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This Focus Guide is designed for Spitfire Project Management
System users. This guide focuses on the Route Detail tab
found on documents and all its options and explains how to
route documents internally within Spitfire and also via emalil
(fax or hard copy).
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About Our Documentation

Guides

Focus on Routes

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

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

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

S

®

Help Browser
Make a selection:

4

Knowledge Base
KB About Home Dashboard
Tuterial for Home Dashboard

Icon Quick Reference
Overview Guide

Focus Guides

i * Document and Item Basics
Files and Catalog

Routing

-

Alerts and Compliance

Batch Processing

BFA Workbook

Budgets and Pericd 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

& Olane

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

The guide will appear as a PDF file.

Spitfire Project Management System V4.6
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Base

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

Andrew Carothers | | Help ' Home

| Help Browser x|
Make a selection: o

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

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

White papers (also known as technical white papers or TWP) are
documents that delve into some of the more technical aspects of SfPMS.
White Papers are accessed through the same Help menu:

Andrew Carothers | | Help Home

[Help Browser
Make a selection:

X

Knowledge Base
KB About Home Dashboard
* Tutorial for Home Dashboard

Icon Quick Reference

Overview Guide

Focus Guides

White Papers

ATC Scripts and Workflow

Bid Package - RFQ Processing

Change Order Management

Data and Equipment Projects

Designing User Roles

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

Rules and Rule Values

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

Spitfire Reports

Spitfire's App for Android

Spitfire's Import Utility Tool

Using Billing Codes for SOV

Viewing Changes through sfChest

Working with Production Units

47 = »
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Introduction to This Guide

Focus on Routes

Routing documents allows you to have your co-workers and managers
review them. It also allows you to delegate action items to co-workers,
subcontractors or other project contacts. You can assign due dates,
which can be tied into Alerts. There’s even a Build Route function that
will build a route on-the-fly for all Responsible Parties and/or Attendees
on the document.

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

This guide focuses on the document Route Detail tab and all its options
and explains how to route documents internally within Spitfire and also
via email (fax or hard copy).

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

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 V4.4
documentation appear with green text and sometimes an *

Spitfire Project Management System V4.6
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Route Detail Tab

Click on the
Route Detail
tab to see
routing info or
to add a routee.

Click = to
open the Route
Options menu in
order to add
routees or build
a route.

routee line to
open the
Routee Options
menu for that
routee; click

=y to preview
the routed
content.

-

Focus on Routes

Click = ona e
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Routing is added and accessed through the Route Detail tab that
appears on Spitfire documents.

[ = Pay Request- Nev
Pay Request 0004 for Electrical Work

DOCUMENT HEADER

Doc #|0004

PROJECT |GC-Dl}3

INV/REF #|

Morthern Lights Office Bldg

COMMITMENT 0001 Electrical Work

Able Electric (ABO1) 2 compliance issues MNet 30

v o
PROVED BY | I

/13/2014 ® pue [10/14/2014 B vorce B pprovED

N
Qﬂachments Route Detail

STATUS|In Process

-4

= Seq|To Status Ins|Rsp MNotes | Due
e
= IPe i w I :I
it nding 7
= S| 2 [rogec warmmen [Pending T | / /
Andrew Carothe: -
S| 3 ((rojort Recioart) [Pending  [~]| / /
— Elizabeth Keyser-Rubble I—_I
= 3 | Clerk (Project Assistant) Pending ~l |/ /
= m 4 g:rnj,:iag:ﬁj IPending w || 7
K M This STace [ conrrpenma PRIORITY IEdium v _/
EPJTEI%E
4 »
\- Instructions, Responses

and Notes in the Route
Detail grid allow for
communication among
routees.

e Routing is available on all Doc types.

e When you create a document of any type, by default, you are
automatically listed as the first routee for that document
(as Seq. 1).

Spitfire Project Management System V4.6
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The Route
Detail Grid

The Route Detail grid consists of the following information:

e Seq - the sequence number for the routee. (See also the
section on Sequential vs. Parallel Routing on page 10.)

e To —the name and role (if available) of the routee. The To
routee can be an individual or a company.

e Status — the route status. This status should not be confused
with the document status. When adding a routee, you can
change the Status by selecting another option from the drop-
down menu. (See also the section on Route Status on the next

page.)
Attachments Route Detail
= Seq|To Status
= it IPending v
—_ Jack McSwag =
- m 2 {Project Manager) e
Andrews Carothers
=0 * |(Project Assistant) atlnn
L B i?a.t.'e.ﬂ.l Keyser- Pending Any

e Ins —an instructional or other type of note to be read by the

routee. You can click # to open the text editor to add the note,
or to read an existing note.

Attachments Route Detail
= Seq|To Status Ins
= [Pending [v]
- :E-:., m 2 Jack McSwag =

(Project Manager)

e Rsp — both a Response from a drop-down and a response note.

You can select an option from the drop-down and click /to
open the text editor.

Rsp
[
Approved
Rejected

¢ Notes — another possible note. You can click /o open the text
editor to add the note, or to read an existing note

e Due - the date by which the routee should take action on the
document, sending it to the next routee. (See “taking action on
your documents” on page 32.) Also, when the document was
viewed.

Focus on Routes Spitfire Project Management System V4.6



Route Status

Documents do not “stop
and wait” in the Inboxes
of routees with a status of
CC'd. The document is
also routed to the next
person on the Seq
without a CC'd status.

Sequential vs.
Parallel Routing

Focus on Routes
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The Route Detail includes the status of the route for each routee. When
adding routees, possible statuses are

CC'd: the document is a courtesy copy only; no action is
required from this person. Once the courtesy copy is opened,

the CC acknowledged icon e appears. When the routee clicks

"—5, the status changes to CC’d: Ack and the document leaves
the person’s Inbox (see page 36).

Destination: Routee is the final recipient. The document cannot
be routed after arriving at its destination.

Note: Routes do not require a destination routee and, in fact, the
status of Destination makes the routing more inflexible. For
example, if you mark a routee as “Destination” and someone
else wants to add routees to the end of your route, the added
routees would be inserted before the Destination routee, not
after as may have been expected.

Pending: the document is pending action from this routee. The
document appears in this person’s Inbox until he or she takes
action by changing the status to one of the following:

0 Responded: send the document to the next routee’s
Inbox.

0 Held: hold the document in this routee’s Inbox. This
status allows others to see that the document is being
intentionally held and will eventually be accepted.

0 Restarted: return the document to the originator’s Inbox
(i.e., to the person who created the document). The
originator can then resend the document on its route.

0 Sent Back: return the document to the previous routee’s
Inbox. This routee can then resend the document
forward to the next routee.

Pending Any: the document is pending action (as described
above) from this routee or another routee with the Pending Any
status (see the next section on the next page for an example of
the use of Pending Any).

You can choose to route your documents with any combination of

Sequential Routing: Routed to routee A and then to routee B,
and then routee C, etc. or

Parallel Routing: Routed to all routees at the same time. What
happens when these routees take action on the document
depends on whether they have a Pending or Pending Any status
(explained on the next page).

Documents are routed to the Inbox of each routee.

Spitfire Project Management System V4.6



Example of Sequential Routing:
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?
When person Attachments Route Detail §
#1 accepts the ;
route, the To Status »
document will . 2
i Chris D =
go to person = e e ) Jrwis =1 3
#2 and so on. i
=S | = G e 13
o oo |[penging (V13
’VWWWWO
Inbox of »| Inbox of Inbox of
Document —p - > >
Chris Elizabeth Andrew
Pending vs.
Pending Any
Example of Parallel Routing with Pending:
b
= Seq |To Status B> -
o chrie Demo i Chris Demo
= 15 1 (Superintendsnt) IFendlng b ;L
= B |2\ omsamam [pendins %] P
— Jay Ad - -
== 2 (sr‘:ajecta!;n:ﬁ] [Pending — [v] Andrew Jay Adams William
= w Willlir:Em Flint o (Projec i) |—_[pending = Carothers + i + Elint I
=W | %1%9\ [Pending  T¥] = | |
This document will be simultaneously routed to the Inbox of
these three people. Because they all have a status of
Pending, all three need to accept the route before the John Peoples
document goes to Seq. 3.
Example of Parallel Routing with Pending Any:
= Seq (To Status
) Chris Demo
=i |+ [T, feros 1] o
= O D\t frendins 21\ 7
_ Jay Ad - o
=mm| 2 (Projec o) [Pending Any[v] Andrew Jay Adams William
= I U';u;illiam Fnt oo ) C[arothers - Flint 3L
[
= m 3 Enf;m IFending e

(John Peoples)

This document will be simultaneously routed to the

Inbox of these three people. Because they all have a
status of Pending Any, any one of the three needs to
accept the route before the document goes to Seq. 3

Focus on Routes

John Peoples

Note: in the above example, if Jay had a status of Pending (instead of
Pending Any), the document would be routed to John Peoples only when
Jay and either Andrew or William have accepted their routes.

Spitfire Project Management System V4.6
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Individual Document Routes

Route Creation

Routes are automatically created when you first create a document.

