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This Focus Guide is designed for Spitfire Project Management
System users. In this guide you will learn about the tools that
are found on the Manage Dashboard.
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About Our Documentation

Guides

Focus on the Manage Dashboard

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 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:

Help Browser

INBOX :
G Type rroj Make a selection:
0002 Budget SC » knowledge Base
0001 Budget GC-| « KB About Home Dashboard
0002 Budget gc(  * Tutorial for Home Dashboard
0oos G e S% '« overview Guide
0003 Budget GC-| ¥ Focus Guides
0002 Budget GC-| * Document and Item Basics
i Budget =z * Files and Catalog
* Routing
0004 Budget GC-|
0001 Budget GC- * Alerts and Compliance
0005 Budget e * Batch Processing
.
TR BFA Workbook . o
[Em——— * Budgets and Period Distribution
* Contacts
wpletion |Description Loc * Doc Templates
- 100 * Doc Types and Project Workflow
Mar| * Forecast and Analysis
* Manage Dashboard
e ia[ * SOV Billing
m * System Administration
10/2008 :lii » Refresh Guide List
» White Papers
10/2008 'lqi‘i ¥ Spitfire Online
* SpitfireManagement.com
* Blogs
1234

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 V4.4
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The Knowledgebase contains articles that cover either more specific or
more technical information about sfPMS. The Knowledgebase is
accessed through the same Help menu as the guides:

Help Browser ®
Make a selection:

T T N LV v wway

T Help Home-

Knowledge Base
KB About Home Dashboard J
Tutorial for Home Dashboard

* Icon Quick Reference
* Overview Guide

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

White papers are documents that delve into some of the more technical
or specific aspects of sfPMS. White Papers are accessed through the
same Help menu:

O elo ome

Help Browser x
Make a selection: o

4 F = o

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 B
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

Spitfire Project Management System V4.4
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Introduction to This Guide

Focus on the Manage Dashboard

This guide covers tools that are found on the Manage Dashboard and is
therefore targeted toward those who have access to the Manage
Dashboard.

It is also assumed that readers of this guide have a general
understanding of the Spitfire system, as described in the various Focus
guides mentioned previously.

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

Note: section, chapters and text that are new or changed from the V4.3
documentation appear with green text and sometimes an *.

Spitfire Project Management System V4.4
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Manage Dashboard

-~ Spitfire Dashboard

File View Window Help
1 I
Training
E P ROUTE LIST (==
NAME: DocC TYPE r
3= allocations | \
Alert Subscriptions ] Route Name Active UseCount
ﬁ Compliance Types
% CSI Maintenance e AP Vioucher ~ 2
Date Types —
Programs E-p AP Voucher Over $5000 1
AutoAcceptRoute 9
3= Reference = -
?E Region Maintenance _
33 Templates E- ra Change Orders 2
- 33 INVSCANS I 1
3= Code Maintenanc 7
33 System Informatiof 3 ra Pay Request 2 1
@ Cache as of Jan 23 12:24 123
Lache as of Jan £3 1424
FPoereg
i+ EP’TFF%E
e . . [
\ Tools N List : Filters =

\— Current

cache The Manage Dashboard is made up of a list of manager tools on the left
ggﬂ“me and the selected tool part on the right. Some of these tools (Compliance
P Types, CSI Maintenance, Date Types, Reference, Templates, Code
Maintenance and System Information) are also available on the System
Admin Dashboard.

Note: tools that are also available on the System Admin Dashboard, and
are considered to be more system administrator tools than manager
tools, are documented only in the Focus on System Administration guide,
as indicated in the list below.

Manager Tools

The Manager tools enable you to do the following (shown in the order
that they are listed on the Manage Dashboard):

e Routes: Create and maintain predefined routes that populate the
Route Detail tab of documents that meet the specified criteria.
(See page 11.)

e Allocations: Set up allocations and markups for Change ltem
Budget Entries. (See page 25.)

e Alert Subscriptions: Set up and maintain Alerts for specific
users based on a variety of triggers. (See page 33.)

e Compliance Types: Set up types of compliance for vendors and
Commitments. (See the Focus on System Administration guide.)

e CSl Maintenance: Set up and maintain a CSl list with short and
longer descriptions to be used in Spitfire documents and
lookups. (See page 39.)

Focus on the Manage Dashboard Spitfire Project Management System V4.4
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Date Types: Set up the date types to be used on the Date tabs
of certain Spitfire documents. (See the Focus on System
Administration guide.)

Programs: Set up and maintain programs for the organization
and grouping of related projects. (See page 44.)

Reference: Set up and maintain lists based on whatever you
want in order to categorize documents and ltems.
(See page 49.)

Region Maintenance: Set up and maintain regions for the
organization of your vendors. (See page 56.)

Templates: Upload a variety of templates for use throughout
sfPMS. (See page 59.)

Code Maintenance: Edit or view the options for various drop-
downs (pick lists) used in documents and throughout the system.
(See the Focus on System Administration guide.)

System Information: Check information about servers,
versions, and last cache. (See the Focus on System
Administration guide.)

Spitfire Project Management System V4.4
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Considerations
for Predefined
Routes

Detail
Considerations

For an explanation of
roles, see the Focus on
Contacts guide or the

Focus on System
Administration guide.

For an explanation of
workflow scripts, see the
ATC Scripts and
Automatic Workflow
technical white paper.
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The Routes tool allows you to create predefined routes, which then
automatically populate the Route Details tab of certain documents,
based on Doc type and other conditions. Predefined routes are great
time savers and ensure that your documents are being routed
consistently. These routes can also be edited.

Predefined routes contain two parts:
e Details that indicate to whom the document will be routed.
e Rule criteria used to select which documents will use this route.

What you enter into both the Details for Selected Route and the Rules
for Selected Route parts together make up your named predefined
route.

When creating your list of routees, you'll need to consider the following:

e Which individuals or roles do you want to include in your route
(see page 12)?

e  Will the route include any ATC workflow scripts?

e Should the role (if using roles) be limited to those contacts also
matching the Source Contact (see page 13)?

o Will the routing will be sequential (first one routee, then the next,
and so on) or parallel (multiple routees at the same time) or a
mixture of both?

e What access level should the routees who normally have read-
only access be granted: View or Collaborate?
Note: people who have write-access to documents will not be
affected.

e What routing status (Pending, Pending Any, CC’d) should each
routee will be granted?

e Do you want the route due date to be set automatically, based
upon when the route is triggered?

e Should any routees get transmittals and be noted in the
transmittal log report?

e Should routees who are duplicated on the route appear only
once?

e Should any of the routees become the new “email from” person
for subsequent routees?

Spitfire Project Management System V4.4
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When creating your list of rule criteria, you'll need to determine if the
following conditions should be considered for the predefined route:

Concepts

Users vs. Roles

Specific Doc types?

A specific document subtype?

A specific Source Contact (Customer or Vendor)?
A specific Responsible Party?

A specific project or only documents on a project with no Project
ID or only documents on a project with a Project ID?

A specific project subtype?

A specific reference or global reference?
A specific document priority?

A specific document status?

A specific company division?

Values over or under a set amount?

When adding your routees for a predefined route, you need to consider
whether each person will be listed by user name or by role. Roles (such
as Project Manager or Accounting) are set up by the system
administrator and refer to specific people within a project. For example,
let's say

the Project Manager on project CO-013 is John Doe,
the Project Manager on project GC-003 is Mary Smith,

the Project Assistants on project GC-003 are Steve Johnson and
Mike Nicholson.

If you use roles as the routees in your predefined route, documents that
matched the criteria in your predefined route would be routed as follows:

Documents routed In this project: Would be routed to
to this role: this person:
Project Manager €O-013 John Doe

) 9 GC-003 Mary Smith
Project Assistant GC-003 Steve Johnson

Mike Nicholson

Focus on the Manage Dashboard
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As indicated above, if you use a role such as Subcontractor in your
routee list, all contacts with that role will be routed the document. If your
intention is to route the document to only those subcontractors whose
company is the Source Contact of the document, you can indicate this on
the Details for Selected Route section (see page 16). For example, a
Commitment document routed to Subcontractor would go to John Smith
of Able Electric only when Able Electric is the company (Source Contact)
on the Commitment. That same Commitment document would not be
routed to other subcontractors (who are with other companies) on the
project.

Who are Source Contacts? The Source Contact can be a vendor,
customer, employee or the person named in the To address (the person
who will get the document). How the Source Contact is used varies by
Doc type. Some common Source Contacts are as follows.

(Your system administrator may have defined other Source Contacts for
other Doc types during implementation.)

Document Type ' Source Contact |

Bid To contact
CCO (Commitment Change Order) Vendor
Commitment Vendor
Correspondence To contact
Customer Customer
Employee Employee
Field Directive To contact
Pay Request Vendor
RFQ (Request for Quote) To contact
Safety To contact
Submittal To contact
Transmittal To contact
Vendor Vendor

In addition to the project-related roles, there are a few special roles that
are not set up by the system administrator. These roles have meaning
only within the context of the document.

Doc Attendees

The Doc Attendees role refers to all Attendees (i.e., Contacts on an
Attendee tab) on the document.

Doc Entered By

The Doc Entered By role refers to the creator of the particular
document. If you want to route a document back to the person who
created it, use Doc Entered By.

Doc From Addressee

The Doc From Addressee role refers to the “From” Contact on the Addr
tab of the document. If there is no From address, or if the address uses
a freeform entry, this role is ignored in the route.

Spitfire Project Management System V4.4
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Doc Responsible Contact

The Doc Responsible Contact role refers to the contact indentified on
the Responsible field on a document.

Doc Source Contact

The Doc Source Contact role refers to the Source Contact of the
particular document. (For examples of Source Contacts, see previous

page.)

Doc To Addressee

The Doc To Addressee role refers to the “To” Contact on the Addr tab
of the document. If there is no To address, or if the address uses a
freeform entry, this role is ignored in the route.

Once you have predefined routes, sfPMS evaluates each new document
when it is saved to see if a predefined route should be applied to that
document.

When multiple routes apply to a Doc type, the system begins at the route
with the most conditions (the most exclusive) and works its way through
the applicable routes (most exclusive to least exclusive). Therefore, if
one of the conditions in the first routing doesn't apply, the second route
will be used.

Predefined routes eliminate the need for a document’s creator to set up
the routing for the document.

.

=] Punchlist- New o | Bl -
PunchList 0006
i . DOCUMENT HEADER +E=
=] Punchlist- New = | |
PunchList 0006 Doc# |0006
m
DOCUMENT HEADER = PROTECT |GC-003 Northern Lights Office Bldg
DESCRIPTION [PunchList 0006
Doc# |0006 |
STATUS |Open =
PROJECT |GC-003 Northern Lights Office Bldg e L
DEscRIPTION [PUnchList 000 I DATE [1/25/2012 Bl pue [1/26:201214:40 BB
5
STATUS |Open = EI 3
DATE |1/25/2012 [ pue [1/26/2012 14:40 i
| Route Detail | \
Itemsl q
= + Seq|To Status |Ins|Rsp|Notes|Due
Ok ] + Item Description Status A
- (all items) 25
Wwilliam Flint
5/ B 3 Spitfire Construction [Project Pending Due:
Staff)
/B Iohn Peoples .
3 |(Senior Executive) Pending Due:
A= Jon Taffler :
i | 3 |(Projact Manager) Pending Due:
( | Route Detail soW o |ShsDeme Pending Dues
& Seq |To Status Ins |Rsp |Notes |Due s @ 2 S&iﬁiﬁg:{?ﬁ:;j:ﬂz?‘a Pending Due:
1
\p4 320 o [fmbenloten oaning o )
F T CONFIDENTIAL PRIORITY |LOW ﬂ 72 I~ CONFIDENTIAL PRIORITY \LUW j
SFTEIRE SPFiTFIRE

New document, before being saved.

Focus on the Manage Dashboard

Same document after first save
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Note: sfPMS does not evaluate predefined routes until the document is
first saved because certain values (such as Priority, Reference, Status
and Subtype) are not available when a document is first created. In
addition, your system administrator can turn on the DocTypeConfig |
AutoReroute rule to tell Spitfire to refresh or reset the route at different
points. (See KBA-01154).

The Route List

When you select the Routes tool, the Route List appears:

ROUTE LIST (==
| NAME: DocC TYPE [ v
0 Route Name Active UseCount
ﬁ Vi AP Voucher v 2
35 2 AP Voucher Over $5000 v 1
ﬁ & AutoAcceptRoute v 9
= Budget v 1
ﬁ & Change Orders b4 2
E-W A | Checklist v 0
12345
Columns
¢ Route Name: the name of the predefined route. We recommend
that routes that are tied to just one Doc type use the Doc type
name as part of the route name (for example, Punchlist A for
Punchlist documents).
Note: Route names do matter. If there are two routes with the
same level of exclusivity in criteria, the route whose name
appears first alphabetically will be used.
e Active: whether I ornot I the predefined route can be
accessed and used.
e UseCount: the number of “rules” set up for this predefined route
(see page 18).
Filters

e Name: Type the first few characters or use the wildcard (%) to
find one or more predefined routes.

e Doc Type: Select a Doc type from the drop-down.

