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[bookmark: _Toc295665091][bookmark: _Toc305600653]Newforma-to-Newforma® User Guide
[bookmark: _Toc305600654][bookmark: _Toc351978550]Overview
[image: ]Newforma-to-Newforma® (N2N) seamlessly connects companies using Newforma® Project Center to streamline the coordination and exchange of critical project information. By utilizing a direct, secure communication channel between servers within each company’s corporate firewall, Newforma-to-Newforma enables a fully integrated and transparent mode of project delivery without compromising control of proprietary project information.
This user’s guide describes the setup and recommended best practice use cases associated with Newforma-to-Newforma. The appendices of this user guide walk Project Center administrators through the one-time connection process that allows mutually consenting Newforma customers to securely connect their Newforma® Info Exchange servers. With this background server-to-server connection in place, the guide describes the following three use cases enabled by Newforma-to-Newforma:
Send file transfers directly to the recipient’s incoming Info Exchange log, completely eliminating download delays.
Synchronize selected project folders on a scheduled basis, ensuring that distributed design and construction teams remain coordinated.
Seamlessly exchange RFI, Submittal and other workflow actions, eliminating the need to copy and paste meta-data or download related files.
	[image: C:\Users\Alison\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3AR54E5N\MC900293188[1].wmf]
	Note: There are certain pre-conditions in the setup of the project and configuration of project team members that must be met in order for connected delivery of project items to work. Project Center administrators should consult the Troubleshooting appendix of this manual for more details.
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[bookmark: _Toc309716062][bookmark: _Toc351978551]Connected File Transfers
Newforma to Newforma automates the transfer of files between connected companies, completely eliminating the need for file transfer recipients to login and download file transfers from the sender’s Info Exchange server. Instead, incoming file transfers from connected companies are automatically downloaded by the recipient’s Newforma Project Center server directly into the recipient’s incoming Info Exchange log.
[bookmark: _Toc309716063][bookmark: _Toc351978552]Initiating a Connected File Transfer
Sending a connected file transfer is just like sending any other file transfer in Newforma Project Center using Info Exchange. If one or more recipients are connected project team members, the Enable Connected Project delivery option will be enabled in the Transfer to Info Exchange Options dialog box.
1. Select Enable Connected Project delivery to send the transfer via connected delivery to the connected companies listed in the Delivering to: field of the Transfer to Info Exchange Options dialog box.
[image: ]
Click OK in the Transfer to Info Exchange Options dialog and in any following dialogs as needed to complete the transaction. The file transfer is uploaded to the sender’s Info Exchange server, and notifications are sent to all the recipients, just as with a normal file transfer.
Once the files are available for download from the sender’s Info Exchange server, the sender’s Newforma server notifies the recipient’s Newforma server of the connected file transfer. This prompts the recipient’s Newforma server to login and automatically download the file contents of the file transfer into the recipient’s Newforma Info Exchange activity center. The download appears in the Info Exchange activity center as a pending, incoming file transfer.
[bookmark: _Toc309716064]

[bookmark: _Toc351978553]Receiving a Connected File Transfer
Once the file transfer is complete, the recipient receives an email notification in the same manner as other file transfer recipients. As the recipient, you can use the links in the notification email to access the files.
1. Click the first embedded link in the notification email to open the incoming file transfer within the associated project in Project Center.
[image: ]
	[image: C:\Users\Alison\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3AR54E5N\MC900293188[1].wmf]
	The other links to download the files and to login to the sender’s Info Exchange site are still available in case the recipient does not have access to Project Center.



The connected transfer is displayed in its pending state in the Info Exchange log. The files have already been downloaded into the project. Click on Acknowledge Receipt in the Tasks pane to notify the sender that the transfer was successful.
[image: ]
The Acknowledge Receipt dialog appears.
[image: ]
Select the appropriate next action:
a. Just acknowledge the transfer will show the sender that you received the files.
b. Extract transferred files to a Project Folder will extract the files from the zip file and allow you to select where you want the files to be saved.
c. Record the this transfer as a . . .  will allow you to record the transfer as another Newforma item such as an incoming transmittal, RFI, Submittal or other Contract Management workflow item.


