I NEWFORMA

Submittals Quick Reference Guide

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

Purpose

The Submittals activity center in Newforma Contract Management enables you to effectively log submittals and track
them through their approval process. You can log and track electronic file transfers (whether done via Info Exchange,
email or a drag and drop site) or physical transfers of information (such as product samples and paper drawings) for

each project.

Audience

Architects, engineers, construction professionals and owners.

Key Features

e Streamline submittal management.
e Manage construction-related project information.

e Capture and connect interrelated contract management work processes.

Received Submittal Workflow

The following workflow options are available for tracking submittals in the project. Not all steps have to be used for

each submittal.
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To import expected submittals

You can import a schedule of expected submittals and then match them up as they are received. This allows you to

easily identify which submittals are still outstanding.

1. Open the Import Submittal template file located in the following Templates directory on any computer where
Newforma Project Center is installed: C:\Program Files\Newforma\Eleventh Edition\Project

Center\Templates\Import_Submittal_Template.xIsx.

If you installed the 32-bit version of Project Center, the Templates folder may instead be
located in C:\Program Files (x86)\Newforma\Eleventh Edition\Project

Center\Templates\Import_Submittal_Template.xIsx.
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Set the Draft Status for each line item submittal to Expected in the spreadsheet.
Go to the Submittals activity center by selecting Activities > Contract Management > Submittals and select

Import Spreadsheet from the Tasks panel.

Submittals
Mew Submittal
CreateReport
ImportSpreadsheet I

4. Browse to the saved spreadsheet and import. The imported submittals are listed under the Expected category in

the Submittals activity center.

SUBMITTALS - FOWLER SQUARE DESIGN {2010338.01)

@ Expected (1) -

hd Y hd hd
26 50 00 03 26 50 00 Theatre Lighti.. Expected-oOw..

To log a received submittal from email

You can log a received submittal directly from Outlook.
You must have the Project Center Add-In for Microsoft Outlook installed.

1. In Outlook, highlight the email you want to log as a received submittal, then select the drop-down arrow for the

File in Project button in the Project Center Add-In for Microsoft Outlook toolbar. Select File As from the

drop-down menu.
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If the email is already associated with a submittal, the File in Project button is replaced by
File in Submittal.

In the Select Project dialog box, double-click on the corresponding project to select it.
In the File As dialog box, select the New Item radio button and Submittal from the Project Item Type list to
log a new submittal. Select Log a Received Submittal in the Log a Submittal dialog box and select OK.

Complete the information in the Log a Received Submittal dialog box as needed.

To log a received submittal from Info Exchange
You can give external users access to your Info Exchange site so they can send you submittals directly from Info

Exchange.

See the Project Team Overview for more information on granting external users access to Info
Exchange.
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1. You will receive an email notification that a submittal has been sent to you through Info Exchange. Follow the link

in the email to the Submittals activity center.
Submittal Received: Bathroom lighting - Alpengrove Environmental Science Center

L Snewformacom
Sents Wed G/2E/2014 $:05 PM
Taot -

A Submittal has arrived through Mewforma - Info Exchange, Select the link below to
receive the Submittal.

wfiew the Submittal in Newforma Project Center

Additional links:
Signintothe Mewforma - Info Exchange site

Project Name: Alpengrove Environmental Science Center

2. Select Receive Pending Submittal from the Tasks panel.

Selected Submittal

Receive Pending Submittal
&dd Similar Subrnittal

View Farm

3. Select Log a Received Submittal in the Log a Submittal dialog box and select OK.

4. Complete the information in the Log a Received Submittal dialog box as needed.

To log a received submittal from the Submittals activity center

You can also log a received submittal directly through the Submittals activity center. Use this option to log

documents received in hard copy or physical samples.
Download or scan files needed in the submittal before logging the submittal.

In the Submittals activity center, select New Submittal > Log Received Submittal from the Tasks panel.
SUBMITTALS - ALPENGRD

Submittals B All (25)
Few Subrnittal Create Submittal
Create Report Log Received Submittal

Complete the information in the Log a Received Submittal dialog box as needed.

Use the Description of Contents tab to track physical samples and items.

