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Support of Windows IEI10

e

internet Explorer

Microsoft has released its latest browser: Internet Explorer 10. According to
Microsoft, IE10 is fast and fluid, easy, perfect for touchscreens and safer,
with more privacy settings.

We at Spitfire recommend IE10 and have made sfPMS V4.3 compatible
with IE10. (sfPMS is compatible with IE9 and IE8 as well.)

For more information about IE 10, visit
http://windows.microsoft.com/en-us/windows-8/internet-explorer

You Asked For It, You Got It: Document Overdue Column

Request: When we sort the documents on the Document List on the Overdue column, the list
is sorted in ascending order. Can it default to descending order instead?

Yes. Now, when you click on & at the top of the column, the results will be in descending order. This means that the
Doc types with the most overdue documents will be listed on top.

When you first get to the Document menu, Doc types

are listed in alphabetic order:
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If you click ﬁ’, the Doc types will be ordered in
descending order of overdue documents:
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Improvements to Batch Scanning

sfPMS has long supported the batch scanning of files, usually invoices, through a tool called the Batch Upload Tool.
This tool was most useful when invoices came in hard copy form and needed to be scanned and uploaded into the system.
Recognizing that invoices now often come as PDF files, we have new workflows that bypass the Batch Upload Tool.

Step One - Create a File Batch document:
1. Select Create Document from the Site Options menu:
[&5)] T

& Create Project

2. Select Create File Batch:
Select x

CREATE A NEW DOCUMENT !

Make a selection:

» Create Bid

» Create Bid Package

» Create Estimate

» Create Expense Entry
» Create File Batch

3. Save the document.

Step Two — Attach the PDF (or any other) files:

1. Use the Add Files tool (=) to attach the files to the File Batch document. You can attach as many files as you
want in this “batch”. An easy way to do this is to organize your files as they come in into one folder on your
computer then use the Add Files tool to grab them all at once. Whereas the Batch Viewer used to support only
TIFF files, it now supports PDF, DOC*, DOT*, RTF, HTM*, and TXT files, so any of those file types can be
attached to the File Batch document.

Step Three (optional) — Route the document:
1. Unless you are the person who will be processing the files (or a predefined route has been set up for the File
Batch Doc type), route the document to the correct person as you would normally.
2. Save and close the document.

Step Four — Open the Batch Viewer:

1. (Whoever is going to process the files) From the Inbox, click @ next to the File Batch document to open the
Batch Viewer.

?
Description DocNo Type Project g
Z/(#e scanned Invoices 0001 File Batch g
E\@File Batch 0002 0002 File Batch 3
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Information about the Batch Viewer can be found in the Focus on Batch Processing guide.

Note: a different workflow can take advantage of Spitfire’s inbound processing. If you set up inbound processing and a
predefined route for the File Batch Doc type, emails with File Batch in the subject line will automatically appear in the
correct person’s Inbox with all attached files. (See KBA-01531 and KBA-01532.)
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Feature Spotlight: Template Types

sfPMS allows you to upload several different types of template files into the Template library though the use of the
Templates tool, found on both the Manage Dashboard and the System Admin Dashboard.
e Attachment — these Microsoft Word templates can include bookmarks that merge document data. They are
selected from a document’s Attachments tab to create the print output for routing purposes.

B ts | |

{fﬂ Name Size

e &

e Attachment (all) — these Microsoft Word templates are similar to the Attachment templates but are
automatically selected for output when the document is routed.

e Attachment (auto) — this Microsoft Word template is similar to the Attachment type, but is automatically
selected for output when the document is routed. A Doc type can have only one Attachment (auto) template file.
(For more information, see the Focus on Files, Attachments and the Catalog Dashboard guide.)

e Email Body - these Microsoft Word templates can include bookmarks that merge document data. They
configure the body of the email when a document is routed via email.

e Item Cover —these Microsoft Word templates can include bookmarks that merge document data. They
automatically create print output for each Item on a document. This output is then included in routed content.
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e Transmittals — these Microsoft Word templates can include bookmarks that merge document data to create
output that is included in routed content as transmittal cover sheets. (For more information, see the Focus on
Routes guide.)

e BFA Supplemental — these Microsoft Excel templates are selected through the Supplemental Workbook
option on the BFA workbook to create additional workbooks. (For more information, see the technical white
paper, The BFA Report Tool.)

e Period Distribution Supplemental — these Microsoft Excel templates are selected through the Supplemental
Workbook option on the Period Distribution workbook to create additional workbooks.

e Exec Dashboard Export — this Microsoft Excel template is selected when exporting data from the Executive
Dashboard to create a custom workbook for the data. (For more information, see the technical white paper The
Executive Dashboard and EDB Report Tool.)

