved. If so configured, approved CCO
documents can also update the budget (see KBA-01397). CCO
documents can be created directly from RFQ documents that are linked
to Commitments. Often CCO documents are created as part of a Change
Order workflow.

Creating a CCO

You can create a CCO document at any time after the corresponding
Commitment’s status has been set to Committed. A project (and a
Commitment) can have multiple CCOs. There are three ways to create a

CCO:

From the Project Dashboard—use this method when the CCO
does not require a change to the Project contract, nor is a result
of an RFQ (see below).

From an Awarded RFQ that was linked to a Commitment—use
this method when changes to a Commitment start with an RFQ
that leads to the CCO. (See page 71). Information from the RFQ
will be copied to the CCO.

From within a Change Order—use this method when a change
to the Commitment also causes a change to the Project contract.
(See the Change Order Management white paper.)

To create a CCO document from the Project Dashboard:

1.

Tip
When editing Items on
your CCO, you can

increase (with positive 3.

numbers) or decrease
(with negative numbers)
your Units or Amounts.

For more information
about the Items tab, see
the Focus on Document

and Iltem Basics guide. 5

For more information

about attachments, see 6.
the Focus on Files 7.

Attachments and the
Catalog Dashboard

guide. For more 8.

information about routes,
see the Focus on Routes
guide.

Focus on Doc Types and Project Workflow

Click | & on the Project Dashboard to start a new CCO
document.

Look up or enter the Commitment to which you want to link the
CcCo.

Note: only Commitments with a status of Committed will appear
in the lookup. This field is required.

On the Details tab, change the Title to something more
descriptive

On the Items tab, either Add New Items or Get Existing Items
from the Commitment. (See KBA-01459 for more information.)

o (If your site is integrated) Each item should have a Cost
Code, Account Category and GL Account. You will
not be able to approve the document without this
information. Look up the fields necessary.

Add other information to your CCO as needed.
Add attachments if desired and create a route if necessary.

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status, first to Pending and then to
Approved.

CCoO


http://www.spitfiremanagement.com/only/kb/index.php?ToDo=view&questId=358&catId=32
http://clients.spitfiremanagement.com:3280/sws/kb/index.php?ToDo=view&questId=417&catId=40

Approving a
CCO

CCO Options
Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and ltem
Basics guide.

Of Particular Note
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When a CCO is Approved, changes are made to the Commitment: new
Items are added and existing Iltems are updated. In addition, if properly
configured (see KBA-01397), the approved CCO updates the budget.

To Approve a CCO:

Note: The CCO must have a status of Pending before it can be

Approved.
1. When you are ready to approve the CCO, look up a Vendor
Approver.
2. Look up an Internal Appr.
Change the status either to Approved.
4. Save the document. Once the document is approved, the

expense amount of CCO Items will be reflected on the
corresponding Commitment’s Detail tab.

The Options menu for the CCO offers the following choices after you

L &

save:
ER =
‘o Alerts
= Copy this Document
Commitment-vs-Budget
&' Related Documents
n?_:- Able Electric
4 View Changes
6 1 compliance issue

Focus on Doc Types and Project Workflow

The =/ Commitment-vs-Budget option opens the “Commitment
Budget Comparison” report.

@ Related Documents provides another way for you to open
the Commitment which the CCO affects.

[
& indicates the subcontractor.

CCoO
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Statuses for
CCOs
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When the CCO is first created, the Status drop-down offers the following
choices:

STATUS | In Process j

TIP

The DocTypeConfig |
AllowUnapprove rule
can allow a user to
reverse an Approval on a
Change Order. See
KBA-01154.

TIP
A“CCO Log" is offered
by sfPMS. See the

Spitfire Reports technical
white paper.

Focus on Doc Types and Project Workflow

Fending

When a CCO is Canceled, it is considered closed and can no
longer be changed.

Once you set the CCO status to Pending (and save the

document), the CCO becomes read-only, new line items are

added to the Commitment (with Iltem numbers that fit in with the

existing line numbers), and the status drop-down changes:
STATUS | Pending |

In Process
Approved
Canceled
Committed

Pending

While the document is Pending, you can change the status back
to In Process in order to edit the document.

Canceled and Committed or Approved are final statuses,
which close the document. When a CCO document is
Canceled, Committed or Approved, it can no longer be edited.

Commitment Committed

In Process

Committed/
Approved

Pending

A 4

A

\ 4

Canceled <

CCoO


http://clients.spitfiremanagement.com:3280/sws/kb/index.php?ToDo=view&questId=136&catId=42

Page 120

File Batch

Overview

File Batch documents (formerly called AP Scans) are either created by
Spitfire’s Batch Upload Tool or from the Site Options menu and are
usually routed through predefined routes to the person responsible for
processing the batch files attached to the document.

F |

]| File Batch- Open =NECN X
8 Scanned Invoices
DOCUMENT HEADER =H, A
Doc# (0001 INVOICE/SOURCE# |
PROJECT |
DESCRIPTION 8 Scanned Invoices
\.I"ENDCIR| y-)
status[Open [v] @
DaTE[11/21/2014 E  Due [11/24/2014 2
vores | etmis B
For more mformanon,
see the Focus_on Batch NOTES ',
Processing guide.
- Added By Remark
Attachments Route Detail
g Mame Size |Note Inc Seq |Cataloged
= a I:I Docl 108KB |s@n; vencor=FRol INclt Sent | V| | & = |12/18/2006,
= a EI Doc2 S54KB  |scen; vencorecaal INclt Sent | ¥ | | & = |12/18/2006,
=] a Ijl Doc3 144KB |scan; vencoracanl INclt Sent | v | | & = |12/18{2006,
= a I:I Docd 122KB |smn; vencor-canl INclt Sent | ¥ | | & = |12/18/2006,
=g [T |Docs 265KB |paoms-2 INat Sent |v| | & < (127182006,
= a [Z] | Docs 120KE |peges-z INclt Sent |V | | & < [12/18/2006,
= a EI Doc? 258KB |s@n; vencor=v100 INclt Sent | V| | & = |12/18/2006,
= a EI Docd 215KB |scn; vencor=v1oo INclt Sent | ¥ | | & = |12/18/2006,
O ¥la 36
Shiiais
4 »

Focus on Doc Types and Project Workflow File Batch
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Where It Fits In

File Batch documents are part of Batch Processing. They are either
created by the Batch Upload Tool (and often not opened directly) or are
created from the Site Options menu for the manual attachment of batch
files. When the File Batch document is routed to someone’s Inbox, the
attached files can be processed through the Batch Viewer. The Batch
Viewer allows the attached image files to be attached to_Pay Requests or
AP Vouchers.

File Types
Supported

The Batch Viewer supports the following file types, all of which can be
attached to the File Batch document:

e .PDF
o TIFF
e .DOC, .DOCX
e .DOT, .DOTX

e .RTF
e HTM, .HTML, MHTML
o TXT

Creating a File
Batch
Document

You can create a File Batch document at any time. File Batch
documents are not part of projects. There are two ways to create a File
Batch document:

e From the Batch Upload Tool, which automatically creates the
File Batch document. Use this method when you have many
files to scan. (For more information, see the Focus on Batch

Processing guide.)

e From the Site Options menu—use this method when you don’t
need to scan files, but rather just attach them to a document
because they are already in electronic form.

To create a File Batch document from the Site Options menu:

1. Select Create Document from the Site Options menu:
-« = I I
@ Create Project
4

Focus on Doc Types and Project Workflow File Batch
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2. Select Create File Batch:

Create a New Document x
Make a selection:

' Create Bid

' Create Bid Package

' Create File Batch

' Create Invitation to Bid

S Re

For more information A File Batch document window will open.
about attachments, see
the Focus on Files

Attachments and the 4. Use either the Add Files tool (E) if the files were emailed to you

;33?;0 F?)??grc;ard or the Doc Attach tool (D) if the files were previously uploaded
) to your Spitfire Catalog, to attach the files to the File Batch

information about routes, q Ly ttach fil tin thi
see the Focus on Routes “ki;:ttémen . You can attach as many files as you want in this

guide.
5. Either route the document to another person or save the
document, then close the document window.

3. Click H to save the document.

Dealing with a

File Batch

Document
When File Batch document appears in your Inbox, you can either open
the document (to review the attached files or route the document to
someone else, for example) or open the Batch Viewer to process the
images that are attached to the document.

o Click'\ @ to open the document from the Inbox. As with any Doc
type, you can add a note, view attached files, change the status
and route the document.

e Click ™o open the Batch Viewer from the Inbox. The Batch

Viewer displays scanned images and (if integrated to Microsoft
P : : Dynamics SL) connects to Microsoft Dynamics SL Accounts
For more information Payable Voucher and Adjustment Entry. As you process the
about the Batch Viewer, ;
scanned images, you are able to attach each to a Pay Request
see the Focus on Batch or AP Voucher document or to route the image to someone else.

Processing guide.

Focus on Doc Types and Project Workflow File Batch



File Batch
Options Menu

Of Particular Note

Statuses for
File Batch

Focus on Doc Types and Project Workflow

Page 123

The Options menu for the File Batch document offers the following
choices after you save:

JIMENT HEADER @jp, A
;t Alerts
= Copy this Document

™ Microsoft Dynamics SL
4 View Changes

o ™ links to the Batch Viewer (or Microsoft Dynamics SL).

By default, the Status drop-down offers the following choices:

STATUS |Open -

Open
Closed
Inqui

e Closed is a final status, which closes the document. When a
File Batch document is Closed, it can no longer be changed.

Open

A 4 /
Inquiry

Closed

File Batch



Scanned Timecards

Overview
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Scanned Timecards documents are created by Spitfire’s Batch Upload
Tool and usually routed through automated routes to the person
responsible for processing the timecards attached to the document.

=] Scanned Timecards- Open l =HEC é]
8 Scanned Timecards
DOCUMENT HEADER =H, 4
Doc# (0001 SOURCE# |
. . PROJECT|
For more mformatlon, -
see the FOCUS on BatCh DESCRIPTION |8 Scanned Témecards
Processing guide. STATUS[Open |~ ~ ~
DATE|11I21!2014 = pue 11/24/2014 L]
Notes A
NOTES v
o Added By Remark
Attachments Route Detail
) a MName Size |Note Incl Saq Cataloged
= 7| |Doc1 108KE |scn; vercor-mro1 || Mot Sent | v & = |12/18/3006,
2] | ]
= 7| [Doc2 S54KB |swmn; vercor-caal || Mot Sent | v & = |1218/2006,
a @ [
=] 7| [Doc3 144KB |scn; vercor=caal || Mot Sent | v & = |12{18/2006,
2] | V]
= 7| |Doca 122KB [szn: vercoracenl || Mot Sent | & = |12/18/2006,
a8 @ I ]
= 7| |Docs 265KB |pagesa2 Mot Sent | W & = |12/18/2006,
2] I
= 7| |Doce 120KB |pagez-2 Mot Sent | W & = |12/18/2006,
8 | ]
= 2| |Doc7 258KB [szn; vercer—vito || Mot Sent | v | | & < [12/18/2006,
a = [rict Sent [+
= 7| |Doce 2159KB |scan; vencor-vito (| Mok Sent | Vv | | & <5 |12/18/2006,
8 | ]
O ¥als
S AITFIRE

Where It Fits In

Scanned Timecards documents are part of Batch Processing. They are
created by the Batch Upload Tool and are often not opened directly.
Instead a Scanned Timecards document is routed to someone’s Inbox so
that the attached files can be processed through the Batch Viewer. The
Batch Viewer allows the attached image files to be attached to other

Spitfire documents.

Focus on Doc Types and Project Workflow
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Dealing with
Scanned
Timecards

For more information
about the Batch Viewer,
see the Focus on Batch

Processing guide.

Scanned
Timecards
Options Menu

Of Particular Note

Statuses for
Scanned
Timecards
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When a Scanned Timecards document appears in your Inbox, you can
either open the document (to review the attached files or route the
document to someone else, for example) or open the Batch Viewer to
process the images that are attached to the document.

Description
AP Voucher: Able Electric

8 Scanned Timecards

e Click & to open the document from the Inbox. As with any Doc
type, you can add a note, view attached files, change the status
and route the document.

e Click & to open the Batch Viewer from the Inbox. As you
process the scanned images, you'll be able to attach each to a
Spitfire document or to route the image to someone else.

The Options menu for the Scanned Timecards document offers the
following choices after you save:

NT HEADER =} &

‘o Alerts
= Copy this Document

™ Microsoft Dynamics SL
View Changes

rﬁ"‘-’“ links to the Batch Viewer.

By default, the Status drop-down offers the following choices:

STATUS |Open -

o
Closed

e Closed is a final status, which closes the document. When a
Scanned Timecards document is Closed, it can no longer be
changed.

