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Setup for Spitfire’s
Plan Room

This technical white paper is designed for Spitfire Project
Management System users. In this paper, you will learn the
setup involved in order to have a Plan Room Dashboard that
can be used by specific and general public vendors.
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This technical white paper describes the setup involved in order to have
a Plan Room Dashboard that can be used by specific and general public
vendors.

This technical white paper assumes you have a basic understanding of
sfPMS in general and are a System Administrator (or someone with
equivalent permissions). Most documentation referred to within this
technical white paper can be found on the Spitfire Help menu.
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DocNo
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0002
0001
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ROJECT LIST

ipletion

1/2010

i0/2008

i0f2008
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Description

Type

Budget
Budget
Budget
Budget
Budget
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Budget
Budget
Budget
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Help Browser

proi Make a selection:

GC-]
GC-1
GC-1
GC-
GC-1
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GC-!
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Loc

100
Mar|

84K
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120
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* Knowledge Base
* KB About Home Dashboard
* Tutorial for Home Dashboard

* 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

sav Billing

System Administration

» Refresh Guide List
» White Papers

¥ Spitfire Online

* SpitfireManagement.com
* Blogs

Note: sections and chapters that are new or changed from the V4.3
documentation appear with green headers and possibly and *.
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The Plan Room Dashboard allows vendors to access appropriate
documents, such as your Bid Packages, and related files and, optionally,
create RFQs from those Bid Packages.

The Plan Room can be set up with a public login ID, so that anyone with
the ID and password could access the Bid Packages, Drawing Logs, Bid
Addendums, and any other desired Spitfire documents you place there
for specific projects, as well as any files attached to those documents.

Public vendors can read through the information on the Spitfire
documents, view attached files and export (download) those files onto
their computers.

Vendor Contacts with specific login IDs can also be given access to the
Plan Room and be given permission to create RFQs through a link on
the Bid Package document.

Instructions for your vendors, which you can and should modify to better
reflect your company, are available for download (see page 24).

File View Window

Select

Site Photo

Date
5 |1/15/2013
=B [1/21/2013
=& |130/2013
B |1/21/2013
=8 |1/30/2013
& |v21/2013

Help

Project Name

City Hall Renovation
Gc-006 &

GC-005 ﬁ

Western Plaza
GC-004

GC-007

i Palms Shopping Center

Project Name

Due
4/17/2013,
2/21/2013

1/31/2013,
2/21/2013,
1/30/2013,
2/21/2013,

Setup for Plan Room

Title

Location

(map)

§ Fabrikam Manufacturing Facility| 3500 Lemp Avenue

(map)

400 Pine Street

(map)

(map)

Drawings Electrical

Trane CGACD104 100 Ton 460V Chiller

16000 Electrical - Addendum

16000 Electrical

Drawings Architectural

Drywall & Finishes

| E) |
4+ | |
PROJECTS 5
Description Start Completion Status Schedule
This set of existing buildings was renovated including seismic,
S mechanical, electrical and code up-grades including a new computer
center building complete with a new emergency power service. Our 2 On
Chicago, 1L 60602 services included hiring the architect and other design services, procuring 4/10/2012 | 11/30/2012 | Completion Schedule
permits and getting approwval for all changes to the exteriors of the
buildings from Stanford University who owned the property and the
Acme completed the build out of 32,000 SF of space containing 20,000 SF
of raised floor with technology in floor and full height demountable
= partitions designed for 45 PSF. Full UPS and generator back-up as well as Ahead of
St. Louis, MO 83118 |ooting and cooling of ane zone far every two individuals. 4/9/2012 | 2/25/2013 | Buildout | gopoqye
Acme recently completed the approximately 608,403 SF three level,
Western Plaza mixed use project. Located between Disney's front gate at
the Magic Kingdom, the new California Avenue and Disney's newly on
Seattle, WA 98101 announced Third Park, it is hailed as "Orange County’s newest lifestyle 2/7/2012 1/15/2013 Awarded Schedule
shapping center”. Buildings include a transportation center, retail stores,
entertainment centers and restaurants sitting on a 19.3 acre parcel.
This multiple phased project expanded the existing mall from 1 million SF
3300 E Expressway 83 |12, 1:3 milion SF while in aperation, indluding new floor tile, new ceiling
treatments and the addition of a new mall entry. There also is a 220,000 Minor
Mcallen, TX 78501 SF village addition, consisting of an outdoor retail and entertainment 1/11/2012 12/19/2012 | Punchlisting Delay
center, a new theater and two new 1,100 stall cast in place parking
chrirtiras Qita winrl mancictad nf ranrsdinniracifasine fractrinin of tha
PROJECTS q
Location Description Start Completion | Status Schedule
(map)
AVATILABLE DOCUMENTS q
Type DocNo | Project Project Name Status
Drawings 0002 GC-003 Northern Lights Plaza Published
Bid Package 0327 GC-003 Northern Lights Plaza Accepting Bids
Bid Package Addendum 0001 GC-003 Northern Lights Plaza Published
Bid Package 0329 GC-003 Northern Lights Plaza Accepting Bids
Drawings 0003 GC-003 Northern Lights Plaza Published
Bid Package 0328 GC-003 Northern Lights Plaza Accepting Bids

Spitfire Project Management System V4.4



The Plan Room

Projects List

Click on a photo, or the name of the
project, to see associated documents
for that project in the Plan Room.

