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Spitfire Item
Templates (for
Via Excel)

This technical white paper is designed for Spitfire Project
Management System users. In this paper, you will learn how to
create Spitfire Iltem Templates in Microsoft Excel. Spitfire Item
Templates are needed in order to use the Via Excel option
when adding or editing document Items.
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This technical white paper describes the creation of Spitfire Item
Templates in Microsoft Excel. Spitfire Item Templates are needed in
order to use the Via Excel option when adding or editing document
Items. You are encouraged to review this entire white paper prior to
beginning a practical exercise.

This technical white paper assumes you have a basic understanding of
sfPMS in general and document Items in specific. If not, please read the
Overview Guide and the Focus on Document and Item Basics guide first.

All documentation referred to within this technical white paper can be
found on the Spitfire 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

S0V Billing

System Administration

» Refresh Guide List
» White Papers

¥ Spitfire Online
* SpitfireManagement.com
* Blogs

* Client Resources (Newsletters and More!)
* Video Training Library

Powored
ESFiTEIRE

Note: This technical white paper also assumes you can open and use
Microsoft Excel. Anyone without a basic understanding of Microsoft
Excel should take the time to learn that application before attempting to
create a Spitfire Item Template.

Note: Except for some updated pictures, this documentation is the same
as that for V4.4.
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Concepts

Most Spitfire documents include Items. You can choose to add Iltems to

documents manually through the Add New icon (D). However, you
might prefer to add or edit information from a Microsoft Excel
spreadsheet instead. You can copy Items from any Microsoft Excel
spreadsheet to your Spitfire document through the Via Excel option
found on the Item Options menu. Spitfire Item Templates facilitate this
process by making the information on Microsoft Excel appear as you
want it. You can also use templates when exporting item information
from the Spitfire Project Management System (sfPMS) to a Microsoft

r Microsoft Excel file Excel spreadsheet for output purposes.
3
&9~ |¥  Commitment ltems Electricaldsx - Microsoft Excel (=] O -
“ Home | Insert | Page La | Formuli | Data | Review View Develof | Acrobal | & e o @ R
G12 - Ie v
A 8 c p [ e |[F[ &
1 Description Cost Code AccountCat Units UOM Rate As
2 General Electrical Work 16000 _LABOR 10 HR 225
3 |Service Panel 16050 _MTRL PERM 2EA 1000
4 Feeder Conduitand Wire 16050 _MTRL PERM 1EA 2000
5 Reversible Sconces 16050 _MTRL PERM 25 EA 200
6 Wall Washer Sconces 16050 MTRLPERM S0EA 125 Data copied to
7 Plugs 16050 _MTRL PERM 50 EA a7 Spnf”re Item
8 Clamp-on multimeter 16050 _MTRL PERM 1EA 250
pofl iftimers = Template to create
9 Ground fault circuit interrupter tester 16050 _MTRL PERM 1EA 13 o R
10 GFCI 16050 MTRLPERM 25 EA 10 Spitfire Item File.
11 Specialty Pliers 16050 _MTRL PERM 1Ea A5 .
12 Black electrical tape 16050 MTRLPERM | (| = 9 - |= | ttemsfrom Commitment 0002 (6C202) s - Microsoft Excel =
H 4+ v | Sheetl . ‘Sheet2 ~'Sheet3 /¥J 4] I
— Home  Insert  Page Layout Formulas Data Review  View  Developer  Acrobat o @ =2 =
Ready | P | | [E=6|C - 1003 (=) m
. = E30 - & v
A B E D E F G H ;
1 Item Number Description Cost Code Account Category Units UOM Rate Expense Amount %
2 General Electrical Work 16000 _LABOR 10 HR 225 2250
3 Service Panel 16050 _MTRL PERM 2EA 1000 2000
4 Feeder Conduit and Wire 16050 _MTRL PERM 1EA 2000 2000
5 Reversible Sconces 16050 _MTRL PERM 25 EA 200 5000
6 Wall Washer Sconces 16050 _MTRL PERM 50 EA 125 6250
7 Plugs 16050 _MTRL PERM 50 EA a7 2350
8 Clamp-on multimeter 16050 _MTRL PERM 1EA 250 250
9 Ground fault circuit interrupter tester 16050 _MTRL PERM 1EA 13 13
10 GFCI 16050 _MTRL PERM 25 EA 10 250
11 Specialty Pliers 16050 _MTRL PERM 1EA 45 45
P VR R BT a v
] Commitment-In Process T T SEA u : Ssm'
£l [ r
Commitment 0002 o EEm 100% = y] )
DOCUMENT HEADER =[=] A

Doc#|0002
PROJECT|GC-202 KC Store

DESCRIPTION|Commitment 0002

VENDOR|Margie and Sons £

COMMITMENT TYPE| Subcontract v
CONTRACT TYPE| Cost Plus Fee hd TERMsIl% 10 Days, Net 30 Days v

PAY STATUS 1 compliance issue
APPROVED BY| ES

StaTUs|In Process | v 6
Date [12/02/2014 B2 Due [12/03/2012 B APPROVED =]

o

Details Scope Addr Payees Dates Items Incl/Excl Compliance A Data added to
r | Spitfire document.

= 5 |[ttem |Cost Code |category Description uoM Quantity Rate Original

16000~ ) .
| 2 m poor 27 5 |[_aBor Jo [General Blectrical Work f [Hours[~» ]| [ 10.00| [ z25.00 2250.00
» m 0002 1Isusol . /2@ || MTRLPERM | 4o |Service Panel f [Each [~ ]| | 2.00| [ 1000.00 || 2000.00

Electrical Materials -

oooz (116930 & Lo MTRL PERM + |Feeder Conduit and Wire Each | v 1.00 | [ 2000.00 2000.00

> Electrical Materials - 6
» m o004 Ellsaso—l , 2 o |[_MTRLPERM 4 [Reversible Sronces f' [Each [v]| [ 2s.00| [ z00.00 5000.00

lectrical Materials =

- )

» m ooos :IBUEOI - 208  [_MIRL PERM J. |wall Washer Sconces /' lEach [v || s0.00| | 125.00| 6250.00

lectrical Materi £
» (i |ocos [269% 4 o | wwieeam 40 |plugs f [Each 21| [ 000 | [ 4700 2350.00

Electrical Materials £

12
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The number and exact configuration of Spitfire Item Templates
(colloquially called “Via Excel templates”) for each of your desired Doc
types depend on how you (or your users) will use these templates.

If you want to add data from a Microsoft Excel file to a Spitfire
document (as shown in the picture on the previous page), and/or
to enter Items for a Spitfire document by typing them directly in a
Microsoft Excel file, you will need to create a basic Spitfire Item
Template for that Doc type. Spitfire Iltem Templates contain a
ToSpitfire sheet. No special columns are required in the Spitfire
Item Template, unless you want greater functionality as
explained below.

Note: instructions on page 9 explain how to create a Spitfire Item

Template.

If you want your Spitfire Item Template to include columns with
formulas, you will need to either add one or more To_Formulan
columns to your template or name an existing column

To Formulan (as described on page 22).

If you want the template to indicate which static Item rows should
be added (and which rows should not be added) to a document,
you will need to include a To_RowFlag column in your Spitfire
Item Template (as described on page 26).

Note: you cannot have a To_RowFlag column in a template that
will be used to edit Items.

If you want to use Microsoft Excel to delete existing Spitfire
document Items, you will need to include a To_DeleteFlag
column in the Spitfire Item Template (as described on page 30).

Note: The To_RowFlag column (used when adding Items) and
the To_DeleteFlag column (used when editing Items) cannot be
included in the same template. You will need to create two
separate Spitfire Item Templates if you want to use both of these
columns.

In general, you can create any number of Spitfire ltem Templates for
each desired Doc type as long as you give each template a distinct
filename. Also, it is easier to create one basic template file for each Doc
type and then modify that file (and Save As) if you need to create other
similar templates for the same Doc type.

You should consider carefully how each template will be used
before creating that template.

If you will want to copy data from an existing Microsoft Excel file,
make a note of the order of the columns in your existing file.

Spitfire Project Management System V4.5



Field Names

Spitfire Item Templates

Page 7

Before you create a Spitfire ltem Template for a Doc type, you need to
determine which columns you will want (and in what order) in the
template. Note: If you will be copying data from an existing Microsoft
Excel spreadsheet, you will want to order your template columns to
correspond with the column order on your spreadsheet.

Each field in a Doc type has a corresponding column in the default
worksheet used to create your Spitfire Item Template. For example, the
Description field in a Spitfire document has a fieldname of
Docltem_Description.

=| PunchlList-
HVAC Punch List
DOCUMENT HEADER =0 A
Doc#[0004 —
PROJECT|GC-003 Morthern Lights Office Bldg /_ Docltem_Descrlptlon

DESCRIPTION|HVAC Punch List

sTaTUs| v @
DATE|12/02/2014 = Due [1212012014

i

Items A
m = . |Item [ |Description Status
=
: Folder 1 First ltem Description| Vd
A !
m IOpen e
(i)
o
RESPONSIBLE [CNris Demo i oa
DUE|12/22/2015 = COMPLETED! =

This corresponds to the column named Docltem_Description on the
worksheet. Because the column is found on the ToSpitfire worksheet, it
has a prefix of To_:

(a =, R ems frol unch
]

Home Insert Page Layout Formulas Data Review View Developer g
'
&\E cut Arial -l ~[A 2| = =[] |[SiwrapText 4
53 Copy - 7 :
Pa'ste F Format Painter ‘B L U - (|3 - é -||||&= = Z=||:£ ££|| =3 Merge & Center ':
Clipboacd Li ~ Font IF] Alignment 'T$
(\ To_Docltem_Description )" - J= | Description M
A B C D E @
4
$
Doc Item Account Draw
1 Number  Proj Entity Category Description Nuni
2 41 01000 First ltem Description ’

Generally, the name of the column is the name of the field in the
document with a To__ prefix.

As preparation, you should write down the names of all the fields that
you want in your Spitfire Iltem Template and the order in which you want
them to appear.

Spitfire Project Management System V4.5
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You can find the names of the fields on common Doc types starting on
page 46. These fieldnames are also those used in bookmarks (on
bookmark templates) and what appear in the Customization tool, if you
are more familiar with such means of determining fieldnames.

As mentioned, those fieldnames form the basis of the column names;
just add the To_ prefix in front of them.

