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This Focus Guide is designed for Spitfire Project Management
System users. In this guide you will learn how to use the
Catalog Dashboard and its filter features; what you can do with
files in your system; and how to work with attachments.
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About Our Documentation

Guides

Focus on Files, Attachments and the Catalog Dashboard

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 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


https://clients.spitfiremanagement.com/sws/GetPDF.ashx/spitfire_pm_overview.pdf
https://clients.spitfiremanagement.com/sws/GetPDF.ashx/spitfire_pm_overview.pdf

The Knowledge
Base

White Papers
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The Knowledgebase contains articles, often 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 Knowledgebase are numbered, for example, KBA-01044.

White papers are documents that delve into some of the more technical
or specific aspects of sfPMS. White Papers are accessed through the
same Help menu:

Andrew Carothers | Help . Home

| Help Browser x|
Make a selection: =

* 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 e
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

The Catalog Dashboard gives you quick access to all or some of the files
uploaded or scanned into your Spitfire Project Management System
(sfPMS) and all or some of the documents in your projects, depending on
your access level.

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

This guide focuses on the Catalog Dashboard and its filter features; what
you can do with files in your system; and how to work with attachments.

Note: it is possible to set up sfPMS to integrate with a Cloud storage
provider so that project participants who are not Spitfire users may
access files in the cloud. For more information, contact your implementer
and see the Setup for Cloud Drive Integration technical white paper.

This guide assumes some familiarity with sfPMS and its dashboards as
described in the Overview Guide. It also assumes a general
understanding of the documents being used in your system. (See the
Focus on Document and Item Basics guide for more information about
documents.)

Note: Because sfPMS is configurable and because different users have
different levels of access rights and permissions, the screens shown and
the fields described in this guide may not be the same as those in your
system.

Note: section, chapters and text that are new or changed from the V4.5
documentation appear with green text and sometimes an *. In addition,
icons are shown in size 16 only; larger sized icons are similar but not
exactly the same.

Focus on Files, Attachments and the Catalog Dashboard Spitfire Project Management System V4.6
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Files vs. Documents

The terms “files” and “documents” are used very specifically in sSfPMS to
refer to two different things.

Files

A file is any electronic file uploaded or scanned into sfPMS, such as
Microsoft Word documents, CAD files, PDF files, and scanned AP
invoices. Links (such as website URLS) are a special type of file. Emails
are another type of file. In short, if it is created outside of sSfPMS and
then uploaded or scanned in, it is a file. A file can be attached to a
Spitfire document or just uploaded to the Catalog.

sfPMS stores all of your attached, uploaded and scanned files in the
Catalog and is capable of storing multiple versions of the same file so
that you can have a history of its versions. You can view as well as edit
files that are in the Catalog.

Documents

A document is a specific entity created in sSfPMS from one of the Spitfire
Doc types. There are many Doc types in the system, each with its own
specific purpose. In systems that are integrated with Microsoft Dynamics
SL, some documents are linked to Microsoft Dynamics SL forms (e.g.,
Commitments, POs) and some are not (e.g., Meeting Minutes,
Drawings). Because Doc types can be configured (in Spitfire-
Enterprise), the Doc types available to you might not be the same as Doc
types referred to in this guide. Some examples of Spitfire Doc types are
Bid, Budget, Change Order, Commitment, Competitive Bid, Daily Field
Report, Forecast, Inspections, Pay Applications, Pay Request, Punchlist,
RFI, RFQ, Submittal, and Warranties. Most documents are created
through the Project Dashboard. Documents can be attached to other
Spitfire documents.

Documents are explained in greater detail in the Focus on Document
and Item Basics and the Focus on Doc Types and Project Workflow
guides.

Focus on Files, Attachments and the Catalog Dashboard Spitfire Project Management System V4.6
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The Catalog Dashboard

The Catalog Dashboard offers an overview or library of all of your files
and documents. It can contain files not associated with a specific

project, but nevertheless relevant to your company (budget templates,
procedural documents, etc.).

Note: Security and permissions apply in the Catalog just as they do on
other dashboards and projects. For example, if you cannot access a
project, then you cannot access files linked to that project in the Catalog.

When you first access the Catalog Dashboard, only two filter parameters
are displayed:

kl-ll=’II=lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll'l
3
SEARCH W

INCLUDE DOCUMENTS INCLUDE FILES |

Check this box
if you want to
search for
documents.

Check this box if
you want to
search for files.

Filters

Include Files Only

If you click only the Include Files checkbox, certain filter fields will

appear:
Click #= where
available to use
the lookup
feature. _
SEARCH =
[J INCLUDE DOCUMENTS Wi INCLUDE FILES /
TYPE | [~ COMPANY [ Z
CONTACT | e Doc #
DATE [09/23/2013 [ = [09/24/2014
REF DATE [1ar2412014 = 0/24/2014 PRy )

| -

Max ITEMS |2UU ER PAGE |16
L] PREVIEW FILE NAME [
TEXT | Search | [JAUTO REFRESH

The Date checkbox is checked by
default. Change the date range or
uncheck Date if desired.

Note: Per Page, Max Items and Preview are not filter fields. They affect
how the results of your search will appear.

Focus on Files, Attachments and the Catalog Dashboard Spitfire Project Management System V4.6
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If you click only the Include Documents checkbox, certain filter fields

will appear:

! INCLUDE DOCUMENTS

TYPE [

( Select a Doc type
from the drop-down.

W

[JINCLUDE FILES

J

T\ _ I hd
REFERENCE RESPONSIBELE |
COMPANY CONTACT [
DocC # SOURCE # |
DATE M|p9/23r2013 [ = [0g/24/2014 DUE (|or2a/2014  =|ar24/2014
[JINCLUDE CLOSED STATUS ¥
Has ATRIBUTE [ |V| HAS FILES i You can list
PROJECT ID | 2 MaxX ITEMS documents with
PER PAGE [16 or without
Text | - Search | []AUTO REFRESH attached files, or

Enter text in any field
that is not a lookup field.

Attribute Filters

\both.

If you select a Doc Type (such as RFI), the Has Attributes filter
appears. If you select an Attribute, the related Attribute Value filter

appears:
SEARCH =
M INCLUDE DOCUMENTS [ INCLUDE FILES
TYPE [rFI REFERENCE |
RESPONSIBLE | COMPANY |
CONTACT | 2 Doc #
SOURCE # |
DATE Ml|p9/23r2013 [ ==|09/24/2014 DUE [[9r242014  =+|ar24/2014
[JINCLUDE CLOSED STATUS ¥
HAS ATTRIBUTE  |Instruction| v | HAS FILES Either | v |
ATTRIBUTE VALUE |Alternate Proposal PROJECT ID | 2
Max TTEMS [200 PER PAGE [16
Text I Search | [ AUTO REFRESH
Specialty Filter
If you select Vendor as your Doc type, and click Project Purchasing,
the Specialty filter appears:
SEARCH =
Ml INCLUDE DOCUMENTS ] INCLUDE FILES
TYPE |Vendor SUBTYPE v
REFERENCE f el RESPONSIBLE [ el
COMPANY i ye. CONTACT i 2
Doc # SOURCE # [
DATE M[121152014 B ==[121612015 = DUE Cf12116r2015  =*[12/16/2015
¥ PROJECT PURCHASING ] INCLUDE CLOSED
STATUS ™ HAS ATTRIBUTE  |Instruction  |v
Has FILES m ATTRIBUTE VALUE |—1[
PROJECT ID | 2 SPECIALTY |
MAX ITEMS 200 PER PAGE [16
TEXT [ Search | [JAUTO REFRESH

Focus on Files, Attachments and the Catalog Dashboard
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The Specialty filter assumes a wildcard after what you type. Type the
beginning of what you want to find and the filter will return all documents
whose subcontractor CSI codes begins with those letters or numbers.
For example, if you type 16 (for electrical) you might get documents
whose CSI codes are 16000, 16100, 16202, etc.

You can include both documents and files in your search. All the filter
fields will then be available.

Focus on Files, Attachments and the Catalog Dashboard

SEARCH =
M INCLUDE DOCUMENTS M INCLUDE FILES ]
TYPE |_ V| REFERENCE | »
RESPONSIBLE | el COMPANY | s
CONTACT | ~ Doc # r
SOURCE # |
DATE Ogr3rzo13 =*|o242014 DUE Cljor24r2014  =e|9/242014
REF DATE Lljor242014 =+ [9124/2014 LI INCLUDE CLOSED
STATUS v
HAS ATTRIBUTE | ] HAS FILES Either v|
PROJECT ID [ ~ MAX ITEMS 200
PER PAGE [16
L PREVIEW FILE NAME |
TEXT | Search | M AUTO REFRESH
All filter fields serve to limit your search to the criteria you enter.
Contact and Company Fields
You cannot filter by Company and Contact at the same time. When
one of these fields is populated, (and you <Tab> out) the other
disappears until the first is blank again. In addition, when one of these
filters is populated, two additional filters appear:
SEARCH =
W] INCLUDE DOCUMENTS &I INCLUDE FILES ]
TypE | v REFERENCE | ~
RESPONSIBLE | #~ COMPANY |Able Electric 2
SCOPE = [J CoMPANY WIDE
DocC #
SOURCE # ony Contact ™ DATE (fer232013 =+ [972472014
DUE Responsible =[9/2472014 REF DATE Olforz4i2014 == [9724/2014
_?gurce Contact = ST I—ﬂ

The Scope limits the search of the contact or company and the
Company Wide checkbox expands it.

Note: in the Company field, as well as other lookup fields, you can type
directly in the field and the system’s autocomplete function will show you
possible matches. You can select a match.

Spitfire Project Management System V4.6
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Company

Company

Company

Company

Company
Company
Company

Company

Company

Company

Contact

Contact

Contact

Contact

Contact

Contact

Contact

Contact

Contact

Contact

And this Scope
From

From

Responsible

Responsible

Source Contact
Source Contact
To

To

Any Contact

Any Contact

From

From

Responsible

Responsible

Source Contact

Source Contact

To

To

Any Contact

Any Contact
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And Company Wide
Is not checked

Is checked

Is not checked

Is checked

Is not checked
Is checked
Is not checked

Is checked

Is not checked

Is checked

Is not checked

Is checked

Is not checked

Is checked

Is not checked

Is checked

Is not checked

Is checked

Is not checked

Is checked
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Results

Documents and files on which the From
addressee is the company

Documents and files on which the From
addressee is anyone linked to the
company

Documents and files on which the
Responsible party is the company
Documents and files on which the
Responsible party is anyone linked to the
company

Documents and files on which the Source
Contact is the company

Documents and files on which the Source
Contact is anyone linked to the company
Documents and files on which the To
addressee is the company

Documents and files on which the To
addressee is anyone linked to the
company

Documents and files on which any of the
above scopes is anyone linked to the
company

Documents and files on which any of the
above scopes is anyone linked to the
company

Documents and files on which the From
addressee is the contact

Documents and files on which the From
addressee is anyone linked to the same
company as the contact

Documents and files on which the
Responsible party is the contact
Documents and files on which the
Responsible party is anyone linked to the
same company as the contact
Documents and files on which the Source
Contact is the contact

Documents and files on which the Source
Contact is anyone linked to the same
company as the contact

Documents and files on which the To
addressee is the contact

Documents and files on which the To
addressee is anyone linked to the same
company as the contact

Documents and files on which any of the
above scopes is the contact

Documents and files on which any of the
above scopes is anyone linked to the
same company as the contact

Spitfire Project Management System V4.6
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Project Field

You can type the full Project ID in the Project field, but if your Project ID
is masked, you cannot include hyphens. For example, GC003 will bring
you results, but the masked GC-003 will not.

Commitment and Cost Code Filters

If you enter a Project (and <Tab> out of the field), additional filters for
documents (Commitment and Cost Code) appeatr:

SEARCH =
M INCLUDE DOCUMENTS M INCLUDE FILES
TveE | v REFERENCE [ pe
RESPONSIBLE | 2 COMPANY j yo.
CONTACT | P Doc #  —
SOURCE # | DATE M[12152014 B =[1211672015 =
DUE (1211672015 =*[12/16/2015 REF DATE (12162015 =*[12/16/2015
] INCLUDE CLOSED STATUS [ ¥
HAS ATTRIBUTE W HAS FILES W
ATTRIBUTE VALUE | |v] PROJECT ID {Gcoo3 x 2
COMMITMENT | COST CODE [Northern Lights Office Bldg
MAX ITEMS [200 PER PAGE [16
L PREVIEW FILE NAME [
TEXT [ Search | M AUTO REFRESH

Wildcards and
Logical Operators

TipP

Additional advanced
searching techniques are
described in KBA-01044.

You can type a DocNo in the Commitment field or use wildcards (see
below) to identify a Commitment. All documents that are related to the
identified Commitment(s) will be listed in the search results.

Certain fields, such as Doc #, File Name and Project, allow you to use
the wildcard % for your search. For example,

GC% returns all projects beginning with GC
%123% returns all projects with 123 in the Project ID
%001 returns all projects ending with 001

[cg]% returns all projects beginning with c or g

In the Text filter you can use logical operators (common to SQL). Any
phrases with two or more words that you want to search for as a unit
must be within quotation marks. For example:

Logical Operator Returns documents/files that

(in all caps) contain:

hammer AND nail the word hammer and the word nail

“knotty pine” AND NOT oak the phrase knotty pine but not the word oak
“parking lot” OR “underground the phrase parking lot or the phrase
garage” underground garage

Electrical NEAR wiring the word electrical near the word wiring

Focus on Files, Attachments and the Catalog Dashboard Spitfire Project Management System V4.6
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Search Results

List of
documents

—

To search for a document or file (or both):

1.

3.
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Click either the Include Document or the Include File checkbox
or both. The appropriate filter fields will appear.

Enter your criteria using the <Tab> key to get from one field to

the next.

Click ueamh .

Search results appear below the filter section. Documents, if any,
appear directly below the filter section. Files, if any, appear below the
documents, as shown in the following example:

\ SEARCH =]
Ml INCLUDE DOCUMENTS 1 INCLUDE FILES TYPE Commitment Iv|
SUBTYPE Iv| REFERENCE — Py RESPONSIBLE — R
COMPANY  Z CONTACT — P2y Doc #
SOURCE # —
DATE Oforz32013  =+[0/242014 DUE Clforz42014  =+[9/242014 REF DATE Cljor42014  =+[0/242014
[JINCLUDE CLOSED STATUS [ ™ Has ATRisuTe [ [v]
HaS FILES Either|~| PROIECT ID [ecoos yel COMMITMENT —
COST CODE —
MAX ITEMS [200 PER PAGE 24 [l PREVIEW
FILE NAME
Text [ \ Search | ¥ AUTO REFRESH
Date « |Title \ Type s|DacNe Project «|Project Name Source Contact Status
E. 2/2/2010 Electrical Work Commitment 0001 GC-003 Northern Lights Office Bldg Able Electric Committed
.M |o/21/2014, 32 Ton chiller/Evaporator Commitment 0003 6C-003 Northern Lights Office Bldg Universal HVAC Specialities Committed
M |or2ar2014 More Electrical Commitment 0004 GC-003 Northern Lights Office Bldg Able Electric In Process
| i} 2/2/2010, Paving and Asphalt Commitment 0002 GC-003 Northern Lights Office Bldg Coho Asphalt and Concrete Committed
- Cataloged & |Ref Date Name Size |Project ‘|Project Name tact Type ®
User- = 2 A @ EH |0r11/2006, AGC450DB 115KB |GC-003 |Morthern Lights Office Bldg List of files Commitment
defined  nges A [@ M |10/27/2006, |10/27/20065 (|8 Commitment 32 Ton Chiller/Evaporator.doc &cy Northern Lights Office Bldg Commitment
Requests K @ [H |12/12/20060 gc003-ab0101 68 GC-003  [Northern Lights Office Bldg Commitment
folder tree nce * 8 12/15/20065 gc003-v04001 _—"f62k8 |6C-003  |Northem Lights Office Bldg Commitment
B * 8 10/7/2006s  [10/2/2006 HVAC spec 27KB  |GC-003 Northern Lights Office Bldg Nick York Commitment
___2;22::;::""‘"'5 A 1@ H |1osr2008, subc_gc123000_000001 26KB |GC-003  |Northern Lights Office Bldg Commitment
- Daily Field Raports * @ 10/5/20065 subc_gc123000_000002 25KB |GC-003  |Northern Lights Office Bldg Commitment
Drawings * @ 10/5/20065 subc_gc123000_000003 26KB |GC-003  |Northern Lights Office Bldg Commitment
EELD A 10/5/2006, subc_gc123000_000004 26KB  |GC-003 Northern Lights Office Bldg Commitment
V- U A A A A A A A AN AP APARA PR

TIP

If the folder tree is

displayed, you can click

on a particular folder if

you want to limit the files

displayed to that folder.