"= Spitfire Dashboard

Click ﬁ to open the project’s Project
Dashboard (if you have permission to
do so).

/
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File View Window

PROJECTS

Project Name

City Hall Renovgjg
GC-006

Fabrikam Manufacturing Facility

GC-005 @

Western Plaza
GC-004

Palms Shopping Center
GC-007

Columns

TIP

The order of the columns
can be set through the
Customization tool. See
the Focus on System
Administration guide for
more information.

Setup for Plan Room

/a’ﬁu

121 N La Salle st
Chicago, IL 60602
(map)

3500 Lemp Avenue
St. Louis, MO 63118
(ma=p)

400 Pine Street
Seattle, WA 98101
(map)

3300 E Expressway 83
Mcallen, TX 78501
(map)

Description

This set of existing buildings was renovated including seismic,
mechanical, electrical and code up-grades including a new computer
center building complete with a new emergency power service. Our
services included hiring the architect and other design services, procuring
permits and getting approval for all changes to the exteriors of the
buildings from Stanford University who owned the property and the

Acme completed the build out of 32,000 SF of space containing 20,000 SF
of raised floor with technology in floor and full height demountable
partitions designed for 45 PSF. Full UPS and generator back-up as well as
heating and cocling of one zone for every two individuals.

Acme recently completed the approximately 608,403 SF three level,
Western Plaza mixed use project. Located between Disney's front gate at
the Magic Kingdem, the new California Avenue and Disney's newly
announced Third Parlk, it is hailed as "Orange County’s newest lifestyle
shopping center”. Buildings include a transportation center, retail stores,
entertainment centers and restaurants sitting on a 19.3 acre parcel.

This multiple phased project expanded the existing mall from 1 million SF
to 1.3 million SF while in operation, including new floor tile, new ceiling
treatments and the addition of a new mall entry. There also is a 220,000
SF village addition, consisting of an outdoor retail and entertainment

center, a new theater and two new 1,100 stall cast in place parking

chribirae Qb wimrls cnneickad of ranesdinaleaciFaminan lractrininn of Hha

4/10/2012

4/9/2012

2/7/2012

1/11/2012

Completion

11/30/2012

2/25/2013

1/15/2013

12/19/2012

Status

Completion

Buildout

Awarded

Punchlisting

Select: the photof/file associated with the project. The file from
the Project Dashboard’s Photo part appears in this column.

=7

PHOTO

Project Name: the name and Project ID for the project. The
Description and ID from the project’s Project Setup document

appears in this column.

CONTRACT
MNO.

PROJECT|GC-006

DOCUMENT HEADER

City Hall Renovation

e

DES::RIPTION|City Hall Renovation

e S S S

Schedule

on
Schedule

Ahead of
Schedule

On
Schedule

Minor
Delay

Spitfire Project Management System V4.4




TIP

If the Public Status and
Public Schedule fields do
not appear on your
Project tab, they need to
be made visible through
the Customization tool
(see page 17).

Available
Documents

Click 3 to return
to the list of projects.

Page 7

Description: a description of the project. The Description from
the Project Setup’s Project tab appears in this column.

DESCRIPTION
This set of existing buildings was renovated including seismic,

mechanical, electrical and code up-grades including a new computer
center building complete with a new emergency power service. Our

senices included hiring the architect and other design senices,

¥

a

-

mrnaEine narmaite and asttine annesosl fae all abhanans b bhe sadkarioen

4

Start/Completion: the start and end dates for the project. The
Start and Finish dates from the Project Setup’s Dates tab
appear in these columns.

i
e |

Description Lead Time Start Finish

Project Current 0 4/10/2012

Status/Schedule: the public status and schedule status of the
project. The Public Status and Public Schedule fields from the
Project Setup’s Project tab appear in this column.

