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This Focus Guide is designed for Spitfire Project Management
System users. In this guide you will learn about documents and
the Items tab, found on several Doc types.
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About Our Documentation

Guides

Focus on Documents and Items

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

Our guides, which include an Overview Guide and various other guides,
focus on specific areas or tasks in sSfPMS. Often, one Focus Guide will
refer you to a second Focus Guide when an overlapping section is
described in more detail in the second guide. By reading the guides, you
will get a good understanding of the system in general and you will learn
procedures for how to do many of the things that sSfPMS allows you to
do. We suggest you read the Overview Guide first, followed by other
Focus Guides as needed.

To access the guides:
1. Loginto sfPMS.
2. Click Help at the top of the Spitfire Dashboard:

i o

Help Browser x|
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

a4 »
.

Alerts and Compliance

Batch Processing

BFA Workbook

Budgets and Period Distribution
Contacts

Doc Templates

Doc Types and Project Workflow
Forecast and Analysis

Manage Dashboard

SOV Billing

System Administration

» Refresh Guide List
, » White Papers

¥ Spitfire Online
* SpitfireManagement.com

* Rlanc

3. Select either Overview Guide or one of the choices under
Focus Guides:

The guide will appear as a PDF file.

Spitfire Project Management System V4.6
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The Knowledgebase contains articles, in a question-and-answer format,
that cover either more specific or more technical information about
sfPMS. The Knowledgebase is accessed through the same Help menu
as the guides:

Andrew Carothers | | Help ' Home

| Help Browser x|
Make a selection: o

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

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

White Papers (also known as Technical White Papers or TWPSs) are
documents that delve into some of the more technical aspects of sSfPMS.
White Papers are accessed through the same Help menu:

Andrew Carothers | | Help Home

[Help Browser
Make a selection:

X

Knowledge Base
KB About Home Dashboard
* Tutorial for Home Dashboard

Icon Quick Reference

Overview Guide

Focus Guides

White Papers

ATC Scripts and Workflow

Bid Package - RFQ Processing

Change Order Management

Data and Equipment Projects

Designing User Roles

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

Rules and Rule Values

Setup for Spitfire’s Plan Room =
Spitfire Item Templates (for Via Excel)

Spitfire Reports

Spitfire's App for Android

Spitfire's Import Utility Tool

Using Billing Codes for SOV

Viewing Changes through sfChest

Working with Production Units

47 = »
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Introduction to This Guide

Focus on Documents and Items

In Spitfire, the term “document” is used to describe a specific entity
created in sfPMS from a document type (Doc type). There are many
Doc types in the system, each with its own specific purpose.

Documents are different from files in that files are created outside of
sfPMS and then uploaded, scanned or copied into the system. (Detailed
information about files can be found in Focus on Files, Attachments and
the Catalog Dashboard.)

This guide focuses on general information about documents and also a
thorough explanation of the Items tab, found on several Doc types.

A quick summary of the Doc types can be found in the Quick Doc Type
Reference technical white paper and more detailed information about
each Doc type can be found in the Focus on Doc Types and Project
Workflow guide.

Note: Because Doc types are configured during implementation, the Doc
types and specific documents shown as examples in this guide might not
be the same as the ones used in your own system.

This guide assumes some familiarity with sfPMS and its dashboards as
described in the Overview Guide.

Note: Chapters, sections and information that are new or changed from
the V4.5 documentation appear in green and, sometimes, with an *.
Also, icons are shown in size 16 only; larger sized icons are similar but
not exactly the same.

Spitfire Project Management System V4.6
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Standard Document Features

A document in Spitfire is a defined set of specific, related information.
And since there are many types of activities on a project, there are many
different Doc types. Each Doc type is designed for a specific
requirement. For example, a Meeting Minutes document allows you to
enter Attendees, Agendas, and Meeting Items with Notes, and to
schedule a new meeting, whereas a Change Order document has a very
different structure to store information about your change order. But even
though documents vary depending upon their Doc type, there are still
some common elements shared by all documents.

=] Spitfire Project Dash! x /' & Drawings- X

Documents open in a browser window, for example:

C i [} sfqa15.armonk.spitfiremanagement.com/sfTrainingy| &, O 24 =

i Apps

» [ Other bookmarks

Field Directive: Review New Drawings
DOCUMENT HEADER

Drawing Log - Site Prep Doc# 0001
Document Heaper = Hfr E PROJIECT|GC-003 Narthern Lights Office Bldg
DEscripTIoN Field Directive: Review New Drawings
Doc# 0002
Project GC-003 Northern Lights Office Bldg Starus|in Processjv e
- =
Descrarrion Drawing Log - Site Prep DATE|10/09/2014 B Due 1011472014 2]
ResponsieLe Jack McSwag 2 a
Tvee M Notes | Addr Follow-up Items A
Status|In Process ¥ | @
] DIRECTIVE
BaE 1/20/2010 Please review the two attached drawings and distribute as required
Follow-up on Drawings due by Friday, noon.
Notes A
NoTe 7
RESOLUTION /£
o Added By Remark
Attachments Route Detail Attachments Route Detail
= Name Size  |Note |Item Include Seq ' Cataloged = Seq| To Status Ins|Rsp
— _ . Due: Nov 03
= @[T |sit=utilitissjes 191KB v Nok Sent ¥ A < |10/5/200¢, f;z:"?‘f;“;m] [Responded [+ ] [ [v] ﬁ%}c‘ a2
0% 0B b —
=G m |pending v || # =
SRiTEIR |—_[/
=
S=PITFIRE =EEm 2 [ mifgzji bordand ||PERdinG (V]| / 7 v Due: Nov 09

For more information on
routing, see the Focus on
Routes guide. For more
information on Alerts, see
the Focus on Alerts and

Compliance guide.

Focus on Documents and Items

[CTus smace

[ conmpenTa

ST R~
3

The browser window has three sections: Document Header
(shown above outlined in green), Mid-section tabs (outlined in
orange), and the Attachment/Routing section (outlined in purple).
Note: Available tabs vary by Doc type.

Documents appear in your Home Dashboard Inbox when they
are routed to you (e.g., when you are responsible to review, track
or complete the action required by the document) or when you
create them. Documents also appear on Project Dashboards.

(See page 27.)

Documents send Alerts when specific conditions are overdue or

closed.
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Sections on a Document Window

Document
Header

The Document Header contains information such as the document’s
number, project number and description. Fields vary depending on Doc
type. Some fields are filled in automatically when you first create a
document; others are filled in by you. Some fields end with the lookup

icon (.é::') indicating that you can click the icon in order to fill in the field
(or type three or more characters for an autocomplete list); some fields

end with the calendar icon (@) indicating that you can click the icon to fill

Lookup fields require in dates; and some fields include the info icon (ﬁ) indicating that you
valid entry from the can mouse over the icon for information. The following are some
lookup. However, if you examples of Document Headers:

know the beginningof

your entry, you can start If it is available, click to close the browser window. If the document
typing it and auto-
complete choices will
appear. You can then
select one.

appears on a browser tab instead, click *to close the tab and document.

DOCUMENT HEADER A
Doc #0001 INV/REF # [0002-0001

PRO]ECT|GC—003 Morthern Lights Office Bldg

COMMITMENT 0002 paving and Asphalt

Coho Asphalt and Concrete (W040) In compliance 2% 10 Days, Net 20 Days

STATUS |Pending v &

APPROVED BY | 2

DATE [10/19/2014 B Due [10/20/2014 B mworce [07/20/2009 FarrroveD ]

Focus on Documents and Items Spitfire Project Management System V4.6



Qhanges to it.

/CIick the drop-down to
change the status of a
document. When you set
the status to certain
statuses, such as Closed or
Approved, the document
becomes “read-only” and
you can no longer make

Document Options

Menu

Page 10

= Commitment- In Process menu .
More Electrical

( Click = to access the Document Options

Doc#|0004

DOCUMENT HEADER

PROJECT|GC-003 Mort]

DESCRIPTION |M0re Electrical

VENDOR|Able Electric

COMMITMENT TYPEI Subcontract ||
CONTRACT TYPEI Cost Plus Fee [v]

PAY STATUS 1 compliance issue

7o
=1

Alerts

Copy this Document
Change Order Log
Commitment-vs-Budget
Compliance

Pay Request Log
Payment Detail

Create Pay Request

R

APPROVED BY|

STATUSIIH Process | v| @

014 B pue [10/22/2014 B

5’5 P

(<

Related Documents
Able Electric
View Changes

1 compliance issue

ATTTOVID | =)

Click D’ to access the Exclusivity w
Options menu (see page 32).

[=] B [

Doc# |0004
PROJECT |GC-003 Nort

DOCUMENT HEADER

-

DESCRIPTION |M0re Electrical

VENDOR |Able Electric

COMMITMENT TYPE ISubcomract v

el ull ]

Exclusive until route due
date

Exclusive for 24 hours
Keep exclusive

Release exclusivity

CONTRACT TyPE|Cost Plus Fee [v|

Choices on the Options menu (found on the Document

You can see
who has update
rights to the
document.

eader of a

document) vary depending on Doc type and your level of permission.
Possible options include the following.

o
o Alerts

e Select this option to open the Document Alerts window in order
to set up or view Alerts for this document. When conditions are
met, Alerts appear on the Home Dashboard in the Watchdog

Alerts part.

Click the checkbox \L“-Wﬂt Alerts

to see subscribed

Alerts.

More information on

Alerts can be found in the

Focus on Alerts and
Compliance guide.

Focus on Documents and Items

a& =y

Document Due

+]

Document Due
Document Due Change
Route Due

Route Due Change
Route Stage Change
Item Due

Item Due Change

Iltem Status Change
Document Status Change
Cost Code Start

Cost Code Start Change
Cost Code End

Cost Code End Change
Other

Activelead RecursDateSubscriptionRoutee:

]'\ ¥l SHOW SUBSCRIBED ALERTS |
|Alert On

o Role
v v

+ x Doc Entered By

FIRE
Click the drop-down to

select the type of Alert

you want for this

document. Multiple

Alerts are allowed.

Spitfire Project Management System V4.6
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=" Copy this Document

e Select this option to copy the document through the Copy
Document dialog box.

" &l
=| Copy Document E@g
-
COPY DOCUMENT !
CoPY FROM
PROJECT|GCO03

DOCUMENT TYPE| Commitment =]

DOCUMENT [Commitment 0004

OPTIONS
NEW PROJECT|GCO03 2

ALso Copy [ Items [ Route

opTIONS [ Link to same Attachments as source document
™ Link to source document

! NEW DUE DATEI i
NUMBER OF COPIES|1 RECUR OPTION |Dai|'_-' :l'

Copy

See page 30 for more information.

-
& person or company

e Select this option to open the detail window for this person or
company. What appears next to the icon changes from

document to document and can include vendors, subcontractors,
or other contacts.