Fill in the information for this document then click H to save it.
The document will appear in your Inbox.

i Inspections 0002
Information about DOCUMENT HEADER =
documents can be found
in the Focus on Doc# (0002 SOURCE#
Document and Item PROJECT|GC-003 Northern Lights Office Bldg
Basics guide. DESCRIPTION |Inspections 0002
STATusl v
DATE|10/14/2014 B pue [10/15/2014
| Notes al
NOTES £
o Added By Remark
Attachments Route Detail
= Seq |To Status Ins |Rsp MNotes | Due
: [Pending] ¥] | [v]
= iﬂ‘. Pending| Y.
W1 THIs SkGE [ conrFrpenaL PriorITy |Medium v
|
\ \ SoiTRIREl ™
4 »

L

Confidential and Priority are routing
options that apply to the document,
not each routee (see page 30).

You are automatically the first routee when you create a
document. The status is set to Pending by default. If
predefined routes have been set up, then two or more
routees may automatically appear. (For more information
about predefined routes, see the Focus on the Manage
Dashboard guide.)

Focus on Routes Spitfire Project Management System V4.6
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Once saved, the document appears in
regular text in your Inbox on your Home

Each document has its

Dashboard. (See page 31.) own level of priority.
Documents that have been routed to
"Home " Catalog™ you also appear here. They are in bold |3 R —
until you open them. =
Description roject| Due Status Company Priority
Adjustments from| Paving and Asphalt 0002 Budget GC-005 In Process Spitfire Construction ."
Adjustments fronj Electrical Work 0003 Budget GC-005 In Process Spitfire Construction "
Adjustments from 32 Ton Chiller/Evaporator |0001 Budget GC-005 In Process Spitfire Construction i
:: FO conduit connection details 12345 Submittal GC-003 [10/12/201445|0pen Able Electric T
Forecast 0001 0001 Forecast GC-003 [10/12/20144|In Process Spitfire Construction :
. Pay Request 0001 for Paving and Asphalt o001 Pay Request GC-003 |10/13/2014 |Pending Coho Asphalt and Concrete m
. 16000 Electrical Bids 0001 Bid Package GC-500 |10/13/20144|In Process Spitfire Construction :_
Submittal 0001 0001 Submittal GC-202 (10/13/201445|0pen Ferguson Enterprises :
Invitation to Bid 0001 0001 Invitation to Bid |[GC-500 (10/13/20144(In Process Spitfire Construction :
s IF;‘I 8 Scanned Invoices 0001 AP Scans 10/14/2014 |Open Spitfire Construction ;
7 Pay Application: Le Restaurant de la Lune 0001 Pay Application GC-010 (10/14/20145|In Process Adventure Works ;
il Inspections 0002 ooo2 Inspections GC-003 yimles agog|Open Spitfire Construction i
=gl re (TS Le S ONNT o ALl rio et ™~

The Due date is the route due date. If none, it is the
document due date. Red means it is past; brown
means it is today; black means it is in the future. Bold
means it is the past (determined by time if today).

Routees

Focus on Routes

You can add routees manually and you can add routees through the
Build Route option.

To add
1.

a routee to your route manually:

After creating or opening a document, click on the Route Detail
tab.

Click = to open the Route Options menu and select | & Add a
Routee:

Attachments Route Detail
@ | Seq |Tn Stat)
o

£8  Build Route
@ Reset Route
B Append Route

A new row will appear in edit mode:

(optional) At the Seq field, change the number if it is not what
you want it to be.

In the To field, either type a name until autocomplete gives
you choices, then select one or click # to look up the routee.
(optional) At the Status drop-down, select the status for this
routee. At this point your status choices are CC'd, Destination,
Pending, and Pending Any (described on page 10). Most

commonly, you will leave the status as Pending, which is the
default.

Spitfire Project Management System V4.6



Seq numbers need not
be consecutive. For
example, you can add
routees with Seq
numbers of 2, 3 and 6. If
there is no Seq # 4 or 5,
Spitfire will jump from
Seq #3 to Seq # 6.

Build Route

If you do not have
permission to use Build
Route, Reset Route
and/or Append Route,
these options will appear
grayed out or not appear
atall.

Focus on Routes

Page 14

6. (optional) At the Ins column, enter a short note or click /1o
open the text editor. This is where you can add instruction or
other specific notes for the routee.

7. (optional) At the Notes column, click /o open the text editor.
This is where you can add other specific notes for the routee.

8. (optional) At the Due field, either enter a date in the format

mm/dd/yy (e.g. 9/7/16) or click E":‘—"’ to select a date from the
calendar. The Due field indicates the date by which the routee
should act on the document; however, this date is not required.

9. Click + to accept the information for this routee (or X to cancel
changes).
Note: You can create more routees in this same manner. To
make any of your routees parallel (so that they get the document
at the same time) instead of sequential, change their Seq
number to be the same, for example:

>
>
Attachments Route Detail ;
b
= Seq |To Status
Chris Demo -
=M t {Superintendent) F'en:llrg ﬂ
— Aaron Grant I—V
- m 2 Grant & Dickenson (Consultant) F'en:llr‘g J
v X [ 2 IAIan Steiner l" ccd ﬂ
R O o N N N N N NN

10. When you have finished adding routees, click H to save your
routing information.

The Build Route option can help you build your route. It provides an
easy way to add several routees at a time, especially if they are
Attendees (on a Meeting Minutes document, for example), Addressees,
Primary Contact, or Responsible Parties. It also allows you to indicate
that you want the document routed back to you. For example:

Spitfire Project Management System V4.6



-
=| Meeting Minutes- New Elﬂlg
eeting Minutes 0018
DOCUMENT HEADER =Er A
DoC# ID'D18
1
| PROJECT|GC-003 Northern Lights Office Bldg |
SuBJECT [Meeting Minutes 0018
STATuslAgenda.
DATE|1D£14J2014 SCHEDULED |10/14/2014 00:00
‘ Details Notes | Attendees ‘ Items =
I -\0 _+1¢ ttendee resent Regular Note
F m ron Grant v 7 f
; my Rusko W /! f
/i Elizabeth Keyser-Rubble W] /!
F m ndrew Carothers ¥ /7
Complete
‘ Attachments Route Detail | |
(é) |Seq |Tn |Stah|s Ins |Rsp MNotes |Due
o Add A Routee II
| o L V]
Build Route | Build Route

Reset Route
Append Route

Page 15
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N

ROUTE TO [ attendees - 4

O

[] selected Recipient(s)... [&
M Round trip back to you

ROLE|

NEW STATUSI Pending .

IN SEQUENCEIZ .

£
[lInsert Before
[CJwith Transmittal

WITH INSTRUCTIONS

-

WITH DUE DATE|10/15/2014

m Attachments Route Detail

Seq|To

il

Aaron Grant

Grant & Dickenson
(Consulant)

Amy Rusko

Andrew Carothers
(Project Assistant)
Elizabeth Keyser-Rubble
Clark {Project Assistant)
Chris Damo
[Superintendent}

fif| =
= =
= | =
= fi| 2
=i =

Status
[Pending | ]
I Pending :
I Pending :
I Pending :
I Pending :
Pending

N

N W WA N A N A N R T

Spitfire Project Management System V4.6



The Attendees option on
a Commitment document
is used for Lien holders.

You can use the Build
Route option any number
of times when building
your route. By using the
option more than once
you can assign different
Sequences and Status to
different sets of routees.

Focus on Routes
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To use the Build Route option:

1.

Click = to open the Route Options menu and select &P Build
Route. A Build Route dialog box will appear. Exactly which
checkboxes will appear depends on the Doc type and the
contents of the document. Depending on the Doc type,

checkboxes for Addressees, Primary Contact, Attendees and
Responsible Parties will be included. In all cases checkboxes for
a lookup field, a Selected Recipients icon and the “round trip”
option will appear.

Build Route x

ROUTET0 [Jresponsible Parties
O | £
L] selected Recipient(s)... |4
CJRound trip back to you

ROLE| £

NEw STaTus|Pending v [ 1nsert Before

IN SEQUENCE|5  |v| [Jwith Transmittal

WITH INSTRUCTIONS

WITH DUE DATE|12/12/2015 il
0K |

Cancel j

S PITEIRE

2. Check (click on) the Route To checkboxes to indicate whom you
want to include in your route.

Filters help you
find routees.

o Click # to look up a specific routee.

o Click * to open the multi-select window and select
several routees:
Lookup Dialog x

Active Contacts —

i/ ALL FILTERS

USER NAME
TITLE
EMAIL
COMPANY
ADDRESS
crry

STATE

pa)

ON TEAM
PRIMARY
SOURCE v

Done

<]

]

Click individual
checkboxes or
click E to
select all listed
contacts.

coMMoN ID |

I\

Y —

[] |A. Datum Corporation

Source

External ID 23

co10

[ |Aaron Grant

[T] |Able Electric

Done

o Click to return to the Build Route window.

Spitfire Project Management System V4.6
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3. Click Round trip back to you to add yourself to the end of the
routing list (see the section on the next page).

4. (optional) Click 410 look up a Role if you want to limit the
routees indicated in the Route To selections to just those with
the selected role.

5. (optional) Use the drop-down to select a New Status for your
routees if you don’t want the default of “Pending”. These routees
will all have the selected status.

6. (optional) If you already have routees in your route, you can use
the drop-down to select the In Sequence placement for your
routees. All new routees will have the same Seq number
(although you will be able to manually change any individual Seq
number once you are back on the Route Detail tab).