Focus on the Manage Dashboard Spitfire Project Management System V4.4
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Details for
Selected Route

When you expand an predefined route row, the Details for Selected
Route part appears:

DETAILS FOR SELECTED ROUTE 3
STATUS: [ v
Seq. __ . |Access Default Default |[Due |w/ At Source |No Emails
b MNo. User/Role Description Level Status Note In Transmittal |Contact Repeats |From Alerts
i |
2 i View Pending Lt o [H] o Lt
21 e - ’
i JE] £ rFQ vendor ollaborate |Pending
Contact I a ﬁ' .
(user) and (role) work as two sides of
Route rows can include a Spitfire ATC script. For atoggle. Click the icon to switch between the
more information, see the technical white paper ATC Active Contacts and the Roles lookup.
Scripts and Automatic Workflow.

Columns

e Seq No.: the route sequence number. Routees can be entered
in sequential or parallel sequences (or a combination of both).
For example, rows can be set up for two routees at Seq 2
followed by Seq 3, Seq 4, etc.

e User/Role: either the routee’s name or the role that will be used
by the system to populate the route sequence with the
appropriate person(s). If you want to include a workflow script,
enter Spitfire as the user.

e Description: an optional description for the row.

e Access Level: whether the person at this sequence should have
Collaborate or View access to the document. Collaborate
access means that a person who ordinarily has read-only (view)
access will be able to edit the document while the document
remains in his or her Inbox. Note: if the person has write-access
to the document through other permissions, this setting is
ignored.

o Default Status: the route status to be given to the routee.

Default Status
For an explanation of .

Pending -
route statuses, see the :
Focus on Routes guide cCd
Focus on houtes g ' Destination

Pending An
Pending

Default Note: an optional note to be included in the route row on
the document.

Focus on the Manage Dashboard Spitfire Project Management System V4.4
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e Due In: a whole or decimal number that indicates the number of
days or part therein (0.04 is approximately an hour) used to
calculate the route due date. The system adds the Due In
number to the date on which the route is applied to determine
the route due date for the sequence. For example, if the Due In
field is 2 and the route is applied on January 4, the route due
date will be January 6 (2+4).

e w/Transmittal: whether or not the routee will receive a
transmittal printout (if available) and be included in the
Transmittal log.

e At Source Contact: whether or not the role should be limited to
those associated with the Source Contact.
Note: if a routee name is used instead of a role, this setting is
ignored.

e No Repeats: any whole number indicating how many sequences
back the system should check to see if the routee is a duplicate
on the route and then eliminate the duplicate. For example, a No
Repeats of 2 on Seq 3 means that if the routee for Seq 3 is
already on the route in Seq 1 or Seq 2 (two sequences back),
the person will not appear again in Seq 3.

e Emails From: if the person at this Seq should become the “on
behalf of” and “replies to” person on outbound emails sent after
that sequence (or until another person is designated as the
Email From person). If more than one person appears at the
same Sed., the last person in the Seq will be used. By default,
the “on behalf person” is the person who creates the document.
For example, if the Emails From checkbox is checked for Seq 3
and if Chris Demo creates a document and John Doe is added to
the document at Seq 3, then Chris Demo will be the “email from”
person for Seq 2 and 3 and John Doe will be the “email from”
person starting with Seq 4.

e Alerts: an obsolete checkbox. We recommend you use Alert
Subscriptions, as described on page 33.

Filter
e Status: Select a route Status from the drop-down.

STATUS: Pending &4

cCd
Destination

Seq.
D No. User
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When you expand a named route row, the Rules for Selected Route part
appears. Together, the rules determine if a predefined route should be
applied to a specific document.

Note: to save space, the Responsible, Doc Reference, Global
Reference and Division criteria fields are normally hidden. If you want
to use any of those criteria, click on the appropriate “Show...” checkbox
to check it and show the field.

RULES FOR SELECTED ROUTE q

—

CONTACT s
I SHOW DOC REFERENCE

I~ SHOW DIVISION

[ SHOW RESPONSIBLE
[ SHOW GLOBAL REFERENCE

D Doc Type Source Contact

il »# |vouchers

Columns

You can have just one
criterion for your
predefined route (for
example, Doc Type) or

any combination of .

criteria as needed.

For more information

about the Append and

Reset Route options, see

the Focus on Routes

guide. .

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

And for more information
about the
RouteWhenClosed rules,
see the Rules and Rule
Values technical white
paper.

Focus on the Manage Dashboard

Project

Priority Status Sub Type Project Type Low |High |[Auto |Active

Doc Type: the Doc type to which this predefined route might
apply.

Source Contact: a specific person or company used to limit the
predefined route. The Source Contact of the document is
evaluated against this criterion (see also page 13).

Responsible (shown only if the Show Responsible checkbox is
checked): a specific person or company used to limit the
predefined route. The Responsible person on the document is
evaluated against this criterion.

Project: a specific Project ID used to limit the predefined route.
The document’s Project ID is evaluated against this criterion.

o If the field is left blank, the route will apply to all projects.

o If (unassigned) is entered in this field, the system will
consider documents with no Project ID only.

o If (assigned) is entered in this field, the system will
consider documents with (any) Project ID only.

Doc Reference (shown only if the Show Doc Reference
checkbox is checked): a specific reference used to limit the
predefined route. The Reference on the document (see page
49) is evaluated against this criterion.

Global Ref (shown only if the Show Global Reference checkbox
is checked): a specific global reference used to limit the
predefined route The Global Reference on the document (see
page 49).is evaluated against this criterion.
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TIP

If the DocTypeConfig |
AutoRerouteAmount
rule is on, and the
document has ltems,
then cost impact is
automatically set to the
sum of the Item expense
amounts.
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Priority: a specific document priority level (entered as a number)
used to limit the predefined route. The document’s Priority level
is evaluated against this criterion.

o0 1=Urgent
3 = High
5 = Medium
7 =Low
9 =FYI

0 99 can also be entered as the Priority if you do not want
this predefined route to ever be automatically selected
by sfPMS. A predefined route with a Priority of 99 will
only be available for selection through the Append and
Reset Route options and for use in a workflow script or a
RouteWhenClosed rule

Status: a specific document status (entered as a code) used to
limit the predefined route. Status is best suited for routes that
are intended for use through the Append Route feature as the
document progresses through its life cycle. The Doc Status is
evaluated against this criterion. Doc Status codes are set up in
the Code Maintenance tool. Common codes are as follows:

0o O=0pen
C =Closed
A = Approved

X = Canceled

Company (shown only if the Show Division checkbox is
checked): a specific company division ID used to limit the
predefined route. The company Division associated with the
document (by way of the Project Setup) is evaluated against this
criterion.

Sub Type (available only if the Doc type has Sub types): a
specific document subtype used to limit the predefined route.
The document’s Subtype (Type, Commitment Type, Permit
Type, etc.) is evaluated against this criterion.

Project Type: a specific project subtype used to limit the
predefined route. The Type of the Project Setup associated with
the document is evaluated against this criterion.

Low: a specific number, indicating the lowest value threshold,
used to limit the predefined route. The document’s cost impact
is evaluated against this criterion. A Low amount can be used
independently or together with a High amount (see immediately
below).

High: a specific number, indicating the highest value threshold,
used to limit the predefined route. The document’s cost impact
amount is evaluated against this criterion. A High amount can
be used independently or together with a Low amount.

Auto: whether (1) or not ( & ) this predefined route should start
with the second person on the route sequence. Otherwise, the
document will go first to the document creator’s Inbox until he or
she acts on it.
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Adding a
Predefined
Route

For more information
about workflow scripts,
see the ATC Scripts and
Automatic Workflow
technical white paper.
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Active: whether (1) or not ( & ) the rule row can be used.

Source Contact: Look up a name or company to filter by Source
Contact.

Show Responsible / Doc Reference / Global Reference /
Division: Click the checkbox to see the corresponding column
and to use the criterion.

The creation of a predefined route consists of three major steps:

Naming the route
Adding routees

Adding rule criteria

To create a new automated route:

Click &1 at the Route List.
Enter a Route Name.

Click v to accept the row.
Click E- to get to the Detail and Rule parts.
In the Details for Selected Route part, click .

Look up a User/Role (clicking R or O first if needed). If you
want to add a workflow script, enter Spitfire as the user.

Fill in the remaining fields as desired (see page 16).

Click +" to accept the row.

(if you want to include a workflow script) Click 4 at the routee
row to open up a popEdit window.

0 Type your workflow script then save the window.

Repeat steps 5 — 8 as appropriate.

In the Rules for Selected Route part, click 4.
Fill in the fields as desired (see page 18).
Click v to accept the row.

Repeat steps 11 — 12 if necessary.

click & to save the Routes tool.
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ROUTE LIST 04 7
Q)E: DOC TYPE [~ | Compliance ation x| )_‘
I Route Name Active UseCount
x | -« @ I
3
(4 Route Name Active UseCount
| Pay Request Normal ra

Because Seq. No. 1 is always the document’s creator, routing begins with Seq. No. 2.

DETAILS FOR SELECTED ROUTE

s
&)
zz‘_" User/Role 6' Description Access Level |Default Status |Default Note ?I:'e ?r{fansmittal gé::;; ::peats |E=:]l1:]i]|s
8 2 o = ¥ |View ~|/|Pending =] ¥ I | | IU u
I Click to toggle between Users and Roles. |7
RULES FOR SELECTED ROUTE
SOURCE CONTACI je [~ SHOW RESPONSIBLE
™ SHOw DOC REFERENCE [~ SHOW GLOBAL REFERENCE
11 [~ SHOW DIVISION
v
D Doc Type Source Contact Project Priority | Status ?::;e Project Type Low High Auto
v
| | | l 2l | = | | T
13
Predefined
Routes

Focus on the Manage Dashboard

To edit the route on the Route List:

e Click # to change the name of the predefined route or to make it
inactive.

e Click T to delete a predefined route that has no rules.
Remember to save after deleting.

Note: since the O icon does not appear for predefined routes
that have rules, you must delete the rules of any route you want
to delete before you can delete the named route itself.

To edit the Details and/or Rules of a predefined route:

e Click % on a route row to edit its Details and/or Rules.

e Click # to change the fields of any row.

o Click T to delete any row.

To return to the Route List:

e Click qat the route name row.
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Examples
Let us say that you want to create a predefined route for Pay Requests.
After leaving the document creator’s Inbox, the document should be
routed to the vendor (Doc Source Contact) for “fill in” then back to the
document’s creator (Doc Entered By), then to accounting and then back
to the same vendor so he knows that his money is on its way. The
vendor is the Source Contact for this document. So you create the
following predefined route:
ROUTE LIST ==
‘ NAME: | DaocC TYPE v ‘
D Route Name Active UseCount
F 7 v
DETAILS FOR SELECTED ROUTE q
‘ STATUS: [ ~| ‘
Seq. I Access Default Due |w/ At Source Mo Emails
o No. User/Role Description Level Status Default Note In Transmittal |Contact Repeats |From Alerts
é 2 ;fnt[a)g: SOurce  |The Vendor Collaborate |Pending E:?;Ecﬁ”ou‘ 7.0000 | v v 0 b4 b4
‘g 3 B{f Doc Entered (T:hr:a?o"f View Pending 3.0000 | X x 0 x X
A 4 o ing |The Accountant |View Pendin Read viey 5.0000 | X x 0 X x
i | Accounting q processing .
‘; 5 C{oantzgf Source 52;2:3 the View Pending In process v v o X o
Mote: Role aliases and 'Doc Source Contact' will disqualify this route from automatic selection until the corresponding document fields are used
RULES FOR SELECTED ROUTE q
CONTACT | P [] SHow RESPONSIBLE
L] SHow DOC REFERENCE [ SHOW GLOBAL REFERENCE
[ ] SHOW DIVISION
D Doc Type Source Contact Project Priority Status Sub Type Project Type Low |High |Auto |Active
i § # |Pay Request bd v

In the next example you set up predefined routes so that AP Vouchers
are automatically routed to an appropriate person based on cost impact
dollar amounts. If the voucher is for $100 or less, it should go directly to
Accounting. If the voucher is for any amount between $100.01 and
$999.99, it should go first to the Project Assistant and then Accounting.
Finally, if the voucher is for $1000 or more, it should go first to the
Project Manager and then Accounting. You create three named routes
(shown on the next page), each with the correct combination of routee
and criteria (in this case the Doc type of Vouchers and the high and low
limits of money).
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D Route Name Active UseCount
Rz o
DETAILS FOR SELECTED ROUTE q
STATUS: I~ | Destination =]
Seq. - Access Default Default Due |w/ At Source No Emails
No. User/Role Description Level Status Note In Transmittal Contact Repeats |From Alerts
s L #] To the :
ﬂ' 2 - accountant Collaborate | Pending b4 » 0 » x
RULES FOR SELECTED ROUTE q
SOURCE CONTAS . . . BLE
If the Voucher is $100 or less, the document will automatically add e\ e
Accounting to the Route Detail tab at Seq 2.
\
D Doc Type Source Contact Project Priority Status Sub Type Project Type Low |Hig Auto Active
@ 7 vouchers 100.0000 | [ & True
D Route Name Active UseCount
Rz C D r
DETAILS FOR SELECTED ROUTE q
STATUS: I~ | Destination =]
Seq. S Access Default Default w/ At Source No Emails
‘D No. User/Role Description Level Status Note Due In Transmittal Contact Repeats |From Alerts
g 2 L _Prujec:t For review |View Pending 5.0000 | x b 0 > e
Assistant
7 ) .
i K © Accounting View Pending b4 b 0 b4 b4
RULES FOR SELECTED ROUTE q
SOURCE ¢ If the Voucher is between $100.01 and $999.99, the document will PONSIBLE
automatically add Project Assistant and Accounting to the Route Detail tab  pBaL RECERENCE
at Seq. 2 and Seq. 3 respectively.
\\
D Doc Type Source Contact Project Priority Status Sub Type Project Type Low High Auto |Active
ﬂl # |Vouchers 100.0100 999.9900 - ¥ True
D Route Name Active UseCount
Rz o
DETAILS FOR SELECTED ROUTE q
STATUS: I~ | Destination =
Seq. S Access Default Default Due |w/ At Source No Emails
‘D No. User/Role Description Lewvel Status Note In Transmittal Contact Repeats From Alerts
é 2 2 Project For approval | View Pending x b4 0 b4 b4
Manager
Vi ) .
i BE £ Accounting View Pending x x 0 x x
RULES FOR SELECTED ROUTE q
. . [~ SHOW RESPONSIELE
SOURCE €4 |t the Voucher is for more than $999.99, the document will =
automatically add Project Manager and Accounting to the SHOW GDQBAL REFERENCE
Route Detail tab at Seq. 2 and Seq. 3 respectively.
AN
D Doc Type Source Contact Project Priority Status Sub Type Project Type L}v High |Auto |Active
i »# |vouchers 1000.0000 = & True

Focus on the Manage Dashboard
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You then realize that you also want Pay Requests with a subtype of Cost
Plus to be routed first to the Project Assistant and then to the AP Clerk.
You extend the usefulness of AP Voucher 2 by adding a new Doc Type
criterion for Pay Requests and then renaming the route.

