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This Focus Guide is designed for Spitfire Project Management
System users. This guide is meant as a general introduction to
the Spitfire Project Management System (sfPMS) to get you
familiarized with its look and feel. It covers the basics that you
need to know.

www.spitfiremanagement.com

Version 4.5



http://www.spitfiremanagement.com/

Overview Guide

Page 2

Revision Number: 4.5.12.08.2014

© Copyright 2006 — 2014 Spitfire Management, LLC. All Rights
Reserved. No part of this document may be reproduced, stored in a
retrieval system, or transmitted, in any form or by any means electronic
or mechanical, photocopying, recording, or otherwise without written
permission of Spitfire Management, LLC.

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

Portions of this product were created using LEADTOOLS © 1991-2013,
LEAD Technologies, Inc. ALL RIGHTS RESERVED.

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

Spitfire Management, LLC.

7 Skyline Drive, Suite 350
Hawthorne, NY 10532

ph. 914.273.0809

fax: 914.273.4208
www.spitfiremanagement.com

Spitfire Project Management System V4.5


http://www.spitfiremanagement.com/

Table of Contents

Introduction to the Overview GUIde.......c.cocueeeiiiiiiiiiniiiee e 5
About OUr DOCUMENTALION .....vveeeeiiiiie ettt 5
GettiNng SEAMEU ....oeii i 6
Logging INt0 STPMS ..o 6
If YOU FOrget YOUr PaSSWOI.......cceceiiiiiiieiieeeeesciiiieee e e e e s ssineee e e e e e 7
POP-UP TULOHIAL ..eeeeceeee e e e e e 8
Your Name / OptioNS MENU* .........ccoiiiiiiiiiiee et e e 9
Create PrOJECT.....ci et 10
Create DOCUMENT .......ooiiiiiiie et aeeeane 10
ReCENt DOCUMENES......ccciiiiiiiie e e aaeeane 11
REPOM BIOWSET .....eiiieiiiiiiieieeeeeieeeeeeeeeeeeeeee e e e e e et ee e e e e e e eeeeeeeeeeeeeeeeeeeees 11
My CONtACt DELAIL .....cceeiiiiiiiiiiie et 12
MY SEHINGS ..ottt e e e 12
Open User Dashboard ..........ccccevvieie e 12
[ 1= TSSO 12
USEr PreferenCeS ....o.vvviiiiiiie e e 13
Settings/ PreferenCes™........oo vt 13
Client Session INfOrmation ............ccceveiiiieieiiiiee e 16
License INfOrmation .............ueueiiiiieiiieiiiiieeeeeeeee e e e e e e e e e e eeeeeeeeees 17
HEID IMBNU ..t e e e 17
The KNowledgebase.........cooo i 17
TUtorial.......cooe 18
Icon QUICK REfEIENCE .....ccovviiiieiiieeeeeeeeeeeeeeeeeeeee e, 18
[T 1ol U LR U 1o =T 19
WHIE PAPEIS ...uvveiiieee et e e e st e e e e s 20
SPItfire ONIINE ..o 20
Basic Dashboard COMPONENES .......ccvveeiiiiiiiiiieie e e e 21
TADS e 22
PANTS et a e 22
Pt VIBWS™ ...ttt s st 22
= B 11 (= S 23
DashbOards ........oooiiiiiiii s 25
Home Dashboard.............ccccc 26
18] 0T ) 26
WatChAOG AIBIES ..o 29
L (o 1= I SRR 30
Project Dashboard ..o 30
Project OptioNS MENU .........uvviiiieeei et ee e seee e e e e s e e e e e 31
Project Dashboard PartS...........cccuuuveiieiiiiiiiiicee e 32
DOCUMENTS ...ttt e e e e e e e e 32
TEAM CONLACES ...eeeeiiiiiiieiieee et 33
LIiNKEd PrOJECLS .....vieiiiiieiitiieeee ettt 33
Key Performance INdiCators ..........cooouviiiiiiieiiiiiieeeee e 34
Cost ANAlYSIS DEtall......cccceiiiiiiiiiiiee e 35
[ 110 (o T 35
R LS =1 T 36
(0] oo 111 T0] o 1 36
FlES o 37
Catalog Dashboard .............eevveeiiiiiciiiiiie e 38
Catalog Dashboard Part...........cccceeeeiiiiiiiiiieee e 38

Contacts DAshboard ............ceuvviiiiiiiie e 40



Overview Guide

Page 4

CONLACES VIBW...eiiiiiiiieeiiiiee ettt ettt e 40
(7] 101 o= L 11T IV = S 40
PlAN ROOM ..eiiiiiiiiii et as 41
Executive Dashboard...............cccc 41
(0] 11 '] 1 42
Manage Dashboard ... 42
Parts on the Manage Dashboard ............cccccooiiiiiiiiiiniiiieeeeeee 43
System Admin Dashboard ............ccuuviiiiiiiiiii e 43
Parts on the System Admin Dashboard .............ccccccceeiiiiiiiiiienenennn. 44
COolUMN OPLIONS .ot 45
Home DashbOard...........coouiiiiiiiii s 45
1] T ) OSSP 45
L (o 1o I SO RPRRR 46
Catalog Dashboard .............eevveeiiiiciiiiiice e 46
DOCUMENTE LISt ceiiiiiiiiiiiiiite ittt 46
1= 1 46
Contact Dashboard ... 47
Executive Dashboard...............cccc 47
TYPES Of FIEIAS . 48
[0 o] (U o IR PPTUPPRPT 48
AULOCOMPIELE . ... 48
L (7= (o] 1 1 0 PSPPI 48
B = S PP PP PPPP PP 48
N U] LT o PR 48
DIOP-DOWNS ... 48
DALES ..ttt e e e e e e e e e e 49
L0 aT=Tod o 0) (=1 49
N [0 =S SRR RPPPPPPPIN 49
Todo ] 4 1= PP PP PP PPPFPPRPPR 50
Lookup #. Pick £ show More B show Less B ..........ccoooovoi 50
MUIE-SEIECE 1 ..ottt ettt et n e 51
R e 10 G AT 52
Lookup Date ﬁ, =P 52
1CON QUICK REFEIENCE ... 54

Spitfire Project Management System V4.5



Page 5

Introduction to the Overview Guide
The Spitfire Project Management System (sfPMS) is a ...
...comprehensive...
... .NET browser-based...
...collaborative project management...
...workflow/routing...
...document imaging...
...document control...
...solution.

And it can be integrated directly with Microsoft Dynamics SL Project
Accounting and Financial series or Acumatica Cloud ERP.

This Overview Guide is meant as a general introduction to the Spitfire
Project Management System (sfPMS) to get you familiarized with its look
and feel. It covers the basics that you need to know. More in-depth
information about sSfPMS can be found in other Focus guides and any
custom guide you may have been given.

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

About Our
Documentation

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

Our guides, which include this Overview Guide and various other guides,
focus on specific areas or tasks in sfPMS. 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 sfPMS allows you to
do. We suggest you read this Overview Guide first, followed by other
Focus guides as needed.

See page 17 for more information about our written documentation and
other help.

Overview Guide Spitfire Project Management System V4.5



Getting Started

Logging In to
sfPMS

Spitfire follows the
Microsoft convention:
User IDs are not case
sensitive, but passwords
are.
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When sfPMS launches, the Login screen appears in your default browser
window, for example:

@ hitp://sfqal armenkspitfiremanagement.com/sfTraining/admin/login.aspx?ReturnUri=http://sfqal.armonk.spitfiremanagement.ca 2 ~ € X

Google v ! Search - - B~ | More»

ID demo

PassworDp * | Logl

Password Forgotten?

NN N I N NN A N NN A

(c) Spitfire Management

To log in to sfPMS:
1. Enter your ID (as assigned to you by the System Administrator).

2. Enter your Password (as assigned to you by the System
Administrator).

3. Click _ Assuming you have been given permission

for the full dashboard, the following message may appeatr:

Please wait while the local Dashboard is loaded...
¥ou may close this window or tab once the dashboard has openead

Ifithe dashboand doss not laad, click hare ta sae warkststion ragquirements.

4. Your Spitfire Dashboard will open in a new window, displaying
the Home Dashboard. The Home Dashboard is described in
general on the next page and more specifically on page 26.

Spitfire Project Management System V4.5
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If You Forget
Your Password

If you can't log in because you do not remember your password, you can
use the Password Recovery Wizard to reset the password to something
you'll remember. (If you do remember your password, but just want to
change it after you log in, see page 14.)

To reset your password:

1. Click the words Password Forgotten? on the login.

D]
PASSWORD | * | Logh |
( Password Forgotten? }

The Password Recovery Wizard will open.

2. As instructed, enter your Spitfire ID or email address and answer
the validation question then click .

o begin, please enter your ID or email address and answer the
alidation question.

IDIsoni
SN o rrenT 3
January |3

MONTH:

3. Asinstructed, fill in at least one of the verification fields. Spitfire
will check your answer(s) against your Contact information in the
system.

Start
V,_elﬂ Thanks. We found this match:
c-Ma

Confirm

Change

Finishad

Name: Soni York
LoGIN: |soni

E-MarL: |Soniy0rk@ssresources.com

Please verify your identity using at least one of the
following fields -- your answer should match our
records as closely as possible:

er:l

PHoNE: |

CeLL: |

4. Click . An email with further instructions will be sent to
you

Click to close sfPMS.

6. When you receive the email, follow the link the re-open the
wizard.

Overview Guide Spitfire Project Management System V4.5
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7. Enter a new password in the Password and Confirm Password

fields then click .

! Password Recovery Wizard
Start

Verify Imost Done!

E-Mail

Confirm Enter and confirm your new password below.
Change .

F|'r||"-"i?~'4‘d Name:Soni York

- Login: soni

E-Mail: soniyork@ssresources.com

Password: sessses

CONFIRM PASSWORD: sesssse

8. Click on the words Back to Login. You will return to the Login

screen, where you can use your new password to log in.

Great!

Your new password has been saved. Click the link below to login with your new
password

Back to Login

The first time you log into sfPMS, a pop-up tutorial shows up on the
Home Dashboard. Each dashboard has its own tutorial.

E Spitfire Dashboard g
2

File View Window Help

These tabs allow you to
quickly navigate among
the different
dashboards in the
Spitfire Project
Management System.

To skip this tutorial,
click here.

Go back Confinue

The tutorial is made up of “cards” that you can view, each explaining or
pointing out something on the dashboard. The tutorial is meant to help
you get started.

The first time you go to another dashboard, you see the tutorial for that
dashboard.

Spitfire Project Management System V4.5
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To navigate the tutorial:

Continue

Click the button to see the next card in this tutorial.

Click the ©°back

tutorial.

button to see the previous card in this

Click the =™  button to close the pop-up tutorial on the current
dashboard. The system knows that you have not seen the whole
tutorial. The tutorial will appear again the next time you log in,

allowing you to see the whole tutorial.

Click the word here if you want to skip the current tutorial.

To skip this tutorial, c!.f'r:

You will be brought to the end of the dashboard tutorial.

To view this tutorial
again, click Help, then
select Tutorial for
Home Dashboard.

This concludes the
Home Dashboard
tutorial.

Done Go back

Clickthe P putton to complete the tutorial. It will not

appear again automatically. (See also page 16.)

When you log into sfPMS, your name is displayed in the upper right

corner. If you click on your name or the = icon next to your name, you
will open the Site Options menu. You need not use these options until
you've learned how to use the system, although you may want to change
some of your settings.

B -cmw

i = |'|

ol

Create Project
Create Document...

=

Recent Documents
Report Browser....

My Contact Detail u
My Settings
Open User Dashboard...

© | kb

Help

Spitfire Project Management System V4.5
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Create Project

If you have permission to do so, the &“ Create Project option allows you
to create a new Project Setup document. When you save the Project
Setup document, a new project (and Project Dashboard) is created.

=] Project Setup- New =

Project Setup 0001
DOCUMENT HEADER + nl- =

CONTRACT
NO.

proect| & -

DESCRIFTION |Pr0ject Setup 0001

CUSTOMER | e,

STATUS|In Process -
EXECUTED =
DATE|01/24/2013 2]

TYPE
N

A

For more information, see the Focus on Doc Types and Project Workflow
guide.

Create Document

The |3 Create Document option allows you to create a Bid, Bid
Package or Invitation to Bid document outside of a project. Because Bids
come before projects, this is generally the only way to create a new Bid

document.