Note: After your results are displayed and while you are still in this
dashboard, you can change certain filter information and the results will
be updated immediately. However, if you leave the dashboard and

. . . Search .
return to it later, you will need to click again in order to update

I . Search
the results. Certain filters also require the 4 button. If you

don't see your results updated immediately, click w.

Focus on Files, Attachments and the Catalog Dashboard
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Documents that match your filter criteria appear in a document list.

Date
2/4/20105
9/24/2014
9/24/2014
9/24/2014
2/2/2010
9/23/2013
9/24/2014
9/21/2014,

= =T ST =T

9/24/2014

FEEEEEEEE)

é

b B R

Title Type &
Commitment for Indoor Lights and Wiring |Commitment
Construction Engineering Commitment
Site Work Excavation Commitment
Metal work Commitment
Electrical Work Commitment
Electrical Work Commitment
Electrical Systems Commitment
32 Ton Chiller/Evaporator Commitment
More Electrical Commitment
e T

Columns

field).

DocNo | Project
0001 |GC-202
0003 |GC-010
0001 |GC-010
0005 |GC-010
0001 |GC-003
0001 |GC-005
0004 |GC-010
0003 |GC-003
0004 |GC-003
T T

Type: the Doc type.

Project Name

KC Store

Le Restaurant de la Lune
Le Restaurant de la Lune
Le Restaurant de la Lune
Northern Lights Office Bldg
Fabrikam, Inc.

Le Restaurant de la Lune

Northern Lights Office Bldg

Source Contact

Margie and Sons

Wingtip Engineers

Tailspin Excavation
Lucerne Metal Fabrication
Able Electric

Able Electric

Able Electric

Universal HYAC Specialities

Able Electric

Northern Lights Office Bldg
e T e e e e T e e Y

DocNo: the document number.

Status

Committed
Committed
Committed
Committed
Committed
Committed
Committed
Committed

In Process

N N N N Y

Date: the day the document was created.

Project: the project to which this document belongs.

example, the Vendor or Responsible person) if any.

Column Filters

The Date, Type, DocNo, and Status columns offer a drop-down menu
when you click anywhere on the header. This options menu allows you to
sort the column, filter on the column, include closed documents, and

Status: the current status of the document.

clear filters.
(Date 'i:blitle Type ‘= |DocNo |Pro
E. @ |2 Sort by this column Commitment (0001 |GC
9 |92 % Clear this filter Commitment |0003 |GCH
5 i |sr2: o Clear all filters Commitment (0001 |GC-
9/2, Commitment |0005 |GCH
|/ X Include Closed emmutmen
. T |2/ Commitment (0001 |GCH
B, T [or2 % |o/2372013 * [9/24/2014 Commitment |0001 |GC
O 10 |a/2a/2014 | @ ISep ﬂ|2013 [v] October 2013 0
5. W |9/21/2014; Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
ol 9/24/2014
- o 1)l 2/ 3|l 4| sl s|[ 7 1, 2| 3 4| s
B, [ [s/23/2013 8 9 10/ 11 1213 14 6 7 8 10 11 12
M |9/23/2013| 1o 16 17 18 19 20 21 13 14 15 16 17 18 19
Tl |2/2/20105 | | 22| 23| 24/ 25 26 27 28/ | 20| 21 22| 23] 2425 28
29 30 27 28 29 30 31

Focus on Files, Attachments and the Catalog Dashboard
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Title: the title of the document (from the document’s Description

Project Name: the name of the project (from the Project Setup).

Source Contact: the source contact on the document (for

Spitfire Project Management System V4.6



Actions on
Documents

For more information
about role capabilities,
see the System
Administrator or the
technical white paper
Designing User Roles.

Page 17

To open and close a document:
1. Click .7 (or i , i , F) at the row of the document you want to
open. The document will appear in a separate window.

2. Click Iﬁ at the document header when you want to close
the document.

If you have the DOC | Can Delete an entire document completely
(RS) role capability, you can delete documents that appear in the

document list. (If you do not have this permission, the @ icon will not
appear). Note: Deleting a document should be done with caution!

To delete a document:

1. Click @ at the row of the document you want to delete.

2. Click at the confirmation box that appears.

3. Click H at the top of the Catalog Dashboard in order to make
your deletions permanent.

Files that match your filter criteria (or, optionally, are in a specified folder)
appear in the file list.

m 153 E Cataloged = |Ref Date Name Size |Project| Project Name Source Contact Type
e “ % @ E |10r11/2006, Acme_Sub_Qual 63KB Commitment
rAbamins [  |10/7/2006 AcmeMeeting.d 33KB |GC-003 |Northern Lights Office Bld RFI

Bid Packages Py a s cmeMeeting.doc - orthern Lights ice g
Change Requests # @ [E |10/11/2006, AGC450DB 115KB|GC-003 |Northern Lights Office Bldg Commitment
-~ Compliance Py a Z 12/12/20064 Cert_Ins_Liab 460KB, Adventure Works Architecture
"~ Cerrespondence & a = 10/5/20065 Certificate Insurance 2.0MB | GC-003 |Northern Lights Office Bldg Cert & Appr
-~ Customer Contracts . o
S & a IE‘ 10/11/20064 City Water and Sewer Permit Application 24KB Permits
eports
- Daily Field Reports P a IE‘ 10/11/20064 City Water and Sewer Permit Receipt 24KB |GC-003 |Northern Lights Office Bldg Permits
Drawings #/3 [ 12/20/20064 B city_hall 243KB|GC-006 |City Hall Renovation Photo
Es‘t‘m"'es | : (@[3 12/21/20064 B city_sky_line 74KB |GC-001 |Stevens Office Building Photo
AF = v A A B e e e e e e e T e e e e e e S N Y e
These icons are
explained in pages Columns

21, 56 and 63.

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.

Focus on Files, Attachments and the Catalog Dashboard

e Cataloged: the date the file was added to the Catalog.

o Ref Date: a reference date for the file. A file can be associated
with any date through the Properties option on the File Options
menu (see page 58).

¢ Name: the name of the file.
e Size: the size of the file (KB or MB).
e Project: the project to which the file was added, if any.

e Project Name: the name of the project (from the Project Setup).

Spitfire Project Management System V4.6
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e Source Contact: a source contact associated with the file as
entered through the Properties option on the File Options menu
(see page 58).

e Type: the Doc type associated with the file. If a file is attached
to a document, that document’s Doc type is associated with the
file. Otherwise, a file can be associated with a Doc type through
the Properties option on the File Options menu (see page 58).

¢ Note: the note associated with the file, as entered through the
Properties option on the File Options menu (see page 58). This
column is normally hidden; see “Column Filters” below for how to
show this column.

e Other: other information, as entered through the Properties
option on the File Options menu (see page 59). This column is
normally hidden and requires configuration through the Ul
Configuration tool in order to be visible.

Column Filters

The Cataloged, Ref Date, Name, and Type columns offer a drop-down
menu when you click anywhere on the header. This options menu allows
you to sort the column, filter on the column, show/hide preview
thumbnails, show/hide the Note column, and clear filters.

—
0= Cataloged % |Ref Date {Name _}ize
* @ 10/11/20065 Acme_Sub_Qual B° Toggle Sort
. @ W |10/7/2006, AcmeMeeting.d e
A (@ /7/2006s cmerleeting-do %5 Clear this filter
A @ H |10/11/2006, AGC450DB &  Clear all filters 3
# & [E  |12/12/20065 Cert_Ins_Liab 3
# @ [E |10/5/2006, Certificate Insuri SIELIE
] Show Note Column

# @ ™ |10/11/2006, City Water and &
# @ B |10/11/2006, City Waterand = % |

Actions on Files

The most common action to take on files is to open and view them from
the files list. There are various other tasks you can do with files, all of
which are explained beginning on page 24.

Focus on Files, Attachments and the Catalog Dashboard Spitfire Project Management System V4.6
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Folders

Folders provide an effective way of organizing your files in sSfPMS. Files
can be placed in folders and moved to other folders. Folders can contain
sub-folders, which can contain their own subfolders, for example:

. Blznd level
; E-3rd level
=-4th
.Eth

The folders that are established on the Catalog Dashboard can also be
seen on all Project Dashboard’s File part. This means that individual
projects cannot have different folder trees—all projects share the folder
structure from the Catalog Dashboard. For this reason, it is important
to plan the Catalog folders appropriately. Any changes to the folder
structure made at the Catalog will affect all projects.

All folders in your system appear on the file folder tree. However, you
might not have permission to see the contents of all the folders in your
folder tree.

File Folder Tree

The file folder tree appears to the left of the file list. You can show or
hide the folder tree through the i} toggle at the top of the file list:

(all items) —\m E Cataloged ' |Ref Date §
means all ) ~ A @ # |srsr2003 8/5/2003 ?
files in ddendums ;
sfPMS, id Packages # @ [# |s/6/2003 9/6/2003 3
whether hange Requests # @ [ |7/18/200a,  |7/18/2004, |3
they are in omplianca ?
folders or ) A @ B |7718/20005  |7718/20045
orreasponaence )

not. A # @ [ |11/16/20045 |11/16/2004, 3
e e e e e N e e e

When looking for a file, you can find it by navigating to the appropriate
folder in addition to, or instead of, using filters. When you click on a
folder name, only files in that folder appear in the file list.

Note: You may have to expand a folder in order to get to the folder that
contains the file(s) you want.

To expand folders:

e Folders preceded by 2 can be expanded to show sub-folders.

For example, if you clicked on " on the Addendums folder and
its subfolders, you would get the sub-folders shown on the right:

'E--Addendurns

i [E-Subfolder A
.. Subfolder 1
i Subfolder B

Lall It 5]

--A:Idendurrls

To collapse folders:

e To collapse sub-folders back into the main folder, click El"by the
main folder name.

Focus on Files, Attachments and the Catalog Dashboard Spitfire Project Management System V4.6



Add, Delete,
Rename
Folders

For more information
about role capabilities,
see the technical white
paper Designing User
Roles.

WARNING

Since access to files in
the catalog is controlled
by permission to folders,
deleting a folder can
change the ability for
certain users to see or
access files.

Page 20

Some folders were probably created during your implementation of
sfPMS. However, if you have the PART | Maintain Catalog and Report
folders (RIUD) role capability, you can add, delete and rename folders
at any time. Remember that what you add and delete will affect the Files

part on all Project Dashboards.

To add a folder:

1.

(optional) If you want the new folder to be a sub-folder under
another folder, click on the existing folder name.

Click \'z» at the top of the folder tree.

In the dialog box that appears, enter a name for your folder, then

-
ctick—2¢__1.

Note: If your new folder is a main folder, it will appear at the
bottom of the folder tree. If it is a sub-folder, then its main folder

will have a ®next to it. You have to click ®" to see or getto

your new folder.

To rename a folder:

1.

2.
3.

Click on the folder name you want to change.

Click ." at the top of the folder tree.

In the dialog box that appears, change the name of your folder

then click .

To delete a folder:

| Important Note: Deleting a folder does NOT delete the files in the folder.

1.

Click on the folder you want to delete
Note: if you want to delete a sub-folder, get to it by expanding its

main folder.

Click "= at the top of the folder tree. A confirmation box will

appear.

Click if you really want to delete the folder, or

[concel o cancel,

Note: If you delete a folder that had sub-folders, the folder will be
deleted and the sub-folders will be promoted up one level. In
addition, if you delete a folder that contains files, those files will
be promoted up one level (either placed in another folder or in

the root.)

Focus on Files, Attachments and the Catalog Dashboard
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Files in Folders
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When you don't specify a folder for the file list, all files (that meet filtering
criteria) are listed. Those that are in a folder are indicated by | #, for

example:

g; 5 Cataloged +|Ref Date Name . Sg
8 & 10/11/20065 Acme_Sub_Qual 6:;
g 10/7/20064 AcmeMeeting.doc 33;
g & 10/11/2006, AGC450DB 1%
i 12/12/20065 Cert_Ins_Liab a8
gl [= 10/5/20064 Certificate Insurance 2.;
a L 10/11/20064 City Water and Sewer Permit Application 23
a @ 10/11/20064 City Water and Sewer Permit Receipt 2%
g [= 12/20/20065 @Citv_ha” 2‘;
g = 12/21/20065 fl /site Photos 7

If you mouse over the |, the name of the folder containing that file
appears.

Files that do not contain the icon are not in any folder. Files in existing
folders as well as files that are not in any folders can be moved into any
of the folders in the folder tree.

To move afile into a folder:

1.

Focus on Files, Attachments and the Catalog Dashboard

Using filters if desired, search for your file so that it appears on

the file list.

Click 'i#* to show the folder tree, if it is hidden. The c?"n: icons will

not appear unless the folder tree is visible.

Click # at the row of the file you want to place in the folder. The

4 will change to 7.

(optional) Click # at other files that you want to also move into

the same folder.

Note: You can click % at any file to change it back to # if you

change your mind about wanting to move that file.

Click on the folder name where you want to move the file(s).

Expand folders if you need to. You'll notice a paste icon.

[%_|--.A|:|dend ums
[B=ls b folder A
.. Subfolder B

Cataloged %

o N g

Click [?_i. All marked files will be moved to the indicated folder

Spitfire Project Management System V4.6
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Overview on How to Add Files to the Catalog

Upload Site
Photo

Add Files Tool

Drag and Drop

There are several ways that files get added to the Spitfire Catalog.
These methods are summarized below.

From the Photo Part of the Project Dashboard
You can upload a photo for a specific project through an upload dialog

opened from the Photo part = The uploaded file becomes the most
recent photo shown on the Project Dashboard, shows up in the Files part
of the Project Dashboard and is included in the Catalog Dashboard. For
more information, see page 26.

From the Catalog Dashboard

You can use the Add Files tool to upload or scan a file, as well as to add
a website link or email, to the Spitfire Catalog. Files that are thus added
to the Catalog need not be part of any project, nor attached to any
particular document.

From the File Part of a Project Dashboard

You can use the Add Files tool to upload or scan a file for a specific
project. This file will show up in the project’s File part (on the Project
Dashboard), as well as in the Catalog Dashboard.