Let’s say that you want to create a Spitfire Item Template for PunchList
documents. Based on the fields on your document’s Item tab and your
research in this white paper, you determine the names of the columns
that you need in your template and also decide that you want them in the
following order:

= Punchlist- Open =RREn X
Inspection Items
DOCUMENT HEADER =0 4
Doc#(0003
PROJECT|GC-003 Northern Lights Offics Bldg

DESCRIPTION |In5pection ltems

STaTUS|Open | v| 6
DATE[11/14/2014 = Due [12/16/2014 =]

Items A
m E Item ' |Description gslztus
1st Hmr' Sprinkler Control 7]
2nd Floor A
+ Basement m
‘.. Roof [open ]
il
a
RESPONSIBLE [Universal HVAC Specialities oa
DUE[12/2212015 = compLeTED =]
On Spitfire Fieldname Column Name in Template
Document
Item Docltem_DocltemNumber To_Docltem_DocltemNumber
Description Docltem_Description To_Docltem_Description
Status Docltem_ltemStatus To_Docltem_ItemStatus
Responsible Docltem_ResponsibleParty_dv | To_Docltem_ResponsibleParty_dv
Due Docltem_Due To_Docltem_Due
Completed Docltem_Completed To_Docltem_Completed

Spitfire Project Management System V4.5
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Basic Spitfire Item Template

Creating the
Template

Tutorial

Spitfire Item Templates

After planning, you are ready to create the Spitfire Item Template for
your Doc type (PunchList in our example).

1. Create a new document of the desired Doc type. This document

is needed only to create the Spitfire Item Template. You can
close, ignore, use or delete the document afterward.

(optional) At the Items tab, click | & to add a new Item. While the
data doesn’t matter—and no data is actually required—you
should fill in all fields that you want to include in your template in
order to make identifying the columns on the template easier,
and for later testing.

A
E ‘[tem |Des:ription ‘Slatus
Item Description /
A
ﬁ]' IDpen v
4]
RESPONSIBLE [Aaron Grant 2a
Dueft1/04/2014 = coweieren[11/07/2014 =

IMPORTANT: you should not add more than one Item to your
document.

Click H to save your document.

At the Items tab, click = to open the Item Options menu then
select 1] via Excel.

Items

@ |[tE m Descriptio

M Mext Item

M/ Previous Item

New Items:
Like this

&~
ﬂ;'_ Clear Clipboard

B e e

The Document Items via Microsoft Excel dialog box will
appear.

Spitfire Project Management System V4.5
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5. Make sure the Edit them radio button is selected and keep (or
choose) Default Template in the Using Template field: i
| Document Items via Microsoft Exc [ s

PunchList 0005 (GC003)
This document containts 1 items
"How do you want to work with the items in this document?

' Editthem (" Addnew ¢ Exportthem ¢ Update them from a Spitfire Item file

Using Template: Defauh Temlate ;I |
Spitfire ltem File: IC:\Users\Soni\Documents\ltems from PunchList 0005 (GC003) xdsx |
[¥ Open Excel [ Close Document

Edit |

Note: unless you have a good reason to change it, you should
leave the Spitfire Item File name as it appears. This temporary
file will be used by Spitfire.

6. Click . The default Spitfire Item Template will

open.

7. Modify the template to suit the Doc type as described in the next
section.

Modifying the

Default
Template
The default Spitfire ltem Template contains many possible columns of
information because it is the starting point for all Doc types:

in i rom PunchList 0005 (GC003).x TS W=k
B Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat @ - =

Al - | ¥

A B C D E F G H J

1 Doc ltem Number  Proj Entity  Account Category  Description Drawing Number  ltem Quantity Quantity Expense Amount
2 0005-001 ltem Description 0 0 $0.00
3
4 m
5 =
]
7
8
9
10
1
12
13
14
4 4 » M| ToSpitfire <73 4 | |
Ready = | E ] = — T

If you entered an Item on your document, you'll notice that data in some
of the columns, in row 2.

Spitfire Item Templates Spitfire Project Management System V4.5
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In order to end up with a template that more closely matches your Doc
type, you'll need to modify this default template. You will need to do the
following:

e Change the order of the columns

e Re-label and reformat some columns
e Hide unused (labeled) columns

e Delete empty columns

e Delete the row that contains data

e Set the current cell for future users

e “Save As” the spreadsheet thus creating a separate Spitfire Item
Template meant just for your desired Doc type. You should save
the Spitfire Item Template as an .xIsx file (Microsoft Excel 2007
or 2010).
Note: while the instructions to save are given after other
instructions, you can choose to save at any point. Just be sure
to Save As the first time and then Save when you have finished
modifying the worksheet.

Changing the
Order of Columns

The columns that appear when you first open the default template are
probably not in the order you want them, for example:

& | B | C | D | E | F |#
‘
£

Doc kem Accoumnt
Number  Proj Entity Categury Description

2 0oo04-001 First itern de

N N N N N N N N N N N NN o N N N N N T Y N N N W N

You will need to put the columns in your desired order, as described in
the following tutorial.

Tutorial 1. Determine which column (name) should be positioned in the first

column (location) in the template, for example,
To_Docltem_DocltemNumber.

2. Find the column you want and click on the header to select it. (If
the column is not easily visible and obvious, use the Go To
option described in step 7.)

While these instructions To_Docltem_DocltemNumber = fe | Docltem I§
explain how to cut and - 5 C

insert columns, you could
also just delete columns
A and B (since they are 1
blank) if you don't need
them and just want to
move Doc Item Number
to column A.

Doc ltem MNumber
0005-001

Proj Entity  Account
01000

Spitfire Item Templates Spitfire Project Management System V4.5
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Xand Ctrl + V to cut and
paste columns.
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3. Click on the header of the column (the letter C) then right-click to
open a menu and select Cut.

C1 - A Doc ltern Murnber
A | B
& Cut P
] o)
53 Copy
Doc i
1 Nurnl 2 Paste
% aon4- Paste Special...
N Insert
A
5 Delete
7 Clear Contents
g 3
ER S Eormat Cells, .,
10 Column width. ..
11
EF Hide
13 Unhide
JA‘MAAAMA&AAA&AA L o e o

\

4. Scroll over to the first column of the spreadsheet. It should be

blank.

BN PR

[ o T3
[} ]
[} ]
iy ]
\ Doc ltem |
\ Number | Proj Entity
‘no04-001 |
i |
[} ]
] ]
[} ]
]
AAAAAAALAAAAAAAAAAAAAA

5. Right-click on the column header (A) to open a drop-down menu

and select Paste (or =l ).

da Cut
=3 Copy
1 |\_ﬂ Paste
2 4
— Paste Special, ..
4 Insert Cut Cells
&
3 Delete
% Clear Contents
9 ﬁ" Format Cells. ..
% Calumn Width. ..
12 Hide
% Unhide
ot T i i B e, e, e e e i, e e

The column header and any data will appear in Column A.
Columns B and C should be blank now.

To_Docltern_...

-

A& Doc ltem Numb

B | o | &
Doc ltem
1 Number Proj
2 |0004-001

»i e e R T T e

Spitfire Project Management System V4.5
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6. Repeat steps 2-5 for your next column;
To_Docltem_Description. Paste To_Docltem_Description in
Column B. Column C should still be blank.

7. Select Go To... from the Find & Select option on the Home
ribbon:

Microsoft Excel

Home Insert Page Layout

Data Review View Developer Add-Ins Acrobat 'Q) -2 X

To_Docltem_Description

A

1 |Doc ltem Number
2 |0005-001

3
4

Make sure that you select
the column you want with
the To_ prefix. You will
need to scroll past the
From_ prefix choices.

Whenever you want to
place a column where a
labeled column already
exists, use the Insert Cut
Cells option and NOT the
Paste option. Insert Cut
Cells will push the
existing columns to the
right.

Spitfire Item Templates

Description
Item Description

- ?ﬁ Conditional Formatting ~ j‘ﬂInsert = E - W ﬁ‘
» || [iEE Format as Table ~ =% Delete ~ E' ‘
I (55} Cell Styles ~ [ Format + || 2+ pirers leerects
Alignment F} Mumber = Styles Cells Editin 4 | Find...
f;r| Description 2. Replace..
D E F G H =  GoTo.
Go To Special...
Proj Entity  Account Category Drawing Number  tem Quantity Qu Formulas
0 Comments

8. Inthe box that appears, scroll down and select the next column
that you want— To_Docltem_ItemStatus in our example.

Go To A @Iﬂ

Go to:

To_Docltem_ItemSource
To Docltern ItemStatus
To_Docltem_ItemSubtype
To_Docltem_ItemType
To_Docltem_LastStatusBy
To_DocItem_LinkedDockey
To_Docltem_LinkedItemkey
To_Docltem_Manufacturer
To_Docltem_MixDesign

To_Docltem_OriginalEstimate
Reference:
To_Docltem_ItemStatus

| specal... |

9. Click . The column will be highlighted and selected.

10. Cut and paste this column into Column C. Your spreadsheet
should now look like the following:

To_Docltem_ltemStatus - Je | Item Status
A B C D
=
1 |Doc ltem Number  Description [tem Status [Proj Entity Account
2 0005-001 [tem Description O
3

11. Using the Go To option, find your next column—
To_Docltem_ResponsibleParty_dv—and cut it.

12. Place the cursor on the column where you want to position the
Responsible Party column (in this case, column D), then right-
click and select Insert Cut Cells.

Spitfire Project Management System V4.5
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|| T . 5 o

Clipboard Font Fl Alignment — e A8 %y
D1 -( ﬁ|proiEBI§£'&'é".‘63£3*‘
A B c o F E
& | Cut

1 |Doc ltem Number  Description ltem Status |Proj E| = Copy
2 0005-001 ltem Description O [ FPaste
3
4
5 Insert Cut Cells
6 Delete
7 Clear Contents

13. Using the Go To feature if necessary, find your next column—
To_Docltem_Due—cut it, then insert cut cells in Column E.

14. Repeat the process for To_Docltem_Completed. Your
spreadsheet should look like the following:

Iterms from Punchlist 0005 (GC003) xlsx - Microsoft Excel

Home Insert Page Layout Farmulas Data Review View Developer Add-Ins Acrobat

Arial <l - |A‘ | I_ %l ; General < _?g_g'|ConditionaI Formatting ~ ;,'*-C'Insert'
= ==~ | % - % | BGEromatasTable - = Delete ~

[ A o
| & l||[e= iE|| @ (Erag [} Cell Styles ~ {2 Format ~

Paste 'B I U -
- 7 =

Clipboard M Font IFi Alignment IFi Number = Styles Cells

To_Dacltem_Completed I | Completed
A D

Proj Entity  Acc

1 |Doc ltem Number  Description [tem Status Responsible Party  Due

2 0005-001 ltem Description O Aaron Grant 14-Aug-10
3

4
5

Relabeling and
Reformatting

Columns
You will probably want to change some of the headings on your columns.
Tutorial 1. Double-click in cell A1, which currently says Doc Item Number.
2. Change the heading text, if you want. For example, delete the

text Doc to end up with just tem Number.