Create a New Document x
Make a selection:

' Create Bid
' Create Bid Package
' Create Invitation to Bid

SAITEIRE

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

Overview Guide Spitfire Project Management System V4.5
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The Bf Recent Documents option lists the eight documents that you
most recently opened/created. You can reopen these documents quickly
from this list.

Recent Documents x
RECENT DOCUMENTS

Make a selection:

EBid: East Side Towers (#0002)

E-Commitment: Site Work Excavation (GC010, #0001)

B Task: Hinges for exterior doors (GC003, #0003)
BProposed CO: Green Spaces (GC010, #0001)

ERFI: Solution for Lightning Strikes (GC003, #1003)
#&Drawings 0002 (GC201)

E-Submittal: FO conduit connection details (GC003, #12345)
#Initial Budget (GC010, #0001)

The =/Report Browser option opens a list of all the reports that can be
viewed by you. Click on a report to open it.

[Report Browser x|
Make a selection: =

» Admin

» Executive

¥ General
* Bid Analysis
+ Bid Analysis By Customer
* Budget Revision History
* CCO Log
¢ Change Item Log
* Change Item Payment Log
* Change Order Detail
* Commitment by Cost Code
* Commitment Log

For more information, see the Spitfire Reports technical white paper.

Spitfire Project Management System V4.5
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My Settings

Open User
Dashboard

Help
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The I% My Contact Detail option opens your Contact Detail window.

= e Carstvers R el

CONTACT DETAIL Ha
“ General ‘ Address Member Of Connections Notification Alerts Comments ‘
ConTact NmslAndrew Carothers Tme
SorT Nmlea rothers Type IEmponee .
EmuL|andyc@spitﬁrecnnstructinn.com CoMPANY
E PuBLIC SpITFIRE USER D INTEGRATED USER
User Loam [andy [(forevery EA
PASSWORD
CoNFIRM l—
PassworD:
OLD PASSWORD:

For more information, see the “Accessing Contact Details” chapter in the
Focus on Contacts guide.

The &a My Settings option displays the User Preference page. For more
information, see the next section.

The ..?d. Open User Dashboard option displays a dialog box from where
you can look up the dashboard for another user, if you have proxy
permissions for those users.

|Open User Dashboard... x |
=

For User £ *

The 0 Help option opens the Help menu. For more information, see
page 17.

Spitfire Project Management System V4.5
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User
Preferences

When you select the My Settings option, the User Preference window
appears.

e Click * to close the window.

My Settings / User Information »®

Settings / Preferences Client Session Information License Information

User Name Chris Demo &
PasswoRD LasT CHANGED: 2014-12-01 &

THESE SETTINGS ARE SPECIFIC TO THIS DEVICE
PRIMARY THEME |Spitf‘|re Standard|v|
CoONTRAST THEME |Smoothness v]
PrIorITIZED DocC TYPE |Producti0n Units ﬂ W Update Automatically
Icon S1ZE |16 v| @ UOUse Legacy Icons
SHow BRANDING Bar
SHOW HINTS WHEN HOVERING OVER ICONS
SHow Drop Down MeEnus On Hover

Use Skype "CALLTO' FOR PHONE CALLS
THis 15 A MoBILE DEVICE

O00®R &

SAVE THESE SETTINGS AS MY DEFAULTS FOR NEw DEVICES [] Reset to my saved defaults |

TuTtoriaL ManaceMENT Repeat All | Skip Remaining |

Settings/
Preferences*

The Settings/Preference tab allows you to set up certain options that
affect sfPMS on your computer or device.

User Name

You can access your Contact Detail window. Your Contact Detail window
contains a variety of information about you. Note: The General tab on
the Contact Details window offers you one way to change your
password. The instructions on the next page offer another way to
change your password.

General Address Member OFf$

ConTACT NAME |Andrew Carothers

SoRT NAME |Ca rothers

R e

EmaIL |and\_.rc@spitﬁrecon5t I’L};

Wi PusLic M Sprrre Us§

USER LOGIN |anc|\_.f

PASSWORD |

CONFIRM
PasswoRD:

WA N NN

OLD PASSWORD: I

o (optional) Click @ after your name to open your Contact Detail
window.

Overview Guide Spitfire Project Management System V4.5



Your password must be
4-32 characters long and
must contain one
numeric digit, with no
special characters, for
example, 3Alpha.

System Administrators
can change a user’s
password without
knowing the current (old)
password.
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Password Last Changed
To change your password:

1. Click &G next to the date of your last password change. The
Change Password dialog box will appear.

Change Password... x

OLD PASSWORD: |

NEW PASSWORD: I

CONFIRM: |

| Change Password

Penwpred
EpiTEIRE

Type your current password in the Old Password field.

3. Type a new password in the New Password field and again in
the Confirm field.

4. Click the |_Change Password |, ...

5. Click * to close the dialog box.

Primary Theme

The primary theme affects the look of your dashboards. Spitfire
Standard is the default. Alternate offers a different color scheme and
look. Enlarged increases the text size throughout.

e (optional) Select a Primary Theme from the drop-down.

Contrast Theme
The contrast theme offers more color choices. There are 12 choices.
Smoothness is the default.

e (optional) Select a Contrast Theme from the drop-down.

Prioritized Doc Type

When the Update Automatically checkbox is checked, sfPMS will note
which Doc type you last selected on a Project Dashboard and make that
the default Doc type on the Project Dashboard and on Manage and
System Admin dashboard tools.

o (optional) Select a Doc Type from the drop-down to manually
establish the default Doc type and uncheck the Update
Automatically checkbox to keep that Doc type as the default.

Icon Size

sfPMS offers four sizes of icons. The default is 20. You can select an
icon size for each computer and device that you use; the larger sizes are
particularly helpful on tablets and smartphones.

e (optional) Select the Icon Size from the drop-down. If you select
16, you have the choice of using the V4.4 legacy icons.

Spitfire Project Management System V4.5
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Show Branding Bar

sfPMS allows room for your logo at the top. You can also choose to
collapse that area.

'T= Spitfire Dashboard

@ hittp://sfqa7.armonk.spitfirermanagement.com/sftraining/admin/wk

e % % % w 1

. S S S
Home Catalog Contacts Plan Room Executive

@ http://sfqal.armonk.spitfiremanagement.com/sftraining/admin/wk

(P, U A N A
Home Catalog Contacts Plan Room  Executive

o (optional) To hide the branding bar area, uncheck the checkbox.

Show Hints When Hovering Over Icons

Normally, when you mouse over an icon, text appears that tells you what
the icon does. Such pop-up text might get in the way when you are on a
tablet or smartphone. You can choose to not have these hints appear.

e (optional) To stop showing pop-up text when you hover over an
icon, uncheck the checkbox.

Show Drop Down Menus on Hover

Normally you need to click on an icon to open a drop-down menu. You
can choose to have the drop-down menu open when you just hover your
mouse close to the icon.

o (optional) To have menus appear when you hover near the icon,
check the checkbox.

Use Skype ‘Call To’ for Phone Calls

If you use Skype to make phone calls, sSfPMS can connect to Skype
when you click on a phone number in the system.

o (optional) To have sfPMS use Skype for phone calls, check the
checkbox.

This is a Mobile Device

sfPMS should know that it is being used on a mobile device. To ensure
that it does, you can manually identify your mobile devices.

e (optional) To identify a mobile device, check the checkbox.

Spitfire Project Management System V4.5
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Save These Settings as My Defaults for New Devices

You can indicate that all your settings on the current device (e.g., your
desktop computer) should be saved as defaults and used as the settings
on any new device (e.g., a tablet).

e (optional) To save your current settings as your defaults, check
the checkbox.

Reset to My Saved Defaults
If you are on a device that is not your default device, you can choose to
change all your settings to your saved defaults.

e (optional) To change all your settings to your saved default
Reset to my saved defaults

settings, click the button.

Tutorial Management

There are two options for the pop-up tutorial that new users see by
default when they first log in (see page 8).

o (optional) To reset the tutorial so it appears again when a user
logs in, click the Repeat All ‘ button.

e To skip all unseen tutorial cards, click the Skip Remaining

button.

The Client Session Information tab contains information about the
current user session, such as the browser type, specific server (and
relative time difference between client and server, if any), when the
session began and when it will expire. This information is usually used by
Support during troubleshooting.

My Settings / User Information x

Settings / Preferences Client Session Information License Information

User ID DEMO
E-MaIL support@spitfireconstruction.com

CuLient Tvpe Spitfire Dashboard @ Mluser profile requires the Office Integrated Spitfire client

DasHBOARD SizE 1936 pixels wide by 1056 high

APPLICATION SERVER SFQAO7
VERSION 4.5.5450.29871

CreEDENTIALS As-oF 12/8/2014 9:28:14 AM
CREDENTIALS ExpIre 12/9/2014 1:28:14 AM
Server TiME OFrseT None

INTEGRATED USER [

Spitfire Project Management System V4.5
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License
Information

The License Information tab contains information about your particular
licenses.

My Settings / User Information ®

Settings / Preferences Client Session Information License Information

(c) Copyright 2004-2014 Spitfire Management LLC. All rights

sFPMS
reserved.

This web application and tools are part of the Spitfire Project Management System.

This licensed product is protected by copyright law and international treaties. Unauthorized

reproduction or distribution of any portion of it is prohibited and may result in civil and

criminal penalties.

TOOLS Portions of this product rely on third party tools included under various open source licenses.

= Apache License 2.0
» jgTree (mbraak.github.com/jqTree/)
* MIT License
* jQuery and jQueryUI (jquery.org)
* jQuery 1SON Plugin (code.google.com/p/jquery-json/) !
s jQuery Uploader (github.com/blueimp/jQuery-File-Upload)
« Intro.]S (aithub.com/usablicafintro.is)

Help Menu
The Help menu provides you with useful and handy information.
- -

@} http://sfqal armank.spitfiremanagement.com/sftraining/pvp.aspx?vpg= helpmenuBids=dsdataqf22jdlvtbcqridodtisiwd & -
= 1
| Zot | Catalog ‘
Help Browser %
Description DocNo Type Make a selection:
5. 32 Ton Chiller/Evaporator 327-0002  [RFQ| o gnowledge Base
* KB About Home Dashboard
Select Project Name Start ¢ Tutorial for Home Dashboard
rseare Gtz Bl il 9/11/2014 * Icon Quick Reference
* Overview Guide
Ry » Focus Guides
orthwind Office Building 3
GC-500 10/15/200f  »- White Papers
4 e Fe ¥ Spitfire Online
GC-101 10/1/2007  « gpjtfireManagement.com
* Blogs
L KC Store
ﬂ GC-201 AT * Client Resources (Videos and More!)
VWV\.-\LUV\ Slai

Note: when Help appears in red, it means there are pop-up tutorials that
haven’t been seen yet. (See page 8 for more about pop-up tutorials.)

The
Knowledgebase

The Knowledgebase contains articles, in a question-and-answer format,
that cover either more specific or more technical information about
sfPMS.

Help Browser
Make a selection:

* Knowledge Base
* KB About Home Dashboard

BT AT AV VAN A A

Overview Guide Spitfire Project Management System V4.5
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Articles in the Knowledgebase are numbered, for example, KBA-01044.

Knowledgebase Home Page > Spitfire Project Management > Home Dashboard |
Contact Us

Spitfire Knowledgebase

Search the Knowledge Base Browse by Category
| - Home Dashboard v|

Search | Go

KBA-01069: How do projects get added to my Project List?

Question Would you like to...

How do projects get added to my Project List? ! Printthis page :
! Email this to a friend !

Answer ! Postacomment

A project becomes available on the Project List part of the Home
Dashboard in any of the following cases:

1. You are added to the Project Team Contacts part on the
Project Dashboard (even if you are hidden in the part) of that
project.

2. You are granted a role with a project-based condition that
includes that project.

3. Prior to Version 4: whenever a document from a project is
routed to you.

4. You create a new project through a new Project Setup
document.

Once the Project is available on the Project List, you can control
whether the project is visible or not in the displayed list by using the
Project List filter's hide feature. You can decide if 'new’ projects will
be automatically displayed in your Project List by selecting the
Show New Projects options on the Contact tab of the your
Contact Record (available from the icon on your Preference page
or on the Manage Dashboard).

The pop-up tutorial for the current dashboard (see page 8) can be
accessed at any time from the Help menu.