DESCRIPTION ¥
This set of existing buildings was renovated including <«
seismic, mechanical, electrical and code up-grades
including a new computer center building complete with
new emergency power service. Our services included

S - g g S

4 b

PRDGR.J'—\M| -not in a program - j &)

PUBLIC STATUSI Completion

e e o S S S S S S S S N

[<][<]

PUBLIC SCHEDULEIOH Schedule

When you select a project (by clicking on the photo or project name),
available documents for that project are listed in the Plan Room, and the
list of projects is hidden.

11/30/2012

V PROJECTS q
Site PWbto Project Name Location Description Start Completion | Status | Schedule
®
—u
Click B2 to open the
document (if you have @ =
permission to do so).
AVAILABLE DOCUMENTS q
Date Title Type DocNo |Project |Project Name Status
= @ 8/20/2013 |11/20/2013, |Drawings Electrical Drawings 000z GC-003 |Northern Lights Plaza |Published
b ‘@ 8/26/2013 |9/26/2013 Trane CGACD104 100 Ton 460V Chiller  |Bid Package 0327 |GC-003 |Northern Lights Plaza |Accepting Bids
= @ 9/4/2013 9/5/2013, 16000 Electrical - Addendum Bid Package Addendum |0001 GC-003 |Northern Lights Plaza |Published
@ @ 8/26/2013 |9/26/2013, 16000 Electrical Bid Package 0329 GC-003 |Northern Lights Plaza |Accepting Bids
Bq @ 9/4/2013 9/4/2013, Drawings Architectural Drawings 0003 GC-003 |Northern Lights Plaza |Published
@ @ 8/26/2013 |9/26/2013, Drywall & Finishes Bid Package 0328 GC-003 |Northern Lights Plaza |Accepting Bids

Setup for Plan Room
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Columns

e Date: the document’s date, often the date of creation. The

document’s Date is used in this column.

=| Drawings- ;

Drawings Electrical

DOCUM

DDC#IDOOE

PROJECT|GC-003

DESCRIPTION |Drawi ngs Electrical

TYPE| C

ecirnca A
STATUSIPuhIished . (i ]

DATE|08/20/2013

S o S S S R S S S S

B

L~

e Due: the document’s due date. The document’s route Due date
is used in this column.

4+ |Seq |To Status Ins |Rsp Notes Due

1 Due: Nowv 20 12:45
+ Acted: Sep 02 18:12

Chris Demo
[Project Manager)

Responded

e Title: the document’s title. The document’s Description or Title
is used in this column.

=| Drawings-
=l g

AT

Drawings Electrical

DDC#IOOO.’Z

PROJECT|GC-003

DESCRIPTION |Drawing5 Electrical

e Type: the document’s Doc type.
=| Drawings- 54

Drawings Electrical
DOCUMENT HEADER >

e DocNo: the document’s number. The document’s Doc # is used
in this column.
=| Drawings-

"

Drawings Electrical

L

o e

Doc#|0002
VWV\/VWVVWM

Setup for Plan Room Spitfire Project Management System V4.4
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=| Drawings-
= g

Page 9

Project: the project ID to which this document belongs.

Drawings Electrical

DOCUMENT

Doc# IU’U’UE

PROJECT|GC-003

Project Name: the name of the project to which this document

belongs.

=| Drawings-

Drawings Electrical

DoC# IUUUZ

DOCUMENT HEADER

PROJECT|GC-003

2
p
2
2
>
2
2
?

Northern Lights Plaza

Status: the document status. The document’s Status is used in

this column.
=| Drawings- 2

Drawings Ele:::t'i::al

>
b4
2
Doc#l{lﬂﬂz >

PROJECT|GC-003 g

DESCRIPTION IDrawings Eleclrig

To download files from the document:

Click & on the selected row.

Spitfire Project Management System V4.4
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Overview of Setup

In order for the Plan Room to work as designed, certain setup is
required. This setup may have already been established during
implementation. The information here serves as a review.

Setup Tools

The Roles tool is used

e To modify the Plan Room Visitor role to include the sub role
Doc Viewer for each desired Plan Room Doc type.

(See page 14.)

e To modify a role or sub role to include the DOC | Self Service
RFQ capability if you want vendors to be able to create RFQs
from Bid Packages and to ensure that that same role or sub role
includes the Doc Creator sub role for RFQ documents.

(See page 15.)

The Customization tool is used

e To customize the RFQ Doc type so that vendors don't see all
fields on the Items tab. (See page 16.)

e To customize the Project Setup Doc type to include Public Setup
and Public Schedule fields on the Project tab. (See page 17.)

The Doc Types tool is used

e To specify whether a particular Doc type may be included in the
Plan Room. (See page 18.)

The Contacts Dashboard is used

e To create public login Contacts (if you want general
contractors/subcontractors to be able to access the public Plan
Room) and to give all public login Contacts the Plan Room
Visitor role for access to the Plan Room. (See page 19.)

e To make all Vendor Contacts who should have access to the
Plan Room “Spitfire Users” and give those Contacts all required

roles. (See page 20.)