.D Route Name Active UseCount
= D) o
DETAILS FOR SELECTED ROUTE =
STATUS: [ | Destination =l
Seq. N Access Default Default w/ At Source |No Emails
D No. User/Role Description Lewvel Status Note Due In Transmittal |Contact Repeats |(From Alerts
4 € project : | i
ﬂ' 2 Proj For review |View Pending 5.0000 | x X 0 o *
istan
Assistant
rs ) i
5 BE 2 Accounting Wiew Pending b4 » ] b4 »
RULES FOR SELECTED ROUTE =
SOURCE CGNTAd o [~ SHOW RESPONSIBLE
[~ SHOW DOC REFERENCE [~ SHOW GLOBAL REFERENCE
[~ SHOW DIVISION
D Doc Type Source Contact |Project |Priority |Status |Sub Type Project Type |Low High Auto | Active
ﬂ # |Vouchers 100.0100 |999.9900 | [ M True
i # |Pay Request Contract Cost Flus i F True

Focus on the Manage Dashboard

Project Assistant and Accounting will be added to a Pay Request’'s
Route Detail tab (when the Pay Request has a subtype of Cost Plus).
The two roles will also be added to Vouchers that are between
$100.01 and $999.99 inclusive.
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Considerations
for Allocations
and Markups
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The Allocations tool allows you to set up allocations and markups to be
automatically calculated and added to a Change Item’s Budget Entries
window. For more information about the Budget Entries window, see the
Change Order Management technical white paper.

Both Allocations and Markups affect the Budget Entries of a Change
Item on a Change Order document.

e Allocations are added to the Budget Entries when the & icon
is used and conditions are met.

e Markups calculate revenue amounts for Budget Entry rows.

When creating your allocations and markups, you'll need to consider the
following:

e Which conditions do you want for each allocation? Will the
allocation apply to a certain Contract Type, Project, Cost Code,
and/or Account Category? Note that Source Cost Codes are
valid only for Self-Perform budget entries.

¢ In what sequence do the allocations need to be placed?
Sequence matters because allocations can apply to previous
allocation rows.

e Should the Cost Code for the calculated revenue (target) amount
be different from the Source Cost Code? If so, what Cost Code
will you use?

e What will be the Account Category for the calculated revenue
(target) amount for each allocation?

e Should each allocation be entered as a percentage or a fixed
amount?

e Which conditions do you want for each markup? Will the markup
apply to a certain Contract Type, Project, Cost Code, and/or
Account Category? Note that Source Cost Codes are valid only
for Self-Perform budget entries.

e What will be the Account Category for the calculated revenue
amount for each markup?

e Should each markup be entered as a percentage or a fixed
amount?
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After Setup

Markups
Once you have markups set up, sfPMS evaluates each row you add to a
Change Item’s Budget Entries window and, for each row that matches
your criteria, calculates the markup amount to add to the Revenue
Amount.

Revenue Amt

Description

\Adding more lights &«

I Proposed =

|=| Dodtem Tasks -- Webpage Dialog

BUDGET ENTRIES

‘ ITEM Adding more lights =

0@
Seq# |Description Cost Type Status | Commitment Cost Code Account Cat Estimate Quote Units Rate Expense MU\ Revenue Amt

v X |2 | ¥ |serperform = | 02200~ & L [ Lasor joi 100 {]

Allocations

Once you have allocations set up, sfPMS evaluates each row on a
Change Item’s Budget Entries window when you run the allocation
engine. Any allocations that match the criteria are added to the Budget
Entries window.

B - e
=) Dacltem Tasks -~ Webpage Dialog P ey — - ==
~
BUDGET ENTRIES Vi
| ITEM I Moving of lobby restroom entrance five feet to the right to fanﬂ |
g K Seq# Description Cost Type Status Commitment Cost Code Account Cat Estimate Quote Units| Rate Expense MU Revenue Amt
{
Able Electric 3
Vi | 2 cco Approved | 00® TROTIC 5 $1,200.00 $1,675.00
oz Qut for Universal Mechanical
3 IC rrQ ¥ Bid 2004 Gen $7,700.00 $17,000.00
| —— = —

|=| DodtemyTasks - Webpage Dialog — — . S

BUDGET ENTRIES

‘ ITEM Moving of lobby restroom entrance five feet to the right to fa«ﬂ |

D&

ﬂ 7y Description Cost Type Status Commitment Cost Code Account Cat Estimate Quote Units| Rate Expense MU Revenue Amt |
Able Electric =3

ya | cco Approved | (o FEOTE @& $1,200.00 $1,675.00

VA | RFQ ¥ o for ES;‘T’“‘ Mechanical gy $7,700.00 $17,000.00

) AA 00000- BONDING $1,867.50 $1,867.50

& ﬂ AA 00000- INSURANCE $747.00 $747.00
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The Allocations

When you select the Allocations tool, the Allocations and Markups part
appears.
ALLOCATIONS AND MARKUPS an
PROJECT
Source Target |Target . . § ’
D EntryType $0|1tract Project |Cost go:.n'ce Account Sequence | Cost Account PrintAs 0A.Ilocatlon :Ilocat:on z!arl<up Llarkupt
vpe Code ategory Code category Yo moun o moun
& '
ﬁ' Markup GCOo03 02200- Equipment Costs Rental |0 Revenue 20.000
7
i | Markup GCO010 Subcontractor Cost o Revenue 12.000
7
ﬁ' Markup GCOo03 02200- Direct Labor 1] Revenue 40.000
I )
i | Markup GCoo3 03200- Material - Permanent o Revenue 10.000
7
ﬂ Markup GCo03 13000- Subcontractor Cost o Revenue 25.000
I !
ﬁ' Markup GCO010 01000- Direct Labor o Revenue 17.000
7 .
ﬂ Markup GCoo3 06200- Material - Permanent o Revenue 10.000
& !
ﬁ' Markup GCoo3 03200- Direct Labor o Revenue 30.000
7 .
ﬁ Markup GC0o03 03200- Equipment Costs Rental |0 Revenue 10.000
& )
i | Allocation | CPR 10 Revenue Man. Fee | 15.000

Columns
e Entry Type:

0 Allocation: tells the system to add this entry to the

Budget Entries window when the & icon is used and
subsequent conditions are met.

0 Markup: tells the system by how much to mark up an
expense amount on the Budget Entries window when
subsequent conditions are met.

o Rate: for future use

e Contract Type: the often three-letter code of the contract type
(CPR for Cost Plus to Rev, FPR for Fixed Priced to Rev, etc.)
that sets up a condition for the Allocation entry. If blank, the
markup or allocation will apply to all project types.

Note: the code is set up in the Code Maintenance tool through
the ContractType code set for Project Setup.

e Project: the Project ID used as a criterion for the allocation or
markup. If left blank, then all Project IDs meet the condition. ID
codes should be entered without masks or hyphens.

e Source Cost Code: the Cost Code for self-perform Budget Entry
lines used as a criterion for allocations or markups. If left blank,
then all Cost Codes meet the condition. Cost Codes are ignored
on non-self-perform Budget Entries.
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Allocation % and
Allocation Amount are
mutually exclusive.
Markup % and Markup
Amount are also
mutually exclusive. If you
have accepted the row
with a percentage or an
amount, but then change
your mind and want to
use the other field, you
must enter a 0 (zero) in
the field you are no
longer using.

Filter
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Source Account Category: the Account Category for self-
perform Budget Entry lines used as a criterion for allocations or
markups. If left blank, then all Account Categories meet the
condition. sfPMS applies markups for Account Category =
Subcontract (by default) for non-self-perform Budget Entries.

Sequence: the order by which allocations are processed and
also by which allocations are grouped. Markups do not need
Sequence numbers.

o All allocations must have a Sequence greater than zero.

0 Allocations with the same Sequence number are
considered a group; when the conditions for one are
met, the others in the group are discarded. This is
particularly useful when using Source Account Category
to apply varying allocation percents.

o Each time the hundreds position of the Sequence value
changes (001-099, 100-199, 200-299, etc.), allocations
are also applied to all prior allocation rows.

Target Cost Code: the Cost Code to be used when this entry is
added to the Budget Entries window. If left blank, the Source
Cost Code will be used.

Note: Markups do not use Target Cost Codes.

Target Account Category: the Account Category to be used
when this entry is added to the Budget Entries window.
Revenue appears as a default; other Account Categories are
available through a lookup.

Note: Markups do not use Target Account Categories.

Print As: the description for this entry that appears on the Note
column in the Budget Entries window.

Allocation %: the percentage that will be applied by this
Allocation to the revenue amounts that meet the criteria. If you
do not enter an Allocation % for an Allocation row, you must
enter an Allocation Amount.

Allocation Amount: the specific amount that will be applied by
this Allocation to the revenue amounts that meet the criteria.

Markup %: the percentage that will be applied as a markup by a
markup entry. The percent sign (%) should not be included; just
the numbers, for example 10 to mean 10%.

Markup Amount: the specific amount that will be applied by a
markup entry.

Project: Enter the beginning of the Project ID or use a wildcard
(%) to find specific projects.

PROIECT %003
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Markups

If you have a different
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To add a markup for Cl Budget Entries:

1. Click £ at the Allocations and Markups part.
2. Select Markup from the Entry Type drop-down.

Account Category for
your subs and if you have 3. (for non-Self-Perform Budget Entries) Look up SUBCONTRACT
designated that other as the Source Account Category.
Account Category in the - T .
WBAConfig |g y 4. Fill in the remaining fields as desired (see page 27).
Subcontract rule, look 5. Click v to accept the row.
up that other Account 6 R 1-5 ded
Category instead. . Repeat steps 1 — 5 as needed.
7. Click I to save the Allocations tool.

‘ ALLOCATIONS AND MARKUPS LT)HQ
1)JECT ‘
7Entrv7vpe 53::’“' Project Source Cost Code 2:&;2:{“““”' Sequence | Target Cost Code l:{g;(‘]x“‘“”' PrintAs Allocation il“f;j:‘f" Markup % ;‘I‘;’Q"mf‘

B [Markup =] [ 2 REVENUE 2 \

Rate
Adding
Allocations
To add an Allocation for Cl Budget Entries:
1. Click &1 to add a new row.
If you enter an 2. Select Allocation from the Entry Type drop-down.
Allocation % or )
Allocation Amount, you 3. Enter a Sequence number. If the Allocation should apply to all
can also enter a Markup previous Allocation rows, change the hundreds position, for
% to make the Revenue example, from 50 to 100 or 170 to 200, etc.
amount different from the 4. Fill in the remaining fields as desired (see page 27).
Expense amount. .
5. Click v to accept the row.
6. Repeat steps 1 — 5 as needed.
7. Click I to save the Allocations tool.

: ALLOCATIONS AND MARKUPS L?jﬂg
1 poect ‘

%Enlrv'{vpe ?SB;"“‘ Project Source Cost Code E::‘e’;::“"””‘ Sequence | Target Cost Code E:{g;g:{““””‘ PrintAs Allocation j:\‘f;ﬂ:‘("" Markup % ;‘I‘:{;‘jﬂ

|A\Incalinn =[] [ el W [ REVENUE B2 [
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Editing
Allocations and
Markups

To edit allocations and markups:

e Click # to change any of the fields on an allocation or markup
row.

« Click O to delete an allocation or markup row.

Change Order
Markup Window

Markups can also be set up/edited through the Change Order Markups
window found on the Project Options menu.

To add or edit a markup on the Change Order Markup window:

1. At the Project Dashboard, click “¥ to open the Project Options
menu.

2. Select Change Order Markup.

3. Click # to change the Cost Code, Account Category or
Markup % for a specific row.

4. click £1 to add a new Cost Code, Account Category and
Markup %.