Help Browser
Make a selection:

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

e e S

A reference card describing the most common icons can be viewed from
the Help menu. The icons will appear in the size you have set (see page
14).

Help Browser
Make a selection:

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

S N A NN NI N

* Icon Quick Reference

Spitfire Project Management System V4.5
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open a closed document or one with no
(or no known) due date

=

open a document with a future due date

open a document with a due date this
week (through Sunday)

=i}

open a document with an overdue due
date

open a document that has been CC'd to
you

send document on its route and remove
it from Inbox

acknowledge a document that has been

checked-in

2 CC'd to you (on its route) 4l log out of sfPMS
4 collapse a Dashboard part expand a Dashboard part that has been
P P collapsed
H save % display filters
add or create a new document/item/row
o otc. = copy document
create a new Project Setup document .
& and related Project Dashboard 4 open Project Setup document
»  show row/item details I discard/delete/remove item or row
E: 22@ I;trglélgi;)sre:;ﬁ]:’vi;}?;:eswith flter=ito 42 select a choice from a lookup
= . g create a file from a template and attach
= open Options drop-down menu () Tt (e dlser et
add a scanned or uploaded file to the
[ attach a doc/file from the Catalog S Catalog: attach file to document
. open the Field Zoom window for editing
/ edit the row / and text formatting
= download attached files = export files
g open Options menu for a file that is & open Options menu for a file that is

checked-out

See the Dverview Guide for a description of every icon and much, much more!

The Focus guides give detailed information and instructions about the
system. Each Focus guide has its own topic. You can also access this
Overview guide from the Help menu.

Help Browser
Make a selection:

Knowledge Base
KB About Home Dashboard
Tutorial for Home Dashboard

Icon Quick Reference
Overview Guide

Focus Guides

= Document and Item Basics
* Files and Catalog

* Routing

* Alerts and Compliance
* Batch Processing
* BFA Workbook

* Budgets and Period Distribution

* Contacts
* Doc Templates

* Doc Types and Project Workflow

* Forecast and Analysis
* Manage Dashboard

* SOV Billing

* System Administration

The selected guide will appear as a PDF file.
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White papers (also known as technical white papers or TWP) are
documents that delve into some of the more technical aspects of sfPMS.
Help Browser

Make a selection:

Knowledge Base
KB About Home Dashboard
Tutorial for Home Dashboard

Icon Quick Reference

* Qverview Guide

-

Focus Guides
White Papers

ATC Scripts and Workflow

Bid Package - RFQ Processing

Change Order Management

Data and Equipment Projects

Designing User Roles

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

Rules and Rule Values

Setup for Spitfire's Plan Room

Spitfire Item Templates (for Via Excel)
Spitfire Reports

Spitfire's App for Android

Spitfire's Import Utility Tool

Using Billing Codes for SOV

Viewing Changes through sfChest
Working with Production Units

BFA Report Writer
Executive Dashboard Report Writer
Supplemental Workbooks

The selected TWP will appear as a PDF file.

Spitfire Online

The Help menu allows you to access the Spitfire website and its blog as
well as information about the client area of our website.

Help Browser
Make a selection:

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

* Icon Quick Reference
* Overview Guide

» Focus Guides

» White Papers

¥ Spitfire Online
* SpitfireManagement.com
* Blogs

* Client Resources (Videos and More!)

Overview Guide
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Basic
Dashboard
Components

On each of the Project Management dashboards, you'll find various parts
and tools to help you arrange, filter and navigate through the system and
data.

What you actually see depends on your level of permission. So, for
example, if you have only some basic access rights, what you first see
may look something like the following:

Your company logo in
the Branding Bar.

8 @ | http://sfqal.armonk.spitfirernanagemepicom/sftraining/dashboard.aspx

__________ Inbox Part Soni York : ¢

INBOX

Project Due ‘S‘lﬁllls Company

9/17/2014, Soni York

WATCHDOG ALERTS
Description Date Project Name

First Login o seconds agog

Watchdog Alerts Part

Click -ﬂ to log out. }

However, if you have more access, and have used sfPMS for a while,
your Dashboard may look like the following picture.
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@ http://sfqal.armonk.spitfiremanagement.com/sftraining/dashboard.aspx

william Flint |
Inbox Part

Description DocNo Type Project Due C Y Priority
Initial Budget 0001 Budget GC-220 In Process Spitfire Construction m
. Project Startup 0001 PunchList GC-007 9/16/20144 Open Spitfire O
PROJECT LIST
Select Project Name Start Completion |Description Location Status Schedule
No Phato Yet E’gf’:;u"m OfhcelBuilding 9/11/2014 9/3/2015 Kirkland, Wa 98033 (map)

KC Store 120 New Canaan Avenue
GC-201 10/1/2007 | 5/30/2008 \Ncmalk. CT 06850 [map)

) ~——— | Project List Part
Morthern Lights Office Bldg 6/1/2007 1/31/2008 1000 Electric Lane

GC-003 Portland, OR 10504 (map)
No Pheto ¥at Erg];ﬁ] Contract 0001 . 97215 (map)
A& - NEw PROIECT IW? &
123
WATCHDUG ALERTS
E} m (8 new) Description Date Project Name Type
» 1 B Commitment is overdue @ |5/15/2014, Fabrikam, Inc. Action Overdue
> m Commitment is overdue o 9/15/20144 Fabrikam, Inc. Action Overdue
> T Change Item Register is overdue @ 971502014, L Doc Overdue
i} Daily Field Report is overdue @ 3r15720145 tk{ Watchdog Alerts Part Doc Overdue
- m ‘Warranties is overdue o 9/15/20144 Northern Lights Office Bldg Doc Overdue
» 10 F. Commitment is overdue @ |9/15/2014, KC Store Doc Overdue
» T Bid Package is overdue @ or15/2014, KC Store Doc Overdue
12 N

Done | | NA

Tabs

Each Dashboard is on a separate tabbed page in the Spitfire Dashboard
window. You can move from one Dashboard to another by clicking on
the appropriate tab.

Parts

A Part is a section of the dashboard. For example, on the Home
Dashboard shown above, three parts are displayed:

e Inbox
e Project List
e Watchdog Alerts

Part Views*
A Part can be shown, hidden or maximized. Parts are “shown” by default.

=

A Hide
B Maximize
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Part Filters*

Overview Guide

Page 23

Hide/Show
e To hide a part, click = to open the options menu, then select A
Hide.
e To show a part, click = to open the options menu, then select
¥ Show.
Maximize

sfPMS allows you to maximize one part per dashboard. This means that
the part will display up to 100 rows of information. When you select a
part to maximize, any other maximized part will revert back to “normal”
view (a few rows shown, with pagination if necessary to get to other
rows).

e To maximize a part, click = to open the options menu, then
select & Maximize.

e To stop maximizing a part, click = to open the options menu,
then select ¥ Normal View.

Lookup Bar

The Project List part on the Home Dashboard offers one more display
option. You can choose to hide the rows but keep the project lookup field
visible.

e To hide the part except for the lookup field, click = to open the
options menu, then select = Lookup Bar Only.

There are two ways to filter the part details.

Show All Filters

You can display all filter fields on top of the part. Once you use one or
more filters, the part’s details will be limited to only the data that matches
your criteria.

INBOX @
DESCR ]7 PROJECT li
Doc TYPE Meeting Minutes [v] DUE Cjar6/2014 =+ |9/16/2014
CJUNVIEWED ONLY
Description DocNo Type ©|Project Due Status Company Priority
T Meeting Minutes 9/23 0002 Meeting Minutes GC-201 9/17/2014 Agenda  |Spitfire Construction Bl

e Todisplay all the part filters, click = to open the part options
menu, then select % Show Filter.

e To hide the filters, click = to open the part options menu, then
select T Hide Filter.
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Description
Initial Budget
Adjustments from Paving and Asphalt

Adjustments from Parking Lot Lights
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Column Filters
Many columns in the parts display a drop-down menu when you click
anywhere on the header. Columns with this functionality show a small =

icon when you mouse over the header. The drop-down menu allows you
to sort the column and filter on the column. (See also page 45.)

INBOX i

ocNo |Type é Project é Due ésta‘lus Company Priority
0001 Budget GC-010 Approved Spitfire Construction ;
0002 Budget GC-005 In Process | Spitfire Construction ;
0003 Budget GC-201 Approved Spitfire Construction ;

Sort by this column

Clear this filter
Clear all filters

Unviewed Only

FX| | HFE | T

To filter on the specific column, enter your filter criteria at the
field at the bottom of the drop-down menu. For example, if you
open the menu at the Type column, you can enter Budget in the
filter field to filter by the Budget Doc type.
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Dashboards

A Dashboard is collection of parts that are grouped together for a specific
purpose.

To move to a Dashboard:

e Click on the appropriate Dashboard tab.

Dashboard tabs are located in the upper left side of the Spitfire window.
If your Branding Bar (company logo area) is displayed, the Dashboard
tabs will be displayed just below the logo. When a Project Dashboard is
opened, a tab for the project will also be displayed.

ﬁ'r http://sfqal armonk.spitfiremanagement.com/sftraining/admin/whoami.aspx

= = GC-202is an
[er Training | example of a Project
Dashboard
i il Bkl W b el

Dashboard tabs

Dashboard Purpose

Home Groups your Inbox, Watchdog Alerts, and Projects
into one user-specific page. You can open a
Project Dashboard from the Project List, if you
have permission to do so.

Catalog Groups all the files scanned or uploaded into the
system and provides search capabilities on both
these files and Spitfire documents.

Contacts Groups Contacts and Companies in your system.

Plan Room Groups documents of selected Doc types. This
tab may be the only tab in the system for certain
users (such as contractors).

Executive Groups all project financials and gives access to
the Project Dashboards. You can also export the
information to Microsoft Excel.

Manage Groups management tasks, for example, creating
predefined routes and managing alert
subscriptions.

System Admin Groups administrative tasks, for example, defining
roles, creating catalog folder hierarchy, system
customization, etc. Few users have access to this

dashboard.
Project Groups all the data for one project. This tab
(e.g., GC-202) appears only after you open a Project Dashboard
from the Home Dashboard or Executive
Dashboard.

Note: if you do not have permission to access a particular dashboard, its
tab will not appear for you.
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Home
Dashboard

INBOX
Description DocNo Type |Project Due Status Company Priority
;: 32 Ton Chiller/Evaporator 327-0002 RFQ GC-003 10/2/2014, In Process Universal HVAC Specialities lad
PROJECT LIST =
Select Project Name Start Completion |Description Location Status | Schedule
g"gf‘;z“{‘]am Office Building 9/11/2014 9/3/2015 Kirkland, WA 98033 (map)
Morthwind Office Building 1000 Discovery Way
GC-500 10/15/2009 | 5/31/2010 Marysville, WA 98271 (map)
[ KC Store 120 Mew Canaan Avenue
“ GC-201 10/1/2007 gAsn/2o08 Norwalk, CT 06850 (map)
ald KC Store 120 New Canaan Avenue
“ GC-202 10/1/2007 5/30/2008 Norwalk, CT 06850 (map)
12
WATCHDOG\ALERTS =
o m Description Date Project Name Type
» m Warranties is overdue 6 /152014, Morthern Lights Office Bldg Doc Overdue
» m Daily Field Report is overdue 6 9/15/%0145 KC Store Doc Overdue
R il Bid Package is overdue @ [9/15/2814, KC Store Doc Overdue
» 0 B Commitment is overdue @ 91572014, KC Store Doc Overdue
Page Numbers — Bold
L indicates current page. S FTFIRE
Click on a number to A
move to that page.

Page 26

When you log in, the Home Dashboard appears. Depending on your
permission level, the Home Dashboard displays one to three parts:
Inbox, Project List and Watchdog Alerts.

Here you see only what you have permission to see. The Inbox contains
documents for you; the Project List contains your projects; and the
Watchdog Alerts are your alerts.

Click a tab to move to another dashboard.

Inbox

See the Focus on Routes
guide for more
information about routed
documents.