[bookmark: _Toc309716065][bookmark: _Toc351978554]Connected Shared Folder Overview
Newforma to Newforma allows shared folders to be connected, eliminating the need to log into the Info Exchange website to download or upload files into the shared folder.  
Please reference the section of this document on Approaches to Using Connected Shared Folders on page 16 for suggestions and best practices in using this feature.
[bookmark: _Toc309716066][bookmark: _Toc351978555]Initiating a Connected Folder
Before initiating a connected folder, the project team representatives from each company should define the purpose and process for each connected folder. Also, to avoid any permanent loss of data, avoid sharing and connecting ‘live’ working folders. Instead, define an ‘Outgoing’ or project ‘Dropbox’ folder used for exchange and coordination with external team members.
	[image: C:\Users\Alison\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3AR54E5N\MC900293188[1].wmf]
	For fully connected delivery to succeed, the initiator of a connected transfer or workflow action needs to be on the recipient’s project team. This is because the sender needs project member credentials in order to log into the recipient’s Info Exchange to upload the workflow item.



The easiest way to create a connected folder is to use the Create Shared Folder option for a project within Project Center.
1. Navigate to the project that contains the folder for which you want to create a connected folder. 
1. View the project files and select the desired folder within the project. Right click on the folder and select Info Exchange, then Create Shared Folder from the popup menu.
[image: C:\Users\apreger\Documents\AEC1\Triton\NPN\PPT Slides\NPN - Syncing Folders\Slide19.JPG]
	[image: C:\Users\Alison\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3AR54E5N\MC900293188[1].wmf]
	All sub-folders of the selected folder are included in the connected folder. This includes empty sub-folders.



The Create Shared Folder dialog appears.
[image: C:\Users\apreger\Documents\AEC1\Triton\NPN\PPT Slides\NPN - Syncing Folders\Slide20.JPG]
Complete the To…, CC…, and Name fields as necessary. Enter any remarks on the Remarks tab. The following table explains the purpose of each field:
	To…
	The To... field contains the team members with whom you want to share the folder. These team members will receive email notifications of any future updates to the folder. If reminders are configured, they will also receive reminder emails if they do not download the updated files.

	CC…
	The primary difference between the CC…and To… fields is that team members in the CC… field will NOT receive reminders if reminders are enabled for the folder.

	Name
	The Name field defaults to the folder name. You can change the name to more accurately describe the purpose of the shared folder (i.e., MEP Coordination, Shop Drawings, CAD Backgrounds, Presentations, etc.)

	Remarks
	The Remarks tab is used to provide more instructive information about the shared folder, its intended use, etc.


[bookmark: _Toc309716067]


[bookmark: _Toc351978556]Publish Options Tab
The Publish Options tab in the Create Shared Folder dialog establishes the publish preferences for the initial transfer of the connected folder, as well as all subsequent synchronization updates.
[image: C:\Users\apreger\Documents\AEC1\Triton\NPN\PPT Slides\NPN - Syncing Folders\Slide21.JPG]
The following table explains the purpose of each field on the Publish Options tab:
	Files to Publish
	Specify whether selected files or all files within the folder will be published.

	External References
	Select an option if external references will be automatically found and sent with the files being shared.

	Record Copy Folder
	Folder in which to store record copies.

	Manual Publish Options
	Sets the parameters for manually published updates. The following options are available:
Save a record copy of the published files. Enable or disable saving a record copies. Since these folders are typically used for coordination and will be updated frequently, record copies are optional and frequently disabled to save disk space.
Notify each recipient. Enable or disable recipient notification. If the connected folders are going to be updated frequently, the sender might want to disable email notifications to limit the proliferation of email.
These settings apply only to manually published updates. There are separate settings for scheduled updates that can be set on the Synchronization Schedule tab of the Create Shared Folder dialog.


