NEWFORMA
Document Sets Quick Reference Guide

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

Purpose

Use Newforma document sets to manage your project’s key deliverables and keep information related to a particular

task together without moving, copying, or in any way affecting the actual underlying files.

Audience

Internal Newforma Project Center users.

Key Features

¢ Assemble and manage your project’s key deliverables into a virtual folder of files from anywhere
within the project information.

e Create record copies of document sets for milestone or other purposes.
e Compare document sets with other document sets, project folders, or record copies.

e Distribute specific sets of files to external project team members as a transmittal via Info Exchange
or through a shared folder.

e Create an image gallery document set to share photos on the Info Exchange website.

To create a document set

1. From the Project Document Sets activity center, select Create Document Set in the Tasks panel.

Document Sets
I Create Document Set I
Create Report
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2. In the Create Document Set dialog box, enter a Name for the set, then select the Contents tab. Select Add

Files or Add Folder to browse and select files you want to add to the set. Use Add Files or Add Folder as many

times as needed to select files in different locations. Select OK when done.

(ﬁj Create Document Set EI@
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Mernbers: alison Whitney {Mewforma - Harrison);
Status: Active ~ [ share in Image Gallery o
M Ernail Lag {0} Related Iterns {0} Change Log
Set Order... Wiews v | Add Folder... Add Files « I Remove
| | | | Related Items (1)
B 0408422.pdf adabe Acrobat Do -
] 0408425.pdf tdabe Acrobat Do
B 0408423, pdf fdabe Acrobat Do
(e wisualization_-_aerial.dwg DG File
BN 00z IPG JPEG Image
4| T » —
Keywords:
A

Files shown on the Contents tab are not copies of files, but are links to the actual project files on

your server. When opened, they bring up the latest copy from your project files.

Using Add Folder does not automatically add files from subfolders. Files in subfolders need to be

added as a separate step.

If you choose Add Folder, any files added to that folder in the future will automatically be added

to the document set.

To distribute a document set

You can easily distribute the files in a document set through email or Info Exchange.

1. To distribute via an Info Exchange transfer, select the document set and select Info Exchange > Transfer and

Log Transmittal in the Tasks panel.

PROJECT DOCUMENT SETS - ALH

Selected DocumentSet

w all Active Document Sets (9)

Browse Subsets
Repost Expired Shared Folder
Modify

Y

Info Exchange

Transfer Only

Ernail Transfer and Log Transmittal

Compare Contents To Create Shared Folder
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2. Select the files you want to transfer and select OK.

& Transfer Project Itern Content @
Cptionally, select files belaw to include with the Transmittal. Press OK ta select additional files.

Files to Transfer

Filename Size Date Modified

Document Set Contents

0408422, pdf 647 KB 1/29/2013 9:51:23 AM
0408425, pdf 406 KB 1/29/2013 9:51:40 AM
0405323, pdf 595 KB 1/29/2013 9:51:29 AM

3. The Transfer Files and Create an Outgoing Transmittal dialog box opens. Enter the recipient(s) in the To

field, fill out any other information and select Create and Transfer.

& Transfer Files and Create an Outgoing Transmittal [

From:

Subject: LEED Subrnittal

Fiioss For your review and comment ~ [P tide recipisnt st @)
Date. Fridey , June 13, 2014 &
Send Via: Info Exchange =

Log In Document Control i)

EEEE ceccivvion of comenis i5) Associated Filss (S)*  Ernail Log (D) Ralated ftems (0)  Chanpe Log
=8 261" Q

B I L & verdsna v v A-fE}

7Y o i [ T TS

To create a record copy of a document set
To make a copy of files in a document set for milestone or other purposes, you can create a record copy.

1. Select the document set and click Create Record Cop

PROJECT DOCUMENT SETS - ALPENGROYE ENYI

from the Tasks panel.

Selected Document Set

“ all Active Docurnent Sets (9) -

Maodify
tnfo Exchange
Ernail Y Y
Carnpare Contents To rh LEED Coordination Active
Rewview Related Markup Sessions m LEED Submittal Akl
Create R d . .

m Mechanical Package Active

Fublish

2. Give the record copy a Name, indicate if you want to include external references, indicate where you want to

save the record copy, and select OK.

& Create Record Copy
Hame:
External references: Include all externally referenced drawing, image and support files  «
Save Record Copy in: D ataset\Admink1999009,00-Adminyd - Accountingrecord copiesh, | ...
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3. If you opted to include external references, Newforma searches for and displays any references found for you to
confirm or remove.
f 8 Surnrmary of Incluted Files and Arferences 5
— Ve —
7455 os0mazz pif adobe Acrohatta  Publish Wat publishad
9] 1] panbazs.pdf Adobe AcrabatDa  Publish Mot published
4. Select Continue to finish creating the record copy.

To compare document sets

You can compare document sets to other document sets, record copies, or project folders to see what files have been

added, removed, changed, or have remained unchanged.