5. Click v to accept the row.

6. Click I to save your changes.

GC-003 - Northern Lights Plaza Jun 1, 2007 - Jan 21, 2008

DOCUMENTS ¥ & RFQ 2! Refresh Page
' - hl

Tvpe Z| Change Order Markup - GC003 "EE& 1@ Cost Code Maintenance

3= Bid 2 \|@ Project Accounting Maint
. {\II| Project Address

5 Bid Packsge PROJECT CHANGE ORDER MARKUP @ = fim| Project Location Map
% Bid Package g E Competitive Bid Analysis

Addendum PROJECT: IGCDDB | Project Analysis

= g

Budget W= Project Setup
2 g 4 Cost Code Account Category Markup % [

CCOo - =

Va 02200- Equipment Costs Rental 20.000 % Change Item Register
32 |Change Orde . |Hy Submittal Item Register
) Va 02200- Direct Labor 40.000 gl

% Checklist |(_. - 2
% . & 03200- Material - Permanent 10.000 et (

Commitment T
% Corresponde 4 8 Subcontractor Cost Cainby  rank Romane & Sons Process Medium
33 | Daily Field Re 7 06200- Material - Permanent 10.000 ‘onsolidated HVAC ) )

I Bid Back |Medium

Y #  lamman T T e | upply
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Examples of

Allocations

Let's say that you have a Project Setup with a Contract Type of Fixed
Price to Rev (FPR). On a Change Order, you open the Budget Entries
window from an Item and add a Self Perform entry with an expense
amount of $2500 and a revenue amount of $3500. You then click the

Allocations icon 48 . Using the Allocations set up as below, you'd get the
following results. Because the Contract Type is FPR, both Allocations
for FPR would apply, one adding 10% of the revenue as an expense
amount and the other adding 4% of the revenue as an expense amount
with an additional 1% markup for revenue.

ALLOCATIONS AND MARKUPS Y

‘ PROIECT

EntryType Contract . Source g rce Account Target Target ; Allocation Allocation Markup Markup
D Project Cost Sequence Cost Account PrintAs % Amount % Amount

Type Code Category Code Category

7z i :
ﬁ Allocation  FPR 10 00000 Bonding 10.000

Vi :
i | Allocation  FPR 20 00000 Insurance 10.000

 Doctern Tasks -- Webpage Dialog

BUDGET ENTRIES

‘ LINE ITEM |Ti|e Work

D ﬁ Seq# Description Cost Type Cost Code Account Cat Commitmen} Unfts Rate Expense Amt MU Revenue Amt
2T 1 Self Perform £2,500.00 40.00% 43,500.00
ﬂ' 1010 Auto 00000- BONDING $350.00 0.00% $350.00
ﬂ' 1020 Auto 00000- INSURAMNCE $140.00 10.00% $154.00

Now let's say you now have a Project Setup with a Contract Type of
Cost Plus to Rev (CPR). You create a Change Order with a Change
Item. On its Budget Entries window, you create a Commitment of $1000.
You also add a Self-Perform entry for Materials for $400 with a 25%
markup, equaling $500 in revenue. When you click the Allocations icon,

ﬁ, you get the following results. All Allocations for the CPR Contract
Type are considered for these Budget Entries. Because the Self-
Perform entry has a Cost Code of 02000 and an Account Category of
Materials — Permanent, the “Stock Fee” Allocation and 2% markup
apply to it. The other CPR Allocations with a Sequence number under
100 (Bond Fee and Mgmt Fee) are applied to $1500; other CPR
Allocations with a Sequence number 100 or higher (Insurance and BO
Tax) are applied to the sum of all previous revenue amounts ($500 +
$1000 + $180 + 76.50 + $225).
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ALLOCATIONS AND MARKUPS wiE =]
| PROJECTI
D EntryType Contract Project Eg:{ce Source Account Sequence E:;ge‘: Lzz‘g)ﬁflt PrintAs Allocation Allocation Markup Markup
oy 0y

Type Code Category Code Category Yo Amount Yo Amount
v : .
ﬂ' Allocation  FPR 5 00000 Bonding 10.000
7 !
i Allocation  FPR 10 00000 Insurance 4.000
Vi !
5 | Allocation  CPR 10 00000 Revenue _
Vs ! .
i | Allocation  CPR Material - Permanent 20 02000 Revenue Stock Fee 15.000 2.000
7 '
ﬂ' Allocation CPR 30 00000 Revenue Mgmt Fee 15.000
I !
i | Allocation  CPR 100 00000 Revenue Insurance 1.500
7 '
ﬂ' Allocation  CPR 150 00000 Revenue

BUDGET ENTRIES

‘ LINE ITEM | Side lot addition -

Dﬂ Seq# Description Cost Type Cost Code Account Cat Commitment Units Rate Expense Amt MU Revenue Amt
/ﬂ' 1 Self Perform  02000- MTRL PERM $400.00 25.00% $500.00

rai B Commitment 0001 - NA B $1,000.00 0.00% $1,000.00
A | [BandFea ] Auto . REVENUE -
Fli | Stock Fee  Auto - REVENUE $76.50
Pl | Mgmt Fee  Auto . REVENUE $225.00

i | Insurance Auto - REVENUE $29.72

/A Bomex [ Ao - Revenue

==

Example of
Markups

In this example, you want Budget Entries with a Cost Code of 02200 and
an Account Category of _EQ RENTAL (Equipment Costs Rental) to be
marked up 20% and Budget Entries with a Cost Code of 02200 and an
Account Category of _LABOR (Direct Labor) to be marked up 40%.
After you set these markups up, the amounts are calculated
automatically on the Budget Entries window.

ALLOCATIONS AND MARKUPS W ﬂ
PROJECT |
Target ) .
Contract N Source Source Account Target - Allocation |Allecation |Markup |Markup
D EntryType Type Project Cost Code |Category Sequence Cost Code Account Prinths %o Amount % Amount
Category
4 D
ﬂ Markup GCoo3 02200- Equipment Costs Rental |0 Revenue 20.000
—
I
Markup GCo03 02200~ Direct Labor o Revenue 40.000
i

= Dositem Tasks - Webpege Disos L N NG O =

BUDGET ENTRIES =
| ITEM Additional site work d | E
|
g$ Seq# Description Cost Type Status | Commitment Cost Code Account Cat Estimate Quote Units Rate Expense MU Revenue Amt
ya | 2 Self Perform 02200- _EQ RENTAL $1,000.00 $1,200.00
I ya | 4 Self Perform 02200- _LABOR $1,000.00 $1,400.00
Changes Saved -
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Alert Subscriptions

Considerations
for Alert
Subscriptions

Concepts

Users vs. Roles

For an explanation of
roles, see the Focus on
Contacts guide or the

Focus on System
Administration guide.

Scope of Alert
Subscriptions

Focus on the Manage Dashboard

The Alert Subscription tool allows you to set up Alerts for other users or
for specific roles. Alerts show up in the user’s Watchdog Alerts part on
the Home Dashboard when certain conditions are met.

Alert subscriptions should be set up for the people who need to be aware
of various situations. When creating alert subscriptions, you'll need to
consider the following:

e What conditions should trigger an alert?

e Who should get an alert when one is triggered? Should people
be identified by names or roles?

e Should alerts be sent when a condition occurs or some days
beforehand?

e How often should the system check each alert condition?

e Should the alerts be set for a specific Doc type, Company, or
Project?

e Should users receive an email about each alert?

When indicating who should receive alerts, you need to consider whether
each person will be listed by user name or by role. Roles (such as
Project Manager or Accounting) are set up by the system administrator
and refer to specific people within a project. For example, let's say that
both John Doe and Mary Smith are project managers on a project. If an
alert is set up to go to Project Managers, then both people would get the
alert. If the same alert is set up to go to Mary Smith, then only she would
receive it.

Alert subscriptions apply only to documents that are created after the
alert subscriptions have been saved, and while the alert subscriptions
are active. Documents that exist before the alert subscription must have
alert tracking added manually through the document’s Options menu.

PQRFQ— L= | @

16000 Electrical

DOCUMENT HEADER O=r

n

Y | Copy this Document
'ﬁ Worldwide Electrical
3 |view Chanages

For more information, see the_Focus on Alerts and Compliance guide.

Doc# |0329-0006

B P )
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Watchdog Alerts
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Once you have alert subscriptions set up, sfPMS will send out alerts
when conditions are met, depending on the recurrence established.
Once an alert appears in a user's Watchdog Alerts part (on the Home
Dashboard), it will remain there for 99 days or until it is removed. Spitfire
will not send out an alert that is the same as one in the Watchdog Alerts
part. However, if an alert is removed and the conditions remain, a new
alert will be triggered and sent.

WATCHDOG ALERTS i
D (10 new) ﬂ Description Date Project Name Type
E=l i Submittal has route that is overdue & 3/4/2013 |Morthern Lights Office Bldg Action Overdue
E=Ri Change Item Register is overdue o 3/4/2013 |Le Restaurant de la Lune Doc Overdue
E=l i Gommiimentiisloverdue & 3/4/2013 |Fabrikam, Inc. Action Overdue
E=Ri Commitment is overdue & 3/4/2013 |Fabrikam, Inc. Action Overdue
Bl i Commitment is overdue & 3/4/2013 |KC Store Doc Overdue
E=Ri Submittal is overdue & 3/4/2013 |Morthern Lights Office Bldg Action Overdue
E=li Daily Field Report is overdue & 3/4/2013 |KC Store Doc Overdue
12
Note: the Watchdog Alerts part shows only your 200 most recently
generated alerts.
For more information about the Watchdog Alerts part, see the Focus on
Alerts and Compliance guide.
Alert
Subscription
Part
When you select the Alert Subscription tool, the corresponding part
appears:
ALERT SUBSCRIPTIONS (==
DOC TYPE: | v ROLE NAME | &
USER | & PROJECT |
ALERT [ &
[ |user/Role Alert Description|Recurs|Lead Time|Doc Type  |Sub Type|Division |Project|Alert Routees |[EMailNotify | Active
s e Project Manager | Document Due NA -3 » » v
# @| % senior Executive| Pocument Due NA |5 x x v
7 d e Doc Entered By |Document Due NA -1 be ) v
Z T|© poc Entered By |Document Due NA 0 Change Order| 3 b4 v
# @ | ® project Manager | Document Due Daily |-1 GC-003 | x x v
# | ® senior Executive|Document Due NA -3 Change Order| b4 b4 v
2z d e Project Manager | Document Due NA -1 Change Order x x v

Focus on the Manage Dashboard
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Columns

The Document Created
and Item Created Alert
types do not accept a
Lead Time or Recurs
increment.

Focus on the Manage Dashboard
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User/Role: either the name of the person or the Spitfire role of
the people to receive the Alerts. Users are identified by ﬁ;

roles are identified by €2. You can click on the icon to change
from users to roles and vice-versa.

Alert: the type of document Alert. Alerts types are configured by
the system administrator. They describe the conditions that,
when met, send out an Alert. The default Alert types

o Cost Code End
Cost Code End Change
Cost Code Start
Cost Code Start Change
Document Created
Document Due
Document Due Change
Document Status Change
Item Created
Item Due
Item Due Change
Item Status Change
Out-of-Compliance: compliance type
Out-of-Compliance
Route Due
Route Due Change
Route Stage Change

are described in the Focus on Alerts and Compliance guide.

Description: a longer description of the Alert Subscription, if
available.

Recurs: how often the Alert should be sent (for example, daily,
weekly, monthly, yearly, bi-monthly, etc.) or NA (not applicable).

Lead Time: can be used in two ways:

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

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

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

Subtype: the document’s subtype to which this Alert should
apply. If blank, the Alert will apply to all subtypes for that Doc

type.

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

TIP

Any Alerts set up for
specific Date types
appear on the Alert
Type lookup. See the
“Date Types” chapter
in the Focus on System
Administration guide for
more information.

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

Alert Routees: +”indicates that the Alert should be shared only
with routees who were chosen to receive Alerts through the
Subscribed to Alerts option off the Routee drop-down menu.

| Route Detail |

Seq To Status Ins Rsp

¥ Edit Note
& Transmittal
M3 Collaborator

TIAL

v
YOE-mail 'y

f

EMailNotify: +" indicates that an e-mail should be sent to the
Contact whenever an Alert is sent to his or her Watchdog Alerts
list. This duplication of notification is useful for people who do
not log in to Spitfire very often.

Note: proper setup of sSFATC during implementation is required
for e-mail notification.

Active: whether (+") or not () this Alert Subscription can be
used.

Doc Type: Select a Doc type from the drop-down.
Role Name: Click & to look up arole.

User: Click 4 to look up an active Contact.

Project: Type all or some of a Project ID. You can use a
wildcard (%6).

Alert: Click % to look up an Alert type.

Spitfire Project Management System V4.4



Adding an Alert
Subscription
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To add a new global Alert Subscription:

1. Click £ at the Alert Subscriptions part.

2. Inthe User/Role field, look up the user or role that you want for
this Alert Subscription.

Note: if you want to look up a role and the ® appears, click the
icon to switch to the user lookup (and vice-versa).

In the next column, look up an Alert type.