Al vg
A ¢
|tem
1 Number
\2;* lloﬂi'ﬂgja\af\

3. (optional) Depending on how long your Iltem Numbers are, you
can choose to resize the width of the column, as described in the

next step.
4. Description is a good heading so you might not need to change

the text. However, the column is probably too narrow. Position
your cursor at the edge of Column B and click so that it changes

to look as shown:

Spitfire Project Management System V4.5
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To Docltern ... | = f=Description

A

Data that is stored as a

code in sfPMS must be ltem

: 1 Number [Description
S ™ ot [
efample enterin.g “open” Either double-click to make the column just wide enough for the
as the Status—instead of text that it contains or hold down the mouse key and drag the
O—will not yield results. edge of the column to the desired width.

5. Since the Item Status column will hold only a short code, you
can delete the text Item and make that column narrower.

You can leave the headings Responsible Party, Due and Completed
as is; however, you may want to widen the Responsible Party column.
Your spreadsheet should look like the following:

A B C D E F
1 [ttem Number Description Status Responsible Party Due Completed F%
2 0005-001 ltem Description 0 Aaron Grant 14-Aug-10  16-Aug-10

3

You can also change the format of the cells in a column.

1. Right-click on column E and select Format Cells.

A B c D E
Cut
1 |ltem Number Description Status Responsible Party Due |53 Copy
2 |0005-001 ltem Description o] Aaron Grant 14-4 [ Paste
3 ]
Paste Special...
4
[ Insert
6 Delete
g Clear Contents
q fr Format Cells...
H 4 » M| ToSpitfire %] ] | M

2. Onthe Format Cells dialog box (Number tab), select Date then
14-Mar-01 (or whatever you want instead).

Mumber | alignment Font Border | Patterns | Protection
Category: Sample
General D
Murnber
Currency Type:
CrE— | [
. *Wednesday, March 14, 2001
Time 314
Percentage 3/14/01
Fraction 031401
Scientific 14-Mar
et ST
Special
CEstom Locale {location):
English {United States) L

Date Formats display date and time serial numbers as date values, Except for
items that have an asterisk (*), applied formats do not switch date orders
with the operating system,

[ Ok ][ Cancel ]

3. Click . The data in your Due column will be

reformatted.

Spitfire Item Templates Spitfire Project Management System V4.5



Hiding and
Deleting Columns

Tutorial

You must hide columns
with headers if you don't
want them to appear in
your template. If you
delete them, they will
“come back” when the
template is next opened.
Hidden columns stay
hidden.

Spitfire Item Templates
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4. Do the same thing for the Completed column.
Note: you can also format numeric fields in the same

manner.

Once you have changed the columns for your template, you should
remove from view the other columns on the worksheet. Those other
columns will not be visible in the Spitfire Item template for this particular
Doc type. Columns with headers need to be hidden; empty columns

need to be deleted.

1. Click and drag to select columns G and H (which are columns
with headers) then right-click and select Hide. The columns will

be hidden.
E F G H 1 1 K

& Cut

1 |Due Completed |Proj Entity  Account Catego =3 Copy

2 08/14/10 08/16/10 |2 Paste

3 .

Paste Special...

4

5 Insert

(i Delete

g Clear Contents

g9 j‘ Format Cells...

10 Column Width...

" Hide

12

13 Unhide

2. The next column, Column I, is totally empty so can be deleted.
Right-click on the column and select Delete from the drop-down

menu.
E F | J K

d | Cut

1 |Due Completed =3 Copy

2 08/14/10 08/16/10 [ Paste

i Paste Special...

[ Insert

6 Delete

g Clear Contents

g | Format Cells...

10 Column Width..,

11 '

19 Hide

13 Unhide

3. Continue the process, moving from column to column to the
right, hiding columns with headings and deleting columns that
are empty. You can stop when all columns with headings have

been hidden.

When you are finished, your spreadsheet should look like the

following:

Spitfire Project Management System V4.5
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Aac™ 3
toal - -
Home l Insert Page Layout Farmulas Data Review View Developer Add-Ins Acrobat @ - =7 X
|§ General - | [F3 conditional Formatting ~ | S=Insert - | X - H [ﬁ
|' | $ - % | {3% Format as Table ~ 5 Delete ~ || [g]~
. Sort & Find &
= A I | 5 cestytes - I £ Format - | 27 Filter~ Select~
Clipboard ™ | Alignment G| MNumber &) Styles Cells Editing
T1 ~Q I | Item Subtype ¥
A | B [ € | D | E | F
1 |ltem Mumber Description Status Responsible Party Due Completed
2 0005-001 ltem Description 0 Aaron Grant 08/14/10 08/16/10
3 =
4
5
]
7
8
9
10
1
M 4 » M| ToSpitfire <%0 i i
Ready | 2 | Average: 5050.185124  Count 146  Sum: 80802.96198 ||EH /[0 [ e 0
Unhiding Columns
To unhide columns in Microsoft Excel 2007 and 2010,
1. Start at the Home ribbon. Highlight the area/columns that
surround the hidden column(s) you want.
2. Select the Format option.
Select Hide & Unhide from the menu.
4. Select Unhide Columns.
'.-1:9 Ho-c- &4 - Book! - Microsaft Excel |
= Insert  Pagelayout  Formulas  Data  Review  View  Developer  Adddns (7
__Aj : ‘ it Hn AW ][] EvepTer Geners) - !ié B B :“J'II 3“ ;:::s““' %T q

P.»te-u
= jBIH'

Cliphoard = Fant

|- A-| [ % 3|3 8 Smerseacentsr- |[§ - % 2| 3 | Condtionsl Format

Formatting = a: Table = Shyfes =

Cell Insert Delete

I Alignment s Mumbar ] Shyles Celly _&.
Bl bl ™ Je s[ | RowHeight..
d | A B E F G H | [} p] K L L} 1] o P AutoFit Row Height

B 5l T4 Column Width.,
2 AutoFit Column Width
3 Default Width...
a
5 | | visibility
£ Hide Rows 3 Hide & Unhide
T Hide Solumns Organize Sheels
g | Hide Zheet Rename Sheet
7| Unhide R Move or Copy Sheet...
e -4 Unhide Cojumns Tab Color
u g
12 1 Prot
13 &y Protect Sheet.,
el Al veek cen

Spitfire Item Templates

All hidden columns in that area will reappear.

Sort & Fin
Filter = Sel

.

S5
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Deleting Rows

Since you are creating a template, you now need to remove any data
that is in your spreadsheet.

Tutorial 1. Highlight Row 2.

2. Right-click then select Delete from the pop-up menu:

Arial  + |10 - NS %oy FL C D E E

B I =
[Fone nna
& | Cut

53 Copy
|3 Paste

Paste Special...

A
oo Status Responsible Party Due Completed
= = 0] Aaron Grant 05/14/10 05/16/10

Insert
Delete

Clear Contents

SRS ISwlen [ ~l|on|wm| £ 8 —

4 _'2? Eormat Cells...
Row Height...
14 Hide

Ii Unhide

Average: 7695855332 Count: 42 Sum: 161612962

Unhiding and
Hiding the
RawAddr Sheet

Some Doc types automatically supply address data to the template.
Since your template must not have any data on it, you may need to
check the RawAddr sheet and delete any rows of data found there. The
RawAddr sheet is normally hidden.

1. Right-click at the ToSpitfire tab and select Unhide:
A B

Tutorial
1 Doc ltem Number Proj Entity Accou
2
3
4
5
6
7 Insert...
8 Delete
9
10 Bename
11 Move or Copy...
12 & | view Code
13 [y Protect Sheet...
15 Tab Colaor 3
16 Hide
17 .
18 Unhide...
411 . Select All Sheets
M 4 » M| ToSpitfi

A box listing all hidden worksheets will appear.

Spitfire Item Templates Spitfire Project Management System V4.5
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2. Select the RawAddr worksheet, then click
Unhide [ 2 [

Unhide sheet:

From3pitfire o
RawDocument

Rawltems

[ OK ][ Cancel l

— = ’]

The hidden worksheet will become visible.

3. See if there any data rows on this worksheet. If so, delete those

Paste Special...
Insert

Delete

rows.

Swiss + 10 - A A" % - % v F f.| g

E F G H
— . . L e 00 C | 2
1 ’E I gl & é oo sl 2 SourceT UserKey Person Compan ¢
2 dflaadb8- dc8f9a0i- I M >
3 & | Cut L 7 3fcfc9a-8i Chris Dem Acme Con e
;1 =3 Copy §
|, Paste 3
; 3
8 g
: S
?
>

g:a

Clear Contents

4. Right-click the tab name and select Hide.

Tospitfire | RawAd =
E Insert...

Delete

Rename

Move or Copy...
View Code
Protect Sheet...
Tab Color b

£ 4

Hide
Unhide...

Making Cosmetic
Changes

Before you consider your template to be finished, you can add cosmetic
changes to it. You can, for example, bold the headings or color any of
the columns or change the font size of the whole template.

Spitfire Item Templates Spitfire Project Management System V4.5
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1
2
3
4
5
6

Current Cell
The cell that is active when you save the template will be the current cell
when the template is opened. It is a good idea to set the current cell
before your final save.
Tutorial 1. Click on cell B2. This is likely to be the first cell to be used when
entering data.
A B D E F
Item Number Description Status Responsible Party Due Completed

/\I\A/WVW\/\/\/V\AA/VV\/VVVV\/\/\NVVV\/WWV\/\/\/\/\/\/VW

Saving the
Template

Tutorial

Spitfire Item Templates

At any point during the modification of the template, you can choose to
save your Spitfire Item Template. When you are done with your
modifications, you must save it.

1. Select Save As from the Office Button or File tab.

\F_m E Ttems from HVAC Punch List (GC003, #0004).xml = Microsoft Excel
W View  Developer  Acrobat 4
1 Fd
| j New e { || Geneal - [EjcConditional Formatting *  Semnset~ | X3
p . v
[y Excel Workbook | $ - % »| [ FomatasTable - 5% Delete - || 3]
~ 1| Save the workbook in the default file I- = ; et >
|7 open format. B [} Cell Styles ~ [l Format - | 22
_ {7y Excel Macro-Enabled Workbook | B L = Sk e 4
XY convert 313| save the workbook in the XML-based and IS
- macro-enabled file format. 4
- E F G ’
{2, ™y Excel Binary Workbook 7
H Save Twa| Save the workbook in a binary file format -
optimized for fast loading and saving. ;
=] Responsible Pa Due Completed  #
H Savess | b | [ig]2y Excel 372003 Workbook P rty p ‘
i | save a copy of the workbook that s fully +
compatible with Excel 97-2003, <
pint > | 7
1. Adobe PDF v
e e e R R A el

2. Give your Spitfire Iltem Template a proper name (for example,
Punchlist ltems.xIsx) and place it in an appropriate folder on
your computer.