(&) Able Electric = |6 j

More information on CONTACT DETAIL Ha
Contact details can be - '
found in the Focus on ‘ General ‘ Address Member Of Attributes Connections Region
Contacts guide. Notification = CSI ~ Alerts = Comments
CoNTACT NAMEIAble Electric Tl'I'I_EI
SorT Name|Able Electric TvaIVendor M
Eerl]'sunderson@ableelec.ccm CompmlAble Electric

Cpuee Clserrmireuser [
INTEGRATED USER

User LOGIN [ never assigned )

PASSWORDI

CONFIRM
PassworD:

Ow Passwonn:l

Focus on Documents and Items Spitfire Project Management System V4.6
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e Select this option to open the Spitfire Change History Exploration
and Search Tool (sSfCHEST). sfCHEST provides a detailed
history of changes to every data field in the document:

f = Spitfire Change History Exploration and Search Toal - Changed Lateral Size and Spec's | = | = &r
File  Options Tools Help
20 hits from 10/21/14 15:03...
ChangeWhen ColName Info PriorValue New\alue UserName =
VIR s DocHeader DocDate | Changed .. |2014-10-21T04... |2014-10:21T00:00:00-04... |Cheis Demo
10/21/2014 15:03:09.95 | xsfFileAttach AttachSeq | Changed ... |30 100 Chris Demo
10/21/2014 15:03:09.95 | xsfFileAttach AttachSeq | Changed ... |40 120 Chris Dema
10/21/2014 15:03:09.95 | xsfFileAttach MailRoute | Changed ... |C M Chris Demo
10/21/2014 15:03:09.95 | xsfFileAttach AttachSeq | Changed ... |20 40 Chris Demo
10/21/2014 15:03:09.95 | xsfFileAttach Attach Seq | Changed ... |5 20 Chris Demo —
10/21/2014 15:03:09.55 | xsfDocAddr. UserKey Changed ... |-=>Chris Demo -=>Phil Sunderson Chris Demo
10/21/2014 15:03:05.55 | xsfDocAddr Person Changed ... |Chris Demo Phil Sunderson Chris Dema
10/21/2014 15:03:09.55 |xsfDocAddr Company | Changed ... | Spitfire Constru... | Able Electric Cop Chriz Demao
10/21/2014 15:03:09.55 |xsfDocAddr Addrl Changed ... |80 Busines Par... | 111 Meandering Lane Chris Dema
10/21/2014 15:03:09.55 | xsfDocAddr Addr2 Changed ... |STE 104 Chris Dema -
Found 20 changes 20

You can add a Create
Next doctype option to
the Document Options
menu. See the
NextDocFlow rule group
in KBA-01517 for more
information.

Reports are described in

our Spitfire Client
Services website.

You can add custom
reports to the Document
Options menu. See the
ReportConfig |
MenulList rule in KBA-
01445 for more
information.

Focus on Documents and Items

e Click

% Create DocType

| to close sfCHEST.

e Select this option to create the indicated document (for example,
Project Setup, Pay Application, Submittal, etc.)

Note: unlike documents created through the | & icon, documents
created through this option exist in the system right away even

before being saved.
(See also page 25 for other ways to create documents.)

Change Order Log

e Select this option to open the CCO Log report.

Cl Payment Log

e Select this option to open the Change Item Payment Log report.

Commitment-vs-Budget
e Select this option to open the Commitment Budget Comparison

report.

Compliance

e Select this option to open the Compliance Log report.

™ Link to External System

e Select this option to access the screen associated with the
document in an integrated accounting system.

Spitfire Project Management System V4.6
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Pay Request Log
e Select this option to open the Pay Request Log report.

Payment History
e Select this option to open the Payment Detail report.

Report

e Select this option to open the Production Analysis report (from
the Production Units document.)

& Related Documents
e Select this option to view a list of documents related to the

Click HF' to open the
document.

More information on Pay
Applications can be
found in the Focus on
Schedule of Values

(SQV) Billing guide.

For more information
about role capabilities,
see the technical white
paper Designing User
Roles. For information
on how to assign
capabilities to a role, see
the Focus on the System
Admin guide.

Focus on Documents and Items

particular document that share the same Commitment.
Documents that Match x
DOCUMENTS =
- = | Project Source
Date Title Type DocMNo Project| Name Contact Status
Changes for
CO 0002- Northern E:hr?alt
10/21/2014,|0001: cco 0001 |GC-003 |Lights anﬂ Approved
Additional Office Bldg Concrete
Parking Space
- 000 for Northem 2270
- 10/19/2014 - Pay Request |0001 |GC-003 |Lights Approved
Paving and Office Bld and
Asphalt 9 |Concrete
= Paving and - Noceo E:hf?alt -
2/2/20104 9 Commitment|0002 |GC-003 |Lights A Committed
Asphalt and
Office Bldg
Concrete
FPowared
S5

“ Reverse

e Select this option to reverse an invoiced Pay Application that has
been posted in an external accounting system. This option is
only available for integrated sites.

& Uncommit Project

e Select this option to set the document status of the Project Setup
document back to In Process and uncommit the contract value.
Note: only users with the DOC | Can set document status to
committed/pending (RS) capability can use this option.

A confirmation box will ask is this is really what you want to do.
S

Message from webpage

'0 Do you want to set the project status back and uncommit the contract
' value?

[ oK l | Cancel

h

If you click , the following happens:

Spitfire Project Management System V4.6
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0 A budget revision with the contract value (and revenue, if
applicable) netted out is created and posted.

0 Arevision is added to the Project Setup document.

o0 The document status is set back to In Process.

0 The project metrics cache (KPI, Cost Analysis etc.) is

flushed.

& Clear Budget

e Select this option to remove all data from your approved BFA
workbook (budget) and clear all your cost codes. A confirmation
box will ask if this is really what you want to do. Note: only users
with the SYS | Clear Budget/Delete Project (RS) capability can

use this option.

Message from webpage

i

_,-‘I data!

% CAUTION: You are about to permanently remove your project budget

OK l [ Cancel

& Change Project ID

e Select this option to change the Project ID on the Project Setup
document (and corresponding project). Note: only users with the
SYS | Change Project ID (R) capability can use this option.

Change Project ID
CURRENT ID: GC0O03

New D:[ A -

OK

[Jcheck this box to confirm

Cancel

Powsred
SrAiTEIRE

®

& Delete Project

e Select this option to remove the Project Setup document and its
corresponding Project Dashboard from your system. A

confirmation box will ask if this is really what you want to do.

Message from webpage

5

project!

CAUTION: You are about to completely remove all data about this

[ ok

| [ cance |

o0 Before you can use this option, you must remove all
other documents from the project through the Catalog.

0 Only users with the SYS | Clear Budget/Delete Project
(RDS) capability can use this option.

Focus on Documents and Items
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Mid-Section
Tabs

Default Mid-
section tabs for a
CCO,; Details tab
selected

Default Mid-
section tabs for
a Bid; Addr tab
selected

Default Mid-
section tabs for a
Change Order; Cl
tab selected

Focus on Documents and Items

Page 15

o

e Information about the document (for example, about Compliance
for the related Vendor or Commitment document).

The tabs that appear in the mid-section of a document window and the
number of tabs in each document vary from Doc type to Doc type, as
shown in the following examples. Keep in mind that the number and
contents of tabs are customizable and may be different at your site:

Notice that the Document Header section is hidden. Click ¥ to show these
fields. Click & at the tah line to hide the mid-section tah section.

=| CCO-Pending

Changes for CO 0001-002: Outlets in Lobb
DOCUMENT HEADER

Details Scope Addr Items Incl/Excl

Trn_E|Changes for CO 0001-002: Outlets in Lobby

SouRce | |v|
PosT In
Post To ORIGINAL ¥ EAC Y FAC Y
SCHEDULE IMPACT:REQ Days APPROVED 5
AYS
ToTaL ESTIMATE $0.00
ToTaL QuUoTE $0.00

AMOUNT $1,200.00

Details Scope Addr Dates Items Incl/Excl A

‘ TYPE To hd

To|

Companv |York Architects, Inc.

ADDRESS|555 Madison Ave.
INew York ,INv  |10012
Pu/Fax|(914) 273-0809 /|
EMAIL|nickyork@yorkarchitects.com

Details = Scope  Ad cI A
= CcI Description Bill Revenue Amt  |Status

- D 00001 (Additional electrical work required for ...== IE $1.250.0D|Prﬂpn5eﬂ w

3 E 00002 [Sub: Additional work to meet reviced cit... == E 51,675.00( Requested | v

Spitfire Project Management System V4.6
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Instructions Address Items Incl/Excl RFQs =
Mid-section tabs /
for a Bid INSTRUCTIONS/ SCOPE =
Package; Notes
tab (renamed
Instructions)
selected
SUBMIT TO 7
CHANGES e
Documents can have one or more of the following tabs in their mid-
sections:
e Addr (a.k.a. Address),
e Attendees (a.k.a. Contacts, Liens, Resources),
e Attributes (a.k.a. Info, Instructions, Follow-Up, Equipment)
e Compliance,
o Dates,
e Details (a.k.a. Amounts, Notify, Summary),
e Incl/Excl,
e Items (a.k.a. Cl, Coding, Cost Codes, CSI, Materials),
e Links (often renamed, e.g., Subordinate Docs, Suppliers, etc.)
e Message (a.k.a. Email, Job Safety, Plan Room Access)
¢ Notes (a.k.a. Comments, Info, Instructions, Scope, Work)
e Project Setup (a.k.a. Project)
e RFQs
e ToO
During installation, tabs may be configured with other labels, but the tab
For more information details will be the same or similar to the following tabs described. (For
about configuring your example, you might label an Items tab Change Items or notice a tab
documents. see the labeled CI but they would still function as the Items tab.)

Focus on System
Administration guide.

Focus on Documents and Items Spitfire Project Management System V4.6
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Addr

Attendees

TiP
Here and elsewhere,

click | @ to add a new
line item then " to
accept your information.

Or click | for the multi-

o
select window. Click {
to view and edit a line

item and m to delete a
line item.

Click ,?ﬁ to toggle
between freeform and

lookup entry. 2 allows

freeform; £ restricts you
to the lookup.

Focus on Documents and Items

Details = Scope Payees  Dates Iten*

‘TYPE

[F

To From/Author
Company |Able Remit To

Ship To

Page 17

Ve

Click the drop-down to
indicate what type of
address you are
entering.

|Lakeridge . |orR 99999
Pr/Fax|(555) 555-1212 /|(555) 555-1212

EmaIL |jsunder50n @ableelec.com

e Use this tab to enter and view address information.

Details

@ + IAttendee

Bruce Willis

Dack McSwag

m
m fChris Demo
m

X

Notes Items

o
o amt

Present |[Regular
O ]
] ]
M M
vl vl

First example (Meeting Minutes)

Details Items

& |+ Vendor

o X|universal HVAC Specialities -}

LW Reqd

] LJ |

lit/Joint|LW Recvd

lAmount |Ibem

|
[<]

Second example (Pay Request)

e Use this tab to enter and edit information about attendees,
workers, or other groups of people such as Vendors.

Spitfire Project Management System V4.6




Attributes

Here and elsewhere,

click = for an options
menu.

Compliance

Here and elsewhere,
click ™ to get to detalil
view and & to get back

to the grid view. Click "
to add remarks.

More information about
Compliances can be
found in the Focus on
Alerts and Compliance
guide.

Focus on Documents and Items
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Major Deliveries &

—1  Select your

Details Work Job Safety Resources Equipment Subs
Tyre |Equipment_'r\
= Value Description
« X |Equipment |v|

instruction
or attribute
from the
drop-down
menu.

document.

Type filter becomes available, as shown above.

Use this tab to list attributes or instructions pertaining to this
If the document has more than one Attributes type, a

Details Scope Addr Payees Dates Items Incl/Excl A
oK [Type "B::l":fﬂ Received Notify rack
> T 3 |Executed Contract Returned '1/2007 — = =] 3]
3 |Workmans Comp Insurance '1/2007 — = =] =)
I+ Project Manager ﬂ
\ oK ’v-,pe Required Received Motify "Vrack
ATy |x = & v |
DESCRIDTION|
CARRIER| AMouNTI—
EFFECTIVE,i i3] Exmmnow’i B
RELEASEDi i3] LeaD DA‘rsiO
RECUH.S{ NA ﬂ Pay CONTROL| Auto ﬂ
LASTEvALumom|Type is disabled

Use the Compliance tab to list and detail your vendor’s
compliance items.

Compliance items can be configured for specific Doc types by
your System Administrator, and Compliance items can be
configured to be required or optional.

Spitfire Project Management System V4.6
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Dates

More information about
Ul Configuration can be
found in the Focus on
System Administration
guide.

Details

Use Doc Detail -
Standard | Rev Number
and Doc Detail -
Standard | Rev
Description in the Ul
Configuration tool to
make these fields visible
on your Doc type.

