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Transmittals Quick Reference Guide

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

Purpose

Like the paper-based transmittals that traditionally accompany conventional AECO drawing submissions,
transmittals in Project Center provide descriptive information about the documents being sent such as
title, sender, purpose, and associated files. Use the Project Transmittals activity center to review
project transmittals no matter where they originated. You can also send, receive and log transmittals and
their associated contents from here. You can view and print each transmittal’s information from Project
Center using its Transmittal Form.

Audience

Newforma Project Center users.

Key Features

e View, track and manage project transmittals.

e Create outgoing transmittals or log incoming transmittals.

e View and print the transmittal form document and access record copies.

e Compare contents of transmittals to folders, document sets or record copies.

To log an incoming transmittal

You can use the Log an Incoming Transmittal task if you are receiving either physical or electronic
items that may not be related to workflow in other activity centers.

1. From the Project Transmittals activity center, select Log Incoming Transmittal in the Tasks

panel.
TASKS

Transmittals

|create Outgoing Transmittal|

Log Incoming Transmittal

Create Repaort
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2. Fillin the transmittal form. From and Subject are the only required fields.

&% Log an Incoming Transmittal - O *
To: |Adarn Klose (Jefferson Mill Associates); | Transmittal ID: |.'-L|:c Number |
cc: |

From: Required |
Subject: Required |
Purpose: W‘

Date: [ Monday , April 13, 2020 @~ |
Received Via: | Hand v|

Remarks Description of Contents (0) I Associated Files (0) I Email Log (0) Related Items (0) Change Log

Transferred Files Views = Add Files... Add Folder... Include Files From =

There are no items to show in this view.

3. Add any digital files or scans received to the Associated Files tab.

4. Use the Description of Contents tab to add information about physical items received.
Remarks Description of Contents (0) Associated Files (0) Email Log (0) Related Items (0) Change Log
Import... Edit in Spreadsheet...

5. Click Log Transmittal to save.

To create an outgoing transmittal

You can use the Create Outgoing Transmittal task if you are sending either physical or electronic items
that may not be related to workflow in other activity centers.

1. From the Project Transmittals activity center select Create Outgoing Transmittal in the Tasks

panel.
TASKS

Transmittals

I Create Qutgoing Transmittall

Log Incaming Transmittal

Create Repart

Complete the transmittal form. The To and Subject fields are required.

&% Create an Outg - [m]
I To: ‘ Reguired i | Transmittal [D: ‘éu:c Number |
cE: \ g |
From: Adam Klose (efferson Mill Associates) |
Subject: Required |
Purpose: For Your Use V| [ Hide recipient list (i)
Date: [ Monday , April 13, 2020 O]
Send Via: ‘ Info Exchange u|
Log In Document Control |
Remarks Description of Contents (0) Associated Files (0)* Email Log (0) Related Items (0) Change Log
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If electronic files are being sent, go to the Associated Files tab to add them.

Remarks Description of Contents (1)

2.

Associated Files (1)* Email Log (0) Related Iterns (0) Change Log
Files to Transfer Views v Add Files... Add Faolder... Include Files From -+ Remove
Name Type Size Date Modified Path Keywords

@ As_Built_Images.pdf PDF File 500 KB 11/20/201% 10:42:31..  CiWs \Downloads

External References: | Include all externally referenced drawing, image, and support files v‘
Save record copy in: |\\newforma.lacal\data\pubhc\NPCS\lQQQOOQ.OO\: - communication\transfers\outgoing', v‘

*Required Review complete list of files before creating transmittal

Keywords: |

A [] Print or save form after filing  =ave Draft Cancel Help

3. Click Create and Transfer to send the transfer.

To view the transmittal form

1. To view a transmittal form for an existing transmittal, select the transmittal from the log and select
View Form from the Tasks panel.

TASKS

Selected Trans.mittal

View Form

Send Related Email

Log Similar Transmittal
Modify
Delete

2. The Transmittal Form appears. You can Print, or use the Save As button to save the file.
.% Transmittal Foerm

- d x

@' NEWFORMA. Submittal

Transmittal
Mewlorma | Fort Worth TX United States
PROJECT: Alpangrove Environmental DATE SENT: B/17/2018
Science Center
1999009001
SUBJECT: Structural Steel Drawings SUBMITTAL I0x 05120-01
TYPE: Submma| TRANSMITTAL 1D 00112
Print... Save As...
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