The Routes tool is used

e To create a predefined route for the RFQs created through the
link on the Bid Package. (See page 21.)

The Rules Maintenance tool is used

e To specify that predefined route name as the result value of the
RouteConfig | SelfService rule for the RFQ Doc type.

(See page 22.)

Setup for Plan Room Spitfire Project Management System V4.4
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e Toindicate which statuses allow a document to be included in
the Plan Room through the DocStatuslsinPlanRoom rule group
(See page 23))

The Download page on the Spitfire Client website allows you

e To download the “how-to” instructions for your vendors, which
you should then modify. (See page 24). You can then send
these instructions to vendors or place the instructions on your
Spitfire Help menu (see_ KBA-01482).

Spitfire Project Management System V4.4
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Inclusion of Documents

Project Setup

Doc Type

Setup for Plan Room

In order for a document to appear in the Plan Room Dashboard, it must
meet the following criteria.

Which projects are allowed to appear on the Plan Room is determined by
the Plan Room Mode option on the Project Setup’s Project tab.

=] Project Setup- Elﬂléj

| ——
Northern Lights Office Bldg
DOCUMENT HEADER LEL=

CONTRACT ’—
No.

PROJECT |GC-’003 Northern Lights Office Bldg

DESCRIPTION |Northern Lights Office Bldg

CusToMER [Northern Lights oy ; |

STATUS |Committed ~| €B
EXECUTED |11/5/2004 B
DATE |12/11/2007 =

project | 7

COMMITMENT BUDGETING MODE | Update -
PLAN ROOM MODE |[N/A =

N/A

Private
FORECASTING THRESHOLD |Pyblic

o N/A means that no documents or files for this project will appear
on the Plan Room. The project itself will not appear on the
Projects list on the Plan Room.

e Private means that documents and files for the project can
appear on the Plan Room (if other conditions are met) only for
those users who have role-based access to the specific project.
In addition, the project itself will appear on the Plan Room only
for those users who have access to the project.

e Public means that documents and files for the project as well as
the project itself will appear on the Plan Room for all who have
access to the Plan Room.

Only those documents of a Doc type that has been set up for the Plan
Room can appear on the Plan Room (see page 18).

For example, if GC-003 has a Plan Room Mode of Public, but the
Drawings Doc type is not designated as Plan Room enabled, then
Drawings will not appear on the Plan Room.

Spitfire Project Management System V4.4
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Doc Status

Only certain statuses allow a document to appear on the Plan Room
(see page 23). A document must have a Plan Room status in order to
appear on the Plan Room.

For example, if GC-003 has a Plan Room Mode of Public, and Drawing
documents are Plan Room enabled, a Drawings document with a status
of In Process (which is not set up as a Plan Room status) will not
appear on the Plan Room at all.

Setup for Plan Room Spitfire Project Management System V4.4



Use the Roles Tool

The Plan Room

Page 14

Visitor Role

The Plan Room Visitor role is what gives a Spitfire User permission to
see the Plan Room Dashboard.
While the Plan Room Visitor role gives access to the Plan Room
Dashboard, the Doc Viewer sub role is needed for access to specific
Doc types on the Plan Room.
Note: Your Plan Room Visitor role may already have the Doc Viewer sub
role for each desired Doc type. (Spitfire-RTG is configured as shown
below.)

% ROLE LIST

Rol

3 Eoon Subscriptions ‘ ROLE LIKE | TYPE ~ [Primary =

ﬁ Catalog Folders D Rele Name Description Conditions g;:i?]i:i:lns Active

2 Report Folders 2z (: VXX XX v v

32 Account Categories

32 Alert Types |

1 s |

ﬁ Company Divisions
32 Compliance Types
¥ CSI Maintenance

% Date Types 53 Ga
Doc Types .
32 Reference ﬁ i s
32 Templates E-Ry e

L

32 Code Maintenance

For more information
about the Roles tool, see

the Focus on System
Administration guide.

Setup for Plan Room

Included Sub Rele(s)

Doc Viewer Bid Package Addendum
Doc Viewer Drawings

Doc Viewer Invitation to Bid

Doc Viewer Bid Package

ROLE DETAIL

Available Sub Role(s)
Doc Approver

Doc Creator

Doc Editor

DocltemsVisible

[ I O % |

oL

[Spitfire-Enterprise only] Review the Plan Room Visitor role to see if any

changes are required.

e If there are Doc types missing, add or copy the Doc Viewer sub
role and expand it to select the desired Doc type.

o If there are Doc types listed that you don’t want, delete that Doc

Viewer row.

¢ Remember to save your changes.