Remarks ) ption of Contents (1) Received Files (0} Ernail Log {0} Supporting Docurnents (0)
Impart... Edit in Spreadsheet...
H o Date Number Description Action Remarks

]

1 May 28, 2014 lighting samples w at front desk

4. You can add scanned files or files downloaded from another site to the Received Files tab.

Remarks Description of Contents (1) R ile ) Ernail Lag {0} Supporting Documnents
Wisws | Add Files |

Name Type Size Date Modified Path
ﬁ alpengrove - A102 pdf Adobe Acrobat Doc.. 1,673 KB 5/15/2014 10:46:41 AM  “hnewfo. ino
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To forward a submittal for review
Submittals can be forwarded for review to multiple internal and external reviewers.

1. In the Submittals activity center, highlight the submittal and select Forward for Review from the Tasks panel.

SUBMITTALS - ALPENGROYE ENYIRONMENTAL SCIENCE CENTER

& AN (z2s)

selected Submittal
Modify

Forward for Review

Record Reviewer Response

Close Sub 659 26 50 00 Bathroomligh... Open

LN

2. Select any files to send to the reviewers in the Select Files to Forward for Review dialog box and select OK.

Internal reviewers see all associated files when they view the submittal through the Submittals

activity center so forwarding files may not be necessary.
3.Complete the information in the Forward Submittal for Review dialog box as needed.

If you choose to send via email, Newforma prepares a notification email. Look for the Microsoft

Outlook icon flashing in the Windows toolbar indicating the email is ready to send.

To record a reviewer response in the Submittals activity center

Reviewers' responses can be recorded in the Submittals activity center from email or from a response sent through

Info Exchange.

1. In the Submittals activity center, highlight the submittal and select Record Reviewer Response from the

Tasks panel.

SUBMITTALS - A

Selected Submittal

& Al (25)
Modify
Forward for Review |
I Record Reviewer Response I hd
Close Sub 659

2. Record your comments in the Response box on the Response tab.

Response Description of Contents (1) Associated Files (0) Ernail Log {0}
SUMMArY: | Created by: @ -
Forwarded to: & - -
Remarks:
B I L & verdana ~ 10 - ﬁ e e |

Response:

3. Add any files to the Associated Files tab.

Response Description of Contents (2} i ated Files (1) Ermnail Lag {0)
Transferred Filas Views w Add Files... Add F
T 0408523-Marked up.pdf adobe Acrobat Doc. 599 KB 4/30/2014 7:41

4. Select Record Response when done.
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To record a reviewer response from email
When a reviewer responds to a submittal via email, you can record the response directly from Outlook.

1. In Outlook, highlight the email you want to log as a reviewer response, then select the drop-down arrow for the
File in Project button in the Project Center Add-In for Microsoft Outlook toolbar. Select File As from the

drop-down menu.

1 = Synchronize .

| | ' File Transters = [

File in

Project = ¥ Mare - q,
L@ Filein Project

'oject

e

File as...
|-

If the email is already associated with a submittal, the File in Project button is replaced by

File in Submittal.

In the Select Project dialog box, double-click on the corresponding project to select it.
In the File As dialog box, select Reviewer Response and select Submittal as the Project Item Type to pick
from the list of expected submittals in the Choose Project Item dialog box. Complete the information in the

Record Reviewer Response for Submittal dialog box as needed.

Record a reviewer response from Info Exchange
Reviewers can respond to a submittal through Info Exchange. You will receive an email notifying you of the response.

1. In the Submittals activity center, select Pending Incoming from the category drop-down list. Highlight the

appropriate submittal and select Receive Pending Review Response in the Tasks panel.
SUBMITTALS - ALPENGROYE ENYIRONMENTAL S

Selected Submittal

w Pending Incoming {5) -
Receive Pending Review
Response | | |
Madify h 4 Y
Forward for Review Sub 659

Record Reviewer Response M NsNAN-N._.

2. Complete the information in the Record Reviewer Response for Submittal dialog box as needed.

To respond and close
Use this option to track your response to the submittal and close it within Newforma.

1. In the Submittals activity center, highlight the submittal and select Close > Respond and Close from the

Tasks panel.

SUBMITTALS - ALPEN

selected Submittal f8 Under Review (1
Receive Pending Review
Response

Modify Y
Forward for Review Sub 750
Record Reviewer Response Sub 659

Close Close

Send Respond and Close
add similar Submittal Send and Class
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2.
in a reviewer response are selected by default. Select OK.
& Select Files to Send
Do you want ta electronically send any of the Submittal content?
(7 Mo, do not send any content
@ ves, send the following files wia:  Info Exchange -
Files to Transfer
Ol
.'E.,l Forwarded - For Review
@ 0408a23-Marked up.pdf
(=] @ Rrelated Record Document Package - electrical
|:| rac_advanced_sample_projectrvt
[ @ oozars
3.