4. Fill in the remaining fields and checkboxes as desired
(see page 34).

5. Click v to accept the row.

6. Repeat steps 1 — 5 as necessary.

7. Click €l to save Alert Subscriptions.

ALERT SUBSCRIPTIONS ( 7\}4&1?
— — — L/
C TYPE: ROLE NAME R USER £
1 becr ALERT 5
.ﬁ User/Role Alert Description Recurs ';f;‘; Doc Type f;:e Division Project ‘;L‘fj"ttees EMailNotify Active
| ljo [=] | b i r 2

:5 o \J & |Se\ectA\en 3 -59\

Editing Alert
Subscriptions

TIP

From the Alert
Subscription tool you can
modify Alert
Subscriptions that were
set up by users from
specific documents.

Focus on the Manage Dashboard

To edit Alert Subscriptions:

e Click # on the Alert row and make your changes in the fields.

o Click T on the Alert row to delete a subscription.

To suspend a subscription:

e Type the word suspend in the Description field. If text already
exists in this field, you can add suspend either to the beginning
or the end, for example:

D User/Role Alert Description
z 3 e
Senior Executi 5
EnIor ExXecutive i
v X 7 |Document Due & |suspend Doc Due
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Subscriptions
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Let us say that you want to set up Alerts based on the Change Order’s
due date for Change Orders of the Construction Management type.
Three days before a Change Order is due, an Alert should go to the
Senior Executive. One day before the Change Order is due, an Alert
should go to the Project Manager. And on the actual due date, an Alert
should go to whoever created the document. You would set up the
following alert subscriptions for the Document Due Alert type.

ALERT SUBSCRIPTIONS ﬂq
— ~
DOC TYPE: | = ROLE NAME M
~
USER fad PROJECT
ALERT £
D User/Role Alert Description Recurs |[Lead Time |Doc Type Sub Type Division |Project |Alert Routees |[EMailNotify Active
s e Doc Entered By | Document Due NA 0 Change Order |Construction Management - X X
s @ e Senior Executive | Document Due NA = Change Order |Construction Management - X X
Fa i e Project Manager | Document Due NA =il Change Order |Construction Management = X x

In the following example, an alert subscription for the Document Status
Change Alert type is set up to send an alert to the Senior Executive of
Project GC-003 whenever the status of a Commitment changes.

ALERT SUBSCRIPTIONS uq
DOC TYPE: ~ | Commitment =] e 0000
USER ® PROJECT
ALERT =
] User/Role Alert Description |[Recurs Lead Time Doc Type Sub Type Division |Project Alert Routees |[EMailNotify Active
7z 1 e Senior Executive Document Status Change NA 0 Commitment GC-003 | X b4 v

Focus on the Manage Dashboard
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CSI Maintenance

The CSI Maintenance tool allows you to set up and list CSI (Construction
Specification Institute) codes with short and longer description that, in
turn, can be used on Spitfire documents and lookups. CSI codes provide
a structured cataloging system for the documents in your system,
allowing you to break down work into whatever level of detail you need.

Considerations

for CSI

Maintenance
When adding your CSI codes, you'll need to consider the following:

e What short description do you want for each CSI code? This
short description can match the description given by the
Construction Specification Institute, for example:

03 30 00 Cast-in-Place Concrete
03 3053 Miscellaneous Cast-in-Place Concrete

03 3100 Structural Concrete
033113 Heavyweight Structural Concrete
033116 Lightweight Structural Concrete
033119 Shrinkage-Compensating Structural Concrete
033123 High-Performance Structural Concrete
033124 Ultra High-Performance Structural Concrete
033126 Self-Compacting Concrete

03 3300 Architectural Concrete
033313 Heavyweight Architectural Concrete
033316 Lightweight Architectural Concrete

03 3400 Low Density Concrete

03 3500 Concrete Finishing

e Do you want to include an extended description for any/all of the
CSIl codes? Extended descriptions can be as long as you need
them to be and can be used to populate certain Item
Descriptions automatically.

After Setup

After your CSI codes have been entered into the CSI Maintenance tool,
you can use them throughout the system.

Company Detail
You can add CSI codes to companies through their Company Detail’'s

CSl tab.
COMPANY DETAIL
| | | cs1|
%] csI Code CSI Description
Pl | 16000 Electrical
Pl | 16200 Electrical Power
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Vendor Lookups

For more information
about CSI codes and
Contacts, see the Focus
on Contacts guide.
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Once your vendors are identified by CSI code, you can use CSI codes as

filter parameters in Vendor lookups.

8 Lu_oku_p = ‘Webpage Dial

Project Vendors

" ALL FILTERS

Company |

csi |

RANGE [ [10/17/2005

= wie | 11/25/2009

Pick
&
£
g
g
&
&
&
&
g

Description Field

Company

Margie and Sons
Lucerne Pipe Fitting
Trev and Trev Inc.

Coho Heavy
Equipment

Humongous Building
Supply

All Over
Construction

Ferguson Enterprises
Tailspin Excavation

Asphalt Expediters

ID

State | CSI

OR
OR
WA

OR

ID

WA

OR
ND

16000 Electrical

06000 Wood & Plastics

02000 Site Work

13000 Special
Construction

02000 Site Work
03000 Concrete

If you enter a CSI code (or the first few digits of the code) in the
Description field of a document, sSfPMS will zero-fill your entry (turning
16 into 16000 or 162 into 16200, for example) and populate the
Description with the short description of the corresponding CSI code

when you save the document.

Comm

=| Commitment- New

itment 0005

DOCUMENT HEADER

Doc# (0005

PROJECT |GC-003

DESCRIPTION |16

Focus on the Manage Dashboard

=| Commitment- New

16000 Electrical

Changes Saved

DESCRIPTION |1 6000 Electrical

DOCUMENT HEA}

poc# 0005

PROJECT |GC-003 P —

NN NN,
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Item Descriptions
If you look up a Cost Code for an Item (that accepts Cost Codes, such as

on a Commitment), sfPMS uses the extended description of the CSI
code associated with the Cost Code to populate the Item Description.
To have an extended

description appear for an Items | §
gem on atn ta;]ppllcable ¥ |Item |Cost Code Description g
ocument, the 2>
D T C f Furnish all tools, materials, and - g
0c ype on Ig | q equipment and insurance as required to >
ItemText rule must = i | Lt complete all electrical work per g
CSIEXtended. plans, specifications, local codes and v |3 g
Otherwl§e, th.e short CosT CoDE |16050— &0 ACCT CATEGORY ?
dESCI‘IptIOI’] will appear. REQUIRED DATE i GL ACCOUNT 2
The CSI
Maintenance
Part
When you select the CSI Maintenance tool, the corresponding part
appears:
CSI MAINTENANCE ==
CODE : DESCRIPTION :
D CSI Code Description Extended Description Auto | Active
# |15000 Mechanical x v
# 16000 Electrical X |
7 16050 Electrical Furnish all tools, materials, and equipment and insurance as required to complete all electrical work per x v
ﬂ' Materials plans, specifications, local codes and requirements.
é 16500 Lighting Fixtures | Furnish lighting fixtures per plans, specifications, local codes and mall requirements. o v
12
Columns

e CSI Code: the 5- or 6-digit Construction Specification Institute
code.

e Description: a short description of the CSI code. This
description can automatically populate the Description field on
many Spitfire documents.

e Extended Description: a longer description of the CSI code.
This description can automatically populate the Description field
of ltems on certain Spitfire documents,

e Auto: whether (+7) or not () the CSI Code should be used to
create a cost code automatically during the setup of a new
project. (See KBA-01398 for more information.)

e Active: whether (+") or not () the CSI code can be used and
selected from lookups in sfPMS.
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Filters
e Code: Type the first characters of the CSI code(s) that you want
to find.
e Description: Type a few characters or use the wildcard (%) to
find a specific Description. For example, %ings will find all
Descriptions that end in ings such as Furnishings.
Adding CSI
Codes
To add CSI codes:
1. Click 4] at the CSI Maintenance part.
2. Enter a code in the CSI Code field.
3. Enter a Description, Extended Description or both for the
code.
4. Change the Auto and Active settings, if necessary.
5. Select v to accept the row.
6. Repeat steps 1 —5 as necessary.
7. Click & to save your CSI codes.
CSIM o
" AINTENANCE [\M
H.) CODE : DESCRIPTION : |
.ﬁ CSI Code L2 J Description [ 3 !| Extended Description Auto Active
£x | | | ¥ u v
&)
Editing CSI
Codes

To edit CSl codes:

Focus on the Manage Dashboard

Click # at the row you want to edit.

Click T to delete a the CSI code row.
Note: only CSI codes that have not yet been mapped to a
Vendor Contact may be deleted.
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Example
Let us say that you want to enter a short and long description for the CSI
codes 15000, 16000, 16050 and 16500. The end result might look like
the following.
€SI MAINTENANCE =)
CODE : DESCRIPTION :

CSI

[ [Code
# | 15000
& |1s000
&

7 | 16050
&

7 | 16500

Focus on the Manage Dashboard

Description

Mechanical

Electrical

Electrical
Materials

Lighting
Fisxtures

Extended Description

Furnizh all labor, supervision and insurance as required to complete all
mechanical work per plans, specifications, local codes and requirements.

Furnizh all labor, =upervizion and insurance as required to complete all
electrical work per plans, specifications, local codes and requirements. Price
includes all concrete cutting and patch as required for electrical work.

Furnish all tools, materials, and equipment and insurance as required to
complete all electrical work per plans, specifications, local codes and
requirements.

Furnish lighting fixtures per plans, specifications, local codes and mall
requirements.

Auto | Active

X v
X v
X v
X v
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Programs

The Program tool allows you to set up and list Program codes with
descriptions that, in turn, can be used to organize projects. By placing
any number of projects into programs based on anything you want (such
as location or owner/developer), you can better assess how related
projects are doing financially.

Considerations
for Programs
When adding programs, you'll need to consider the following:

e How do you want your projects to be organized? Since projects
can appear in more than one program, you might want different
types of groups (for example, both programs by owner/developer
and programs by location).

e What sort of naming convention do you want for your program
IDs?

After Setup

Project Setup

Document
After your programs have been entered, you can add projects to each
program by selecting the program on the Project Setup’s Project tab.
=| Project Setup- o | B R
Northern Lights Plaza
DOCUMENT HEADER +E=
Project | 7
DESCRIPTION
[ |
TIP v
If the Program field does ProGraM [~ nol in a program - (»)
nOt appear on your P |=| Lookup -- Webpage Dialog = @1
Project Setup document, o
the Doc type needs to be .
customized (through the AuL FrLTeRs
Customization tool) to PLAY || TrTLE |
include Doc Project G| Select 1D Title L
Setup | Program. & - not in a program -
& H52012 High Street Village
& NT2012 New Town Development r
& SF2012 Sterling Farms Development — -
ESRITFIRE ]

Projects can also be_mapped to programs through the Programs tool
itself. (See page 46.)
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Executive
Dashboard

Once your programs include projects, you can use the Program filter on
the Executive Dashboard to see the financial information for those
related projects.

PROJECTS VE

PROJECTS ™ SHow INACTIVE ™ SHOW PLANNED
™ INCLUDE CHILD PROJECTS PROGRAM NT2012 £ CUSTOMER 2
PROJECT MGR joi [~ AMT IN 10008 TYPE r
STATUS r DIVISION ID 2 START I [21212012 = [2/2/2012
FINISH I~ [z72i2012 (21212012 PER PAGE 34 TIME LIMIT -
Submit
$| e s comvaaluco| eac | ST |0 feco| S | Vo | rac | oo | S0, [Revenue Eaed | ESt lmacoq NehCash | o Cosh | cosh | et oot
@ E’zcs-ti?:maza Committed | $103,750 %0|%39,000| $13,897 s0| $0 $0 0| 36 % |%33,500 40| $36,970| $113,000| $36,970 $64,750| $27,780| ($13,697) $36,970 0 $36,970
GC-005
6) ;a:r::]fgumg Committed $75,000 0| 40,225 | $18,985 s0| $0 $0 $0| 47 % |$40,225 $5,000| $30,397 | $75,000 $35,397 $34,775 ($622)| ($18,957) $35,397 $28 $35,369
Facility
$178,750  $0|$79,225 $32,882 50 $0 $0 50 $73,725 5,000 $67,367 $188,000 $72,367 $99,525 $27,158| ($32,854) 72,367 $28|  $72,340
The Program
List
When you select the Programs tool, the Program List appears:
PROGRAM LIST =
ID: NAME: |
| Program ID Program Name Projects Active
ig reet Village
=R | H52012 High Street vill 0 v
ﬁ —j NT2012 New Town Dewvelopment 1 v
ﬁ ﬂ' SF2012 Sterling Farms Development 0 v
Columns
e Program ID: any combination of numbers and letters used to
identify the program.
e Program Name: a description of the program.
e Projects: the number of projects currently in the program.
e Active: whether (+") or not () the program can be selected in
the system.
Filters

e |D: Type the first characters of the Program code(s) that you
want to find.

o Name: Type a few characters or use the wildcard (%) to find a
specific program by name. For example, %Dev% would find all
Names that include Dev, such as New Town Development and
Sterling Farms Development.
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Mappings for
the Program

When you expand a program row, the Mappings part appears:

| v
q & i | SF2012 Sterling Farms Development 0 v
= | TM2012 The Mews Village 0 v
MAPPINGS FOR "NEW TOWN DEVELOPMENT' Q
[ 1
Project Active
&
ﬁ GC-004 ; Western Plaza v
& .
ﬂ' GC-008 : Model C on Main St. v
o
+ | i
Columns

e Project: both the list of projects currently in the program and a
lookup from which you can add other projects.

e Active: whether (+7) or not () the project is active within the
program. This option provides a quick way to temporarily
“remove” a project from a program.