7. (optional) If you want to add routees before other routees, click
the Insert Before checkbox. The new routees will be inserted
before the routees currently in the Seq indicated in the In
Sequence field. For example:

?
Attachments Route Detail 3
?
= Seq [To Build Route H3
_ . [Chris Demo ROUTE TO [ attendees - 4
=1 (Superintendent)
B4 |Andrew Carothers F 4
— m g |Margie and Sans 1 o
= Margie and Sons | [ selected Recipient(s)... [4
= @ ol CJRound trip back to you
ROLE| 2
NEW STATUSIPET‘IdinQ v WlInsert Before
In SEQUENCE[3 V] [Jwith Transmittal
WITH INSTRUCTIONS ]
Attachments Route Detail
WITH DUE DATE[10/15/2014
0K | Cancel | = Sea |To
— 1 Chris Demao
= (Superintendant)
Margi d Sol
=MW | 2 |vegeondsom
_ m 3 Andrew Carothers
- {Project Assistant)
= m @ Amy Ruska

Focus on Routes

NP N N W N

8. (optional) Click With transmittal if you want to send a transmittal
cover sheet to these routees.

9. (optional) Type in the With Instructions field if you want to add
a note in the routee’s Ins field.

10. Verify the default Due Date. If it is inappropriate, enter a new
Due Date or clear the With Due Date field.

11. Click L You can now review the route in case you

want to change any individual routee’s information.

12. Click H to save the route and the document.
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The “round trip” choice is meant for times when you want to route a
document to one or more people and then have it come back to you. For
this reason, the default round trip sequence number is determined by the
rest of the route. If you choose only Round trip back to you in the Build
Route option, you will be given a Seq number two higher than the last

Seq in the route, for example:

2
Attachments Route Detail 3
2
3
= Seq (To Status >
: ?
= iU | Pending Attachments Route Detail 3
?
S
= Seq (To Status >
?
= ;f.' IPending v ;
_ 2
) 2
Chris Demo .
= ® (Superintendant) pending [v] g
3
Attachments Route Detail 3
>
3
= Seq (To Status >
>
= if_ IPending LI g
by
[— Alan Stei _ >
==m @ - &Ei.::re{rmﬂﬁ Attachments Route Detail >
>
3
= Seq |To Status >
2
IPending v ;
2
Alan Steiner " b
Alan Steiner {Architect) Pending LI g
Fstlr;:npemoenﬂ Pending ﬂ g

If, however, you choose other routees through the Build Route option, by
default you will be given a Seq number one higher than the other Build
Route routees. For example, if you include several routees, the route

might look like this:

Build Route
ROUTE TO

O

¥ 2 selected Recipients... %

¥ Round trip back to you

>

ttachments Route Detail 3

2

>

Seq |To Status g

i

IPending v g

?

Aaron Grant - 2

= 2 Grant & Dickenson (Consultant) Panding [v] ;

— Alan Steiner - 5

- 2 || Alan Steiner (Architect) Pending [v] g
Chris Dema -

— m 3 (Superintendent) pending L] ;
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If you choose the Build Route option after you have taken action on the
document (i.e., after you have Responded and routed the document to
the next routee), the round trip choice will not be available for you, but
rather for the next routee who has the document. For example:

Attachments Route Detail

Seq (To

Chris Demo
{Superintendent)

[

Status

I Responded | ¥ | }
o

N N

Dl

I Pending LI

Editing Routee
Rows

Reordering Rows

If you have more than
one page of routees and
want to drag and drop to
reorder, first click the
number for page 2, then
click the icon that
appears [ 2 D].

Focus on Routes

Build Route
ROUTE TO

O | 4
L1 selected Recipient(s)... [4
[v¥iRound trip back to Andrew Carothers

Attachments Route Detail

Seq |To Status

Chris Demo l—
! (Superintendent) Responded | v |
IPending ﬂ
(. ) Andrew Carothers -
= (Project Assistant) Pending v

e N N N R NN

Sometimes the names of the people on the Route Detail tab are not in
the order you want them to be. You can reorder the rows through drag-
and-drop and by changing the Seq number. sfPMS uses logic to
renumber the rows when you use drag-and-drop but you might need to
change the Seq manually if the number is not right.

To use drag-and-drop to reorder a row:

1. Mouse over the first column of the row you want to move until

the curser changes to @

2. Left-click your mouse and hold it while you drag the column to
where you want.

>
Attachments Route Detail ?,
2
2
= Seq |To Status [
- L

_ Chris Demo I—
= (Superintendent) Responded ﬂ :
o
Ipending ﬂ :
2
_ Elizabeth Keyser-Rubble I— >
= T 5 Gerk (project hosiwary)  |Pending (V] / )8
Andrew Carofl " 2
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3. Release the mouse when the row is where you want it. If it
seems logical to do so, sfPMS will change the sequence
number. (If the number is not correct, you can change it as
described in the next set of instructions.)

4. Click H to save the document and keep the new sequence.
Note: you will not be able to make other kinds of changes to the
document until you save.

Editing Routee
Rows

You can change the Status, Ins, Rsp and Note for a routee row directly
in grid view. The following instructions are needed for changing the Seq
If you have proper number and/or Due date.
permission, you can also Note: You cannot change the Seq number of a routee who has the
add to and edit routees in document already in his or her Inbox.

documents that you did
not create. For more
information, see the
technical white paper
Designing User Roles.

To edit a routee row:

1. Atthe row, click = to open the Routee Options menu and select
/ Edit Row.

Attachments Route Detail

Seq (To

Chris Demo
[Superintendent)

i

— 2 Andrew Carothers
=1 [Project Assistant)

. Elizabeth Keyser-Rubble
= = m 2 Clerk (Project Assistant)

@ m 4 Andrew Carothers
[Project Assistant)
/7

e g N M N R N NN

The row will appear in edit mode.

2. Make changes to the Seq, To, Status, Ins, Notes and/or Due
fields.

3. Click ¥ to accept these changes.

4. Click EI at the document header to save the document.

Focus on Routes Spitfire Project Management System V4.6
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Routee Options

Transmittal

For more information
about creating the
transmittal template, see
the Focus on Bookmark

Templates guide.

You can print the
transmittal cover sheet as
you would any Microsoft
Word file. In addition, the
transmittal cover sheet
will be included as a PDF
in routed content. See

page 45.

Focus on Routes
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There are additional options that you can add or change for each routee.

These options are available on the drop-down menu for each routee:

Attachments Route Detail

= Seq To
1 Chris Demo
{Superintendent)
Andrew Carother
@if 2 |(project Assistant)
/ Edit Row
E Transmittal
X Collaborator
¥ subscribed to Alerts
X E-mail "From"
2] Route Via —— | The drop-down menu indicates who
+ A by Chr / added the current routee, when the
| document was routed to the routee,
> .
O ve ot n A A and when the document was first
o= | viewed by the current routee.
“» Mark as unread

Transmittal is “off” by default. If you want the user to get a transmittal
cover sheet for the document and if you want to include the routing of the
document on a transmittal log, you need to switch transmittal to “on.”

Note: Cover sheets are created through a transmittal template.

e Click & Transmittal on the Options menu for the routee you

desire. The [ icon will then appear on that row to indicate that
the user can open a transmittal cover sheet for the document
and that the routing of the document to this routee will be
included in a transmittal log.

To open the transmittal cover sheet:

1. 1f1E appears on your routee row, you can click it to open the
transmittal cover sheet for the document:

=0

Microsoft Word will open with a copy of the transmittal cover
sheet, for example:
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Focus on Routes

£ =
- Home  Insert  Pagelayout  References  Mailings  Review  View  Developer  Acrobat  Design  Layout @

CoAl S ——— R S —— =

| Letter of Transmittal

. Spitfire Construction TRANSMITTAL No.:  D27.0001

GENERAL CONTRAGTORS DATE: 173072009
123 Acme Blvd PROJECT No.:[GC003
= Acmeville, PA PROJECT: orthern Lights Office Bldg
PHONE (914) 273-0809 _FAX (914) 2734208 ATTN: Cory Jamed
To: RE: [32 Ton Chiller/Evaporatof

- [Broseware Corporatiol

. [5000 Castleton Road T

. [Redmond WA [B8033

B We are sending you a Bid Form plus any applicable files

" REMARKS:

IF ENCLOSURES ARE NOT AS NOTED, PLEASE NOTIFY US AT ONCE.
Signed: {Chris Demd)
. Please send email replies to: [demo@spitfireconstruction con]
- +
o
3
i

F m
Page:10f1 | Words:80 | <%  English (United States) | 2]

Note: If your organization has multiple transmittal cover sheet
templates, a dialog box will open so that you can choose which
transmittal cover sheet to use on this transmittal before Microsoft
Word opens.

2. (optional) In Microsoft Word, edit your cover sheet if necessary.
Information from your document will already be included.
Remember to save your changes.

3. Close your transmittal cover sheet in Microsoft Word.

Transmittal Log Report
Only users with the proper permission level can access reports.

To access the Transmittal Log Report:

1. Select Report Browser from the Site Options menu:
G 51 I [

Create Project

Create Document... =

o/

Recent Documents f

R

My Contact Detail

My Settings

Open User Dashboard...
Diagnostic Tools

Q| plioks

Help
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2. (If necessary) Click P General.

Report Browser ®
Make a selection:

» Admin
» Executive
» General
SAITFIRE
3. Click Transmittal Log. The report will open, for example:
>g Spitfire Transmittal Log = 3B ®
Spitfire-SoniTraining/General/Transmittal Log__________________________________og

REPORT PARAMETERS

Use the filters to

Transmittal Log

limit vour report \QROJECT ] Doc Ty [fall Doc Types) v
y. p n SENT/UNSENT [Sent |+~
then click Run
RoOUTEE [(all contacts) [v] SENT Cl[10M42014  ==[1014/2014
\ Report. CREATED Cftor4/2014  =+[1014/2014 Run Report

sfTraining Report

Transmittal Log

Use the icons to
print, save or email
the report (as a
PDF).