Focus on Documents and Items
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Details Scope Addr Payees Items Incl/Excl Compliance
Finish

-
01/31/2008 L

o |Description Start

[ |
06/01/2007 LE

Note

/

Done

O

fll |commitment Current

e Use this tab to keep track of important dates for the document.
Appropriate descriptions (which vary depending on Doc type) are
found in the drop-down list.

e Through configuration [Part = Doc Dates; Item = Done Col],
the Dates tab can include a Done checkbox (shown above).
Once this checkbox is checked, Alerts will not be triggered
by those dates.

Scope Addr Payees Dates Items Incl/Excl Compliance A
Tax Hanoune|No Tax [v|
RETENTION l— Yo
Owner Direct [
Post To ORIGINAL ¥ EAC FAC ¥
ORIGINAL $500.00

AppROVED COS $0.00 PenpmG COs $0.00

CURRENT AMOUNT $500.00 ToTAL w/PENDING $500.00

e Use the Details tab to view, enter and edit information
corresponding to the Doc type. Fields in this tab can vary greatly
and can include lookup fields, drop-down lists and type-in fields.
Sometimes the Details tab includes information that cannot be
changed, often summarizing items for the document.

e Through configuration, the Details tab can also include the Rev
Number drop-down, shown below. This field allows for revisions
of the document.

Instructions/Scope Addr

Rev NUMBERIO: Current Revision ﬂ
Rev Descraemion|Tnitial Document

Revisions

The Revision feature allows you to track changes throughout a
document’s life cycle. By creating a second revision, you can change the
data in your document and keep both versions for record keeping.

To create a new revision:

1. Select Create New Revision from the Rev Number drop-down
list.

>

Instructions/Scope Details Addr

>
be
2
3
REVNUMEIERI Current Revision [P
e et D CUFFENE REVISION g

Create New Revision |3
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2. A description will be filled in by default. You can change it.

Instructions/Scope Details Addr

Rev NumaERlUnsaved New Revision V|

R A A A A

Rev DescripTion [rev:Initial Document

3. Fillin other fields, as necessary and review items for removal.

4. Click H to save the document.

Once you create a new revision, older versions of the document are
read-only.

Incl/Excl
Use the drop-down to specify if the item is an inclusion,

exclusion, legal attachment or other clause.

Click ==/ to copy the line
item to another document

= T Exclusi
(then click ﬁil at the other ‘()Y’PE/ﬂ ki
[+ m

Pa

ates Items Compliance &

Details Scope Addr

document to paste). Click Ite Paragraph Description _
. . m [1 | Time and materials shall be appliced to ... /
to copy all line items. .
Click f’ to view, write or
edit the Description in the
text editor.
v X 2

e Use this tab to list inclusions and exclusions to the document (for
example, exclusions on a Commitment) or to list legal
attachments or other clauses. You must select the type before
entering data.

Items
Details Scope addr |CcD) A
= 'CL Description Bill Revenue Amt  |Status
> D 00001 |Additional electrical work required for ... == IE £1,250.00 IDrosted LI
> E 00002 |Sub: Additional work to meet revised cit..e= | [of] %1,675.00 IRequE;hed v

First example

Focus on Documents and Items Spitfire Project Management System V4.6



TP

If you click on a link to
get to another page in
this guide, you can use
the Alt + « (left arrow)
keys to return to the
previous view.

Links

Commitment docs
require at least one Item

before the | & icon is
enabled on the Links tab.

Message

Focus on Documents and Items
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Items A
=|n Item |Description Status
& m s (21 Sprinkler Cantrol s Open | v |
; o h m 8 [3-2 Security Guard Station 7 m
?'"'an Floor # 3 m 3-3 Thermastat /7 m
"Basemenl # m a8 (24 Rock fountain m
..... Roof x > m o [=3 Pipe Stand Vi lm
M » m a8 |26 HWAC Override control 7/ m

12

Second example

e The Items tab can have different columns, depending on Doc
type. As seen in the second example, the Items tab may even
show a folder tree. But the Items tab always deals with
information that is itemized for that particular document. For more
information on ltems, see page 34.

Details Scope Addr Payees Dates Items Incl/Excl Compliance
[+] Doc No To Amount Status
0005-01 Lucerne Pipe Fitting $1,000.00 Committed

e Use the links tab to list documents, of a certain Doc type, that
are related to the document. In the example above, child
Commitment documents can be added to the parent
Commitment document through this tab. (For more information
about the setup of a links tab, see KBA-01511.)

Instructions Login & Password Addr A

MESSAGE
This text will appear in the body of the email if this

document is routed via email_|

e Use the message tab to enter message text or other related
information for the document.

e By default, text entered into the Message box will appear on the
body of outgoing email, if the document is routed via email.
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Notes
Address Items Incl/Excl RFQs =
INSTRUCTIONS/SCOPE 7
TiP
Here and elsewhere,
dlick # to open the
HTML text editor
WindOW. SuBMIT To A
CHANGES v

First example

Details Addr Payees Dates Items Incl/Excl Compliance A

SCOPE

INTERNAL NOTES

Added By Remark

« X |10/22/2014, Chris Demo

Second example with a Remarks grid

e Use the Notes tab to enter notes about the document. Up to
three Note fields may be available (as shown in example 1).
Documents can also include a remarks grid on the Notes tab (as
shown in example 2).
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Project

RFQs

Click | & to create one
RFQ, * to create
multiple RFQs, and 177 to
release the RFQs and
send them on their
routes. If you have an
attached Invitation to Bid,

click ITg to create RFQs
from routees who
responded positively to
the Invitation to Bid.

Microsoft Excel
Ilcon

Microsoft files (templates,
BFAs and SOVs) are
stored in Spitfire, not on
your hard drive.

More information about
BFA, PD and SOV can
be found in the Focus on
Budgets and Period
Distribution, Focus on
Forecast and Analysis,
and Focus on Schedule
of Values (SOV) Billing
guides.

Focus on Documents and Items
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Vs

L the proiect address.

Click @ to set the latitude and longitude according to

Details

Scope Addr

CoMMITMENT BUDGETING MoDEI Update ﬂ
PLan Room MODEIN/A ﬂ

FORECASTING THRESHOLD

Dates

e Use the Project tab to maintain special project attributes. This
tab is available only for the Project Setup Doc type.

Instructions Address

+ I_g ] |RequestNeo
327-0001
327-0002
327-0002

227-0004

EERRE:

327-0005

Items Incl/Excl

=

Te Amount |Status
Bluae Air Recycling £40,000.00 |Bid Back

University Mechanical %0.00 |In Process

Humongous Mechanical In Process

Wide World Ducting, Inc. $0.00 |Declined to Bid

P P e e e

Consolidated HVAC Supply %$42,000.00 |Bid Back

e Use the RFQs tab to generate RFQs from a Bid Package
document, to route those RFQs, and to track RFQ amounts and
statuses. This tab is available only for the Bid Package Doc

type.

An icon for Microsoft Excel sometimes appear on the tab line of
documents: E] E] indicates the following:

If on this Doc type

Means

Budget

You can create/open the BFA (Budget, Forecast and
Analysis) workbook in Budget mode.

Forecast

You can create/open the BFA workbook in Forecast mode.

Period Distribution

You can create/open the PD (Period Distribution) workbook.

Pay Application

You can create/open the SOV (Schedule of Values)
workbook.

To create a Microsoft Excel BFA, PD or SOV workbook:

1. Click E]Where available.

2. Fillin information in Excel and save your workbook as you would

normally. You

can click 3] to open the BFA, PD or SOV

workbook again.
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Attachments &

Routing
The bottom section of a document contains an Attachments tab and a
Route Detail tab.
Notice that both the Document
Header and the Mid-section
tabs have been hidden. Click
Examples

Q to show a section.

Attachment Tab

=| Commitment-Committed
DOCUMENT HEADER =
For detailed information
about attachments and e
the Attachment tab, see
the Focus on Files =4 = Name Size |Note Item Ind Seq |Cataloged
Attachments and the =3 9c002-ab0101 68KB |assmmzeemosx [ w] |[PDF  [w] | = = [12/12/2006,
Catak)g Dashboard = @ [T] [certificate mnsurance 2.0MB |usany sscoerst €3 || (v | ([Not Sent [v | | & < |10/5/2006,
guide. =g AGCAS0DB 115KB |asmntracer, qua. £ || [»] |[roF [v| | & = |10/11/20086,
= :é::;:gfllegg;ap"mt” | [v] |[mot Sent [v] | & + |10/4/2014
[ ¥dn( E e
Sl
Route Detail Tab
Attachments
= Seq|To Status Ins|Rsp Notes | Due
= L | emetaanet) [Resporcea[V] | || 2 A O 22 15003
- A
= 1T [Pending v ] | / ; ~
i illiam Fli - Iﬁ
Tip =M 2 ;vphﬁreCcn:ttmD:iun[ProieD:Stsz) [pending [~ | 7 / /
. . . - = Jack McSwag —— =
For detailed information =S| - (rojc arage) [pending 1 | / /
. [ John Peoples -
about routing and the =S| 2 ((Serior Erccuive) [pending T~ | / /
Route Detalil tab, see the = 4 [fndrew Carothers [Panding [ | / 7
Focus on Route guide. = o |Chrte Deme [pending [~ |/ /
12
M1 This STace [ conFpenmac PRIORITY IMedium v
SATEIRE

Focus on Documents and Items

Spitfire Project Management System V4.6


https://clients.spitfiremanagement.com/sws/GetPDF.ashx/spitfire_pm_focus_files.pdf
https://clients.spitfiremanagement.com/sws/GetPDF.ashx/spitfire_pm_focus_files.pdf
https://clients.spitfiremanagement.com/sws/GetPDF.ashx/spitfire_pm_focus_files.pdf
https://clients.spitfiremanagement.com/sws/GetPDF.ashx/spitfire_pm_focus_routing.pdf

Page 25

Document Creation

While there are some exceptions and alternate ways to create certain
Doc types, almost all documents can be created from the Project
Dashboard and some can be created from other documents. Most
documents are associated with a specific project. Bid, Bid Package,
Estimate, Invitation to Bid, Task, Customer, Vendor, and Employee
documents can be started without a Project ID (see page 26).

Keep in mind that you may not have permission to create all possible
Doc types at your site.

From the
Project
Dashboard

The Focus on Doc Types and Project Workflow guide indicates the
specific ways different Doc Types can be created, but all instructions to
“create a document from the Project Dashboard” are as follows:

To create a document from the Project Dashboard:

1. Go to your Project Dashboard and find the desired Doc type on
the Documents menu.
Note: you may have to click +More... at the end of the Doc type
list in order to see all available Doc types.

2. Click the Doc type name to bring up the list for that Doc type on
the right hand side. Note: there might not be any visible
documents in that list.

(]

DDCIJMENTE- = - DRAWINGS - 2 OPEN DocuMENTS; ALL OVERDUE =
& Cert & Appr o B Doc No Type |Description Date Due Company Status Priority
< Change Order 0002 Drawing Log - Site Prep 1/20/2010 4/22/2010, Spitfire Construction o ]
& Commitment B 0001 Drawing Log 1/20/2010 4/22/2010 Spitfire Construction In Process ™
I&gaggléince 1 Team Contacts =
& Correspondence 1 o [+ Name Company Phone Role Contact’s Project
& Daily Field Report 1 =] @ Jack McSwag Spitfire Construction (914) 273-0809 Project Manager
& Drawings 2|2 = Jason Sunderson Able Electric Corp (555) 555-1212 Subcontractor Base ABO101
< Field Directive 11 = Chris Demo Spitfire Construction (203) 952-6552 Superintendent
< Forecast i1 = Mew Employee Project Manager
< Inspections 1 = Ken Lathe Universal HVAC Specialities (914) 273-7263 Subcontractor Base 98273
QlInv & Adj 2 - |= Morthern Lights Morthern Lights (555) 555-1212 Owner 2004-8970
m: Coho Asphalt and Concrete Coho Asphalt and Concrete (555) 555-1212 Subcontractor Base COHO-2004-098

3. Click | @ to create a new document of that Doc type. The
document window will appear.

4. After filling out appropriate fields in the Document Header (see
page 9), click I'zl to save (and actually create) the document.
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From a
Document
Options Menu

Sometimes one Doc type offers the choice to create a different Doc type
on its Options menu (see page 10). Specific information on which Doc
types offer this choice for which other Doc types can be found in the
Focus on Doc Types and Project Workflow guide.