Adding
Programs
To add Programs:
1. Click £ at the Programs list.
2. Enter a Program ID (this can be any ID you wish) and a
Program Name to describe the program.
Click v to accept the row.
4. Repeat steps 1 — 3 as necessary.
5. Click I to save the Programs tool.
- PROGRAM LIST kS)ﬁq
|1 | NAME: |
.fIS Program ID @ Program Name Projects Active
% X new | 0 v
&
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Map Projects to

Existing
Prog rams
Once a program has been added, you can expand the program to get to
Detail view and add projects to the program. This method is the only
way to add a project to multiple programs.
To map projects to programs:
1. Click = at the program row. The details for the program will
display the Mappings part.
2. Click & at the Project lookup and select a project.
3. cClick I to save the Programs tool.
4. Click 3 at the Program row to get back to the Program list.
Note: if a project is included in multiple programs, a message will so
indicate when you mouse over the & icon.
Projectl g
DESCRIPTION
4
PROGRAM [NT2012 = ./1
PUBLIC STATUS | | This project is in 2 programs
Editing
Prog rams

To edit Programs:

1. Atthe Program List, click = at the Program you wish to edit.

2. Click # at the program row to change the Program ID or
Program Name.

3. Click # at the project row in the Mappings part to make a project
inactive in the program.

To delete Programs or Projects in Programs:

o Click T onthe project row in the Mappings part to remove a
project from the program. Remember to save after deleting.

o Click O onthe program row to delete a program that has no
projects. Remember to save after deleting.

Note: since the O icon is invalid for programs with projects, you
must delete all projects in a program before you can delete the
program itself.
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Example
Let us say that you have a project for each new building that you are
constructing and that these buildings are in different developments. After
you enter each development as a program, you add projects to each
program.
PROGRAM LIST =)

1D: NAME:

D Program ID Program Name Projects Active

=N | HS2012 High Street Village 0 v

| q ) o

q Vi ﬂ' SF2012 Sterling Farms Development 0 v

=l | TM2012 The Mews Village 0 v

Project

7 i |GC-004 : Western Plaza

7 ﬁ GC-005 : Fabrikam Manufacturing Facility

# T Gc-008 : Model C on Main St.

N 2

Focus on the Manage Dashboard

v
v
[
F
=] Project Setup- Elﬂlg

Western Plaza 4]
DOCUMENT HEADER +E=

I CONTRACT
NO.

I PROJECT |GC-004

Western Plaza I

DESCRIPTION IWEBIBTH Plaza

CusTOMER |SPC Consulting o ; |

STATUS | Committed vl i ]
EXECUTED | ]
DATE |8!2?!2010 A

Details I Scope I Addr I Dates I Items I Incl/Excl I
DESCRIPTION ﬂ

PROGRAM [NT2012 2

PUBLIC STATUS |

Spitfire Project Management System V4.4
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Concepts

Reference vs.
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Rollups and
Divisions
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The Reference tool allows you to set up references and global
references that can then be used to categorize documents.

When creating your list of references, you'll need to consider the
following:

¢ How will you use references and global references in the
system?

e What do you want on your reference vs. global reference list
(see below)?

e Will any references or global references belong to a rollup?

e Will any global reference belong to a division?

References and global references are both user-defined, but whereas
references are Doc-type driven, global references are system-wide.

Feature Reference | Global
Reference

Field can appear in document’s Detail tab v

2

Field can appear in document’s Item Detail view

y

Value can be selected using a lookup

rd
2

AYAY

Can include defined rollups

.

Can include defined divisions

2

Can be used as a criterion in automated routes

.
2

SKRKARKKIA

Can be used as a criterion in the Templates tool

2

Can be used as filter in Catalog searches

Can be used as a role condition

2

LRKKK

Can be Doc-type-sensitive (including CodeSetRedirect
and ExcludeCommonChoices rules)

.

A Rollup feature allows you to categorize documents at one level and
then report on them at a higher Rollup level. For example, you could
create references for Hospitals, Clinics, Nursing Homes, and Hospices
and roll all of them into a Health Care Rollup. Rollups are used in
reports. Global references can be categorized into both rollups and
divisions (which is a second rollup) for custom reports.

Spitfire Project Management System V4.4
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Once you have added references and global references, you can add
these references to documents through the Reference and Global
Reference fields on a document’s Details tab.

=| Commitment-

16000 Electrical

o B R

DOCUMENT HEADER + =

Details | 7
REFERENCE | N/A
I GLOBAL REFERENCE |{ 272 ) ¢ = —— ]
I |=| Lookup -- Webpage Dialog e S|
|=| Lookup - Webpage Dialog I‘gj Reference -
Reference — ™ ALL FILTERS
~ ALL FiLTERS ‘ DESCRIPTION | E
DESCRIPTION I £ FAC x -
Pick Description By
Pick  Description Div Code | Rollup & Concrete/Masonry ]
Cos
& nfa - - B binG & Designer
& 00000: Contract Administration [a]4] £ Draftsman
1l & 01000: General Conditions 01 I i_| £ Drywall
& 02000: Site Work 02 £ Electrical
& 02050: Basic Site Materials & Methods 02 £ Engineering
& 02070: Paving 02 I £ Equipment Rental B
£ 02220: Demolition 02 F20 o < 11l | G
AEN T | » A -

Document’s Item

Note: if the Reference and Global Reference fields do not appear on
your document, the Doc type needs to be customized (through the
Customization tool) to include Doc Detail — Standard | Reference
and/or Global Reference. See the Focus on System Administration
guide for more information.

Detail
If you have global references set up, you can add global references to
your Item’s Details.
Items | £
+ Item Cost Code Description ‘(ﬂnlmitled {
2 Electrical <] | = Lookup -- Webpage Dialog |
a UETni= Reference E
< [ ¥ ™ AL FILTERS E‘
GLOBAL REFERENCE () DS CRIETICr lm— &
T @ |é6000— R oy — I_ Pick Description Div Code Rollup
e £ 16000: Electrical 16
REQUIRED DATE |— iz =L ACCOUNT |_ £ 16200: Electrical Power 16 D50
ITEM 1D I— SUB ACCOUNT W EW& =
LABOR CLASS I_._ 41 It | ¢

Note: if the Global Reference field does not appear on the Items tab, the
Doc type needs to be customized (through the Customization tool) to
include Doc Item Detail — Standard | Reference and/or Global
Reference.

Focus on the Manage Dashboard Spitfire Project Management System V4.4
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Predefined Routes

References and global references can be specified when creating
predefined routes through the Routes tool (see page 11).

RULES FOR SELECTED ROUTE

SOURCE CONTACT: j & I SHow RESPONSIBLE V' SHOW DOC REFERENCE
™ SHow Company

D Doc Type Source Contact Project Doc Ref Global Ref Priority
i)

7

v o~

2l K| 2 2|l ar

Templates Tool
A reference can be specified as a condition for a specific template in_the
Templates tool (see page 59).

TEMPLATES
NAMES LIKE: TYPE: r DOC TYPE: r
D Doc Type Name Type Description Division Doc Ref
v X |Subm|tta| j |New Template Attachment j | v ‘ & ‘ e

Catalog Searches
References (but not global references) can be used as search
parameters for documents in the Spitfire Catalog. Since most references
are defined by Doc type, it is likely that the Type filter must be used first.
SEARCH w3

® Incwwot bocunenTs ™ mewoe Fres

For more information Tvee | Commitment =l REFERENCE %
,—r i [ o
about the Catalog, see N (BB el

the Focus on Files, CONTACT =

Attachments and the SOURCE # Reference

Catalog Dashboard pue I [12/10/2009  =a[12/10/20 ™ ALL FILTERS Refresh |
staTus [ |In Process

Description B
N/A
Concrete/Masonry

guide.
PROIECT

PER PAGE E
Search

Designer
NOTE: Partial document results have bef

Date Title Draftsman

Utility Connection Drywall

12/29/2009 Change

Electrical

City Power & Lighf] Engineering

12/8/2009 | 0¥ POW

Equipment Rental

12/16/2009 |Woodgrove Offshg Excavation/Clearing

Framing

12/10/2009 | BFA Building General

Landscaping

12/16/2009 |Southern HVAC Mechanical

Painting

12/16/2009 |Woodarove Bank X
Plumbing

Programming

RECECECEC NN NN NN O O N A
=

12/10/2009 ; | Project Startup

Focus on the Manage Dashboard Spitfire Project Management System V4.4
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In addition, permission levels can be restricted by the reference
condition. For example, if you grant a subcontractor access to
documents with a reference condition of Electrical Work, that
subcontractor would only be able to view documents where the reference

is Electrical Work. For more information about the Roles tool, see the

Focus on System Administration guide.

ROLE LIST

ROLE LIKE

—

TYPE

Iv |Primary -

b

E=4
E=W
E=ai |
E-F4
=i |
VA |

Role Name

Accounting

Architect

Compliance Admin Internal
Compliance Admin Vendor
Concrete Sub

Drywall Sub

Description

Accounting

Architect

Compliance Admin Internal
Compliance Admin Vendor
Concrete Sub

Drywall Sub

Conditions
Ko K KX
MMM KK
MMM MK
VKK KX

vIOKOK KX

The Reference

Lists
When you select the Reference tool, the Reference and Global
Reference lists appear:
REFERENCE LIST (=1

REFERENCE LIKE] DOC TYPE: V]
0 Doc Type Reference Rollup Active

N/A - v
7 Bid Commercial v
r'd ﬂ Commitment Concrete/Masonry v
ra i | Commitment Designer v
ra il § Commitment Draftsman v
ra i | Commitment Drywall v
ra i | Commitment Electrical v
ra ﬂ' Commitment Engineering v
ra ﬂ' Commitment Equipment Rental v
rd ﬂ Commitment Excavation/Clearing v
ra ﬂ' Commitment Framing v
ra il § Commitment General v
Vi | Bid Healthcare v
P | Bid Hospitality v
Vi | Bid Industrial v

12
GLOBAL REFERENCE LIST 5
DESCRIPTION : [
D Description Division
n/a

rd i | 08000: Doors & Windows
P | 05000: Metals
rd 15400 Plumbing
P | 02000: Site Work
rd i | 15000: Mechanical

Focus on the Manage Dashboard
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Doc Type: the document type to which the reference can apply.
If left blank, the reference will be available for all Doc types.
Note: if you want a Doc type to exclude those references that
are common to all Doc types, use the
ExcludeCommonChoices rule group (see the technical white
paper Rules and Rule Values.)

Reference: the label for the reference.

Rollup: the name of the rollup, if the reference has one. Rollups
can be used in custom reports.

Active: whether (v") or not () the reference can be used and
selected in sSfPMS.

Reference Like: Type the first characters or use the wildcard
(%) to find one or more specific References. For example, %ing
would find all references that end in ing, such as Framing,
Painting, Plumbing, etc.

Doc Type: Click the checkbox then select a Doc type from the
drop-down to filter by Doc type.

Description: the label or description for the global reference.

Division: the division identifier, if the global reference has one.
Divisions can be used in custom reports.

Rollup: the name of the rollup, if the global reference has one.
Rollups can be used in custom reports.

Active: whether (+7) or not ( ) the global reference can be
used and selected in sfPMS.

Description: Type the first characters or use a wildcard (%) to
find one or more specific global references. For example,
GLOBAL REFERENCE LIST

DESCRIPTION : |02

D Description

P | 02000: Site Work

7 02220: Demoglition

ra 02050: Basic Site Materials & Methods
i 02070: Paving

Spitfire Project Management System V4.4
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Adding
References
To add a reference:
1. Click £ at the Reference List.
Select a Doc type from the drop-down.
Enter a description in the Reference field.
(optional) Enter a Rollup identifier.
Select v to accept your changes.

Repeat steps 1 — 5 as necessary.

N o g s~ e

click & to save the references.

REFERENCE LIST (7 2
LI}RENCE LIKE DOC TYPE: i =

ﬁ Doc Type Reference Rollup Active

v

£ | @) | 3 g

To add a global reference

1. click &1 at the Global Reference List.

2. Enter a short Description for the global reference.
3. (optional) Enter a Division and/or Rollup identifier.
4. Select v to accept your changes.
5. Repeat steps 1 — 5 as necessary.
6. Click I to save the references.
GLOBAL REFERENCE LIST 5
LD DESCRIPTION :
E Description Division Rellup Active
¥ X | v
@
Editing
References

To edit a reference or global reference:

e Click # to make changes to the row.

o Click O to delete a reference or global reference row.
Note: only references and global references that have not yet
been selected in the system may be deleted.
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Let us say that you want to add references for the Commitment Doc type
so that users can select the reference on each Commitment document.
You enter the various references for the Commitment Doc type.