In the Select Files to Send dialog box, select any files you want to send with the response. Any files included

Complete the information in the Respond to Submittal and Close dialog box. You can use the response widget

to copy a full summary of the submittal activity or just a summary of the reviewer responses in the Response

field.
& Respond to Submittal and Close EI@
z P - Transmittal ID:  Auto Murmber
Submitkal ID: Sub 659
CC:
From:
Subject: Bathraom lighting
Action: Required ~ [ Hide recipient list (@
Drate: Thursday , May 29, 2014 E-
Send Yia: Info Exchange -
Log In Document Control @)
Diescription of Contents (1) Associated Files (1) Ermnail Lag (0} Related Items (0} Change Log
Summary: -
Created by: = -
Forwarded to: & - - 3
Remarks:
Response (Approved as Noted) from: - -
Remarks: -
Gl B 1 U & verdans * 10 'ﬁ'f’§:§—-=§=.EEﬁ& !
Response: Rewiews Surnrmary
Full Surnrmary

To view submittals on

Info Exchange

Internal and external users can see the Submittals log on Info Exchange. By default, external users only see items

in the workflow that they sent or received.

1. Log into the Info Exchange website and select the project, then select View > Contract Management >

Submittals.

1" N EW F o R M A 1999009.00 - Alpengrove Environmental Science Center

Send

[ Files

MY PROJECTS  DIRECTORY ~ [E(si=wpyiel = SEND -

HELP ~

Files and Documents Field Management
[ Field Notes
-] Daily Reports
O site Visits

[¥] punch List

% File Transfers
1= Shared Folders
71 Document Sets

[3 Document Control

Contract Management
i Cost Codes

I B submittals I
@ Rrrls

[ Bulletins
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2. You can use the Submittals category drop-down list to filter the list of submittals by status.
SUBMITTALS || MY SUBMITTAL ACTIONS |[ MY EXPECTED SUBMITTALS |

baitis [~ | [© Send sub

® Al Astatus  Total Days
Pending Incoming ©
Draft

Sub 750 . Dpen 15

Awaiting Action

Forwarded for Review

Sub 659 Response Overdue Dpen 17

3. You can view the workflow for any submittal item.

submittals  PREITEN)

9o ~ SemderID  Subject atus Total Days Racenved Forwarded Response Closed
265000-04 Exterior Uighting Closad ¥ 3o For BJ10/2012 For 8/7/2012 Revise and B8/10/2012 For
‘Submittals Review Rervstr Resubmit Informatian Ondy
Froms Bk Wakdar (Mactimugad Froms Moveard Roack (3ofarssn M8 Closad by b Wonkdae (Macmsgal
P—— Ju— Corstrion
26500001 263000-01  Parkng Lot Lighting  Clased 16 7/3/2002 Far 772012 For 7/14f2012 Rovise 7/22/2011 Rwise g
Submittils Rivsew Reveew and Resubenit UE]  and Resubma =
Trume B Wkdar (Macloul Fram: Patar 0 oy

o [————

4. You can easily respon

MY SUBMITTAL ACTIONS MY EXPECT

LS My Open Actions 5 | | 3 Export | ~ ]

o n Sender ID  Subject Received

d to items from Info Exchange.

Forwarded Response ~ Supportin
a- - - i
26 50 00-04 Exterior Lighting - Product Data 9/23/2012 For Review @ 9/23/2012 Pending

From: Jamas Hunter (Huster Ebctric) From: Maey Grean (Green Sarvices)

26 50 00-008 Lighting fixtures - manufacturers instructions 8/8/2012 Pending
From.: Bleter Keating (Keating Archibects)

23 30 00-005 HVAC ductwork shop drawings 9/2/2012 For Review @

26 50-0102 Lighting Fixture Sample and Catalog Data RI12/2M17 Pending

5. When you need to access the data in different formats you can export to a variety of file formats.

PDF
Portabsls Documant Format

Xs
= Microscit Excal 972003

" Fach Test Format

sV
Comma-separsted vahses
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