Overview Guide

Your Inbox lists Spitfire documents that have been newly created by you
or have been routed to you. These documents remain in your Inbox until
you change their route status and either send them on to another person
on the route, or just remove them from your Inbox.
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INBOX -

L ription DocNo |Type Project |[Due Status Company Priority
Ts ™ § Scanned Invoices 0001  |AP Scans - 9/16/2014 |Open Spitfire Construction il
[F additional electrical work required for utility 0001  |Proposed CO |GC-003 |9/26/20145  |Open Northern Lights |
Adjustments from 32 Ton Chiller/Evaporator 0001 Budget GC-005 In Process |Spitfire Construction ;
Adjustments from Electrical Work 0003 Budget GC-005 In Process |Spitfire Construction il
ﬁ Adjustments from Parking Lot Lights 0003 Budget GC-201 aApproved |Spitfire Construction ;
Adjustments from Paving and Asphalt 0002 Budget GC-005 In Process |Spitfire Construction ;
7 adventure Works 000004 000004 (PO GC-003 |9/20/2014, Open Spitfire Construction ;
AP Voucher: Able Electric 000964 |Wouchers GC-005 |9/15/20144 Able Electric ;
' AP Voucher: Able Electric 000834 (Vouchers GC-003 |10/8/2014, QOpen Able Electric Corp |

The color of the due dates indicate
2l indicates that the the following: red=past,

el :
Click ELF or *#% to open a document in your Inbox. brown=today, black=future

document has been routed to you as a CC (courtesy copy) only.

The Folder Icons

Note: a small number next to the folder icon indicates the number of
attached files on that document.

° F‘ Blue indicates that the document is closed or has no due
date.

. E' Red indicates that the document is overdue.

o 7 Yellow indicates that the document is due this week (through
the next Sunday).

. [F' Green indicates that the document is open and due in the
future.

The Priority Indicators

e ™ meansa priority of FYI (the lowest possible)
e [ meansa priority of Low

e I means a priority of Medium

s

e Ll means a priority of High

. :-’-"'T means a priority of Urgent (the highest possible)

Removing Documents from the Inbox

Since even users with minimal permission levels may have documents
routed to them, you will probably end up with documents in your Inbox.
You “remove” a document from your Inbox by opening it and responding
to its route.
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To remove a document from your Inbox:

1. Click ﬁ (of whatever color) next to the document you want to
remove from your Inbox. The document will open.

If necessary, click on the Route Detail tab:
DOCUMENT HEADER =HEr 4

Doc# 0001
PROJECT )

DESCRIPTION |Welcome!

To|Soni York 2 a

STATUS| A 6
DATE|09/16/2014 B pue [psn72014 i

Notes A

Welcome to the Spitfire Project Management =
System!
{You may wish fo click the small pencil in the top right corner of the edit box fo

‘zoom}) v
4 3

RESULT

\Added By ‘Remark
Attachments Route Detail
Seq|To Status Ins Rsp
| (1) =) 2
= endin v
2 /
W Tus Stace ) ConFrpenTiaL PRIORITY ILOW ﬂ

SATEIRE
‘ 3

3. Click ¥ on the row with your name. This icon will automatically
save the document, sending the document on to the next routee
(if any) and out of your Inbox.

Note: you may need to wait until the Dashboard refreshes to see
that the document is no longer in your Inbox.

4. Click g on top to close the document window.

To remove a CC’d document from your Inbox:

1. Click # next to the CC'd document you want to remove from
your Inbox. The document will open.

2. If necessary, click on the Route Detail tab.

3. Click 2 on the row with your name. The route status will change
to CC'd: Ack and the document will be saved and removed from
your Inbox.

Note: You may need to wait until the Dashboard refreshes to see
that the document is no longer in your Inbox.

4. Click g on top to close the document window.
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Watchdog Alerts

See the Focus on Alerts
and Compliance guide for
more information on
Alerts.

The first time you discard
an Alert, a confirmation
box will appear. If you
click OK, the confirmation
box will not appear for
subsequent Alerts that
you discard in the same
session.

Overview Guide

Description
Warranties is overdue

Daily Field Report is overdue
Bid Package is overdue

Page 29

Click to discard
all Alerts.

WATCHDOG ALERTS =
Project Name Type

i |9/16/2014,

@ |9/16/2014,
@) |9/16/2014,

Northern Lights Office Bldg Doc Overdue
KC Store Doc Overdue

KC Store Doc Overdue

KC Store Doc Overdue

Click to open the document
associated with the Alert.

Mouse over for
information.

]

Alerts provide information. When you have made note of the information
or taken action because of the message, you can discard the Alert.

To open and discard an Alert:

1. Click ™ nextto the Alert you want to open. Details of the Alert

will appear:
WATCHDOG ALERTS =
L] Description Date Project Name Type
1] .
Forward
PrROJECT GC-003 Northern Lights Office Bldg

DEscrIpTIONWarTanties is overdue

TEXT\Warranty 0001 (Warranties 0001) is overdue since Feb 9 2010 1:34PM. No approvals are pending, =/
but document remains open|

4 3

GeNeraTED|Tue, Sep 16 2014 14:50

(optional) Click E' (of whatever color) to open the document to
which this Alert corresponds.

(optional) Click & o return to grid view.

Click @ to discard the Alert from the Watchdog Alerts part. The
next time the Dashboard refreshes, the Alert will be removed.
Note: you can also discard the Alert directly from grid view
without opening it first.

To Forward an Alert:

e With the Alert in Detail view, click M
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PROJECT LIST A
Select Project Name Location Description Start Completion Status Schedule
by . | a ) _ This $274 million mixed use plaza will contain retail shopping, office
Northern Lights Plaza 84 Business Park Drive space, and food service establishments. REIT funding was completed | 13/90/2012 | 11/15/2013 |Concrete Work| On Schedule
GC-003 Armonk, NY 10504 (map) |and commercial leases are now comleted for 60% of available space
. " X " This set of existing buildings was renovated including seismic,
City Hall Renovation 121 N La Salle 5t mechanical, electrical and code up-grades including a new computer 4/10/2012 11/30/2012 Completi
. pletion On Schedule
GC-006 Chicago, IL 60602 (map) center building comu\eta with a new emergency power service. Our
PSS W ot btk o e Arice. mmern
. - Acme completed the build out of 32,000 5F of space containing
Fabrikam Manufacturing Facility| 3500 Lemp Avenue 20,000 SF of raised floor with technology in floor and full height 4/9/2012 2/25/2013 Buildout  |Ahead of Schedule
GC-005 St. Louis, MO 63118 (mag]|demountable partitions designed for 45 PSF. Full UPS and generator
= well as heatina and roolina of one 7one for every twn
. eted the approximately 608,403 5F three level,
Western Plaza 400 Pine Strect : Located between Disney's front gate | 57772012 1/15/2013 Awarded on schedule

C-004

:,& - NEW PROJECT |[F)

Seattle, WA 98101 (map)

venue and Disney’s newly
DRy Siriel

Click a photo to open the Project
Dashboard for that project. You can
also click on the Project Name.

Click on the map link to see the location in
Google Maps (on another window).

Project
Dashboard

Overview Guide

Note: The Project List includes only those projects to which you have
been granted user access. If a project is not included in the Project List
and you think it should be, contact the Project Manager or your System
Administrator. If you do not have access rights to any Project Dashboard,
then this part will not be assigned to you.

To open a Project Dashboard:

1. Go to either the Projects part on the Home Dashboard and click
the photo or Project Name

<
2

Project Name

City Hall Renowvation
GC-006

- Or-

(if you have access) Go to the Executive Dashboard and click i
P

ached results have been displayed

Project Name Contract

COo-061
City Power and Light

EN-003
A, Dataum Corporation

EN-004

$15,000

$405,250

>
e
>
b
b
>
e
>
b
b
>
2
>
2
b

The Project Dashboard brings together all the elements of the project:
Documents, Contacts, Linked Projects, Revenue and Expenses, Files,
Site Photos, and Site Conditions.
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If you have user access rights to multiple projects, you can open multiple
Project Dashboards and each Project Dashboard will have its own tab in
your Spitfire browser. The following picture displays tabs for three

projects:

Click [8] to close
the current Project
Dashboard.

[ = spitfire Dashbo:

@ http://sfqal.armonk.spitfiremanagement.com/sftraining/projectdetail. aspxfid=gc003

Andrew Carothers | Hen
GC-003 - Northern Lights Office Bldg Jun 1, 2007 - Jan 21, 2008
DOCUMENTS K COMMITMENT - 4 OPEN DOCUMENTS; 2 OVERDUE; 2 DUE THIS WEEK
[ I Amount |Description

$500.00 |More Electrical In Process |9/18/2014 9/17/2014

Project Options
Menu

Andrew Carothers | |

Jun 1, 2007 - Jan 31, 2008

The Project Options menu allows you & Refresh Page
to view the Project Address and open
the Project Setup document, among Cost Code Maintenance
other things. More information about @ Proiect Address
these options can found in the “Project @ ] -
Dashboard Options Menu” section of Project Location Map
the Focus on Doc Types and Project .‘_ﬂ Project Analysis
Workflow guide. AL Project Setup
Note: if you don’t have permissions for
all these options, your menu will E Change Item Register =
appear shorter.
PP Submittal ITem Register
|%&| Change Order Markup
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Project
Dashboard
Parts
The Project Dashboard can display up to 10 parts, depending on your
access level.
Documents

The Documents menu contains active Doc types. Doc types indicate the
type of Spitfire documents that you can create and open. When you click

® or a Doc type name in the menu, the corresponding Document part
changes to match your selection. Depending upon your access rights,
the Document part will display either all of the documents of that Doc
type on the project, or only those documents that have been created by
you or routed to you.
GC-003 - Northern Lights Office Bldg
Do B = >
Description Due Company

Bids for: 00002-2, Additional electrical work 10/8/2014, |Lightning Ventures, Inc.

Bids for: 00002-1, Additional work to meet 10/8/2014, |Lightning Ventures, Inc.

32 Ton Chiller/Evaporator 10/8/2014 Spitfire Construction

e More information about documents can be found in the Focus on
Document and Item Basics guide.

Document Menu Click = then =to show all Doc types.

Click | & to open the Project Setup
document for this project.

— O = Open
DUF_I_'_'_FENTS /£ This column displays the number of
Type &

Type 0 -~ Open documents for this Doc type
a for this project. For example, Bid
P | Bid 1 Package has 3 open documents.
> = |Bid Package 3
Click to get to the
Document part for that Doc P |Budget 1
type (as shown in the
following picture). b |CCO —_l2
Cert & Appr 4
= |Change Order 1 4 documents; 2 Overdue
b= |Commitment alz
\ Overdue
This column displays the number of
The color bars indicate the due status of the documents. Mouse over the ’ overdue documents for this Doc type
overdue column to see a larger color bar: for this project. For example, Cert &
Blue means the document is closed or has no due date. Appr has 2 overdue documents.
Red means the document is overdue.

means the document is due this week (through the next Sunday)
Green means the document is open and due more than a week in the future.
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Corresponding Document Part

Click E' to open a document.
Click | to create a new document.
Click == | to copy a document.

CERT & APPR - 2 OF 4 OPEN DOCUMENTS ACCESSIBLE; 2 OVERDUE =

Doc No  |Description Date Due Company Status Priority
1002 ABC Construction - Liability Ins Certificate 1/20f2010 |3f/3/2010 Spitfire Construction Open [

1001 CRL Corp - Liability Ins Certificate 1/20/2010 |3f/3/2010 Spitfire Construction Open i

— oo

For an explanation of the folder colors, see page l;or an explgn(?tion of
27. The number next to the icon indicates the the Priority indicators,

number of attached files on the document. see page 27.

Team Contacts

The Team Contacts part includes not only Spitfire users with access
rights to the project but also vendors, subcontractors, and/or customers
linked to the project.

Click = to open TEAM CONTACTS =

B 4 4 |Name Company Phone Role Contact's Project
an Optlons menu. =] @ Jack McSwag Spitfire Construction (914) 273-0809 Project Manager
Edit Able Electric Corp (555) 555-1212  |Subcontractor Base ABO101
Anacther Role Spitfire Construction (203) 952-6552 Superintendent

@& Open Detail

Project Manager
@ Edit Site Link

Hiriareal HUAR Grarialkbian fo14V 272 7982 Cuhrnntrarbar Bara aaaa

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

Linked Projects

The Linked Projects part appears only if there is at least one project
linked to the current project.

LINKED PROJECTS

It Project Project Title Status Start Finish

[ GC-101 KC Store Committed 10/1/2007 9/30/2008

e For more information about Linked Projects, see the technical
white paper Data and Equipment Projects.
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Key Performance
Indicators
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The Key Performance Indicators part provides summary information from

your Microsoft Dynamics SL Project Accounting data (if your site is
integrated) as well as from Project Contract, Commitment and Change
Order documents. Drill-down is available on any of the linked amounts.