G003 {Northern Lights Office Bldg)

Sent created No. To-Cantast To-Company DocType DocNo  Description
107112014 30508 57/2005 3:03:49 Nerthe Lights Northem Lights Cerificates and Approval 1003 Liabiity Insurance Cenificate to
AM AM Qwner

to Owner
Andrew Carothers Spitfre Construction Comespondsnce 0004 Comespondance 0004

T

4
101172004 80934 57/2005 90809 5 Northem Lights Northem Lights Certficates and Approval 1004 Warker's Comp Insurance Centficate
A A

7

101472004 21524 101412014 3:10:47
PM PM

4. Click X to close the report.

Collaborator

Collaborator is “off” by default (except for the document’s originator),
indicated by the X icon.

e Click X Collaborator if you want a routee with read-only
permission to be able to edit this particular document. The icon
will change to v

Collaborators can edit the / Edit Row / Edit Row

document, add and edit X v

Items and add files

through the Add Files e Click  Collaborator to revoke permission to edit for the routee.
tool, but cannot attach The icon will change to X.

files from the Catalog.

Note: Routees who normally have read-only access to documents, and
who are NOT made Collaborators may nevertheless include remarks in
the Route Detail's Rsp and Notes text boxes and the remarks field in
Item Detail view (assuming they can view ltems).
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Subscribed to
Alerts

More information on
Alerts and Alert
Subscriptions can be
found in the Focus on
Alerts and Compliance
guide.

E-Mail “From”

Focus on Routes
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Details Notes Attendees Items

Item Description Status

Even if the ltem fields cannot be changed (because the user
has read-only access), a remark can be added by this user.

A
i IOpen ¥
{ =l Remarks = | -
REMARKS H=
o ’Added By Remark
EhiTFIRE

Subscribed to Alerts is “off” by default (except for the document’s
originator), indicated by the * icon.

e Click X Subscribed to Alerts if you want this routee to receive
an alert about this document. The icon will change to +".
Note: Alert Subscriptions are a better way to manage Alerts.

/ Edit Row /' Edit Row

%= Transmittal E Transmittal
X collaborator X Collaborator
X v

e Click  Subscribed to Alerts to unsubscribe this routee. The
icon will change to .

E-Mail “From” defaults to the creator of the document, indicated by the X
icon on all other routee rows. The E-Mail From option indicates who
reply e-mails should be sent to. This option makes sense only if there
are via email routees (see page 39) for the document and your site has
been set up for inbound e-mail processing.

e Click X E-Mail “From” if you want this routee to receive the
reply email sent by a via email routee. A confirmation box will
appear, for example:

Message from webpage I&

.

f 1 Replies are currently directed to Chris Demo; Click OK to use Andrew
"' Carothers instead.

OK ] l Cancel
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Send / Resend
Document

Route Via

Mark as Unread

Create/Edit
Workflow

Focus on Routes
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When you click , the X icon will change to +'.

/ Edit Row /' Edit Row

# Transmittal E Transmittal

X collaborator X cCollaborator

X Subscribed to Alerts X Subscribed to Alerts
X v

e Click  E-mail “From” to revert back to the default. The icon
will change to X.

See page 49.

See page 41.

A document that has been opened from the Inbox (and therefore
considered “read” by the Inbox) can be marked as “unread” again so that
it will return to boldface on the Inbox. Normally, once you open a
document from your Inbox, it will appear in regular text.

o Click ™ Mark as unread if you want the document (which is in
your Inbox) to appear in boldface text once you save it.

Edit Row

Transmittal

Collaborator

Subscribed to Alerts

E-mail "From"

Route Via

Added by Chris Demo

Viewed Wed, Oct 15 2014 09:22

A @ T3 X X~

Users with proper permission can create workflow scripts using ATC
commands. For more information, see ATC Scripts and Automatic
Workflow in the Spitfire Client Services site.

Note: the Create Workflow option appears only for the routee named
“Spitfire”.

Edit Row
Transmittal
Collaborator
Subscribed to Alerts
E-mail "From"
Route Via

Added by Chris Demo

Edit Row
Transmittal
Collaborator
Subscribed to Alerts
E-mail "From"
Route Via

Added by Chris Demo

Viewed (never) Viewed (never)

5O F 10X X XHEIN

O X X X E~
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Initial Route

For more information
about predefined routes,
see the Routes chapter
in the Focus on the
Manage Dashboard
guide.

TIP

For information about the
PAGE | Manager
Dashboard and PART |
Route List role
capabilities, see the
technical white paper
Designing User Roles.
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Users with proper permission can create predefined routes based on
Doc types and other conditions. If you create a document that has no
applicable predefined route, the route that first appears under the Route
Detail tab lists only you. (By default, sSfPMS routes every document to
the document originator. This allows you, as the document originator, to
add the routees you want, finalize the document before you send it on its
way to these routees, or just archive it in the system.) An initial route
would look like this:

DOCUMENT HEADER =Hra

Changes Saved

Doc# 0003

PROJECT|GC-003
DESCRIPTION|Drawings 0003

Maorthern Lights Office Bldg

RESPONSIBLE | 4

Tvee| v
staTUSIn Process| V] o
DaTE[1015/2014

Notes A

NOTE "

Attachments Route Detail

= Seq |To Status Ins |Rsp Notes |Due
= ;[_ Ipending [v | If Lv] )
M This Stace ] conFrpenTas PRIORITY IMedium ﬂ
Powpred
§P!TFI%E
4 »

On the other hand, if an applicable predefined route exists for the Doc
type, when you save the document, the Route Detail will list you as Seq
1, followed by the routees from the predefined route. (When a new
document is first saved, sfPMS analyzes all the predefined routes that
might apply to your new document. The route with the most complex set
of conditions is evaluated first, and then the next and next until sSfPMS
finds a match.) For example, your initial route might look like the
following:
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I =] Punchlist- New = [ S|
PunchList 0006 -
| DOCUMENT HEADER =HrA |
Doc 0006
I prokcr[GC-003 Northern Lights Office Bldg

DESCRIPTION [PunchList 0006

STATUSI . (]
DATE|104"15|"2014 DUE |104"161"2014

U Items | A

Item Description Status

1]
5J

I E m [Project Seaff) Panding Vs rd I
= 3 ](padf “EMS:':;H} IPending vl / /
= 3 g;::::e: ples ) IPending >l / /
William: Flint
=] 3 Spiﬂ_ire c;:%mniun IPending : rd rd
= 4 “"d: rev C"*_m“;;ﬁ [Fending  [~]| / /
\= m 4 (Csl':lr:?emu ) | Pending r ra j
12
M THis STace [ conFroenTIaL PRIORITY IMedium . |
L ﬂ
4 »
e -
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Route Options
for Predefined
Routes

Replace a Default
Route

Predefined routes are
defined and named on
the Manage Dashboard
(see the Focus on the
Manage Dashboard
guide). To use the Reset
and Append Route
options, you must know
the names of the
predefined routes you
want.

Reset a Route to
the Default

Focus on Routes
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If your company has multiple predefined routes for a specific Doc type
and you don’t want the one that sfPMS has chosen as your initial route,
you can select another route to apply to your document.

Prerequisites:

e There must be available multiple predefined routes that apply to

your Doc type.

e The document must still be in the Inbox of the person who
created it. Once the document has started on its route, the route

cannot be reset.

To replace the default predefined route:

1. Click =to open the Route Options menu, then select @ Reset

Route:
3
Attachments Route Detail g
>
>
= |Seq|To |status ;
& Add A Routee 3
IPending v | B
28 Build Route 3
Pending LI;
& Append Route E—
The following dialog box will appear:
Routing Rule x
O Reset route to default
® Replace current route with ... | 2 *
QK | Cancel |
S piTEIRE

. _ 0]
2. Click #= to select the route you want, then click ;

Since all conditions for a route might not be in place when a new
document is first saved, you can have Spitfire reselect the appropriate
route after adding information to the document. You do this by resetting

the route to the default.
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Append Route

It is possible to have
routes available for your
selection that are never
automatically used by
sfPMS. For example,
you may set up several
predefined routes for a
particular Doc type so
that a Project Manager
can append the route
appropriately, but you
might not want sfPMS to
ever apply one of those
routes to the Doc type
automatically. See the
Focus on the Manage
Dashboard guide for
more information.
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To reset the route to the default:

e On the dialog box that appears when you select Reset Route,
make sure that Reset route to default is selected then click

ok,

Routing Rule ]
® Reset route to default
O Replace current route with ...

oK | Cancel |

Powared
CFiTFIRE

Note: the DocTypeConfig | AutoReroute rule can indicate that
a document should automatically attempt to resolve a default
route each time it is saved, until an appropriate predefined route
is found. For more information see your System Administrator or
KBA-01154.

If you want a second predefined route appended to your initial route, you
can choose to Append Route. This option is also available any time
after the document has started on its route (i.e., left your Inbox). It
comes in handy particularly when conditions of the document have
changed and predefined routes that didn’t apply before, apply now. This
option is also useful when, after a document has been routed for
approval, you want to send the final copy to a group of people. You can
Append Route whenever predefined routes exist for that Doc type. The
appended route will be added to the end of the route list.

Note: If your last routee has a status of Destination, the appended route
will be inserted directly before your last routee.