To create a document from a Document Options Menu:

1. Atthe appropriate document, click = to open the Document
Options menu.

2. Select the choice that begins with |* Create..., for example:
=] Bid- In process =nacEl X

Fire Protection S

DOCUMENT HEADER

Changes Saved 7o Alerts
Doc# |0001 BID| &

PROJECT|GC-003 Mo Copy this Document
Nick York

View Changes

DESCRIPTION |Fire Protection System Bid
R A a  a a A

=| Project Setup-Committed = | B .

DOCUMENT HEADER
o Alerts

ContRACT [ @& Northwind Trade Union
No

. < view Changes
PROJECT|GC—5GD N

DESCRIPTION [Northwind Office Buildin 2 ncommik. Proje

The new document will open, already created in the system.

3. Close the original document’s window when appropriate.

From Site
Options Menu

A few Doc types can be created from the Site Options menu. Since the
menu can be configured, what appears on your system may be different
from the choices shown here.

C =)1 I I

& Create Project

i Kt

[/ Recent Documents B

Report Browser.... s e T =

,:b My Contact Detail Make a selection:
@@ My Settings _
2. Open User Dashboard... ' Create Bid

% Diagnostic Tools ' Create Bid Package

' Create Invitation to Bid

Kl iclp S

e To create the document, click your name or =to open the drop-

down menu then select | & Create Document and select the
correct choice from the window that opens.
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Document Access

Documents can be opened from various Spitfire dashboard locations.
What access you have depends on your Spitfire role and what
permissions you have been given.

Home
Dashboard

When you create documents or when documents are routed to you, they
appear in your Inbox, found on the Home Dashboard:

Bold |nd|catesc5nopened The Inbox lists the Doc type
el .

documents. indicates for each document.
a document routed CC.

= /
INBOX =
Description DocNo Type Project | Due Status Company Priority
«\! Forecast 0001 0001 Forecast GC-003 [10/21/2014 |In Process |Spitfire Construction :
"} Pay Request 0003 for Electrical Work (0003 Pay Request GC-003 (10/22 /2014, |In Process |Able Electric il
0 Meeting Minutes 0018 0018 Meeting Minutes |GC-003 (10/23/2014 Agenda Spitfire Construction ;
il Correspondence 0004 0004 Correspondence (GC-003 [10/23/2014 Spitfire Construction ;
[@.: 32 Ton Chiller/ Evaporator 327-0002 |RFQ GC-003 [11/7/2014, In Process |Universal HVAC Specialities fiu
Ri ican Supply Purchases |D002 Task 11/14/2014 Open Spitfire Construction [
Red indicates past due
Click Eﬁ to open the document. The number after the icon dates, brown indicates
indicates the number of files attached to the document. current date and black
(N indicates dates in the future.

The Folder Icons

. E Blue indicates that the document is closed or has no due
date.

. ﬁ' Red indicates that the document is overdue.

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

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

The Priority Indicators
. :-j-:means a priority of Urgent (the highest possible)
o [Imeansa priority of High
o bmeansa priority of Medium

e = means a priority of Low

e M™meansa priority of FYI (the lowest possible)
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Catalog

Dashboard

When you filter the Catalog for documents (in the Catalog Dashboard),
the resulting documents are listed:

PR 3

SEARCH 2

W] INCLUDE DOCUMENTS Olng

TYPE | [v| SUBTYPE I_;

REFERENCE | el RESPONSIBLE ]—)>

COMPANY | 2 CONTACT ]—3

Doc # r SOURCE # ]—§

DATE M[10212013  E ==[102272014 H DUE %

[ INCLUDE CLOSED STATUS |3

Has ATTRIBUTE [ |v] HAS FILES Eithes

PROIECT ID | ye) MaX ITEMS 200 3

PER PAGE [24 TEXT 4

Search | M AUTO REFRESH §

. Date ® | Title Type DocNe [

CliCk to |7, T |10/22/2014, |[Executed Contract Returned Compliance Notification |000005 [

open the |5, i} |10/22/2014; |Milestone 0003 Milestone 0003 b

document. |F, [ |10/22/2014, |RFQ 0001 RFQ 0001

;: m 10/22/20145 |32 Ton Chiller/Evaporator RFQ 327-0007

m 10/22/2014, |Additional electrical work required for utility |Proposed CO 0001 hS

;: m 10/22/2014, |City Water and Sewer Permit Permits 0001 g

b o

See the Focus on Files, Attachments and the Catalog Dashboard guide
for more information.

Project
Dashboard

Once a project has been created, documents are listed in the Project
Dashboard according to type. When you select a type from the

O indicates Documents menu on the left, “open” documents of that type are listed in

open the section on the right. (Open documents are those that have a status

documents, other than Closed, Approved, Committed, etc.):

Eindicates

overdue

documents. Click | £ to create a new document of this type. Click E to open the
Click == | to copy a document. Clabisi iz

Jun 1, 2007 - Jan 31, 2008

GC-003 - Northern |.ights Office Blda

DocuMENTS = Bip Packace - 3 Open DocuMENnTS

Type &> Doc No |Description Date Due Company Status | Priority
< Bid il 0329 Bids for: 00002-2, Additional electrical work |2/9/2016 |3/11/2016, |Lightning Ventures, Inc. |0 [
@Bid Package 0328  |Bids for: 00002-1, Additional work to meet  |2/9/2016,|3/11/2016,, |Lightning Ventures, Inc. |O [
<&Budge . 0327 32 Ton Chiller/Evaporator 2/9/2016 (3/11/2016 |Spitfire Construction (3] .
A

Click to list open documents of this type. ]
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Color Bars
DocumMENTS =
<2 PunchList 3 N
< Receipt 1
& RFI 3|1

©RFQ |3
9 documents; 1 Overdue
B

The color bar under the Doc type indicates the due status of the
documents of that Doc type.

e Mouse over the due overdue column to see a larger color bar.
o Blue means the document is closed or has no due date.
o0 Red means the document is overdue.

o] means the document is due this week (through
the next Sunday)

o0 Green means the document is open and due more than
a week in the future.
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Copied Documents

Copy Document
Dialog Box

Focus on Documents and Items

Once you have created a Spitfire document, you can choose to copy that
document as a starting point for a new document. The new document
will have its own Doc #. There are two ways to copy a document.

Copy from Document

You can copy a document from its Options menu. Both open and closed
documents can be copied.

Alerts

-]

Able Electric
View Changes

B0

-
=

»

When you select =x | Copy this Document, the Copy Document dialog
box appears (see below).

Copy from Dashboard

You can copy a document from the Project Dashboard through the =
icon.

CORRESPONDENCE g
Description Date g

Monthly Progress Report 11].-"23!2%

When you click the icon, the Copy Document dialog box appears (see
below).

CoPY FROM
PROJECT|GC003 je]
DOCUMENT TYPE|CDrrespondence [v|
DOCUMENT| p*
OPTIONS
NEW PROJECT|GCO003 2

ALso cory []Items []Route
l options [ Link to same Attachments as source document I
[ Link to source document

ca
NEW DUE DATEl L]
NUMBER OF COPIES|1 RECUR OPTION |I:Jai|y,r v

Copy |

ShiTFIRE
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Fields and
Options
Copy From

e Project — indicates the project from which the document will be
copied. If you start on a document, this field will be populated
and read-only. Otherwise, you can enter or look up the project.

e Document Type — indicates the Doc type of the document to be
copied. If you start on a document, this field will be populated
and read-only. Otherwise, you can select a Doc type from the
drop-down.

e Document — indicates the description/title of the document to be
copied. If you start on a document, this field will be populated
and read-only. Otherwise, you must enter or look up the specific
document you want copied.

Options

e New Project — indicates the project for the copied document. By
default, this project is the same as the source project but you can
look up a different project.

e Also Copy Items — indicates that all tems on the original
document should be copied to the new document. Items will
receive new Item numbers (that correspond to the Doc number)
on the new document.

e Also Copy Route — indicates that the route (as listed on the
Routed Detail tab) on the original document should be copied to
the new document.

e Link to same Attachments as source document — indicates
that the attachments on the original document should also be
listed on the new document. Documents and files on the original
documents are not “copied’. For example, if File A is attached to
the original document, File A can be attached to the new
document also. Opening File A from either document will open
the exact same file. If File A was created from a template, the
bookmarks will not be refreshed on the new document. File A
will always look the same.

e Link to source document — indicates that new document will
include the original document as an attachment.

¢ New Due Date — indicates a new due date for the new
document.

e Number of Copies — indicates how many new documents
should be created. 1 is the default.

e Recur Option — indicates how often a new document should be
created. This drop-down is available only when Number of
Copies is greater than 1.

To create the new document from the original document:

e Click the Copy button after filling out the dialog
box.
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Exclusive Update Rights

Anyone who can open a Spitfire document can view that document
(although certain tabs may be hidden depending on permission levels).
Making changes to a document requires proper permission. However,
Spitfire prevents two or more people who have update permission on a
document to make changes at the same time. Only one person can hold
exclusive update rights to a document at any one time.

Assuming you have write permission to the document, you can tell if you
will be able to save your document changes by looking at the color of the

save icon. If the icon is not red (é) and you intend to make changes to
the document, you should save as soon as possible to obtain exclusive
update rights.

Note: if two or more persons open the same document at around the
same time, the first person to save the document will gain exclusive
update rights. Others who still have the document open will get the
following confirmation box:

Message from Web Application

A Document has been changed by another user. Do you want to reload now to see the latest
version?

Reload Now Close Document Dismiss

. Reload N
. Cllck| oad ow |to see the latest data on the document.

As long as the document is held exclusive by another, you will
not be able to make changes to it.

Click | Close Document |to close the document window.

. Dismiss . .
e Click to close the confirmation box but keep the

document open. As long as the document is held exclusive by
another, you will not be able to make changes to it.

Save Icon
Colors

When you first create a Spitfire document and often when you open an

existing Spitfire document, the save icon appears black (Ij). Black
means that no one currently has exclusive update rights to the
document.

When you save an existing document, you gain exclusive update rights
to it for as long as the document window is open or until you route the

document. The save icon appears green (ﬁ) to you.

While you have exclusive update rights, no one else is allowed to save
changes to the same document. The save icon for others appears

red ().
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While a document is
exclusive to you, others
are able to open, but not
change template-
generated files.
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If you have proper permission, you can extend the time you keep

exclusive update rights. The icon would then appear orange to you (H)
and red to everyone else. You can extend your exclusive update rights
through the Exclusivity Options menu.

=| Commitment- In Process | = |5 dz-l
More Electrical
DOCUMENT HEADER =)
i Exclusive until route due
Docz[0004 = date
— Exclusive for 24 hours
Who currently holds —\ e B )
exclusive update rights. g NI Keep exclusive
Currently shared C Release exclusivity
means that no one has \
exclusive update rights. v 9 -
e V]

E’ Exclusive until route due date

e Select this option if you want to keep the document exclusive to
you until the route due date (even when the document window is
closed) or until the document is routed, whichever comes first. If
there is no route due date, the document due date is used
instead.

ﬁ’ Exclusive for 24 hours

e Select this option if you want to keep the document exclusive to
you for 24 hours (even when the document window is closed), or
until the document is routed, whichever comes first.

Keep exclusive

e Select this option if you want to keep the document exclusive to
you for 60 days (even when the document window is closed), or
until the document is routed, whichever comes first.