Your cursor will change to a finger pointer when it passes over a link.

KEY PERFORMANCE INDICATORS

Contracts & Budgets AR Summary Project Cash Flo
Original Contract $750,000 Billed to Date 15,500
Posted CO +0 AGED AR Less Open AR 13,800
Current Contract ¢750,000 Under 30 <0 Less Retention $1,550
Unposted CO 0 30 - 60 Days £0 £130
Original Commitment 446,254 60 - 90 Days 50
Approved CCO 58,419 Over 90 13,800 AP Cost to D, £13,759
Current Commitment 454,773 TOTAL £13,800 Less Opel £5,350
Pending Commitment £1,200 on £325
Approved Pay Request 55,350 UNBILLED $316
Commitment Remaining 436,153 Under 30 50 ash Out 426,373
Original EAC 4575000 30 - 60 Days NET CASH FLOW (%$26,539)

Current EAC $575,000 60 - 90 Days
Actual + Committed Cost 474,800 Over 90
Current FAC $575,000

ash Conversion 452,196

TOTAL Cash Funding $13,443

Variance s0 . . NET CASH DEMAND  $38,753
Percent Spent 135 Click a link to

Eamed Value 452,346 drill-down to more

Under Billed 436,845 information.

Backlog $162,786

Where the data comes from

Original Contract

From the Project Setup document

Posted CO

Revenue value of the posted billable Change Orders

Current Contract

Contract value plus revenue value of approved Change Orders
(Original Contract + Posted CQ)

Unposted CO

Revenue value of the bhillable but not yet posted Change Orders

Original Commitment

Expense value of all the Commitments on the project

Approved CCO

Expense value of all the approved Commitment Change Orders

Current Commitment

Original Commitment expense plus the value of approved CCOs

Pending Commitment

Expense value of unapproved (Pending) CCOs + Pending Commitments

Approved Pay Request

Expense value of all approved Pay Requests (for
Subcontracts/Commitments)

Commitment Remaining

Future anticipated payment requests(see KBA-01492)

Original EAC

Posted expenses on the Initial Budget

Current EAC

Posted expenses on the current (revised) Budget

Actual + Committed Cost

Actual plus committed expenses on the Project (AP Vouchers,
Commitments, Labor, Labor Burden)

Current FAC

Posted expenses to the Forecast (Original Budget is posted to FAC from
Initial Budget entry only)

Variance

Calculated variance between current Budget expense and Forecast
expense

Percent Spent

Calculated actual plus committed amounts compared to total Budget
expenses

Earned Value

Calculated amount earned based on percent complete and
actual/committed compared to EAC

Under Billed

Calculated billed amounts compared to expenses

Backlog

Calculated margin minus earned income

Overview Guide
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Cost Analysis

Detail
Accouni EAC — |
EQ PARTS $0
_MTRL EXPEND $0
_SUB RTAX $150
_EQ RENTAL £5,125
_OTHER £8,750
_SUB $127,375
_LABOR $163,750
_MTRL PERM $241,500
REVENUE £700,000
Revenue $£700,000
Expense $546,650
Margin $153,350

Photo

PHOTO
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The Cost Analysis Detail part displays the up-to-date data from Microsoft
Dynamics SL Project Accounting and Microsoft Dynamics SL Financials
(if your site is integrated).

u.co =Sum
$0 $0
0 %0
$0 £150
0 $5,125
$0 $8,750
%0 $127,375
$0 $163,750
%0 $241,500
$0 $700,000
$0 $700,000
30 $546,650
$0 $153,350

Actual
$0
50
$0
50
$0
$0
$0
$0
50
%0
$0
%0

COST ANALYSIS DETAIL

Com Cost

%0

%0

$1,550

%0

%0

%0

$4,500
$26,500

%0

$32,550

Click on any header to sort the rows according to that column,
ascending or descending. The arrow indicates the direction of
the sort.

=A+C

$0

%0
$1,550
%0

$0

$0
$4,500
$26,500
%0

£32,550

Spent
nfa
nfa

FEkEEEFF
0.00 %
0.00 %
0.00 %
2.75 %

10.97 %

nfa
0%
5.95%

FAC
$0

0

$0

5,125
48,750
$138,625
$169,000
$253,500
§700,000
$700,000
$575,000
$125,000

Variance
$0
$0
£150
$0
$0
($11,250)
($5,250)
($12,000)
$0
$0
($28,350)
$28,350

Project Photos are the display of your project. Once photos are uploaded
or scanned into the system, they are stored. This archiving will supply

you with a pictorial history of the project.

—_ [
Click= then = to upload photos.
Click on the photo to see a larger view.

= % CurrentSitePhoto.jpg

--— -
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Remarks

The Remarks part displays a note about the project. A new remark will
override a previous remark on the Project Dashboard, but all remarks are
kept in the Remarks window.

Click | g to add

a new remark REMARKS

and ¢ to editan Expect delays today

existing remark. Click= then ["%] to add remarks

and see previous remarks.
Mote: refreshed P

= | B [
REMARKS BH=
o (Added By Remark
ﬁ 10,12,1200?.,2;?‘;5'::”5 Expect delays today
Everything on schedule /
v Andrew
% [L0/2/2007 5 rhers
SAITEIRE .
Conditions
Conditions are programmed to connect to www.weather.gov and display
the forecasted weather conditions for the project site address. (The site
address is taken from the Project Setup document for the project.) If your
connection to the Internet is interrupted, the Site Conditions information
will not display.
Click= then[2] to open the Site
Condition History log.
CONDITIONS =- N L
ri Mostly Cloudy [ site Condition History - 06850 = | B
2 52°F
wind @8 SITE CONDITION HISTORY

‘Repomn Mi[pe/032014  BH = [09/17/2014 B ‘

as observed at Campus Plains,

DEFAULT LOCATION: NORWALK, CT PROVIDER: WEATHER.GOV

ﬁ;;?lsitiﬂuﬂt\' ::ernrt' Y L/P |Reported |Conditions |Visibility | Temperature |FeelsLike |[DewPoint |Humidity |WindDirection |Wind |Barometer

Dewpoint  46° 9/11/2014, |Overcast 10 Mi 72 F° 72 66 F° 82 South 13 [30in

Humidity 80% 9/11/2014, |Overcast 10 Mi 77 F° 77 67 F° 71 Southw 15 [30in

Pressure  29.99 9/11/2014, |Mostly Cloudy (10 Mi 79 F° 79 69 F° 72 South 16 [30in

:jﬁ:: ':kia&‘:?; 9/11/2014, |Overcast 10Mi |80 F° 83 70 F° 71 Southw 8 30in

W % 9/12/2014, |Fair 10 Mi 58 F° 58 51 F° 78 Northw 4 30 in
9/12/2014, |Fair 10 Mi 63 F° 61 51 F° 65 North 14 [30in
9/12/2014, |Fair 10 Mi 71 F° 71 52 F° 51 North 8 30 in
9/12/2014, |Fair 10 Mi 74 F° 74 53 F° 48 West 6 30 in
9/13/2014, |Mostly Cloudy |10 Mi 57 F° 55 47 Fe 69 Northe 10 [30in
9/13/2014, |Partly Cloudy |10 Mi 57 Fo 54 47 Fe 69 Northe 12 [30in
9/13/2014, |Overcast 10 Mi 63 F° 62 52 F° 68 Northe 12 [30in
9/13/2014, |Overcast 10 Mi 67 F° 67 56 F° 68 East 12 [30in
9/13/2014, |Light Rain 10 Mi 67 F° 67 57 Fe 71 East 4 30 in
9/13/2014, |Light Rain 7 Mi 63 F° 63 60 F° 90 East 8 30 in
9/14/2014, |Fair 10 Mi 52 F° 50 46 F° 80 North 6 30 in

123
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Files
The Project Files area contains all the uploaded files (both scans and
electronic files) that are associated with this project. It is the same as the
Files list on the Catalog Dashboard when the Catalog is filtered for the
project.
FILES =
n E Cataloged |Ref Date Name Size |Contact Type
a 9/11/20144(9/11/20145 | |8 commitment- 16000 Electrical (GC201, #£0001).pdf [596KB Able Electric|Commitment
= Cresn. EastElev201.jpg 174KB Drawings
= Check O ls | EastElevation.pdf 152KB Drawings
Undo Check Out ™ ricalPlan.pdf 168KB Drawings
5 Get Latest Floor01.j 2B1KB Drawings
View File... Floor02.jpg 79KB Drawings
@ Lock File Floor03.jpg 203KB Drawings
] GC-201 Compliance Notification 000002.do A6KB Compliance Motification
Properties... ~_
U@ Attached To... GC-201 Compliance Notification 000003.doc \ Compliance Notification
Route this... GC-201 Compliance Notification 000004.doc 46KB \ ompliance Notification
il Delete from GC-201 Electrical Contract.docx 14KB ) a a
Catalog GC-201 Fixed Price 0001.doc 36KB Gl 07T G
an optlons menu.
ﬁ . MaterialsLegend201.jpg 145KB

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

Add Files Tool

You can add files to the Files list (and to sfPMS) through the Add Files
tool. The Add Files tool allows you to upload and scan files from various
software applications. You can access the Add Files tool from various
locations including the File list on the Project Dashboard:
FILES

9/11/20144

T N

7/28/2011, |HastElev201.jpg

Click g to browse

for a file on your
computer or network
and upload it.

~—|[ click
Bl

~__ scanone
page or

NaEEn nERIEEr
IS LSRR = (! to

N ) Ryl
U U~

=
&)

._?:frﬁ\-?%"
=Sl i U

scan
multiple
pages.

Click ﬂ to add your

scanned or uploaded
files to the Catalog (and
Files list). )

/ Drarken u] Lighten

Added file
The Add Files tool is available on the Catalog Dashboard also.
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Catalog
Dashboard

The Catalog Dashboard gives you quick access to all of the documents
and files in your Spitfire system.

Document — A document is a specific window created within sfPMS from
one of our Doc types. There are over 55 Doc types in the system, all of
which can be customized. Each Doc type has a specific purpose. Some
documents are linked to Microsoft Dynamics SL forms if your site is
integrated (e.g., Pay Requests, Pay Applications) and some never are
(e.g., Meeting Minutes, Drawings).

File — A file is any electronic file uploaded or scanned into sfPMS, such
as Microsoft Word documents, CAD files, and scanned AP invoices. A

file can also be an uploaded Web URL or email. A file can be attached
to a Spitfire document or uploaded directly to the Catalog.

Both documents and files can be attachments on a Spitfire document.

Catalog
Dashboard Part

The Catalog Dashboard opens with a simple filter: documents, files or
both.

"= Spitfire Dashboard

@ http://sfqal.armenk.spitfiremanagement.com/sftraining/dcmodules/libview.aspx

| [JINCLUDE DOCUMENTS [JINCLUDE FILES |

L SAiTFIRE

s
Select a type from the drop-
down to include a specific

el S R R After you make your initial selection by clicking on one or both

criteria. . o .
checkboxes, additional search criteria are displayed:
Enter a text
SEARCH string to
W] INCLUDE DOC Ul " INCLUDE FILES include in
TYPE ag SUBTYPE hd
X [ ™ . your search
REFERENCE s~ RESPONSIBLE s~ criteria.
COMPANY ~ CONTACT ~
DocC # SOURCE #
DATE i1[09/16/2013 =[09/172014  EH DUE CI[en72014  ==[9/17/2014
REF DATE Cljar7i2014 [9/17/2014 L] INCLUDE CLOSED
STATUS W
Has ATTRIBUTE Has FILES Either| v
PROJECT ID e MaAX ITEMS 200
PER PAGE 24
[T PREVIEW FILE NAME [ 7
TEXT [ /_I \ﬁ Search | []AUTO REFRESH

Include a date range in
your search criteria.
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Once your criteria are entered, click _S.,E""Lh‘. The results that match
your search criteria will be displayed below your search criteria, for
example:

hange Requests

File list with user-
defined folder tree

More information about
documents can be found
in the Focus on
Document and Item
Basics guide; more
information about files
can be found in the
Focus on Files,
Attachments and the

Catalog Dashboard
guide.

