g NEWFORMA

Document Control Quick Reference Guide

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

Purpose

Newforma Document Control simplifies the tasks of managing document revisions, assembling document
packages for issuance, and maintaining the project document register. The record documents are then
available in the Plans mobile app.

Audience

Those who manage the record documents and deliverables for projects.

Key Features

e Users can manage issuance and revisions of design, contract, and construction deliverables over
the course of a project.

e A Document Register report displays the revision history for each project document, and Info
Exchange provides easy access to the most recently issued version of each project document for
remote Project Center users and external project team members.

e The Plans App allows users to view and markup issued record documents.

To add record documents

1. To add record documents and link them to the actual files in one step, select Add Revisions from

Files from the Tasks panel in the Document Control activity center.
TASKS

Record Document
Add Record Document
Iﬁ\dd Revisions From Files I
Create Record DocumentPackage
Edit in Spreadsheet
Utilities

Create Report

2. In the Add Revisions from Files dialog box, select Add Files or Add Folder to select the files you
want to add, then browse to the select the files or folder of files.

.- Add Revisions From Files

. Either drag and drop files to associate them with Record Documents, click Auto Link, . - . )
Files kRl s llin ki Add Files... Add Falder...

*

Add files or folder to link to Record Documents.
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3. The files you selected appear at the top of the dialog box under Files. Select (highlight) all the files

you want to create record documents for, then select Create to create the record documents.
‘e Add Revisicns From Files %

Either drag and drop files to associate them with Record Documents, click Auto Link,

Files oo advanced Dinkirey Add Files... Add Folder... Remaove

A
M203.pdf _pdf Unlinked WVWIMA-DEMO-NPCS01\projects) 1995005 \M203. pdf
M204.pdf .pdf Unlinked \WIMA-DEMO-NPCS 01 \projects\1999009. \M204. pdf v
3 files.
Record Documents Auto Link Advanced Linking... Create Femove
u | | | | | g

4. Record document properties can be updated before finalizing this procedure, including adding a
Revision Prefix, Revision Suffix, Revision Description, or changing the Revision Date.

The Revision Date determines what is considered the latest revision of a document.
5. Select Add when done. The record documents appear in the Document Control activity center.

If you are currently tracking your list of record documents in Excel, you can use
Newforma's import template to import the spreadsheet of record document information.
Contact your administrator to use the import.

To create document packages
You can create document packages for organization and distribution purposes.
1. Highlight the All Packages option in the Document Control activity center Select View panel.

2. Select Create Record Document Package from the Tasks panel.

TASKS
Package

I Create Record DocumentPackaage I
Edit in Spreadsheet
Utilities

Create Report

3. In the Create Record Document Package dialog box, enter a package name.
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4. Select Add and then check the record documents to add to the package.

@@ Create Reco - O
Name: |Architectura| ‘
Distribution: |adam Kiose 24 (efferson Ml Associates 24); |
Disciplines: | |
Status: | Draft ~
Record Documents Description Supporting Documents (0) Email Log (0) Related Items (0] Chani
Add..
- J
&% Select Record Document - m] *
Look in: ‘ [0 Record Documents v‘
r Select Item
o | All Active Record Documents (86) \/| ‘Fil:e r All Columns | @
of | | |
(] A0o0 Table of Contents 100% CD 2/28/2020
O ADO1 Alpengrove 100% CD 2/28/2020
O A101 Alpengrove 100% <D 2/28/2020
O A201 Alpengrove 100% CD 2f28/2020
O A202 Alpengrove 100% CD 2f28/2020
O A203 Alpengrove 100% CD 2f28/2020
= . . 5

Keywords: Cancel Help
Y Cancel Help

5. Click OK. Click OK again to create the package.

To issue record documents
You can issue or distribute record documents and track who received each revision and issuance.

1. Highlight the record documents you want to issue.
2. Select Issue Selected Record Documents from the Tasks panel. To issue the latest revision, select
Latest Revision. To issue a previous revision, select Select Revision.
TASKS | DOCUMENT Cof
Selected Record Documents (86)
Open with Newforma Viewer
Cpen with Adobe Acrobat Reader DC
All Parkanac

I Issue Selected Recard Documentsl b Latest Revision

SelectRevision
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3. In the Issue Record Documents dialog box indicate who you are issuing To and add a Subject.
Select the send method in the Send Via field and fill in and any other information as desired. Click
Create and Transfer when done.

&% lssue Record Documents - O X
cC: [ |
From: | [Adam Klose 24 (Jefferson Mill 24) |

ISthect‘ I‘Requlred \

Purpose: | For your use | O ide recipient st (D)
Date: [ monday , april 27,2020 EM
ISEHd via: |[Tnfo Exchange -]

Remarks Description of Contents (70) Associated Files (70)* Email Log (0) Related Items (172) Change \Eli‘

B [ L & |Verdana Vo VJA-f £ oE = EE® AR LA

Keywords:

& [ Print or save form after filing | Save Draft | | Create and Transfer Cancel Help

4. 1If Info Exchange was selected as the Send Via method, select the appropriate visibility, expiration
and notification options in the Transfer to Info Exchange Options dialog box.