Note: if you save the file again, you can use the Save option.

Important! You should not try to use or add data to the template at this
point. You will need to close Microsoft Excel and the Via Excel dialog box
before the Spitfire Item Template can be uploaded and used.
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Closing the
Template and
Dialog Box
1. After saving the Spitfire Item Template, click to close
Tutorial Microsoft Excel.

2. Back in sfPMS, click to close the Document Items via
Microsoft Excel dialog box:

Sample Punchlist (GCO03, #0005)
This document containts O items

How do you want to add items to this document?

{* Enterthemnow ¢ Export them " Get them from a Spitfire Item file

lUzing Template: |Defaurt Template LI _I

Spitfire ltem File: IS:"-.Sp'rlfire"-.UCZE38"-.[-41)' Via Bxcel Sessionltems from Sample Punchlist {( ... |
[¥ Open Excel [T Close Document

| Open Workbook | Update liems |

Workbook has closed, but no changes were saved... ot

The Spitfire Item template is now ready to be tested, as described on
page 34 or to be uploaded, as described on page 39.
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Advanced Columns for Spitfire Iltem Templates

To_Formulan
Column

If you want to include Microsoft Excel formulas that use data from your
Items for calculations, you can modify your basic Spitfire Item Template
for that Doc type to include To_Formulan columns. The first such
column would be named To_Formulal, the next To_Formula2, the next
To_Formula3, etc. You would then either save your template with the
extra column(s) or save the modified template as a separate Spitfire Item
Template.

Afterward, when users use this advanced Spitfire Item Template, each
formula will be copied for each Item row and the calculated results will
appear in the formula columns.

For example, in the following template, column A holds a formula that
places an X in the column if there is data in column F:

GAYERC - - - Quotes from Vendorsaisx - Microsoft Exce
&

Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat
A2 - (> £ =IF(1SBLANK(F2),"","x") )

A B c D

1 |X to Incl Item Number Code  Description Portion Amount
1
3
4
5
6
7
8
9
10

M 4 » »| ToSpitfire < #J " I
Ready | S | R\ O 1 |pa003

As another example, in the following template, the Remaining column
has been added to hold the formula =Dn-En:

temns from Pay Request 0002 for Paving and Asphalt (GC003).xml = Microsoft

Home Insert Page Layout Formulas Data Review View Developer Acrobat

3::, Arial - 10 = -] |[Eiwrep Ted] General . ijﬁl ﬂ —’;% g- é( ;C\ ;:ﬂ £

Paste |B I | v| - A | @jmerge&&ntﬂv ‘ $ = O | “8 s°8||| Conditional Format  Cell Insert Delete Format = Sort & Find &
v J = = Formatting = as Table = Styles ~ K v = Filter ~ Select~

Clipboard ™ Font Alignment [F} Mumber ) Styles Cells Editing
To_Formulal ) ¥ .fr| Remaining
D

Contract

Description Cost Code Amount Prior Remaining Qty Current % Complete Retention  Net Expense

Paving & Surfacing 02500 $20,000.00 $10,000.00 10000 $0.00 $5,000.00 $75.00 $500.00 $4,500.00
Curbing 02500 $1,293.75 $645.00 648.75 44 .44 $100.00 $57.58 $10.00 $90.00
Drainage 02500 $5.250.00 $2,625.00 2625 017 $125.00 $52.43 $12.50 $112.50
Striping 02500 $1.875.00 $187.50 1687.5 $10.00 $50.00 12,67 $5.00 $45.00

0
4+ M| | ToSpitfire %] [

Ready | E | Average: 3740.312! Count 5 Sum: 14981.25
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A Spitfire Iltem Template with a To_Formulan column can be used both
when adding Items to, and when editing Items on, a Spitfire document. If
you name an existing data column To_Formulan, the results of your
formula will be copied back to the correct field on the Spitfire document.
However, if you add a new, blank column to your worksheet and make it
a To_Formulan column, the data in that column will be ignored when
data is imported to Spitfire.

Let's say you want to add that Remaining column shown on the previous
page to a Pay Request template. You would need to open (or begin
with) your Spitfire Iltem Template for Pay Requests (which you might
have created following the steps in the previous chapter.)

Note: once you get comfortable creating Spitfire Item Templates, you will
find that you can create advanced templates without creating basic
templates first.

1. Open your Spitfire Item Template as you would any Microsoft
Excel file. (You need not have sfPMS open.)

M4k W ToSpitfire 73,
Ready 7

2. Inyour Spitfire Item Template, decide where you want your
formula column to appear then click on the column header of the
column to the right.
A B

c D E
ltem Contract A
1 Number Description Cost Code Amount Prior

2
3

Mwmwwwwmvmwwww

3. Right click then select Insert from the drop-down menu:
A 5] C D E ’dsT“—f
53| Copy

Item Contract
Number Description Cost Code Amount Prior B Paste
Paste Special...

PR AL R LR

Insert

Delete

The new column will appear highlighted. This column will hold
your formula.
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4. With the new column highlighted, select Define Name from the
Formulas ribbon:

AR -
.83

Home Insert Page Layout Data Review View Developer Acrobat ;
1 =1 " -
X Autosum ~ (i@ Logical {3, Lookup & Referznce - 21 Define Name| - TiaTrap

X - — _ - 22
D Recently Used ~ [[A Text ~ ﬁg Math & Trig ~ £ Use in Formula % Trae

Insert ) - . Mame

Function ﬁ_@ Financial = EE," Date & Time ~ ﬁj More Functions = Manager B Create from Selection -d{ Rer
#
Function Library Defined Names ,
= ]
e
F1 - £ | ‘
C D [4
#
< ¢
Contract ’
Number Description Cost Code Amount Prior (é
,
#
»

5. Inthe New Name dialog box that appears, type To_Formulal

and click :

ame: To_Formulatl
Scope: Workbook

Comment:

Refers to: | —1ospitfirelsF:aF

6. In Row 1 of this column, type a header, for example Remaining.
7. (optional) Widen the column, if necessary.
8. In Row 2 of this column, type your Microsoft Excel formula, for

example, =D2-E2.
A B c D E F

Item Contract

1 Mumber Description Cost Code Amount Prior Remainin
2 T T |=D2-E2 |

You can take advantage of the full functionality of Microsoft
Excel formulas.

B e e s

9. Click on the column letter to select the whole column, then right-
click and select Format Cells from the pop-up window.

10. Format the column as desired.

11. (optional) Repeat steps 1-8 if you want to add other formula
columns. The second formula column must be named
To_Formula2, the third To_Formula3, etc.

12. Remember to delete rows of data, if any appear in the template.

13. Choose to either Save or Save As depending on whether you
want both the basic and advanced Spitfire Item templates or if
you want just this one template file. Remember to save as an
Xlsx file.

A modified Spitfire Item Template for Pay Request documents might look
like the following:
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e Insert Page Layout Formulas Data Review View Developer Acrobat LT

3| == == s -
Arial TR B e e S Wrap Text General = rl - _H A i
3 A s =] e gl N g
Paste B J - || iy - - EXE M IEE =id Merge & Center = § - % 8% Conditional Format  Cell Ensert Delete Format Sort & Find &
- Jr u ﬁ l g = -6: ‘ﬂg Farmatting = as Table = Styles = = = = iz ™ Filter - Select -
9

Clipboard M= t » Alignment ) Fumb-er Stylas Celis Editing

D

Contract

Description Cost Code Amount Prior Remain i? ity Current % Complete  Retention

Existing Column

as Formula
Column
If you want the results of your formula to appear in a particular field on
your Spitfire document, you can define an existing column in your
template as a formula column. For example, for a Commitment
document, you might want to enter Quantity and Rate in Microsoft Excel,
have Excel calculate the resulting amount (Quantity x Rate), and then
have that result appear in the Original Amount field
(To_DocltemTask_ExpenseAmount) on the Commitment.
The instructions to use an existing template column as a formula column
are similar to those listed in the previous section with this exception:
¢ Instead of inserting a blank column, find the column that should
have a formula and define its name as To_Formulan. Since this
column will already have a name, you will be giving the column a
second name.
- Home Insert Page Layout Formulas Data Review View Developer Add-Ins
j‘f .): Autosum + 2 Logical £ LW‘.LHVJ & Reference § fﬁiTrace Precedents
[x Recently Used A Text LB Math & Trig fi~' Use in Formula ~ ”C‘;Trace Dependents
F.E‘:;it;n [52 Financial [=F Date & Time More Functions Ml‘;f‘rangew B Create from Selection ‘-ff‘ Remove Arrows ~
Function Library Defined Names Forr
To_DocltemTask_ExpenseAmount - | S ‘ Expense Amount
A B C D E F G
Mew Name A@g
1 |Doc Item Number Description - — Expense Amount
2 Dame: To_Formulal
i Scope: Workboak E
TIP 5 Comment: ,
" 6
A column can be defined 7
as both a Formula 8 L
column and a i Befers 0 | rospitfrelse:s6
To_RowFlag column 2

(explained on the next Note: the To_Formulan name will not appear on the name box if

page) at the same time. the column already has a template name. However, if you use
the Go To... feature to find the To_Formulan column, the correct
column will be highlighted. For example,
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Commitment Iter Templatesdsx - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer Add-Ins

== * - - = - = ] 3
Arial -l - A A== = Wrap Text General - fi‘ i‘:t‘ﬁ é‘
B — 5] =

Paste r (B U -5 ||&vév| = @Merge&Ce

Conditional Format Cell
Formatting = as Table ~ Styles -~

Clipboard ™= Font lignment Styles
To_DocltemTask_ExpenseAmount + (° I | Expense Amount +

A B C D E F G H
1 |Doc Item Number Description Cost Code Account Category Quantity Rate Expense Amount |GLAcct GLSub
2
- A
4

To_DecltemTask_RetentionMethod -
To_DocltemTask_RevenueAmount
To_DocltemTask_SMRetentionAmount
To_DocltemTask_StoredAmount
To_DocltemTask_SubChangeOrder K|
To_DocltemTask_Subcontract —
To_DocltemTask_LIOM

To_DocltemTask_Vendor

To Formulal

To_SPRLineDetails_AccountCategory S

Reference:

To_Formulal

Spedial. .. l [ 0K J[ Cancel

To_RowFlag
Column

If you want to provide your users with a list of Items from which they can
select the ones they want for a particular document, you can modify your
Spitfire Item Template for that Doc type to include the To_RowFlag
column. You would then either save your template file with that extra
column or save the modified template as a separate file.

