il NEWFORMA

Newforma Info Exchange Quick Start Guide for External
Users

Overview

Info Exchange is a project website that facilitates the transfer of files without the limitations of email or FTP. All

activity on Info Exchange is fully tracked so you will know when someone has downloaded the files you sent.
This guide covers the following topics:

e Log into Info Exchange after receiving an invitation

e Receive a file transfer

e Send files from Info Exchange

¢ Send an RFI, submittal or change order proposal via Info Exchange
¢ Respond to a forwarded submittal

e View and update action items

e Create action items

¢ Use the Newforma Web Viewer to markup or stamp files

¢ Download files from shared folders on Info Exchange

e Upload files to shared folders

¢ Use Newforma ID

Using Info Exchange

To log into Info Exchange after receiving an invitation

You will receive an email inviting you to use a particular company's Info Exchange project website. The email includes
a link to the Info Exchange website. The first time you access the secure website, you are prompted to set your

password and accept the terms and conditions.

The link included in the invitation email can only be used once.
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To receive a file transfer
Once you have completed your initial login, you are ready to receive files.

1. You receive an email notifying you when someone has posted a file transfer for you. The notification email
includes two links with options for accessing the files. Select the first link to download and save the files; select
the second link to log into the Info Exchange website and download the files.

frem — ot Ga. com Lot Wind 102011 &8

Subyee Fhe Taanster 1est - Aengeore Enronmentss Soence Center
A Message " Teanumnal - (012 pef B3 18

IMPORTANT: Cick 3 bk befow 10 access fles associated wih this transmkzal that came in through the
JeMarson Mil Assooal tha transmattal detads

ad associated files
Click here to login to the Jefferson Mill Associates Info Exchange site

Project -
Project Numbar: é
From: Mowmard Roark (Jaffarson M43 Associates)
Tor Bob Welder (MacDougall Construction)

cc
Subject: test

2. When you select the link to login to Info Exchange, you are prompted to enter your username and password.
Enter your information and select Sign In.

Sign in to Newforma Info Exchange

Usermname:

Password:

() Remember username

Forgot password? Newforma ID m

Use the credentials you used during your initial login. If you forget the credentials, use your email

address as your user name and select Forgot Password? to receive password reset instructions.

3. On login, Info Exchange opens the Transfer page for the file transfer, shown below.

Subject: Lighting Date Sent:  2/17/2014 9:21:17 AM
From : - Expiration Date : None
To: - cc -
[ rRemarks |[FILES ][ cHANGE LOG
Download All Contents Configure Cloud Delivery
Name - Tvpe Size Date Modified
[ & Lighting TASKS v

) led site lighting spec 06 09.pdf & @8 Portable Document Format

289 KB 2/7/2011 4:00:12 PM

4. Select Download All Contents to download all the files in the transfer. You can also download specific files. Mark

the checkbox next to the files to download and select Download Selected Contents.

Download Selected Contents is only available if the original file transfer was set to allow partial
downloads.

5. Once you select one of the download command buttons, you are prompted to either open the files or save them.

Select Save to save them to your local machine or to the network. After the download completes, you can open
the files.
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To send files from Info Exchange

You can use Info Exchange to securely send file transfers of all sizes to project team members and track when the
files were received.

Log into Info Exchange and select the appropriate project.

2. Select Send > Files in the menu bar to open the Send a File Transfer page, shown below:

Send a File Transfer

Subject: Required)

Tao: Select contacts H
cc: select contacts H
Remarks: B : U 5 = = - - - - = = O @ ui_l'l - ﬂi
Reminders:  f 3 recipient has not downloaded the transfer, send notification to [ me, [ reciplents on (date -l

Files:

Add Files Remove All Files

Drag-and-drop files here

Send Files

To upload files totaling more than the maximum, use Newforma's Silverlight upload control.

3. Fill in the transmittal information, including selecting recipients for the file transfer from the project team
members list.

4, Select Add Files to add files to the transfer.

Depending on your browser, you may also be able to drag and drop files to a transfer to upload them.

Please see Drag and Drop Files in a Transfer for more information.

If you are sending a drawing file that contains external references, you must include the externally

referenced files along with the original drawing.

Select Send Files to send the file transfer.