Closed

Open

A 4

Scanned Timecards
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Site Photo

Overview
The Site Photo document contains photos taken during the course of
your project.
" ] site Photo- Open [l o0 S
Site Photo Log
DOCUMENT HEADER =Eh A
Docs# 0001
PROJECT|GC-003 Northern Lights Plaza
DESCRIPTION |Site Photo Log
STATUSIOper‘I v &
DATE([11/24/2014 B2
A
. . Attachments Route Detail
Click on either the
thumbnail or the view - = Nama Size |Note Ttem | Incl Seq *|Cataloged
icon to see the photo.
10 bscn2042.30G - 0001 | 759KB | sens moor noremee. =2 [ ] |[Mative [ v] | = + |s74/2009,
S | 8 Dscnz031.9G - 0001 |BH4KB |mrzncer rsmam =2 [ ]|[Native |~ | & = |s74/2008,
1) DSCNZ036.JPG - 0001 B22KB | Trire floar sghting Iz INaI:ivE W & — |5/4/2009,
D DSCN2025.0PG - 0001 |BOHE |mesnarmurcen == [[[¥] |[Native [~ | = = [sr472008,
[ Fbo %L B b
SATEIRE
4 >

Where It Fits In

You can create any number of Site Photo documents for your project and
attach photo files to the documents at any time. Photos can be attached
through the Doc Attach or Add Files tool or through a mobile device
running the Spitfire App for Android.

Creating a Site
Photo

Site Photo documents can be created at any time for a project.

To create a Site Photo document:

1. Click | at the Project Dashboard to start a new Site Photo
document.

2. (optional) Change the Description.

Focus on Doc Types and Project Workflow Site Photo



For more information
about attachments, see
the Focus on Files,
Attachments and the
Catalog Dashboard
guide. For more
information about
Spitfire’s mobile app, see
the Using Spitfire’s App
for Android technical
white paper.

Site Photo
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Site Photo

Click H to save (and actually create) the document.
Add other information to your Site Photo as needed.

Add photos as Attachments to the document.
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o Click D to attach photos that are already in the Spitfire

Catalog.

o Click E to upload or scan photos that are on your

computer.

Note: once your document is created, you can also
attach photos by uploading them from a mobile device.

6. Create aroute as necessary.

7. Either route the document to another person or save the
document, then close the document window.

8. You can reopen the document as needed to make changes to it
and to change its status.

The Options menu for the Site Photo document offers the following

choices after you save:

HEADER

SE

‘o Alerts

4 View Changes

= | Copy this Document

By default, the Status drop-down offers the following choices:

STATUS |Open -

Closed

e Closed is a final status, which closes the document. When a
Site Photo document is Closed, it can no longer be changed.

Open

Focus on Doc Types and Project Workflow
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Closed
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Project Dashboard Photo

Overview

Project Dashboard Photo is a special Doc type used internally by sfPMS
to hold the photos that appear on a Project Dashboard’'s Photo part.
Since you can upload photos to this part directly, you cannot access this
special-use Doc type.
For more information
about the Add Files tool,

see the Focus on Files, PHOTO @ ]
Attachments and the g 1 | & Hide

Pl
Catalog Dashboard B Maximize \/
E :

Click =3 to upload the Project
Dashboard photo through the
Add Files tool.

guide.

Where It Fits In

Although you cannot access this Doc type directly, you can select the
Doc type at certain drop-downs.

Designating a
File as the
Project
Dashboard
Photo

sfPMS uses the most recent photo attached to the Project Dashboard
Photo document as the one displayed on the Project Dashboard. If,
instead of using the Add Images tool from the Photo part to upload a new
photo (as shown above), you want to designate an existing project file as
your Dashboard photo, you can do so through the File Properties for that
file.

To designate a file as the Dashboard Photo:
1. Go to the Files part of your Project Dashboard.

2. (optional) Use the column filters and/or Preview to find the photo
you want to designate as the Project Dashboard photo.

FILES =
¥ Cataloged Ref Date Name Size |Contad
A@@ m 5/4/2009, 5/4/2009 # DSCN2031.JPG gq © Clear this filter
& Clear all filters
A @ = R s/4/2009, 5/4/2009 # DSCN2036.3PG Bz,f
3 Preview
& 5/4/2008, 5/4/2000 DSCN2039.3PG 80
A@E m ® 2 X Show Note Column
A @ jl 5/4/2009, 5/2/2009 @ DSCN2043.JPG [
1) |Site Photo

3. Click 3 at the photo that you want to appear on the Photo part
of the dashboard.

Focus on Doc Types and Project Workflow Project Dashboard Photo



Finding Project
Dashboard
Photo Files in
the Catalog
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Select i Properties.

Select Project Dashboard Photo from the Type drop-down.
File Property Editor - DSCN2031.1PG

FILE PROPERTIES

File Properties File Version Access History

Source DocuMENT

NaMe{DSCN2031.JPG
Doc #{0001
LaTEST RV #|

BaTCH #|

Pru'ect Dashboard Photo |k
¥ead Project Dashboard Photo -
Project Setup
= . . i

Click H to save, then * to close the File Properties window.
Provided that the new photo actually has a more recent
Cataloged date than any other Project Dashboard Photo, the
new photo will appear in the Photo part the next time the part is
refreshed.

B il e i S AR LA A P Pl Pl P PV Wy

Because Dashboard photos are internally attached to the Project
Dashboard Photo Doc type, you can filter on this Doc type when
searching for photo files.

To find Project Dashboard Photo files in the Catalog:

1. Inthe Catalog Dashboard, use both the Include Files and Doc
Type (Project Dashboard Photo) filters to find photos that are, or
have been, Dashboard photos.
2. (optionally) Click the Preview filter.
3. Click the ﬂ button to see your results.
SEARCH =
[ ] INCLUDE DOCUMENTS W] INCLUDE FILES
TYPE [Project Dashboard Photo [v| COMPANY | el
CONTACT | 2 Doc # -
DATE L1]11/2472013  =+|11/25/2014 REF DATE L1]11/25/2014  =*|11/25/2014
PROJECT ID | el MAX ITEMS [200
PER PAGE 4 M PREVIEW
FILE NAME |
TeEXT | Search | M AUTO REFRESH

Focus on Doc Types and Project Workflow
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Correspondence, Daily Field Report, Task, Warranty

Overview of
Daily Field
Report

Daily Field Report documents are used for regular communication about
the project.

Daily Field Report - August 15, 2004

DOCUMENT HEADER =t A

Doc# IOO'D‘I

| PROJECT|GC-003 Northern Lights Office Bldg l
N

DESCRIPTION Daily Field Report - August 15, 2004

FoREMaN |Andrew Carothers 2a

SUPERINTENDENT|Chris Demo 22

STAmsIOpen V] (i}

DATE[11/25/2014 DuE [12/14/2014

II Details ‘ Work ‘ Job Safety Resources Equipment Subs Major Deliveries &

.

'WORK PERFORMED

- Power now connected to new circuit boards - Drywall installation began on 1st
floor - Framing team has progressed to 5th floor - Water Main installed and hot
water units have been delivered - Air ducts have been completed in the

b t area

[ DELAYS

HWVAC Unit delivery has been delayed by a week

OWNER ISSUES . -7
Landscapers have begun work on the NW corner to divert water runoff to the city !

[l SEWErs.

s ‘Added Remark

“ Attachments ‘ Route Detail

= 5 Name Size |Note |Ttem Incl Seq |Cataloged
=3 [#] |6 Daily Field Repart - August 15, 2004.doc POF 2 < |7/18/2004,
AR =

Focus on Doc Types and Project Workflow Correspondence etc.
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Overview of
Correspondence
Correspondence documents track various forms of correspondence with
others (for example, letters, phone calls, emails, etc.).
= oo OO i
Monthly Progress Report
DOCUMENT HEADER =H, A
fl Doc# 0001
PROJECT|GC-003 /2 Northern Lights Office Bldg |
DESCRIPTION |M0ntnryr Progress Report
T0|Able Electric 2 a |
RESPONSIBLE|Kim Ambercrombie psa
STATUS|Open . L]
DATE[11/25/2014 Due [1211472014
“ Details ‘ Note Addr ‘I
(| Tvee|Hard Copy |
|
“ Attachments | Route Detail I |
f et Name Size |Note|Incl Seq  |Cataloged
= EJE ) Corraspondance Manthly Prograss Report.doc PDF & < (7/18/2004,
= E_] E July 2004 Progress Report 24KB Native A = (10/12/2006,
OXdwEQ o
Overview of

Warranty

Warranty documents track all types of warranties that are not elsewhere
spelled out for a project.

arranties 0001

DOCUMENT HEADER =H, 4
Doc# |0001 CONTRACT# | (|
PROJECT|GC-003 Northern Lights Office Bldg
DescrIpTION WarTanties 0001
company|Adventure Works -
sTaTus[Open v| @
START|02/04/2010 EXPIRES |02m9!201u

H Attachments ‘ Route Detail l

= 5 Name Size |Note Ind Seq ' |Cataloged
I = 8= OSHA 3031 S8KB  |osuasn  |[Native A = |3/13/2006,
[ ¥R e

Last saved at 14:17:57.02

4 » ||
4
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Overview of
Task
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Task documents communicate tasks among project team members.

Hinges for exterior doors o
DOCUMENT HEADER =H, 4
Doc# I(}D'l)3
l PROJECT |GC-003 /2 Morthern Lights Office Bldg |
DEescRrIPTION|Hinges for exterior doors
To|Andrew Carothers 2 a
STATUSIOpen . (1]
DATE|11/25/2014 DuUE |11/26/2014
“ Notes | A
ASSIGNMENT - . 4
Recommend hinges for exterior doors
RESULT ¢
Hager Full Surface AB702
p Added ‘Bv Remark
J
| ‘ Attachments | Route Detail |
| = Seq [To Status Ins |Rsp Notes |Due

= Pending | | v 2

= am 2 ?;:_::;;:.;F:E Pending ra Vi Due: Nov 26

=] 2 E:;"J';Z"PE"" ) Pending / / Due: Nov 25

WITris Stace [ conFroenmac

Where They Fit
In

Any number of Correspondence, Daily Field Report, Task and Warranty
documents can be created as needed. These Doc types can be

customized to better reflect the type of communication you want tracked.

Focus on Doc Types and Project Workflow
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Creating One of
These
Documents

For more information
about attachments, see
the Focus on Files
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.
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Correspondence, Daily Field Report, Task and Warranty documents can
be created at any time during a project’s life cycle.

To create a new document:

1.

o g~ WD

10.

Click | at the Project Dashboard to start a new document.
(optional) Change the Description.

Look up the person(s) with whom you are communicating.

Click H to save (and actually create) the document.
Add other information to your document as needed.

(for Daily Field Report) If the report concerns safety issues, click
the Safety Meeting checkbox on the Details tab.

(optional) If an Attachment template has been established for the

Doc type, ' will appear on the Attachments tab. Click & to
create the printout file for the document. This printout file will be
emailed or faxed to potential customers who are set up as “via
email” or “via fax” routees (along with other attached files).

Add attachments if desired and create a route if necessary.

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status.

Note: Task documents can also be created from the Site Options menu:

To create a Task from the Site Options menu:

1.

2.

Focus on Doc Types and Project Workflow

Select Create Document:
[ = T T
& Create Project
L+

Select Invitation to Bid.

Create a New Document x
Make a selection:

» Create Bid

* Create Bid Package

* Create Invitation to Bid
' Create Task

Powpred
ShiiaS

The Task document window will open.

Correspondence etc.



Document
Options Menu 1

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Of Particular Note

Document
Options Menu 2

For more information
about the Site Conditions
log, see the Spitfire
Reports technical white
paper.

Of Particular Note

Statuses for
Documents

Focus on Doc Types and Project Workflow

Page 134

The Options menu for the Correspondence, Task and Warranty
documents offers the following choices after you first save:

MENT HEADER =K

i Alerts

= Copy this Document
& Andrew Carothers
e View Changes

e & indicates the Source Contact (person/company with whom
you are communicating) for this document. This option appears
only after you look up a Contact in the appropriate field (e.g.,
Foreman, To).

The Options menu for the Daily Field Report documents offers the
following choices after you first save:

I HEADER =1, A

io Alerts
Site Conditions

= Copy this Document
e Andrew Carothers
4 View Changes

e The =l Site Conditions option on the menu defaults to the Site
Conditions log.

By default, the Status drop-down offers the following choices:

STATUS |Open -

k=
Closed

e Closed is a final status, which closes the document. When a
document is Closed, it can no longer be changed.

Open Closed

\ 4

Correspondence etc.
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Milestone, Field Work Order, Inspection, Safety Notice,
Team Message and Certificates & Approvals

Overview of
Milestone

Milestone documents record important achievements reached during the

course of a project.