Afterward, when users open this Spitfire Iltem Template, they will mark in
the To_RowFlag column (which can have any title such as “Include”) the
rows that they want to include in the Spitfire document. sfPMS checks
this column and if a cell is empty, the row is ignored. Otherwise, it is
added to the Spitfire document. For example, a Punchlist template
might include a long list of possible inventory Items. Users select the
rows they want by typing x in the To_RowFlag column, as shown on the
next page:
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W= - terns from Sample Punchlist (GC003, #0005).xml = Microsoft Exce
Home Insert Page Layout Formulas Data Review View Developer Acrobat ':g
£ || Arial o ~||=E =S Al 5omsert - A @a 2
Pt Ea |||B I U ~||A o HEER S R R = 5 Delete 8 :/‘1_ T 4
aste €5 . 20nm & Fin
- || E S A =2 |’§}‘_ | %8 3% ~ | Bl Format~ |[ (2~ Filter~ Select~| 4
Clipboard ™ Font Ts Alignment MNumber Cells Editing 3
Al4 (O % v | x :
A B C D IZ:
,
,
+
Item ‘
Include? Number Description Cost Code ’
X All concrete forms have been removed 01700 3
X Grade slopes away from house 6 in vertically for every 10 ft horizontally 02200 s
Final grade smooth and back fill settled 02200 -
All wood products removed from soil around house 01700 e
Loose concrete cleaned up and hauled off 01700 s
Hose bibs work 01700 #
Brick and other wall surfaces cleanad 01700 :
Gas and electrical meters are connected and sealed 07000 :
All penetrations through walls caulked and sealed 07000 .
Gutters and downspouts properly installed 01700 5
All exterior trim pri—"— i ~ i
Shingles correctly =] Punchlist-
X .l Roof flashings pro| Punchlist 0005
Roof vent collars g
DOCUMENT HEADER =07
Items A
l
= | n |Item Description Status |
b m 0005-001  [All concrete forms have been removed ... Vi Open
[ m 0005-002 |Grade slopes away from house 6 in vertic... Open
[ 3 m 0005-003  |All wood products remaved from soil arou... / Open
» m 0005-004 |Loose concrete deaned up and hauled off Vi Cpen
[ 3 m 0005-005 |Gas and electrical meters are connected Open
b m 0005-006  |All penetrations through walls caulked a... 7/ Open
[ 3 m 0005-007  |Shingles correctly nailed Open
[ m 0005-008 |Roof flashings properly installed Vd Open
Notes
e |f the template includes the To_RowFlag column, rows that
users enter manually also need to be marked in order to be
added to the Spitfire document.
e A Spitfire Item Template with a To_RowFlag column is used
only when adding Items to a Spitfire document. You should not
have a To_RowFlag column on any template used to edit Items.
e You would open (or begin with) your basic Spitfire Item

Spitfire Item Templates

Template. Once you get comfortable creating Spitfire Item
Templates, you will find that you can create advanced templates
without creating basic templates first.
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Tutorial

Spitfire Item Templates

Page 28

Open your Spitfire Item Template (for example, the Punchlist
template created before) as you would any Microsoft Excel file.
You need not have sfPMS open.

In your Spitfire Item Template, click on the header of Column A
to highlight the column.

Right click then select Insert from the drop-down menu:

[=1 C -
&b | Cut I p
» rd
Ite =2 Copy >
1| Num 3 paste Cost Code %
P
2 Paste Special... r
3 -
rd
4 Insert e
rd
g Delete <
Clear Contents ;
7 ) »
3 ﬁ Format Cells... »
»
4l Column Width... ’
rd
10 Hide £
11 ’
12 Unhide ;
rd

A3

The new Column A will appear highlighted.

4. With the new column highlighted, select Define Name from the
Formulas ribbon:

5.

Microsoft

[ emnplate.xrm

Home Insert Page Layout Data Review View Dreveloper

ﬁ % AutoSum ~ ﬁ Logical ~ f_l Lookup & Reference ~ § =) Define Name| =

ﬁr Recently Used ~ CA Text - @ Math & Trig = £# Use in Formula ~
Insert i _ Mame
Function fQFinancialv fj?Date & Time ~ ﬁjl\-‘lore Functions = Manager B Create from Selection

I Function Library Defined Mames

- gow—

A C D E
Description Cost Code  Status

AR AR LR AR RLE \\\\\\\\\\\VK

In the New Name dialog box that appears, type To_RowFlag
and click [

Name: To_RowFlag
Scope: Workbook

Commernt:

Refers to: | _1ospitfire! $A:5A

Click in cell A-1 and type a header for your column, for example,
Include Row?

(optional) If you don’t want all the columns from the basic
template in this template, hide the unwanted columns.
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8. Inthe data rows, type what you want to appear in this Spitfire
Item Template. Users will be able to include these rows (as well
as rows they add) by entering something (for example, an X) in
the To_RowFlag column.

9. Choose to either Save or Save As, depending on whether you
want both the basic and advanced Spitfire Item Templates or if
you want just this one template. Save the template as an .xIsx
file.

Your modified Spitfire Item Template for Punch List documents might
look like the following:

s
. Home Insert Page Layout Farmulas Data Review View Developer Acrobat @ - 2 X
== X% |||Aral -l - |E==F General @ S=Insert - xE - % [ﬁ
;—:qu B £ U-|A || EESH |5-% | | I Delete - .EI-SMF_M
T EE TR o EiFomat | 2+ Fiterr Serects
Clipboard ™= Font IF] Alignment IF] Number M= Cells Editing
A2 e fe | ¥
A B C D DY n
Item
1 Include? MNumber Description Cost Code
2 _l All concrete forms have been remaoved 01700 1
3 Grade slopes away from house 6 in vertically for every 10 ft horizontally 02200 3
4 Final grade smooth and back fill settled 02200
5 All wood products remaved from soil around house 01700
6 Loose concrete cleaned up and hauled off 01700
L Hose bibs work 01700
B8 Brick and other wall surfaces cleaned 01700
9 Gas and electrical meters are connected and sealed 07000
10 All penetrations through walls caulked and sealed 07000
11 Gutters and downspouts properly installed 01700
12 All exterior trim properly installed 01700
13 Shingles correctly nailed 02000
14 Roof flashings properly installed 02000
15 Roof vent collars caulked or sealed 02000
16 All soffits correctly vented and installed 02000
17 Windows securely installed, operate correctly and caulked 08000
18 Screens installed 08000
19 Siding properly nailed without bulges 06000
20 Trim properly nailed and caulked 06000
A Neck oronerly installed and nailed 02000
M 4 » v || ToSpitfire %1 0| m |
Ready | 23 EElE = ) T

Spitfire Item Templates
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If you want to provide your users with the ability to mark Items for
deletion within Microsoft Excel, you can modify your basic Spitfire Item
template for that Doc type to include the To_DeleteFlag column. You
would then either save your template file with that extra column or save
the modified template as a separate file.

Afterward, when users use the modified Spitfire Item Template, they will
mark in this advanced column the rows that they want to delete in the
Spitfire document. sfPMS checks this column; if a cell is marked, the
row is deleted. Otherwise, it is copied back to Spitfire. For example:

Iltems in Spitfire
document

-
=
1]
3
w

YYVYVVVVYVYVYVVVVYVVVYVYYY
SIS SISISISIE S SISISEIE SIS SIS S 1= I

Item Description

0001-001 |Pre-construction Meeting Vi
0001-002 |Emergency Phone
0001-002  |Job site location and map /
0001-004 |Interior Inspection - Pictures

0001-006 |FPL Rebate Applications /
0001-007 |Scan and File Signed Contra.

0001-005 |Emergency Procedures Sheet |l ¢ !gArm 10 - |B 7 U|E==8$ % o+ 8%
i & Snaght |2 | Window - !
A26 - &

0001-008 |Submittals #

0001-009 |Asbestos Papenwork /7
0001-010 |MSDS Sheets (English and Sp:
0001-011  |Permit Applications /
0001-012 |Prepare Job Costs Sheets
0001-012 |Manufacturere's Warranty Ap;
0001-014 |Order Materials /

0001-015 |Equipment Ordered
0001-016 |Enter Initial Budget
0001-017 |Subcontract Buy Outs /
0001-018 |Pre-StartUp Project Review s
0001-013 |Notice of Commencement /
0001-020 |Notice to Owner 7

Spitfire Item file created from
template. Some rows are
marked for deletion.

# List
=/ E Microsoft Excel - Items from Project

@_] Eile Edit View Inset Format Tools Data Window Help AdobePDF  Typea question forhelp -8 X

c

Delete Item SOVLi
Row? Number Description Status Responsible Party Due Completed Numb

0001-001  Pre-construction Meeting 0

0001-002  Emergency Phone # List (o]

0001-003  Job site location and map O

0001-004  Interior Inspection - Pictures O

0001-005 Emergency Procedures She O

0001-006  FPL Rebate Applications (o]

0001-007  Scan and File Signed Contrz O

BIEEEE

m

Spitfire Item Templates

0001-008  Submittals 0
0001-009  Asbestos Paperwork (o]
0001-010  MSDS Sheets (English and {0
X 0001-011  Permit Applications QO
X 0001-012  Prepare Job Cost Sheets (o]
0001-013  Manufacturere's Warranty Ap O
0001-014  Order Materials o
X 0001-015  Equipment Ordered (o] i
0001-016  Enter Initial Budget (o]
0001-01F  Subcontract Buy Outs (o]
0001-018  Pre-StartUp Project Review O
0o01-019
0001-020 Items A -
W 4 » M\ FromSpitfire v
Ready o
= | (Mtem Description Status
’ m 0001-001 Pre-construction Meeting 7 IOpen e
> m looo1-002  |Emergency Phone # List / IOpen v
b i |oooi-ooe  [Submittals s [open [~
Tl |oooi-009 |Asbestos Paperwork / Open [w
> m 0001-010  |MSDS Shests (English and Spanish) /7 Iopen v
[ 3 m 0001-013  |Manufacturere's Warranty Application / Open | v
[ 3 m 0001-014  |Order Materials # IOPE" w
» m 0001-016  [Enter Initial Budget ¢ Open | v
[ 3 m 0001-017  |Subcontract Buy Outs # IOPE" w
’ m o001-018 Pre-StartUp Project Review 7 Open |
> m 0001-019  |Motice of Commencement Vi IOpen .
[ 3 m 0001-020  |Notice to Owner s Open |
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A Spitfire Iltem Template with a To_DeleteFlag column is used only
when editing Items on a Spitfire document. For this reason, you cannot
have both a To_RowFlag column and a To_DeleteFlag column in the
same Spitfire Item Template.