To append the route:

1. Click =to open the Route Options menu, then select B
Append Route:

b

Attachments Route Detail %
>

>

= |5eq |To |Statu5 ;
dd A Routee - 2

o A Pending il >

>

& Build Route m
@ Reset Route g
* Pending ﬂg

If there is one predefined routes for your Doc type, the following
dialog box will appear.

Routing Rule x
® Append default route
QK | Cancel |
SriTERE
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Additional
Document
Routing
Options

Confidential

Priority

Information about
Notifications can be
found in the Focus on
Contacts guide.

Focus on Routes

Otherwise, the following dialog box will appear:

Page 30

Routing Rule

® Append current route with ... [

o |

Cancel |

FPowsred
EPJ TF fﬁE

2. Click #- to select the route you want to append to your Route

Detail then click Ol

There are two checkbox options at the bottom of each document (below
the Route Detail information) that affect routing. These options apply to

the document and not to individual routees. If desired, choose these

options before you close the document.

Attachments Route Detail
= Seq|To Status Ins |Rsp Notes | Due
= i IPending B3 I 2
7/

= :‘jm 2 i:vﬁda;::ﬁ) Pending ﬂ Vi Vi

Chris D "
=@ |2 |ZElme, [P |/ | |/
Wl THis Stace [ conFroenTiaL PriorrTy |Medium V)

If you click the Confidential checkbox on a document, you

document confidential to those on the Route Detail tab (the route list).

This means the following:
¢ No one else can add routees to the document,

e Only the listed routees can open the document.

e Attached files on the document will be confidential also, meaning

only listed routees can view them.

The Confidential option overrides any blanket permissions,
access to the document.

A Priority level is given to all documents. This priority level appears in
the user’s Inbox (on the Home Dashboard). It is also the priority used to
evaluate if Notifications are emailed to users. Low priority is the default.
You can change the priority for this document by selecting your choice

from the drop-down list:

make the

restricting

Key: .
# = Urgent, L = High, Bl = Medium, & = Low, ™ =Fy
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Documents in Your Inbox

Whether you create a document, or a document has been routed to you
by the person who created the document, by the person before you on
the routing sequence, or through a predefined route for the Doc type, the

Clickﬁ end result is the same: the document appears in your Inbox on your
to open a Home Dashboard:
document.

"= spitfire Dashboz

A/fjustments from Paving and Asphalt
justments from Electrical Weork
Adjustments from 32 Ton Chiller/Evaporator
Fl. FO conduit connection details
Forecast 0001
Pay Request 0001 for Paving and Asphalt
[, 16000 Electrical Bids
Submittal 0001

Invitation to Bid 0001

e B R R R

[ 8 Scanned Invoices

DocNo (Type Project | Due C pany Priority
0002 |Budget GC-005 In Process |Spitfire Construction ;
0003 |Budget GC-005 In Process |Spitfire Construction ;
0001 |Budget GC-005 In Process |Spitfire Construction ;
12345 |Submittal GC-003 |10/13/2014, |Open Able Electric :_'
0001 |Forecast GC-003 |10/13/2014, |In Process |Spitfire Construction :
0001 |Pay Request GC-003 |10/14/2014 |Pending Coho Asphalt and Concrete :_‘
0001 |Bid Package GC-500 |10/14/2014, |In Process |Spitfire Construction ;
0001 |Submittal GC-202 |10/14/2014, (Open Ferguson Enterprises :
0001 |Invitation to Bid |GC-500 |10/14/20144 |In Process |Spitfire Construction :
0001 |AP Scans 10/15/2014 |Open Spitfire Construction ;
12345678

Columns

You can sort the columns
in the Inbox and use
filters to find particular
documents. See the
“Column Options” section
in the Overview Guide for
more information.

Focus on Routes

Description — the name of the document. Documents that you
have not yet opened (read) appear in boldface; those that you
have opened appear in regular text. You can make a regular
text description appear in boldface again through the Mark as
unread routee option (see page 25).

Note: the colors of the “open document” icon indicate the
following:

o E - the document is closed or has no due date.
o ' - the document is overdue.

o | -the document is due this week (through the next
Sunday).

o] ! - the document is open and due in the future.
DocNo - the document number of the document.
Type — the Doc type of the document.

Project — the project ID of the project to which the document
belongs.
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For more information on
document status of
different Doc types, see
the Focus on Doc Types
and Project Workflow
guide.

Actions on a
Routed
Document

Opening and
Editing the
Document
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e Due - the date by which you need to take action on the
document. The Due date is taken from the route’s due date, or
the document’s due date if there is no route due date. Red
indicates a past due date, brown indicates today’s date and
black indicates a future date. In addition, boldface indicates a
past time.

e Status — the current document status. This document status
should not be confused with the status on the route that appears
on the Route Detalil tab.

e Company — the company associated with the document.

e Priority — the document’s level of priority.

You can open and review any document that appears in your Inbox.
However, you might not be allowed to see all the routees in a
document’s route. If you were designated a_Collaborator by the creator
of the document (see page 23), you can edit the document. Otherwise,
you probably cannot edit the document, unless you have been given a
role with permission to edit documents of the particular Doc type. In all
cases, you can add information to the Rsp text box in the Route Detail
section or the remarks field where configured.

While the document is in your Inbox, you can open it, view it (possibly
edit it) and close it any number of times. It will remain in your Inbox.
Only when you change its route status will it leave your Inbox and go to
the next routee (or to nobody’s Inbox if you are the last routee).

If you do not need to open the document, you can change its route
status through the Inbox action bar (see pg 34).

Note: The Inbox represents an access point to the document. Even
while the document is in your Inbox, it appears in, and can be opened
from, the Project Dashboard.

To open the document and read/write route messages:

1. At your Inbox on the Home Dashboard, click EF’ (of whatever
color) to open the document.

2. (optional) If you have permission to do so, make changes on the
document header and mid-section tabs as needed.

3. If necessary, click the Route Detail tab.

4. (optional) Click /" andlor 2in your Rsp or Notes column if
there are messages for you.
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Messages up to four
characters long will
appear directly in the
Rsp column. Longer
messages will be

indicated by the /7 icon.

Removing the
Document from
your Inbox

In order to select the
Restarted and Send
Back options, you need
the role capabilities DOC
| Can route a document
back to originator and
DOC | Can route a
document back to prior
sequence. See the
technical white paper
Designing User Roles for
more info.
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(optional) Select a response from the Rsp drop-down:

e

I - |
Approved
|Rej acted |

(optional) Click / 1o open the text editor. Other routees on your
route with proper permission will be able to read this Rsp
message.

= Seq |To Status Ins |Rsp

= E:str;i.znaf:;;em} [Responded| v | | [~]
; [ ]

= &t Pending ] V]

In order to have the document leave your Inbox, you need to take action
on it by changing the route’s status. There is a way to do this without
opening the document (see the Inbox Action Bar on page 34) and a way
to do this from within the document.

To route a document after opening it:

1.
2.
3.

e

At your Inbox, click ! ) (of whatever color) to open the document.
If necessary, click the Route Detail tab.

If you want to change your route Status, select a different status
depending on what you want to do with the document.
Note: if you do not select any status, the status will change from

Pending to Responded automatically when you click B,
Gt | |

[ Ths STace

o If you need more time with the document, click on Held;
the document will remain in your Inbox until you change
the status again. (The document would remain in your
Inbox with its status of Pending also; Held lets others
know that you are intentionally holding on to it.)

o If you reject the document and want to send it all the way
back to its originator, select Restarted.

o If you want to send the document back to the person
who routed it to you, click on Send Back.

(optional) Select a Rsp from the drop-down and/or click / to add
a note in the Rsp field.
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Inbox Action
Bar*

5. Click ilf.‘-. The document will be saved and will leave your Inbox
(unless you changed the status to Held). The date and time at
which you took action on the document will appear in the Route

Page 34

Detail.
Attachments Route Detail
= Seq |To Status Ins |Rsp Notes |Due
Chris Demo Due: Oct 14 10:15
1 | (Project Manager) [Responded[v | I vl Acted: Oct 15 11:36
o Margie and S Due: Oct 16

=M | 2 |WeodSom ||Responded[v | | ] |.e= |Due

= [ [ Responded[v ] I ] lg

Note: if you keep your route status as Pending, sfPMS will not record
that any action has taken place and the document will remain in your

Inbox. However, the day and time you viewed the document will be
recorded in the routee drop-down, for example:

Seq To

Il
=
(53

Edit Row
Transmittal
Collaborator
Subscribed to Alerts
E-mail “From™

-~  Route Via

+ Added by Chris Demo

se A AEN

] ConFpENTIAL

Status
IPending v

© (Viewed Tue, Oct 14 2014 1312

D

% Mark as unread

The Inbox action bar provides an easy way to remove documents from
your Inbox if you know that you do not need to open them, view them or

make changes to them.

— | click .\ (of

whatever color) to
open the
document, if you
realize you should
do so after all.

Focus on Routes

Click on the word
“docs” to get a list
of the documents
to be released.

Click 0 to get more
information, such as who
routed the document to you
and who is next on the route.

Click f?Q to close the action
bar.