=| Milestane- Cpen E@ﬂ
Investors Ground Breaking
DOCUMENT HEADER =H, 4
Docs# 0001
PROJECT|GC-003 Northern Lights Office Bldg
DESCRIPTION |Invest0r5 Ground Breaking
STATUSIOpen ~] @
DATE|11/22/2014 B Due [11/26/2014 5]
Notes A
NOTES . £
Invite all the investors and arrange for Luther's Bar-B-Q to cater the event.
& Added By Remark
Attachments Route Detail
= Seq|To Status Ins |Rsp Notes | Due
= iﬁ" IPem:Iing W If :Iv
— lizabeth bble -
=32W| > |ox (;'tuj;te:ss:i::::t) [Pending —Tv] | / /
I THis Stace ] conFpenTaL priorrTy  |High
EAITFIRE
4 »

Focus on Doc Types and Project Workflow
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Overview of
Field Work
Order

Field Work Order documents are used for regular project-related
directives and work orders.

Field Directive: Review New Drawings
DOCUMENT HEADER =H, A

Doc# |0001 I

I PRD]ECTIGC—DD3 Narthern Lights Office Bldg
DescripTION [Field Directive: Review New Drawings

STATUSIIn Pml:ess. (]
DATE|11.|’131"2014 DUE |11£184"2014

“ Notes ‘ Addr = Follow-up = Items A

DIRECTIVE
Please review the two attached drawings and distribute as

required. Follow-up on Drawings due by Friday, noon.

RESOLUTION /
U

By ‘Remark

B ‘Mded

“ Attachments ‘ Route Detail

= o Mame Size |Note Ind Seq Cataloged i
= BJ lz‘ siteplan.jpg 265KB |R=view anc Azspend INaI:ive : & = |10/5/20064
= BJ lzl SiteUtilities.jpg 191KB |Review and Respond INaI:ive : & 5 (10/5/20064

[ ®Bba B B fo

Focus on Doc Types and Project Workflow Milestone, etc.
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Overview of
Inspection

The Inspection document tracks information concerning inspections and
tests and often serves as a “wrapper” for routing attached inspection

reports.
Inspection & Test of HVAC unit =
DOCUMENT HEADER =H, 4
Doc# |0001 SOURCE# |
PROJECT|GC-003 Narthern Lights Office Bldg

DEsCRIPTION |Inspection & Test of HVAC unit

STATUSI . L]
DATEI11.|’25¢"2014 DUE |12£184"2014

“ Notes ‘ A

NOTES 7

[éh ‘Mded ‘B\r ‘Remark

‘ Attachments Route Detail ‘

= Seq|To Status Ins
Chris Demo

=] 1 (Superi ) I Responded

= |ﬁ m IPending : 7

W1 Tris STace ] conFroenTzaL

Focus on Doc Types and Project Workflow Milestone, etc.
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Overview of
Safety Notice

Safety Notice documents track safety incidents and notices received
during the course of the project.

OSHA Notice # 1243 -
DOCUMENT HEADER =H, A
f Doc# |0-001
PRD]ECTIGC—DD3 Morthern Lights Office Bldg I
DESCRIPTION |OSHA. Notice # 1243
STATUSIOpen . L]
DATEI11.|'25¢"2014 DUE |12;14&014
H Notes ‘ A
MOTES 4
Wl L& ‘Added By Remark
f |
| “ Attachments ‘ Route Detail
i = 5 Name Size |Note |Incl Seq ' |Cataloged
f = EJ E kﬁ Safety OSHA Notice # 1243.doc |245KB o PDF A < (11/16/2004,
i = |B_] [Z] | osHA 2031 S8KB |ossezom INDl Sent : A&~ (9/13/2006,
O X¥aw B e
=5 mhd
< »
d

Focus on Doc Types and Project Workflow Milestone, etc.
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Team Message

Page 139

Team Message documents communicate project-related messages
among team members.

B Team- (=[O e
1 DOCUMENT HEADER =, A
Doc# |0001
PROJECT|GC-003 Northern Lights Office Bldg
DESCRIPTION [Team Message 1
FroM| b
STATUSI I~ o
m.TE|1 1/25/2014
“ Notes ‘ A
NOTES 1
B ‘Added ‘B\r Remark
‘ Attachments Route Detail ‘
= Seq |To Status Ins |Rsp MNotes | Due
Chris De Due: Dac 14 11:26
=EW| 2 o) feca [~ |/ 7 |Viewd: Now 25 08:13
=ml| 2 E'ﬁheu‘(pwlnr“"l;”e [eca Vs /  |Due: Dec 14 11:26
=ml| = mﬁ“ﬁ;ﬁeﬂ [eca Vs /  |Dues Dec1511:26
M This Stace [ ConFrpenaL

»

Focus on Doc Types and Project Workflow

Milestone, etc.




Page 140

Overview of
Certificates and
Approvals

Certificate and Approval documents track the need and obtainment of
certificate and approvals and often serves as a “wrapper” for routing
attached certificate files..

CRL Corp - Liability Ins Certificate

DOCUMENT HEADER N = T
Doc# |1 001 SOURCE#
PRD]ECT|GC—DI33 Northern Lights Office Bldg |
DESCRIPTION|CRL Corp - Liability Ins Certificate

status[Open [v] @
DATE[01/20/2010 B pue [03/03/2010 B

NOTES ¥

[l U
| U
| L
| L]
L] Ll
|
| Added By ‘Remarl(
[ N
L] N
il AC) E RO e Dets N

5 & |Name Size |Note Item Indl Seq Cataloged

& [&l | certificate Insurance |2.0MB|Liability - Exp 9/25...3r [Netsent [V]| 4 w |10/5/20065
i B ER & i

Sl 3

e o] |

Where They Fit
In

Projects can have any number of Milestone, Field Work Order,
Inspection, Safety Notice, Team Message and Certificate and Approval
documents, created as needed.

Focus on Doc Types and Project Workflow Milestone, etc.



Creating One of
These
Documents

For more information
about attachments, see
the Focus on Files
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.

Document
Options Menu

TipP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
These
Documents
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Milestone, Field Work Order, Inspection, Safety Notice, Team Message
and Certificate and Approval documents can be created at any time
during a project’s life cycle.

To create a new document:

1.

2
3.
4

o

Click | = at the Project Dashboard to start the new document.
(optional) Change the Description.
Enter appropriate dates.

(for Team Message) Look up a From person (i.e, the person
who is sending out the message, probably you.)

Click H to save (and actually create) the document.

Add information to the Notes tab and elsewhere on the
document, as desired.

Add attachments if desired and create a route if necessary.

Either route the document to another person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status.

The Options menu for Milestone, Field Work Order, Inspection, Safety
Notice and Team Message documents offers the following choices after
you save:

IMENT HEADER

aFs

B
4t

‘o Alerts
Copy this Document
View Changes

By default, the Status drop-down offers the following choices:

STATUS |Open -

Focus on Doc Types and Project Workflow

o
Closed

Closed is a final status, which “closes” the document. When a
document is Closed, it can no longer be edited.

Open Closed

A 4

Milestone, etc.



Issue

Overview
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An Issue document records problems or situations that occur during the
course of a project.

-

DESCRIPTION |Uti|ity Connection Design Change

SrATUSl In Process-GC [v] o

DATE |[11/26/2014 =

Issue T‘I"PEI ﬂ

SCHEDULE IMPACT |

CosT IMpACT |

=| Issue-In Process-GC = | B .
Utility Connection Design Change
DOCUMENT HEADER =H, A
Doc#|0001
PROJECT|GC-003 Narthern Lights Office Bldg

Details Notes Dates Cost Codes A

Attachments Route Detail

= 5l Name Size |Mote|Ttem |Incl Seq Cataloged
gtn"ﬂxa_‘g'z"i”d Sewer Permit [T~ |[motsent [v] | & = |11/26/2014,
= \:;?j:'; g T [ =] |[wa - tinked[>] 1/8/2010
= |g| [T |sitevtilities.ipg 191KB [TT¥]|[netgent V] | = = |10/5/2008,
= g:;ieo?d':f_r 3000011 [ =] |[w/a - Link=d[~] 11/23/2014
g;a_n?;::lLateral Size and Spec's Ij Im 11/26/20145
O %o B3 fe

Skl

>

-

Where It Fits In

A project can have multiple Issue documents, created as needed. Once

Focus on Doc Types and Project Workflow

in the project, an Issue document can easily be attached to other
documents that stem from or deal with the issue. When an Issue
document is attached to another document, that other document is
attached to the Issue document also. Because of this functionality, the
Attachments tab of an Issue document provides easy access to the
issue-related documents.

Issue



Creating an
Issue

For more information
about the Items tab, see
the Focus on Document
and Item Basics guide.
For more information
about attachments, see
the Focus on Files
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.

Attaching an
Issue to
Another

Document

See the Focus on Files,
Attachments and the

Catalog Dashboard guide
for more information.
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Issue documents can be created at any time during the project’s life

cycle.

To create an Issue:

1.

Click | 2 at the Project Dashboard to start a new Issue
document.

(optional) Change the Description.

Click H to save (and actually create) the document.

Add New Items to the Cost Codes tab. (This is a type of ltems
tab.)

0 Look up a Cost Code for each Item.
Add other information to your document, as needed.
Add attachments if desired and create a route if necessary.

Either route the document to another person or persons or save
the document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status.

To attach an Issue to a related document:

Focus on Doc Types and Project Workflow

Open the related document.

Click the Attachments tab on the related document.

Click E} at the bottom of the Attachments tab.

Attachments Route Detail

L A A" A"

[ 8-S

The DocAttach window, filtered for Issue documents, will open.
o (=] el

. Dochitach e
Attaching Items to Utility Connection Design Change
ame 5

[P — Attached
7/18/20044 Ok
/18720045 —
WY/20006, n
22872005

2/20/2005 Cancel

=3=1

g
&
E
3

=1=1=]

(] |11/15/2004 | Wosthwest Facade

SAFiRE|

4 3|

Issue



Issue Options
Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
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4. Click D and M to attach the Issue to that document.
Note: when you attach an Issue to another document, that
document is also attached to the Issue document.

The Options menu for the Issue document offers the following choices
after you save:

R cEHl
‘o Alerts
= Copy this Document

View Changes

Issues
By default, the Status drop-down offers the following choices:
ETaTUS |In Process-GC j
Cpen
Cloged
In FProcess-Architect I
‘In Proc £ 5
In Process-Owner
In Process-Sub
e Closed is afinal status, which “closes” the document. When an
Issue is Closed, it can no longer be changed.
In Process-Architect
In Process-GC \
Open 3] Closed

Focus on Doc Types and Project Workflow

? In Process-Owner
In Process-Sub

Issue



RFI

Overview

For more information
about the role of an RFI
in a Change Order
workflow, see the
Change Order

Management white
paper.

Where It Fits In

1 PROJECT|GC-003 Narthern Lights Office Bldg |

FrRoM|Able Electric 2a
RESPONSIBLE|Chris Demo 2 e
STATUSIOpen v ©
DATE[11/26/2014 B Due |03117/2016 5]
Instructions/Scope Details Addr A
INFO - v
I Estimate of cost for the change as required. Please note new FO cable
routing.
RECOMMENDATION
RESPONSE . . . £
Will need to review trench shoring plans, may requrie larger trench box
rental.
Attachments Route Detail
i 5 Name Size |Note Ttem Incl Seq  |Cataloged
— | RFI Changed Lateral Size and ~ —
= (g1 e o I v]|[eoF v] | &= |ss6r2002
=g [#]| AcmeMeeting.doc aake | [ < |[assemble[~ A < |10/7/2006,
= g::;eo?d:e_rgo%ﬂl | [ ]|[n/a - Linked[~] 11/23/7014
= a Morthern Lights CAD 392KB | Automa e I w INati\re v & 5 |9/28/20065
- Uksﬁ:i:y_%g;ectiun Design Change Ij Im 2 = |11/26/2014,
O Fbe i B
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RFI (Request for Information) documents track your requests for
information throughout the project.

3 RFI- Open e g‘

Changed Lateral Size and Spec's =

DOCUMENT HEADER =H, A

Doc# (1001 SOURCE# |

DESCRIPTION [Changed Lateral Size and Spec's

[
»

RFIs can lead to Proposed CO or Change Order documents, when the
result of an inquiry is a change to the project. A project can have
multiple RFI documents, created as needed.