Overview Guide

SEARCH e
W] INCLUDE DOCUMENTS M| INCLUDE FILES
TYPE | Drawings v SUBTYPE l—ﬂ
REFERENCE 2 REspoNSIBLE | A&
COMPANY 2 CONTACT 2
Doc # r SOURCE # r—
DATE Mfoorter2013 B =[oo72014  ER DUE O[an7i2014  ==[9/17/2014
REF DATE [ar172014 =*9/17/2014 L1INCLUDE CLOSED
STATUS v
Has ATTRIBUTE | V] Has FILES Either| V]
PROJECT ID 2 MAX ITEMS [200 Document
PER PAGE [24 / list
[ PREVIEW FILE NAME [
TEXT [ Search | M AuTo REFRESH/
Date & | Title Type ‘| DocNo Project Project Name Source Contact Status
i m 9/17/2014 Electrical Drawing Log Drawings 0001 GC-500 Northwind Office Building
jhm 9/17/2014 Electrical Drawing Log Drawings 0001 GC-201 KC Store In Process
-: m 9/12/2014 Drawing Architectural Drawings 0001 GC-101 KC Store Published
m s E Cataloged | Ref Date Name Size Project |Project Name Source Contact Type L
e 21K @ E  |eraarz0145 9/22/20105 P Cross Section B.pdf 145KB (GC-101  |KC Store Drawings
;d:i::;; ) a 9/11/20144 3/12/20104 © officePlan201.dwf 38KB GC-101 KC Store Drawings

The documents that match your search will be displayed in the upper
section. Files that match your search appear in the file section below.
This section contains a hierarchical tree in the left column. This folder
tree can be site-defined.

Library of Files

Any file that is linked to a project or Spitfire document can be accessed
from the Project Dashboard or from the Spitfire document. The Catalog
Dashboard offers an overview or library of all of your files and may
contain files not associated with a specific project, but relevant to your
company (budget templates, procedural documents, etc.).

Files in the Catalog

Every file in your catalog is searchable. Using the full-text search
functionality built into sSfPMS, you can quickly find any and all documents
that contain particular phrases, such as “window leakage” or “Grand
Insurance Building”.

Files in the Catalog can be deleted (if you have permission to do so),
checked in or out, locked, and viewed. Furthermore, security and
permissions apply in the Catalog just as they do on the User and Project
Dashboards. For example, if a user cannot access Project GC-123, then
that user cannot access files linked to Project GC-123 in the Catalog.
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Contacts
Dashboard

The Contacts Dashboard gives you quick access to all Contacts in your
Spitfire system.

i Spitfire Dashboard (i e |

(3‘? http://sfqal .armonk.spitfiremanagement.com/sftraining/admin/users.aspx =- 4 -
=1 | B
i e’ "Catalog” " Contacts™ "Plan'| " Executive’ "Manage |~ System Ad ' GC-201"
CONTACT LIST =
a:.-TECmtacts NAME EMAIL
Companies
7 PHONE/FAX LOCATION
CoMPANY MEMBERS OF #
. ¥l SPITFIRE USERS ONLY ] CUSTOMERS ONLY
' [J EMPLOYEES ONLY [JVENDORS ONLY
\ / [J PUBLIC ONLY [ COMPANIES ONLY
A ACTIVE Active V|
4] Name Company Email Fax Ext ID
> Jack McSwag = |Spitfire Construction support@spitfireconstruction ) {659%31) 452-
ason Sunderson = |Able Electric Corp jsunderson@spitfiremanagement.com B ABO1
| ) Sund 5525152) 555
[ 3 Chris Demao = |Spitfire Construction support@spitfireconstruction.com ésgl;&’l) L
Lo P |william Flint = | Spitfire Construction wilint@spitfireconstruction.com
Views

Corresponding list Filters

Contacts View

The Contacts view allows you to find all or a subset of Contacts in your
system and, if you have permission to do so, to add and edit the
Contacts. Contacts include Spitfire users who can log in to sfPMS as well
as vendors, subcontractors, customers, etc. who are or will be

Click | & to add a new

Contact and ™ to view or
edit details of an existing

Contact. referenced in your projects. Contacts view shows .~ . on the left side

(as seen in the picture above).

Name Company Email Phone Fax Type Ext ID

Jack McSwag = |Spitfire Construction support@spitfireconstruction.com é%j[‘):) 25y Eg%?i) 2y Employee|IONT
[ 3 Jason Sunderson = |Able Electric Corp jsunderson@spitfiremanagement.com 5-525152) 555- ;525152) 555 Vendor |[ABO1
9 Chris Demo = |Spitfire Construction support@spitfireconstruction.com ‘(525[;3;_) <k 259%3;) L Employee|DEMO

(757) 555-

“u Uﬁs'u'. E'ﬁuo“udi‘oowbvvv\ f@‘b%ﬁvvvvwvvw
e For more information about Contacts or Company Contacts, see
the Focus on Contacts guide.

The Companies view is a pre-filtered list of just your Company Contacts.

Click | & to add a new Other filters allow you to find specific companies quickly. You can also
Company and P 10 view ) ) . :

or edit details of an add and edit Company details here. Company view shows __| | on the
existing Company. left side.

Phone Fax Type
Northwind Computers = ((555) 555-1212 (555) 555-1212 Customer
The Phone Company - Kent (555) 555-1212 (555) 555-1212 Customer

Trey Processing (555) 555-1212 (555) 555-1212 Customer
Margie's Travel = [(555) 555-1212 (555) 555-1212 Customer
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Plan Room

The Plan Room gives public or private users access to certain
documents and any files attached to those documents.

@? http://sfqal .armonk.spitfiremanagement.com/sfdemo/planroom.aspx =~ g -
=1 I I

PROJECTS A

Site Photo Project Name Location Description Start Completion Status | Schedule

(map)

o —————— ) AVAILABLE DOCUMENTS A

Date ‘% |Due Title Type DocMNo |Project * |Project Name Status
ﬂ;—d 9/2/2014 [12/3/2014, |Drawings Electrical Drawings 0002 |GC-003 Northern Lights Plaza |Published
[l a 9/8/2014 |10/9/2014 |Trane CGACD104 100 Ton 460V Chiller |Vendor Bid Pkg 0327 |GC-003 Morthern Lights Plaza |Accepting Bids
W a 9/17/2014 [9/18/2014, |16000 Electrical - Addendum Vendor Bid Pkg Addendum (0001 |GC-003 Northern Lights Plaza |Published
B, a 9/8/2014 |10/9/2014, |16000 Electrical Vendor Bid Pkg 0329 |GC-003 Northern Lights Plaza |Accepting Bids
W a 9/17/2014 |9/17/2014, |Drawings Architectural Drawings 0003 GC-003 Morthern Lights Plaza |Published
ﬂ- a 9/8/2014 |10/9/2014, |Drywall & Finishes Vendor Bid Pkg 0328 GC-003 Morthern Lights Plaza |Accepting Bids

e For more information, see the Setup for Spitfire’s Plan Room
technical white paper.

Executive
Dashboard

The Executive Dashboard is designed to give your company’s executives
an overview of the company’s projects. The Executive Dashboard
includes a number of filters.

Click == to export your data to a
Microsoft Excel spreadsheet.

= Spitfire Dashboard

(_zfﬁ htp://sfqal.armonk.spitfiremanagement.com/sftraining/executiveinfo.aspx

PROJECTS

p CUSTOMER e
PROJECTMGR [ & ¥ STATUS ™
DIvVISION 1D 2 START Cfer7r2014 =+ 9/1712014
FINISH Oanteoia = PER PAGE 24 TIME LIMIT 1
Submit | (] AUTO REFRESH

icach y‘ﬁ(ﬁpma

=Y Project Name Contract EAC Est Profit | Curr Commits | Com + Act FAC Earned Val | BTD | 0/U Billed | Appr Pay Req | % Spent | Net Cash Flow | Net Cash Demand
B | ane Light $15,000 $2,000(  $13,000 $0| $5,790 50| $15000| $3300)  $11,700 s0| 290% ($5,290) $14,500
4 Srg;!z:gnnn:tﬂﬂul $200,000 $153,345 $46,655 $0| $0| $153,345 $0 3$0 $0 $0 0% $0 $0
p :NAZIDB::m Carporation $405,250 $152,300 $252,950 $0 $5,125 $152,300 $13,637 50 $13,637 %0 3% ($5,125) $13,637
@ EN-004 $37,500 $20,625 $16,875 $0 $3,800 $0 $6,909 $5,075 $1,834 $0 18 % ($3,800) $6,909
GA $10,000 $0‘ 32,753| $0| $a,349‘ 55,253‘ sz,oss‘ $0| 56 °/..| (sz,?aa)w%

Click id to open a Project Dashboard for that project.
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Note: columns are affected by customization. Your site might not
include all of the following columns (read left to right)

Project Name

Contract (Amount)

U.CO (Unapproved Change Orders)

EAC (Estimate At Completion)

Com + Act (Committed + | Orig Commits (Original | CCO Curr Commits (Current
Actuals) Commitments) Commitments)

Appr Pay Req (Approved | % Spent FAC (Forecast at Completion) BTD (Billed To Date)
Pay Requests)

O/U (Over/Under)Billed Revenue Budget Earned Val (Value) Est (Estiimate) Profit
Backlog Net Cash Flow Cash Conversion Cash Funding

Net Cash Demand

Not shown above but also

available:

PM Name Status Project ID Last Forecast (Date)
Orig (Original) Contract Posted CO Act (Actuals) Last Action (Date)
e For more information, see The Executive Dashboard and EDB
Report Tool technical white paper.
Man age
Dashboard

= Spitfire Dashboard

The Manage Dashboard is displayed only if you have been given access
permission to it.

@ http://sfqal .armonk.spitfiremana

gement.com/sftraining/admin/cumanager.aspx

|| Home " "Catalog | "Contacts Plan Roo ..-i'vI.II-.‘E'!!E‘I-* -

¥ ROUTE LIST

P Routes

——

DocC TYPE

I j\/

P Allocations

P Alert Subscriptions
P Compliance Types
P CSI Maintenance

P Date Types

P Programs

P Reference

P Region Maintenance
P Templates

P Code Maintenance
P system Information

0 cache adorsep 18 07:20

Route Name
AP Voucher

AP Voucher Over $5000

AutoAcceptRoute
Budget

Change Orders
Checklist

Active

AX S A4

Corresponding part

Tool list

Overview Guide

UseCount

S M = B P M

Filters
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Parts on the
Manage
Dashboard

System Admin
Dashboard
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The Manage Dashboard displays two parts. The Tools part on the left
controls which part is displayed in the right column. For example, in the
picture above, Routes is selected in the Tools part and the Routes List
part appears in the right part.

For more information about | See the guide

Routes Focus on the Manage Dashboard
Allocations

Alert Subscriptions
CSI Maintenance
Programs
Reference

Region Maintenance

Templates

Code Maintenance Focus on System Administration
Compliance Types
Date Types

System Information

The System Admin Dashboard is displayed only if you have been given
access permission to it.

Overview Guide

#B% | hitp:ffsfqa armonk.spitfiremanagement.com/sftraining/admin/cusysm.aspx =. 8-
=N 1 1
|1 e s et e o e s AL LI
— ROLE LIST H=
¥ Roles ‘ ROLE LIKE TYPE Primary -
P Event Subscriptions
4] Role Name Description Conditions Cn_dltlolns Active |Member Count
P Catalog Folders Optiona
» Report Folders > Accounting Accounting v ' 2
—_———————— P Architect Architect v v 3
» Account Categories >/ Cataloger Catologer s v .
P Alert Types > i v
» Company Divisions / Compliance Admin Internal Compliance Admin Internal x ]
i P/ T |compliance Admin Vendor Compliance Admin Vendor x v 0

» Compliance Types
» CSI Maintenance L] Concrete Sub Concrete Sub X s o
P Date Types > Consultant Consultant v V 2
: Doc Types » ;T |contact Admin Contact Admin X v a

REfeIEnce ;M |Drywal sub Drywall Sub 7 v 0
P Templates b )
» Workflow Scripts / Electrical Sub Electrical Sub Project v v 0
_— e f m Engineering Consultant Engineering Consultant Doc Type v v 0
P Code Maintenance . I Everyone Everyone eforencal |V v 22
P Customization
P Mask Maintenance Web applications and browsers cache data; therefore, some
BN changes will not be evident until cached data has expired.
P System Information
ﬁa:-a as of Sep 16 6652
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Parts on the
System Admin
Dashboard
Similar to the Manage Dashboard, the Tools part in the left column
controls which part is displayed in the right column. For example, in the

picture above, Roles is selected in the Tools part and the Role List
appears in the right part.