From the Attachment Tab

You can use the Add Files tool from a document’s Attachment tab to
attach a file to that particular document. Once attached to a document,
the file will appear in the corresponding Project Dashboard as well as in
the Catalog Dashboard.

You can attach a file to the document in general or to a specific Item on
the document. For more information, see page 49. For more information
about the Add Files tool, see page 27.

From the Attachment Tab

You can drag files from your computer onto a document’s Attachment
tab to attach those files to that particular document. Once attached to a
document, the files will appear in the corresponding Project Dashboard
as well as in the Catalog Dashboard. For more information, see page 45.

You can also drag and drop files to the Add Files tool.

Focus on Files, Attachments and the Catalog Dashboard Spitfire Project Management System V4.6
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Create from
Template
Feature

From the Attachment Tab

If an Attachment template is available for the Doc type, you can create a
file from the template through the % icon. The file is attached to the
document and thus also added to the Catalog. Files can also be created
automatically from an Attachment (auto) or Attachment (all) template. For
more information, see page 51.

Reply Emails

From Via Email Routees

If you route a document to a Via Email routee and that routee attaches a
file in the reply email, that file is attached to the document’s Attachment
tab and thus also added to the Catalog (assuming the reply email is
processed correctly). For more information, see the Focus on Routes
guide.

Emails from
Mobile Devices

From the Inbox
If properly set up, you can email any file to be attached to a particular

document through the “# icon. The file would thus be added to the
Catalog.

From the Attachment Tab
You can email any file to be attached to a particular document through
the “& icon. The file would thus be added to the Catalog.

For more information, see page 78.

Focus on Files, Attachments and the Catalog Dashboard Spitfire Project Management System V4.6
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Overview on What You Can Do with Files

There are several things you can do with the files in the Catalog and with
attached files on your documents. What you can do is described in detail
where indicated and summarized below.

Note: all actions assume you have the necessary access and
permissions.

Attach Catalog
Fileto a
Document

No matter how a file was added to the Catalog, that file can be attached
to a particular document at any time through the DocAttach tool.

For more information, see page 46.

Route Files

Any file that is attached to a document can be routed to other people, as
appropriate.

For more information, see the Focus on Routes guide.

Catalog files that are not attached to a document can nevertheless also
be routed through a special Catalog File Route document.

For more information, see page 60.

Delete Files

You can delete files from the Catalog. Once deleted, files are
permanently removed from the Spitfire system.

For more information, see page 61.

Rename Files*

You can rename files through in-place editing wherever files are listed.
For more information, see page 62.

View Files
sfPMS allows for various ways to view a file. Depending on setup and
the applications on your workstation, you may be able to view a file
through its native application (e.g., in Adobe Reader or Microsoft Word or
Microsoft Excel, etc.).
For more information, see page 63.
Edit Files

If you have the proper application (such as Microsoft Word or Excel) on
your workstation, you can edit certain Catalog files and “check in” your
revised versions.

For more information, see page 65.

Focus on Files, Attachments and the Catalog Dashboard Spitfire Project Management System V4.6
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Approve Files

Most sites approve files automatically when they are added to the
system. However, if automatic approval has been turned off, you can
manually approve files as well as revoke approval of files.

For more information, see page 69.

Export Files

You can export files from the Catalog onto your computer.

For more information, see page 71.

Download Files

You can download files from the Catalog onto your computer through a
zipped file.

For more information, see page 75.

Focus on Files, Attachments and the Catalog Dashboard Spitfire Project Management System V4.6
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Upload Site Photo

If you click the =3 icon from the Photo part of a Project Dashboard, any
uploaded file is defaulted into the Site Photo folder for the project and
used as the most recent photo that appears on the Photo part.

PHOTO =

B | A Hide

=2 Add Image

To upload a photo:
1. Click = to open the drop-down options menu.
2. Select =3 Add Im age. An Upload Dialog box will appear.
3. Either

o Clickthe  * e button and select your files.

Upload Dialog x

Click to select Photos to be uploaded, or drag and drop the file(s) below

+ Select Files ’_\

File

= Choase File to Upload

b)) | . » Files on Computer » %edData (\itsr2012) (5:) » Spitfire

Organize « MNew folder

4 Downloads & Mam i

:
=1 Recent Places

L] APP 2 ARCHITECT PDF
L APP 2 OWNER.PDF

N e S N S N N T S N S N NN N N N

o Drag and drop the file to the area next to the button.

4. When the status on the window says Done, click * to close the
Upload Dialog box.
Upload Site Photos x
Click to select Photos to be uploaded, or drag and drop the file(s) below
+ Select Files

File Sizg Status
SiteplanMew_jpg 160.7 Done.
L

-~ 1

FOLDER: (NONE)

Powpred
SlahiaiS

Your uploaded file will appear in the Photo part.
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The Add Files tool has four tabs, a toolbar and (in the Preview tab) a

contrast slider:

I AN NFEAREFET _j a0 NEA)

Toolbar IIANQ S A Files B
Eenerall (1 File e Preview l = Surnrnarﬂ.)
Tabs \\ © \ ©

=k
p=J | ] (]|}

Contrast slider

Scanner detected

Access Points

You can add files to the catalog through the Add Files tool, which is
accessed through the g icon. The g icon appears in various locations

in sfPMS.

The Catalog
Dashboard

If you open the Add Files tool from the file list on the Catalog Dashboard
or from the Catalog Options menu, you can upload or scan files that are
not part of any project (although you can also specify a project for those
files).

| S
' b - (NP
]

! Add Files

= Export Files

--Al:ldendurns

&

Refresh Page

Focus on Files, Attachments and the Catalog Dashboard

% |Ref Date

Cataloged

10/11/20065
10/7/2006,

o g N
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The Project
Dashboard

If you open the Add Files tool from the Files part on a Project Dashboard,
any files uploaded or scanned into the Catalog are also made part of,
and available to, the particular project.

A @ ¥ |10/7/2006,
A 181 [ |10/11/2006,

FILES

Cataloged Mame
AcmeMeeting.doc

AGC450DB

e S S

The Attachment
Tab
If you open the Add Files tool from a document’s Attachment tab, any

files uploaded or scanned into the Catalog are also attached to the
document and made part of, and available to, the particular project.

>
?

Attachments Route Detail

>
>
>
Name
(&) s

The Toolbar

You can use the toolbar from the various tabs in the Add Files tool:

Reject the selected
File, Scan, or Link

Reject All Files, Scans or Links Next File

Accept All Files,

Links or Scans \‘f| ) | ﬂ'| [:l| E || | % - I/ Previous File

Browse for File(s) j \ Scan Options:

- Color
- - - DPI
Scan One Page File Options: - Source (which scanner)
- Route Files - Scanner Ul

- Approve Files

Scan Multiple Pages
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General Tab
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The General tab displays information about the file. All of the information
on this tab is very useful when you use the search feature to find a file,
but none of the information is required. Some of the fields on this tab are
lookups.

S A=l el R R R A A =

General ||:| Fllel E Previewl = Summaryl

—Source Document
MName: [ sething default values )

Doc# I

Rev # I

Batch # I

Type | o

Mote IWiII appear on Attachment tab
Other I

Project I

Ref. Date {11/ 3/2010 |
Source Contact I

Internal I

o
Folder I{moﬂ ;I _I

| Scanner detected F Y

Notes

e The Note field populates the Note field on the Attachment tab, if
the uploaded/scanned file is attached to a document.

Attachments Route Detail

web_capital_construction

PPN NS

The Note field can also be used for image captions.

e To make the file part of a particular project, look up the desired
Project.

e You can place the file in a particular Folder by browsing for the

folder (_I) or selecting a folder from the drop-down. When you
browse, you will see the folder tree as set up on the Catalog
Dashboard.
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File Tab
The File tab lists all the files that will be uploaded to sfPMS when you

click the v button. Files can be images, text files, CAD files, or
virtually any electronic file or scanned file.

S hau s BES

For information on the ——

maximum file size that v"|¢"ﬁ'|D‘E‘l||' iv—lﬂ =
can be uploaded, see General £ File IE F'review] = Summary]
KBA-01147.

nned File [0 - 0
S:ASpitfiresTermphDrawingl. doc
S:ASpitfire\TermphDirawing2. doc
S:ASpitfiresTemphDirawing3.doc

Dirop Filez above or uge the browse button on Top

Added file
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Preview Tab

The Preview tab gives you an idea of what a scanned file will look like.
The actual scanned file will look sharper.

& Add Files

:

Rral vl

g
5
H
=

CoEHEREN

in . 3
sl > =y
E . £
e S i
= B SR - B &
£ L =F
I H ? 'S x:

b b [ &

=

:'_% = L ooa i

P

T
| oy g

-
) - =
PO + |

] 3
E
5
g A E
E z “
E| Bt ¢
2 i ¥
ﬁ .' - 1
B 1 h = :
T N B
1 [ [ [ 1 1 1 1 [ [ [ [ [ 1 [ 1 1 [ 1 [ 1
)
Darken ] Lighten
File: 1 af 1
Note:

e You can use the slider at the bottom to lighten or darken the
image.
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The Summary tab lists the files included in the upload, along with any
error messages that might occur. You can copy the summary into a file
outside of sfPMS:

S Add

vie|d opR & - @ - 2|33

Files =13

Generall i | FiIeI = Preview = Summary I

Summary of Achivily

Fil=Mame | Statuz | Info

Select the Export
Format here if
copying this

S

q . E=port Format
information. { L L Copy To Clipboard |

S:ASpithresTemphFloorl2  Pending
Scanned file 0 Pending

File: 1 af 1

Scanning Files

To scan a one-page file:

1.
2
For moderate scanning, 3.
any TWAIN compliant
scanner will work with the
Add File tool. 4.

Place the page you want to scan on your scanner.

Click E to open the Add Files tool.
Click on the Preview tab. When you scan the file, you'll be able
to see it in the Preview tab.

(optional) Click M select Color, then click on the
appropriate color selection for your scan:

= Add Files

vie s opR - - 2| 3=

General | 3 Fle e Preview I Color r| @ BaW
DPI ] Greyscale
Select Source.., TrueColor

N Scanner UI

i v Default to Preview Tab
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Scanner and Color
Resolution Note:
Scanner: If you do not
select a Scanner and set
the Scanner Ul, the
settings you last set will
be used.

Color Resolution: If you
do not select a color
resolution, the setting you
last set will be used.

Page 33

5. (optional) Click M select DPI, then click on the appropriate
DPI for your scan:

)
vieln alpIB| e~ [ 43 F
General | (1 Fie o Preview | Color 3
DPL » | @ 100
Select Source... 130
\ Scanner UL 200
@) 300
\O v Default to Preview Tab |
[, W S A Y | I e e

6. (optional) Click M then select Scanner Ul. Additional
prompts will appear after you begin scanning so that you can
select the scanner’s settings to fine-tune your results.

= Add Files

vie|n| olpR| e - o[- 2|3 H

Genemll 3 File a Preview | Color »
DFI »

Select Source...

v Scanner U

| v Default to Preview Tab

- a
I P Y L

7. (optional) Click M select Select Source, then select your
scanner.

= Add Files 5- |

vie|nl alp|R| @ - - 2| 3[F

Genemll 3 Fie E Preview | Color »
DFI 3

Select Source...

Scanner Ul

| ¥ Default te Preview Tab

No

-_‘“d—‘f'- V—\Hf'—-"r—‘.."':

Select Source

Sources:
Dazzle DVESO Yideo Devi

hp officejet d zeries 1.0 (3
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8. Click E Depending on your scanner set up, a message such
as the following may appear:

Scan Resenvation

The Qfficelet iz ready to begin a szan job. Pleasze place the
original dacument in the scanner, then press "Start Scan'' an
the Officedet or press the "Scan' button below,

Scan Mow | Cancel |
-
o Click when you are ready to start

scanning.

9. An information box such as the following will appear while your
file is scanned to sSfPMS:

hp officejet d series Scan

Scanning to sfPMS.

EENEENNENENENEEE

Your scanned file will appear in the Preview tab.

10. (optional) Click \3‘ to reject the page (if you don't like the way it
came out, for example. You can then click E again to rescan).

11. (optional) Use the contrast slider at the bottom of the window to
adjust the image’s contrast.

12. Click the General tab and enter a Note, if you want a note to be
associated with this file. You may also want to enter (or browse
for) a Folder in which to put your scanned file. (More information
about folders is found on page 19.)

13. (optional) Approve or route the file as described on page 37.

14. Click ﬂ to accept your scanned file (or click i B reject the
file).

To scan a multiple-page file or multiple files:
1. Start the same way you would if you were scanning one page
(i.e., steps 1-7 described above).

2. Click . An information box such as the following will appear
while your pages are scanned to sfPMS:

hp officejet d series Scan

Scanning to =fPMS..

EEENEEEENENENEEN
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If you scan your pages
using an ADF (automatic
document feeder), you
can skip steps 3 and 4;
all pages will be scanned

when you click .

Uploading Files

If the Notes and Catalog
folder for each uploaded
file is the same, enter this
information before you
add your files to the File
tab. That way your Note
and Folder will apply to
all the files you add to the
File tab. If you add your
files/links to the File tab
and then move to the
General tab to add Note
and a Catalog Folder,

use the 5 N’ button to
move to the Next or
Previous file/link.

Focus on Files, Attachments and the Catalog Dashboard
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click (1. A dialog box will appear:
Muti-page scan mode g]

:.:’(,l Append bo current scan?

Yes Mo | Cancel |

If you want to scan a second page of the same file, click

Yes .
. If you want to scan a second page that is actually

. . Mo .
a new file, click . (In either case, you'll have to

place the second page on the scanner first.) If you don’'t want to
. Cancel
scan a second page after all, click

(optional) After a page has been scanned, you can click \il to
reject the page (if you don't like the way it came out, for example.

You can then click [Z1 again to rescan).

(optional) If your scanned file has more than one page, you can
use the number box at the top to get to your pages:

(optional) If you scanned more than one file, you can click ﬂ or
ILI to review your different files.
For each file, click the General tab and enter a keyword. (At least

one keyword per file is suggested.) You may also want to enter
(or browse for) a Folder in which to put your scanned file(s).

Click ﬂ to accept all your scanned pages/files (or click o to
reject all the pagesffiles).

To upload a file that is on your workstation:

Click g to open the Add Files tool.
Click the File tab.

Either drag-and-drop files from your computer to the File area
-Or-

Click g to browse your computer for the file(s) you want to
upload then

o Select the file(s) and click L—2P="

(optional) Select a file and click Iﬂto remove it from the list.
Click T to remove all the files from the list.

Click ﬂ to accept the file(s).
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You can approve and
route files that have been

uploaded. See page 37.
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Links to information elsewhere, such as URLSs that take you to websites,
are considered a type of file in sSfPMS. As such, you can add links to the
Catalog and as attachment to documents.