Spitfire Project Management System V4.4
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Your
Subcontractor
Role
You probably have one or more roles that were established and defined
for your Vendor Contacts. Perhaps these roles include the
Subcontractor Base or another “building-block” sub role.
If you want vendors to be able to create RFQ documents from Bid
Packages, they need to have the DOC | Self Service RFQ capability
through one of their roles or sub roles. In addition they need to have the
sub role Doc Creator for the RFQ Doc type.
Note: The appropriate role or sub role may already include the DOC |
Self Service RFQ capability and Doc Creator sub role. (Spitfire-RTG is
configured as shown below.)
ROLE LIST
‘ROLE LIKE | TYPE ~ [Subordinate =
D Role Name Description Conditions g‘;:iiiﬁi:lns A
ROLE DETAIL
C J | |
MODULE v |DOC = CAPABILITIES
AREA | =l
Role Capabilities Permit (RIUDS) Additional Capabiliti
ﬂ # |Can see all items that have the same company M 0ODO0DODO = | attach File From Templ
ﬂ/ Maintain Document Template output ooooao = |Can add attachments t
ﬂ # |Self Service RFQ v [ O [ | = | can be designated as ¢
| | (@ By
Included Sub Role(s)
ﬁ ﬂ' EE] Doc Creator RFI
ﬁ ﬂ' 53 Doc Creator Pay Reguest
ﬁ ﬂ' 53 Doc Creator RFQ
ﬁ ﬂ Ea Doc Viewer Drawings
ﬁ ﬂ' EF) Doc Viewer Bid Package
[Spitfire-Enterprise only] Review your roles to see if any changes are
required.
e |fthe DOC | Self Service RFQ capability is not included in any
role or sub role, add it to the most appropriate role or sub role.
0 You need to give both R and | permission for the vendor
to be able to create the RFQ and U permission if you
For more information want the vendor to be able to reopen the RFQ.
about building roles, see ) ) )
the technical white paper e Ifthe Doc Creator RFQ sub role is not included in the role or
Designing User Roles. sub role, add Doc Creator and then expand it to select the RFQ

Doc type.

e Remember to save any changes.

Setup for Plan Room Spitfire Project Management System V4.4
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Use the Customization Tool

Customize the
RFQ Doc Type

The Items tab on your RFQ document can include many fields, including
fields such as Estimate and Original Quote, which you may not wish your
third-party vendors to see. You can use the Customization tool to make
those fields visible only to users with the CSTM | Internal Staff role
capability—a capability you would probably not give to your vendors.

Note: Your RFQ document may already have been customized to hide
certain fields from anyone without the CSTM | Internal Staff role.
(Spitfire-RTG is configured as shown below.)

System Admin

CUSTOMIZATION TOOL nq

DocC TYPE: v |RF0 j PART: [v | Doc Item Detail - Commitment, RFQ ﬂ
ITEM: - | J v SHOW LIVE CONFIGURATION

v SHOW VISUAL [~ SHOW ADVANCED
B 5 B [Part Name Doc Type |Context | Capability Item Label |Visible |SF Active
EE} Doc Item Detail - Commitment, RFQ  |RFQ CSTM:Internal Staff |Original Estimate v F |
EF Doc Item Detail - Commitment, RFQ  |RFQ CSTM:Internal Staff |Quote v |~
EFY Doc Item Detail - Commitment, RFQ |RFQ CS5TM:Internal Staff |Account Category v F |~
B Doc Item Detail - Commitment, RFQ  |RFQ CSTM:Internal Staff |Percent v |~
Er Doc Item Detail - Commitment, RFQ  |RFQ CSTM:Internal Staff |Retention Method v I |

For more information

about the Customization

tool, see the Focus on
System Administration
guide.

Setup for Plan Room

[Spitfire-Enterprise only] Review the customizations for the RFQ Doc
type to see if any changes are required.

If there are fields on the RFQ that you do not wish your vendors
to see, edit the fields (i.e., the correct item on the Doc Item

Detail — Commitment, RFQ part) to add CSTM: Internal Staff
as a required capability, if the capability is not already included.

If there are fields on the RFQ currently linked to the CSTM:
Internal Staff capability that you do want your vendors to see,
edit the necessary rows to remove the capability.

Remember to save your changes.

Spitfire Project Management System V4.4



Customize the
Project Setup
Doc Type

Page 17

The Project tab on your Project Setup document can include the Public
Status and Public Schedule fields that populate the Plan Room. You can
use the Customization tool to make those fields visible.

Note: Your Project Setup document may already have been customized
to show these fields.