Spitfire Project Management System V4.6

INBOX ) : |

Description DocNo |Type Project |Due Status Company Priority
=, Green Spaces 0001 Proposed CO GC-010 |10/27/2015 Open ISpitﬂre Construction :

7] Green Spaces 0001 Change Order |GC-010 |minutes ago In Process |Spitfire Construction :

7 RFQ: Coho Asphalt and Concrete 0009 |RFQ GC-003 (10/27/2015 In Process ICoho Asphalt and Concrete o

7 l 10/27/20155 | 2
g [Peraing  [V|f v] ‘ @ X
L

(=S

-} Concrete Foundation 0002 |Commitment |[GC-010 |10/27/2015 Committed ICoho Asphalt and Concrete m

7] Construction Engineering 0003 Commitment GC-010 |10/27/2015 Committed |Wingtip Engineers :

—




To Route One
Document

Remember to eventually
take action on all
documents that you
create (even if you are
not routing them to
anyone else) in order to
remove them from your
Inbox.

To Route Matching
Documents
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You can route one document at a time from the Inbox action bar.

To send a document on its route from the action bar:

1.

Click in the white space on the document row (next to the
document’s Description, for example). The action bar will appear.

(optional) Select a route status from the drop-down (which says
Pending in the image above). For a description of possible

route statuses see page 33.

(optional) Select a Rsp status from the next drop-down (which
appears blank in the image above).

(optional) Write a note.

Click B2, If you did not select a route status, the route status will
change to Responded automatically. If you did select a route
status, the route status will remain as selected. In addition, the
document will be saved and will leave your Inbox.

You can remove several matching documents from your Inbox all at
once. Documents are considered matching if:

They are of the same Doc type and at the same Seq. as the
selected document (for example, all Commitment documents
that are at Seq. 1) AND

They have no further routing OR are not overdue OR you
received them in your Inbox within the last 5 days AND

They do not have a route status of Held.

For example, if you received many Pay Requests on which you are Seq.
2 and you have either dealt with all the exceptions or changed the route
status of the exception documents to Held, you can clear all the
remaining Pay Requests from your Inbox all at once.

To route matching documents from your Inbox:

1.

Click in the white space on the document row of a document that
serves as your model. sfPMS will match other documents to that
selected document.

In the Inbox action bar, click I to route all matching documents.
A number indicates how many document will be removed from
the Inbox in addition to your currently selected document. For

example: "% means 5 documents will be released in addition
to the selected document.
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To Route All
Eligible
Documents

ccCd
Documents
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You can remove an even larger number of eligible documents from your
Inbox all at once. Documents are considered eligible if:

e They are at Seq. 1 (of any stage) OR
e They are at the Destination route status OR
e You are the last Seq. on the route

For example, if you realize that over the course of time you have created
a number of documents that do not need to be routed to anyone and do
not need to be in your Inbox, you can remove them all at once.

To route all eligible documents from your Inbox:

1. Click in the white space on the document row of a document that
you want to remove from your Inbox.

2. Click & to route the selected document plus other eligible
documents . A number indicates how many documents will be
removed from the Inbox in addition to your currently selected

document. For example: = means 78 documents will be
released in addition to your selected document.

Documents that have been routed to you with a CC’d status appear in
your Inbox marked by al,

INBOX 3
Description DocNe ' |Type Project
@ ubmittal 0001 0001 Submittal GC-202
|i| Review American Supply Purchases 0002 Task
7 Pay Request 0003 for Electrical Work |0003 Pay Request
Correspondence 0004 Correspondence

To acknowledge a CC’d document without opening it:

1. Click on the white space next to the Description of the document.
The Inbox Action bar will appear.

2. Click ®2. Your status will change to CC'd: Ack and the
document will be automatically saved. It will leave your Inbox
although you may not see this until you next refresh the
dashboard.
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To acknowledge a CC'd document after opening it:

1. Atyour Inbox, click e 1o open the document.

2. If necessary, click the Route Detail tab.

3. Click ## at your routee row. Your status will change to CC'd:
Ack and the document will be automatically saved. It will leave
your Inbox although you may not see this until you next refresh
the dashboard.

Attachments Route Detail
Te Status
Chris Demo I—_I,
(Superintendent) Responded | v
Andrew Carothers -
(Project Manager) I CC'd | v

—

Andrew Carothers \ (

(Project Manager)

= 2

o)

4. Click Iﬁ to close the document window.

Stagesin a
Route

Whenever a document is restarted or sent back, the route needs to
partially or completely repeat itself. The first time the document is
routed, the route is considered to be in “stage 1.” Subsequent routes are
called stage 2, stage 3, etc. When other stages are created, a checkbox
at the bottom (normally disabled) lets you know that you are seeing only
the current or active stage and that other stages exist.

The Seq number is

now preceded by the chments Route Detail

Stage number. For

example 2:1 means

first routee in stage 2 = To Status

route.
= IPending e
W This STace [ conrrpenmaL
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Stage 1

Stage 2
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If you uncheck the checkbox, you will see information for all stages.

_\E

Attachments

Seq

O This Stace

Route Detail

Chris Demao

[Project Manager)
Elizabeth Keyser-Rubble
Clerk (Project Assistant)
John Peoples

[Senior Executive)

William Flint

Spitfire Construction {Project Seaff)
Chris Demao

[Project Manager)

Chris Demo

[Project Manager)

I:‘ COMFIDENTIAL

Status

12

Note: by default, you can see only the current stage and up to two prior

stages.
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Email, Fax and Hard Copy

For more information
about Contact options,
see the Focus on
Contacts guide.

People who receive a
document via email, but
who are also Spitfire
users (i.e., can log in)
can access that
document on the Project
Dashboard, even though
the document won't
appear in their Inbox.

Web
(conditional)

For more information
about the DocTypeConfig
rule, see KBA-01154 or
your System
Administrator

Focus on Routes

Documents are often routed to a routee’s Inbox (i.e., via the Web) as
described previously. However, some routees (for example, your
subcontractors) might not log into sfPMS very often or at all and
therefore require an output format of documents via email, fax or hard
copy. When the Contact records for such people are created, an option
on the Connections tab is used to indicate that they should receive email,
fax or hard copy output—or that they should receive certain documents
by Web and others by email or fax (called Web conditional)—by default:

CONTACT DETAIL

General Address Member Of Connections Notification Comments

PREFERRED CONTACT NUMBER IPhone e

AT ARV AV

Prone|(914) 273-0809
Cew|(203) 555-1212

PAGER|
Fax|(503) 452-6981

IM HanoLE |

ORGANIZATIONAL LEVEL |l]

b annnnnnnnnnnan YBUEBU GO SRIIRDER
Web means Spitfire Inbox and is the
default for all Spitfire users.

2
4
2
b4
2
4
b
2
4
>
2

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

When a routee is marked as a Web (conditional) routee, he or she will
receive most documents by either email (if there is an email address in
the Contact details) or fax (if there is no email address but there is a fax
number in the Contact details). However, documents of certain Doc
types will go to that person’s Spitfire Inbox if the Doc types have been
set up through the DocTypeConfig | LimitWebRouting rule. This rule
controls which documents a Spitfire user can see within sfPMS and
which documents the user will receive via email/fax. For example, you
(or your company) might want subcontractors to log into Spitfire and edit
Submittal documents directly in Spitfire, but to receive other documents
such as Commitments as template printouts only.
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Current Routing
Method

You can tell a routee’s current Route Via method right on the routee list.
Routees with an icon next to their names are email, fax or hard copy
routees; those with no icons are web routees (i.e., those who get Spitfire
documents routed to their Inboxes).

Note: Web (conditional) routees are not identified as such on the routee
list. However, if the document will be routed to them by email or fax, the
corresponding icon will appear next to their names.

| Jack McSwag SE:
- ‘:‘m 2 {Project Manager) C
Jason Sunderson =
= m 2 |Able Electric Corp (Subtontractor
Bass)
Kim Ambe bi
=M |+ [mirkeeoe &
Route Via Ilcons
]

indicates that an email will be sent to this routee. What
exactly gets sent depends on criteria explained on page 44.

. indicates that a fax will be sent to this routee. What exactly
gets sent depends on criteria explained on page 44.

o SBindicates that this routee should get a hard copy of the
document. What exactly gets sent depends on the person
sending or delivering it (for example, printouts, hand drawings,
receipts, photos, Post-Its, blueprints, letters, etc.). A Spitfire user
needs to print out all document output (including valid
attachments). When routed content is previewed (see page 42),
all output is prepared and can be printed.

Note: “Hard copy” routees generally need a Proxy to accept their routes
and move the document to the next routee. Proxies are indicated on the
Connections tab on the Contact record.

$ CONTACT DETAIL =E
<

<

é Connections Notification Comments

<

—

20809 PreFERRED ConTACT NUMBER IPhoneﬂ

£1212 DEFAULT RESPONSIBILITY |Prc:ject Staff »”
—

E Route via |E-Mail ™|

| Sr— &
$6981 AuLow RouTe Action Proxy |Project Assistant #

Email Address

Before a document is routed via email, the ! icon indicates the email
address of the routee. Mouse over the icon to see this information.

o T T
= dm 2 f:r:?ei‘:::;iger} @Pendinu Al | 7 |
e i Via - Not ve.t sent to )
=T 3 |Able Electric Corp (Subcontractar support@spitfireconstruction.com
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Route Via
Option

TIP

The Route Via method
for a particular Seq
number can also be set
through the ATC script

command SEQ n VIA.

Route Via Web means

send to the Spitfire Inbox.

If the Route Via Fax
option does not appear
even for routees with
fax information, it may
be because the
RouteConfig |
FaxingEnabled rule =
OFF.