To add a link:

5 Add Files

vie d oR R &

General [ File IE Previewl = Summaw]

1. Click E to open the Add
2. Click the File tab.

3. From other windows, drag and drop your link to the File area.

=lolx|

vl |B[@] e - HE
GenemIIESDan DF“EIZ' Summaryl

E:\My Vitual Machines'Shared'Cert _Ins_Liab tif

E:\My Vitual Machines\Shared CONTOSO_4500B pdf
E:\My Vitual Machines\Shared\D&B Comprehensive Report
E:\My Vitual Machines\Shared"electrical_scheme gif
E:\My Vitual Machinesh\Shared“HI-100 pdf

E:\My Vitual Machines'.Shared"Invoice_1050 pdf
E:\My Vitual Machines'.SharedInvoice_ 1095 pdf
E:\My Vitual Machines\Shared\LC_Tower_252jpg
E:\My Vitual Machines\Shared\lincoln_tower jpg

E:\My Vitual Machines\Shared"PartBarBg_Danco jpg
E:nMy Vitual Machines'Shared site-123001 jpg

E:\My Vinual Machines'Shared"site_photo_4 jpg

E: My Vitual Machines'Shared'\SiteConfig zip

E:\My Vitual Machines'\Shared"Subcontractor_Qual pdf

www spitfireconstruction.com
|m. oc |

Drop Files above or use the browse button on Top

Added file Y

Files tool.

;% Home Documents and Lists Create Site Settings Hg

Spitfire Management

(5 Specs
=]
Select a View Development Specs

Explorer View

All Documnents

|} New Document | % Upload Document |

Filz Name
& Report Library

Actions
= Alert me B Employee Maintenance Direct Deposit Flz
B Export to Customization

spreadsheet B sfPMS WebDAV

B Modify settings
and columns

@Drawings spec
Eeting MINies Spec
B Archiving File Data

@l_] Public and Private Contact Lookup
Enhancements

B solomon Payroll Issues

@l_] Submittal
@_] Company Contact Lookups

@_] Spitfire Catalog Event Interface
@_] Compliance Evaluation

A link from a SharePoint file

spitfire_zales_brochure. pdf
itfire_brochure. pdf
firemanagement.com

Drop Files above or use the browse button an Tap

1

eﬁack © \_) \ﬂ @ ;j /;_] Search \;‘;( Favorites E}

Address @"http:J‘,l’vwvw‘spitf\remanagement.cum,ll

Added file:

SSPITFIRE

Home Company Software Support

Spitfire  Upcom

A lS 5 Software _=m
V'
| ‘M —=c

J}_

A URL from the Internet

N o o &
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Click v| to accept your link(s).
click & to close the Add Files tool.
Back at the Catalog, the links will appear in the file list.

Click on a link to go directly to the external file or website.
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Approving and

Routing Scanned/

Uploaded Files

Page 37

For more information on
setting up and using the
Catalog File Route
document, see KBA-
01245.

Focus on Files, Attachments and the Catalog Dashboard

Your site may be set up so that all uploaded and scanned files are
approved automatically. However, if automatic approval is turned off,
and you have the permission to do so, you can approve files during the
scan/upload process. You can also choose to route files either
individually or as a group through the Catalog File Route document (see
page 60).

To approve your scanned/uploaded file(s):
1. After scanning or uploading your files but before accepting your

files, click "] and select Approve all added files.
= Add Files [P FENS

o/n| alBRI@DE < 3=
Geneml] (A File ;‘ P Route Files 3
| Approve all added files

2. Click ﬂ to accept all your scanned pages/files. The files will be
approved.

To route your scanned/uploaded file(s):

1. After scanning or uploading your files but before accepting your

files, click "l and select Route File.

= e I =

BOEEE G E=

Geneﬁﬂl EA Fle o4 P Route Files » | @ Disabled
Approve all added files Individually
] I' Together

2. If you are routing one file, select Individually; if you are routing
multiple files, select either Individually or Together, depending
on whether you want all files routed together or not.

3. Click ﬂto accept all your scanned pages/files. Your file(s) will
be routed through the Catalog File Route document.
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Exporting the
Upload
Summary

The Summary tab lists the files uploaded to sfPMS as well as any errors
in uploading. You can export (copy) this list to Microsoft Word or Excel.

To copy the summary:

1. Atthe Summary tab, click the HTML radio button if you want the
summary in a format suitable for an application such as Microsoft
Word or click the XML radio button if you want the summary in a
format suitable for Microsoft Excel.

Copy To Clipboard

2. Click The contents of the Summary tab will
be placed in your Clipboard.

3. Open an application outside of sfPMS (for example, Microsoft
Word or Microsoft Excel).

4. Paste the contents of the Clipboard into the application.
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Attachments

Documents can have attachments. Those attachments are any
combination of scanned, uploaded or drag-and-dropped files and other
documents.

Example 1

DOCUMENT HEADER =H A

Doc# |0017

f PROJECT|GC-003 Narthern Lights Gffice Bldg

SuBJECT|Weekly meeting 17 =] Issue-In Process-GC

STATUS |Agenda . (1)

{Utility Connection Design Change

DOCUMENT HEADER =H &
DATE|01/09/2010 SCHEL r
> Doc# |0001
“ Details | Notes  Attendees I PROJECT[GC-003 Northern Lights Office Bldg |

DEsCRIPTION |Utility Connection Design Change

' MesTinG Tree| Weekly Revjer status|in Process-GC (5]
DATE[09/26/2014

“ Details ‘ Notes Dates  Cost Codes “

M Is: T L

“ Attachments Route Detail SUE WEI
SCHEDULE IMPACT |

|| j‘& Name ] CosT IMPACT

|l = ﬁ'f".ﬁ:;‘{mm s r@ Permits- Open Elég‘
O¥iakaE N ity Water and Sewer Permit

DOCUMENT HEADER =H &

| N “ Attachments Route Detail
4] Docz|0001 SOURCE# I
: =5 Name PRDJECT|GC—DIJ:5 Northern Lights Office Bldg |
[ — City Water and Sewer Permit
= Permits - 0001 DESCRIPTION |City Water and Sewer Permit
— Weskly meeting 17
= Mesting Minutes - 0017 status[Open . (7]
= @[T |siteutilities.ing

Change Order 0001 DATE[09/25/2014 Due [10/19/2014

i (Change Order - 0001
_ changed Lateral Size and Spec’s -
- RFI - 1001 “

U % o B3

PermrT Type| Water Supply
4]

“ Attachments ‘ Route Detail ‘

Details | Notes  Items A ‘

= ool Name Size |Note |Ttem Ind Seq  |Cataloged

= [#] |city water and Sewer Permit Receipt 24KB | | Not Sent £ = [10/11/20065

= ity Connaction Design Change [ [/~ Ginked [ ] 9/25/2014, i

= |§ ] |city water and Sever Permit Application 24KB | |Not Sent 2 = |10/11/20065
0% «5 8 1 U

4| | »

In Example 1, a Permit document has been attached to an Issue
document. The Issue document, in turn, has been attached to a Meeting
Minute document. This ability to form a document chain is a powerful
tool that allows you to track items throughout the life of a project—
Meeting Minutes — Issue — Permit.
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Example 2

|=| Drawings- In Process
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Drawing Log
=] MaterialsLegend.jpg - Windows Photo Viewer
File = Print =  E-mail Burn = Open ~ '@'
Doc# (0001
PROJECT|GC-003
. 7
DESCRIPTION |Drawing Log W %
RESPONSIBLE [Jack McSwag
TYPEI—i-[ BRICK
o e BYEERETE
ST, .ﬂm.lSlln Process|v| Y i 1.
DATE|01/20/2010
CONCRETE
Motes
| ALL MATERIALS
ELEVATIONS
MNOT
S Yo rerrrr
GLASS  PLASTER GLASS PLASTER TILE
SECTIONS ELEVATIONS
GLASS, ETC
1 o s [
4 oA U
) ALUMINUM BRASS ETC CASTIRON  STEEL
SECTIONS
3 METALS
Attachiments Route —
4 -1.'-" r‘/’ g . ’I
= Name CAST cuT RUBSLE cuT RUBBLE
= a MaterialsLegend SECTIONS ELEVATIONS
= a Izl siteplan.jpg BTGNE
=] a Morthern Lights :ﬂ—--._.__‘:::__.:: H;_T-;-:::-:_; —
= — =] E——4
=d Office Floor Plag END FINISH ROUGH GRAIN FINISH SIDING
=g Floor2.jpg SECTIONS ELEVATIONS
= a I:I Floor21.jpg wWooD
[l % g

In Example 2, several files have been attached to a Drawings document.
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Attachments
Tab

Attachments are added and accessed through the Attachments tab that
appears on all Spitfire documents:

Field Directive: Review New Drawings

DOCUMENT HEADER =E A
Automatically saved to record new attachment(s)
Doc# 0001
PROJECT|GC-003 Narthern Lights Office Bldg |

DescripTION Field Directive: Review New Drawings

STATUSIIn Process| v| o

DATE|09/13/2014 DuE |09/18/2014
“ Notes ‘ Addr Follow-up Items A
DIRECTIVE f

Please review the two attached drawings and distribute as required. Follow-up ~
on Drawings due by Friday, noon.

RESOLUTION v

Added ‘m— ‘Remark

Ql Attachments) Route Detail

= 5 Name Size  |Note Ind Seq |Cataloged
= @[T |siteplan.jpg 265KB  [RevewandRmsera || Native 2 = |10/5/2006,
= @[T |stteutilities.jng 191KB |Revewsncmmpers  |[Native A~ |10/5/2006,
= @/ |AmeMesting.doc zoke | Native A = (9/25/2014,
— Utility Connection Design Change a =

- Issue - 0001 Mot Sent A = |9/25/2014,

Attachments can be both
files and Spitfire
documents. In this case,
the first two are JPG
files, the next is a
Microsoft Word file, and
the last is a Spitfire
document (Issue).
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Attaching Files,
Documents, and
Links

There are several methods for creating an attachment for a document:

e Drag and drop a file onto the Attachment tab (see page 45).
e Scan or upload a new file or link (see page 28).

e Attach a file or document already in the Spitfire Catalog (see
page 46).

e Attach files that are already attached to a Drawings (or other)
document (see page 48).

o Create a file from an Attachment template (see page 51).

e Attach a file via email from a mobile device (see page 78).

All of these types of attachments can also be attached to specific Items
within the document, as described on page 49.

In addition, there is any easy way to attach an Issue (or other) document
to another document (see page 47).

Note: Before an attachment can be added to a new Spitfire document,

you must save the document by clicking H at the Document Header.
Once a document has been saved (and if you have the proper
permissions), icons appear at the bottom of the Attachments tab:

>

Attachments Route Detail §
2

2

Mame ;

— b4

BEFEEY=D) $

New Document after Saving —Icons are now available.

Attachments Tab

Columns
Attachments Route Detail
= a MName Size (Mote |Item Incl Seq Cataloged
= a IEI D commitment 32 Ton Chiller/Evaporator.doc I LI IPDF LI £ % |10/27/2006,
=g [& [Hvac spec 27KB |pa, e, || [~ | ||Native [ ]| | & = |10/7/2006,
(1% s b5 fe

The Attachments tab lists the files and documents that are attached to
the document (and specific Items) and provides the following columns of
information for each line item:

o Name: File names (which may include an extension). Document
names and corresponding Doc types also appear here.

e Size: the size of the file in KB or MB.

¢ Note: The contents of the note field for each attachment. Notes
are specified on the Add Files tool (see page 27) or the
Properties window (see page 58). System notes, such as “Auto
Attached” may also appear here.
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For more information
about print formats for
Spitfire documents, see
“What Gets Routed” in
the Focus on Routes
guide.

If a file is too large, its
Incl status will default to
Never, because it cannot
be emailed.

Attached documents can
be set to Not Sent, PDF
or Assembled. What
gets sent is that
document’s assembled
output excluding its
nested documents.

If you have more than
one page of files and
want to drag and drop to
reorder, first click the
number for page 2, then
click the icon that
appears [1 2 D].
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Item: The number of the Item if a file/document is attached to a
particular document Item. For example, in the Commitment

document shown on the next page, Floor2.jpg is actually
attached to Item # 0001 on the Items tab. (See also page 49):

=| Commitment-Committed = | B kS|
32 Ton Chiller/Evaporator
DOCUMENT HEADER El=%J
Details Scope Addr Payees Dates Items Incl/Excl Compliance A
= Ttem |Cost Code Category |Description uoM Quantity| Rate Original Committed
> looo1 ;\:‘iﬂo' _suB HVAC Unit (see spec) [Each 1.000| 12054.0000 $12,054.00 $12,054.00
Attachments RO
= 5o Name Ttem Incl Seq cataloged
=g # | Commitment 32 Ton Chiller/Evaporator.doc N [v] |[PoF v] | & = [10/27/2006,
=g HVAC spec [ooo1[v] ([native [v] |2 = [10/7/2006,
[ 0 %l B o
Powereg
SAITEIRE

Note: the Item column is hidden if there are no Items on the

document.

Incl: the include status of the attached file/document. Possible
options indicate if and how the file will be included in routed
emails, faxes and hard copy output.

0 Assemble means to include this file in one merged PDF
file (along with all other Assembled files).

0 Native means to include this file in its native format (for
example, as a DOCX or PNG file).

o Not Sent means to not include the file when it is routed

via email

or fax.

o0 PDF means to convert the file (if possible) to a PDF file.

0 n/a-Linked (which is a read-only option) means a
document that is attached because the current
document is also attached to it (reciprocally).

Seq: a way to change the order of included files. Files are
assembled in the order they appear on the list. There are three
ways to change the order of rows in the Attachment tab.

o0 Use the mouse to drag-and-drop a row up or down. Grab
the row in the first column (you’ll see the cursor change
to a double-headed arrow).

Attachments

= 55

Route Detail

|sizn

Note ‘Item

Incl

Seq ' |Cataloged

=g HVAG spec 27KB ps,wsc, [0001] v | [native  [v] 2 = 10/7/2008,

= g =

' Commitment 22 Ton Chiller/Evaporator.doc

DX rewiaE

[~

v |

-

fe

10/27/20065

After you move all the rows you want to move, click
Hto save the document and keep the new

sequenc

o Click =

Focus on Files, Attachments and the Catalog Dashboard

e.

= to move a file up or down in the list.
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Attachments Tab
Filters*

To remove filters, open
the in-column drop-down
menu again and select
Clear this filter or Clear
all filters.
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o Click L]G to toggle the Seq column and display numeric
fields, in which you can indicate new numbers for the
files you want to move up or down.

Attachments Route Detail

= Name Size |Note |ITtem Incl Seq

= a @ ' Commitment 32 Ton Chiller/Evaporator.doc I ﬂ IPDF ﬂ ,E

= @ [H |rvac spec 27KB | os, wac. [0001] v | | [PDF T~]| [an
O Ble B o

NS

Cataloged: The date the file was cataloged (i.e., added to the
Spitfire Catalog).

The Name, Include, and Cataloged columns offer a drop-down menu
when you click anywhere on the header. A = icon will appear.

Name: Type some text. The Attachments list will be filtered by

filenames that include that text.

Attachments Route Detail
= 5 Name
- 8 Lﬂ % Correspondence e

=8@

July 2004 Progress F

Sort by this column

h )
M RemE &

Clear this filter
Clear all filters

©

[progress|

x

Include: Select a choice from the drop-down menu. The
Attachments list will be filtered by that Include choice.

Note |Include

eq l Cataloged

[FoF e sort by this column
= % Clear this filter
o Clear all filters
% |assemble
Native =
Not Sent >
PDF Serta mattresses

Cataloged: Select a time period from the drop-down menu. The
Attachments list will be filtered by that period. For example, 8
Days means “catalogued within the past 8 days.”

Include

PDF 3{}

|sea

|Cata|uged

Sort by this column

Native \b
o

Clear this filter

Clear all filters

L)
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2 Days

2 Weeks
Month
Quarter
Year

8 Days =
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Drag and Drop

Page 45

The easiest way to attach a file to a document is through drag and drop.

