NEWFORMA

Project Email Quick Reference Guide

This topic provides a reference for the Project Center Project Email activity center.

Purpose

Use the Project Email activity center to gain control of the flow of project information into and out of
your email inbox and ensure that project-related email messages are captured as part of the project
record. It allows the valuable knowledge that is so often buried in each project team member’s inbox to be
readily available, searchable and usable to the rest of the internal project team.

Audience

Internal project team members.

Key Features

e File project related email with your project data so your entire team can retrieve, search, and reply
to it.

o Browse, sort, filter, and search the email and associated file attachments that have been filed to
the project.

e Frees up space in your Inbox and frees resources on your mail server.

Filing Project Email

There are three primary ways to file email from Outlook to a project:

e Move email to the Newforma-Items to File folders
e Use the File in Project button on the Project Center Add-in for Microsoft Outlook toolbar

e File sent items using the Send and File in Project button in a new e-mail

To file email using the Newforma-Iltems to File folders

The Newforma-Items to File folders are created in your Inbox for each project added to your My Projects tab in
Project Center. Email is moved from the Newforma-Items to File folders into your project folders on your file server

so that everyone who has access to the project can view and act upon the information in the email.
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1. To file an email, drag and drop it into the correct project folder within the Newforma-Items to File folder.
L) Inbox

L7 Drafts [14]
=4 sentItems
> (&) Deleted Rems [375]
[ gl Junk E-Mail [5]
o Mewfarma - Copied Messages
4 4 Mewforma - Ikems to File
[ 1888008 - AESC [Construction]
1od Alpengrove Environmental Science Center
[ Fowler Square Design
|_d Health Clinic

2. These emails can now be seen by all those who have access to the project through the Project Email activity

center.

To file email using File in Project

The File in Project option in the Project Center Add-in for Microsoft Outlook toolbar files email to your project

immediately. It also allows you to file e-mail to any project. This option can be configured to leave a copy of each
email in Outlook after it has been filed.

1. Select the messages you want to file and select File in Project.
@ C® synchironize M
Filei f File Transfers = inl

Project = ¥ More - Q
Mewfarma

2. Select the correct project in the File in Project dialog box and select OK.

% File in Project @
Project: E 1999009.00 - Alpengrove Environmental Science Center l:]l
. My Projects
File in:

E 1999009.00 - Alpengrave Environmental Science Center
@ Default E 1G6E66006.00 - 1886008.00-AESC {Canstruction)
E Z010338.01 - Fowler Sguare Design
E 12345654321 - Health Clinic
(D Recent Projects
Filing Op E 20010602-2 - School Of Arts & Aesthetics - anly calendar iterns

() Another

[[] Save copy of attachments separately [F] Mave to another ernail falder
Filing Instructions:

Email messages will not be moved to another email folder after filing. Change...

[ Select in Project Center after filing 0K
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To file sent items

The Send and File in Project button in a new email or reply allows you to file email to the project as you send an
email.

1. Create a new email as usual. When you are ready to send the email, select Send and File in Project.

EEIN™| -

File Message Insert Cptions Format Text Review

@ M AN
Sendand File | Paste B 7 U | % \ =
in Project = - J -
Mewforma Clipboard Bazic Text

To..
= G
Send
Subject:

In the File in Project dialog box, select the project you wish to file the
;% File in Project

email to and select OK.
Project:

E 1999009.00 - Alpengrove Environmental Science Center HI
. My Frojects
File in:

1999009.00 - Alpengrove Environmental Science Center
@ Default E 1888008.00 - 1888008.00-AESC (Construction)
. E 2010336.01 - Fowler Square Design
© Ancther B 13348654321 - Health Clinic
{D Recent Projects

E 20010602-2 - School Of Arts & Aesthetics - only calendar items

Filing Op
[F] 2ave copy of attachments separately [] Maove ta another email falder
Filing Instructions:

Ermnail messages will not be moved to another email folder after filing.

Change...

[] Select in Project Center after filing

If you forget to use the Send and File in Project button when sending a new e-mail simply open

your Sent Items folder and either drag and drop the email to the appropriate Newforma-Iltems
to File folder or select File in Project.

To work with the Project Email activity center
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In the Project Email activity center you can display, filter, sort, and preview all of the email filed in your project.

PROJECT EMAIL - ALPENGROYE ENYIROMMENTAL SCIENCE CENTER (1999009.00)

Bk RecentMessages (153) -

Ga One Qa O RFIForwarded: 3425B298-1A5...
TAPORTANT: Click a link belove bo access files associated with this RFT transmittal that was Forve
Info Exchange site.  View the RFTin Mewforma Project Center <Mewforina: ProjectCenter Sele
1-be337761F40bactivityeenter=4464c745-15c-47b0-9335-9507 4eb5d2ctbemi d=e32855fb-23

] (Qa One Ga One Mewforma Automated File ltems...

Automated Fie Items completed at 6/3/2014 7:13:50 AM on "HARRISON" "Newforma - Tkems b
Cenber™: "Y\newforma.localapenas SQAPM_DATA_FROJECTS\DatasetiAdmind 1999009,00-Adr

Qa one Qa One Change Order ProposalRecene..

& Change Order Proposal has arrived through Q& Automation Inc | 06/02/2014 10:23 AM Info £
Newforma Project Center <hewforma:ProjectCenter. Select?server=MINECRAF Tproject=e3517
itemid="a736ceS-d26b-46589-8da3-8a8741ce9771 >  Additiona links: Download all associated F

- @a One File Transfer: Top Secret Docum
IMPORTAMT: Chick a link belove bo access files assordated with this transmittal that came in throug
<Newforma;ProjectCenter, Select?server=COATE Sproject=00ch5528-%027-4d2e- boéa-f5e638
YaTdtemidmS1F21c5e-7838-4835-05Fb-d5d63a6090ae >  Additional links: Sign in to the Coates

< m
P ———

Related Items

RFI Forwarded: 3425B298-1A5B-43F2-A594-703FF6E 1FAAQD: §
1A5B-43F2-A594-T03FF6E1FAA0 : 5DS41

Qa One
Sent: Wed 6/4/2014 12107 AM
To:  Gaone

IMPORTANT: Click a link below to access files associated with this RFI transmittal t
forwarded to you to review and is available in Project Center and on the QA Autom:
06/03/2014 09:43 PM Info Exchange site.

Selected Email
Open with Microsoft Outlook I
Add Ta 3

Log As

Wigw Conversation

Select Oﬁen with Microsoft Outlook in the Tasks panel to open the email to forward or reply.
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