You would open (or begin with) your basic Spitfire Item Template.

1. Open your Spitfire Item Template (for example, the Punchlist
template created before) as you would any Microsoft Excel file.
(You need not have sfPMS open.)

Tutorial

2. Inyour Spitfire Item Template, click on the header of Column A
to highlight the column.

3. Right click then select Insert from the drop-down menu.

o C »
% ot i s
» .
Itg 52 Copy b
1| Num [ Ppaste Cost Code §
rd
2 Paste Special... »
3 Id
»
4 Insert ’
rd
g Delete b
Clear Contents ;
7 ) .
8 ;’2? Format Cells... s
s
9 Calumn Width... e
rd
10 Hide r
1 »
12 Unhide ;
Fd

AL

i

The new Column A will appear highlighted.

4. With the new column highlighted, select Define Name from the

Formulas ribbon:

EAVERE. - DunchList, Basi
s

[emplate.xml = Microsoft

Home Insert Page Layout Data Review View Developer Ag
= 1 ’ 4
utosum ~ ogical ~ L4, Lookup & Reference ~ - Define Name| ™ v
Fe Z AutoS Logical [, Lookup & Ref Define N
- - - »
ﬁr Recently Used ~ [A Text - ﬁg Math & Trig - £ Use in Formula '
e 2 Financial [E? Date & Time ~ ({ff] More Functi o ¢ P Create from Selection £
Function [i2? Financia =7 Date & Time ore Functions Manager reate from Selection
l Function Library Defined Names ;
r
& AL v £ | P
A B C D E -
r
«F ’
Item A
Number Description Cost Code  Status ;
,
7’
’

5. Inthe New Name dialog box that appears, type To_DeleteFlag

and click :

Name: To_DeleteFlag
Srope: Workbook

Comment:

Refers to: | _7ospitfire!$A:SA
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6. Click in cell Al and type a header for your column, for example,
Mark for Deletion.

7. Choose to either Save or Save As depending on whether you
want both the basic and advanced Spitfire Item Templates or if
you want just this one template file. Remember to save as an
Xlsx file.

Your modified Spitfire Item Template for Punch List documents might
look like the following:

Spitfire Item Templates

A ™ i
- Home Insert Page Layout Formulas Data Review View Developer Acrobat @ - 2 X
= X ) T Elll=E= = || g=Insert ~ 3 -
Arial 10 < |A A = = =\ = Custom - %
B T Ex | ) /A g
Paste B 7 U~ - - - = = = - - <0 .00 Conditional Format — Cell s Sort & Find &
- “ | | — : ” — = ||_  — @ |$- i ’”.nn = Formatting ~ as Table = Styles = EjFormatv 27 Filter~ Select~
Clipboard ™= Font E} Alignment {F] Number {F Styles Cells Editing
A2 ~( fe | v
A B C D E F G H B
Mark for Item
1 | Deletion Number Description Cost Code  Status Responsible Due Completed
2 L]
3
4
5
6
7
8 =
9
10
"
12
13
14
15
16
v
18
19
4 4 » W[ ]| ToSpitfire < ¥J [N m [
Ready | T | ] S p— *
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Removing
Defined Names

There may be times when you want to modify a template and remove the
To_DeleteFlag, To_RowFlag, and/or To_Formula defined name.

To remove a defined name:

1. Inyour Spitfire Item Template, click on the header of the column

to highlight it.
2. Select Name Manager from the Formulas ribbon.
M i
—/ Home Insert Page Llayout ((Formulas [) Data Review View Developer Acrobat
B 1 F gl =) Define Name ~
fo 20 1 B 0 @
- e fi! Use in Formula =
Insert AutoSum R ¥ Financial Logical Text Dated L B Math Mare Name Lz
Function - [ Time * R e~ & Trig = Functions anager B Create from Selection)
Function Library Defined Names
* To_Formulal - 5 | % to Include
A B c D
o MName Manager ? =
1 xto
2
3 L
4 Name Value Refers To Scope Comment |~
5 ‘=l From_Docltem_... {ArchitectInitial M... =FromSpitfire!$BA:... Workbook B
6 ‘=l From_Docltem_... {"Architect Item Nu... =FromSpitfire!$BB:... Workbook
7 =l From_Docltem_... {Bilable™;™;™;™™... =FromSpitfire!$E):¢6] Workbook
8 =) From_Docltem_.., {"Certification =FromSpitfire!§AV:...  Workbook
3 “=l From_Docltem_... {Completed”; .. =FromSpitfire!$BP:...  Workbook
10 ‘=l From_Docltem_... {"CWRetention™™;... =FromSpitfire!$BH:... Workbook
I~ 2

3. Scroll through the Name Manager window to find the defined
name you want to remove (To_DeleteFlag, ToRowFlag and/or
To_Formula) for example:

Mame Manager

2 [ |

Name Value Refers To Scope Comment o=

1=l To_DocltemTas... {Vendor™™;™;™;™... =ToSpitfire!SCF:SCF  Workbook

1= To_Formulal 7 to Indude™;™;™...  =ToSpitfire! SA:SA Workbook

‘= To_RowFlag I to Indude™;™;™...  =ToSpitfire! $A:$A Workbook

1=l To_SPRLineDet... { Account Category... =ToSpitfire!sDY:8DY  Workbook

1=l To_SPRLineDet... {"Approved Amount... =ToSpitfire!SCY:sCY  Workbook

1=l To_SPRLineDet... {"Approved Expens... =ToSpitfire!sCZ:8CZ  Workbook |

1=l To_SPRLineDet... { Approved Quantit... =ToSpitfire!SCW:SCW  Workbook (I}

‘=l To_SPRLineDet... {"Approved Retenti... =ToSpitfire!SCX:$CX  Workbook

1=l To_SPRLineDet... {Cap™;™;™™™™... =ToSpitfire!SED:$ED  Workbook

1=l To_SPRLineDet... {Contract Amount™... =ToSpitfire!sD0:8D0  Workbook

1=l To_SPRLineDet... {"Contract Units™;"... =ToSpitfire!SDP:$DF  Workbook

1= To_SPRLineDet... {GLAcct™;™;™;™;™... =ToSpitfire!SDV:sDV  Workbook

1=l To_SPRLineDet... {GLSub™™™™ ™ ... =ToSpitfire!SDW:SDW Workbook

1=l To_SPRLineDet... {"Ttem Mumber™;™;"... =ToSpitfire!SCU:$CU  Workbook =

1 i |
Refers to:

Xl 2.3

4. Select the defined name row(s) then click .

5. Close the Name Manager window.
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Testing the Spitfire Item Template

Before uploading a Spitfire Item Template into sSfPMS, you might want to
do a quick test to ensure that it looks and works as necessary.

Running a
Quick Test
1. Open or create a document of the appropriate Doc type.
Tutorial Note: if you are testing a template for editing, make sure there
are Items on your document.

2. Click ﬂ to save your document.

3. Atthe Items tab, click = to open the Item Options menu then
select ,31 Via Excel.

Items

m E ~ |Ite m Descriptio
H o

M Next Item

M Previous Item

(et Existing

Clear Clipboard

-
—: New [tems:
=

Like this

The Document Items via Microsoft Excel dialog box will
appear.

4. Click __1 at the Using Template field to browse for your Spitfire
Item Template file on your computer.

Document Items via Microsoft Em_IEIEIg _

PunchList 0005 (GC003)
This docurmnent containts 1 iterns
How do you want to work with the items in this document?

¢ Edit them " Addnew ( Exportthem " Update them from a Spitfire ltem file

Using Template: |F‘unchli5t ftems

Spitfire ltem File: |C:"-.Users"-.Soni"-.Documents"-.rtemsfrom PunchList 0005 (GCO03)xdsx

[ [ Cleose Document

5. Depending on the type of template being tested and if there are

Items on the document, click — |or Add

to generate a Spitfire Item File from the Spitfire Item Template.
Note: see the Warning Messages section on page 36 if all does
not work properly.
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tems from PunchList 0005 (GC003) xlsx - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat @ - =7 X
B2 -2 f | Item Description ¥
A \ B .C D E F EE [|m
1 /Item Number Description Status Responsible Party Due Completed E
0005-001 [tem Description 1o Aaron Grant 0814/10 081610
3
4
5
6
7
W 4 » M| ToSpitfire < %1 IEnm 1
Ready | I | =] e U +

6. Ensure that any document Item data appears in the correct
columns.

7. Type new data for all the available columns.
Note: leave the Item Number column blank; Spitfire will provide
that number.

temns from PunchList 0005 (GC003).xlsx - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat @ - =2 X

EE3 - (o £ | ¥

A B c D E F | EE B

1 |ltem Number Description Status Responsible Party Due Completed =
2 0005-001 ltem Description o Aaron Grant 08/14/10 08/16/10
Second Item 0 Aaron Grant 09/15/10 09/16/10

=l |

4 4 » | ToSpitfire < ¥ [l 1
Reaty | =00 S p—

=+

8. Click =] to save then to close Microsoft Excel. Your

data will be uploaded to sfPMS.
Note: if data is not automatically uploaded to sfPMS, click the
Update [tems |

button that appears on the Document Items via
Microsoft Excel dialog box.

9. When your document reopens, expand Items to ensure that all
information appears where it should.

10. If you encounter problems, you will need to find your Spitfire Item
Template (on your computer) and make the appropriate changes
to it. (See also the next section.) If there are no problems, your

template is ready to be uploaded as described in the following
chapter.
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Warning
Messages

Edit Add

When you click the ‘ button (or the
button) in the Via Excel dialog box, you may encounter a warning
message about extraneous data, such as the following:

Template Viability Check [

Warning: Your ternplate has rows of data in the RawAddr sheet -- this will likely
cause unexpected results.

Do you want the extraneous data removed before proceeding? Please click:
YES - to remove unexpected data from the template and continue

MO - to proceed with your termnplate unchanged

CAMCEL - to stop and select another template

es Mo Cancel

Extraneous data appears on one of the hidden sheets in the Spitfire Item
Template, for example, the RawAddr sheet mentioned in the message
above. Most templates do not have extraneous data.

e Click and close the Via Excel dialog box. In order to
prevent each user from having to deal with this message, you
should

o0 Modify the template (outside of Spitfire) by removing the
extraneous data (see page 18).

0 Save the revised template.

Hidden Sheets

There are a few hidden worksheets in the template. You can unhide and
then re-hide any of these worksheets if needed.