1. Select the document set and select Compare Contents To from the Tasks panel. Choose to compare it to a

folder, another document set, or a record copy.
PROJECT DOCUMH

Selected Document Set
Modify
Info Exchange

ﬁ All Active Do

Ernail

IComgare Contents To I
Review Related Markup Sessions

Folder
Docurment Set
Fecord Cop

Record Copy

2. A dialog box opens for you to select the folder, document set, or record copy to compare to.
R Select Record Capy = =&
5(‘|t‘(‘i Ttem
All Record Copies (409) - &
 Type Wil B -
b 4 h 4 hd A4
™ LEED Subrmittal 1 Documant Set 6/13/2014 3:11:02 00 Ty 4,819 KB Wnew
I eathroom lighting Submittal Action &/9/z004 a4 P BRI = Wnew
b _Testing Shared Folder Shared Folder 6/6/2014 2:27:29 AM L 895 KB \new
e _Tasting Shared Falder Shared Folder 6/6/2014 2:16:01 AM - < 1KB Wnew
Il _Testing Shared Foldar Shared Foldsr (Manifest)  6/6/201d 2:16:00 AM [ =
J Construction - Foundatian Contract Action 5/30/2014 2:32:44 PM ¥ '.:; 5} EERRT T 2.
| 409 Fecord Copies in"AllRacard Coples’ = : il
[ concel | beb |
3. Once selected, the Compare Results window opens. A logical comparison would indicate the older set of files in

the Baseline selection and the newer set of files in the Revised selection. If needed, you can click Swap
Baseline and Revised Selections from the Tasks panel. Use the color key to understand which files were

added, removed, changed or left unchanged between the sets.

COMPARE RESULTS

Compare results

Imseh‘ne Record Copy: I

LEED Submirtal 1 (5 files)

Rovised Docunsent Set:
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|l 2dded in Revision
|- Remaoved in Revision
Bl chonged in Revision

B Unchanged

Swap baseline and revised selections

Creabe Report

Exclude subfoldersin comparison

COMMON QUESTIONS " -
Changes thathave occurred inRevised DocumentSet "LEED Submittal

All Project Files -
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To view document sets on Info Exchange - Internal users only

As soon as a document set is created, the contents are available for internal users on the Info Exchange
website. This is a great way to make files available to users when working in the field.

1. Internal project team members can view and open files from document sets on the Info Exchange website. To do

this, select View > Files and Documents > Document Sets from the menu bar.

SO MILL ASSOCIATES 1999009.00 - Alpengrove Environmental Science Center

MY PROJECTS  DIRECTORY PROJECT HOME IS IvER

Files and Documents

¥ File Transfers

#=} Shared Folders

2. Click on a document set Name to see the files. You can select each file to view or select the download icon.

Send View

[ e e

Document Set [ 4 Document sets |
Subject: LEED Submittal Keywords:
Status: Active Team Members: @ - -

pescripTion |[ Fites || emawLoc | rewaTep rmems || cHance Lo |

I ga08A22 pdf &

! ga08a05.pdf

2! g408a23.pdf 2

visualization_-_aerial.dwg &

Name Type

Portable Document Format
Portable Document Format
Portable Document Format

Autodesk AutoCAD Drawing

To create an image gallery on Info Exchange

Subset

A document set can be created to share photos on the Info Exchange website for both internal and external project

team members to view. You can create up to three image galleries.

1. To create an image gallery, set up a document set as normal, but also check Share in Image Gallery, then

select A, B, or C from the drop-down.

0408422 pdf
D40BAZS pdf
0408423.0df

Adobe AcrobstDo
Adobe AcrobstDo

Adobe AcrobatDo

& Mn‘dilyﬁaclllmem&.l E@@
Hame: LEED Submittal
Members:
Status: Active v % =10
_Doscription |ERNURSITIR] Email Log (0)  Related Items (1) Changs Log :
t Add Folder... || addries = |¢
! Nama J oo IERERROIN

Use Add Files or Add Folder to add image files to the set. Select OK when done.

The document set is automatically set as a shared folder and the image gallery can be added as a widget to the

Project Home page on the Info Exchange website.
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4. To add the image gallery to your Project Home page, log into Info Exchange, pick the project, then select the

Customize link.

Eoglah W W | My Prafile | Sign Out
"

1999009.00 - Alpengrove Environmental Science Ce -

MY PROJECTS  DIRECTORY ~ WGCGVZmgNlEIN SEND ~  VIEW ~  HELP ~ [Sea-:h

My Open Items

Send View A || B cetpermins Due: 5/7/2014 5,
Action Ttem
| Files K File Transfers B testing Due: 6/6/2014

5. Select the image gallery from the Available Widgets and click the left, middle, or right placement.
Available Widgets

Events

5 Day Outlook
- Journal

14 D
Cutlook - tist

Gallery
Placeholder A

:’;:.EII!I:!:IYOHET C

6. For example, selecting the middle placement puts the image gallery in the middle of the existing widgets of the

default Simple View. Select Save when done.
MY PROJECTS DIRECTORY ~ SEND - VIEW ~ HELP ~ Ils;ear:h

STOM VIEW + | CUST

Customize My Project
Home

Heght: (2 |

7. The image gallery appears on your Project Home page.

MY PROJECTS PROJECT HOME SEND ~ VIEW ~ HELP ~

Send View LEED - ; Due: 4/13/2012 °
Energy an g
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B submittal 2 submittak - Credit 1
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