[ Release exclusivity

e Select this option to release the document’s exclusivity
regardless of how it was made exclusive.
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ltems
Certain documents (for example, PunchLists, Meeting Minutes,
Commitments, Payment Requests and Change Orders) can include
itemized lists of information. An itemized list is created and appears on
the Items tab of a document.
Quick Edit

Item tabs allow you to make changes to certain fields directly in grid view
(without having to expand the Item first), for example:

[ Click on a checkbox to check it and click /to edit the text. ]

/

Details Scope Addr Dates Items Incl/Excl &
=|n Item Description Include Amount
> T 11 Architect Plan / n
. m 1-2 Sprinkler Head Spec rd I:‘
r o
Click #= to look up what the field requires or just start typing directly in the field. ]
- \
— |
Instructions Address Items Incl/Excl RFQs =
= | o|Ttem |Cost Code Description Include
b m 1001-1 || , o Trane Model 3600 or equivalent All inst... rd D
( Select Open or Closed to quickly
change the Status of the Item.
Items
= o Item Description Statis
> m i) 3-1 Sprinkler Control # IOpen w
> m i) 3-2 Security Guard Station / IOpen v
. m 3-3 Thermostat 7 IOpen (¥
[ m i) 3-4 Rack fountain # IOpen w
Details Scope Addr Payees Dates Items Incl/Excl Compliance A
= Ttem|Cost Code Category Description|UDM Quantity Rate Original
o
ﬁ o001 Ell‘:;:_’i'l # o[ sus 2 i',:tkﬁ;al [ = [ [ 500.00
ﬁ o002 ET:::; # | o[ (aor o |Blectrical 7 [ =] [ [
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Text Editor
Wherever the # icon appears in grid view, you can open the text editor
for that field. Depending on the field, the text editor might offer formatting
icons or not.
/ Edit
Mouse over each \' - — —
icon to see what it by B 7 U & 4 @l 90 E=ETESE FFE =S
does. For example, 7 A- 2 Q. O % & = @K @ # 2 vigae
will bold |Fonl vlSize vlFormaﬂ'mg vlstyle v|
your textand *—
will start a bullet
_H
list. =l saves and
closes the window
_Or_
k / Edit %
2 9 o @ #abe P
lectrical Work

Drag and Drop
to Reorder*

On certain Doc types, you can drag and drop the rows on your Items tab
in order to reorder the list.

To reorder Items through drag and drop:

In order for drag and 1. On the Items tab, position your mouse in the first column. The
drop to be available for cursor will change to show up/down arrows:
Items on a Doc type, the
DocltemConfig Details Notes Attendees Items
DefaultSort rule must be
set to cmpltemSeq. = & Item Description
L] 0018-001 Call to order 7
> ‘m 0018-002 Rell call s
| 3 m 0018-003 Approval of minutes from last meeting /
> Tl 0018-004 Tim's Report #
> T @ 0018-005 Bart's report /
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2. Click the mouse button then drag the Item to where you want to
place it, then release the mouse.

Details Notes Attendees Items

=0 Item Description

» T 0018-001 Call to order #

» T 0018-002 Roll call #

> 0018-003 Approval of min_utes from last meeting
ﬂ 0018-005 Bart's report / |Open ZI ‘

| 4 m 0018-004 Tim's report s

3. Click & or M if you are finished reordering Items. (Otherwise,
drag and drop another Item first.)

Details Notes Attendees Items
= Item Description
0018-001 Call to order
0018-002 Roll call
0018-003 Approval of minutes from last meeting
0018-005 Bart's report
0018-004 Tim's Report

The document will be saved with the Items in the new order.

4. (optional) If you want to renumber the Items to match the new
order,

o Click =to open the Item Options menu.

0 Select Renumber.

Details Notes Attendees Items |
=)o |Item ‘Dﬁ(ription
o Add New Il to order
& Get Existing il
i Renumbel pproval of minutes from last

o Click at the confirmation message that

appears.
o Click ﬂ to save and keep the new numbering.

Details Notes Attendees Items

= Item Description

> m 0018-001 Call to order s

> 1 0018-002 Roll call 7

| m 0018-003 Approval of minutes from last meeting /
» 1T 0018-004 Bart's report

L] 0018-005 Tim's Report #

Save the document to keep the new numbering
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The drop-down menu on the Items tab offers the following options:

Details Scope Addr Payees Dates

(E} o |Ilerr| ECosI Code ]Categor\r |Descr1'ptior|

i'll..'llg 0

Add New
Get Existing

Items

UoM

Renumber

T

etail
Clear Clipboard
New Item
(s) Like...
Via Excel

Import o £

fment Item - TR 0006.xlsx

Size

27KB

Not

From Excel vill be created from templates when this document is

& | B[R W

Show Filter
Show
Folders
Hide Item
Numbers

Add New—see page 40.
Get Existing—see page 42.
Renumber—see page 36.

Clear Clipboard—see page 52.

New Item(s) Like—see page 41.

Via Excel—see page 53.

Import From Excel—see page 63.

Show Filter—see page 38.
Show Folders—see page 38.

Hide Iltem Numbers—see page 38

Page 37
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Show/Hide

There are various sections of the Items tab that you can choose to either
show or hide. These sections are the filter fields, the folder list and the
item numbers.

To show filters/folders/item numbers:

1. Click = to open the Item Options menu:

You can use the wildcard o
% in the filters. For =)o [pescription
example, S% in the o Add New
Description field would E] ‘s“ Existing
- £2 enumber
return descriptions
beginning with S and ) cear Cipboard
9%20% in the Cost Code = New Item
field would return cost (s) Like...
codes containing 20. = via Excel
|| % show Filter
Show
A i Folders
Show Item
Numbers

2. Select ) Show Filter, |'&+ Show Folders and/or @ Show ltem
Numbers. An ltems tab with all three sections shown would look

like this:
Items A

DESCRIPTION |

RESPONSIBLE 2

STATUS I ﬂ

DUE [1]10/23/2014 =+|10/23/2014

= [+] Ttem Description Status

Ar e -1 Sprinkler Control # Open | V|
TiP A T e 22 Security Guard Station [open [~]
The folder tree found in A 3z [Thermastat / [open [~]
the Items tab is limited to # :% . p ::c":a":"’/’ I_IZ"edj
ltems on the document 2 PE B 6 |HvACOverde conrol / ——r

and should not be - n
confused with the

project’s file folders.
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To hide filters/folders/item numbers:

1. Click = to open the Item Options menu

Where possible, click: &
to create a new folder,

o to delete a folder,
oy
¢! to rename a folder

and = to copy a folder

Add Items

Doc types can be
configured to copy a
prior Item (such as the
first one) automatically
when the | & icon is
used. See the
NewltemLike rule in
KBA-01158 for more
information.

Focus on Documents and Items

Items A
= m DESCRIPTION |
1st Floor RESPONSIBLE | /'I
2nd Floor STATUS ﬂ
DUE [1/10/23/2014 =[10/23/2014
= o |Ilem Description Status
o Add New [Sprinkler Control / Open | V|
2 Get Existing |Security Guard Station IOpen v
|.—_:] Renumber [Thermostat # IOpen 2
| ] Rock fountain IOpen v
E Clear Clipboard Pipe Stand / lm
= ?e)\ﬁ\lf_{:em HWVAC Owverride contral / IOpen v
s) Like...
%] via Excel E
® Hide Filter
£ Hide Folders
Attachments Hide Item
H
Numbers

Select ® Hide Filter, \ii* Hide Folders and/or Hide Item
Numbers. The Items tab (shown above) with all three sections
hidden would look like this:

Items A
= o Description Status

» m o Sprinkler Control Open | v |

>0 e Security Guard Station [open [~]

[ 3 m Thermostat / m

> e Rack fountain / [open [¥]

> e Pipe Stand [Closed[~]

[ 3 m a HVAC Override contral / m

12

Items can be added to the Items tab using four methods:

& Add New Item — Enter information on an Item.
Note: not all Doc types give you this option.

=] New Item Like — Copy an existing Iltem on the document to
create a new ltem.

E Get Existing —
o0 Copy or move an Item from one document to another.

0 Link an Item from a Commitment to a Pay Request or
CCO (Commitment Change Order) document.

0 Getan Item from a Register.

0 Create an Item using a Budget's Cost Code/Account
Category row.

E] Via Excel — Create or use a Microsoft Excel spreadsheet for
ltems. See page 53.
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To add a new item:

1. Either click | & right on the Items tab:

e

b

>

b

7

>

.4
-Or-
Click = to open the Item Options menu and select | & Add
New:

Items

@ & ‘Item
L+

The detail view for that Item will open.

S N N N

2. Either type directly in the Description field or click / 1o open
the text editor (see page 35). Description is often a required
field.

3. Enter or look up other item information in the appropriate fields.
(Fields will vary depending on Doc type.)

4. Click H on the Document Header to save your new Item. A new

icon (’-::ii') will appear, which you can click to enter
remarks/comments about the Item:

Items A
= Ttem Description Status
o
Description of this ltem
A
Open |v|
o) /
I I
=] Remarks / |
REMARKS H=
|
e'l\rlded By |[Remark
"
\ 4
V| (Chris
xlO]ZS}'ZU]‘lg Dema
|
SATFRE

o Click + to accept your note and ﬂ to save it.

o Click X if you do not want to add a remark.

o Click Iﬁ to close the Remarks window
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5. Still in detail view, click & 1o return to grid view:

“ Items ‘

= o|Item Description

;

Description of this ltem.

A N N A N NN N

i

New Item Like
To copy an existing Item on the document:

1. Click = to open the Item Options menu and select = New
Item(s) Like. A dialog box will appear.

2. Select an existing Item from the Like... drop-down menu, for
example:

00039-001 - Asphalt P

0009-001 - Asphalt Paving

0009-002 - Concrete Foundations and Formwork
0009-003 - Concrete
0009-004 - Concrete Paving and Aprons
0009-005 - Curb and Gutter

0009-006 - Light Pole Bases Ep £
0009-007 - Pavement Markings
0009-008 - Concrete

3. If you want more than one copy of that Item, change the number
in the Copies field using the spinner.

Like...  |0009-001 - Asphalt Paving

COPIES: |
Canoell Resetl

4. Click the ﬂl button. Your new Item(s) will appear at the
end of your Items list.

5. Edit the new Items as needed.
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Get Existing

Get Items Dialog Window
The Get Existing option opens the Get Items dialog window:

Select the method by Adding Items to Document x
which you will “get”
Items. Options will vary NEW ITEMS WILL BE: @) Copied from another document
by Doc type. O Moved from ancther document
< O Created from Budgeted WBS
OPTIONS:
PROIECT |GCO03 2
X Type|Punchlist V]
Click to select one or W Renumber Items
more specific Items.
— Nothing Selected -- click below...
+ SELECT ITEMS ¥ CLosE
SAiTEIRE

Multi-Select Lookup Window

When you select the # Select Items option, the multi-select lookup
window will appear.

Lookup Dialog ®

Open Document Items
ALL FILTERS Refresh |

Click to display
all filters.
Refresh after

Click to return
to the Get Items

—

DESCRIPTION || d|alog window.
ITEM STATUS |
' | | |
& ‘Item Number | Description ‘ Item Status B
0O
Click E to select all (31 Sprinkler Control Open
from the (filtered) list; [ |3-2 Security Guard Station Open
D_ to un_selgc_t all, or 1 (3-3 Thermostat Open
click on individual 0 |34 Rock fountal o
checkboxes to select - ock fountain pen
them. ] [3-6 HVAC Override control Open
 |3-7 Front Security Camera Open
] (3-8 Rear security Camera Open
] (39 Door must be self closing Open
1 |4-2 Item 2 Open
(41 Item 1 Open

SAiTFIRE
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Get Existing in Most Documents

The Get Existing option can be used in many Doc types to either copy
or move Items from one document to another or to create Iltems from the
budget’s work-breakdown structure. The Get Existing option is a little
different for Submittal/Submittal Packages (see page 45), for Change
Order and Proposed COs (see page 46), for CCOs (see page 46) and for

Pay Request documents (see page 47).

To copy or move an Item:

1.

9.