Focus on Doc Types and Project Workflow RFI



Response Field
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What you enter in the Response field on the Info tab will be copied onto
a Proposed CO/Change Order document if you create the Proposed
CO/Change Order from the RFI. If you have permission to do so
(because you are the Originator of the document, for example) you can

TIP

The EMailText |
ResponseEchoTo rule
allows you to indicate a
different note field to
receive the contents of
the Rsp field. For more
information see the
technical white paper
Rules and Rule Values,
the Focus on System
Administration guide or
your System
Administrator.

type directly in the field. Others, to whom the document is routed, might
not have permission to type in the Response field. However, they can
enter text in the Rsp field on the Route Detail—or send a reply email with
a note--and this text will be copied to the Response field with a date/time
stamp:

Instructions/Scope Details Addr

INFO - = . . —
Sheetrock interferes with ceiling pipes. What else can we use?

RECOMMENDATION

RESPONSE
VIO ginarl SiiEnn

Received: Dec 4, 2014 10:30

12 x 12 ceiling tiles

Attachments Route Detail

Status

Pending | V|

Ins [Rsp

‘Sel] |1n ‘mm-_'. |nu

[v]
12 x 12 ceiling

tiles /
PricrrTy |Medium [v|

ETHIE STAGE D CONFIDENTIAL

By design, if other routees add other Rsp notes, those notes will be pre-
pended in the Response field, meaning that the newest note will be
added to the top of the field, for example:

Focus on Doc Types and Project Workflow
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Changing the Response
field will not change the
Rsp field on the routee’s
row. You can always
check that field to see
what was originally
posted in the Response
field.
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Edit %

il
1]
i
AL
‘i
[l
T
»

Instt ki B £ U &= § L3 B g 9 o =
A2 QO30 *= <= 8 @& AL vga ¥

Font v |Size v |Fum|aﬂi19 v |Style v |

From: Jillian Smart
Received: Dec 4, 2014 11:15

20 x 20 would be better

From: Jillian Smart :,

Received: Dec 4, 2014 10:30

12 x 12 ceiling tiles

RESPONSE

T JIEN STErt P

Received: Dec 4, 2014 11:15

20 x 20 would be better ~

Attachments Route Detail

= Seq [To Status Ins |Rsp Notes |Due
Chris Demo Due: Dec 04 10:25
= 1 | (Supenntendent) [Respanded]v ] | [¥] Acted: Dec 04 10:26
_ 5 |sitian Smart [Resporded[=] ~ .
Adventure Works Architecture (Architact) s 12 x 12 ceiling tiles | Acted: Dac 04 10:32
Chris Damo
= 0 [Sepermimnbent) |Respanded | | I [v] Acted: Dec 04 10:33
jv
= [rending  [v /4 20x 20 would be | /
bette... /
—— Chris Demo [Pending <]
== |« [Sipmraiesdenty Pending >l |/ 4

When you (the originator) reopen the document, you can edit the
Response field. If the RFI is part of a workflow, the text in this field will
be copied to other locations (for example: the Scope and Change Item
Description fields on a Proposed CO) minus the date/time/name stamp:

.
=] Proposed CO-Closed = B

DOCUMENT HEADER

Details Scope Addr = CI A

SCOPE

12 x 12 ceiling tiles

=| Proposed CO-Closad

DOCUMENT HEADER =H,¥
Details Scope Addr CI A
1
= o CI Description Bill Revenue Amt  |Status
[ ] ] 00002 |12 x 12 ceiling tiles [ $6,000.00(Approved

Focus on Doc Types and Project Workflow RFI



Creating an RFI

For more information
about attachments, see
the Focus on Files
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.

RFI Options
Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Of Particular Note
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You can create RFIs at any point during the project’s life cycle.

To create an RFI document:

1.
2.
3.

© ® N o O

10.
11.

12.

Click | at the Project Dashboard to start a new RFI document.
Change the Description.

Look up the From person. This is the person who is requesting
information. This person is the source contact for this document.

Look up the person who is Responsible for providing the
requested information.

Enter a Due date.

Click H to save (and actually create) the document.
Enter your request/question on the Info tab’s Info Required tab.
Fill out or look up other fields on the document, as appropriate.

(optional) If an Attachment template has been established for the

Doc type, 'E» will appear on the Attachments tab. Click on & to
create the printout file for the document. This printout file will be
emailed or faxed to potential customers who are set up as “via
email” or “via fax” routees (along with other attached files).

Add attachments if desired.

Either route the document to the Responsible person or save the
document, then close the document window.

You can reopen the document as needed to make changes to it
and to change its status.

The Options menu for the RFI document offers the following choices
after you save:

T HEADER

G4

o

=]
.Y
-

e
*
A

Alerts

Copy this Document
Create Proposed CO
Able Electric

View Changes

Focus on Doc Types and Project Workflow

“. Create Proposed CO appears only after you save the RFI.
The Proposed CO will carry over some information from the RFI.
(See page 150.)

Note: if your site does not have the Proposed CO Doc type
active, the option will say Create Change Order instead.

RFI



Statuses for
RFIs

By default, the Status drop-down offers the following choices:

STATUS |Open  ~

Focus on Doc Types and Project Workflow
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Closed is a final status, which closes the document. When an

RFI document is Closed, it can no longer be changed.

Open

A 4

Closed

RFI
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Proposed CO, Change Item Register

Overview
A Proposed CO (Change Order) document contains one or more
proposed changes to the Project Contract. The Change Item Register is
the master list of all Change Items (Items that appear on Proposed COs
and Change Orders) for a project.
=| Proposed CO- Open | B | i
Additional electrical work reguired for utili
For more information DOCUMENT HEADER . = Y
about the role of a
Proposed CO in a Doc # (0001 SOURCE # |
Change Order workflow, PROJECT |GC-003 Northern Lights Office Bidg
see the Change Order
Management white
paper. status[open v @ PROBABILITY
CONTRACT TYPEI ﬂ REIECT CODEI ﬂ
CUSTOMER APPR| ¥
INTERNAL APPR|AIan Steiner £ a
DATE [11/26/2014 B pue [12/07/2014 B
Details Scope Addr cI A
= o 'CI Description Bill Revenue Amt  |Status
» m D 00001 |Additional electrical work required for ... / [+ £1,250.00 IOpen W
Attachments Route Detail
= Seq |To Status Ins |Rsp Notes | Due
= if’_" IPending e I/ :lv
= m 2 ::;Z;mu:}_gﬁh?&mgr} IPending e s 7 Due: Nov 27
= m 3 ?Str;;!?:xam) IPending || S V4 Due: Nov 27
M This Stace [ conFoenmaL
EAiTFIRE
4 »

ke

Note: a picture of the Change Item Register appears on page 154.

Where It Fits In

Proposed COs can be created directly or from RFI documents.

Proposed COs can lead to Change Order documents. A project may
have several Proposed COs; however, each project has only one
Change Item Register document. The Change Item Register contains all
Change Items for the project. When you update a Change Item on a
Proposed CO (or Change Order), the update is immediately reflected on
the Change Item Register.

Focus on Doc Types and Project Workflow Proposed CO/Change Item Register
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Change Items

You can have any number of Change Items on your Proposed CO. Each
Change Item is its own entity with its own status. Whether you view a
particular Change Item from a Proposed CO (or Change Order) or from
the Change Item Register, it is the same Item. These Items can then be
Approved or Canceled on an individual basis. Only Approved Items will
be carried over to a Change Order document.

Creating a
Proposed CO

Proposed CO documents can be created at any time. There are two
ways to create a Proposed CO:

e From a saved RFl—use this method when you want information
from an RFI to be carried over to the Proposed CO, as is often
the case during a Change Order workflow.

e From the Project Dashboard—use this method when the
Proposed CO is your starting document.

To create a Proposed CO document from an RFI:

1. Select Create Proposed CO from the RFI's Document Options

menu.
/= RFL- Open = | B
Changed Lateral Size and Spec's
DOCUMENT HEADER =H, A
fo Alerts
Doc# 1001 SOURCE#| || Copy this Document
PrOJECT[GC-003 Northarn Li| | %y |
DESCRIPTION [Changed Lateral Size and Spec's & Able Electric
roneelARla Elactric 4 View Changes

2. Click at the confirmation box. The Proposed CO
document will appear.

3. Although a Closed status is not required on the RFI in order to
create the Proposed CO, you might decide to change the RFI's
status to Closed now. In any case, you can close the RFI
document window.

4. Continue with step 6 of the following instructions, keeping in
mind that some information (Description, Change Item) will
already appear on the document from the RFI..

Note: the Change Item that appears on the Proposed CO also appears
on the Change Item Register.

To create a Proposed CO document from the Dashboard:

1. Click |t at the Project Dashboard to start a new Proposed CO
document.

2. Change the Description on the Details tab.

Focus on Doc Types and Project Workflow Proposed CO/Change Item Register
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3. (optional) Select a Contract Type for the eventual Change
Order. You will be able to enter this information later, on the
Change Order document itself, also.

4. Click H to save (and actually create) the document.

On the Cl tab, Add New Items.
Note: while you may have more than one Item on your Proposed

CO, you need not have more than one Item. Items that you add

For more information here also appear on the Change ltem Register.

about the Change Items 6. Fill out or look up other fields on the on the document, as
tab and Budget Entries, appropriate.

see the Change Or(_:ier 7. Add attachments if desired and create a route, if necessary.
Management technical

white paper. 8. Either route the document or save the document, then close the
document window.

9. You can reopen the document as needed to make changes to it,
to change the status of a Change Item, and to change the
document status.

o If you want to create a Change Order document from the
Proposed CO, change the status to Closed first.

Approving
Change Items
To Approve/Cancel a Change Item on a Proposed CO:

1. Onthe Cl tab of a Proposed CO, find the Item you want to
Approve or Cancel.

2. Select either Approved or Canceled from the Item Status drop-

down:
Details Scope Addr | CI &
= CI Description Bill Revenue Amt  |Status
» m [ |oooo1 [Additional electrical work required for ... / E £1,250.00 mﬂ

Ope
Proposed
Approved
‘Cancelad
Closad
uested

Only Change Items with a status of Approved are copied over to
the Change Order created from the Proposed CO.

3. Save (H) the document.

Note: the status of the Change Item can remain Proposed or changed
to Requested if you do not want to cancel the Item, but are not ready to
approve it yet.

Focus on Doc Types and Project Workflow Proposed CO/Change Item Register
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Options Menu

Of Particular Note

TipP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide

Statuses for
Proposed COs
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The Options menu for the Proposed CO document offers the following
choices after you save:

T HEADER =M
;u Alerts
= Copy this Document

@ Northern Lights
4" View Changes

e After you change the Proposed CO's status to Closed (and if
you have at least one approved Item), the Options menu offers

the choice to ﬁ Create a Change Order:
T HEADER Sl
fo Alerts —
= Copy this Document
-

&' Vview Changes

By default, the Status drop-down offers the following choices:

STATUS |Open -

e Closed is a final status, which “closes” the document. When a
Proposed CO document is Closed, it can no longer be changed.
The status must be Closed before you can create a Change
Order from the Proposed CO.

Open Closed

\ 4

Focus on Doc Types and Project Workflow Proposed CO/Change Item Register
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Change Item

Register
The Change Item Register is the master list of all Change Items (Items
that appear on Proposed COs and Change Orders) for a project. You
can open the Change Item Register after you have added at least one
Change Item to a Proposed CO or Change Order.
[ =] Change Item Register- Open o | B |
Register
DOCUMENT HEADER =H,¥
CcIz PCO# co# Description Requested By |Submitted [Status Reviewed |Billable | Estimate |Quote | Expense | Margin | Amount
00001 ([ 0001 | [ 0001 |additional electrical work req... 6/9/2006  |[Approves | v] |6/9/2006 |V $700.00| $550.00| $1,250.00
! 00002 !:! Q 0001 |Sub: Additional work to meet r... 6/9/2006 Requested v v $1,200.00| $475.00| $1,675.00
$0.00| $0.00| $1,900.00| $1,025.00| $2,925.00
I \ |
Attachments Route Detail
= Seq C) Status Ins Rsp Notes Due
= I 12 okl A [Respondedl ] 2| cted: Feb 04 09:00
[ ras stace [ conmrpenTaL PrIORITY IMedium v
[ \ SFiTFIRE
When you click on it, the @ icon opens the Proposed CO or Change Order where
the Item can be found. Specifically, colors indicate:
= no such document created yet
= document is Open
= document is Closed

To open and view the Change Item Register:

1. Go to the Project Dashboard and click & to open the Options
Menu:

Jun 1, 2007 - Jan 31, 2008

1l
I X1

(
|

& Refresh Page

Cost Code Maintenance
Project Accounting Maint
Project Address

Project Location Map
Competitive Bid Analysis
Project Analysis

Project Setup

Submittal ITem Register

B | G | e H@2W

Change Order Markup

2. Click E to open the Change Item Register.

Focus on Doc Types and Project Workflow Proposed CO/Change Item Register
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Change Item
Register
Options Menu

The Options menu for the Change Item Register document offers the
following choices after you save:

SELY
A description of all o Alerts =
Document Options menu

. CI Lo
choices can be found on 2 View ?:han es
in the Focus on : g
w Of Particular Note
Basics guide

e =/ Cl Log opens the Project CO Log.