A few of the System Admin tools appear also on the Manage Dashboard.

For more information about | See the guide

CSI Maintenance Focus on the Manage Dashboard
Reference
Templates
Roles Focus on System Administration
Catalog Folders
Report Folders
Account Categories
Alert Types
Company Divisions
Compliance Types
Date Types

Doc Types

Code Maintenance
Customization
Mask Maintenance
Rules Maintenance
System Information
Workflow Scripts ATC Scripts and Automatic Workflow TWP
Event Subscriptions The Developer's Primer
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Column Options

Description
ﬁ Initial Budget
Adjustments from Paving and Asphalt

ﬁ Adjustments from Parking Lot Lights

Home
Dashboard

Inbox

Overview Guide
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Many of the columns that you find on the dashboards allow you to sort
and filter. Columns that have these options display = when you mouse

over the column header, for example:

INBOX

ocNo |Type
0001 Budget GC-010
o002 Budget GC-005
0003 Budget GC-201

é Project éDue

Options on the drop-down menu:

é Status Company
Approved Spitfire Construction

In Process |Spitfire Construction

Approved Spitfire Construction

Priority
&
G
&

e Sort by this column will sort the current column alphabetically
or numerically. Once a column is sorted, the option to Toggle
Sort appears on the drop-down menu if you want to sort in the

opposite direction.

e Clear this filter will clear the filter currently applied to the

column, if any.

o Clear all filters will clear all filters currently applied to the part, if

any.

o % will filter the column by what you enter or select in the filter

field.

In addition, toggle options on the drop-down menu vary depending on

the dashboard and part.

Sort by this column

| B

Sort by this column

Clear this filter
Clear all filters

1%
.

Clear this filter
Clear all filters

Unviewed Only

Lo

Unviewed Only

F|X| | T

% |

e Unviewed Only displays only documents that have not yet been

viewed.
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Project List

Whether a project
appears as hidden or not
by default is set on the
Contact's Detail window,
on the Connections tab.
For more information,
see the Focus on
Contacts guide.

Catalog
Dashboard

Document List

File List

Overview Guide
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le sort by this column lo sort by this column
% Clear this filter % Clear this filter

o Clear all filters o Clear all filters

X Show Hidden ' Show Hidden

® | L% |

e Show Hidden includes projects that have been designated as
“hidden” in the list, and also displays the Show column so you

can hide and unhide projects.

Note: this toggle option also appears on the Plan Room Projects list.

Sort by this column

Sort by this column

Clear this filter
Clear all filters

Clear this filter
Clear all filters

Include Closed

| %#FE | F

Include Closed

F X E T

[

b [

¢ Include Closed includes documents that have a closed status
(and are now read-only) in the list.

Note: this toggle option also appear on the Plan Room Documents list.

l¢ Toggle sort l® Toggle Sort

% Clear this filter % Clear this filter

o Clear all filters o Clear all filters

X Preview v Preview

X  Show Note Column v Show Note Column
% | % |

e Preview displays thumbnail pictures for files if available.

e Show Note Column displays the Note column in the File list.
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Contact
Dashboard
¢ sort by this column le  sort by this column
% Clear this filter % Clear this filter
& Clear all filters o Clear all filters
X Customers Only X Customers Only
X Employees Only X Employees Only
X Spitfire Users Only v spitfire Users Only
X Vendors Only v vendors Only
% | % |
e Customers/Employees/Spitfire Users/Vendors Only displays
only the selected group of Contacts.
Note: Spitfire Users Only can be selected at the same time as
one of the other toggle options.
Executive
Dashboard

% Clear this filter
&  Clear all filters

Clear this filter
Clear all filters

€ Column Information Column Information

X Include Child Projects
X show Inactive
X  Amtin 1000s
X sShow Planned Show Planned

® | I

e Include Child Projects includes child projects in the project list.

Include Child Projects
Show Inactive
Amt in 1000s

L&KL | Q| unF

=

e Show Inactive includes inactive projects in the project list.

e Amtin 1000s shows the numbers as thousands, e.g. 4 instead
of 4000.

e Show Planned includes projects with a status of In Process in
the project list.
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Types of Fields

Lookup

Autocomplete

Freeform

Text

Numeric

Drop-Downs

Overview Guide
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There are various types of fields that allow user input throughout the
system.

| ”

Lookup fields require information from a specific lookup list. You can
either click the icon to open the corresponding lookup list or, if you know
that the name you want is on the list, you can type it directly and
specifically in the field. (See also page 50.)

The lookup fields include autocomplete. Once you type three characters
(ID or namettitle/description) in the field, the system will attempt to
provide a drop-down with some valid choices that match those three
characters. Typing more characters refines the list. You can select from
that drop-down list using the keyboard (Up and Down arrow keys and
Enter key). (See also KBA-01538.)

CUSTOMER bl £
Proseware Corporation
Proseware Replicators
Trey Processing

DESCRIPTION |

Text fields allow you to type any text in them.

UNITS | 1.000

RATE |

AMOUNT |

Numeric fields accept only numbers.

CONTRACT TYPE|[[ il
Cost Plus Fee
Fixed Price

Guaranteed Maximum
Time & Material

Drop-downs provide a list of possible choices for that field.
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Dates

DATE |U1I29I2{]13ﬂ DUE IO1I3{]:’2{]13ﬁ

Date fields allow you to type or select a date. (See also page 52.)

Checkboxes

| OWNER DIRECT [+ |

Checkboxes are toggles between a checkmark (for Yes or On) and a
blank (for No or Off).

Notes

INSTRUCTIONS/SCOPE

)

SUBMIT TO

CHANGES v

Note fields allow for direct entry and will retain text formatting entered
through the text editor (see page 52). Text formatting is transferred to
template output.
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Icons

Lookup &
Pick &

Show More &:
Show Less B

Lookup Dialog
Active Contacts

LTALL FILTERS

USER NAME |

|
! Pick |UserName

(3]

A. Datum Corpdgation

Aaron Grant

Able Electric

Accounting

Active Electric

Adventure Works

Adventure Works Architecture
Adventure Works Asbestos Remov
Adventure Works, LLC

Alan Steiner

All Over Construction

Alpine House Movers

Alpine Ski House

Alpine Ski House Builders
Alpine Ski House Builders

B B R EBRERERRERRIEIERIEIR

American Windows

Overview Guide

Page 50

A quick summary chart of all icons appears on page 54. However, some
icons, used throughout sfPMS, require a more detailed explanation.

Many fields require you to enter information. Often, you are only allowed
to enter information that exists on a predetermined list. You can easily

recognize these fields because the £ icon appears next to the field, for

example:

APPROVED By

When you click f a list appears, for example:

To display additional filters, click the checkbox. ]

To select a
choice, click

_Click @' to show more cqlumns of
information. Once the list is expanded
e e — you can click [ to show less
[ information.
Vendor ABO1 —P ¥ ALL FILTERS
Vendor BUO2 USER NAME [
Vendor TITLE |
Customer | C020 EMAIL |
Vendor VEO2 igg::z; I
R |
STATE |
Vendor SI01 Z1p |
Vendor ON TEAM _ll
Vendor AMO1 PRIMARY _ll
Customer | C025 SOURCE ¥
Customer | C030 COMMON ID [
Vendor V020
Vendor

S RITFIRE

Clickon<or
> to scroll

back and forth
in the list.
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Multi-Select '«

In various places in sfPMS, the |# icon opens a multi-select lookup
window for Vendors, Contacts or Items. Filters allow you to find the
Vendors/Contacts/ltems that you want. You can then choose to click |
to select all on the list or click individual checkboxes. Once your

Vendors/Contacts/Items have been selected, click i
Lookup Dialog x
Uncheck the All Filters
checkbox to hide most ¥ ALL FILTERS
of the filters. J USER NAME |
TITLE |
EMAIL |
COMPANY |
ADDRESS |
CITY
= e |
ZIp |
ON TEAM I~
PRIMARY [v|
SOURCE v
Filters vary —/ | CoMMON ID |
depending on
the lookup. !E )
0 UserName Source External ID &:
[l |A. Datum Corporation C Co10
[ |Aaron Grant -
[] | Able Electric v ABO1
[1 |Accounting v BUOZ
[1 |Active Electric v
[1 |Adventure Works C C020
. [1 |Adventure Works Architecture v VEO2
glilcckk DE téouiesleel((:e tC?I;jk [1 |Adventure Works Asbestos Remov v DAO1
click ¥ to sort. [1 |Adventure Works, LLC v URO1
[1 |Alan Steiner v SI01
[1 [aAll Over Construction v
[1 |Alpine House Movers v AMO1
[1 |Alpine Ski House C C025
[1 |Alpine Ski House Builders C C030
[1 |Alpine Ski House Builders v V20
[1 |American Windows v
< =
S AITFIRE
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Text Editor /

Many of the text fields in sfPMS (especially description and note fields)
have the capacity to hold an unlimited amount of text. Since display of
these text fields on the screen is limited, a pop-up text editor is used to
display and edit the entire text entry. These text boxes are identified by
the # icon next to them, for example:

SCOPE fj
\d

When you click on f the Text Editor window appears, for example:

Edit

B B 7 U= § R 9 = =
AL 0030 = <= 2 ¥ & # B vmab:

|Fonl w |Si2‘B -~ |Fon‘naﬂi'|g L |Style w |

1
I
il
]
n¥
]
k1
mi
11
111

(\g

This text editor allows you to format your text in many ways. For example,

- You can resize the text

+ You can use color
- You can include bulleted lists|

and

1. You can include numbered lists
2. Like this one

When you save, this formatted text appears in the document field.

/

/

SCOPE - . / /
This text editor allows you to formaf your text in many ways. For -
example,

- You can resize the text
= You can use color
= You can include bulleted lists

Lookup Date
E, =

Date fields allow you to either enter a date manually (in formats such as
8/21/09 or Aug 21 2009) or look up the date in a calendar. Date fields

have the B4 (=) icon next to them, for example,

DATE | ] | =

_Or-

When you click B, a calendar appears, for example:
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eb

Change the month
through the drop- Su Mo
down list. 26/ 27
3
10
16 17
23| 24

v||2014
Change the year
Tu We Th Fr Sa through the drop-
down list.
28 29 30 31 1
4 3 & 7 Click on a day to
11 12 | 13 14| 15 enter that date into
the date field
18 19 20 21 22
25| 26| 27| 28 1
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Icon Quick
Reference
Note: you cannot click on an icon if it appears grayed out.
Icon Used to Notes
3@ Add/Create New :i)svsd throughout sfPMS to add or create a new document or
P +I Multi-select Opéns a window with filters and choices from which you can

select one or more.

Create new Project Setup (Project)

Change Project ID

Appears on the Project Setup Options menu, if you have
proper permission.

Open the Project Setup

Opens the Project Setup document for the project.

Uncommit Project Setup/contract value

Appears on the Project Setup Options menu.

Delete Project Removes an empty project from sfPMS. Found on the
o= : ) -
Project Setup’s Option menu.
L% i__ﬁgg Add a Site Photo through the Add Files Appears on the Photo part of the Project Dashboard.
— tool
; Display subject line and email address Displays the information needed for anyone to send an
ore email that will get attached automatically to the current
document.
Ei Open a PDF file Opens the file in either edit or read-only view depending on
— permissions.
z % Open the Document Alerts window Appears on the Document's drop-down Options menu.
&

Run allocation engine

Adds allocations to Change Order’s Budget Entries.

Append route

Adds more routees to the current route.

Add role or capability

Used to select Roles or Capabilities for a person.

Attach an existing file or document to a
document

Allows you to attach a catalogued file or document through
the Doc Attach tool.

Attach multiple files/documents

Allows you to attach multiple files and documents to a
document through the Doc Attach tool.

Create and attach a Microsoft Word or
Excel file from an Attachment template

Appears on the Attachment tab only if an “Attachment”
template exists for the Doc type.

Attach an issue to the document or
Link a project to another project or
Attach an Invitation to Bid to a Bid
Package

On most documents, allows you to attach an Issue. Also
used to attach a Project Setup document to another thereby
linking the two related projects. On the Bid Package, allows
you to attach a corresponding Invitation to Bid document.