To track your file transfers, select View > Files and Documents > File Transfers from the menu bar to open
the File Transfers log, shown below:

MY PROJECTS DIRECTORY + PROJECT HOME SEND v VIEW ~ HELP v g
re rnciors [ |
Subject Related Items From Downloaded? Date Sent v Expiration Size Access
-] [~ K4 - & 4
U project file updates Downloaded 12/9/2013 3:23:44 PM 12/23/2013 87 KB Recdipients only
) what color is the room? =8 @ Downloaded 12/2/2013 3:45:33 PM 12/16/2013 338 KB Recipients only
[)  Re: Offics Chairs for Conference Rooms 23 2/28/2013 11:50:27 AM 18 KB Redplents only
0O test b Downloaded 2/26/2013 11:17:41 AM 18 KB Redcipients only
Total items: 4

Show rows: 50 n
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7. Select the Subject of the transfer to open the Transfer page, shown below:

Transfer [‘ﬁFﬂe Transfers | {VIEW RFI Action ]
Subject: What color is the bathroom? Date Sent : 12/2/2013 3:45:33 PM
From - (Newforma) Expiration Date : 12/16/2013
To: - “Newforma - Harrison) CC: -

- - —
REMARKS ] FILES ] CHANGE LOG

Action Date ~ Member
- &

Created 12/2/2013 3:45:33 PM £

Background upload started 12/2/2013 3:45:38 PM

Background upload completed 12/2/2013 3:45:44 PM

Total items: 3

8. Select the Change Log tab to view the history of actions related to the transfer.

To send an RFI, Submittal or Change Order Proposal via Info Exchange

In addition to file transfers, external users can also send RFIs, submittals and change order proposals via Info

Exchange. The workflow is very similar for each, so only the submittal workflow is shown in this guide.

1. Log into Info Exchange and select a project. On the Project Home page, select Send>Submittal from the
menu bar.

2. On the Send Submittal page, complete the submittal form. This includes the spec section, which can be selected

from the drop-down list. Add the files you want to send with the submittal.

Send Submittal

Sender ID: Sub 658

Subject: Bathroom lighting
To: and one other [~ ]
(—)

CC: elect contacts n
Action: For Review B

Spec Section: 26 50 00 Lighting - |
Remarks: B I U § - v A ;;=§§D@lﬁ Ilﬁl'l
Reminders:  1f 5 recipient has not downloaded the transfer, send notification to (] me, (] recipients on (date) =\

Files:

Add Files Remove All Files
Drag-and-drop files here
= E401 - First Floor - Lighting Plan - .pdf remove
3. Select Send Submittal.
Files:
Add Files Remove All Ales
Drag-and-drop files here
-~ E401 - First Floor - Lighting Flan - .pdf remove

Send Submittal m
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To respond to a forwarded submittal

When you receive a request to review a submittal via Info Exchange, you can easily respond through the same
interface.

1. You will receive an email notification of a request for review. Follow the link in the email to log into Info Exchange.

Ak 9 5 & # |5 Submittsl Farwarded LEED Project cheeklist - lpangreme Enitonmentsl Science Center - Submattats.. = (51 1)
[T resese Py
. 3 O Move to:? TN ae N 0O
% lgnare X | ] G W &3 Maakc Unread ~
R % To Manager .| e & & - A
- Del ! Reply Forward B, - M - | 2
Qyromy - Oetets | Reply Rashy Forard Wy - || 1 ponai ey ¥ Folowls T | B
Delete Respond Quick Steps i Move Tags i Eatng Zoom

© I there are problems with Now this mesiage is displayed, ek Nere 10 view & in & web Drowser 1
From Haweard Roark <hroark Bjma.com> Sent: Wed 11/2/2011 6:32PM

o wekder Gmacdougal com
e
Subject: Submittal Forwarded: LEED Project checklist - Alpengrove Environmental Seience Center - Submitist-Sub 876:Amax

i Message | TL Tramsmittal_Submittal - Sub 875 Forwarded).pof B4 KE)

(X%

IMPORTANT: Click: 3 link below to access files iated with this Submi ittal that was f d
to you to review and is available on the Jeffersan Mill Associates Info Exchange ste, The attached file
contains the transmattal details. You can download the files and select the Info Exchange site ink to
respond to the Submittal.

Click | i iated Al
Click F T Lot Mill Associates Info Excha "

Project Name: Alpengrove Environmental Science Center
Project Number: 1999009.00

From: Howard Roark (Jefferson Ml Associates)
T Bob Welder (MacDougall Construction)

2. Log into the site. You are directed to the Submittal Forwarded page. Select the Files tab, then select Download
All Contents to download the contents of the submittal.

MY PROJECTS  DIRECTORY v  PROJECTHOME  SEND v  VIEW v  HELP v [Search {o.]
You have been forwarded an item to review. Select Markup and Respond to view the Submittal files, markup with any comments and send the
response.