A description of all
reports can be found in

the Spitfire Reports
technical white paper.

Focus on Doc Types and Project Workflow Proposed CO/Change Item Register
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Change Orders are used to track changes to the project’s revenue and

expenses.

=| Change Order-Pending
If your project is
integrated with an
accounting system,
the Contract field is
system-generated
from the accounting
system. Otherwise, it
is blank. Itis a read-
only field that you
cannot edit.

Doc #|0001

PROJECT |GC-003
CONTRACTNOD101

Change Order 0001 =

DOCUMENT HEADER

Morthern Lights Office Bldg

Morthern Lights

—=

=R <N

=6, 4

CUST CO #|

For more information

STATUSIPendiI‘Ig ﬂ i) d B8 PROBABILITY
CONTRACT [ -
TYF‘E|F|)-<ed Price to Rev ﬂ REJECT CODEI ﬂ
CUSTOMER
APPR L
INTERNAL
APPR L

pate [11/23/2014 B pue [11/30/2014 B ApprovED 13

i A
about Change Orders, Details Scope Addr CI
see the Change Order
Management white poste|
paper. —
Descmmowhnltlal Document
SouncelArchitect Change ﬂ
ScHeDuLE ImpacT:ReQ |2 Days APPROVED Days
EXPENSE AMT $1,900.00 ESTIMATE $0.00
PrOFIT $1,025.00
REVENUE AMT $2,925.00 QuoTE $0.00
Attachments Route Detail
— |Name Size |Note | Ttem Inc Seq Cataloged
= E;grig:;oiur CO 0001-002: Outlets in Lobby |00002ﬂ INDt Sent ﬂ A = |11/23/2014
= E;\Iarl?gailuteral Size and Spec's I ﬂ INDt Sent ﬂ A = |11/26/2014,
= ;i:z;:;;ggﬂ_ﬂé)é;l, Additional weork to meet I ﬂ INDt Sent ﬂ A = |11/16/2014,
= Ulssuﬁli:"_gg;{'edi“" Design Change | [ ] |[mot Sent [v | | & < |11/26/2014,
= ;i:z;:;;g[;ﬂj]é)azz—;. Additional electrical work I LI INDt Sent LI a = |11/16/2014
O e BB fe

Focus on Doc Types and Project Workflow
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Where It Fits In

Change Order documents cannot be created until the Project Setup is
Committed. Each Change Order document updates your budget and
contract value, and can update your schedule of values (SOV). Change
Orders can be created from Proposed COs or RFI documents. Change
Orders integrate with (and can create) RFQs, Commitments, and
Commitment Change Orders (CCOs).

Fiscal Period

The optional Period field on the Details tab is used to indicate the fiscal
period to which expenses and revenue should post. The Period can be
changed for budget revisions, in the format YYYYMM (for example,
201103 for March 2011). The current year and month appear as the
fiscal period by default on the Change Order.

>

Details Scope Addr CI ;

>

b

3

PerioD 201411 ;
WNVVVW\}VWVWVWVV\)

Expense and
Revenue Icons

Since sfPMS V4.1, Spitfire has been configured so that the Change
Order status has no effect on the budget. Instead, you update the

expenses and revenue in the budget through the & and icons. (For
alternate set up, talk to your implementer.)

Change Items
The Items on a Change Order are often referred to as Change Items;

therefore, the tab is labeled CI. The CI tab found on Proposed CO and
The project's Change Change Order documents functions in the same way as other Item tabs;
Item Register contains however, in Detail view, the CI tab offers the icon  not seen elsewhere.
all Change ltems for a In addition, each Change Item has its own status.

project. Change

ltems that are neither The $ icon opens the Budget Entries window for the Proposed CO or
cancelled, nor already Change Order’s Change Item. The Budget Entries window allows you to
on a Change Order add Self-Perform and Revenue budget lines as well as create RFQ,

can be added to a Commitment and CCO documents. You can also add allocations and
Change Order markups for all your budget entries.

document through the

Get Existing option

Details Scope Addr CI

‘(I ‘Des(ription ‘Blll ‘ Revenue Amt  |Status

[Additional electrical work required for utility connection including FO cable re-routing

$1,250.00 |Approved |w |

jb
al

Change Item Budget x
BUDGET ENTRIES H

‘ ITEM |Additional electrical work required. [v]

Units Rate Revenue Amt

$1,250.00
Foren?
SAITFIRE

Cost Code Account Cat

_LABOR

Seq# Estimate

2

Status Expense

$700.00

Description Cost Type Commitment

Self Perform

Quote

=Elo

L1

02000- 7.00 100.00
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Creating a
Change Order

While you may have
more than one ltem on
your Change Order, you
need not have more than
one. Iltems that are
added to a Change Order
also appear on the
Change ltem Register
when you save. For more
information about the CI
tab, see the Change
Order Management white
paper
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For more information about Change Item statuses and the Budget
Entries window, see the Change Order Management white paper.

You can create a Change Order document at any time after the Project
Setup’s status has been set to Committed. A project can have multiple
Change Orders. There are three ways to create a Change Order:

e From the Project Dashboard (see below)—use this method when
the Change Order is your starting document.

e From an RFI (see page 148)—use this method when you want
information from an RFI to be carried over directly to a Change
Order (because you do not use Proposed COSs).

e From a Closed Proposed CO (see page 153)—use this method
when you want information from a Proposed CO to be carried
over to the Change Order, as is often the case during a Change
Order workflow.

To create a Change Order document from the Dashboard:

1. Click |« at the Project Dashboard to start a new Change Order
document.

Change the Description on the Details tab.

Select a Contract Type at the Document Header.

Click tI to save (and actually create) the document.

o > w N

On the Cl tab, either Get Existing Items from the Change Item
Register or Add New Items.

6. Fill out or look up other fields on the on the document, as
appropriate.
Note: What you enter on the Scope tab appears on the Project
CO Request Form.

7. (optional) If an Attachment template has been established for the

Doc type, B will appear on the Attachments tab. Click on % to
create the printout file for the document. This printout file will be
emailed or faxed to potential customers who are set up as “via
email” or “via fax” routees (along with other attached files).

8. Add attachments if desired and create a route, if necessary.

9. Either route the document or save the document, then close the
document window.
Note: when you save a Change Order that has posted revenue
amount in its Budget Entries, that amount is added to the Key
Performance Indicators part on the Project Dashboard.

Focus on Doc Types and Project Workflow Change Order



Change Order
Options Menu

A “Change Item” report,
“Change Order Detail”
report, and a “Project CO
Log" are also offered by
sfPMS. See the Spitfire
Reports technical white
paper for information on
all reports.

Of Particular Note

Statuses for
Change Orders

TP

The DocTypeConfig |
AllowUnapprove rule
can allow a user to
reverse an Approval on a
Change Order.

See KBA-01154.
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KEY PERFORMANCE INDICATORS

5750000

Original Contract
Posted CO $0

AceD AR
Under 30
30 - 60 Days

Current Contract 5750000

Unposted CO $22,875

10. You can reopen the document as needed to make changes to it,

to change the status of a Change Item, to change the document

status and to click the E and icons when you are ready to
post your expense and revenue changes.

The Options menu for the Change Order document offers the following
choices after you save:

NT HEADER =11, A
‘o Alerts —
CI Payment Log
= Copy this Document
@ KC Video Distribution
4 View Changes
ﬁ In compliance

= Cl Payment Log opens the Change Item Payment Log.

When the Change Order is first created, the Status drop-down offers the
following choices:
STATUS |In Process v|

Focus on Doc Types and Project Workflow

Canceled

Pending
Rejected

If you set the status to Pending (and save the document), you
can no longer add Change Items (on the Cl tab). When the
document is Pending the Status drop-down changes:

STATUS | Pending -

In Process
Approved
Canceled

Rejected

While the document is Pending, you can change the status back
to In Process in order to edit the document.

Change Order


http://clients.spitfiremanagement.com:3280/sws/kb/index.php?ToDo=view&questId=136&catId=42%22,

Focus on Doc Types and Project Workflow
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Approved does not close the document, nor make the document
read-only. However, once a Change Order has a status of
Approved, the status cannot be changed.

Cancelled and Rejected “close” the document. When a Change
Order document is Closed, it can no longer be changed.

In Process | | Pending »( Approved

l

Cancelled,
Rejected

Change Order
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Overview

For more information
about the BFA workbook
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Forecast documents detail financial forecasts throughout your project.
Each Forecast document opens the BFA workbook in Forecast mode.

. '=| Forecast- In Process [E=REEE x|
Forecast 0001

DOCUMENT HEADER =H, A

Doc# 0001

Marthern Lights Office Bldg

in Forecast mode, see
the Focus on Forecast

and Analysis guide.

PROJECT |GC-003

DESCRIPTION |F0recast 0001

staTus|in Process| | (7]
DATE |[11/24/2014 B

DUE |11/25/2014 =

Details Notes
PerIOD (201411
i bl
|z|| = - - |= sfBFAL - Microsoft Excel |£|E|ﬁ
m Spitfire BFA Export Settings Acrobat & 9 o BE 22

fay Data Worksheet f}ﬂ Division Totals ‘Eg Project Totals #a, Forecast Final Entry & = About spitfire
5 KR =
f_j Setup Worksheet Ej Account Category Totals 4 Forecast Data Entry e r——
E Supplemental Workbooks - Display =
WorkSheets - Forms About Spitfire
A9 - I v ]
A B J L 0 P T ol —
1 | Goopmripht 20072012 Spities Msnagemant, L0 A Fights Frsarved, ] -p‘ﬁE
2 DEMOD Farecast (0001)
3 |Morthern Lights Office Bldg 5
4 GC-003 1
5 Totals as of: 6/10/2006 @ 2:41 PM $750,000.00{ $750,000.00 527,202.50 $575.000.00 $575,000.00
6 Filter: Show All $750.000.00] $750.000.00 527,202.50 5575.000.00 55675.000.00]
Criginal Current Actual
Cost Codes Description Revenue Revenue clua Original EAC | Current EAC
Revenue
7 Budget Budget
k3 9 |00000 Project $750.000.00{ $750,000.00 $27,202.50 $0.00 $0.00
|+ 11 01000 General Conditions $0.00 $0.00 $0.00 $16,250.00 $16,250.00
1+| |15 01700 Contract Closeout $0.00 $0.00 $0.00 $0.00 $0.00
|+ 17 02000 Site Work $0.00 $0.00 $0.00 $73,875.00 $73,875.00
1+| | 25 02050 Demolition $0.00 $0.00 $0.00 $0.00 $0.00
+| | 27 02200 Earthwork $0.00 $0.00 $0.00 $0.00 $0.00
+| |29 03000 Concrete $0.00 $0.00 $0.00 $23,750.00 $23,750.00
k3 32 04000 Masonary $0.00 $0.00 $0.00 $27.500.00 $27,500.00
|+ 35 05000 Metal $0.00 $0.00 $0.00 $22,500.00 $22,500.00
L+ 38 06000 Wood & Plastics $0.00 $0.00 $0.00 $123.750.00] $123.750.00| «
4 4 » v | Data /Setup = Executive Overview [ 4 [m] »
Status Bar Step Count: 23 | IEEEERT N [ ()
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Where It Fits In

Fiscal Period

Creating a
Forecast

For more information
about attachments, see
the Focus on Files
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.
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Forecast documents and corresponding BFA workbooks require that the
project have an approved Initial Budget. The BFA workbook in Forecast
mode takes a complete financial snapshot of your project, which requires
your budget information. A project can have any number of Forecast
documents.

The Period field on the Details tab is used to indicate the fiscal period to
which the approved forecast should post. The Period can be changed in
the format YYYYMM (for example, 201103 for March 2011).

Details Notes

Perion|201411

2
2
>
4
2
?
b4
?
2

Once a project has an approved budget, Forecast documents can be
created at any point during the project’s life cycle.

To create a Forecast document:

1. Click |« at the Project Dashboard to start a new Forecast
document.

2. (optional) Change the Description and type a Note.

3. (optional) Change the Period if you want to post to a different
fiscal period.

4. Click tI to save (and actually create) the document.

Note: the &l icon will not appear until the first time you save the
document.

5. Click #to open the BFA workbook in Forecast mode. (For
more information about the BFA workbook in Forecast mode,
see the Focus on Forecast and Analysis guide.) The workbook
will show your budget’s latest snapshot data, including any
approved forecast data.