Select 9 Get Existing from the Item Options menu to open the
Get Items dialog window (shown on page 42).

Select either Copy from another document or Move from
another document.

Note: Move will remove the Item from its current document and
place it on your document. Copy will copy the Item from its
original document and leave the original Item intact.

(optional) Look up a Project if the Items are on a document in a
project that is different from your current project.

(optional) Check or uncheck Renumber Item depending on
whether you want the Item numbered to match your current
document’s numbering sequence.

Note: you are not allowed to renumber Items on a Commitment
document.

Click # Select Iltems. The multi-select lookup window (shown
on page 42) will appear.

After using any necessary filters, select the Item(s) that you want
to copy or move.

Click the Done | button.

Back on the Get Items dialog window, click . The Item(s) will
appear on the document in grid view.

(optional) Click # to review your new Item(s) in detail view.

10. Click EI on the Document Header to save your document.
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To create an Item using your Budget work-breakdown structure:

1. Select E Get Existing from the Item Options menu to open the
Get Items dialog window (shown on page 42).

2. Select Created from Budgeted WBS.

3. Click * Select Items. The multi-select lookup window that
appears will list Cost Code and Account Category rows from

our budget, for example:

Lookup Dialog ®

Project Budget Lines —
[ ALL FILTERS Refresh

Done
1

COST CODE |

E  Cost Code ‘ Category Description ‘ EAC By

AR 0
AR RETEN 0
BILLED-TO-DATE 0
CONTRACT VALUE 750000

REVENUE 750000

4. Select the row(s) that you want to use as Items on your
document.

5. Click the Done button.

6. Back on the Get Items dialog window, click . The Item(s) will
appear on the document in grid view.

7. (optional) Click P to review your new Item(s) in detail view.

8. Click ﬂ on the Document Header to save your document.
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Get Existing on Submittal/Submittal Packages

The Get Existing option on Submittal and Submittal Package
documents allows you to get Submittal Iltems from the Submittal Iltem
Register.

To Get an Existing Submittal Item from the Register:

1. Ata Submittal or Submittal Package document, select E Get
Existing from the Item Options menu to open the Get Items
dialog window.

The Get Items dialog window that appears will offer the Gotten
from Register option as the default.

Adding Items to Document x

MNEW ITEMS WILL BE: @ Gotten from Register

C Copied from another document
' Moved from another document

PROJECT|GCO03 2
Type|Submittal V]

Nothing Selected -- click below...

+# SELECT ITEMS » CLoSE

Powared
S eiTEIRE

2. Click # to Select Items. The multi-select lookup window that
appears will list Submittal Items that don't already appear on
your document.

3. Select the Iltems that you want to add to your Submittal or
Submittal Package document.

4. Clickthe D2 | pytion,

Back on the Get Items dialog window, click +". The Item(s) will
appear on the document in grid view.

6. Click ™ to add information to your new Item(s) in Detail view.

7. Click ﬂ on the Document Header to save your document.
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Get Existing on Change Order and PCOs

When you use the Get Existing option on a Change Order or Proposed
CO document, you can choose to get an existing Change Item from the
Change Item Register..

To get an existing Change Item from the Register:

1. Ata Change Order or Proposed CO document, select E Get
Existing from the Item Options menu to open the Get Items
dialog window.

The Get Items dialog window that appears will offer the Gotten
from Register option as the default:

Adding Items to Document »®
NEW ITEMS WILL BE: @ Gotten from Register
PROJECT|GCO03 y-)
TYPE|Change Order V|
Nothing Selected -- click below...
+ SELECT ITEMS » CLOSE
S piTEIRE

2. Click # Select Items. The multi-select lookup window that
appears will list Items that don't already appear on your
document.

3. Select the Items that you want to add to your Change Order or
Potential CO document.
4. Clickthe  Done

Back on the Get Items dialog window, click +". The Item(s) will
appear on the document in Item Grid view.

button.

6. Click ™ to add information to your new Item(s) in Detail view.

7. Click H on the Document Header to save your document.

Get Existing on CCOs

When you use the Get Existing option on a CCO document, you have
the choice of either using an existing Commitment Item or adding a new
Item using the Budget work-breakdown structure option. When you “get”
an existing Commitment Item, you are actually linking the Commitment’s
Item with the Item on the CCO document. When you make a change to
the Item in CCO document, the change is reflected back on the
Commitment document once the CCO is approved.

Note: If you want to get all ltems from the Commitment, you can use the
Get All option (described on page 48) instead.
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When you create a new
Pay Request or CCO
document, you must fill in
the Commitment field
and save the document
before you can add or
copy items to the ltems
tab.

Also, once the status of
the document changes
and is no longer In
Progress, the Get
Existing choice will no
longer be available.

By default, through the
DocltemConfig
GetAllltems, all Items
are loaded automatically
when you first save a Pay
Request.
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To link a Commitment item to a CCO:

1. Ata CCO document, select g Get Existing from the Item
Options menu to open the Get Items dialog window.

The Get Items dialog window that appears will offer the choice to
get Items from the Commitment as the default.

Adding Items to Document ®

NEw ITEMS WILL BE: @) Gptten from Commitment 0001

O Created from Budgeted WBS
OPTIONS:

PROJECT |GCD03
Type|CCO [v]
W Renumber Items

Nothing Selected -- click below...

+ SELECT ITEMS ¥ CLOSE
Pewred
SAITRIRE

Note: to create an Item using the Budget’s Cost Code/Account
Category rows, see page 44.

2. Click % Select Items. The multi-select lookup window that
appears will list Commitment Items that don’t already appear on
your document.

3. Select the Items that you want to add to your CCO document.
Clickthe Do [ puton.

4. Back on the Get Items dialog window, click ". The Item(s) will
appear on the document in grid view.

5. Click ™ to edit the Item(s) in Detail view.

6. Click EI on the Document Header to save your document.

Get Existing on Pay Requests

When you use the Get Existing option on a Pay Request document, you
have only the choice of using existing Commitment Items. When you
“get” an existing Commitment Item, you are actually linking the
Commitment’s Item with the Item on the Pay Request document.

Note: If you want to get all ltems from the Commitment, you can use the
Get All option (described on page 48) instead.

Spitfire Project Management System V4.6


http://support.spitfirepm.com/kba-01158/
http://support.spitfirepm.com/kba-01158/

Get All

Focus on Documents and Items

Page 48

To get existing Commitment Items for a Pay Request:

1.

At a Pay Request document, select E Get Existing from the
Item Options menu to open the Get Items dialog window.

The Get Items dialog window that appears will offer the choice to
get Items from the Commitment.

Adding Items to Document ®

New ITEMS WILL BE: (8 Gotten from Commitment 0001

OPTIONS:

proJECT|GCD03
Type|Pay Request ]
¥ Renumber Items

Nothing Selected -- click below...

4 SELECT ITEMS % CLOSE
Powsred
S piTEIRE

Click #¥ Select Items. The multi-select lookup window that
appears will list Commitment Items that don't already appear on
your document.

Select the Items that you want to add to your Pay Request
document.
Click the — POM€ | pytton,

Back on the Get Items dialog window, click . The Item(s) will
appear on the document in Item Grid view.

Enter data for your ltems.

Click H on the Document Header to save your document.

The Get All option allows you to get all Commitment Items to list on a
Pay Request or CCO document. Items that appear on the Pay Request

and CCO are linked to the Items on the Commitment.

To link all Commitment Items to a Pay Request or CCO:

1. Ata Pay Request or CCO document, select E Get All from the
Item Options menu. All Items in the Commitment will be copied

to your document. These Items will be linked back to the
Commitment. They will appear in grid view.

2. Change or add information to the Iltems as needed.

Note: not all fields can be changed. Which fields are editable

depends on your permission level.

3. Click ﬁ at the Document Header to save your items. Changes
made to Items in the Pay Request or CCO document will be

reflected back in the Commitment document.
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TIP

If you do not have
permission to delete, the
icon will not appear.

Move Items into
Folders

In order for the #%icon to
appear, you must show
folders (see page 38),
create at least one folder

() and save.

TipP

Item folders differ from
file folders in that Item
folders apply only to the
one document in which
they are created.
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To delete an item from the Iltems tab:

1. Click @ for the Item that you want to delete:

Description
Sprinkler Control
Security Guard Station /

2. Click EI to save the document. Once an ltem is deleted, it
cannot be retrieved.

Much like moving files into folders, you can “place” an Item into a folder.
Unlike the folders found on the Catalog, however, these folders are
specific to the document.

To move afileinto a folder:

1. Click # at the Item that you want to place in a folder, for

example:
Items A
m = e Item |Description Status

' =t o [ 3 'm‘ 3-1 Sprinkler Control /7 m

\..Outdoor ®» m 3-2  |Security Guard Station Open | v |

B[ [32 ([Thermostat Open | v |

@ 3-4  |Rock fountain / Open |+ |

A m 3-5  |Pipe Stand Clased |« |

# P T |36 |HVAC Override cantral # Open [ v |

12

The # will change to . _
Note: You can click ¢% to change it back to #% if you change
your mind about wanting to move that Item.

2. (optional) Click # at other Items that you want to also move into
the same folder.

3. Click on the folder name where you want to move the ltem(s).
Expand folders if you need to.

4. Click © which now appears:

Items

EEEE TEus;Omm
{

Item |Dmr|' ption

InsP
Outdoar]
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All marked items will be moved to the indicated folder, for
example:

Items A

InspPECTION ITEMS: OUTDOOR.
= Ttem Description Status

= o
Y > m 13-4 Rock fountain / Iopen ﬂ

Inspection Items:Outdoor

Note: if you click on (all items) on the folder tree, you will see all items,
whether or not they are in folders. Items in folders indicate their folders

through the \# icon.

Copy Folder/

Copy Items
Once placed in a folder, you can copy all saved items in that folder from
one document to another by copying the folder.
To copy afolder from one document to another:
1. At the first document, click on the folder that you want to copy,
for example:
$
Items >
S
b
I I :OuTDOO|
Folder icons — m N_EFECTION e A It Descrinti g
Al = |mn em scription 5
[#-Bailer Room P m i) 3-4 Rock fountain s ;
E""Cumpaclor Room ;
E""Electrical § Meter Room . d
¢

2. Click =# to place the folder and its contents (Items) in the
clipboard.

3. Open (or create and save) a second document and click the

Items tab. Show folders if necessary (see page 38).

ke can only copy items 3
that have already been Items 3
saved. Items that are 3
entered but not saved are m =8 Item Description g
not available. Therefore, el A T o 4-1 temiys 2
the copy function does . Folder 1 | a-2 Item2 ; ;
not copy them. Always $
save before copying. 4. (optional) Unless you want to place the folder in the root (all

items), click on the folder where you want to place the copied
folder.

5. Atthe second document, click Eﬁ to paste the copied folder.
(The icon will appear on both the “copy to” and “copy from”
documents.)
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6. Click on the confirmation box. The copied folder and

its contents will appear in the Items tab of the second document.

Notes:

o If you copied a folder into another folder, the parent
folder will appear collapsed. You will need to expand it
in order to get to your copied folder:

0 The number for the copied Items will change according
to the second document’s numbering.

7. Click EI to save the second document.

If you are copying some of the Items on a document, you need to first
place them into one or more folders as described previously. However, if
you want to copy all ltems on a document, you need not place them in a
folder first.

To copy all items in a document:

1. At the first document, show folders then click on (all items).
Note: (all items) displays Items in folders as well as Items not in

folders.
2
Items 2
>
2
2
= o Item Description ;
al m 3-1 Sprinkler Control # 3
A 32 Security Guard Station ¢ ;
- Compactor Room E Y . m 3-3 Thermostat Vi ;
-~ Electrical / Meter Room ® - m 0 3-q Rock fountain 7 g
- Qutdoor X [ m Pipe Stand / g
A m HVAC Override contral # ;

2. Click =# to place all Items in the clipboard.

3. Open the second document and click the ltems tab. Show
folders if necessary.

4. Atthe second document, click Eﬁ to paste the copied items.
(The icon will appear on both the “copy to” and “copy from”
documents.)