Attach Drawing Log files to the document

Opens the Doc Attach tool with a list of Drawings
documents.

Attach file from the document to another
document

Appears in the Doc Attach tool after you use the =& icon.

Open the Add Files tool

Used to add a scanned or uploaded file to the Catalog
(project or document).
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List related documents Appears on some documents’ option menus (e.g. RFI, CCO,
Commitment, Pay Request).

Open/view submittal register Appears on the Project Options menu.

View project address Displays the address for a project; found on the Project

Options menu.

Open Competitive Bid Response Analysis | Opens the CoBRA report for the project.

Open the Change Item Register Appears on the Project Options menu.

Accept changes or

Turn an option on

w X Cancel changes or
Turn on option off
cﬂ Indicate unknown compliance status Appears when information for compliance has not yet been
L entered.
= Check In file “Returns a checked-out file for use by others.
=
= Check Out file Allows you to check out a file for exclusive use and revision.
=
= Cancel checkout / Unlock file
ILEI [iul Lock file Prevents further revisions to the file.
' Open file options menu when the file is
o] & checked out
a & Open file options menu, indicating that Indicates that a file is checked in. When clicked, it displays
the file is checked in the File Options menu.
C E Clear Clipboard
A A Hide a part or details Collapses the part or Detail view, returning to Grid view.
v v Show a part Expands a part.
> h Show details (Item Detail view) Displays details of the item or document type.
P Add remarks
4] l:}
— View existing remarks
m Show Companies view Appears on the Contact Dashboard.
= A= Show Contacts view Appears on the Contact Dashboard.
=, 5= Copy line item or
= Add new role to team contact
ED Copy all line items Appears on the Incl/Excl tab.
=N Cancel the copy
| Sy IO
B Copy document, Doc type
=
&) Copy folder
s
N A Delete folder
s L
5 Add a new folder Appears on the Files part and also the Items tab.
£y
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Paste folder

Rename a folder

Appears on the Files part and also the Items tab.

Copy the percentage to all rows

Appears on the Pay Request Items tab.

Indicate that Item is selected to be copied

Cut item or file to move to another folder
or
Merge Contact info “from”

Indicate that the “cut” file or item is ready
to be pasted into a folder

Paste item(s), file,

‘F\_F;.t;n
Jl"

Open Document Exclusivity menu

Appears on documents and displays a drop-down of
document exclusivity options.

—
—

w5 @, Keep document exclusive until released Appears on the Document Exclusivity menu.

B EI" Release document exclusivity Appears on the Document Exclusivity menu.

i, Keep document exclusive until routed Appears on the Document Exclusivity menu.

= E'-} Keep document exclusive for 24 hours Appears on the Document Exclusivity menu.

@ IQ%” Remove a role’s global attribute Appears on the Contact Detail's Member Of tab.

@ % Make a project-specific role, global Appears on the Contact Detail's Member Of tab.

= = Open an Options menu Displays a drop-down menu of possible actions/options.

Open Budget Entries window

Appears on the Item detail of Change Orders and Proposed
COs.

&
| &~

q

Move a file to a lower position in
assembled output

Appears on a document's Attachment tab to indicate Seq.

Move a file to a higher position in

Appears on a document's Attachment tab to indicate Seq.

a s
assembled output
i View content that has been routed Allows you to view or save a zip file with the output from a
%2 ﬂLﬂ document as it was routed to someone.
H ;’éi Preview content to be routed Allows you to view or save a zip file with the output from a
document as it will be routed to someone.
= "
— Download files
=L
i e Edit or Allows you to view and edit information. Also, opens the File
5 iooog Open the File Properties window Properties from the File Options menu.
e
# Edit document number Appears only if doc number editing is allowed on the Doc
type.
7 Edit file Appears only if you have permission to edit the file.
i i
Edit/Change Password Appears on the Account tab of your Settings and if you are

required to change your password.

Open BFA, PD or SOV workbook or
Download Microsoft Excel Template or
Edit or open Microsoft Excel file

Indicates that the BFA, PD or SOV workbook has data.
Also used to download a template at the Templates tool and
to open a Microsoft Word file.
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Open empty BFA, PD or SOV workbook

Used to open a BFA (Budget, Forecast and Analysis), PD
(Period Distribution) or SOV (Schedule of Values)
workbook. Once the Microsoft Excel workbook is saved, the
icon will change from this to the one shown below.

Log out

Logs you out of sfPMS.

Export files

Exports files to your computer or CD.

Get version of file

Allows you to copy the current or a prior version of the file to
the location of your choice.

% % Show filters Opens search criteria fields and check boxes.
& ‘_Tﬂ-’ Clear all filters for the part Appears on column drop-down menus.
% % Clear the current filter Appears on column drop-down menus

Close filters

Hides (closes) the search criteria fields and checkboxes.

Get vendors from Invitation to Bids

Appears on the RFQ tab of Bid Packages.

Indicate who added a route row

Appears on the Routee Options menu.

Approve file version

Approves file in File Properties.

Revoke file approval

Revokes approval of file in File Properties.

Open file in read-only view

Refresh data from accounting package

Open contact record for person/company

Signify Role

Indicates that what follows is a Role; found on the Manage |
Routes tool.

Opens the Help window

Appears on the Name/Site drop-down Options menu.

= ok Open sfCHEST Opens the Spitfire Change History Exploration and Search
B 8 Tool.
= % Open calendar Used to enter date fields.
B @ Upload template Appears after a new row is entered and saved in the
Templates tool and is used to upload the actual template.
= = Build route Appears on the Route Options menu.
P i

Reset route

Appears on the Route Options menu.

Show pop-up information

Displays information when you mouse over the icon.

Show pop-up folder information

Displays information when you mouse over the icon.

@T Copy doc type GUID to clipboard EJGSS |l\lél)i(l:rosoft clipboard paste function to paste contents
’ *‘. Look up a name for the field Displays possible choices depending on the field.

== 4 Send email from team contacts list Appears on the Team Contact Options menu.

(T Create Competitive Bid (Bid Package) or | Appears on Budget Entries in Change Order documents.
20 0@ RFQ

B :E:;» Open RFQ Appears on Budget Entries in Change Order documents.
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View project location

Shows the project location on a map.

Indicate that the document in created in
an integrated accounting system

Is an indicator only; clicking on it does nothing.

Merge contact record to

Appears after a Contact record has been selected to “merge

from”.
p P d Open Microsoft Project file Opeqs the file in either edit for read-only view depending on
: permissions
J‘

Opens the User Preferences tabs

Appears on the Name/Site drop-down options menu.

& E Open Project Dashboard Appears on the Executive Dashboard.
= = Add a new Item by copying an existing Appears on the Item Options menu.
Item on the document
i (Pl View next item Appears as a shortcut in Item Detail View.

View previous item

Appears as a shortcut in Item Detail View.

Open a closed document or one with no
(or no known) due date

Open a document with a future due date

Open a document with an overdue due
date

Open a document with a due date this
week (through Sunday)

Open document that has been CC'd to
you

Appears in your Inbox to designate a document that has a
route status of CC.

Acknowledge CC’d document

Appears on the Route Detail for CC'd documents only.

-:ﬂ o
@ List Change Order markups Appears on the Project Options menu.
0 Open Outlook file
Bt |
= % Maximize a dashboard part Appears on the Part Options menu.
—= Show a particular partial view of the part | Appears on the Part Options menu.

Pick or
Get All or Existing items

Used in lookup windows to select a choice. Also used to
copy items from one document to another.

Pick or create SOV line

Appears on the Item detail of Change Orders.

Open the Text Editor window for editing

Offers bullets and numbered lists formatting options.

Open the Text window for viewing

Post expenses for a Change Order

Appears on the Change Order document.

Indicate that expenses have been posted

Appears after E has been clicked.

Post revenue for a Change Order

Appears on Change Order documents.

Indicate that revenue has been posted

Appears after [ has been clicked.

Indicate an Urgent priority for a document

Indicate a High priority for a document
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Indicate a Medium priority for a document

il
- Indicate a Low priority for a document
.-I - . - .
- F Indicate an FYI priority for a document
1‘.“ Recycle the IIS Application Appears on the System Information page.
o
el

Indicate that Item is not yet in a Submittal,
Submittal Package

Appears in the Items tab of Submittals, Submittal Packages
and the Submittal Register.

Indicate that Item is in a Closed or
Approved Submittal, Submittal Package

Appears in the Items tab of Submittals, Submittal Packages
and the Submittal Register.

Indicate that Item is in a Pending
Submittal, Submittal Package

Appears in the Items tab of Submittals, Submittal Packages
and the Submittal Register.

via email and show a preview of the email
that will be sent

& f@ Recalculate / refresh the screen

T rx'l-gl? Send all RFQs on their route Used on a Bid Package or Change Order (though the

g Budget Entries) to send all RFQs to Seq 2 of the route.
¢ o de Accept route (respond) and send Appears on Route Detail for non-CC'd documents.

i B document on

5 [ = Renumber ltems Appears on the Items Options menu.

~ -E_ Preview report Used to open certain reports and logs.

& : 5% Reset to default

- E Indicate that the document will be routed | Appears next to a routee’s name in the Route Detail if

applicable.

Indicate that the document will be routed
via fax

Appears next to a routee’s name in the Route Detail if
applicable.

Indicate that the document will be routed
via hard copy

Appears next to a routee’s name in the Route Detail if
applicable.

@, e Change Route Via Used to change how a document will be routed
L (email/fax/hard copy).
e Create automatic workflow Used when a document is routed to “Spitfire” for automatic
A A workflow.
=, =0 Edit existing workflow and to indicate that
2 K8 workflow exists

Save

Saves all changes to document, file or sfPMS.

Save the document, which happens to be
held exclusively by you

Indicates that you have exclusive rights to the document.

Indicate that you cannot save the
document

Appears when someone else has exclusive rights to the
document.

Save the document, which is currently
exclusive to you

Indicates that you have exclusive rights until you close the
document window.

Saves and closes the window

Appears on the Text Editor window.

Send Contact info to integrated
accounting system

Found on the Contact Dashboard, Company view at
integrated sites.
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Indicate when a document was routed

Appears on the Routee Options menu.

Toggle between arrows and numbers to
indicate sequence or

Sort column/toggle sort direction

Appears on a document's Attachment tab in the Seq
column.

Appears on a column drop-down menu

Open integrated accounting application

Associate a website with a Contact

Appears on the Team Contact Options menu.

- !1_-"' Open/view an image file

E=3 Show less Shows less information in lookup windows.

B Show more Shows more information in lookup windows.
", =) Mark the document as “un-read” Appears on the Routee Options menu; displays the

0 8 document in bold text in the Inbox
e ?3 View Audit trail / changes Links to history of changes.
‘o
@ = Route a Transmittal printout Used to both route a printout from a Transmittal template
and also mark the document route on the transmittal report.

m ‘ET Delete or remove Deleting generally requires a save to truly delete.

) Show/Hide folder tree Toggles between showing and hiding the folder tree.

o & Toggle entry: contacts / freeform or Allows only lookup entries / allows any text entries. Also,
v il Indicate Name is individual indicates that what follows is the name of an individual.
0 U @ See where afile is attached See what documents have a certain file attached to it.

7]
7 Show/Hide item numbers Toggles between showing and hiding Item numbers.

2 u\ Create indicated document Appears on a Document Options menu.

Y

a A1 Indicate an invalid entry
|E| Open the Cost Code Maintenance widow
] View the weather conditions history log Appears on the Conditions Options menu.
@ W Download a template in Microsoft Word or | Used to download a template at the Templates tool and to

Edit or open Microsoft Word file

open a Microsoft Word file.

View the current version of the Microsoft
Word file

Appears on the File Version tab of a file's Properties.

View an older version of the Microsoft
Word file

The red indicates that the file is not the latest approved
version.

Close Dashboard

wNL XML

Download BFA Budget Import map

Used to download a BFA Budget Import map in the
Templates tool.
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and to display release numbers and dates

o Clear Budget Removes data from a project’s budget so a new Initial
o Ge Budget can be created. Found on the Project Setup'’s
Option menu.
v Make active
[ Make not active
* Indicate a required field
! Indicate an invalid entry
Indicate sort direction: Ascending /
Descending.
=) Indicate that a new update is available Appears on the System Information page when a new

update is available.
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