[bookmark: _Toc309716068][bookmark: _Toc351978557]Upload Options Tab
Connected folders can also be accessed via the sender’s Project Center Web page on their Info Exchange server. The Upload Options tab in the Create Shared Folder dialog is used to allow Info Exchange users to upload files into the connected folder. The primary use case for this option is to allow external team members that do not yet have Project Center to upload their design and construction files.
[image: C:\Users\apreger\Documents\AEC1\Triton\NPN\PPT Slides\NPN - Syncing Folders\Slide22.JPG]
The following table explains the purpose of each field on the Upload Options tab:
	Allow Info Exchange users to upload files
	If this option is not selected, Info Exchange users can only download files from the connected folder and the rest of the Upload Options are grayed out. If this option is selected, the additional options below are enabled.

	Allow access to files uploaded by other companies immediately
	Allow users to upload to shared folders. There are two possible settings for this option when selected:
Allow access to uploaded files but do not synchronize with published Shared Folder. When this option is selected files from external users would be available to others on Info exchange immediately after they are uploaded.
Automatically synchronize uploaded files into published Shared Folder. When this option is selected uploaded data is both on Info Exchange and also synchronized with the Folder (which is a shared folder on your network).

	Automatically synchronize files uploaded via Info Exchange into the associated project folder
	If the last option on this tab is checked, any new files uploaded to this folder via Info Exchange would automatically synchronize with the folder in your project files.


[bookmark: _Toc309716069][bookmark: _Toc351978558]Synchronization Schedule Tab
A connected folder can be manually synchronized at any time. The Synchronization Schedule tab in the Create Shared Folder dialog allows users to schedule synchronization events to occur automatically, either by entering specific dates and times, or by configuring folder synchronization to recur daily, weekly or monthly.
1. To set up a sync event, click New Time… at the top of the Synchronization Schedule tab. Click on the Recurring icon to set up a recurrence schedule. 
[image: C:\Users\apreger\Documents\AEC1\Triton\NPN\PPT Slides\NPN - Syncing Folders\Slide23.JPG]
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	Notifications and record copies can be configured per scheduled event.
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	To schedule future updates, the sender must enter their Windows credentials. This prevents the user from sharing or accessing files or sub-folders within the shared folder that the user does not have permission to view.



After setting the options in each tab of the Create Shared Folder dialog, select Synchronize Contents in the Next Actions dropdown list at the bottom of the dialog. Click OK to proceed to the next step.
[bookmark: _Toc309716070][bookmark: _Toc351978559]Transfer a Connected Shared Folder
The next dialog allows you to configure the standard Info Exchange options.
1. If one of the recipients is with a connected company and the current project has been connected, the Enable Connected Project delivery check box is enabled. Check it to enable connected delivery of the connected folder.
[image: C:\Users\apreger\Documents\AEC1\Triton\NPN\PPT Slides\NPN - Syncing Folders\Slide24.JPG]
Click OK and follow the prompts in the ensuing transfer-related dialogs to complete the initial transfer. 
[bookmark: _Toc309716071]

[bookmark: _Toc351978560]Receiving a Connected Shared Folder
When a connected folder is sent using connected delivery, the underlying Newforma-to-Newforma connection notifies the server at Company B to automatically download the folder from Company A’s Info Exchange server. 
	[image: C:\Users\Alison\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3AR54E5N\MC900293188[1].wmf]
	The recipient is still notified of the connected folder via email, but the link takes the recipient directly to the pending folder within the recipient’s project in Newforma Project Center.