REFERENCE LTST =
REFERENCE LIKEI DocC TYPE: [+ | Commitment - |
D Doc Type Reference Rollup Active
P ﬂ Commitment Concrete/Masonry v
ya | Commitment Designer v
ra ﬂ Commitment Draftsman =] Commitment- New — ‘ =@ =% _|‘
21 Commitment Drywall Commitment 0006 B
P | Commitment Electrical DOCUMENT HEADER L&
(] .
Vs ﬂ Commitment Engineering Please wait...
§ X Doc# 0006
& ﬂ Commitment Equipment Rental
PrROIECT |GC-003
Fa ﬁ Commitment Excavation/Clearing Northern Lights Plaza
. . DESCRIPTION |Cummllrnenl 0006
A | Commitment Framing
) VENDOR  [Heller Builders, Inc. 5 10% exo1
P | Commitment General
COMMITMENT TYPE | Contract Cost Plus = TERMS INet 30 -
Vi ﬁ Commitment Landscaping
CONTRACT TYPE | Purchase Order =
ra ﬂ Commitment Mechanical e —_—
P | Commitment Painting APPROVED Byl Q2
Va il Commitment Flumbing STATUS |In Process -
Va | Commitment Programming DATE |2}3I2(]12 B pue |21‘4f2(]12 i APPROVED i)
1z I Scopel Mil'l LiEIISI Datesl Itemsl IndIEde Compliance =
REFERENCE | N/A @)
r
TAX HAN] |=| Lookup - Webpage Dialog
ReTE] REEIET T
™ ALL FILTERS
ownes B
PO DESCRIPTION
ORI | Pick Description B A\
APPROVED| | g Concrete/Masonry .00
CURRENT AM | . Damoner .00
& Draftsman
I & Drywall
& Electrical
& Engineering
+4. 50 )
& Equipment Rental
I This Stace & Excavation/Clearing
I & Framing
& General
= I andcranina
Then, knowing that Commitments will be identified by the reference, you
use reference to distinguish your Attachment template meant for Drywall
subcontractors.
TEMPLATES
NAMES LIKE: TYPE: I~ | Period Distribution Sup| = Doc TYPE: ™ | Compliance Notification =
0 Doc Type Name Type Description Division Doc Ref Customer
Commitment hd
v X lﬁ IDrywaH Contract Attachment j IFor Drywall subcontractrs ¥ I pel IDrywaH iel I il
-
1224 |2 Lookup -- Webpage Dialog I

Focus on the Manage Dashboard

Reference

DESCRIPTION

™ ALL FILTERS L

Description &
Concrete/Masonry
Designer
Draftsman

Drywall

m b
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Region Maintenance

Considerations
for Regions

After Setup

Company Details

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

Focus on the Manage Dashboard

The Region Maintenance tool allows you to define regions that can then
be assigned to vendors. Regions can be whatever works best for you,
whether area codes, ZIP codes, geographical regions or some other
home-grown variation.

When creating your list of regions, you'll need to consider the following:
e What regions will you use to organize your vendors?

e What IDs will you use to identify each region?

Once you have regions, you can add a region to each vendor company
on the Company Detail's Region tab.

D Name Company Email
* necasvonsons &
| | | Region| | |
D Region Comment
VX (’3——\
| | N 2 |J V
=| Lookup -- Webpage Dialog ﬁt
— here apply to all contacts
-
™ ALL FILTERS
REGION LIKE |
DESCRIPTION |
Region ID Description =
£Mw Midwest
ENE Northeast
£nw Northwest
£sE Southeast
€50 South b
5w Southwest
e Powered by i
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Once your vendors are identified by region, you can use Region as a
filter parameter in Vendor lookups

Project Vendors

E v ALL FILTERS }

COMPANY |
VENDOR ID |
cIry |
STATE |
|
|

zip
csI
RATING
RANGE W [12/26/2007
TIMES USED |

VALUE |

LARGEST AWARDED |

TYPE |

SOURCE |

ON TEAM
REGION
UNION
MINORITY

—

= = |2/3/2012

Pick State CSI | Rating ¥

HCO1 OR 85

Company D
& Necastro & Sons

F ™Y
|=| Lookup -- Webpage Dialog M

-

m

The Region
Maintenance
Part
When you select the Region Maintenance tool, the corresponding part
appears:
REGION MAINTENANCE ];fq
ID : l— DESCRIPTION :
0 Region ID Description
ai| Mw Midwest
Ve | NE Northeast
ai| sSE Southeast
Ve | sw Southwest
P | West West
Columns

Focus on the Manage Dashboard

e Region ID: any combination of 1 to 10 alphanumeric characters
used to identify the region.

e Description: a description of the region.
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ID: type the beginning of the ID or use the wildcard (%) to find

certain Region IDs.

Description: type the beginning of the Description or use the
wildcard (%) to find certain descriptions.

To add a region:

o 0k~ N

Click L1 at the Region Maintenance part.

Type an ID for the region.

Type a Description for the region.

Click v to accept the row.

Repeat steps 1 — 4 as necessary.

click & to save your changes.

REGION MAINTEMANCE

kS)'ﬂ =]

c

ID:

DESCRIPTION : | ‘

Region ID

N e

X

!

&

Editing Regions

@)

Description

To edit a region:

©'

Click # at a row to edit that region’s ID or Description.

Click T to delete a region row.
Note: only regions that have not yet been selected in the system

may be deleted.

Example
Let us say that you want to organize your vendors based on location in
Norwalk, CT, and surrounding areas. You set up your regions with the
first four digits of the ZIP code so that you can associate each vendor
with the correct region.
REGION MAINTENANCE
1D : [ DESCRIPTION :

% Region ID Description

P | 0682 Darien

i | 0634 New Canaan

i | 0635 Norwalk

P | 0687 Ridgefield

P | 0688 Westport, Weston

P | 0689 wiltan

Fa | 0690 Stamford

Focus on the Manage Dashboard
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Templates

Considerations
for Templates

Divisions are set up
through the Company
Divisions tool on the
System Admin
Dashboard.

For an explanation of
routing options for
attachments, see the
Focus on Files
Attachments and the

Catalog Dashboard
guide.

Concepts

Template Types

TIP

sfPMS uses Attachment
(Auto) templates only if
there is one choice
possible (based on all
parameters).

Focus on the Manage Dashboard
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The Templates tool allows you to upload various types of templates into
Spitfire’s Template Library for use throughout the system.

Before uploading templates into the Template Library, you'll need to
consider the following:

e What type of template is it? (See list below.)

0 If Attachment or Attachment (auto) or Attachment (All),
should the output from the template be included in
emails and faxes when the document is routed?

o If yes, should it be assembled with other output, sent as
a PDF, or sent in its native application?

e |s the template for one Doc type or Subtype only?

e |s the template for one company Division only?

e |s the template for one Reference only (see page 49)?
e Is the template for one Customer only?

e |s the template for a document that is in a project with a specific
Project Setup type (not to be confused with Contract type)?

e Does the template include bookmarks in order to merge
information in from a Spitfire document?

A variety of templates are uploaded into Spitfire and modified through the
Templates tool. Currently, the Templates tool accepts

e Attachment, Attachment (auto) and Attachment (all)
templates for document output. (See the Focus on Files
Attachments and the Catalog Dashboard guide.)

e BFA Budget Import Maps templates for budgets. (See the
Focus on Budgets and Period Distribution guide.)

e BFA Site Settings files for the BFA workbook. (See the Focus
on the BFA Workbook guide.)

e BFA Supplemental templates for budgets. (See The BFA
Report Tool technical white paper.)

e Bid Analysis templates for CoBRA (Competitive Bid Response
Analysis). (See the Bid Package — RFQ Processing technical
white paper.)

e Email Body templates for routed emails. (See the Focus on
Routes guide.)
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Templates

Exec Dashboard Export templates for the Executive
Dashboard. (See The Executive Dashboard and EDB Report

Page 60

Tool technical white paper.)

Item Cover templates for document Items. (See the Focus on

Document and Item Basics guide.)

PAPT (Pay Application Print Templates) for SOV workbooks.

(See the Pay Application Print Templates (PAPTS) technical

white paper.)

Period Distribution Supplemental templates for PD
workbooks. (See the Supplemental Workbooks technical white

paper.)

Transmittals templates for document output to routees. (See

the Focus on Routes guide.)

Via XL templates for document Items. (See the Spitfire Item
Templates (for Via Excel) technical white paper.)

A few template types (Attachment, Attachment (auto), Attachment
(all), Item Cover and Transmittal) are created in Microsoft Word and
accept bookmarks in order to merge data from Spitfire documents into
the templates.

/=] Correspondence-

Monthly Progress Report
DOCUMENT HEADER

Doc# |0001

PROJECT |GC-003

=

Northern Lights Office Bldg

DESCRIPTION [Monthly Progress Report

To |Able Electric

STATUS [Open  ~| @B

o | INCIRE

General Contractors

DATE [05/01/2007 B Dpue (22720122202 R

.I:II:II123AcmeEH\rd ® Acmeville, PAS5555 @O 9142730809 e 9142?34208'.

Note |

05/01/2007

NOTE Hello Jason,

Enclosed please find a copy of the
latest project progress report

Jason Sunderson
Able Electric Corp
4 111 Meandering Lane

Lakeridge, OR, 27891

Addr
| Project: GC003
| Tvee R - | RE: Monthly Progress Report
|FROM |Ghris Demo | 82 %
COMPANY ‘Acme General Contractors Hello Jason,
ADDRESS |123 Acme Blvd. )
‘ Enclosed please find a copy of the latest project progress report
[Acmeville , [P [es88s Sincerely,
Addr | =
T
| Tvee (TS - | e Domo
To |[Jason Sunderson Fom ] demo@spitfireconstruction.com
COMPANY ‘Ahle Electric Carp
ADDRESS ‘111 Meandering Lane
\ Other template types do not allow bookmarks. For
Lakeridge ,[or [27891 information on how to create templates with bookmarks,

PH/FAX |(555) 566-1212 / |(65) 5851212

EMAIL Lisunderson@ahlee\eclric.com

see the Focus on Bookmark Templates guide.




Include/Incl
Settings

After Setup

Attachments Tab
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The Include column in the Templates tool corresponds to the Incl
column on a document’s Attachment tab. Whatever is chosen in the
Templates tool is used by default when files are created from the
template and attached to the document. The Include setting is valid only
for Attachment and (Auto) Attachment templates.

| Attachments | |
= @ Name Size |[Note |Item Incl Seq Cataloged
@] commitment 32 Ton
. PDF hd A w0 |10/27/2006,
L @@ ﬁ Chiller/Evaporator.doc -
& [B[#] @ Notice to Proceed.docx 9KB Assemble «| | 4w |2/3/2012,
+ Bl & HvacC spec 278 | P Mative  w| | 4 W |10/7/2008,
ool B &

For more information about attached files, see the Focus on Files,
Attachments and the Catalog Dashboard guide.

Templates that are uploaded into the Templates tool can be selected in
various locations of the system, depending on the template type.

Note: BFA Site Setting files are not actually templates; they provide
information automatically to the BFA workbook.

An Attachment template can be selected from a document’s
Attachments tab to create an attached file. Attachment (auto) and
Attachment (all) templates are similar except they don’t need to be
selected because they create the attached files automatically.

| Attachments | |

# |Name Size Note Item Incl Seq cataloged

|=| Attach from Template -- Webpage Dialog

CREATE ATTACHMENT FROM TEMPLATE
FROM TEMPLATE Notice to Proceed
ATTACHMENT NAME |GC—003 Commitment 0004

v Edit Now
Notice to Proceed Doc Template
oK Cancel | —

\ Sl

m

| Attachments | |

5= @ Name Size
+ [l [# @ Gc-003 Commitment 0004.docx &KEI

R 3 A
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A BFA Budget Import Map template can be selected from BFA'’s Import
Wizard to be used as the mapping file when importing data into the BFA

workbook.
\ ] =fBFAL - Microsoft Excel
Loa
I -—/ Budget Spitfire BFA Export Settings Acrobat
l;')\dd Rows l;& Import WizaEl 'l:_'/ Assign Reversal Account
Delete R = o . N
} Flete Rows = Import Wizard ﬂ
Eudget O
This wizard will step you through the process of importing a file into

A your budget. ..
1| e cmmrinte 207
2 DEMO Input Source
3 |Palms Shopg @ Local File )
4 GC-007 ’
5 |Totals as of () Catalog Estimate -
6 |Filter: (]

Cost Cod Select Mapping
7 | () Create Mew
9 |0 @ Load [ H E]
10 BFA Budget Import Map
1 Estimate Map \
12
:112 [ Import Rows with Zero Amounts
15
16
4 4 b M - —
Browse for map i Eoocd
-
BFA Workbook

A BFA Supplemental template can be selected from the BFA workbook
to create a report or workbook in Microsoft Excel.

sfBFAL - M

(Cla =)=
il
. Budget Spitfire BFA

Export

ﬁ Data Worksheet f:ﬂ Division Totals

=1 Project Totals mﬁ Show ¢
Iﬁ Setup Workshee Account Catego 7 Supplemental Workbooks } W Filter
| \

Settings Acrobat

Choose Supplementary Workbocok

~

Using Template:

Analysis and Billing
Job Analysis Graph
Job Performance
Report Writer Sample

Ready

Focus on the Manage Dashboard
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A Bid Analysis template can be selected either from the Project Options
menu or the Bid Package Options menu to create a CoBRA (Competitive
Bid Response Analysis) workbook.