6. When you save and close the BFA workbook and return to the
Forecast document, you will natice that the icon has changed to

=

7. Add attachments to the document if desired and create a route, if
necessary.

8. Either route the document or save the document, then close the
document window.

9. You can reopen the document as needed to make changes to it,
and to change the document status. You can edit the BFA
workbook in Forecast mode only as long as the document status
is In Process.

Focus on Doc Types and Project Workflow Forecast



Forecast
Options Menu

TipP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Forecast

Focus on Doc Types and Project Workflow
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The Options menu for the Forecast document offers the following
choices after you save:

HEADER =1t &

‘o Alerts

= | Copy this Document
4" View Changes

By default, the Status drop-down offers the following choices:

STATUS |In Process -

In Process
Approved

Canceled
Pending

e While the document is Pending, you can make some changes to
the document itself but not to the BFA workbook. You must
change the status back to In Process to edit the workbook.

e Canceled and Approved are final statuses, which close the
document. When a Forecast document is Canceled or
Approved, it can no longer be edited.

In Process > Pending > Approved

A

A

Canceled <

\ 4

Forecast



Page 164

Period Distribution

Overview
Period Distribution documents contain the Period Distribution workbook,
which draws information from your current budget so that you can spread
project budget costs over financial periods representing the life of the
project.
g Period Distribution- In Process Elm
Period Distribution 0001
For more information, DOCUMENT HEADER =H, A
see the Focus on
Budgets and Period Doc# (0001
Distribution guide. PROJECT|GC-003 Northern Lights Office Bldg
DESCRIPTION |Period Distribution 0001
STATUSIIn Process| v 6
DATE|11/26/2014 B Due [11/27/2014 5]
Details MNotes @
Perion (201411
‘@ I+ SfBPD1 - Microsoft Excel (=] B -t
m Spitfire Menu Acrobat & e o e ER
'jj Remainder Only ™ By Curve ] Move Selection = About Spitfire
) ) - )
a? Set First Period & Up Slope " Clear Selection Display/Filter Export/Other
&Down Slope - -
Distribute Amounts Selection About Spitfire
H7 - |0 v __'v
C D E F G ] -
T | & Copuright S007-E008 Soittive Manapement, L5, AR Gights Sesorved EAC Amounts ‘Po-}g
2 Project Name: Northern Lights Office Bldg H Lalli IRE
3 |Project Number: GC-003 ~ Doc: 0001 ~ Period Distribution 0001 »
4 Period Revenue Total: $750,000 $750,000 . =
5 Period Expense Total: $575,000 $575,000
EAC
o Account - .
Cost Code | Description Required Remainder | 01/2008
Category
6 Aggregate
7 |00000 Project REVENUE §750,000 $750,000
8 01000 General Conditio] LABOR $7,500 $7,500
9 01000 General Conditio] MTRL PERM
10 01000 General Conditiony OTHER 58,750 58,750
11 01700 Contract Closeout| MTEL PERM
12 02000 Site Work EQ RENTAL $5,125 $58,125
13 02000 Site Work LABOR §18,750 318,750
14 02000 Site Work MTREL PERM 550,000 350,000
1502000 Site Work OTHFR - Y
M 4 » ¥ | Period Data ~ %1 [« [u] >
Ready | & | |[E@m 1005 (=) . (+)
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Where It Fits In

Fiscal Period

The Post To
Option

With this option, you can
change the target of the
PD workbook by checking
and unchecking Original,
EAC and FAC.

Creating a
Period
Distribution

Page 165

Before you can create any Period Distribution document, the Initial
Budget document’s status must be Approved. Period Distribution allows
for two different workflows.

e Your initial budget includes initial amounts, which are then
distributed by period through the PD workbook.

e Your initial budget has all amounts set to zero. Amounts are
entered through the PD workbook and then posted back to the
budget.

The Period field on the Details tab is used to indicate the fiscal period to
which the approved Period Distribution should post. The Period can be
changed in the format YYYYMM (for example, 201103 for March 2011).

Details Notes

Perron (201411

2
2
2
?
2
2
4
2
2

Through Customization, the Post To option can be included on the
Period Distribution document:

Details | Notes | A
Perion|201411
Post To QrIGINAL ¥ EAC FAC )O

Once a project has an approved budget, Period Distribution documents
can be created at any point during the project’s life cycle.

To create a Period Distribution document:

1. Click | £ at the Project Dashboard to start a new Period
Distribution document.

2. (optional) Change the Description and type a Note.

3. (optional) Change the Period on the Details tab if you want to
post to a different fiscal period.

4. Click H to save (and actually create) the document.

Note: the .-E] icon will not appear until the first time you save the
document.

Focus on Doc Types and Project Workflow Period Distribution



Period
Distribution
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Period
Distribution
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5. Click ﬁ] to open the PD workbook. (For more information about
the PD workbook, see the Focus on Budgets and Period
Distribution guide.)

6. When you save and close the PD workbook and return to the
Period Distribution document, you will notice that the icon has

changed to E]

7. Add attachments to the document if desired and create a route, if
necessary.

8. Either route the document or save the document, then close the
document window.

9. You can reopen the document as needed to make changes to it,
and to change the document status. You can edit the PD
workbook only as long as the document status is In Process.

The Options menu for the Period Distribution document offers the
following choices after you save:

HEADER =t &

‘o Alerts
= Copy this Document
4 view Changes

By default, the Status drop-down offers the following choices:

STATUS |In Process -

e While the document is Pending, you can make some changes to
the document itself but not to the PD workbook. You must
change the status back to In Process to edit the workbook.

e Canceled and Approved are final statuses, which close the
document. When a Period Distribution document is Canceled or
Approved, it can no longer be edited.

In Process > Pending Approved

A 4

\ 4

Canceled

A
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Service Contract

Overview

Available only for equipment projects, Service Contract documents
largely serve as “wrappers” for attached service contract files.

Service Contract 0001

DOCUMENT HEADER + &

Doc# IDCQ'I SOURCE#
PRDJECTIEQ-(](H Komatsu PCTBMR-6 Excavator

DESCRIPTION [Service Contract 0001

STATUS I Open|v]

DATE|05/30/2014 B Due |05/31/2014 B

Details | Notes
NOTES

Fall Service and Spring Service both include cleaning and checking.

Remark

I

Where It Fits In

Equipment projects can have any number of Service Contracts, created
as needed. This Doc type is not available for other types of projects.

Creating a
Service

Contract

Service Contracts can be created at any time during an equipment
project’s life cycle.

To create a Service Contract document:

1. Click | & at the Project Dashboard to start a new Service
Contract.

2. (optional) Change the Description.

Focus on Doc Types and Project Workflow Service Contract



For more information
about attachments, see
the Focus on Files
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.

Service
Contract
Options Menu

TipP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Service
Contract
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Click H to save (and actually create) the document.
Add other information to the document, as needed.

On the Attachments tab, attach one or more files to the
document.

o Click D to attach files from the Spitfire Catalog.
o Click E to upload or scan files from your computer.

6. Create aroute, if necessary.

7. Either route the document to another person or save the
document, then close the document window.

8. You can reopen the document as needed to make changes to it

and to change its status.

The Options menu for the Service Contract document offers the following

choices after you save:

HEADER =t &

‘o Alerts
= Copy this Document
4 View Changes

By default, the Status drop-down offers the following choices:

STATUS |Open -

Closed

e Closed is a final status, which “closes” the document. When a

Service Contract document is Closed, it can no longer be
changed.

Open Closed

\ 4

Service Contract
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Service Ticket

Overview

Available only for equipment projects, Service Tickets track service-
related incidents.

"= Service Ticket- Ope

Doc# |0001 SOURCE# |
PRO]ECTI EQ-001 Komatsu PCTBMR-6 Excavator

DESCRIPTION|Service Ticket 0001

STATUSIOpen . Li ] I
DATE|07/06/2014 B Dpue |07/07/2014 B I

Notes I Items

¥ Description Status

q

i | 74 [open [v]
(o]

RESPONSIBLE [Aaron Adams

Attachments I Route Detail

To Status
Chris Demo
{Project Manager)

Aaron Adams (B
Mecastro & Sons

Responded

THIS STAGE [J conFpENnTIAL

Last saved at 12:14:40.35

Where It Fits In

Equipment projects can have any number of Service Tickets, created as
needed. This Doc type is not available for other types of projects.

Creating a
Service Ticket

Service Ticket documents can be created at any time during an
equipment project’s life cycle.

To create a Service Ticket document:

1. Click | @ at the Project Dashboard to start a new Service Ticket
document.

2. Change the Description.

3. Click g to save (and actually create) the document.

Focus on Doc Types and Project Workflow Service Ticket



Service Ticket
Options Menu

TipP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Service Ticket
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4. Add other information to the document and create a route as
appropriate.

5. (optional) If an Attachment template has been established for the

Doc type, B will appear on the Attachments tab. Click on % to
create the printout file for the document. This printout file will be
emailed or faxed to potential customers who are set up as “via
email” or “via fax” routees (along with other attached files).

6. Either route the document to another person or save the
document, then close the document window.

7. You can reopen the document as needed to make changes to it
and to changes its status.

The Options menu for the Service Ticket document offers the following
choices after you save:

HEADER =1t &

‘o Alerts
= Copy this Document
4 View Changes

By default, the Status drop-down offers the following choices:

STATUS |Open -

Closed

e Closed is a final status, which “closes” the document. When a
Service Ticket document is Closed, it can no longer be changed.

Closed

Open

\ 4
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Expense Entry

Overview

Available for integrated sites only, Expense Entry documents list and
track the ongoing expense requests made by employees throughout a
project.

] =| Expense Entry- New = | ) [

xpense Entry 0001

DOCUMENT HEADER =H, A

Doc# |0001 ExPENSE 1D |

PROJECT|GC-003 2 MNorthern Lights Office Bldg

DESCRIPTION |Expense Entry 0001

EmPLOYEE |Andrew Carothers

o

APPROVER |Chris Demo

TYPEIExpense Report| w
STATUSIIn Process|v| @
DATE|12/04/2014 B  Due [12/05/2014

o

[ |

Items | Summary A

ADvaNcE UseD |

ToTaL $600.00

Attachments Route Detail

To Ins Motes |Due

Seq Rsp

Status
= if‘_" I Pending o I/ :lv

M This Stace [ conFipenmaL PriorrTy  |Medium hd

SAITFIRE

4 >

Where It Fits In

Expense Entry documents can be created as needed. If your site is
integrated, an Approved Expense Entry appears as a Travel and
Expense Report Entry in Microsoft Dynamics SL and also appears in the
Expense Report Review & Approval screen, where it is ready to be
posted and to generate a Microsoft Dynamics SL AP Voucher for
payment.

Creating an
Expense Entry

Expense Entry documents can be created at any time during the
project’s life cycle.

Focus on Doc Types and Project Workflow Expense Entry



For more information
about the ltems tab, see
the Focus on Document
and Item Basics guide.
For more information
about attachments, see
the Focus on Files
Attachments and the
Catalog Dashboard
guide. For more
information about routes,
see the Focus on Routes
guide.

Approving the
Expense Entry

Expense Entry
Options Menu

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Of Particular Note
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To create an Expense Entry:

1. Click | £ at the Project Dashboard to start a new Expense Entry
document.

2. Look up the Employee requesting the expense payment. The
employee must have a vendor ID in Microsoft Dynamics SL.

3. Select a an expense Type from the drop-down.

4. Click H to save (and actually create) the document.

On the Items tab, Add New Items. The sum of all Items will
appear on the Summary tab.

6. Add attachments and create a route, if necessary.

7. Either route the document to another person or save the
document, then close the document window.

8. You can reopen the document and change the status as
appropriate.

To Approve the Expense Entry:

1. When you are ready to approve the Expense Entry, enter an
Expense ID number, if one isn't there already.

2. Look up an Approved By person.
3. Change the status to Approved.
4. Save the document.

Note: if you are integrated with Microsoft Dynamics SL, approving the
Expense Entry also sends the information to the Expense Report Review
& Approval screen, where you can process (post) the Expense Entry
(Report) to create an AP Voucher for payment.

The Options menu for the Expense Entry document offers the following
choices after you save:

NT HEADER =Y, &

i Alerts
= Copy this Document
et Alan Steiner

4 \iew Changes

L]
e i indicates the person who is requesting payment.

Focus on Doc Types and Project Workflow Expense Entry
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At first, the Status drop-down offers the following choices:

STATUS |In Process -

Focus on Doc Types and Project Workflow

In Process

Completed
Rejected
After you save the document, more choices appear:

STATUS |In Process

In Process

Canceled and Approved are final statuses, which “close” the
document. Once Canceled or Approved, the Expense Entry
cannot be edited.

If the Expense Entry is Approved and your site is integrated, a
Travel & Expense Report Entry is created in Microsoft Dynamics
SL and the Expense Entry information is available in the
Expense Report Review & Approval screen, where you can
select it and generate a Microsoft Dynamics SL AP Voucher for
payment.