The very first time a new connected folder is received, it is downloaded as a pending connected folder and displayed in the Info Exchange activity center within the recipient’s project in Newforma Project Center. The contents of the connected folder are temporarily stored in a zip file.
[bookmark: _Toc309716072][bookmark: _Toc351978561]Acknowledging and Managing Connected Shared Folders
1. To access and manage a pending connected shared folder, select the folder in the Info Exchange activity center, then select Acknowledge Receipt from the Tasks list.
[image: ]
The Acknowledge Receipt dialog appears. Select Manage Connected Folder Settings in the Next action dialog. Click Acknowledge Receipt to notify the sender’s Project Center server that the connected transfer was successful.
[image: ]


The Manage Connected Incoming Shared Folder dialog appears. This dialog allows you to configure the behavior for future updates of this connected folder from the sender at Company A. In the Extraction Folder field, browse to the local folder within Company B’s version of the project to which you want to extract the contents of the connected folder from Company A. Click OK to save the changes.
[image: ]
	[image: C:\Users\Alison\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3AR54E5N\MC900293188[1].wmf]
	There is also an option to extract future updates automatically or manually. If automatic extraction is selected, both new files and more recent versions of existing files are automatically extracted into the folder location designated in the recipient’s project.

	[image: C:\Users\Alison\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3AR54E5N\MC900293188[1].wmf]
	If a matching file name exists in the local folder, the extraction function will overwrite the existing file if its file date is older than the incoming file. If the matching file in the designated extraction folder is newer, the incoming file will NOT overwrite it.


[bookmark: _Toc309716073]

[bookmark: _Toc351978562]Manually Synchronize a Connected Shared Folder
The sender of a connected Shared folder can manually initiate the synchronization of their local version of the folder in their project with the shared version of the folder in the connected company’s project as well as the sender’s Newforma Project Center Web site at any time.
1. To initiate synchronization, click on the desired folder in the Project Files activity center in Newforma Project Center. Select the Synchronize Contents task either by right-clicking on the folder and selecting it from the popup menu or by selecting it from the Tasks list.
[image: ]
The contents of the connected shared folder on the sender’s Project Center Web site are updated. The recipient’s connected Newforma Project Center server downloads the updated connected Shared folder into its project. If the option to Automatically Extract Contents has been selected by the recipient, any new or updated files are automatically extracted into the recipient’s version of the connected folder on their file server.
[bookmark: _Toc309716074]

[bookmark: _Toc351978563]Approaches to Using Connected Shared Folders
This section explores two best practices that connected Newforma customers have implemented for effective use of connected shared folders:
The ‘Separate Inbox/Outbox’ approach
The ‘Single Drop-box’ approach
[bookmark: _Toc309716075][bookmark: _Toc351978564]The ‘Separate Inbox/Outbox’ Approach
With this approach, each company designates separate folders for incoming and outgoing files, as illustrated below:
[image: ]
The Outgoing folder is used to copy files that are ready to be shared with external team members. A completely separate Incoming folder is used to locate the latest files that have been shared by another company. For many project teams, this convention is well understood and N2N can be used to eliminate all the manual steps involved in routing updated files to the appropriate location.
The advantage to this approach is there is no risk that the outgoing files that you share will be overwritten by files that are shared back to you. This approach is vital if both companies will be taking turns editing the same files. The disadvantage of this approach is there could be many incoming connected shared folders to manage on a typical project. For example, if there are multiple companies sharing files, it may be necessary to manage multiple Incoming folders (i.e. Incoming from Structural, Incoming form Mech, Incoming from GC, etc.).
[bookmark: _Toc309716076]