Submittal Forwarded 4 Submittal: Bathroom lighting | 4 Submittals ] send Response Markup and Respond EVlew Form |
Subject: Bathroom lighting Transmittal ID: 00301
To: - - - - Date Sent: 5/15/2014
cC: = Via: Info Exchange
From: - - - ~ Due: None
Submittal ID: Sub 750
Sender ID:

Purpose: For Review

To view and download, click Bathroom lighting

REMARKS || FILES* ( CONTENTS * W EMAIL LOG ]

Configure Cloud Delivery

Name « Type Size Date Modified

O & gathroom lighting TASKS v =" =] bord
O K~ o408822.paf B Portable Document Format 647 KB 1/29/2013 9:51:22 AM
O = Transmittal Submittal - Sub 750 (Forwarded).pdf & Portable Document Format 46 KB 5/15/2014 2:22:52 PM

3. Select Send Response to respond to the submittal.
MY PROJECTS  DIRECTORY v  PROJECT HOME SEND v  VIEW v  HELP ~ Search [o.]

You have been forwarded an item to review. Select Markup and Respond to view the Submittal files, markup with any comments and send the
response.

Submittal Forwarded

Subject: Bathroom lighting Transmittal ID: 00301

To: - L - Date Sent: 5/15/2014
cC: = Via: Info Exchange
From: - —— -~ Due: None

Submittal ID: Sub 750
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4. Complete the Send Submittal Response page and select Send Response.

Send Submittal Response

Submittal ID: Sub 750
Subject: Re: Bathroom lighting

To: - - n
cc: Select contacts a

Action: Approved as Noted | - |
Response: B / U S Tahoma Bl2popy BHA~E £ === ==20& 5BY &
See notes In document,
Reminders:  f  recipient has not downloaded the transfer, send notification to () me, [ recipients on (dale’ =
Files:
Drag-and-drop files here
) Newforma_Submittal_Review_Example.docx remove

5. You can track all your submittal activity in the corresponding log on Info Exchange. Select View > Contract

Management > Submittals.
MY PROJECTS  DIRECTORY + SEND ~ VIEW v HELP ~

MY SUBMITTAL ACTIONS l MY EXPECTED SUBMITTALS ]

W My Pending Actions |~ | (@ send Sum'mt[al]

O Sender ID  Subject Received ~ Forwarded Response -
- | - i - |
Sub 658 Bathroom lightning 5/13/2014 Pending
From:
Sub 750 room lighti 5/15/2014 Pending )
From.

Sub 659 Bathroom lighting 5/13/2014 For Review -
Respond Markup and Respond

6. You can view the other contract management logs by selecting View and then the appropriate log.

—

1999009.00 - Alpengrove Environmental Science Center [ ~ ]
MY PROJECTS DIRECTORY SEND « HELP »
Files and Documents Field Management Contract Management
¥ File Transfers (3 Field Notes i Cost Codes
Send w Shared Folders @ Daily Reports g Submittals
[‘tl Document Sets u Site Visits @ e

\sg} Files ¥ i ™
s B Record Documents [#] Punch List 1 Bulletins

B Addendums
B submittal

Project Information F Supplemental Instructions

L Open Items @ Proposal Request

@ RFL

- o
% Project Email A Construction Change Directive
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To view and update action items

Action items can be used to track project to-do items. For example, a project manager or other person can assign you
a list of things you need to do, perhaps with due dates. If you have access to action items, you can view them and
possibly update them from Info Exchange.

1. If you receive an email notification that you have been assigned an action item, you can follow the link in the
email to log into the site and view or update the action item. You can also log into the site and select View >
Project Information > Action Items from the menu bar.

2. Select the action item Subject in the Action Items log to view it.
| Action ttems [ [£] (@ Add Action 1iem |

© DueDate » ID Subject Assigned To Assigned By Prinrilyﬂ status Supporting Documents
- K
) TASKS v
- Energy and Atomspher ?’;E(\g:'de;“ Howard Roark n s
B © 4132012 00088 - Optimize Energy Performance eonswgzon) angg Uefferson Ml Normal p‘m o
-Credt 1 others Associatas) 9
i e ol Bob Welder Adam Klose = TASKS
B @ 4262012 00091 JFLECEMT (MacDougall Qefferson bl [Nomal o o
at site boundary
Construction) Associates) 9
LEED - Sustainable Stes - (B::c\gsfear“ Howard Roark Not e
0 8/5/20, 00101 Lighting Pollution Reduction - g \ (Jefferson Mill Normal
Construction) and 8 Started
Credit 8 others Associates)

3. View the main information and see additional information on the Description, Discussion, Email Log,

Supporting Documents, Related Items and Change Log tabs on the Action Item page.