AC (] 00

BID PACKAGE Refresh Page

D % ﬂgc Description

= 0330 |16000 Electrical
= 0329 |16000 Electrical
= 0328 |Drywall & Finishes

Routed Email

Focus on the Manage Dashboard

Date Due Co|@| Cost Code Maintenance
Project Accounting Maint
Project Address

Project Location Map
Competitive Bid Analysis
Project Analysis

Project Setup

2/3/2012 |2/4/2012, |Acr

1/25/2012 | 2/25/2012,

1/25/2012 | 2/25/2012,

-
=| Bid Package-

Y| Copy this Document
I DonIE~T IRC_Nng 8 View Changes

An Email Body template is used in the body of an email when a
document is routed via email.

Attachments I Route Detail

Status

Spitfire Pending

Phil Sunderson

Pending
ble Electric Corp

N N N NN

:.IEIQ

I
HH9 U« 9|5

Message Developer & e

RFQ #0006: RFQ 0006 Request for Quote - Message (HTML)

& x EaRepy  [BL (3 Builds o @ G view in CRM v @ q
A
@ Reply Al (E8- 5 To Manager - % set Regarding
- Delete ) Move | Track Tags | Editing Zoom
& (3 Forward E - | (34 Team E-mail = - | inCRM ZF View Regarding | - -

Delete Respond Quick Steps o CRM Zoom

@ This message was sent with High importance,

[ st [ bebeobes-c2ba4840-84b4-952da171... || id |
[ edsf17bebcs5 4128-9508 3b1687dg5097 |

From: on behalf of Chris Demo <sfga7train@spitfiredevelopment.com > Sent: Thu3/7/2013 1:30 PM ||
To: soniyork @ssresources. com i
Cc i
Subject: RFQ #0006: RFQ 0006 Request for Quote

-] Message Eﬁansmmalﬂ? to Phil Sunderson for RFQ 0006 (GC500).pdf (81 KB)
FLIRFQ 0006 (GC500).polf (66 KB)

{;rovide indoor light fixtures, wiring, service, gear and power as broken down in the Items tab/section.
Submit your bid by email to bids@contosoamerica.com by the Due date.

\é’wrtﬁm

i :

From Email Body
template pulling data
from RFQ

The document has 2 files

»  Transmittal#17 to Phil Sunderson for RFQ 0006 (GC300).pdf (do
| «  RFQO006 (GC300)pdf

You may record your response by replying to this email and/or by using this link.
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Executive
Dashboard
An Exec Dashboard Export template can be selected from the
Executive Dashboard Export dialog box to create a Microsoft Excel
workbook.
@Wﬁm:—— tract |U.CcO| EAC ':';'::‘t"' co?\:uiﬂits cci
Execute Dashboard Export Tool Eliu
Executive Project Summary
This export contains 11 project
Using Template: [ETETENEE: =] ]
Output Workbook: M —
oK | Camcel |
Ready I
Items Tab

An Item Cover template is used automatically by the system to generate
a printout for each Item on a document. You can view the printout by
clicking on the Print Item option.

|Iten1 |S,!P:R |Eostl:ode

W Mext Itermn
A Previous Item

Description

jo-
W Add Mew
Get Existing
28 Clear Clipboard REV I / I

Via Excel
Print Item

A A A A T Y

A Via XL template can be selected when you use the Via Excel option to
add or edit Items using Microsoft Excel.

Document Items via Micmso&m =

| |
It
|@ | em I| PunchList 0007 (GCOD3) J
(Aadtd I';'X%V\;_ This document containts 0 items
z R:nu"_:ts}‘;pg How do you want to add items to this document?

' Enter them now

Clear Clipboard

" Export them

™ Get them from a Spitfire ltem file

Focus on the Manage Dashboard

Using Template:

Spitfire ltem File: Eiricilist Its

Default Templat

e

E _|
|

O pen Workboolk |

Update ltems |

Ready

L
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SOV Workbook

A PAPT can be selected from the SOV workbook to create a printout for
a Pay Application.

l"f!g:‘g\"-, = - = )5 sfSOVBillingl - Microsoft Excel
R Spitfire SOV Copy In EFA Billing Export Acrobat
lgkdd MNew Rows | i—j+Insert Header Row .}237 Get CO's @ Final Billing : Project Summary
:} Delete Rows {4+ Insert Sub Total Row =T REIEdse o7

i= Sort By Number | i Expos '.;“ ol
Work with Roj == Select PAPT

=

R4 The Pay Application Print Template (PAPT) for this Project has not been
selected.
A B |
Hi oy AENE AR iy Please select a template from the drop down list or browse for the location of
Control the Pay Application Print Template (PAPT).
Item No. N
0.
000100 000100 Site Template  [AlA -

000200 1000200
000300 1000300
000400 |000400
000500 1000500
000600 1000600

10 000700 (000700
44 [MARRAN _ [ANARAN

Location / Path | AlA with Lien Releaze
Extemal File - Specified Below
Print Template Name | AT

0| oo =l oyt | | La| ) =

[ ok ][ cancel |

d=si=lsloln

Period Distribution
Workbook
A Period Distribution Supplemental template can be selected from the

Period Distribution workbook to create a report or workbook in Microsoft
Excel.

.")Ea;\". [ “EEAE sfBPD1 - Microsoft Excel
)|

—/ Spitfire Menu Acrobat

i 'L'RemainderOnly /—\ByCur\re ﬂMoveSeledion []JgShowAIIJUndistributedRows lE"‘COIE)(or‘I:Data

I [#5 Set First Period | 4@ Up Slope ./ Clear Selection jlte pe ?SupplementalWorkbooks
&Down Slope

ﬂ}' Export/Other
[ E
i B H

unts

Choose Supplementary Workbook

1

Using Template: Period Distribution Graph - E] Z?g’ggg

ilinder | 06/2007 | 07

Ready | | 50,000
L T— — = A ¢7 Enn

Route Detail Tab

A Transmittal template is used automatically by the system to generate
a transmittal cover sheet for the routee. You can view the transmittal
cover sheet by clicking on the icon.

| | Route Detail |
+ Seq |To Status
Chris Demo
[Project Manager) Responded
v7E S 2 Jae Pak Pending
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Page 66

Columns

For information about the
Company Division tool,

see the Focus on System
Administration guide.

For information about the
Contacts Dashboard, see
the Focus on Contacts

guide.

Focus on the Manage Dashboard

Doc Type: the document type for which this template is
available. A blank Doc Type indicates that the template is
available for all Doc types (or does not apply to documents).

When you select the Templates tool, the corresponding part appears:

TEMPLATES vHER
NAMES LIKE: TYPE: |Attachment (auto) [v]
DOC TYPE: | v|
D Doc Type Name Type Description Division ::F Customer .l:;:j:d Include [Bookmarks|Size |Active Updated
7]
#  |Change Order Change Order EAattuati;I;ment Change Order Assemble| v S56KB | v 1/3/2013,
i |
@ h ily Field
#  |Daily Field Report | Daily Field Report Attachment | Daily Field Report Assemble| v* 64KB | v 11/16/20044
A (auta) form
@ Newer Doc
#  |Submittal Newer Submittal Template EAttatCI;ment Template for Assemble| v 31KB | v 8/15/20084
i I Submittals
P o i e e o e e e o o e e o o o e e e T T T T T e e T T T Y

Name: the name of the template, for example, the filename of
the Microsoft Word or Excel file.

Type: the type of template (see page 59).

Description: a description of the template. This description can
help users identify the template in selection dialog boxes.

Division: the specific internal company division—as set up
through the Company Divisions tool—for which this template is

available.

Doc Reference: a reference—as set up through the Reference
tool (see page 49Error! Bookmark not defined.)—for which this
template is available.

Customer: a specific customer Contact—as set up through the
Contacts Dashboard—for which this template is available.

Project Type: the specific project subtype—as indicated on the
Project Setup document—for which this template is available.

Include: the Incl setting that will appear by default when files

created by the template are attached to documents.

Bookmarks: whether (+") or not ( ) the template includes
bookmarks and will merge data from a Spitfire document.

Note: if Bookmarks is unchecked, no merging of data will occur
even if the template includes bookmarks.

Size: the size of the template file.

Active: whether (+") or not (*) the template can be used and
selected in sfPMS.

Updated: the date on which the template was last uploaded into

sfPMS.
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Filters

Uploading
Templates

Focus on the Manage Dashboard

Page 67

Names Like: Type the first characters or use the wildcard (%) to
find one or more specific template by Name. For example,
%waiver would find all references that end in waiver, such as
Final Lien Waiver, Progress Lien Waiver, etc.

Type: Click the checkbox then select a Type from the drop-down
to filter by template type.

Doc Type: Select a Doc Type from the drop-down to filter by
Doc type.

Templates are added to sfPMS through a two-step process:

Add a row in the Templates tool for the template.

Upload a specific Microsoft Word or Excel file (depending on
type of template) as the template

Prerequisite: template files must be created and saved before they can
be uploaded into sfPMS.

To upload a template:

1.
2.

© N o g &

10.

Click £J in the Templates part.

Select a Doc Type for which the template will be available. If no
Doc type is desired or appropriate, select the blank that appears
at the top of the drop-down choices.

o If the Doc Type contains subtypes, a subtype drop-down
will appear. Select a subtype, if desired. Otherwise, the
template will be available for all subtypes of the Doc

type.

Type a Name for the template then press the Tab key. Often,
the filename of the Microsoft Word or Excel file you will be
uploaded is appropriate (without the extension).

Select a Type for the template.
Type a Description for the template then press the Tab key.
Fill in the remaining fields as appropriate (see page 66).

Click v" to accept the row.

click & to save the row. The icon & will appear on the row,
although you may need to find the row after the save.

Click ®&. The Template Maintenance dialog box will appear.

Click J to find the template file on your computer/network.
Note: if your file is on your desktop or open in a Windows folder,
you can drag the file to the filename field on the Template
Maintenance window instead.
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11. Click ﬂl. A message on the Template Maintenance
dialog box will indicate that the upload was successful:

12. Click @ to close the dialog box and return to the Templates

too.

13. Click & to save the Templates tool. You will notice that the e
icon has changed to ¥ (for.DOCX files), 2 (for .XLSX files) or

2 (for XLSM files).

TEMPLATES ( 8 3
wss LIKE: TYPE: [v | Attachment (auto) - DoC TYPE: r
T
¥ boc Type Name Type Description Division Doc Ref Customer Project Type Include ks Size |Act
c 2 ):‘
Xkﬁ [New Template @ | Attachment (auto) 4) -] @V [ 21 2 fod| _~||Assemble ~|| ™ ~
- r—
Doc Type Name Type Description == Template Storage
Commitment Commitment Item Via XL Spitfire Item Template for Commitments W E=111] plate Maintenance
Commitment Commitment Item - TR Via XL Template used in training class
Commitment Mew Template Attachment The template this is uploaded No template is stored
Download Open :
Upload 11
TEMPLATES (13
NAMES LIKE: TYPE r
DocC TYpE: i —
0 Doc Type Name Type Description Division g:; Customer ?;‘;j:d Include |Bookmarks |Active |Updated
.E] 7 Competitive Bid Response Template for simultaneously reviewing responses to all
i Analysis Bid Analysis Errpit Cinane mas Mot Sent | X v 8/16/2011,
? 4 Transmittal Transmittal General Transmittal Cover Mot Sent | v v 12/29/2004,
? 4 ra RFI_Logo Attachment RFI template with logo Assemble | v v 1/21/2011,
? 4 RFI RFI_Template Attachment basic template for all RFI documents Assemble | v v 12/29/2004,
I
% 4 g:;ggﬂl Submittal Item Template Via XL Spitifire Item Template for Submittals Mot Sent | X v 12/4/2008;

Editing
Templates

Focus on the Manage Dashboard

To replace an existing template:

1. Click either @ or .ﬂ (whichever one appears on the row) to
open the Template Maintenance dialog box.

2.
file,

(optional) If you want to make a change to the existing template

o Click &l to start with the template currently in

sfPMS.
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0 Indicate where on your computer/network you want to
save the file.

o Click Open if you want to open the file right
away. (You can also choose to open the file outside of
sfPMS at a later time.)

o0 Make your changes to the file then save the file.
3. Click J on the Template Maintenance dialog box to find the
template file on your computer/network.

Note: if you are uploading at a different time from a download,
you will need to repeat steps 1 and 2 first.

4. Click ﬂl. A message on the Template Maintenance
dialog box will indicate that the upload was successful.

5. Click Iﬁ to close the dialog box and return to the Templates
too.

6. Click & to save the Templates tool.

Example
Let us say that you want the system to automatically create a file from an
Attachment template, based both on the Doc type — Subtype
combination and the Company Division. You upload templates of type
(Auto) Attachment and indicate the Doc Type, Subtype and Division for
each.
TEMPLATES

NAMES LIKE: | TYPE: v | Attachment (auto) =~

DOC TYPE: - | J

D Doc Type Name Type Description Division

@ & . Attachment Contoso America,

ﬂ Commitment Contract Cost Plus Cost Plus (auto) Contract Cost Plus Inc

@ & . . . . . Attachment - . Contoso America,

ﬁ Commitment Contract Fixed Price | Fixed Price (auto) Cntract Fixed Price Inc.

@ 4 Commitment Contract Cost Plus Cost Plus AT Contract Cost Plus Contoso Business

ﬁ (auto) Solutions

@ & . . . . ’ Attachment - ! Contoso Business

4 Commitment Contract Fixed Price | Fixed Price (auta) Cntract Fixed Price Solutions
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