Approved

A 4

In Process Completed

/\l

Canceled

A 4

Rejected

Expense Entry
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Charge Entry

Overview
Charge Entry documents, available for non-integrated sites only, keep
track of all your actual expenses (time and material) that are not covered
by Pay Requests.
[ =| Charge Entry- New =ANCN X ]
Charge Entry 0001
DOCUMENT HEADER =H, 4
Doc# (0001 SOURCE# |
PRO]ECT|U2—444— ’_' Spitfire Task Force
DESCRIPTION |Charge Entry 0001
STATUSIIn Process| v 6
APPROVED i
DATE|12/04/2014 B pue [12/05/2014 i1
Details Notes Text in Email Items A
= Cost Code Category Description| Entity Quantity| Original Rate
+]
P ([soo00-00-00 ‘] rEme o Genaral Bill Smith - 1m0
General Defzult # [ Ollreme #- |Default / Gay Construction Company {’é‘en;lmnmr] 145.00
Attachments Route Detail
75 Name Size Note Item Incl Seq Cataloged
[ Fhafd B3 fe
Sl
4 »

Where It Fits In

A Charge Entry document can be created outside specific projects and
can track expenses for several projects at once. For this reason, it can
be considered outside the project workflow.

Fiscal Period

The Post Period field on the Details tab is used to indicate the fiscal
period to which the approved Charge Entry should post. The Period can
be changed in the format YYYYMM (for example, 200904 for April 2009).

7

Details Notes 3

e

b

3

Perion (201411 ;
NW\NVWVWV\NWWVWV\NW‘Q
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Charge Entry

Page 175

There are two ways to create a Charge Entry document:

Outside of any project, from the File menu

From a Project Dashboard

Note: the Charge Entry Doc type must be site active for it to be used. If
it does not appear, see your System Administrator.

To create a Charge Entry from the Site Options menu:

1. Select Create Document:

2.

4.

oL = I 1

@ Create Project
4]

Select Charge Entry.

Create a New Document *x
Make a selection:

' Create Bid Package

' Create Charge Entry

' Create Estimate

' Create Invitation to Bid

Powared
S AiTEIRE

The Task document window will open

If this Charge Entry will include Items from more than one
project, leave the Project field blank. Otherwise, you can look up
a Project ID.

Continue with step 2 in the section below.

To create a Charge Entry from the Project Dashboard:

L

2.

For more information
about the Items tab, see
the Focus on Document
and Item Basics guide.
For more information
about attachments, see
the Focus on Files
Attachments and the

Catalog Dashboard 5

guide. For more
information about routes,
see the Focus on Routes
guide.

Focus on Doc Types and Project Workflow

Click | & to start a new Charge Entry.

Enter a useful description in the Description field. This text will
also be used as the title.

Click H to save (and actually create) the document.

(optional) On the Details tab, change the Post Period field if you
want the total expense to post to a different fiscal period from the
one that appears by default.

Add New ltems on the Items tab. For each item:
0 Look up a Cost Code and Account Category.

o (optionally) Edit the Description that was populated
automatically by the Cost Code.

0 Look up an Entity (i.e., the person or company who will
be paid).

Charge Entry
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Look up a Project, if appropriate.

Enter an expense amount, either as Units and Rate or
as a total Extended amount.

6. (optional) Add other information to the document, as necessary.

7. Add attachments if desired and create a route if appropriate.

8. Either route the document or save the document, then close the
document window.

9. You can reopen the document as needed to make changes to it
and to change its status.

0 Aslong as you don't route the Charge Entry document, it
will remain in your Inbox (on the Home Dashboard).

o0 If you need to find a Charge Entry document that has left
your Inbox, especially if it is not within any project, go to
the Catalog Dashboard and use the Type filter (and
Include Closed filter, if the Charge Entry status is
Approved), for example:

SEARCH

¥l INCLUDE DOCUMENTS LIINCLUDE FILES
TYPE [Charge Entry V| REFERENCE 2
RESPONSIBLE 2 COMPANY el
CONTACT 2 Doc #
SOURCE # DATE M[12032013 B =[12042014 &
DUE LJ12/412014 = 12/412014 W INCLUDE CLOSED

STATUS v

HAS ATTRIBUTE v Has FILES Either| v|
PROJECT ID el Max ITEMS 200
PER PAGE [16 TEXT |

Search | M AUTO REFRESH

Date & |Title Type ‘% | DocNo Project Project Name Source Contact Status

il m 12/4/2014 Charge Entry 0001 Charge Entry o001 02-444- Spitfire Task Force In Process

Actual Amounts
on the Project

10. When the Charge Entry is ready to be approved, enter an
Approved date and change the status to Approved (or, if the
charge is not approved, change the status to Closed).

Dashboard
When a Charge Entry document is Approved, all projects listed within its
Items are updated to reflect the corresponding charge amounts.
Specifically, the project's KPI and Cost Analysis Detail on the Project
Dashboard, and BFA in Analysis mode show the amounts as Actuals.
G H 0 T U Y AQ
1 | o cnnpighe 20072005 Spitive Mbnsgement, L5 A Fights Feservod,
2 DEMO ) Project Analysis
3 |porshem Lights Totals as of: 512009 @ 2:28 PM $750,000 $0 $575,000 $575,000 $538
4 GC-003 Show All §750,000 50 $575,000 $575,000 £538
Original
Cost Codes Description Revenue Actual Original EAC | Current EAC CAEErE] Tas:
Revenue to Date
7 Budget
9 |00000 Project $750,000 50 50 £0 50
11 01000 General Conditions %0 50 $16,250 $16,250 50
16 (01010 Project Management 40 $0 40 %0 $538
16 (01010 _LABOR 50 50 50 $0 $538
17 01700 Contract Closeout %0 §D 50 %D §01

Focus on Doc Types and Project Workflow
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Charge Entry
Options Menu

The Options menu for the Charge Entry document offers the following

choices after you save:
d

A description of all JMENT HEADER @jﬂr A
Document Options menu

choices can be found on fo Alerts

in the Focus on = Copy this Document

Document and Item 4 view Changes

Basics guide.

Statuses for
Charge Entries

By default, the Status drop-down offers the following choices:

STATUS |Open -

Open
Approved
Closed

e Closed and Approved are final statuses, which “close” the
document and make it read-only. When a Charge Entry
document is Closed or Approved, it can no longer be changed.

Closed

A 4

Open |

A 4

Approved

Focus on Doc Types and Project Workflow Charge Entry
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Production Units

Overview

Production Unit documents are aggregated to update BFA financial
information for Actual and Current units of production at the Cost Code

level.
[Z| Production Units- New = | B [
Production Units 0001
DOCUMENT HEADER =E, A
Doc#|0001
PROJECT|GC-003 Northarn Lights Office Bldg

DESCRIPn0N|Producti0n Units 0001

STATUSI In Process|w

DATE[12/04/2014 =

Items Notes A

= o Cost Code uoM Base Prior Units
02050~ [ so00
> Demalition 30-00
Attachments Route Detail
= Seq |To Status Ins |Rsp MNotes | Due
=35 [ Pending| v I/ [ f
M THis Stace O conrpermac PriorITY |Medium v
EAITFIRE
4 »

Where It Fits In

Production Unit documents update future BFA workbook snapshots on
projects that have an approved Initial Budget. A project can have any
number of Production Unit documents.

Creating a
Production
Units
To create a Production Unit document from the Project Dashboard:
1. Click | to start a new Production Units document.

2. Enter a useful description in the Description field. This text will
also be used as the title.

Focus on Doc Types and Project Workflow Production Units
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3. Click ﬂ to save (and actually create) the document. The
system will gather the current financial snapshot information:
=| Production Units- New l = | B éj

DOCUMENT HEADER =HE, 4

IChanges Saved

Doc# |0001

PROJECT|GC-003 Northern Lights Office Bldg

DESCRIPTION [Production Units 0001

STATUS||H Process| v 6 i
DATE|12/04/2014 =
Processing
ems . 1:22:50 PM: Gathering project

financial snapshot...

(4] Cost Code

[ozose- |
m

Demalition

¥

b

4. Select Get Existing from the Iltems Options menu:

For more information Ttems Notes
about the Items tab, see

the Focus on Document @ 3 |,:‘Et Code
and Item Basics guide. 5 Add New

For more information =

about attachments, see ;

the Focus on Files
Attachments and the

Catalog Dashboard

Your budget cost codes will be listed.

DO n Dialog ®
H )
guide. For more : . |
; . Active Project Cost Codes
information about routes, d
see the Focus on Routes [ ALL FILTERS
guide. D I Refresh
DESCRIPTION
START DlSBUQUM = |5/30/2014 Done |
MANAGER
UoOM
! _
D Description Start &
O
1 |ooooo- Project 1/1/1900
O 01000- General Conditions 4/1/2004
O 01010- Project Management 1/1/1900
O 01025- Accounting 1/1/1900
— hd

5. Click the All Filters checkbox to expand all filters.

6. Specify a UOM filter. For example, enter a specific Unit of
Measure such as CY (cubic yard) or enter % for all cost codes
with a unit of measure.

Focus on Doc Types and Project Workflow Production Units
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7. Select the applicable cost codes for this Production Units

document and click

Done

Click +* to Add Items.

9. (optional) Add other information to the document, as necessary.

10. Add attachments if desired and create a route if appropriate.

11. Either route the document or save the document, then close the
document window.

12. You can reopen the document as needed to make changes to it
and to change its status.

13. When the Production Units document is ready to be approved,
change the status to Approved. The BFA workbook will be
updated only after the Production Units document is approved.

Actual Units on
the BFA
Workbook

When a Production Units document is approved, the Cost Codes listed
within its Items are updated on the next BFA workbook snapshot to
reflect the corresponding unit amounts. Specifically, the Actual Units
column shows the unit amounts that were entered on the Production

Units document.

Note: the Actual Units column must be made visible and the Display
Units set to Yes on the BFA workbook through the Setup worksheet.
For more information, see the Working with Production Units technical

white paper.
A B BA
1 | @comahe 200r2002 foiie Managemont, L A Rights Reserved!
2 DEMO Revise Budget (0002) (N.Y)
3 |The Hotel
4 GC-506
5 Totals as of: 72013 @ 3:15 PM
6 |Filter: Show All
Cost Codes Description Actual Units
7
9 02050-01 Demaolition - Carpet 0
11 02050-02 Demaolition - Fixtures 0
13 |08000-01 Doors 10
16 08000-02 Windows 12

Focus on Doc Types and Project Workflow
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Units Options
Menu

TipP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Statuses for
Charge Entries
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The Options menu for the Production Units document offers the following
choices after you save

EADER = m [
o Alerts

Report
= Copy this Document

View Changes

By default, the Status drop-down offers the following choices:

STATUS |In Process -
DATE
Approved
Canceled

e Canceled and Approved are final statuses, which “close” the
document and make it read-only. When a Production Unit
document is Closed or Approved, it can no longer be changed.

Canceled

A 4

In Process —

A 4

Approved

Focus on Doc Types and Project Workflow Production Units
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Catalog File Route

Overview

The Catalog File Route document is a special document created by
sfPMS for the sole purpose of routing a file to another person, thus
allowing all Catalog files to be routed.

=| Catalog File Route- = | (S e
DOCUMENT HEADER =E, &
Doc# 0001
PROJECT|GC-GD:’- 42 Naorthern Lights Office Bldg
DESCRIPTION | AcmeMeeting doc
f S‘r.qrusIOpen v @ f
DATE[12/04/2014 B pue [12/05/2014 B
Notes A
o Added By Remark
Attachments Route Detail
e Mame Size |Note Incl Seq |Cataloged
= a @ AcmeMeeting.doc 33KB | Acme mesting minues... == INalive W A& = 10/7/20064
R = e
S-S
4 >

Where It Fits In

Catalog File Route documents are created when you choose to route a
file from the Check In dialog box or File Options menu. A Catalog File
Route document with its file attachment can then be routed as usual.
Because they are Spitfire documents, Catalog File Routes can be found
through the Catalog.

Creating
Catalog File
Route

There are two ways to create a Catalog File Route document.

e From the File Options menu for any file.

e From the Add Files tool.

Focus on Doc Types and Project Workflow Catalog File Route
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To create a Catalog File Route document from the Options menu:

1. Click 3 at the file to open its Options menu.

2. Select Route This to create the Catalog File Route document.

FILES 3

( s | e :
IP . . A3 Y% 101772006, AcmeMeeting.doc 3
For more information T — AGCASODE 2
bout files, see the Focus W= oot $
a OU. ' L) b4 = Check Out Certificate Insurance 5
on Files, Attachments A Unda Check Out City Water and Sewer Permi;
and the CataIO_g % 2006 coho_pr_gc003_01.tif 3
Dashboard gmde. * @ Edit /20065 # Commitment 32 Ton Ch;
# % Get La_tESt"' 20075 constructionschedule.pdf ;

A Lock File 2004, f Correspondence Monthl'}:

' ; Properties... 2004, a Daily Field Report - Augg

& ':' Attached To... EastElev.jpg {

A Floorl2.j 2

f&\f NWW\NWV\'R;\NWWW\/’O

3. Click at the confirmation dialog box that appears.

The document will open. You will notice that the file is attached
to the document.