e Bid Analysis — this Microsoft Excel file is accessed as the Competitive Bid Response Analysis (COBRA)
workbook from either a Bid Package’s Options menu or the Project Options menu (on the Project Dashboard).
(For more information, see the technical white paper Bid Package — RFQ Processing.)

e PAPT - these Microsoft Excel templates are selected from the SOV workbook to create Pay Application Print
worksheets. (For more information see the technical white paper Pay Application Print Templates (PAPTS).)

e Via XL - these Microsoft Excel templates are accessed from the Items Options menu and used to add and edit
document Items. (For more information, see the technical white paper Spitfire Item Templates (for Via Excel).)
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e BFA Budget Import Maps — this Microsoft Excel template is used to map data to the BFA workbook when
entering information through the Import Wizard. (For more information, see the Focus on Budgets and Period
Distribution guide.)

e BFA Site Settings — this Microsoft Excel file saves site settings for the BFA workbook. (For more information,
see the Focus on the BFA Workbook guide.)

e Pay App (SOV) Site Settings — this Microsoft Excel file saves site settings for the SOV workbook.
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Have You Read? Your Clients Area

The following guides and other

documentation have been updated for _
sfPMS V4.3 since April 1: S ssﬁr{-“FlﬂF\;EEm Clients

Home Company Software Support Contact Us

Focus on Batch Processing S~ e P e e /,\.\,m I nnd

.

Focus on Doc Types and Project

The Clients area on our website includes links to our documentation, our
Workflow

Knowledgebase, our forum, our downloads, and a list of what’s new in versions
4.1,42and 4.3.

Quick Doc Type Reference Guide

E SPITFIRE

TWP: Data and Equipment Projects =S VETNITE

Industries Software Salutions

TWP: The Executive Dashboard and Chente-Onty Ares Spitfire Clients Only Area Lrt o
EDB Report Tool S ot s St Chrts iy s
20132 s now Send an email to Support
i . o What's New In sIPMS V4.3
The following articles have recently i i Varsion Features for 4,2

been added to the Knowledgebase.

KBA-01543: Adding custom entries
to the Spitfire Site Option (drop-
down) menu

KBA-01544: Bid Log You will need your login and password to get to the Clients area. If you need

or have forgotten your login and password, contact

KBA-01545: Executive Dashboard L
P— support@spitfiremanagement.com.

Custom Formulas in Supplemental

Workbooks
Training Classes and Videos

We offer live training classes by appointment for those who request them.
Training class descriptions are available from the Clients area of our website.

KBA-01546: Eliminating extra line
spacing in templates

KBA-01547: Adding a Custom

Theme to your Spitfire Site We also offer training videos from the client area of our website for those who

want to review various topics.

Training Video Library

Aside from, and corresponding with, our live training, we offer a series of training videos that can be accessed 24/7. These videos are particularly
useful for those whe need to refresh their memory abeut a specific topic, or for new employees at companies that are already using the Spitfire

Contact u S Project Management System and who need general instruction before leaming the specifics at their site.

There is no limit to how many people can access or view any video at one time, nor is there a limit to how many times any video can be viewed.
Click on a header tab below to select 3 video in that series.

84 Business Park Drive, Suite 111, _ _
Armonk, NY, 10504 %.:S::nia\:?:?;z:ﬁ E«i?:a:dn:::?asad or seen the Spitfire Project Management System (sfPMS).
+ 101A - Basic Navigation Part 1, [6:08 min]
Phone.888'287'4603 How to log in to Spitfire, change your password and access written documentation.
Fax: 888-287-4603 o robusen t e Wethdag Aets pan ot the Home Dasbosrd.
» 101C - Basic Navigation Part 3, [6:59 min]
An introduction to the Inbox and to Spitfire documents, and how to open a document and remove it fram the Inbox.

Support' + 101D - Basic Navigation Part 4, [9:21 min]

Support@spitfi remanagement.com How to get to a Project Dashboard and create a new document. Also, an introduction to fields (look-ups, drop-downs and dates) and popEdit.

+ 101E - Basic Navigation Part 5, [5:25 min]
An introduction to the Add Files tool and how te attach files to a document. Also, how to log out.

Tr?"."ng' e + 101F - Basic Navigation Part 6, [7:23 min]
traini ng @sp|tf| remanaqement com How to create a new Project Setup document from the Home Dashboard and an intreduction to the Addr, Dates and Items tabs.

+ 101G - Basic Navigation Part 7, [7:14 min]
An introduction to the Team Contact part of the Project Dashboard including how to add new team members to the project.

Copyright © 2013, Spitfire Management LLC. + 101H - Basic Navigation Part §, [7:11 min]
All rights reserved An introduction to the parts of the Project Dashboard: Conditions, Remarks, Phato, KPI, Cost Analysis Details and Files.
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