The text that says Move
is misleading; the file is
copied, not moved, from
its original location. In
Google Chrome, it says
Copy; in Microsoft IE, it
says Move, but in both
cases, the file is copied.

To attach afile through drag and drop:

1. Select the Attachments tab on a document.

Find the file(s) you want on your computer.

2
3. Highlight the file(s) and drag them to the Attachment tab.
4

Release the mouse button.

Attachments Route Detail
- 5 Name m ™size |Note |Ttem Ind Seq  |Cataloged
20
= 3 @ D Commitment 22 Ton Chillar/Eva) .‘5Q [ [~]|[por [~] 20 |10/27/20065
=3 [H|rvac spec / " 27KB o, weec, || 0001 v | || POF [~|| | 40 |10r7/2006.
[ ¥ d &b & o
Pewsred
N\ SHTTFIRE
\ SE)
@-u-vl . %« SharedData (\\tsr2012) (5] » Spitfire » Training Vles - |¢7 | | Search Files 0O |
Organize ~ Open with Adobe Reader X1 Print Burn ew folder =~ 0 'Zé.‘
= My Book (E) o Name ‘ Date modified n
t (\\spitfirel0.armonk.spitfi =
=t root (spitfirel0.amonkespitfirer g op o TECT PDE 12/17/2009 8:25 AM
2 DevRoot (\\spitfirel0) (M) o -
SharedData (\sr2012) (5) ] @ APP 2 OWNER.PDF 12/17/2009 8:24 AM
are: ata 51 3 I
= . |E_‘] Construction Meeting.docx 1/11/2013 1:48 PM = =
5 Officejet 6300 series (10.10.25.95) [ = -
2 itemns selected
3
Attachments Route Detail g
b
— >
] Name Size |Note |Ttem Incl Seq g
>
=g | o Commitment 32 Ton Chiller/Evaporator.doc (7] I [~]|[eoF & 20 g
=g [ [Hvac spee 27K8| oo, wuac, [[0001 [+ | |[POF v 40 g
= g/ [H|arr 2 owner.pDF - 000z sexa| @ | v |[eoF - 60
=g [=] |app 2 ARCHITECT.PDF - oo0z sska| @ | v ||| poF v 80 %

Note: If you drag and drop a file that has the same name as a file that
already exists in the Catalog, the Catalog will treat it as a newer version
of the file. (See also the next section.)

Focus on Files, Attachments and the Catalog Dashboard
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Adding a File That
Already Exists in
the Catalog

If you use similar
Customer, Vendor and
Employee IDs, you
should use different
catalog folders to store
files that are attached to
your Customer, Vendor
and Employee
documents so as to
prevent confusion over
files that have the same
name but are different
files.

Attachments from
Spitfire Catalog

If there are
attachments for
the document
already, they are
listed on top.

i E Dochttach J

Page 46

When you use the Add Files tool to attach a new version a file to a
document, the Add Files tool acts like the Check-In feature (see page
64), adding a new version of the file to the Catalog. In order for this to
work, the filename (Name), Project, Folder and Source Contact (if any) of
the new version must match the existing information of the file already in

the Catalog,

For example, if Project GC-003 already has AcmeMeeting.doc in the
General folder, and you upload AcmeMeeting.doc again in the General
folder of Project GC-003, both versions of the file will be kept in the
Catalog, the one you just added being the “latest version.” (On the other
hand, if you add another file called AcmeMeeting.doc for a different
project, both files will appear in the Catalog as distinct files.)

For more on file versions, see page 67.

Both files and documents that are part of the Spitfire Catalog can be
attached to a particular document through the DocAttach window.

To attach a Catalog file or document to your document:

1. Atthe Attachments tab, click E The DocAttach window will

appear.

Items to 32 Ton Chiller/Evaporator

Name
;M |HvAcC spec Chris Demo 10/27/20064 Ok
F m Commitment 32 Ton Chiller/Evaporatbr.doc Chris Demo 10/27/20065
F m APP 2 OWNER.PDF Chris Demo minutes agog
; T |APP 2 ARCHITECT.PDF Chris Demo minutes agog Cancel
|
I SEARCH FOR ITEMS TO ATTACH =
[ ] INCLUDE DOCUMENTS WIINCLUDE FILES
| |Tvee [ [v] COMPANY | ”
CONTACT | # Doc #
DATE [ler2512014 =*|9/25/2014
REF DATE []ar2s512014 = |9/25/2014 PROJECT ID |GCoo3 ~
Max ITEMS 200 PER PAGE 15
VI PREVIEW FILE NAME [
TEXT [ Search | ¥ AUTO REFRESH
_ % |Project So
m} = QE;L Cataloged |Ref Date Name Size Project N:,r-:li Co:lr::f:t Type
Northern
addencums @ & 10/7/2006, AcmeMeeting.doc 33KB |GC-003 |Lights Office RFI
id Packages 6 Bldg
2:&92 E’-I ] Northern
Compliance |§I 6 9/25/2014, |9/17/2010, |AcmeMeeting.doc 30KB |GC-003 Iélﬁj';ts Office
espondence a D Northern
@ 6 9/25/2014, |9/25/2014, |AcmeMeeting.doc 30KB |GC-003 |Lights Office
Eldg
L i MNorthern
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one
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Click ¢ to edit the

line item (e.g. to add a
Note).

Click @ to un-attach a
file or document. You

will not be removing it

from the Catalog.

\_

Issue Documents

Attach this | ———— \D®

- |
e s
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2. Use the filters (and/or use the folder tree) to find the documents
and files that you want to attach to your document. The files on
your project will be listed by default.

Note: the filters are the same as those that appear on the
Catalog dashboard and the resulting document and files lists are
similar. (For more information on the Catalog Dashboard see
page 10.)

3. Either click EI at the line item of each document(s) or file(s) that

you want to attach or click Ei to attach all files/documents
currently listed.

i

10/7/200645 AcmeMeeting.doc

The selected attachments will appear on the list at the top of the
window:

=| Dachttach ==

Attached

10/27/20065 Ok

10/27/2006,

Name
HVAC spec

Chris Demo

Commitment 32 Ton Chiller/Evaporator.doc Chris Demo

Chris Demo

APP 2 OWNER.PDF
APP 2 ARCHITECT.PDF

Chris Demo

Cancel

4. When you have attached the files and documents you want, click

M. Your attachments will now appear at the grid of the
Attachment tab.

Note: documents are saved automatically when you add
attachments.

To attach an Issue document to a related document:

Issue documents must
already exist before they
can be attached.

See the Focus on Doc

Types and Project
Workflow guide.

The Eg icon can be set

up to filter by a Doc type
other than Issue through
the DocTypeConfig |

ExpressDocAttach rule.

The E} icon on a Bid
Package document finds
Invitation to Bid
documents. For more
information, see KBA-
01154,

1. Atthe document to which you want to attach an Issue, click E:
The DocAttach window will appear with possible Issue
documents listed.

2. Click EI at the Issue that you want attached to your document.
(You can attach more than one issue.) The Issue will be listed at
top.

3. When all the Issues you want to attach are listed at the top, click

ol . The Issue(s) will appear on the document’s
Attachment tab.
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Files on Drawings
Documents

TIP

The & icon can be set
up to filter by a Doc type
other than Drawings
through the
DocTypeConfig |
ExpressDocAttachFiles
rule. For more
information, see KBA-
01154.
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Note: when you attach an Issue to a document, that document is also
attached to the Issue. When you open the Issue document, therefore,
you can quickly see which documents pertain to that project issue:

=| Issue-In Process-GC —_ney o x M

Utility Connection Design Change

DOCUMENT HEADER =H A

Doc# |0001

PROJECT|GC-003

DEscmm0N|UtiIity Connection Design Change

sTaTUS[In Process-GC [v| o
DaTE[09/25/2014

Northern Lights Office Bldg

Attachments Route Detail

= 5 Name Size |Note |Item  |Ind Seq |Cataloged
| Mot Sent | v |
|/ - Linked [ | 1/3/2010

| Mot Sent | v |

|n/a - Linked [ v | 9/22/2014

City Water and Sewer Permit
Permits - 0001

Weekly meeting 17

Meeting Minutes - D017
SiteUtilities.jpg 191KB
Change Order 0001
(Change Order - 0001

Changed Lateral Size and Spac’s
RFI - 1001

Field Directive: Review Mew Drawings
Field Directive - 0001

D2ei 3 fe

3
1

9/25/2014,

3
1

Il
%)
=

10/5/2006,

|n/a - Linked [ v | 9/25/2014,

I
(<l [ [ [ ]

|/ - Linked [ | 9/13/2014

Powsred
ShITFIRE

If you have files attached to Drawings documents (drawing logs), you
can easily attach those files to another document.

To attach files that are on a Drawings document (drawing log):

1. Atthe document to which you want to attach drawing log files,

click [22). The DocAttach window will appear with Drawings
documents listed.

2. click B at the Drawings document that holds the files you want
to attach to your document. (You can attach files from more than
one Drawings document.) All files from the Drawing
document(s) will be listed at top.

3. Review each file listed at top. If there is any file that you do not

want to attach, click @ on that row to remove the file from the
attachment list. (You will not be deleting the file from the
Catalog.)

4. When all the drawing files you want to attach are listed at the

top, click
Attachment tab.

. The file(s) will appear on the document’s
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Item Attachments

TipP

Users who do not have
access to a particular
Item also do not have
access to files/
documents attached to
that Item.

Optional
Thumbnails
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There are two ways to attach a file or document to a specific Item.

To attach afile or document to a specific Iltem when starting with
the attachment:

1. Go to the row of the attachment that you want to attach to a
specific Iltem
Note: the Item must have been saved on the document first.

2. Onthe Item drop-down, select the Item (by Item number) to
which you want to attach this particular attachment.

Attachments Route Detail

< ool Name Size Note Ttem
=g P Submittal FO conduit connaction details.dac [—
= a Northern Lights CAD 352KB AT 157E-A T
B 55 12345-2
Ry = oS

oo

3. Click EI to save the change. The attachment row will now
indicate the Item to which it is specifically attached.

To attach afile or document to a specific Item when starting with
the Item:

e Click ™ to get to the Item’s Detail view. While the Item is thus
expanded,

o0 drag and drop a file onto the Attachment tab (see page
45), or

o click E to scan or upload a file (see page 28) or
o click D to attach a file from the Catalog (see page 46).

Your attachment will be specifically attached to the Item.

Your documents can be configured to show thumbnails of attached files
on the Attachments grid through the DocTypeConfig | Preview
Attachments rule. For more information, see KBA-01154.

Attachments Route Detail
== a MName
EastElev.jpg

P Floori2.jpg

B e i e S

LTV WLV W W W IW IR DWW W VY
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Attachment
Cloning*

Normally, when you copy a document and its attachments, the attached
file on the copied document is the same file as the original. If changes

are made to the file in the first document, those changes are seen when
the file is opened from the second document, because it is the same file.

There may be times when you actually want to copy a file and end up
with two files that are identical to begin with, but can be edited
independently. For example, you may want to start each Meeting
Minutes document with a copy of last week'’s agenda, but then make
changes to the new agenda without affecting last week'’s agenda.

Note: cloned files must start with a file that is created from an
Attachment template.

Copied Document with Attached File

Document One Document Two

Attached File: ‘ Attached File:

Filename.ext Filename.ext

~ "

Changes made to Filename.ext

Copied Document with Cloned File

Document One Document Two

Attached File: ‘ Attached File:
Filename(1).ext Filename(2).ext

v

Changes made to Changes made to
Filename(1).ext Filename(2).ext

Setup

sfPMS knows which files to copy and which to clone based on certain
DocCopyConfig rules, namely AttachedTemplates,
AttachmentCloning, and AttachmentFilter, configured for specific Doc
types. See KBA-01530 for more information.
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Attached File from Template Feature

Attachment
(auto) and (all)

Attachment (auto)

It is possible to use merge and non-merge Attachment templates to
create files that are then attached to the document and included, if
appropriate, in the output that gets routed. (Merge templates use
bookmarks to merge data from Spitfire onto the file.) Templates are
added through the Templates tool on the Manage and System Admin
Dashboards.

For information about the Templates tool, see the Focus on the Manage
Dashboard guide.

A document can have one and only file created from an Attachment
(auto) template.

sfPMS creates a file from an Attachment (auto) template only if

e the document has no manually created file from a template (see
page 52) and

e only one Attachment (auto) template criteria matches the
document.
For example, if there are two Attachment (auto) templates for
Daily Field Reports without other criteria, neither will be used.
However, if other criteria (such as Sub type or Customer) make
the template unique, the template that matches the criteria of the
document will be used.

sfPMS creates a file from an Attachment (auto) template when

¢ the document leaves Seq. 1 of the route (i.e., when the
document is first routed) or

e the preview routed content icon (=) is clicked for a routee (see

age 53).

>
Attachments Route Detail ;
>
>
= [sea [ro S
>
= il E
Blus Air Recycli 4

— T e Adr n
- @'u] ‘ Blue Air Recydling 9 ‘g

(See the Note on the next page.)
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Attachment (all)

Create from
Attachment

A special kind of file can
be created from an Excel
template to add Items to
your document. See the
“ltems from Attached Via
Excel Files” section in the
Focus on Document and
Item Basics guide for
more information.
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A document can have any number of files created from Attachment (all)
templates.

sfPMS creates a file from an Attachment (all) template only if

e the document has no manually created file from a template (see
page 52).

sfPMS creates files from Attachment (all) templates when

e the document leaves Seq 1 of the route (i.e., when the document
is first routed) or

e the preview routed content icon (=3) is clicked for a routee (see

age 53).

b
Attachments Route Detail ;
?
>
3 [sea [re <
>
= il E
Blue Air Recycli 4

— T ue Aar n
_ 2 Blue.ﬁ.irﬂsc'pclingg ‘g

Note: If a file will be created when the document is routed (or content is
previewed), the message “One or more Attachments will be created
from templates when this document is routed” appears on the
Attachments tab when the document is saved.

If a Doc Type has at least one Attachment template (in the template

library), the ‘% icon appears on that document’s Attachment tab. The
icon allows you to manually create a file from a template as necessary.

The icon indicates that an Attachment template is available. You can
choose to generate a file from that template at any time while the
document is in an open status. The generated file will be automatically
attached to the document (and thus also added to the Catalog). The file
can be treated as any other file (i.e., edited, routed and included in
assembled output as appropriate).

Note: PDF, Microsoft Excel and Microsoft Word files can all be created
from Attachment templates. Only Word templates, however, allow for
merged data.
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To generate afile from an Attachment template:

1.

Viewing the Files

Click B on the Attachments tab. A dialog box will appear, for
example:

Create Attachment from Template »®
FROM [RFQ Bid Form |
TEMPLATE

ATTACHMENT 5 003 RFQ Bid Form 327-0001

MAME
W Edit Now
Form for RFQ Vendors

OK | Cancel |

Pewrnred
EP]TFJ%E

(optional) If the template that you want to use is not the one
listed in the From Template field, select another from the drop-
down.

Note: Attachment templates, including Attachment (auto)
templates, which are available for the particular Doc type appear
as choices. Attachment (all) templates are not included.

(optional) In the Attachment Name field, type a name for the file
you are creating, if you do not like the default. The default name
is taken from the template.