5. Click on the confirmation box. All Items from the
first document will appear in the Items tab of the second
document.

6. Review the Items in case you need to delete any.

7. Click EI to save the second document.
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If you place something in the clipboard (i.e., move an item, copy a folder,
copy items), you can clear the clipboard and abort the task.

To clear the clipboard:

e Select ﬁ Clear Clipboard from the Item Options menu:

Items

[*-Boiler Room

Outdoor

i Teleo

S""Cumpaclor Room

E""Electrical / Meter Room

R i A VATV P VLV Ve

|IlEI1

- o Add New
2 Get Existing
=] Renumber

L]

L Ve Ta e Sl

Although you can edit many Item fields right in grid view, you might

sometimes need to expand an Item and get to its detail view in order to

see or edit all its fields.

To expand an Item:

1. Click ™ at the Item that you want to expand to get to detail view.

Details Notes Attendees Items =
= 0 Item Description Status
’ 0001-001 |Need test by AET Update on failed studs... / ICar'r'led Over| v
@m 0002-001 |Review all progess to date / IOpen ~
2. Toreturn to grid view, click 'y
| | | 1 ?
@ CI Description Bill Revenue Amt Status
%
(] (4 ] $1,675.00 | Requested| v
7
REVENUE CODE|00000- PR
|{ New )
SOV LINE
ESTIMATEl QUOTE
REQUESTED BY| ps
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To get to the next or previous Item in detail view:

1. While in detail view, click - to open the Item Options menu:

>
Details Notes Attendees Items §
$
@ |1tem |Descri|ﬂion g
Pl Next Item 2
4 Previous Item ogess to date §
b IWVVVVVW\NVV\)
2. Click "™l to get to the Next Item. Click ¥ to get to the Previous
Item.
Via Excel
Because documents can have many ltems, sfPMS allows you to add
Items to the document from a Microsoft Excel spreadsheet, use Microsoft
Excel to edit Items, and export Iltems to a separate Microsoft Excel file all
from the Via Excel option on an Item’s Options menu. The Via Excel
See also the section option is particularly useful when your ltems are created through other
Items from an Attached applications (such as Estimating software) that create Microsoft Excel
\Via Excel File on page files and you want to copy that information to a document.

62.
The use of the Via Excel option requires either a Spitfire Item

Template—which takes the Excel data and creates a Spitfire Item File
that is readable by sfPMS—or an existing Spitfire Item File.

See the technical white paper Spitfire Iltem Templates (for Via Excel) for
information on creating these template files.

Spitfire Item File

€| Microsoft Excel - Project Contract Templatexm!

] File Edit View Insert Format Tools Daf¥ Spitfire ftem Template
P S (3 oS [V R & B -
G Wt W B M 0 N 2 | A Ey -3 | ¢ Reply with Changes... End Re IE.....!
||} & Snaglt [ | Window - !
| AZ1 - i3
T A B [ ¢ [ o T E [ F T[T & -
H
Item Revenue | Account
' 1| Number Description Original Code Category  Specification Paragraph
2
| 3 |
4
g 52| Micrasoft Excel - Items from Sample Bid (F0005)ads
tE B ) -
; _] File Edit View Insert Format Tools Data Spltﬂre tem File . )
: RN A= PEWE = AV R e s ), ANETENC) girg
10 R Wt W I M WA N | | ] @4 |, ¥¢ Reply with Changes... End Review...
;‘; i & Snaglt [¥1 | Window - !
AZ1 - f
A B [ c [ o T E [ F [ G
Item Revenue Account
1 Number Description Original Code Category | Specification Paragraph
2 |0005-001 OVERHEAD $0.00 00000 UMBILLED |0
3 |0005-002 INDEMNIFICATION $100.00 00000 UMBILLED |0
4 10005-003 MOBILIZATION - GENERAL ¢ $180.000.00 00000 UMBILLED |0
5 [0005-004 MAINTENAMCE OF TRAFFIC $30.000.00 00000 UMBILLED |0
6 [0005-005 AS-BUILT CERTIFICATION $7,000.00/ 00000 UMBILLED |0
7_|0005-006 EROSION CONTROL $80.000.00 00000 UMBILLED |0
0005:00 | 1 0
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Enter Items

Via Excel templates can
also be used to enter
Items through an
attached file. See the
section ltems from an
Attached ‘Via Excel’ File
on page 62.

If appropriate, you can

also click J to browse
for a different Spitfire
ltem Template on your
computer.
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Spitfire Item Files are created whenever you add to or edit Items on a
Spitfire document using the Via Excel option. What they look like (which
columns they have, what column labels they use, etc.) depends on the
Spitfire ltem Templates used to create them. When you want to enter
Items on a new document or edit the Iltems on an existing document right
away, the Spitfire Item File is created and used only briefly. When you
want to export your Items to Microsoft Excel for later modification or
review, the Spitfire Item File serves as a permanent copy of your data.

(Spitfire Item Files can also be created through Supplemental
Workbooks. For more information, see the technical white papers
Supplemental Workbooks.)

If your document does not have any Items in the Items tab, you can use
the Via Excel Enter Items option to copy your Items from an external
Microsoft Excel file or an existing Spitfire Iltem File to your Spitfire
document.

To enter Items on a new document using a Spitfire Item Template:

1. Atthe Items tab of your document, select ,31 Via Excel from the
Items Options menu:

3

Items >

b g

>

=)o |Item ;

— >

o Add New ;

| | & Get Existing >
El  Renumber >:

H eg
E Clear Clipboard >

b d

= New Item >

(s) Like... g

& :

b L

Your document window will close and the Document Items via
Microsoft Excel dialog box will appear:

R

Document Items via Microsoft Excel

Bid 0004 (GC003)
This document containts 0 items
How do you want to add items to this document?

{* Enter them now & (" Get them from a Spitfire ltem file

Using Template: |Y0ur Template File ﬂ

Spitfire ltem File: |C:"-.Users"-.Soni"-.Documents"-—.ltems from Bid 0004 (GC003) xdsx

= [ Close Document

2. (optional) If necessary, select the Enter them now radio button.
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See the technical white
paper Spitfire ltem
Templates (for Via Excel)
for information on the
To_RowFlag column.
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(optional) A default Spitfire Item Template for your Doc type will
appear at the Using Template field. If desired, use the drop-
down to select a different template (if any others are available).

. Add - .
Click The Spitfire Iltem Template will open, for

example:
@ Microsoft Excel - Items from Sample Bid (#0004).xs

{E] File Edit View Inset Format Tools Data Window Help  Adohe PDF

i0EHRSSRIVE| SRR F9-0-8 E-4F P @

R M Wi I B W N | 2 | & -1 | ¥ Reply with Changes... End Review... !

i S Snaglt [={ | Window - !
AZ1 - e
A | B | c | b [ E | F_ 3
Item Revenue Account
Number Description Original Code Category | Specification

Enter Item information manually or open an existing Microsoft
Excel spreadsheet and copy that information onto your template
(or do both). You have the functionality of Microsoft Excel at

our disposal.
A [ B [ C [ D ] E [
Item Revenue Account

| 1 | Number Description Original Code Category S
| 2 | Engineering $ 5,000.00 00000 'UNBILLED _}
| 3 | Coordination § 7,000.00 00000 UNBILLED
| 4 | Demolition $  4,000.00 00000 UNBILLED
| 5 | Roofing $  21.000.00 00000 UNBILLED
| 6 | Electrical Material $  6,000.00 00000 UNBILLED

T
I Lgl Microsoft Excel - ProjectlitemsFromExternalScurce xls
i @_] File Edit View Inset Format Tools Data
% INEHR SISV E S G-
5] lLiagizaca o m o o) By ks
| 14 | i S Snaght [ | Windaw - !
15 A2 - # Engineering

16
Kl A | B |
Efl 1 me Description Amount
9| 2 |Engineering $ 5,000.00
20| 4| 3 |coerdination 3 7.000.00
21| r| 4 |Demolition 3 4.000.00
B 4| & |Roofing $ 21,000.00
B 1 |6 _|Ekectrical Material $ 6.000.00
.23

Note: If the template has been set up to provide rows of data
from which to choose the ones you want, type X in the Include
column. Marked rows will be added to your Spitfire document.
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TIP

Spitfire ltem Files are
files created through
Spitfire (the Via Excel
Export option) or a
supplemental workbook.
Regular Microsoft Excel
workbooks cannot be
directly imported using
this option.
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A [ B | C [ &
Item
| 1 [Include?  Number Description Cost ¥
| 2 |x All concrete forms have been removed 0170G
| 3 |x Grade slopes away from house 6 in vertically for every 10 ft horizontally | 02206
| 4 |x Final grade smooth and back fill settled 02200
EES All wood products removed from soil around house 0170¢
| 6 |x Loose concrete cleaned up and hauled off 01706
| 7 | Hose bibs work 01700
| 8 | Brick and other wall surfaces cleaned 01700
| 9 |x Gas and electrical meters are connected and sealed 07006
| 10 |x All penetrations through walls caulked and sealed 0vooe
|11 ]x Gutters and downspouts properly installed 01700
|12 |x All exterior trim properly installed 017006
| 13 |x Shingles correctly nailed 02000
| 14 |x Roof flashings properly installed 02000
| 15 |x Roof vent collars caulked or sealed 02000
16 All soffits correctly vented and installed

L4 Wiprdrrerganorbinthatl ooned

workflow, the Spitfire Item File is only used temporarily.) When
you close the file, Items will be copied to your document and the
document will open. (The Via Excel dialog box will close
automatically.)

Back at your document, click on the Items tab to see or edit your
[tems.

Click ﬂ to save your document.

To enter Items from an existing Spitfire Item File:

1.

At the Items tab of your document, select E] Via Excel from the
Items Options menu. Your document window will close and the
Document Items via Microsoft Excel dialog box will appear.

Select the Get them from a Spitfire Item file radio button.

Document Items via Microsoft Excel

Sample Bid (#0005)
This document containts 0 items
How do you want to add items to this document?

" Enterthemnow t ¥ Get them from a Spitfire ltem fi ,

le
Using Template: | fault J

Spitfire ltem File: |S:'-.Spi‘t‘fire'-.EudgaFinancial"-.BidEstimatesml I:l
r I™ Close Document

Update ltems |

Click J at the Spitfire Item File field to browse for the existing
Spitfire Item File that you want to use.

Click Update liems Information from that Spitfire Iltem File

will be imported to the document and the document will reopen.
(The Via Excel dialog box will close automatically.)

Click on the Items tab to view or edit your Items.

Click H to save your document.
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To append Items to existing ltems on a document:

1. Atthe Items tab of your document, select ,ﬂ Via Excel from the
Items Options menu. Your document window will close and the
Document Items via Microsoft Excel dialog box will appear.

2. Select the Add new radio button.

Document Items via Microsoft

Fire Protection System Bid (GCO03, #0007)
This document containts 2 iterns
How do you want to work with the items in this document?

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

Using Template: |Eid tems j J

Spitfire ltem File: |C:"-.Users"-.Soni"-.Documents"-.rtemsfrom Fire Protection System Bid (GCO0: ...

[ [~ Close Document

3. (optional) A default Spitfire Item Template for your Doc type will
appear at the Using Template field. If desired, use the drop-
down to select a different template (if any others are available).

. Add - .

4. Click The Spitfire Item Template will open, for

exam ple:

(oo - S
i+

Ttems from Fire Protection em Bid (GCOG-

Home Insert Page Layout Formulas Data Review View Developer Add-Ins
B2 v Jx |
A B c
Itemn Number Description Rate

’
2
3
4

5. Enter Item information manually or open an existing Microsoft
Excel spreadsheet and copy that information onto your template
(or do both). You have the functionality of Microsoft Excel at
your disposal. Item information that you enter here will be added
to your document, appended after any existing Iltems.