4. Build your route on the Route Detail tab.

5. Click I to send the document and attached file to the next
routee.

To create a Catalog File Route document from the Add Files tool:
1. After you have selected your file(s) through the Add Files tool,
click the down arrow on the | button.

2. Mouse over the Route Files option then choose either to route all
files in one Catalog File Route document (Together) or route
each file on its own Catalog File Route document (Individually)

rEER R =R .
» | @ Disabled

Approve all added files Individually
I Together

3. Click v | to add the file to the Catalog (and Project Dashboard
and document, if appropriate).

4. Find the newly created Catalog File Route document(s) either in
your Inbox or through the Catalog Dashboard.

5. Open (each) Catalog File Route document to build your route on
the Route Detail tab.

6. Click I to send the document and attached file to the next
routee.

Focus on Doc Types and Project Workflow Catalog File Route
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Overview
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The Customer, Vendor and Employee documents are created by sfPMS
to hold additional information and pertinent attachments for Customer,

Employee and Vendor Contacts.

Adventure Works
=64

o 2

( =| Employee-
Elizabeth Keyser-Rubble
=E,a

DOCUMENT HEADER

DOCUMENT HEADER
cust #[co20 On integrated sites, the
I DESCRIPTION |Adventure Works I status is set in Microsoft
Dynamics SL.
STATUS | Active i
“ Notes ‘ Addr “
NOTES 7
r Al
=| Vendor- Open EIEM
Able Electric
DOCUMENT HEADER =B, ¥
“ Details ‘ Info = Contacts = Compliance “
Tva|Subcnntractor
[ Added By
I Pay E:CINTROLIAUtO
Bono L | 25000000.00
EMPLCIYEESI 125
“ Attachments | Route Detail Yeans| 33
a Name Size Note RATINGI 95
% afs B
f “ Attachments ‘ Route Detail
4
|
= 5 Name Size |Mote |Ibem |In|:| Seq Cataloged
= |@| [T |certificate Insurance | 2.0MB |usmy. sec corse. £ ‘| [~ ||Mot Sent | v | | = < |10/5/2006,
4 = oA == u¢

DOC#IBE TYR SOURCE# I

Name|Elizabeth Keyser-Rubble

I sTaTUS| ~ @

DATE|02/02/2010 Due (02/03/2010

“ Attachments ‘ Route Detail ‘

OX &8

Focus on Doc Types and Project Workflow
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Where They Fit

In
When you create a new Contact in Spitfire or sync Contact information
from Microsoft Dynamics SL to Spitfire, an empty associated (Customer,
Vendor or Employee) document is also created.
Compliance

Tab on Vendor

By default, the Vendor Doc type includes the Compliance tab, where
compliance requirements are tracked for the specific vendor.

. ' = _ (=] B -
For more information ) endor- Open
abOUI Compllance Able EIECtnC DOCUMENT HEADER H v
tracking, see the Focus =t

on Alerts and Details Info Contacts A

Compliance guide.

K [Type Required Received otify rack
> m F( IGeneral Liability Insurance lnspecified ’7 E r@ "E
Opening a
Customer,
Employee or
Vendor

Aside from being available from the Catalog Dashboard, Customer,
Employee and Vendor documents can be opened from the Contact
Detail window.

To open a corresponding document from the Contact Detail
window:

1. Open a person or company’s Contact Detail window (for
example, from the Contact Dashboard).

2. Onthe General tab, notice the Type.
3. Click E to open the document associated with the Type
1P : : (Customer, Vendor or Employee).
For more information about Note: if you create a new Contact, you will need to select the

these Doc types, see the |
Focus on Contacts quide. Type and save before the E app?ﬂfc} —

General Address Member Of Connections Notification Comments

ConacT Name[Jason Sunderson Trme
SoT Name[sunderson Tvee[Vendor V]
EMAIL|]sunderson@spl‘tﬁremanagemem Comeany |Able Electric 2

The document will contain some information about the Contact,
such as Name/Description.

4. Fill out appropriate fields (especially for Vendors).

Add attachments if desired and create a route if appropriate.

Focus on Doc Types and Project Workflow Contact-related Documents
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6. Either route the document or save the document, then close the
document window.

7. You can reopen the document as needed.

Customer,
Employee,
Vendor
Options Menu

The Option menu for the Customer, Employee and Vendor documents
offers the following choices after you save:

A description of all PER (Ejjr" d
Document Options menu i@ Alerts A
choices can be found on = Copy this Document
in the Focus on i
Document and ltem ' Microsoft Dynamics SL |
Basics guide. @ Able Electric .

< View Changes J

ﬁ In compliance

Of Particular Note

o ™ links to Microsoft Dynamics SL (if your site is integrated).

4]
e & opens the Contact Detail window for the Contact associated
with the document.

Statuses for
Customer

By default, the Status drop-down offers the following choices:

STATUS | Active -

o If your site is integrated, the status is set in Microsoft Dynamics
SL. If your site is not integrated, you can use any of these
statuses to label a Customer. No status closes the document.

Active < »| Inactive
A A
\ 4 \ 4
Hold <l »{ One Time

Focus on Doc Types and Project Workflow Contact-related Documents
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By default, the Status drop-down offers the following choices for non-
integrated sites.

STATUS |Open -

Focus on Doc Types and Project Workflow

Closed is a final status, which “closes” the document. When a
Vendor or Employee document is Closed, it can no longer be

changed.

Open

Closed

A 4

Contact-related Documents
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Doc Types Created From Microsoft Dynamics SL

If your site is integrated with Microsoft Dynamics SL, there are some Doc
types that are created from within Microsoft Dynamics SL. These
documents function as any other Spitfire documents. This means that
you can attach files to these documents and route them as usual. These
documents also provide a link back to Microsoft Dynamics SL (if you are
authorized).

Creating a
Spitfire
Document from
DSL

Options Menu

TipP

A description of all
Document Options menu
choices can be found on
in the Focus on
Document and Item
Basics guide.

Of Particular Note

e To create a Spitfire document, use the Doc Control button on the
corresponding Microsoft Dynamics SL screen (identified for each
Doc type in the following pages).

Note: once the Spitfire document exists, the Doc Control button
can access the document again from Microsoft Dynamics SL.

The Options Menu for these documents offers the following choices after

you save:

JER (Ejﬂp,'
‘o Alerts - A
=' Copy this Document
™ Microsoft Dynamics SL ]

e Able Electric I
4 View Changes |
ﬁ In compliance

Focus on Doc Types and Project Workflow

o ™ links back to Microsoft Dynamics SL.

Reports
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AP Voucher documents are created through the Microsoft Dynamics SL
Voucher and Adjustment Entry screen for approved Pay Requests and

project related expenses.

f =| AP Vouchers-
AP Voucher: Able Electric

Doc# [000964

DOCUMENT HEADER =H, A

Invorce# |AE-005589

PROJECT |GC-005

Fabrikam, Inc.

-

= | B -

DESCRIPTION |AP Voucher: Able Electric

VENDOR |Able Electric

DATE[12/3/2014

Amounts Coding

N
b0

DuUE [12/4/2014 19:06

VoUCHER AMOUNT|

DISTRIBUTED ToTAL

2553.00

$0.00

7\, Name

[ %'s(s =

Attachments Route Detail

Size Nota

Incl Seq

o

Cataloged

S AITFIRE

>

Reviewing an AP
Voucher

AP Vouchers connect the actual expense to its project management
history, such as the payment request and original subcontract.

Aside from the usual locations (Project Dashboard menu, Catalog), AP
Vouchers can also be opened from the Cost Analysis Details part and

the BFA workbook.

To open an AP Voucher document from Cost Analysis Details:

1. Go to the Cost Analysis Part of your Project Dashboard.

2. Click on a number in the Actuals column, for example, for the
Subcontractor (_SUB). A Transaction History window will

appear:

Focus on Doc Types and Project Workflow

Reports



Page 190

COST ANALYSIS DETAIL
Account EAC u.co Com Cost =A+C Spent
_EQ RENTAL 45,125 40 %0 $1,550 30.24 %
_LABOR $169,000 40 $0 $875 0.52 %
_MTRL PERM $253,500 50 $13,618 $45,557 17.97 %
_OTHER £8,750 50 $750 $767 B.76 %
_SuB $138,625 50 $20,300 $25,650 18.50 %
Matching Transaction History x|
= I
Transaction Date |Module [Type |Name Amount |Account |Cost Code |
» 6/9/2004 AP VO $75.00(_SuUB 16000-
6/9/2004 AP Vo $250.00|_SUB 16000-
» 6/9/2004 AP ] $675.00(_SUB 16000-
» 6/9/2004 AP VO $2,250.00|_SuB 16000- H
2/11/2007 AP Vo $140.00|_SUB 16000-
2/15/2007 AP ] $1,260.00(_SUB 16000-
| 2/15/2007 AP VO 4$700.00|_SUB 16050-
SATTERE

3. Click &F to open any of the Vouchers listed.

To open an AP Voucher document from BFA:

Focus on Doc Types and Project Workflow

1. Open a Budget document and click .ﬂ to open the Microsoft
Excel BFA workbook desired.
2. Getto the desired cell in the Actual Cost to Date column. (You
may have to expand the column.)
3. Right-mouse-click to pull up the Transaction History window:
& = 9~ fle SfBFAL - Microsoft Excel =8 =]
Budget Spitfire BFA Export Settings Acrobat 7 e = e ﬂ-
A9 - J= | =IF(ProjEntity<>"",ProjEntity,"") <
A B AW AX AY AZ -
1 Scampight 20072017 Spitde: Minsgomsent, LLCT A Sights Resorved
2 DEMO Revise Budget (0006) (Y,Y)
3 Northemn Lights Plaza
4 GC-003 3
5 Totals as of 5/8/2014 @ 1:04 PM 5300.327 .65 50.00]  §34,667.95 0.00
6 Filter: Show All 5300,327.65 50.00]  §34,667.95 0.00
Actual Cost to | Work Order Committed Work Order
Cost Codes Description Date Closed Cost to Date Open Units P
7
[+ | 9 ooooa Project 5000 50 00 50 00 000
[+ |11 01000 General Conditions 511,618 20 $0.00]  §11,618.20 000
? 15 01700 Contract Ch $215.00 $0.00 50.00 0.00
- | 16 01700 MTRL PERM | —Cs215.00 $0.00 50.00 0.00
E A7 02004 Sito Wnrk rd 523033 70 50 00 GA2E O 000
i =| Transaction History s ‘/ .S =] &
% HISTORY =
T Transaction Date |Module [Type |[Name Amount | Account Cost Code
Z > ﬁ 4/25/2004 AP VO $215.00|MTRL PERM |01700-
% SAiTEIRE
8
[+] " A " "
[+ | 5308800 |Glazing 50.00] 5000 50.00] 0.00] ~
4 4 » M| Data JSeflip’ Executive Overview JENESNENED []4 L] »
Ready | 73 | |[Eo®E 0% =) L (#

4. Click & to open any of the AP Vouchers listed.
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Other Doc
Types

Most Doc types created by Microsoft Dynamics are very basic, with no
Mid-section tabs, for example:

= PO- Open el Zle S
Coho Asphalt 000018
DOCUMENT HEADER =H, A
Doc# 000018
PROJECT|GC-003 Northarn Lights Office Bldg

DESCRIPTION |Coho Asphalt 000018

Y
Attachments Route Detail
5 |Name Size MNote Incl Seq Cataloged
RS e
§PJTFJ§E
4 »

You can create this Spitfire Doc type From this Microsoft Dynamics SL screen

AR Invoice Invoice and Memo

Cash Trans Cash Account Transactions

CBE Construction Billing Entry

DSL - SPR Subcontract Payment Request Entry

Note: this Doc type is mutually exclusive
with the Pay Request Doc type

GL Journal Trx Journal Transactions

Inv & Adj Invoice & Adjustment Maintenance
Item Request Item Request

Pct Billing Percent Complete Entry

PO Purchase Order Maintenance

Note: this Doc type routes the PDF of
the purchase order to external vendors

Requisition Requisition

Service Call Entry Service Call Entry

Timecard Timecard Entry

Timesheet Project Timesheet with Rate/Amount Entry

Focus on Doc Types and Project Workflow Reports
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