(optional) If you do not want to edit the new file at the moment,
click the Edit Now checkbox to uncheck it. If you choose to edit
the file at a later time, the newly created and attached file will be
identical to the template for the time being.

(For more information on how to edit a file, see page 65.)

Click . If the Edit Now checkbox was checked, the
newly created file will open.

o Edit the file and then save it.
o Close the file.

You can review/open the file from the Attachments tab, where
the file is now listed.

You can view a file created from an Attachment, Attachment (auto), or
Attachment (all) template by viewing the file as normal from the
Attachments tab.

To preview files created from templates

1.
2.

3.

Add at least one routee to the document, as usual.

Save the document.

Click =4. A message will appear while sSfPMS gathers and
assembles files.

When the File Download dialog box appears, click | 9P&n
You may need to click the button twice.
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5. On the Windows Explorer window, find the files you want to view,

for example:
[E= Eem =
\t/’\;f | 1) « Microsoft » Windows » Temporary Internet Files » ContentIE5 » OE4355WX » Preview Files for John Peoples from GC003 Punchlist 0005 - Apr-18[1].zip - ‘ ‘uyl ‘ Search Pre... 0 |
Organize + Extract all files B=~ [ '@:'
2 Favorites m Name . Type Compressed size Password ..  Size Ratio Date modified
Ml Desktop E Generic Document Print Punchlist .. Adobe Acrobat Document 1KE Mo 2KB 40% 4/18,
& Downloads E PunchList 0005 (GC003).pdf Adobe Acrobat Document 27KB No 29KB 8%
= Recent Places || Readme.bdt Text Document 1KB Mo 1KB 39% 4/18,
sl m D
3 items

6. Back on your Spitfire document, click where it says Click here
after the download.

For instructions on how to view the file from the Attachments tab, see
page 63.

Attachment
Options

Deletion of Files Created through Attachment Templates

If the document has not yet been routed, you can delete a file that was
created from an Attachment, Attachment (auto), or Attachment (all)
template (unless the file is also attached to another document). Deleting
the file means removing it from the document as well as the Spitfire
Catalog.

Attachments Route Detail

= a Mame

@ a8 [#]| P &c-o03 rFQ Bid Form 327-0001.doc

e e M uTuT w B

& Open Attachment

X Bookmarks Locked
é. Attached by Chris Demo
[ LI /TS T

e S S S S S R N N NN

To remove a file from the document:

1. Click = to open the Options menu for the file you want to
remove from the document.

2. Select ﬁ Delete File.

3. Click ﬁ to save the document.
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Unattachment of Files Created through Attachment
Templates

After the document has been routed, a file created from an Attachment,
Attachment (auto) or Attachment (all) template can no longer be deleted.
However, such a file can be unattached from the document. Unattached
files remain in the Spitfire Catalog and also in the routed content that
was already routed to someone.

Attachments Route Detail

'ﬂ =
@ &/ [#]| P cc-00z RFQ Bid Form 327-0001.doc

b 5 L Ta AL

&  Open Attachment

m
X Bookmarks Locked

& Attached by Chris Demo

o e e g e o S S e e

b

%

To remove a file from the document:

1. Click = to open the Options menu for the file you want to
remove from the document.

2. Select @ Unattach.

3. Click ﬁ to save the document.

Locked Bookmarks

By default, sSfPMS updates the bookmarks in a file created from a
bookmark template each time the document is opened. The Bookmarks
Locked toggle can be turned on to indicate that bookmarks should not be
refreshed until such time as the Bookmarks Locked option is turned off

again.
Attachments Route Detail Attachments Route Detail
o, ;;5' Name =) a MName
@a [#]| /P &c-003 RFQ Bid Form 32 = g [ ' cc-003 RFQ Bid Form 32
& Open Attachment # Open Attachment
M unattach M unattach
X v
é:. Attached by Chris Demo &: Attached by Chnis Demo

To lock down the bookmarks in a merge template:

1. Click = to open the Options menu for the file on which you want
to lock the bookmarks.

2. Select Bookmarks Locked.

3. Click at the confirmation box that appears.
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Check In/Check
Out

Get Latest
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Wherever you find files (on the Attachment tab, the Catalog or the

Project Dashboard), you will find the 6 or @ icon on each file row. The
icons tell you whether a file is “checked in” or “checked out/locked”
(explained on page 64). They also open a drop-down File Options

menu. Using the options on this menu, you can perform various tasks
with your files.

R

Attachments Route Detail
==
= @lil D Commitment 22 Tan Chiller/Evaporator.doc
= @E] HWALC spec
A
g E Cataloged Ref Date
& @ [A] |s/25/20145 |12/17/2009,
# @ (& |o/25/20145 |12/17/2009,
ﬁ(é‘)@ 9/25/20145 |9/17/20104
?cn Check In... b
™ = Check Out y
Al Undo Check Da
¥ Out
7 L3
w | B Edit
et
&| ™ Get Latest... b
@ Lock File
A fe
/  Properties... A
Eac [' Attached To... N
W Route this... b
[al ]
il Delete from
! Catalog Fa
]
e @ P

Name
APP 2 OWNER.PDF
APP 2 ARCHITECT.PDF
AcmeMeeting.doc
SiteplanNew.jpg
SiteplanNew.jpg

9 siteLogo.gif
x-SystemAwvailabilityMotification. htm
GC-010 Compliance Notification 000002.doc
GC-010 Compliance Notification 000003.doc
AcmeMeeting.doc
GC-003 Compliance Notification 000004.doc

B Delivery Status Motification (Failure) (Unknown-s01-r01-
Aa30NP).eml

o v g e e g g e e

You can choose to manually check out and check in a file from the File
Options menu. For more information, see page 64.

sfPMS can contain various versions of the files in your system. There
may be times when you want to get a copy of the latest version of a file
to place on your computer. You can copy the version of the file to your
computer through the Get Latest option. If, however, you plan on
making changes to the file and uploading your changed file back to
sfPMS, you should edit the file instead, as described on page 65.
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Once you copy a file, that
copy loses all connection
to sfPMS. You can do
whatever you want to the
file on your computer
independent of the file
that still remains in
sfPMS. But if your
intention is to edit the file,
see page 65.

View Latest

Edit
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To get a copy of a file for your computer/network:

1.

Click either @ or 3 at the row of the file you want to copy. The
File Options menu will open.

Select T¥ Get Latest.
The Get File dialog box will appear:

Version Control @
_ T
Commitment 32 Ton Chiller/Evaporator doc
Get Histony
File Size (KE) 0.00
Revision 1

[ Check out the file

Get Edit Cpen

Note: the Get File dialog box allows you to check out the file.
(See page 64 for more information about checking out a file.)
The Get File dialog box also allows you to edit a file. (See page
65 for more information about editing a file.)

Click et . A browser window will appear.

Navigate to a location on your computer or network where you'd

like to save the copy of this file then click E.

(optional) If you want to open the copied file, click ﬁ

back at the Get File box. The file will open in its native
application.

Note: You do not need to open the file at this point. Because the
file is on your computer/network, you can open the file in its
native application (outside of sfPMS) at any time using traditional
means.

Click J to close the Get File box.

If you have read/view access to a file, you can choose to view the latest
version of that file from the File Options menu. For more information,

see page 63.

If you have edit permission for a file, you can choose to edit that file from
the File Options menu. For more information, see page 65.
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Lock/Unlock

File
A file can be “locked” so that no user can edit the file. A file would need
to be unlocked again before anyone could edit or check the file out. After
a file has gone through all its revisions, it should be locked.
To lock afile:
1. Click 8 on the line item of the file you want to lock.
2. From the File Options menu, select ITI Lock File.
The icon on the row will change to @ to indicate the locked file:
------ Cataloged Name ;
10/7/2006, AcmeMeeting.doc g
10/11/2006; AGC450DB ;
To unlock afile:
e Click @ on the row of the file you want to unlock then, from the
File Options menu, select =3 Unlock. The icon for the file will
change back to 8
Properties...

Depending on your permission level, you can view or edit additional
information (properties) about each file. Properties give you more ways
in which to search for the file.

To open the File Property Editor window:

e Click 8 to open the File Options menu for the file you want, then

select " Properties. A File Property Editor dialog box will
appear.

The Is Confidential
checkbox on the File
Properties tab makes the
file “confidential.” This
means that only people
who get the file routed to
them (through a Spitfire
document) will be able to
view it. Files attached to
documents that are
designated as
“confidential”
automatically get this
checkbox checked.
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File Properties

Tab
On this tab, you can view or enter information that may be useful when
using the filters to conduct a file search, for example:
- - - Notes that you
File Property Editor - AcmeMeeting.doc
enter here appear
EIEEROBE RTIES on the Attachment
File Properties File Version Access History tab Wher! yo_u
attach this file to a
SOURCE DOCUMENT document. This
Name|AcmeMeeting.doc note also appears
on the optional
Doc #| Notes column on
LaTEST Rev # / the Catalog or
BatcH # Project Dashboard
Files list.
TYFEIRFI ﬂ
Nc'rE|Acme meeting minutes regérding funds allocation
OTHER |
CaTaLoG FOLDER| !
PROJECT|GC-003 b
REFERENCE DATE
OTHER CONTNIT| P
Is ConFoenmial [ @
S AiTEIRE
SEARCH =
[J INCLUDE DOCUMENTS Wl INCLUDE FILES )
TvPE | [v| COMPANY 2
CONTACT el Doc #
DATE M[ogr24/2013 B =+[09/26/2014
REF DATE [ljor2s2014  =+[o/2572014 PROJECT ID =
MAX ITEMS 200 PER PAGE [16
[ PREVIEW FILE NAME [
TEXT [ Search | ] AUTO REFRESH
. L . . %
e Click M to save your changes, if any and click to close the
dialog box.
Other
In addition, if you configure the Catalog Dashboard to include the Other
column, information from the Other field will be listed on the file list.
Tvee|Commitment ™
NUTE[
omer[This file also uses the Other field.
a 3 Cataloged " |Ref Date Name Size |Project Name Other Source Contact
2 8/ |1/172015 ’1;1.:2015 CloudFolderLinkInfo.htm = Spitfire
Pl P , GC-003 Compliance Notification Morthern Lights : Universal HVAC
E a 12/17/20154|12/17/2015 000002.doc 31KB Office Bldg Any kind of note Specialities
: , , Northern Light This file al U | HVAC
@ @' |12/17/2015,|12/17/2015 |GC-003 PO 0003.doc 40KB o?ﬁceeg?dglg = th;soL:e? ;‘;lzfes s::’;;ﬁ:es
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File Version Tab

On this tab, you can access and view information about all versions of
the file. See page 67 for more information.

Access History

Tab
On this tab, you can see who has accessed the file and when.
File Property Editor - GC-003 PO 0003.doc »®
FILE PROPERTIES H=
File Properties File Version Access History
Rev# |Accessed By Reason Context In Cache
}mmutes ago Chris Demo |Read [} 32 Ton Chiller/Evaporator (G003, #0003) |
Dec 17, 2015 09:19 |Chris Demo |Attached [F} 32 Ton Chiller/Evaporator (GC003, #0003) | X
iDac 17, 2015 09:19 |Chris Demo |Saved Version r 32 Ton Chiller/Evaporater (GC003, #0003) X

Attached To...

Since files can be attached to documents, you might want to see to
which documents a file is attached.

To see what documents have a particular file as an attachment:

L

More information about Click 8 to open the File Options menu for the file you want, then

Attachments can be select '@ Attached To. A list of documents that have the file as
an attachment will appear, for example:
found on page 3. i =| /GCO03/AcmeMeeting.doc is attached to the following | o

DOCUMENTS THAT HAVE THIS FILE ATTACHED =
Type Project [Project Name

Field Directive

Date
9/13/2014

Title DocNo Source Contact |Status

_‘ ﬁﬂ Field Directive: Review New Drawings 0001 |GC-003 |Morthern Lights Office Bildg |Wilma Flint In Process

| ||
‘ ShiTFIRE

2. Click to close the window.

Route This...
Many Spitfire documents are routed with attached files that support the
purpose of the document. However, you might sometimes want to route
a file for its own purposes. In such situations, you can route the file
You can also route a file through a special Catalog File Route document, which exists just for
(thrOUgh the Catalog File routing purposes.

Route document) from
the Add File tool. See

page 37 . To route a file from the file list:
1. Click 8 to open the File Options menu for the file you want, then

selectﬁ Route this.

2. Click at the confirmation box that appears.

3. The Catalog File Route document window will appear. This
special document will have the file as an attachment, for
example:
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Delete from
Catalog
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=| Catalog File Route- o (e S
AcmeMeeting.doc

DOCUMENT HEADER =H A
Doc# |0001
PROJECT |GC-D03 42 Northern Lights Office Bldg
DESCRIPTION | AcmeMeeting.doc
STATUS b 6
DATE|09/25/2014 ®  Due [09/26/2014
Notes A
o ‘Added By ‘Remark
Attachments Route Detail
= o Name Size |Mote |Incl Seq  |Cataloged
=g @ AcmeMeating.doc 30KB INatWe v & = [9/25/2014,
[ e
S piTEIRE
1 >

Click the Route Detail tab to add routees to your route.

Click i to send the document (and your file) on it route.

Click . to close the document window.

The option to delete a file from the catalog appears only for users who
have the proper permission. Since deleting a file cannot be undone, use
this option with extreme caution.

To delete afile:

1.

Click B to open the File Options menu for the file you want to
delete, then select m Delete From Catalog.

If you really want to delete the file, click at the
warning box that appears.

click & at the top of the Catalog dashboard in order to make
your deletions permanent.
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Renaming a File*

In-place editing allows you to edit a file’'s name easily from various
locations.

e The Name column of the File part of the Catalog Dashboard:

Home *°7 | Catalog —Contacts Plan Roo eculi

] INCLUDE DOCUMENTS

TYpE v COMPANY
CONTACT ye Doc #
DATE M[121172014 E=+[12/182015 H REF DATE
PROJECT ID [ y-) MAX ITEMS
PER PAGE 7

FILE NAME
TexT [

& ¥ |cataloged %|Ref Date Name

8 & |1/1/2015, 1/1/20154 CloudFolderLinkInfo.htm

8 @ 12/17/2015, |12/17/2015, |GC-003 Compliance Notification 000002.doc
8 @ 12/17/2015, |12/17/2015,; |GC-003 PO 0003.doc

e The Name column of the File part of the Project Dashboard:

ICtS Plan Room Exec © Manage Syster 1 -010 ={)

BUDGET - 1 OPEN DOCUMENTS; ALL DUE TH
TEAM CONTACTS
KEY PERFORMANCE INDICATORS
COST ANALYSIS DETAIL

FILES
||# ¥ |Cataloged |Ref Date Name Size
8 [ |10/7/2006, AcmeMeeting.doc 33KB
a E 10/11/20064 AGCA50DB 115KB
a [7Z| | 10/5/20064 Certificate Insurance 2.0MB

e The Name column of the document’s Attachment tab:

| Attachments Route Detail

= 55 Name Size
=3 9c002-3b0101 68KE
= a [ |certificate Insurance 2.0MB
=g AGC4500B 115k8

Renaming a file in any of these locations will change the name in all of
these locations.

To rename a file within Spitfire:

1. Mouse over the filename. The curser will change, showing a little
arrow.

2. Click your mouse. The filename will appear within an editable
field.

Change the filename.