6. Save (H) and close (Iﬁ) the Spitfire Item File. (In this
workflow, the Spitfire Item File is only used temporarily.) When
you close the file, Items will be copied to your document and the
document will open. (The Via Excel dialog box will close
automatically.) Back at your document, click on the Items tab to
review your ltems.

7. Click ﬂ to save your document.
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Once you have at least one Item on a document, you can choose to
change your existing Items and/or add Items to your document through
Microsoft Excel using the Via Excel Edit Items option.

Note: you can delete Items through Microsoft Excel only if you use a
Spitfire Item Template that includes a To_DeleteFlag column. (See the
technical white paper Spitfire Item Templates (for Via Excel) for more
information.)

To edit/add Iltems in Microsoft Excel:

1.

2.
3.

At the Items tab of your document, select ,ﬂ Via Excel from the
Items Options menu. Your document window will close and the
Document Items via Microsoft Excel dialog box will appear.

Document Items via Microsoft Excel blﬂlg

RFQ: Coho Asphalt and Concrete (GC003, #0009)
This document containts 8 items
How do you want to work with the items in this document?

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

Using Template: |HFQ ltems for Edit j J

Spitfire ltem File: |C:"-.LIsers"-.Soni"-.Documents"-.rtems from RFG™ Cohao Asphaltt and Concrete ..
o [~ Close Document

(optional) If necessary, select the Edit them radio button.

(optional) A default Spitfire Item Template for your Doc type will

appear at the Using Template field. If desired, use the drop-

down to select a different template (if any others are available).
. Edit e .

Click The Spitfire Item Template will open

with your current Item data, for example:

ems from RFQ~ Coho Asphalt and Ce

Home Insert Page Layout Formulas Data Review View Developer Add -
A2 - |
A B c D

1 X to Delete Item Number Description Cost Code
2 10009-001 Asphalt Paving 02500
3 0009-002 Concrete Foundations and Formwork 03100
4 0009-003 Concrete 03000
5 0009-004 Concrete Paving and Aprons 03000
6 00039-005 Curb and Gutter 02500
7 0009-006 Light Pole Bases 03200
8 0009-007 Pavement Markings 02500

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 instead:
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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 append newly selected rows from

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

o Click to select a template that is

Edit

appropriate for editing, then click
again. .

5. Edit Item information manually or open an existing Microsoft
Excel spreadsheet and add that information onto your template
(or do both). You have the functionality of Microsoft Excel at
your disposal.
Notes:

0 You cannot change Doc Item Numbers.

0 You cannot remove Items by deleting them in Microsoft
Excel; they will remain in the Spitfire document unless
you flag them for deletion through a special
To_DeleteFlag column (as shown above).

0 Some values (such as the Contract Amount from a Pay
Request shown above) are calculated by Spitfire and
cannot be changed. If you change these values in
Microsoft Excel, those changes will be ignored.

6. Once you have made your changes, save (Lﬂ) and close

( ™) the Spitfire Item File. (In this workflow, the Spitfire
Item File is only used temporarily.) When you do, your added
and changed Items will be copied to your document, the
document will open and the Via Excel dialog box will close.

7. Back at your document, click on the Items tab to see your data.

8. Click H to save your document.
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Export Iltems

While the edit option of Via Excel is particularly useful when you want to
make changes to your Items right away, the Via Excel Export Items
option exists for times when you want to copy your Items to Microsoft
Excel to review or change at another time or somewhere else (when you
are no longer in Spitfire).

To export Iltems to a Spitfire Item File:

1. Atthe Items tab of your document, select E] Via Excel from the
Items Options menu. Your document window will close and the
Document Items via Microsoft Excel dialog box will appear.

2. Select the Export them radio button.
( Document Items via Microsoft Extem * y IEIM

Wallingford (GC203. #0001)
This document containts 1items

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

I " Edit them " Update them from a Spitfire ltem file

Using Template: |Pr\:|jec,1 ltem Template j I
Spitfire ltem File: IC:\spi‘lﬁre\Items from Wallingford (GC203, #0001 )2ml .

¥ OpenExcel ¥ Close Document

|
|

Boot_ | | | '
‘

L;_Ready

3. (optional) A default Spitfire Item Template for your Doc type will
appear at the Using Template field. If desired, use the drop-
down to select a different template (if any others are available).

4. (optional) Check the name and location of the Spitfire Iltem File
that will be created. Change it if desired.

5. (optional) Notice the Open Excel and Close Document
checkboxes. Uncheck Open Excel if you don’t want to open and
see the Spitfire Item File at this time. Uncheck Close Document
if you want to reopen your Spitfire document (which closed when
you selected Via Excel). By default, your Spitfire document will
remain closed and Microsoft Excel will open.

. Export . -

6. Click Your data will be exported to the Spitfire
Item File created from the selected Spitfire Item Template. This
Spitfire Item File is a Microsoft Excel file and can be copied to
another location and opened anywhere you can open Microsoft
Excel.
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You can also import
[tems from an attached
Microsoft Excel file. . See
the section Items from an
Attached ‘Via Excel’ File
on page 62.
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Once you have a Spitfire Item File, you can choose to import the data
from that file to a Spitfire document’s Items tab. If your document
doesn’t have any Items yet, the data from the Spitfire Item File will
populate the Item fields (as described on page 56). If your document
does have Items, data from the Spitfire Item File will modify your Items
as follows:

e |tems added to the Spitfire Item File will be added to the
document.

e Existing Items that have been modified in the Spitfire Iltem File
will be modified in the document with the exception of values that
are calculated by sfPMS.

e Items that are deleted in the Spitfire Item File will not be deleted
in the document. Deletion of Items requires a special
To_DeleteFlag column in the Spitfire Item Template. (See the
technical white paper Spitfire Item Templates (for Via Excel) for
more information.)

e |tem numbers cannot be changed. Changes made to the Item
numbers in the Spitfire Item File will be ignored by sfPMS.

To import Items from a Spitfire Item File:

1. Atthe Items tab of your document, select ,31 Via Excel from the
Items Options menu. Your document window will close and the
Document Items via Microsoft Excel dialog box will appear.

Document Items wvia Microsoft Excel

Sarnple Bid (#0005)
This docurment containts 41 items
How do you want to work with the items in this document?

™ Edit them " Export them llT Update them from a Spitfire ltem file '

Using Template: |:=5‘au': J

Spitfire Item File: |S:"-.Sp'rHire"-.BudgetHnancial"-.ltems from Sample Bid (H0005)xds

o [~ Close Document

| Update ltems |

2. Select the Update them from a Spitfire Item File radio button.

3. Click J at the Spitfire Item File field to browse for the existing
Spitfire Item File that you want to use or use the down-arrow to
select a file from the drop-down.

|Ipdate ltems

4. Click Items from your Spitfire Item File will be
imported to your Spitfire document and your document will open
again.
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ltems from
Attached “Via
Excel” Files*

If you have created a Spitfire Item template (also referred to as a VXL
template) through the Via Excel option, you can use that template to
enter Items through the Attachment tab. (See the technical white paper
Spitfire Item Templates (for Via Excel) for information on how to create
this template.)

To have the template file available for this functionality:
For information e Add the template to your Template library as an Attachment
about the Templates template.
tool, see the Focus TEMPLATES
on the Manage NAMES LIKE: TYPE: Attachment v
Dashboard gu|del DOC TYPE: Commitment hd
e Doc Type Name Type|Description Division 2:: Customer ?;:i:d Include |E

Commitment F‘;_:m‘tment L= Att... Not...

Template used in
training class

The template file is m‘?‘ : Commitment|Notice to Proceed |Att... ;‘:;;Zel;tz Proceed Doc Ass...
a Microsoft Excel o
file. ﬁ;‘ Y |Commitment|PO Att... |Purchase Order ‘ AsS... \

To import Items from an attached Microsoft Excel file:

Note: you must have exclusive access rights in order to import ltem
data. If necessary, save your document so that the save icon turns green

H before you import. (See page 32).

1. At your document, click "B on the Attachment tab.

2. If you have more than one Attachment-type template (as shown
above, for example) select your VXL template from the dialog
box and click L:

Create Attachment from Template x

FROM TEMPLATE | Commitment ltem - TR | v/|
ATTACHMENT NAME [GC-003 Commitment Item - TR 0006.xIsx
v Edit Now

Template used in training class

oK | Cancel |

SAITFIRE
A new Microsoft Excel file created from your template will open.

3. Copy Item data from another Microsoft Excel file or just enter
data directly into the file.

4. Save and close the attached Microsoft Excel file. A message will
appear:

Message from Web Application x

A Attachment [GC-003 Commitment Item - TR 0006.xIsx] may contain import data. Do you
want to load it now?

Loadan Dismiss

Focus on Documents and Items Spitfire Project Management System V4.6


file://spitfire10.armonk.spitfiremanagement.com/root/Client%20Services/Docs/Focus%20Guides/sfPMS%20V4.5/spitfire_item_templates_twp.pdf
https://clients.spitfiremanagement.com/sws/GetPDF.ashx/spitfire_pm_focus_manage.pdf
https://clients.spitfiremanagement.com/sws/GetPDF.ashx/spitfire_pm_focus_manage.pdf
https://clients.spitfiremanagement.com/sws/GetPDF.ashx/spitfire_pm_focus_manage.pdf

Import From Excel
Option

Focus on Documents and Items

When the Load Now message appears, you can click the
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Note: You can open the file again from the Attachments tab to
make changes to your data. The Load Now message will appear
each time you save your Excel file.

Attachments Route Detail

= 5 Name

=g GC-003 Commitment Item - TR 0006.xlsx
(¥ re®HD

Dismiss

button and keep your Item data in your Microsoft Excel file until a later

time.

To manually import Item data from an attached Excel file:

Note: the following option works only if the attached Excel file has been
configured properly as described earlier.

Select @flmport From Excel from the Iltem Options menu:

Payees Dates Items

Categ
Add New

Get Existing o Tabo
Add Freight ===

5] Renumber

[mgf |

-

Clear

Clipboard
Paste from ! Lo||_Labo
Clipboard
New Item
(s) Like...
Via Excel

o Bs

L1l

el [
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Print Item (Item
Covers)

[tem Covers are a kind of
bookmark template. For
more information about
creating bookmark
templates see the Focus
on Bookmark Templates
guide.

For more information
about routed content, see
the Focus on Routes
guide.

Focus on Documents and Items
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If a template of the type Item Cover is available for a particular Doc type,
the Print Item choice will appear on the Items Options menu. Whether or
not the choice is selected, an Iltem Cover template means that a page
will be generated (as a PDF) for each Item that appears on the
document. Item Covers are included in routed content.

To view a generated Item Cover PDF for a particular Iltem:

1. Atthe Items tab of a document with an Item Cover template,
click ™ to expand the Item for which you wish to view the Item

Cover.

2. Click = to open the Item Options menu then select = Print
Item from the Item Options menu.

Notes Addr Items

= Ttem Cost Code
Pl Next Item

M Previous Item

H Get Existing [
II:‘_ Clear Jipboard
j Via Excel

review it and then close it.

(See example on next page.)

|Spec |Para |Re'|||I |Description

Entranceway 1st floor fixtures

T e T N N

erVWWW/vavW\hlr"\/vvavavvvx)
The PDF of the Item Cover for that Item will open. You can
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ACME, INC.
GENERAL CONTRAGTORS
1123 Acme Blvd
Acmeviille, PA
PHONE (014) 2720800 FAX (214) 273-4208

Submittal Package ltem

Date: Monday, May 21, 2012
To: Morthemn Lights
Attention: Morthemn Lights
Project: GCDD3
Submittal Moz 0001

Please review the attached (or supplied) submittal item:

Description: Entranceway 1st ficor fixtures
Section No. 1908

Part'Paragraph: 5§

Revision Mo. 1

Motes: Min order: 500

Regards,

Jon Taffler
Project Manager

0O Approved
 Needs to be revised/resubmitted

Review Motes:
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