C—D

CUSTOMIZATION TOOL nq
PART: E||Doc Project Setup ﬂ ITEM: DlCommitment - Inclusi\uﬂ
v SHOW LIVE CONFIGURATION v SHowW GUIDE
[]SHOW ADVANCED [ SHOW VISIBLE ONLY
D & % Part Name Doc Type Capability Item Label Visible SF |Active
Pl | Doc Project Setup Project Setup Public Schedule v O |
Vs i | ‘Doc Project Setup Project Setup Public Status v O |«

For more information
about the Customization
tool, see the Focus on
System Administration
guide.

Setup for Plan Room

[Spitfire-Enterprise only] Review the customizations for the Project Setup
Doc type to see if any changes are required.

e |Ifthe Public Schedule and Public Status fields need to be
made visible, copy those rows from the Spitfire defaults and
make sure the Visible column is checked (+"). You can change
the labels also.

e Remember to save your changes.

Spitfire Project Management System V4.4



Use the Doc Types Tool

Plan Room
Option

Page 18

Doc Types must be designated for the Plan Room through an option on

the Doc Types tool. The Plan Room option is a ¥ / * toggle.

Note: Appropriate Doc types may already have been designated for the
Plan Room. (Spitfire-RTG is configured as shown below.)

=

DOC TYPES

=

DOC TYPE LIKE: | I~ SHOW INACTIVE DOC TYPES

.D Doc Type Site Name Project Dashboard |Create From Dashboard |Plan Room
7 /¢ |Bid Package Bid Package v v v

s .{? Bid Package Addendum |Bid Package Addendum

& B |1nvitation to Bid Invitation to Bid

v v’ v
Y i Drawings Drawings v v v
v v v

[Spitfire-Enterprise only] Review the Doc Types tool to see if any

changes are required.

Site Active |Custom

v’

v’
v
v

k4

o
o
2

e |If there are Doc Types that should be included on the Plan Room
but are not designated for the Plan Room, edit the Doc type row

to make the Plan Room option = +".

o If there are Doc Types that are currently designated for the Plan
Room that should not be, edit the Doc type row to make the Plan

Room option = .
e Remember to save your changes.

For more information
about the Doc Types tool,

see the Focus on System
Administration guide.

Setup for Plan Room
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Use the Contacts Dashboard

Public Log in
Contact

If you want public contractors/subcontractors/vendors to access the
Spitfire Plan Room, you must create a public login and password for
them to use. Since login IDs and passwords are given only to Spitfire
Users, your Contacts must include a “public” Contact (for example,
“Guest”). The public login and password will allow anyone to access
sfPMS. However, The Plan Room Visitor role you give the public login
Contact will limit access to the Plan Room.

Note: You may already have a public login Contact in your Contact list
and this Contact may already have the Plan Room Visitor role.

|

8=Contacts n Name 7 |Company
ff Companies = 6 (U

| | 1€ D) | 1

‘ ROLES LIKE: | PROJECTS LIKE:

User's Role(s)

EHB (Ran Room visitor)

S S N S S SN N N RN N N N N N R NN

Review your Contacts to see if any changes are required.

e If there is no public login Contact, add a new Contact, make that

Contact a “Spitfire User” and give that Contact a login ID and

For more information password.

about adding and editing _ . .

Contacts, see the Focus e If the public login Contact includes any roles other than Plan
on Contacts guide._ Room Visitor in the Member Of tab, delete the other roles.

¢ If the public login Contact does not have the Plan Room Visitor,
add this role to the Contact.

o If you want to limit the Plan Room to a specific project,
expand the Plan Room Visitor role and look up the
project.

o If you want the Plan Room to include all projects, expand
the Plan Room Visitor role and blank out the Project
field.

Setup for Plan Room Spitfire Project Management System V4.4



Existing Vendor
Contacts
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If you want your Plan Room to be accessed by specific Vendor Contacts
already in your system, you need make sure that those Contacts are
Spitfire Users and that they have the Plan Room Visitor role. In
addition, if you want them to be able to create RFQs from the Bid
Package document, they will need whatever role contains the DOC | Self
Service RFQ capability.

Note: your Vendor Contacts may already be Spitfire Users who have the
necessary roles to access and use the Plan Room.

__%__-_

Setup for Plan Room

>
>
3
CONTACT LIST ¢
8
| _Contacts_ NAME | EMALL | ;
ff Companies 2
PHONE/FAX | LOCATION | S
COMPANY | MEMBERS OF | 4
. W SPITFIRE USERS ONLY [ CUSTOMERS ONLY 3
{ ) L] EMPLOYEES ONLY i/ VENDORS ONLY
\ / [ PUBLIC ONLY [J CompANIES ONLY 3
ACTIVE |Active | 4
= ?
,D_ Name Company Email ;
2% f (U g
CONTACT DETAIL ;
$
| | [ ] | | | 3
‘ ROLES LIKE: | PROJECTS LIKE: | 2
b
S
User's Role(s) >
% ﬂ' x Plan Room Visitor ;
by
% ﬁ x Subcontractor ;

Review your Contacts to see if any changes are required

¢ If any Vendor Contact is not a Spitfire User, make that Contact a
“Spitfire User” and give that Contact a login ID and password.