When you press <Enter>, the field will disappear and the file will
have its new name. There is no need to save; the filename will
stay changed.
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Viewing a File
How and if you can view a file depends on several factors:
e If you have permission to view the file through your Spitfire role.
e |If aview icon has been established for the file type.

e If you have the means (software) to view the file on your
workstation. (In other words, would you be able to view the file
outside of Spitfire?)

If there is another way for you to view a file, an icon will appear to the
right of the 3/6 icon. This icon could look like

. Ei (default for Adobe Reader)
. Ii”’] (default for Microsoft Word)
. ,3] (default for Microsoft Excel)
o« P (default for Microsoft Project)
« 9 (default for Microsoft Outlook)
= (default for image files)

o [ (default for .eml files)

"" (default for other file types)

These icons can appear wherever files are listed. The icons are also
available from the File Options menu, where applicable. Click the icon to

view the file.
3
Cataloged Ref Date MName ;
9/25/2014, (12/17/20095APP 2 OWNER.PDF ;
>
9f25/2014, (12/17/2009,-|APP 2 ARCHITECT.PDF b
HWAC a 3
] it 5
=] ‘Check In... 9/25/2014, (9/17/20105 |AcmeMeeting.doc ;
=| Check Out g
. 9/24/2014, |5/27/20105 |SiteplanMew.jpg

=l Undo Check Out b
/WVWVV\NV\NWVWWWVVV\KWWV"\)

| M| Get Latest... i _

Attachments Route Detail

(] Lock File

N S S e S P S N N N

-]l | apr 2 oWNER.PDF - o003

LT

To view afile:

e Click the appropriate icon on the file row. The file will open in the
appropriate application.
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File Revisions

sfPMS is a file management system. This means that you can store all
project- and business- related files within the system (instead of having
them on different user workstations). Because files may need to be
revised over time, sSfPMS allows you to edit certain files and then keeps
all versions of the files for proper record keeping. The file revision
workflow consists of checking the file out, making changes to the file,
saving those changes, checking the file back in, and optionally,
approving the file.

Check-Out and
Check-In
Concepts

Because various users can access files in sfPMS at the same time, the
check-out/check-in feature exists to minimize overriding or conflicting
edits. When you check out a file, sSfPMS prevents anyone else from also
checking the file out. You can then make changes to your file knowing
that you started with the latest version, that no one else is simultaneously
making changes to the same file, and that your revised file will become
the new “latest” version when you check the file back in. While the file is

checked out, the “red locked” icon (6) alerts others that the file is being
worked on. Your co-workers can still view a read-only version of the
unrevised file while you have the file checked out, but they will know that
an update is coming. Furthermore, sfPMS will expect a new version of
the file. When you are finished with your edits, you will check in the file.
The checked in file becomes the latest version in sSfPMS. The “green

unlocked” icon (3) indicates that the file in checked in and available for
check out.

Check-Out/Check-

In Status Change*
When you open a document with an attached file, it is possible that
someone else checks out that file while you are working on the

document. Conversely, you might notice that the attached file is checked
out, but you want to know when it is available (checked in) again.

When the check-out/check-in status of an attached file changes, a pop-
up message appears on the document, for example:

Message from Web Application u

& FYI: The file share status has changed for GC-003 DV Prefix Table 0004.docx

Refresh Now | Dismiss

o Click - Refresh Now - {5 refresh your document (as if clicking

EI) and close the pop-up message.
Click PEMiss 5 close the pop-up message while leaving
your document alone.
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Check Out
Without Editing
When you edit a file in Spitfire, that file is automatically checked out. It is

also possible to just check out a file (to prevent other people from editing
Lis : : : it for a period of time, for example).
At any time while your file

is checked out, you can
change your mind and
cancel the check out.
Click @ to open the 1. Click @) on the line item of the file you want to check out.
drop-down menu again

and then click’=» . The

To just check out afile:

2. From the File Options menu, select == Check Out the file. The

information at the bottom 8 icon will change to & on the row. The @ icon alerts all

of the drop-down menu users that the file is checked out.

will indicate that the file is Note: the information at the bottom of the drop-down (by the i ]
unlocked and available to icon) indicates that the file has been checked out, by whom and
be checked out. since when.

Editing Files
How and if you can edit a file depends on several factors:
e If you have permission to edit the file through your Spitfire role.

e If an edit icon has been established for the file type.

e If you have the means (software) to edit the file on your

If you are not sure if an workstation. (In other words, would you be able to edit the file
icon means “view” or outside of Spitfire?)
“edit” a file, mouse over

the icon to find out If a way to edit the file has been set up, an icon will appear to the right of

the /@ /@ icon. This icon could look like
. ..i‘;] (default for Microsoft Excel)
. IE' (default for Microsoft Word)
e P (default for Microsoft Project)

. A (default for Adobe Acrobat)

These icons can appear wherever files are listed. The icons are also
available from the File Options menu, where applicable. Click the icon to

edit the file.
i
Ref Date Name S
W o/26/20065 | b
._ ; Cal 8/5/2003 £ Submittal FO conduit connection details.doc g
=l CheckIn.
ES 11/16/20045 |11/16/20045 ' Safety OSHA Notice £ 1243.d 2
=| Check Out — — = 3
2 undo check out Pl / 8/19/2009, |B/19/2009, 9 pFQ 32 Ton Chiller/Evaporator.doc >
¥ 3
Attachments Route Detail ;
T Get Latest... g
El Lock File = Name g
= a GC-GD3 Punchlist Template 0003.xlsx - D003 g
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To edit a file:

1. Click the appropriate icon on the file row. The file will be
automatically checked out and will open in the appropriate
editing application.

Note: when a Microsoft Word or Excel file is opened for editing,
a file tab appears at the top of the dashboard window — one tab
per file currently open (because you can edit multiple files at one
time).

@ http://sfqal.armonk.spitfiremanagement.com/sftraining/admin/whoami.aspx

Submiﬁﬂﬁiﬂ'ﬂm Submittal FO conduit connection da@

E
[
[
|
|
I
|
:

LRIV

2. Edit the file and save your changes.

3. Close the file (i.e., the application). The file will be automatically
checked in. If the file is a Microsoft Word or Excel file, the tab
that appeared at the top of the dashboard window will now go
away.

Alternate
Revision
Workflow

The edit icon allows you to make changes to your file as needed, while
you are in sfPMS. It is also possible for you to get the latest approved
version of a file, copy it to some other location, make changes to the file
over time, and eventually check your revised file back in.

To edit a file elsewhere:

1. Click 3 at the row of the file you want to edit. The File Options
menu will open.

2. Select T¥ Get Latest: The Get File dialog box will appear:

Version Control =]

Name of the file
ﬁwn‘eMeeting.doc’/
Get History

File Size (KE) 29.50

Revision 1

[ Check out the file

Get Edit Open

3. Click the Check out the file checkbox to check the file out.
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et

4. Click . A browser window will appear.

5. Navigate to a location on your computer or network where you'd
like to save the copy of this file then click E.

6. Click @ to close the Get File box.

7. Outside of Spitfire, at whatever time, make changes to your file.
Your file will remain checked out during this time.

8. When you are ready to check the file back into Spitfire, click o)
at the file row.

9. Select == Check In. The Check In File dialog box will appear.

10. Click _I to locate the edited copy of the file on your hard
drive/network.

11. Enter a Source Rev # if appropriate. (Use this field to cross-
reference your customer’s or vendor’s version humber.)

12. (optional) Click any of the checkboxes if you want any of the
check in options:

0 Route File: this option is the same as the Route This
option (see page 60).

o0 Approve File: this option approves the file, if automatic
approval has been turned off at your site.

0 Keep checked-out: this option is the equivalent of
checking the file in and immediately checking it again—
your newly revised file becomes the latest approved
version, but the file appears as still being checked out.

13. Click Check In then close the Check In File dialog box. If

you click 8 that now appears, it will indicate that the file was
checked in, by whom and when:

Versions of the
File

When someone checks in a file, that version of the file becomes the

“latest” version. You can get the latest version of the file as well as

previous versions. If you have permission to do so, you can view all
versions of the file without checking the file out.

To view all versions of a file:

1. Click 8 or @ to open the File Options menu for the file you
want.

2. Select { Properties.
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3. The File Property Editor dialog box will appear. Click on the File
Version tab. Each version of the file is listed in the File Version
tab.

File Property Editor - AcmeMeeting.doc
FILE PROPERTIES

File Properties Access History

/Click " to edit the version

information; or @ to

open a read-only copy of an
older or latest approved version

Of the ﬁle in the Spitﬁ[’e Rev# |Cataloged Origi Source isi Size |TextSummary |Approval
Viewer; Tt to get a copy of the /@M |+ |orzsiz004, | o Demo I/ (automatic) B
RN 2 minutes ago, |Chris Demo 30208 | / (automatic) 3

file version to save on your
computer (in the same way as

Get Latest) and @ to delete the

\version.

Note: the Text Summary column shows an extracted plain text
abstract for non-text files (such as .TIF or .PDF) when possible.

Mouse over the column to see the text (if any). Click / 1o edit
that extract or to add any kind of note to other file types.

File Property Editor - Certificate Insurance x
P. 0. Box 2214 H

File Properties File V€ 16522 Irvine Boulevard Suite 225

Rev# Approval

Cataloged |Ty5tin Heights CA 92782 v
10/5/2006, ERTIFICATE OF LI.@ {automatic) %

SHOULD ANY OF THE ABOVE DESCRIBED
POLICIES BE CANCELLED BEFORE THE SATERE

gy

1

EXPIRATION DATE THEREOF. THE ISSUING
COMPANY WILL 004'Q)4XI MAIL 30 DAYS

WRITTEN NOTICE TO THE CERTIFICATE HOLDER N
NAMED TO THE

LEFT, BUT FAILURE TO MAIL SUCH NOTICE
SHALL IMPOSE NO OBLIGATION

OR LIABILITY OF ANY KIND UPON THE
COMPANY, ITS AGENTS OR REPRE

SENTATIVES. 10 Days for Non-Payment of
Premium

AUTHORIZFD REPRESENTATIVE
Mike MUIlligan

ACORD 25-5 (7/97) created at
www.eCertsONLINE.com @ ACORD 3
— ICORPORATION 1988 ¥
Edit x

2 9 o (@ 4 abe ¥

—(I s
ACcRLYICERTIFICATE OF LIABILITY INSURANCE jDate{mmiddly)

| 11/7/02

Prod TI-I1S CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION
ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER.
Visions Insurance Agency, Inc.

1611 E. 17th Street

Santa Ana CA 92705

714. 285.4200

www.InsuranceVisions.com

THIS CERTIFICATE DOES NOT AMEND, EXTEND OR ALTER THE
COVERAGE AFFORDED BY THE POLICIES BELOW.

INSURERS AFFORDING COVERAGE

INSURER

A Anthem Insurance Company

INSURER Casualty Risk Insurance Company B do Beechum & Associates
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File Approval

File Properties

For more information
about role capabilities
see the Designing User
Roles technical white
paper.

Check In
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If your site has automatic file approval (set up by default), every version
of a file that you check in will be approved. However, if your site has
turned off automatic file approval, manual approval on a version is
needed before all users can view and access that version. In such a
situation, if you check in a file without approving it, only those users with
permission to see unapproved files will be able to access it; others will
access the latest approved version.

To approve/un-approve a file through File Properties:

1. Click B to open the File Options menu for the file you want.

2. Select { Properties.

3. Click on the File Version tab. The Approval column tells you if

each file version is approved or not.
File Property Editor - AcmeMeeting.doc
FILE PROPERTIES

File Properties Access History

[m=§3

Rev# |Cataloged  |Origi Source Size |Text Summary |Approval

; BT |+ |orzs/2014,  (Chris Deme 30208 | / (automatic) T

i MMl |2 |minutes ago, |Chris Demo 30208 | / (i) B
Chris Dema

2w E seconds ago, |Chris Demo 30208 | / =

on 5/25/2014 3:21:46 PM *

0 (automatic) means that this version of the file was
approved automatically when the file was catalogued or
checked in.

0 (n/a) means that this version of the file is not approved.
It can be approved by someone with the PART |
Catalog File Version History (RS) role capability.

0 By person on date time means that this person
approved the file on the specified date and time.

4. Click % to approve a file that is not approved, or % to
unapproved a file that is currently approved.

You can also approve a file at the Check In File dialog box.

i ———
= VerSion :
-

Check In File

Reg Auth Sub.docx

Check In | History Click to approve

| the file during
Drop file above or use browse button CheCk n.

Source Revi

™ Route File ™ Approve Filg
I~ Keep checked-out ™ Remove Local File

Discard |

Check In |
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Add Files
You can also approve files when uploading them through the Add Files
too. See page 37 for more information.
View Latest
Unapproved
Version

If there is a version of the file that has not yet been approved since the
latest approved version, a new choice appears on the File Options menu.

To view the latest unapproved version of afile:

o Click @ to open the Files Options menu for the file you want,
then click @ View Latest:

@@ |EI.I'25;"20145 ‘91"25.-‘2014 AcmeMeeting.doc §
= CheckIn... AGC450DB >
= Check Out V2009, |APP 2 ARCHITECT.P[%
D Undo Check Out /2008, |APP 2 OWNER.PDF g

@ Edit Cert_Ins_Liab §
@, Get Latest... Certificate Insurance »
o d City Water and Sewe%
@ Lock File City Water and Sewe%
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File Export

If you need copies of several files on your computer or perhaps a CD (for
archival purposes, for example), you can export a number of files all at
once from sfPMS. Exporting does not remove files from sfPMS and
exported copies no longer have any relation to other files or versions in
sfPMS.

You can export files from both the Catalog Dashboard and a document’s
Attachment tab.

From Catalog
Dashboard

To export files from the Catalog:

1. Because the Export Files tool uses the current list of files, use
the filters and/or file folders to narrow down the files to just those
you want to export, for example:

SEARCH -

] INCLUDE DOCUMENTS ™! INCLUDE FILES
TYPE l—ll COMPANY — A
CONTACT — b DoC #

DATE Clforzs2013 = [9126/2014

REF DATE [[or262014  =w[9/2612014 PROJECT 1D [ecoos &
Max ITEMS [200 PER PAGE 24—

[ PREVIEW FILE NAME E%
Text [ Search | M AUTO REFRESH

m A ;)—-,\ Name % |Size |Project : | Project Name Source Contact Type
" ) - 46 (@ & |10/5/20064 Certificate Insurance 2.0MB |GC-003 |Northern Lights Office Bldg Cert & Appr
i Addendums o &
. Bid Packages B [#|10/11/2006, City Water and Sewer Permit Receipt 24KB |GC-003 |Northern Lights Office Bldg Permits
i Ch; R ts J [a} il
: a"g‘g L= db @ | & [12/23/20065 |5/10/20065 |coho_pr_gc003_01.tF 496KB|GC-003 | Northern Lights Office Bldg [Coho Asphalt and Concrete |Pay Request
i..Compliance
. Correspondence @ [#]| 10727120065 10427720065 | 6 commitment 32 Ton Chiller/Evaporator.doc Northern Lights Office Bldg |Universal HVAC Specialities | Commitment
i Cust Contracts YA :
;- Sustamer Hontac 4o @ 1-]|4720020075 |a72072007, |constructionschedule.pdf 23KB |GC-003 |Northern Lights Office Bldg Schedule

Note: you can use the filters to search for documents also. The
Export Files tool will list the files attached to those documents

only.