To unhide template worksheets:

1. Right-click at the ToSpitfire tab and select Unhide:
A box listing all hidden worksheets will appear.

2. Select the worksheet you want to unhide, then click
Unhide |5 [

Unhide sheet:

FromSpitfire -
RawDocument

RawAddr

Rawltems

[ OK ][ Cancel l

’]

%he hidden worksheet will become visible.
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To re-hide template worksheets:

1. Right-click at the tab name and select Hide.

ToSpitfire | RawAg -
j Insert...

Delete

Eename
Move or Copy...
G| View Code
iy Protect Sheet..
Tab Color »
Hide
Unhide...

2. If you made any changes to the template, remember to save.

If your Spitfire Item File opens without a problem, but you notice a
column that shouldn't be there, you will need to modify your template.
But you may also need to open the Spitfire Item File. If you do not know
where Spitfire places the Spitfire Item File, start your test of Via Excel
again as follows. Otherwise, skip to step 5:

1. Atthe Items tab, click = to open the Item Options menu then
select E] Via Excel.

The Document Items via Microsoft Excel dialog box will
appear.

2. Click J at the Using Template field to browse for your Spitfire
Item Template file on your computer.

3. Atthe Spitfire Item File field, change the location of the file that
will be created to someplace where you will easily find the file
again. You can keep the default filename if you'd like.

PunchList 0005 (GCO03)
This document containts 1 items
How do you want to work with the items in this document?

{+ Edit them " Addnew  Exportthem " Update them from a Spitfire ltem file

Using Template: |Punc:h|i5t tems Included j J
Spitfire ltem File: |C:\‘u"|a Excel\Temp'ltems from PunchList 0005 (GC003)xdsx J
o [~ Close Document
Edit | |
Ready
. Edit | ” .
4. Click to generate a Spitfire Item File from the

Spitfire ltem Template.

5. Save and close Microsoft Excel
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10.

11.

12.

13.

14.
15.
16.
17.
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dialog box.
Outside of Spitfire, open your Spitfire Item Template.

Look for the extra columns, in case you forgot to hide them.
Note: columns with headers that are deleted instead of hidden
will appear in Spitfire Item files.

If you do not see the columns in the template, open the recently
created Spitfire Item File. Keep the template file open also.

In the Spitfire Item File, select the extra column and jot down the
defined name that appears in the name box.

>
To_DocltemTask_LinkedEstimate ~ I | Linked Estimate 2
A B & D EB.¢

1 Iltem No. Description Expense Amount Cost Code | Estimate
2 0001 Planning 2500 16000

Copy the column then go to the Spitfire Item Template and paste
the column in one of the blank columns.

With the pasted column highlighted, select Define Name from
the Formulas ribbon:

In the New Name dialog box that appears, type the defined

name that you jotted down and click -

Now that the column has the proper defined name, hide it.
Save your Spitfire Item Template.
Close everything.

Retest with the revised Spitfire Item Template.

Spitfire Project Management System V4.5



Page 39

Uploading the Spitfire Item Template

Once your Spitfire Item Template has been saved, closed and tested
(and possibly revised), it is ready to be uploaded into sfPMS so that it
can be used by you and other users.

Spitfire Item Templates are uploaded into sfPMS through the Templates
tool found on both the Manage and System Admin Dashboards.

P Routes

P Allocations

P Alert Subscriptions
» Compliance Types
P CSI Maintenance

P Date Types

P Programs

P Reference

P Region Maintenance
> Templates

» Code Maintenance  ;

Tutorial

Spitfire Item Templates

@ http://sfqai.armonk.spitfiremanagement.com/sftraining/admin/cumanager.aspx =- -
=1 1 I -
TEMPLATES H=
NAMES LIKE: TYPE: Attachment (auto) W
Doc TYPE: W
I o Doc Project . -
o |Doc Type Name Type Description Division Ref Customer | Type Include ks|Size |Active|Updated
Attachment
/ |Change Order |Change Order (suto) Change Order Assemble| v S6KB |V 1/3/20135
@ Daily Field S Attachment | Daily Field
m Report Daily Field Report (auta) Report form Assemble | BAKB o 11/16/20045
Attach t Mewer Doc
Submittal Newer Submittal Template (auati}men Template for Assemble |+ 31KB (v 8/15/20085
A s U N ANAANAAAAN AR A, ArArAnean

Note: The Templates tool is also used to upload other types of templates
in Microsoft Word and Excel. See KBA-01507 for more information
about Templates types.

1.

In the Templates tool, select Via XL as the Type:

TEMPLATES
NAMES LIKE: TveE: v
DOC TYPE: e
Attachment
o Doc Type Name Type |Description Altachment (auto)
Attachment (all)
W/ |Submittal ITem Submittal Item Via  |Spitifire Item Template for BFA Budget Import Map
m Register Template XL Submittals BFA Site Settings
; BFA Supplemental
=] / Commitment Commitment Item Via |Spitfire Item Template for Bid Analysis
] XL  |Commitments b
Email Body
x| / Commitment Commitment Item - TR e Template used in training class Exec Dashboard Export
XL ltem Cover
& F Project Setup Item Via Spitfire Item Template for Project PAPT
aw| : o
m Project Setup Template XL |Setup Pay App (SOV) Site Settings
Pay App (SOV) Supplemental
= / ) y Via Period Distribution Supplemental
Bid Bid Items XL Spitfire Item Template for Bids Transmittal
=)

If you have any Spitfire Iltem Templates already in the template
library, they will be listed.

Click | . A new row will appear.

TEMPLATEg
‘ NAMES LIKE: r— TYPE: Maxe V] 2
@ Doc Type Mame Type Description
; I ﬂ |New Template |\f|a XL I~ ol

In the Doc Type drop-down, select the Doc type for the Spitfire
Item Template, for example, PunchList.

In the Name field, enter a short name for this template, such as
the name of the file. This is the name that will appear in the
Using Template field on the Via Excel dialog box.

Spitfire Project Management System V4.5


http://clients.spitfiremanagement.com:3280/sws/kb/index.php?ToDo=view&questId=469&catId=15

Page 40

Leave the Type field as Via XL.

6. Inthe Description, type a longer description of the template, for
example, Basic Template for Punchlist Items.
7. (optional) If you want this template associated with a particular
Division, Doc Reference, Customer or Project Type, look up
or select the corresponding information.
8. Click ¥ to accept the row, then ﬂ to save.
9. Find your newly added row. It will be marked by @
10. Click @ The Template Maintenance dialog box will appear.
= Template Storage I
Template Maintenance
No template is stored
Download Open
|
Upload |
11. Click __j then browse for the desired Spitfire Item Template on
your computer and click ___2#="
12. Back at the Template Maintenance dialog box, click
LIpload |
13. Click to close the dialog box.
14. Click at the Templates tool. The @' icon will be replaced by the
.ﬂ icon i
) The day of last upload is listed here. \
TEMPLATES iy B=
NAMES LIKE: TYPE: [Via XL
DocC TYPE: PunchList
o Doc Type|Name Type |Description Division |Doc Ref |Customer|Project Type|Size |Active Up}lah:d
-§] / m PunchList |Basic Punchlist Items Via XL|Empty template for Punchlist Items 26KB| v 2/4/2011,

Spitfire Item Tem

plates
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Using the Spitfire Item Template

Spitfire Item Templates

Spitfire Item Templates are used in the Via Excel option when you want
to add, edit or export Items. The use of the Via Excel option is
summarized in the following pages. For more information see the Focus
on Document and Item Basics guide.

Items

=)o |Ibem
o Add New
& Get Existing
£l Renumber

rJ Clear Clipboard

= New Item
(s) Like...

=] via Excel

b

When you select the Via Excel option, the Document Items via
Microsoft Excel dialog box will appear (and your document will close).
If you have Spitfire Iltem Templates for your Doc type in the Spitfire
Template library, they will appear in the Using Template drop-down.

= e
Document Items via Microsoft Excel LIL

Temp Punchlist for Template (GC003, #0006)
This document containts 0 items
How do you want to add items to this document?

{* Enterthemnow ¢ Export them " Get them from a Spitfire ltem file

Uszing Template: Easic Punchlist LI |

. ] Basic Punchlist
Spitfire ltem File: {p7chiist w/tems —I
Default Template
==

TIOST O OTTRsTIT

Add

What options you choose on the dialog box will depend on what you
want to do.
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If you get a message
about extraneous data,

see page 36.

Append Items
to Document
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Document Items via Microsoft Excel

PunchList 0007 (GC003)
This document containts O items

How do you want to add items to this document?

{7 Export them " (Get them from a Spitfire ltem file

i —

Using Template: IS:\Sp'rl‘fire\Eyq:ort Impaort Templat%\Punch List Template xml }

Spitfire ltem File: IC:\-;p'rHire\hems from Punchlist 0007 (GC003)xds

Open Excel [T Close Document

Add |

Select the Enter them now radio button.

Use the Ll button.

Enter your information in the Microsoft Excel file that opens. It
will be created from the template. When you save and close that
Spitfire Item file, the information will be added to your Spitfire
document.

Note: if data is not automatically uploaded to sfPMS, click the

Update ltems | button.

When you copy data from another Microsoft Excel spreadsheet
to your Spitfire Item file, make sure there are no blank rows
between data rows. Delete blank rows if necessary.

If you need to enter data for a checkbox, enter TRUE or FALSE.

PunchList 0005 (GC003)
This document containts 2 items

How do you want to work with the items in this document?
’:"

Edit them " Export them ¢ Update them from a Spitfire ltem file

Using Template: (]Punchlist ttems Included ) LI |

Spitfire ltem File: |C:\Users\Soni\Docurnents\ltems from PunchLlist D005 (GC003)xlsx |

Open Excel [T Close Document
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e Select the Add new radio button.

e Use the Ll button.

e Even though there are Items on your document, when Microsoft
Excel opens, the file created from the Spitfire Item Template will
be blank (i.e., no data).

e Enter your new Items. When you save and close the Spitfire
Item file, the new Items will be added to the end of your Spitfire
ltems.

Note: if data is not automatically uploaded to sfPMS, click the

Update ltems | button.

e When you copy data from another Microsoft Excel spreadsheet
to your Spitfire Item file, make sure there are no blank rows
between data rows. Delete blank rows if necessary.

e If you need to enter data for a checkbox, enter TRUE or FALSE.

Document Items via Microsoft Excel

Project Startup (GC003. #0001)
This docurmnent containts 20 iterns

—How do you want to work with the items in this document?

@ Edit them " Export them ™ Update them from a Spitfire ltem file

— ——
Using Template: IS:\Sp'rl‘fire\Eyq:ort Impaort TBITIp|ETBQI_.InCh List Edit Templatexrnl) LI D

Spitfire ltem File: IC:\-;p'rHire\hems from Project Startup (GC003, #0001)xds |

Open Excel [T Close Document

e Select the Edit them radio button.

e Use the $I button.