Focus on Routes
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Document Sent

Once a document has been routed (emailed, faxed, printed), the Route
Via icon will indicate the date and time sent. Mouse over the icon to see
this information.

o — | —
= [0 m g
Jason Sunderscn sent: Oct 16 08:31 to
= [ pf5 TH| 2 |Able Blectric Corp (Subcontractor || SUpport@spitfireconstruction.com

To see the email that was sent to a Via Email routee:

e Click “* to view the email.

Although a default Route Via method is set up in a routee’s Contact
record, you can change it through the Routee Options menu.

To change the Route Via method for aroutee:

1. On the Route Detail tab, click = next to the desired routee to

open the Routee Options menu, then select'ﬂ- Route Via:
QR | > St icprntbe |oong
Edit Row
Transmittal
Collaborator
Subscribed to Alerts
E-mail "From"

Added by Chris Demo

O+ e X A XEN

Viewed (never)

A dialog box will appear showing possible choices for the routee
(choices vary depending on information available for the routee):
Route Via »®
® Route Via Web

) Route Via Email

O Route Via Fax

) Route Via Hard Copy

OK | Cancel |

Powgred
S RiTEIRE

2. Click on the designation you want for this routee.

3. Click L . The appropriate icon (if any) will appear
next to the routee’s name. What exactly will get routed is
explained in the next section.
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Routed Content

Preview

Once a routee has been added to the document and the document has
been saved, an icon allows you to preview the routed content that will be
emailed or possibly faxed. You can preview only the next routee’s
content before you actually send the document on its route.

To preview what will be routed to the routee:

1. On the Route Detail tab, click E

>

>

Attachments Route Detail ;

>

>

= To g

" ;

See also the section on ' ==ty 3
Elizabeth Keyser-Rubble

What Gets Routed, =@ Elzabath Keyser Rub :

starting on page 44.

A message will indicate that files are being collected and then
the File Download dialog box may appear:

File Download @

Do you want to open or save this file?

i Name: ..mith from GC003 Commitment 0004 - May-03.zip
Type: Compressed (zipped) Folder, 34.3 KB
From: sfga7.armonk.spitfiremanagement.com

Open ][ Save ]| Cancel |

Always ask before opening this type of file

harm your computer. i you do not trust the source, do not open or

I-’a‘-l While files from the Intemet can be useful, some files can potentially
L.
= save this file. What's the risk?

Note: if you uncheck the Always ask before opening this type
of file checkbox, the dialog box will not appear in the future.

2. Click . You may need to click the button a second

time. The files to be routed will be listed, for example:

CU 1)« Local » Microsoft » Windows b Temporary Internet Files » ContentE5 » F67650T) » Preview Files for Margie Smith from GCO03 Commitment 0004 - May-03[1].zip
Organize »  Extract all files = 0 @
= * Name Type Compressed size Password ... Size Ratio Date modified
~f Favorites B
B Deskiop M E Commitment 0004 (GC003).pdf Adobe Acrobat Document 34KB No 36KB 7% 4/19/2012 %14 AM
4 Downloads | Readme.bdt Text Document 1KB No 1KB 39% 5/3/20121:08 PM

] Recent Places

HEN I v

eems |

3. Double-click any file to open and view it. You can also print the
file if you need a hard copy.
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Post-view
Once the document has been routed to someone, the icon on the
routee’s row changes to indicate that content was already sent to that
person. (Note: the document may need to be refreshed first.) You can
view content that was routed at any time after the fact. Even if new
versions of the files are uploaded to the Catalog, the post-view of the
routed content for a particular routee always remains the same — a
snapshot of what was actually sent.
To view what was routed to a routee:
_—
1. On the Route Detail tab, click . N
Attachments Route Detail §
?
= Seq |To g
T| P _ 1 Chris !)Erno ;
, = (Superintandent) by
See also the section on ?
What Gets Routed, =®ﬁ= m §
starting on page 44. — [z Get/View Routed Contentn ) B3

2. A message will indicate that files are being collected and then
the File Download dialog box may appear:

File Download S

Do you want to open or save this file?

i Name: ..mith from GC003 Commitment 0004 - May-03.zip
Type: Compressed (zipped) Folder, 34.3 KB
From: sfga7.armonk.spitfiremanagement.com

Open ]’ Save ]| Cancel |

Always ask before opening this type of file

harm your computer. i you do not trust the source, do not open or

I-’a‘-l While files from the Intemet can be useful, some files can potentially
L.
= save this file. What's the risk?

Note: if you uncheck the Always ask before opening this type
of file checkbox, the dialog box will not appear in the future.

3. Click . You may need to click the button a second

time. The files to be routed will be listed, for example:

Ov {1« Local » Microsoft » Windows » TemporaryInternet Files » ContentIE5 » F67650T) » Preview Files for Margie Smith from GC003 Commitment 0004 - May-03[1].zip

Organize « Extract all files

I ¢ Favorites
B Desktop
% Downloads

] Recent Places

Name ° Type Compressed size Password .. Size Ratio Date modified

'@ Commitment 0004 (GC003).pdf Adobe Acrobat Document 34KB No 3BKB 7% 4/19/2012 9:14 AM
| Readme.td Text Document 1KE No 1KB 39% 5/3/20121:08 PM

- 1 i v

2 items

Focus on Routes

4. Double-click any file to open and view it.
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What Gets
Routed
No Output Version
of a Spitfire
Document
Preview / Post-view Content
If there is no output version of the document (i.e., nothing created from a
template) nor any attached files, the preview and post-view content will
include only a ReadMe.txt file and a SendInProcess.txt file (that indicates
whether the document has been routed or not.)
Email
If there is no output version of the document (i.e., nothing created from a
template) nor any attached files, the email or fax that gets sent to the
routee will include only one of the following:
o whatever message and information was configured through an
EMailText rule
_Or_
e the output from an Email Body template
For more information Note: If no EMailText rule nor Email Body template has been configured
about the EMailText for the document, the default email or fax will likely be confusing to the
rules, see KBA-01394 or Via Email/Fax routee. For this reason, if you add a Via Email routee to
your System your document’s Route Detail tab, you should make sure that the routee
Administrator. will be getting something useful, such as a configured email (that
possibly pulls in some information from the document), an output version
Email Body templates of the document or attached files.

can include document
data through bookmarks.
Email Body templates are

@i = | a z ' Project GCO03 Morthern Lights Office Bldg, Meeting Minutes #0019: Meeting , E
=

Message Developer Adobe PDF

ot T s : = ] 34 Find
1 ¥ L .
added to the system ST ST S TpS Q @ By W (Y
through the Templates ‘| Reply Reply Forward Delete Moveto Create Other Elock Mot Jun Categorize Follow Mark as

to All Folder~ Rule Actions~ || Sender - Up~ Unread || 4 Select~
t00| See the FOCUS on Respond Actions Junk E-mail (Fi Options (Fi Find

the Manage Dashboard s |[30732441-a4aa4952-b82¢-143... | id [ db733758-7ddd4f0e-acta-3528... |

gl-“de- From: on behalf of Chris Demo [sfga7train@spitfiredevelopment. com] Sent Mon 11/15/2010 1:10 PM
To: soniyork@ssresources. com
Cc
Subject: Project GCO03 Morthern Lights Office Bldg, Meeting Minutes #0019: Meeting Minutes 0019

Project GCO03 Northemn Lights Office Bldg, Meeting Minutes #0019: Meeting Minutes 0019 has been
routed to vou and requires vour reply at vour convenience.

Chris Demo
Spitfire Construction
(203)952-6552

Yourreply will be processed by the Spitfire workflow engine: see how to reply.

ATC: 3£30732441-2422-4052-b822- 1432677621 50 id, db 73355 8-Tddd-4f0e-ac]a-352800a063ba;
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Document
Attachments and
Template
Printouts

If the attachment is
associated with an Item
(as opposed to the whole
document), the
attachment will not be
included if the routee
does not have access to
the corresponding Item.

More information about
the Rule Maintenance
tool can be found in the

Focus on System
Administration guide.
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All files that are listed on a document’s Attachments tab can be included
in the routed content of a document. Files become part of a document
through:

e Drag-and-drop
e The Add Files and DocAttach tools
e Attachment templates.

Whether or not each file is actually included in the routed content, and in
what format, is determined by the Incl option on the document’s
Attachments tab. (For more information, see the Focus on Files
Attachments and the Catalog Dashboard guide.)

If Incl option = File

Assemble Will be merged with other Assembled files into one PDF file and
that one PDF file will be included in the routed content. File
types that can be assembled are .JPG, TIF, .PNG, .GIF, .PDF,
.DOC, .DOCX, .XLS, .XLSX

Native Will be included in routed content in its original format (e.g., as a
.DOCX, .XLSX, etc.file), if possible.

Not Sent Will not be included in the routed content.

PDF Will be converted into a PDF file (if possible; see list above) and

included individually in the routed content.

Notes:

e The Incl option can be set by default for specific file types
through the FileCatalogConfig | AttachMode:ext rule.

e When a document (A) has another document (B) in its
Attachments, and document (A) is routed, the assembled output
of the attached document (B) is included, excluding any
document (C) that may be attached to it (B).

e Files that are created through the Transmittal and Item Cover
templates (which do not appear on the Attachments tab) are also
included in routed content, as stand-alone PDF files.