[bookmark: _Toc351978565]The “Single Drop-box” Approach
In this approach, a single folder within the project is used for both sharing of outgoing connected shared folders and extraction of incoming connected shared folders. In essence, the recipient at Company B re-publishes the “incoming” connected folder from Company A back to Company A. Company A then receives the return folder from Company B and extracts it into their version of the folder. This scenario is illustrated below:
[image: ]
This creates a single connected shared folder for sending and receiving files among connected companies that is extremely easy to maintain. This works best when the connected companies have a clear understanding of which company “owns” each file or sub-folder within the connected shared folder.
For example, in the case of a Revit or CAD dataset where design files are coordinated using external references or linked models, and the individual files that make up the coordinated set are typically owned, edited and updated by one company, this approach works very well.
The illustration below demonstrates how nesting of connected Shared folders could be utilized when a Design or GC firm coordinates with their Sub-Consultants or Sub-Contractors:
[image: ]
In this case, Company B only shares back the folder containing the files that they “own”. This approach scales well to a situation which might include three or more participants in a coordinated design or construction scenario:
[image: ]
In this scenario, the design or construction lead, or Company A, ‘owns’ the distribution of the ‘coordinated set’ of design and construction files, while each sub-consultant and sub-contractor ‘owns’ their individual company’s specified scope of work.
As mentioned above, this works best when the connected companies have a clear understanding of which company “owns” each file or sub-folder within the connected Shared folder.
This approach does NOT work well if the ownership of individual files is not clear. If there are individual files which the involved companies will ever be concurrently or even sequentially editing and sharing, then this approach is not advised because the connected Shared folder will only retain the file with the newest file date, overwriting any previously updated versions of the file from other companies.
	[image: C:\Users\Alison\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3AR54E5N\MC900431585[1].png]
	When using this “Drop-box” approach, Newforma strongly recommends that the single, designated folders for incoming and outgoing folders NOT function as production folders in either company.




[bookmark: _Toc309716077][bookmark: _Toc351978566]Connected Workflow
Newforma-to-Newforma simplifies the exchange and coordination of RFIs, submittals and other contract and construction document workflows between construction and design companies using Newforma Project Center. It does so by automatically creating pending incoming items or workflow actions within the recipient company’s corresponding log when initiated by a Newforma-to-Newforma-connected sender. Additionally, any files associated with these transactions are automatically downloaded by the recipient’s server, completely eliminating the need for the recipient to login to the sender’s Newforma Project Center Web server to download files or copy and paste information from their notifications and forms into their Newforma Project Center environment.
[bookmark: _Toc309716078][bookmark: _Toc351978567]Initiating a Connected Workflow Item
Connected workflow imposes minimal changes to the current process within Newforma. RFIs, submittals and other Newforma Contract Management items are initiated and sent (‘Forwarded’ or ‘Responded to’) in the same way as when connected workflow is not enabled.
1. To begin the process, the initiator at Company A creates the item within Newforma Project Center and forwards it to one or more recipients for them to review and respond. In the example below, the project team member at Company A has created an RFI and needs to forward it for review to a connected team member.
[image: ]
If files have NOT been attached to the RFI, the user clicks Forward to complete the transaction. The RFI is automatically transferred to the connected recipient as described below.


If files HAVE been attached to the RFI on the Files to Send tab, the Transfer to Info Exchange Options dialog box appears when the user clicks Forward. The Enable Connected Project delivery option is automatically enabled. To confirm connected delivery of the file contents associated with the RFI, the user ensures that the Enable Connected Project delivery check box is selected. The user clicks OK to complete the transaction.
[image: ]
Once the transaction is completed and any associated files have been posted to the sender’s Info Exchange server, the recipient(s) of the forwarded RFI receives an email notification, just as with an “un-connected” workflow event.
In the case of this connected recipient, the sender’s Newforma server also notifies the recipient’s Newforma server of the connected RFI and associated files. The sender’s server does this by logging into the recipient’s Info Exchange server using the sender’s Info Exchange credentials. The recipient’s Newforma server then downloads the forwarded RFI and its file contents into the recipient’s Newforma RFI activity center as a pending, incoming RFI.
	[image: C:\Users\Alison\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3AR54E5N\MC900431585[1].png]
	For fully connected delivery, the initiator of a connected transfer or workflow action needs to be on the recipient’s project team and needs access to the recipient’s Info Exchange server on the connected project.