¢ If any Vendor Contact does not have the Plan Room Visitor in
the Member Of tab, add this role to the Contact.

o If you want to limit the Plan Room to a specific project,
expand the Plan Room Visitor role and look up the
project.

o If you want the Plan Room to include all projects, expand
the Plan Room Visitor role and blank out the Project
field.

o |If the Vendor Contact does not have the DOC | Self Service
RFQ capability in one of its existing roles (and you want the
vendor to be able to create RFQs from Bid Packages), give the
Contact whatever role includes this capability.
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Use the Routes Tool

Predefined
Route for RFQs

Since you probably don’t want your vendors adding routees to the RFQ
document, you will want to create a predefined route for RFQs created
from the Bid Package through the Click here for RFQ link (i.e., “self-
service RFQs").

Note: you may already have a predefined route for self-service RFQs.
(Spitfire-RTG is configured as shown below.)

=2 3

7

ROUTE LIST g

32 Routes — 5

‘ NAME: DOC TYPE =l 3

32 Allocations - 3

32 Alert Subscriptions b Route Name Active 2

- 2,4 2

32 Compliance Types 7z v g

33 CSI Maintenance DETAILS FOR SELECTED ROUTE 2

ﬁ Date Types 5

32 Programs ‘ STATUS: | = ?

32 Reference 3
= = Seq. No. - Access Default Default Due |(w/

Region Maintenance

% Tergnplates D User/Role Description Level Status Note In Transmittal ;

i | 2

% 2 a Spitfire Collaborate | Pending x g

32 Code Maintenance . g

75 System Information P | 3 I\ﬁn:mje':t ;;Dd:;ter Collaborate  |Pending &ny * g

ger b3

s S

€9 Cacheasof Jan 30 11:41 g

RULES FOR SELECTED ROUTE g

Because the RouteConfig rule will govern this
route (see next chapter), the “Rules for Selected
Route” part will be ignored for this route.

Review your predefined routes to see if any changes are required.

e If there is no route for self-service RFQs, add one and indicate to
whom the RFQ should be routed once the vendor sends it on.
The route name should not include spaces.

o Use a workflow script for greater control over the document,
Lt : : such as changing the status to “Bid Back” automatically.

For more information

about predefined routes, e Remember to save all your changes.

see the Focus on the
Manage Dashboard
guide.
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Use the Rules Maintenance Tool

RouteConfig |
SelfService

ﬁRoIes

ﬁ Event Subscriptions

ﬁ Catalog Folders
ﬁ Report Folders

32 Account Categories

32 Alert Types
Company Divisions

32 Compliance Types

32 €SI Maintenance

% Date Types

% Doc Types

3= Reference

3= Templates

2 Code Maintenance
2 Customization
2 Mask Maintenance

ﬁ System Information

For more information
about the Rules
Maintenance tool, see

the Focus on System
Administration guide.

Setup for Plan Room

Not all RFQ documents are necessarily created through the link on the
Bid Package document. It is therefore conceivable that you might desire
different predefined routes for “regular” RFQs and “self-service” RFQs.
The RouteConfig | SelfService rule indicates which predefined route for
RFQs should override any other predefined routes when an RFQ is
created through the Bid Package link.

Note: your RouteConfig rule may already include a SelfService value
for the appropriate predefined route.

G2

RULE MAINTENANCE

GROUP:
[~ SHOW CODE SET
D Rule Group Filter Info Type Description
" routeconfig :
RULE ENTRIES
RULE NaME  [Sel
Doc Tyre | =
I~ SiTe Onwy
% .
’—_| Rule Filter Value Result Value
V4 EE) [L:.; il | SelfService RFQ RFQ_SelfService

[Spitfire-Enterprise only] Review your RouteConfig rule to see if any
changes are required.

¢ If your RouteConfig rule does not include a SelfService value,
add one.

e The result value for SelfService must match the name of the
predefined route established for RFQs that are created through
the link on the Bid Package document (i.e., “self-service RFQs").