Preview / Post-view Content

The routed content for the document includes all files that are not
marked as Not Sent, as well as a ReadMe.txt file for example:
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v T T — Y
™ 3

[©@i | 4) « Local » Microsoft » Windows » Temporarylrlternet Files » Content.IEr: v JRCKBOLX » Preview Files for JiI:)P
Organize + Extract all files ;

» >

| 4.7 Favorites |:| b= UT= %
Bl Desktop M '@ Commitment 0005 (GC003). pdf Adobe Acrobat Document ;

& Downloads 'E] constructionschedule. pdf Adobe Acrobat Document ;

| Recent Places @,_] GC-003 Commitrment 0005.docx Microsoft Word Document ;

| Readme.tat Text Document ;

4 4 Libraries ;
[ Nacuments [ 9 | 4

4 items {

Email

When a document with attachments and/or template printouts is routed
via email, those files appear as attachments on the email, if size permits,
for example:

A | “ 8 @ # |+ Project GCO03 Northern Lights Office Bldg, Commitment #... = | =l ﬂ

Message Developer McAfee Anti-Spam [ 9

. ~ =
=" I=ga Reply a _} ‘-B @ View in CRM v éﬁ &)
" x z% Reply All 22 set Regarding _%

& - Delete | - Quick Move | Track Tags | Editing Zoom
b Forward = Steps ~ - in CRM View Regarding - -
Delete Respond Quick... & CRM Zoom
s || 2bf2441b-439¢43ed-bba561ad... || id
dfalbeb0-8775-485b-30e6-4150fcl8cd2a
From: on behalf of Chris Demo <sfga7rain@spitfiredevelopment, com = Sent: Thu 5/3/2012 3:43 PM
To: soniyork@ssresources. com
Co
Subject: j ights Office Bldg, Commitment #0005 Commitment 0005

-] Message

[ GC-003 Commitment 0005.doox (@ KB) T Commitment 0005 (GCO03). pdf (71 KB)
'@constructionschedule.pdf (23 KB}

Project GCO03 Northem Lights Office Bldg, Commitment #0005: Commitment 0003

has been routed to vou and requires vour reply at vour convenience.

The docurment has 3 files

o GC-003 Commitment 0005 .docx
¢  Commitment 0005 (GC003) pdf
s constructionschedule pdf

You may record vour response by replying to this email and/or by using this link.
Download the 3 files, approximately 0. 1MB using this link.
Chrizs Demo

Spitfire Construction
(203)932-6552

Note: if an EmailText rule (see KBA-01394) or Email Body template has
been set up for the email, it will show up in the body of the email whether
or not files are attached.
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The link for
downloadable content
can be configured
through EmailText rules.

Replies to
Emails

Reply in the Usual
Way

TP

If you are the Email
From person on the
route (see page 24) and
if the Doc type has the
Forward Inbound
Emails option checked
on your Contact Detail's
Notification tab (see the
Focus on Contacts
guide), replies processed
by sfPMS are also
forwarded to your email
address.

Focus on Routes

Download Wizard

Since attached files may prove too large for the email, by default the
email includes a download link. Clicking on this link is the same as
previewing and post-viewing routed content.

Page 47

Download the 3 files, approximately 0. 1MB using this link.

If you receive an email from Spitfire, you can reply in two different ways.
Either way processes your reply as having taken action in the route and
sends the document to next routee’s Inbox.

You can use the Reply option in your email application, as you would

normally.

Your reply will be processed by the Spitfire workflow engine. As long as
the system is still waiting for your response, the inbound email updates
the original document according to the following guidelines:

e Plain text at the top of your reply is added to your route’s Rsp
field, for example:

@

= (a5

Attachments

Route Detail

Seq (To

Chris Demo
[Project Manager)

Spitfire

Fhil Sunderson
Able Electric Carp

Spitfire

Status Ins |Rsp Notes |Due
[respondeale] | I ] e
|Sent on[ v | | [+ Acted: Oct 21 10:11
Im See attached. I'Iﬂ 7T |aced: 02t 1038
|Sent on[ ~ | | [v] Acted: Oct 21 10:44
[revig =

o Files attached to your email either are attached to the Spitfire
document or update previous attachments with the same name.
Emails are also attached, for example:

>
. >
Attachments Route Detail g
>
o) ] MName Size |Note
=8 [#]| |}» sc-500 RFQ Bid Form 0003.doc - 0003 186 | (@
= g [&]| combinedElectrical.pdf - 0001 121KB
=g [=]| wiringDiagram. pdf - 00a1 B9KE
it
=g @-.._‘_3 GC-003 Motice to Proceed 0004.docx 14KE |via ema
1|4 Re- RFQ #0002- RFQ 0003 Request for Quote Fioute reply
= a ;I 25KB Ernall fr.. &=
NSunderso-s01-r03-CAOSKr).eml
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Response Wizard

Routees who have been
given the DOC | Can
route a document back
to prior sequence
and/or DOC | Can route
a document back to
originator role
capabilities will see

buttons for ’W
and/or @ on the

Response Wizard. These
buttons work the same
as the Sent Back and
Restarted options on a
route (see page 37). For
more information about
role capabilities, see the
Designing User Roles
technical white paper.
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Another way to respond to the email is to click on the link that opens the

Response Wizard.

You mayv record vour response by replving to this email and/or by using this link.

The Response Wizard allows you to both select a Response from the
drop-down and enter a response note. Both of these will be added to the

document’s Route tab back in Spitfire.

Access approved: review details and record your response at the bottom of the page

Commrrment: More Erectrical (GC003, #0004)

For Phil Sunderson
As OfF Monday, December 14, 2015 at 12:39 PM

ConTENT [C”Ck here to download] (another window will open)

Response v

‘ Font ~ | Size ~ | Formatting L3 | Style L2 |

Here you go

—Phil

Finish and record your respense at the Bottom |

f =
Refected 3 v

L3 Design HTML

CLICK TO SELECT FILES OR DRAG AND DROP FILES BELOW

+ SeLecT FiLes

Senp ConFIRMATION TO: ¥ soNLYORK @GMAIL.COM

Send Back

Restart Send On

e Click + SELECT FILES

or drag and drop files to the area by the

button if you want to include files in your response. These files
will be attached to the Spitfire document automatically once the

system processes the reply email.

e Click | 52ndOn | {5 send your reply to Spitfire.

Review text - close window

— Fhil Sunderson SES I_- IAppmved |T| |
- '-'BJ @ 3 Able Electric Corp Respanded Here you
Here you go
= 4 |Spitfire ISent On - I youg
I_ --Phil
— m lﬁ II'-'end'lng - ; |
Edit ¢ ®

esponded via Web Wizard - Thursday, October 16, 2014 at 2:36 PM
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Re-
Transmissions

Resending an email
sends the same routed
content that was sent the
first time. In other words,
the same routed content
is resent every time. If
your intent is to update
what is being sent, you
need to create a new
routing sequence or
stage.

Bounced
Emails

Focus on Routes
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There may be times when a person who received (or was supposed to
receive) an email or fax needs to have that email or fax transmitted
again. If that person is the next routee in the sequence, you can send or
resend the email or fax again. In such situations the Send/Resend
Document option will appear in the Routee Options menu. (The option
will say Send Document if sfPMS couldn’'t send the email or fax
automatically or Resend Document if sSfPMS sent the email or fax but it
was not received properly.)

To retransmit an email or fax to a routee:

e Click = nextto the appropriate routee to open the Routee
Options menu, then select £ send/Resend Document..
Note: the routee must be next in the routing sequence and a
“route via” email or fax routee.

Quunm | * [pendng [v]

/  Edit Row "
Pendi

+ Collaborator g [v]
X subscribed to Alerts Pending  [v]
>§ E-mail "From" AL

1 % Route via
+ Added by Chris Demo
B SentThu, Oct 16 2014 09:09
@ Viewed (never)

The routed content will be transmitted.

If a Spitfire document that has been routed via email cannot be delivered
and is bounced back, a note to this effect is added to the routee’s row on
the Route Detail grid.

e Click !" to read the note.

— [, Do Smalert g e
= B85 T | 2 {sbie Eleciic Gorp (Subeortractor Base) Pending Any| v |

-

— B 9 o @ & abs ¥

Due: Oct 17
®

O

Received: Oct 16, 2014 08:32

I Delivery exception notice received Thu, 16 Oct 2014 08:31:30 -0400 from

The Attachment tab will reflect the undeliverable email.
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Open Routing
Report

For more information
about reports, see the

Spitfire Reports technical
white paper.

Focus on Routes

e Click ¥ to view the Note.
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Attachments Route Detail

Note

5y |Name Size
= ] 2} | || Undslivarable- Project G003 Nerthern Lights Office Bldg, (sundersa-s01-r02-sa26 10KB

A )
Edit

Review text - close window

ot oty Dellvery.

Route reply Delivery Exception from ( @5SpitfireManagement.com ) - Jason Sunderson

Incl Seq ' |Cataloged

Not Sant A = |10/16/2014,

e

In addition, a Spitfire Alert is sent to_ the “email from” person (see page

24) and this person receives an email informing him or her of the delivery
exception.

WATCHDOG ALERTS

o
> 5

Description
Undeliverable: Project GC003 Northern Lights Offic

The Open Routing Report lists documents being routed. You can filter

the report.

To open the Open Routing Report:
1. Select Report Browser from the Site Options menu:

() =D I |
& Create Project
o Create Document... =

ﬁ Recent Documents

My Contact Detail

My Settings

Open User Dashboard...
Diagnostic Tools

Q| £ ob6

Help

2. Select General | Open Routing.
3. Click * to close the report.
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