SEARCH =

] INCLUDE DOCUMENTS L] INCLUDE FILES
TvPE |Bid Package v SUBTYPE l—il
REFERENCE 2 RESPONSIBLE 2
CoMPaNY T ConTaCT 2
DocC # r SOURCE # [
DATE [[ars2013 =+[9/26/2014 DUE [J[or262014  =+[a/26/2014
[JINCLUDE CLOSED STATUS v
Has ATRIBUTE [ [v] HAS FILES [Either| v

PROJECT ID GC03 2 COMMITMENT
COST CODE —

Max ITEMS 200 PER PAGE 24

TexT [ Search | ™ AUTO REFRESH

Date % | Title Type % |DocNo |Project % |Project Name Source Contact |Status
l‘".1 ﬁ]’ 5/16/2014 |32 Ton Chiller/Evaporator Bid Package (D327 |GC-003 |Morthern Lights Office Bldg
r. ﬁﬂ 8/16/2014 |Bids for: 00002-2, Additional electrical work |Bid Package (0322 |GC-003 Morthern Lights Office Bldg |Lighting Ventures

"' ﬁﬂ 8/16/2014, |Bids for: 00002-1, Additional work to meet  |Bid Package (0328 |[GC-003 Morthern Lights Office Eldg |Lighting Ventures

2. Click = to open the Options Menu, then select =3 Export Files:

! Add Files

==

& Refresh Page
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You can de-select or re-
select any particular file.
If you right-click on any
row, you will get options
to clear, remove and

select the row or all rows.

Page 72

The Export Files window will appear, listing the files currently on
the files part of the dashboard (and/or the files attached to the

documents on the document part of the dashboard).

=~ Export Fi
Export To: I EI Export |
Selected | File Name Folder Date Mote
3 v CombinedBlectrical pdf 3/25/2010
¥ | BecticalCiut pdf 3/25/2010
¥ | SwitchDiagram pdf 3/25/2010
"2 WiringDiagram1.pdf 3/25/2010

Delete Current Row | Gt Additional Files | 4 Files, Approximate total size 046 B Remove Al |

3. Click EI to browse for the folder to which you will export your
files or type a folder path in the Export To field. If you type a
folder name that does not yet exist, you will be asked if you want
to create it:

PN

Export Ta: |52‘8p'rlﬂre\sp'rlﬁre export

Selected | File Name

CombinedElectrical pdf

ElectricalCircuit pdf

Switch Diagram pdf

‘WiringDiagram 1 pdf

Delete Current Row | Get Additional Files | 4 Files, Approximate total size 0.46 MB Remaowve All |

4. (optional) If you realize that you want to export other files also,
go back to your Catalog and use the filters or folders to find other

files.

Note: you can either close the Export Files window or keep it
open while you do this. In either case, the files you already
chose to export will remain in the export list.

o0 If you closed the Export Files window, click == {0 add the

new files to the list.

o If you kept the Export Files window open, click

Get Addiional Files |

example:

Focus on Files, Attachments and the Catalog Dashboard

. A confirmation box will tell you how
many files you will be adding from the Catalog, for
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Once you start exporting,
if you want to stop the
process, click

Stop

. . Files
that have not already
been exported will remain
in the Export Files
window for you to delete
or export at another time.
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5.

Page 73

| Add the6 files found on the Catalog Dashboard to your export list?

o If you want to add all the files to the Export File list, click
; if there are too many files and you want to
. . I
filter them more, click ? and go back to the
Catalog.

When you are ready to export, click  =#P | After all files

have been exported, a message to that effect appears:

10 Files exported.

. (a4 ! .
Click . The number of files exported will also appear
at the bottom of the Export Files window, for example:

= bponrie

Export To: |5:\sp'rlﬂre\sp'rlﬁre export

Selected | File Name
4 CombinedBlectrical pdf

Blectrical Circuit pdf
Switch Diagram pdf
WiringDiagram1 pdf
Foundation Layout pdf
Notice to Proceed 0001....
Punchlist D005 xsx
HagerHinges pdf 3472010 These are the prefer...
AcmeMeeting doc Acme meeting minut...
sfHC-Drawings- Drawing ... 11/10/2010

AR AR R ==

Delete Current Row | Get Additional Files 10 Files, Approximate total size 3.81 MB  Remove All |

| 10 Files exported.

click =™ Al 145 clear the list then M58 1, close the
Export Files window.
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From
Attachment Tab

You can export all files that are attached to a document or just files that
are attached to a particular Iltem on the document.

To export document attachments:

1. Open the document that contains the files (in the Attachment
tab) that you want to export.

2. (optional) If you want to export only files that are attached to a
particular Item, go to the Items tab and expand that Item.

3. Click == on the Attachment tab.

i RFQ 22 Ton Chiller/Evaporator.doc

web_capital_construction

by

Attachments Route Detail 3
2

2

$
= Name E

32 Ton Chiller/Evaporator
Bid Package - 0327

The Export Files window will open.

4. Proceed with the instructions on page 72.
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If you would like copies of certain files on your computer, you can
download a zipped file of those files. Downloading does not remove files
from sfPMS and downloaded copies no longer have any relation to other

files or versions in sfPMS.

You can download files from both the Plan Room Dashboard and a
document’s Attachment tab. In both cases, you download all files
attached to a particular document.

From Plan
Room
Dashboard

To download files from the Plan Room:

Note: one project must be selected in the Plan Room before the

Available Documents are listed.

1. Atthe Available Documents list, click ;:5 at the document row
that holds the files that you want to download.

[rl]- ; 8/17/2014 |10/18/2014
(==

=0l [9/26/2014 |9/27/2014,
0. 55 |or17/2014 |10/18/2014,

T = |9/26/2014 |9/26/2014,

PROJECTE

Site Photo Project Name Location Descr'lplig
>

>

>

>

>

>

F': {map) ;

g

>

>

>

>

AVAILABLE DOCE

Date % |Due Title Type g
5=l |s/11/2014 |12/12/2014, |Drawings Electrical Drawings g

Trane CGACD104 100 Ton 460V Chiller |Vendor Bid;

16000 Electrical - Addendum
16000 Electrical

Drawings Architectural

Vendor Biag
>

Vendor Bic%
>

Drawings £

sfPMS will gather data and then the File Download dialog box

will appear.
. Save . . .
2. Click to specify a location (and, optionally, a
different filename) for the zip file.
. Save . .
3. Click again. When the download is complete, the

dialog box will say so.

4. Youcan

o Click to close the dialog box (and deal with

your zipped file separately) or

o Click _9renfolder |, 5ot 10 the folder that holds your

zipped file or

o Click [E to see the contents of the zipped file.
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To unzip the downloaded file:

1. Getto the folder that holds your zipped file.

Name Date modified Type Size ;
b

4 Files from GCO03 Trane CGACD104 ...  11/29/201111:32 ..  Compressed (zipp... 198 KB ;
4, Files from GC003 Drawings Electrica... 11/29/201111:26 ..  Compressed (zipp... 4,430 KB ;

2. Double-click on the filename. A new directory, containing the
contents of the zipped file plus a ReadMe file, will appear.

Note: files are organized by project, Doc type and Subtype. You
will need to drill down to get to the attached files.

Files frorm GCO03 Drawings Electrical - 2011-Mowv-29-112400.zip »

= Mame Type
G003 Files from GCO03 Drawings Electrical - 2011-Mov-29-112400.zip » GCO03 »
Readme.bet )
= files
*  Mame Type
. Drawings Files frorm GCO03 Drawings Electrical - 2011-Mowv-29-112400.zip » GC003 » Drawings »

ract all files
MName Type

J Electrical File folder

GCO03 » Drawings » Electrical

Extract all files
Name

E 0102_E2.0_Riser Diagram_Details_and Notes.pdf

77 0103_E3.0_Electrical Site Lighting_Notes_and Cafe Alternate Plan.pdf
= 7. 0104_F4.0_Electrical Power Plan_Motes_and Details.pdf

2 0105_E5.0_Plaza and Colonnade Lighting Plan.pdf

72 0106_E6.0_Lighting Control Panel and Wiring Diagrams. pdf
H 7 0118_E2.4 ROOF POWER PLAN_111809.pdf

75 0119_E3.1_ENLARGED ELECTRICAL_111809.pdf

) 0122_F4.2_LIGHTNING PROTECTION DETAILS_111809.pdf

7 0123_E5.1_ELECT RISER DIAGRAM_111809.pdf

) 0126_F7.1_ELECTRICAL DETAILS_111809.pdf
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From
Attachment Tab

You can download all files that are attached to a document.

To download document attachments:

1. Open the document that contains the files (in the Attachment
tab).

2. Click 5 on the Attachment tab:

Attachments Route Detail

= IE El il 0104_E4.0_Electrical Power Plan_Notes_and Details.pdf - 0002

= @ E il 0106_E&.0_Lighting Control Panel and Wiring Diagrams.pdf
- 0002

N T N N

The File Download dialog box will appear.

3. Proceed with step 2 on page 75.
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Mobile Attach Via Email
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When you are using sfPMS from a mobile device such as a tablet, the
easiest way to attach a file to a document is through the email

From the Home
Inbox

In order to see the &3
icon on your Inbox, you
must have a role with the
DOC | User Inbox
Inbound Email
Attachment Link
capability, limited by the
Doc type.

See the Designing User
Roles technical white

paper for more
information.

Focus on Files, Attachments and the Catalog Dashboard

functionality of Spitfire.

To attach afile to a document via email:

Click “# at the desired document row.
‘sr-

|EX m""
[9=—"—"""""Training

T ot

/sfTraining/Dashboard

Insox
Description DocNo Type Project

= aily Field Report - August 15, 2004 0001 Daily Field Report GC-003

Documents that have been set up for this functionality will display the “&
icon on the document row.

(You may be asked which email app you want to use to complete

the action. If so, select one.)

When the email opens, attach a file or photo to it as you would

attach any file to an email on your mobile device.

Important: Leave the To address and Subject line as is. This

information tells sfPMS where to attach the file.

Send the email. The email will get processed by sfPMS and the
attached file will appear on the document’s Attachment tab, as

well as in the Catalog.

Spitfire Project Management System V4.6
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From the
Attachments
Tab

All documents include the “# icon on the Attachments tab.

To attach a file to the document via email:

1. Open the document to which you want to attach a file.

2. Click “& on the Attachments tab. A Catalog and Attach Email:
Instructions window will appear:

Catalog and Attach Email: Instructions

In order to associate any email correspondence with this
document, include the information below in the subject line:

tacm
=5

= @
B E |training@SpitﬁreManagement.com
B E

B £

B =

N — S —
D E g il | ﬂG
LT iy

3. Click “& on the window. (You may be asked which email app
you want to use to complete the action. If so, select one.)

...and send the email to:

4. When the email opens, attach a file or photo to it as you would
attach any file to an email on your mobile device.
Important: Leave the To address and Subject line as is. This
information tells sfPMS where to attach the file.

5. Send the email. The email will get processed by sfPMS and the
attached file will appear on the document’s Attachment tab, as
well as in the Catalog.
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Folder Set-Up
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Watched Folder

You can set up a “watched” folder on your computer as another way to
add files to the Catalog. When you drag-and-drop or save files into your
watched folder, the Add Files window appears, enabling you to directly
add those files to sfPMS.

Note: a watched folder should be used exclusively for files that are to be
added to the Spitfire Catalog. When the contents of this folder are
uploaded into Spitfire, they are removed from your local hard drive. You
should not use this feature if you want to keep local copies of these files.
Also, your watched folder should not point to your desktop or “My
Documents”.

Before you can use a Watched Folder, you must designate its location
on your computer (see note above). You do this through the Dashboard
Configuration.

To set up your Watched Folder:

1. Click at the top of your sfPMS window.

2. Select Configure Local Options.

Check for Updates...
| Configure Local Options...

Create Desktop Shortcut
Setup this device..
About

The Dashboard Configuration box will appear.

3. Click the checkbox next to Watched Folder.

N e N e e N N N N

4. Click J to browse for the folder you want to designate as your
Watched Folder

Dashbeoard Configuration ﬁ
General l Layout ] Recent ] Logging ] oK
General Settings

Cancel

[v¥ Check for new inbox items every 480=- minutes

¥ Show Status Bar

(@)viztched Folder | @

[¥ Refresh dashboard when documents are saved
I¥ Reset this option after 90 days

I ™ Run Document \iewer in its own browser

5. Click ok
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Use of the
Watched Folder

Page 81

The Watched Folder serves as a “stepping stone” when you want to copy
certain types of files (such as emails or PDF files) into the Spitfire
Catalog.

To add files through the Watched Folder:

& Drop Here

File Edit View Favorites Tools  Help

OBack -Q l.@ pSearch H:‘ Folders v

Click =at the top of the sSfPMS window.
Select View then Watched Folder Window.

Open Windows » .

View 4 | Status Bar

Home Action Item Status

Logout Ctrl+F4 Change History 3
Exit Alt+Fa Watched Folder....

<
<

Advanced

A folder window will appear.

Drag-and-drop a file from any source (e.g., Microsoft Outlook, a
USB thumb driver, your desktop). The file will appear briefly in
the folder window, for example:

i Fle Edit Wiew Go Tools Actions Help

Padnew - | =4 23 X | i Reply @Reply to &l (- Farward | 'E-Ea Send/Receive ~

Type a question For help

i §R GoToMesting v | 5 Mest Now (5 Schedule Meeting !

File and Folder Tasks ¥

Other Places

I Sritfire

My Documents
| Shared Documnents
a My Computer

!d Iy Network Places

Address |23 C:\Spitfire\Drap Here
"

Details

Spitfire Web Site
Partner Login CRM
00050216.msg

Type: Outlook Item Date Modified: 10{24/2006 4:12 PM Size: 24,0 KB

| Look far: - Seatch In = Spitfi Find Mow Clear Options » X
Favorite Folders Spitﬁre P
i ~
[ Inbox (2) Arranged By: Date |0Idest ontop 4 A Spitfir ~
| Lveaoiiay (=4 Darothy McG 10/2{2006 | e Web @
i FOJ".FO.&‘OWL& arothy Mohowvern V _
II_\,I E RE: White Papers @ McGay
All Mail Folders
MciGovern, Dorothy 10/2 (2006 w
=R h == Spitfire Weh Site: Partner Login CRM:000, .,
(] Delet _ i McGovern, Dorothy 10/2/2006 .
5 % ?rl‘;’ft = Spitfire Web Site Follow up CRM:00050217
nbo:
3 Ek (=1 on behalf of Demo Employes 10/5/2006 w
CiFa , Task #0003: Review of material safety ..,
[dFa (=1 on behalf of Demo Employee 10/5/2006 + B
A Fo 3 GC123000, Drawings #1: Drawing Log b =
i | (- sFATC@SpitfireManagement. com  10/5/2... W
(4 58 2 GC123001, Correspondence #0001: .., @ =
4 My Computer 45 Ttems
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The Add Files tool will then appear with the name of your file

filled in, for example:
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vield| op|B| & - & - [
While no field in the General |C| File: | = Pre\fiewl = Summaryl

General tab is required, it
is useful to look up a
Project as well as to
browse for a Folder.

Source Document
Name: ISp'rlﬁre Web Site Partner Login|
Doc # I
Rewv # I
Batch # I

Type |
Mote I
Other I

|

Project

Ref. Date |11/11/2010
Source Contact I

Internal I

Folder I{roclt)

4. Fillin other fields under the General tab then click il

5. Click m on the Add Files tool and the folder window to close
each.
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