5. Track the issue history from the Issue History tab. Expand each record document to view the
revision history.

= | All Active Record Documents (86) v| |Fi|ter’ All Columns | x

Number & Title Revision State Revision Revision Date Last Issued Scale Size

A000 Table of Contents Issued 100% CD 2/28/2020 4/3/2020
Alpengrove Issued 100% CD 2/28/2020 4/3/2020

Revision Date Revision State  Revision Pur... Revision Des... Related Items Related Project Items

100% CD 2/28/2020 Issued = 00383 - 100% cd, 00413 -.. \WMA-DEMOC-...

50% DD 12/2/2019 Issued = 00382 - 50% DD WIMA-DEMO-...

A101 Alpengrove Issued 100% CD 2/28/2020 4/3/2020

B6 Record Documents in 'All Active Record Documents'

Description Email Log Related Items Supporting Documents Change Log

Issue Subject Issue Date ¥ Issue Type Related Items

Preview

Only the latest revision of the record documents is available through the mobile Plans
app. External users only see issued plans through the app.
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To issue document packages

You can issue or distribute document packages and track who received each revision and issuance.

1. Highlight the document package you want to issue.

2. Select Issue Selected Package from the Tasks panel. To issue the latest revision, select Latest
Record Document Revision. To issue a previous revision, select Selected Record Document
Revision.

TASKS DOCUMENT CONTROL - ALPENGROVE 5

Selected Package
Modify
Add Similar Package

. All Packages
Wiew Form g
IIssueSeIectedPackage I * LatestRecord DocumentRevision
Info Exchange 3 Selected Record DocumentRevision

To add revisions to record documents

1. To add revisions to record documents, select All Record Documents in the Select View panel, then

select Add Revisions from Files from the Tasks panel.
TASKS
Record Document
Add Record Document
I Add Revisions From Files I
Create Record Document Package
Edit in Spreadsheet
Utilities

Create Report

2. In the Add Revisions from Files dialog box, select Add Files or Add Folder to browse and select
the files you want to add as revisions.
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3. Newforma automatically links the new revision with the record document based on similar file names.
The New Revision File Status column in the Record Documents section of the dialog box shows

Changed. If a file is not automatically linked, you can drag and drop it onto the corresponding record
document.

For more linking options, select Advanced Linking.

.U. Add Revisions From Files *
Files Eléll:;;ﬂer;gumfn\:girup files to associate them with Record Documents, click Auto Link, or click Add Files... Add Folder-...

A

v
0 files.
Record Documents Remove Links Remove
O &
M201 Add New Revision | Changed 01 4/3/2020 YWWIMA-DEMO-NPCSO1Y,
M202 Add New Revision J| Changed 01 4/3/2020 \WIMA-DEMO-NPCSO01N.
M203 Add New Revision J| Changed 01 4/3/2020 WWMA-DEMO-NPCS01Y,.
Mz04 Add New Revision Changed 01 4/3/2020 YWIMA-DEMO-NPCS01Y,.
R mz0s Add New Revision Chanoed 01 4/3/2020 V\JMA-DEMO-NPCSO1L. ¥
< >

86 Record Documents. & Linked.

Properties

Number: M201 Title:

Revision Prefix: |:| Revision Suffix: l:l New Revision Number: |Auto Number01
Mew Revision Date: | 4/ 3/2020 [Elv | New Revision Description: ‘ |

New Rewision Purpose: ‘ v|

4. Click Add when done.

5. Any time you want to update record documents with new revisions, use the Add Revisions from
Files task again.

To mass update record document data in Excel

If you want to make changes to data in existing record documents, you can use the Edit in Spreadsheet
task to export data, modify it in Excel, and then reimport changes back into Newforma record documents.

1. From the Tasks panel, select Edit in Spreadsheet and indicate where you want to save the exported
data.

TASKS
Record Document

Add Record Document

Add Revisions From Files

Create Record DocumentPackage
I Edit in Spreadsheet I

Utilities

Create Report
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2. While the data is open in Excel, make any desired changes using Excel features such as copy and
paste.

A B
1 |=record document table=
2 |<number= =title

00 = O M = L

3. When done, save and close the spreadsheet. A message appears asking if you want to reimport your
changes into Newforma. Click OK to import your changes or Cancel to re-import later.

&% Newforma Project Center Message X

The spreadsheet is open for you to edit. Make changes and save the file. Once completed press OK to import the changes in Newforma
Project Center.

Alternatively, you can press Cancel and use the task "Import Spreadsheet” from Project Center to synchronize the information later.

[ Permanently save spreadsheet after import Cancel
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To generate the Document Register report

The Document Register report helps you understand which files and revisions were issued to whom,

when, by what method, and for what purpose.

1. Filter and select the record documents as needed and then select Create a Report > Create
Document Register Report from the Tasks panel. Select the report options and select OK to run.