Note: if the template you selected contains a To_RowFlag
column (which is meant for adding ltems to an empty document
only), you will see the following message:

Warning: Your template was designed for adding items but you selected edit
mode,
Do you intend to append new items now? Please click:

oK - to continue in APPEND mode (no editing of existing data)
CAMCEL - to stop and select a different template

OK I Cancel
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o Click if you want to append newly selected

rows from the template to your existing Items. The
template will open.

o Click if your intention was to edit (not add or
append) Iltems, then select a different template that is
appropriate for editing and click $ again.

e Make your changes in the Microsoft Excel file that opens. It will
be created from the template. When you save and close that
Spitfire Item file, the edited information will be added back to
your Spitfire document.

Note: if data is not automatically uploaded to sfPMS, click the

Update ltems button.

¢ Remember that you cannot delete Items unless there is a
To_DeleteRow column for this purpose.

e Calculated fields in Spitfire cannot be editing in Microsoft Excel.

Export Items

Document ltems via Microsoft Excel

Project Startup (GCOD3, #0001)
This docurment containts 28 items
How do you want to work with the items in thiz document?

" Edit them " Ewport them " Update them from a Spitfire Item file
e ——
Uzing Template: |S:\Spitfire\Export Impart Template{\F‘unch Lizt Template. xml ) ﬂ

Spitfire Item File: IL|S:Punch List Graph.xlz

[+ OpenExcel W Close Document

E xport | | |

Ready

e Select the Export them radio button.
¢ Indicate a path and filename for your Spitfire Iltem File.

e Usethe Export button.
Note: if the template you selected contains a To_RowFlag
column (which is meant for adding Items to an empty document

only), you will see the following message instead:
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Template Viability Check i

Warning: Your template was designed for adding items but you selected edit
mode,

Do you intend to append new items now? Please click:

oK - te continue in APPEND mede (ne editing of existing data)

CAMNCEL - to stop and select a different template

0K | Cancel

o Click to select a template that is appropriate

Excport

for exporting, then click again.

e Export Items for output purposes (so that you can display your
data in graphs or Pivot Tables, for example). Exported Items are
saved in the Spitfire Item file that is created through the
template.

e Changes made on that Spitfire Item file are not automatically
made in Spitfire unless you later import the changes as
described below.

Import Items

Document ltems via Microsoft Excel

HWAC Funch List (GCO03, #0004)
This docurment containts 2 items
How do wou want to work with the items in thiz document?

" Edit them " Export them ( * Update them from a Spitfire Item file }

Uszing Template: | J
P ——
Spitfire Item File: ‘ S5 pitfiresPunchLiz] sl ’

E [ Claze Dacument

| | Update Items |

Ready

e Select the Update them from a Spitfire Item file radio button.

e Once you have a Spitfire Item file, you can update Items from
that file into your Spitfire document.

e Browse for your Spitfire Item file.

|Ipdate [tems

e Use the button.
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Field Names in Appropriate Doc Types
Bid

| oeais | sape | agar | Dates | xoms Hﬂ_‘

Docltem_Description

0003-001

SpEC IDocItem_Specification PARAGRAPH I Docltem_Paragraph
UNITS IDocItem_ItemQuantity oM I .

RATE IDoc|[emTask Rate DocltemTask_UOM

AMOUNT IDocltemTask_RevenueAmount

Bid Package

| mscions | pddess | wems | e | s =

Cost Code Description

os30-00 Docten, Descrpton

COST CODE PocltemTask_ProjEntity 2 ACCT CATEGORY I 2
REQUIRED DATE Pocltem_Due i DocltemTask_AccountCategory

UNITS PocltemTask_Quantity
UoM DocltemTask_UOM

RETENTION METHOD INnne . DocltemTask_RetentionMethod PERCENT Iﬂ
DocltemTask_ItemPercent
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CCO

Details i Scope | Addr Items Incl/Excl

Cost Code Category Description T Net Amount

01000-

New:001 e Docltem_Description

eral Conditions

LINE ITEM |New:001 Docltem_DocltemNumber DocltemTask_AccountCategory
Cos Cope [DocliemTask_ProjEntity - Rl ACCT CATEGORY | Jel
GL Account PocltemTask_GLAcct 2
cap [WiDocltemTask_MarkupControl SUB ACCOUNT |DocltemTask_GLSub
unirs DocltemTask_Quantity Lasor CLass PocltemTask_LaborClass
RaTe PocliemTask_Rate uoM

AMOUNT PocltemTask_ExpenseAmount DocltemTask_UOM

RETENTION METHOD INUHE .DOC'temTaSk_RetentiOnMethOd PERCENT IﬂocnemTask_"emPercent
ORIGINAL EsnMATEPocltem_OriginalEstimate QUOTEPocItem_OriginaIQuote

Commitment

Details | Scope | Addr | Payees | Dates Items Incl/Excl i Compliance d

Docltem_DocltemNumber

= o
4

DocltemTask_AccountCategory

tem|Cost Code Category Description oM Quantity| Rate Original
7 | DocltemTask_ProfEntity | o | IDocitem_Descr
REQUIRED DATE I Docltem_Due E GL ACCOUNT I DocltemTask GLAcct 4
Irem 1D |Doc|tem_SourceItemNumber SuB hcmuNTI DocltemTask_GLSub

LABOR CLASS |Doc|temTask_LaborCIass £

ORIGINAL UNITS I DocltemTask_Quantity COMMITTED UNITS |SPRLineDetails_ContractUnits
Rt |Doc|temTask_Rate DocltemTask_MarkupControl Hon I . DocltemTask_UOM
Umrw-AMwMD*cItemTask_ExpenseAmount COMMITTED AMT ISPRLineDetaiIs_ContractAmount
Rerenmion MeThoo | NOMe DocltemTask_RetentionMethod PERCENT |DocltemTask_ItemPercent
UNITS _ APPROVED ISPRLineDetaiIs_VoucheredUnits PENDING CCO UnITS lsPRLineDetaiIs_PendingChangeUnits
AMOUNT _ APFROVED |SPRLineDetaiIs_VoucheredAmount PENDING CCO AMT |SPRLineDetaiIs_PendingChangeExpense
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Daily Field
Report

H Details H Work H Job Safety H Resources H Equipment H Subs H Major Deliveries i‘

= .|Work Done Issues|Sub Crew Size

Docltem_Description

Meeting
Minutes

e - [

Docltem_Description

0018-001

DRAWING NUMBERIDocItem_Drawings Rev |Docltem_RevisionNumber
TOPICIDocItem_ItemType
CosT CDDEIDocItemTask_ProjEntity ye B
RESPCINSIBLE|Docltem_ResponsibIeParty_dv y=

DUElDocItem_Due E COMPLETED |Docltem_Completed E
MOTE

DocltemTask_Note
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Details Liens Items

Item ‘Cnsl Code

= |

LINE ITEM IDocRevItem_ItemNumber

CosT CODE IDocItemTask_ProjEntity

COMMITTED UNITS ISPRLineDetails_ContractUnits

COMMITTED RATE IDocItemTask_Rate

COMMITTED AMOUNT ISPRLineDetails_ContractAmount

PENDING REQ UNITS ISPRLineDetails_PRInProgre'ssQuantity

PENDING REQ AMT ISPRLineDetaiIs_PRInProgre'ssAmount

Appr REQ UNITS ISPRLineDetaiIs_VoucheredUnits

AppR. REQ AMT ISPRLineDetails_VoucheredAmount

Electrical

DocltemTask_UOM

uoM I .

ToTAL % COMPLETED ISPRLineDetaiIs_TotaIPercentRequest

TOTAL UNITS COMPLETED ISPRLineDetaiIs_TotaIUnitsCompIeted

TOTAL AMT COMPLETED ISPRLineDetaiIs_TotaIAmountCompIeted

CURR. REQ UNITS IDocItemTask_Quantity

CURR WORK. AMT IDocltemTask_WorkAmount

CURR MATERIAL AMT IDocltemTask_StoredAmount

CURR REQ AMT IDocltemTask_RevenueAmount

CURE RETENTION IDocItemTask_RetentionAmount

MET PaY AMOUNT IDocltemTask_ExpenseAmount

Details Liens Items

Docltem, Description

Qty""ml(

Material | Current | % Complete | Retention

Spitfire Item Templates
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Project Setup

H Details H Scope H Addr H Dates H Items H Incl/Excl H Project —

=|a Ttem | Description Original Current
General Conditions £25,000.00
seec |Docltem_Specification PnRAmm—ilDocltem_Paragraph
unTs |Docltem_itemQuantty uoMm I . DocltemTask_UOM
RATEIDocItemTask_Rate REVENUE CODE IDocItem_RevenueEntity £ B

ORIGINAL AMOUNT IDocItemTask_RevenueAmount

CURRENT

unTs ISPRLineDetaiIs_ContractUnits

AMOUNT |SPRLineDetaiIs_ContractAmount

Punch List

Docltem_Description
0DDe-001

CosT C{IDEI DocltemTask_ProjEntity = B

£
DUEI Docltem_Due i C(]I'-'IPLEI'E[ZII Docltem_Completed )

RESPGHSIBLEI Docltem_ResponsibleParty_dv
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RFQ

H Details H Instructions H Addr Items lncIfExd ‘

Docltem_Description

CosT CODE IDocItemTask_ProjEntity 2 e ACCT Cﬁm"’| #!
g DocltemTask_AccountCategory

REQUIRED DATE IDocItem_Due

UNITS IDocItemTask_Quantity DocltemTask_UOM
RATE IDocItemTask_Rate uoM I .

AMOUNT IDocItemTask_ExpenseAmount

ORIGIMNAL ESTIMATEIDocItem_OriginalEstimate QUOTEIDocItem_OriginaIQuote
RETENTION METHOD I .ocltemTask_RetentionMethod PERCENT |ﬂocltemTask_ItemPercent
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Submittal,
Submittal
Package and
Submittal Item

Register

H Notes | Addr | ttems —‘

ocltem_Description

Docltem_ltemType [

SeEC/PARANREV| ! |Doc|tem_Paragraph : | Docltem_RevisionNumber

Mmum;runm| Docltem_Manufacturer

SUPPLIER| Docltem_Supplier
Source Numeer| Docltem_SourceltemNumber

cosT Cope| DocltemTask_ProjEntity 23
ResponsIBLE| Docltem_ResponsibleParty_dv £
RequEsTED|Docltem_Requested B ReCEIVED | Docltem_Received L
SuBMITTED| Docltem_Submitted 2] REVIEWED|Docltem_Reviewed i
Due|Docltem_Due B compLETED Docltem_Completed B
NOTE

DocltemTask_Note
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