[bookmark: _Toc309716079]

[bookmark: _Toc351978568]Receiving a Connected Incoming RFI
1. When the RFI arrives, the recipient receives an email notification, just like any other file transfer recipient.
[image: ]
Clicking on the first embedded link opens the RFI activity center within the recipient’s Newforma Project Center environment, where the incoming RFI has been logged as a pending RFI.
[image: ]


All of the data about the RFI, including any attached files, is automatically logged with the incoming RFI. Double click the RFI or highlight it and select Receive Pending RFI in the Tasks list to complete the process. The Log a Received RFI dialog appears. Modify or supplement any of the information provided by the sender as needed.
[image: ]
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	Connected workflow ensures that the information entered by the sender is available by default when the item is logged by the recipient. However, the recipient can modify or supplement this information without breaking the link to the sender’s version of the item.



At this point, the workflow for the recipient is identical to an “un-connected” RFI until it is time to send a response back to the connected sender.
[bookmark: _Toc309716080]

[bookmark: _Toc351978569]Responding to a Connected RFI
Responding to a connected RFI is similar to responding to an “un-connected” RFI.
1. In the RFI activity center, highlight the RFI and select Close, Respond and Close from the task menu.
1. The Respond to RFI and Close dialog appears. Create the content of the response and associate any files as needed on the Associated Files tab. Click Create.
[image: ]
If there are files associated with the response, the Transfer to Info Exchange Options dialog box appears with the Enable Connected Project delivery option enabled. To confirm connected delivery of the RFI and its associated files, make sure the Enable Connected Project delivery check box is selected. Click OK to complete the transfer.
[image: ]
The RFI is posted to the responder’s Info Exchange site and the recipient(s) of the RFI response receives an email notification, just as with an “un-connected” workflow event.
The responder’s Newforma server also notifies the recipient’s Newforma server of the connected RFI response, prompting the recipient’s Newforma server to login and download the RFI response as a pending, incoming RFI response.
[bookmark: _Toc309716081][bookmark: _Toc351978570]Receiving a Connected RFI Response
1. The RFI Response is routed directly into the original sender’s RFI log. An email notification is also sent. The answer to the RFI as well as any associated files are automatically logged with the response in the recipient’s RFI log.
[image: ]
The recipient clicks on Receive Pending Review Response in the Tasks list to launch the Record Reviewer Response for RFI dialog and complete the transaction.
[image: ]
From here, the process is similar to any other Newforma workflow item.
[bookmark: _Toc309716082]

[bookmark: _Toc351978571]Connecting Expected Submittals
Expected items like submittals can also be shared between connected project teams. The process for sharing connected expected submittals starts the same way as for “un-connected” expected submittals.
[bookmark: _Toc351978572]Company A Creates an Expected Submittal
1. To initiate the process, a team member from Company A creates an expected submittal. In the Create or Modify Submittal dialog, the user clicks on the Expected… button and enters the contact at Company B from whom the submittal is expected.
[image: ]
After the user creates the expected submittal, the Company A Newforma server uses the underlying N2N connection to notify the Company B Newforma server about the expected submittal.
	[image: C:\Users\Alison\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3AR54E5N\MC900293188[1].wmf]
	In practice, the most efficient way to create expected submittals is to import them from a spreadsheet. Please consult the Submittals Users Guide for more information on that process. 





[bookmark: _Toc351978573]Company B Imports Expected Submittals
1. After the Company A server notifies the Company B server of the availability of the expected submittals, the Import expected Submittals from a connected project task is available from within the Submittals activity center at Company B.
[image: ]
Selecting this task creates the corresponding expected submittal in the recipient’s project.
[image: ]
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	Note: You can use the expected submittal feature to support submittals at multiple levels. For example, a subcontractor would expect a submittal from the sub and an architect would expect it from the GC.





[bookmark: _Toc351978574]Summary
Now that you have completed the Newforma-to-Newforma User Guide, you should understand how to use N2N to:
Send file transfers directly to the recipient’s incoming Info Exchange log
Synchronize selected project folders on a scheduled basis
Seamlessly exchange RFI, submittal and other workflow actions
[bookmark: _Toc351978575]Additional Information
For additional information on establishing a Newforma to Newforma connect with another company, please see the Newforma to Newforma Tenth Edition Getting Started guide.
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