TASKS

Record Document

Add Record Document

Add Revisions From Files

Create Record DocumentPackage
Edit in Spreadsheet

Utilities

Create Report

COALIRANR NI CTTAMS

All Packages

All Record Documents

Arch Drawings

Create Report

I Create Document RegisterRepol‘tl

Document Register Report

originator| Adam Klose 24 Project Number 1999009.24
Date of issue
Month 03 02 04
Alpengrove Science Center 24  |pay 02 0z 03

Year 20 20 20
Title Number Scale |Size Revision Revision Purpose
Table of Contents A00O - - 50% DD |100% CD |100% CD -
Alpengrove A001 50% DD |100% CD [100% CD
Alpengrove Al01 50% DD |100% CD [100% CD
Alpengrove A201 50% DD |100% CD |100% CD
[Alpengrove A2018 50% DD 50% DD
Alpengrove A202 50% DD |100% CD [100% CD
Alpengrove AZ203 50% DD |100% CD [100% CD
Alpengrove AZ204 50% DD |100% CD [100% CD
Alpengrove A205 50% DD |100% CD |100% CD
Alpengrove A206 50% DD |100% CD [100% CD
Alpengrove AZ07 50% DD |100% CD [100% CD
Alpengrove A209 50% DD 50% DD
Alpengrove A302 50% DD |100% CD |100% CD
Alpengrove A303 50% DD |100% CD [100% CD
Alpengrove A304 50% DD |100% CD [100% CD
Alpengrove A205 50% DD |100% CD [100% CD
Alpengrove A306 50% DD [100% CD |100% CD
Alpengrove A402 50% DD |100% CD [100% CD
Alpengrove A403 50% DD |100% CD [100% CD
Alpengrove A404 50% DD |100% CD [100% CD

To view record documents on Info Exchange

Internal project team members can access record documents from the Info Exchange website. External

project team members can only access record documents if their permission set gives them access to

record documents.

1. Log into the Info Exchange website and select the project, then click View > Files and Documents

> Document Control.

PROJECT HOME

Project Information

Alpengrove Science Center 24

Files and Documents

sitePh¢ 5

&

File Transfers

Shared Folders

([ Document sets

d Document Control
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2. The Record Documents log shows each record document along with the latest revision number,
revision date, revision state, and a link to the file.

RECORD DOCUMENTS ~ PACKAGES
Record Documents [ J =] 0
Number Tite Revision Revision State File Revision Date Last Issued Ccompany Supporting Documents  Related Items
- | |
A000 Table of Contents 100% CD Issued DE";:';QWQ@ 2/28/2020 4/3/2020 EZS;?;’;SMZ"L - ]
A001 Alpengrove 100% €D Issued D’:‘_';Z:gme@ 2/28/2020 4/3/2020 iif:g;’;s'g"‘" = B
AL01 Alpengrove 100% CD Issued ;f";z’f'gm"?@ 2/28/2020 4/3/2020 JA";ZEE:'IZSM;"‘. - @

3. Select the Title to launch the Record Document page and view the Revision History tab and other
information.

Record Document <X Record Documents &= view Form
Number: ADDD Discipline:
Title: Table of Contents Type:
Company: Jeffersan Mill Associates 24 Purpose:
Owner: Adam Klose 24 (Jefferson Mill Associates 24) Size:
Team Members: -- Scale:
REVISION HISTORY DESCRIPTION EMAIL LOG SUPPORTING DOCUMENTS RELATED ITEMS CHANGE LOG
Revision File Revision Date Revision State Recipients Issue Date Issue Type Via Issue Subject
- ) Bob Welder 24 ;
jal Alpengrove - -
100% CD A.unp\;p: dfg ! @  2/28/2020 Issued (MacDougall 4/3/2020 ;;f”:o":'ftuas'e IETfhange Bid Docs
E - Construction 24)
3 Bob Welder 24 ;
ja Alpengrove - -
100% CD B8 Aipeng ~ | 2/28/2020 Issued (MacDougall 3/2/2020 Ui ity 100% cd
AD000.pdf () Construction 24) For your use Exchange
- Rnh Waldar 24

4. If the file type is PDF or image, you can select the file name to open it in the Newforma Web Viewer
where you can use tools to pan, zoom, view, stamp, markup, save a markup session (which will save

as a markup session in Newforma), and/or create a PDF.
Ipengrove - AD0DO. pdf

The Plans Mobile App for the iPad

The Plans App gives you access to your record documents anytime or place you need them. You can view,
markup, pin and create action items, field notes and punch list items.

Use your Newforma ID account to log into the Plans App.
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http://help.newforma.com/Newforma_Info_Exchange_Eleventh_Edition/desktop/Activity_Centers/Record_Documents_page.htm
http://help.newforma.com/Newforma_Info_Exchange_Eleventh_Edition/desktop/Pages/Record_Document_page.htm
http://help.newforma.com/Newforma_Info_Exchange_Eleventh_Edition/desktop/Newforma_Web_Viewer/Overviews/Newforma_Web_Viewer_Overview.htm