¢ Remember to save your changes.
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DocStatuslsin
PlanRoom
DocStatus codes that allow a document to appear on the Plan Room are
indicated through the DocStatuslsinPlanRoom rule group. All DocStatus
codes for a Doc type that allow for inclusion on the Plan Room need to
be included.
Note: your DocStatusisinPlanRoom rule group may already DocStatus
codes for the applicable Doc types. (Spitfire-RTG is configured as
shown below.)
3= Roles RULE MAINTENANCE (=i
3§ Event Subscriptions
GROUP:
5 Catalog Folders [~ SHOW CODE SET
+5 Report Folders
0 Rule Group Filter Info Type |Description
5 Account Categories
ﬁ Company Divisions
ﬁ Compliance Types RULE ENTRIES g
ﬁ CSI Maintenance
% Date Types RuULE Name
Doc Types — =
ﬁ Reference Doc Type J
3§Templates
35 Code Maintenance %]
ﬁ Customization '—L| Rule Filter Value Result Value SF
2 Mask Maintenance
EeY E Bid Package 1 v
*2 System Information
EE] T Bid Package 1 v
) Cache as of Apr 25 10:40 By o iifdzﬁgf:fe l .
53 P Drawings 1 v
EE] P Invitation to Bid 1 v

Setup for Plan Room

[Spitfire-Enterprise only] Review your DocStatuslsinPlanRoom rules to

see if any changes are required.

o If desired statuses for any Doc types are missing from the
DocStatuslsinPlanRoom rule group, add the appropriate
DocStatus codes with a Result Value of 1.

o Remember to save your changes.
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Download the How-To Instructions

Spitfire provides instructions, written in Microsoft Word, for your vendors.
These instructions can be used as templates that you modify as needed
to end up with instructions from you to your vendors.

Both How to Use the Plan Room (from a public login) and How to Use

the Plan Room (from a vendor login) are available from the Downloads

page on the Client area of the Spitfire website
(www.spitfiremanagement.com).

Industries Company Services

Clients-Only Area

Newsletters
Documentation
Training

Services

Knowledgebase

Setup for Plan Room

Downloads

File Date
Spitfire Files

Spitfire Setup 07.18.2011
sfExternal DB 02.15.2007
sfLoadFile 04.18.2007
Spitfire Im=age W4.3.1.24
Stapler

Spitfire Lockup WZ2.1.3.8
Editar

How to Use the 01.31.2014
Plan Room (frem
a public legin)

How to Use the 01.31.2014
Flan Roem (frem
a vendor lagin)

Notes

1.14 MBE Zip file with Password for new installations.
Installs base components that connect to Spitfire
SiteUpdateService to download software and updates.
User and Site ID Keys required for installation.
Ceontact Spitfire for ID Keys.

459 KB Zip File (SQL Server backup)
Database for Spitfire web site not integrated to M5 Dynamics SL

54 KB Zip File

Spitfire utility to create Catalog folders to replicate a local
Windows Explorer folder hierarchy.

See KB-0126Z for instructions.

2.78 ME Click-once Deployment

Spitfire utility to combine scanned image pages for use in the
Spitfire Batch Scanning process. See the Focus on Batch Processing
guide for instructions.

10.4 ME Click-once Deployment

Spitfire utility designed to maintzin sfPMS lockups and results
definitions. During installation, you wvill be promptad to designate
vour SQL server instance and an =fPMS database name.
Knowledge of SQL server databases is required.

See KB-01404 for instructions.

247 KB Microsoft Word File

Use this file a5 2 starting point if you want to modify the "How to
Use the Plan Room"” instructions meant for
vendors/subcontractors ete. who log in to the Plan Room using a
public legin.

247 KB Microsoft Weord File

Use this file as a starting point if you want to medify the "How to
Use the Plan Room" instructions meant for your Vendor Contacks
who log in to the Plan Room using their cwn login.

e Once you have saved the .docx file on your computer, you
should modify it to include your company-specific information.

Spitfire Project Management System V4.4
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Replace the Spitfire logo
with your own company

e SPITFIRE
S0 FTWHRRBE

How to Use the Plan Room (From a Public Login) V4.4

Note:

If you encounter a problem when accessing or using the Spiffire Plan Room, check first with your own IT department or help
desk. The problem may be caused by something on your workstation.

If IT cant fix the problem, contact and explain the nature of your problem in detail.

The Spitfire Plan Room lists documents th in bidding plans,
drawings, specifications, addendums, and oth
information.
Indicate your help desk
or support email here.

To Access the
Plan Room

1. Go tothe URL providedtoyou. The Loginin screen will appear.

Replace this sentence with
your own URL.

Note: because Spitfire does not know your vendors and does not want to
assume access, Spitfire will provide support to third-party vendors only if
a support email comes from you (our Spitfire client). These support
incidents will then be tracked and processed/charged as all others.

Once modified, you can distribute the instructions or place them on the
Help menu of your Spitfire Dashboard. For more information about
adding the file to your Help menu, see KBA-01482.

Setup for Plan Room Spitfire Project Management System V4.4
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