Action Item & Action Items | 4

Subject: Record sound pressure levels at site 1D: 00091
boundary
Status: In Progress Type:
Percent Complete: 0 % Priority: Normal
Assigned: None Disciplines: Construction; Safety;
Due Date: 10/25/2011 Assigned To:  Bob Welder [bwelder@macdougall.com]
Remind: disabled
Action Completed: cc:
Keywords: Assigned By: Adam Klose [aklose@jma.com]
DESCRIPTION ‘ DISCUSSION ] EMAIL LOG ” SUPPORTING DOCUMENTS “ RELATED ITEMS [ CHANGE LOG |

Noise complaints from the neighboring lecture halls have been received. Provost must respond to senior faculty member by 12/14/10.

Edited by Adam Klose on 12/16/2010 at 4:37 PM

Update: Moise monitoring equipment installed 12/19/2010' 30 day sampling period rec ded by noise ¢

Edited by Adam Klose on 1/11/2011 at 8:04 PM
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4. You may have rights to edit action items. To update an action item, select Modify to open the Modify Action
Item page. For example, you could change the status or add notes in the Description field regarding progress
on the item. Select Save and Close when done.

Modify Action Item

Subject: Record sound pressure levels at site boundary
Type: Action Ttem M ©: 00091
Status: Disciplines: Construction; Safety; [~ |

Percent Complete: | Not Started

Waiting on Someone Else

igned To: b Welder [bwelder@macdougall.com] - |

Assigned:

Completed
Due Date: Deferred

Action Complete cC: ﬂ
Action Completed: | (v, Completed Date n Assigned BY:  pdam Klose [aklose@jma.com] n
Keywords: ﬂ

DESCRIPTION || DIscussioN |[ EMAILLOG |[ SUPPORTING DOCUMENTS || RELATED ITEMS || CHANGE LOG |

1]
il
o
n
1
n

B I U & - | A =

0 & @ ¥V e

Moise complaints from the neighboring lecture halls have been received. Provost must respond to senior faculty member by 12/14/10.

Edited by Adam Klose on 12/16/2010 at 4:37 PM

Update: Moise monitoring equipment installed 12/19/2010" 30 day sampling period recommended by noise consultant.

To create action items

1. Based on your permissions, you may have the ability to add new action items. Select Add Action Item in the
Action Items log.

MY PROJECTS  PROJECT HOME  SEND ~ VIEW ~  HELP ~ g

m()pen -] |0 Add Action Ttem ‘ ‘ 3 eqort | - |
©® DueDate. ID  Subject Assigned To assigned By priorityRd status B supporting Documents

- k3

ﬁ - Ener: nd Atomspher E::‘;:c"n\:ﬁ;;ﬂ Howard Roark In e
4f - Optimize Energy Performance (Jeff Mill  Normal
© 4132012 oo0ss Hlies Shif MACE | Construction) and 8 o creen M orm Progress
Credit 1 et Associates)
LEED - Sustainable Stes - papgaicL Howard Roark R
B @ /52012 00101 Lighting Pollution Reduction = acooedal o (lefferson Mil  Nommal  fo- =
Credit 8 o:hn:'sru ROy Associates) i
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2. Fill out the fields on the Add Action Item dialog box as desired, including Subject, Status, Priority, Due
Date and Description. You can assign it to a team member using the Assigned To drop-down if desired. If you
assign the action item to a team member, leave the Send Change Notification Email checkbox selected. Select
Save and Close when done.

Add Action Item B=
Subject: Get permits ~
Type: Action Item B o Auto Number
Status: Mot Started = Disciplines: ﬂ
Percent Complete: g Assigned To: n
Priority: Normal B
Assigned: 5/15/2014 B
Due Date: 5/22/2014 u
) Remind 2% days before due cc: [~ |
Action Completed: (1, Completed Date) = Assigned By: n
Keywords: n

DESCRIPTION [ DISCUSSION

B I U S Tahoma Mooy Ha - E E

Get the necessary permits.

]
i
i
[
lil

OF &V

3. If you selected Send Change Notification Email, the Send Email dialog box appears. Add recipients and make

other changes as needed. Select Send when ready. People in the To: and CC: fields receive an email notification

of the action item.

Send Email =
To: Alison Whitney (Newforma - Harrison) - |
cc: Selact contacte [~ ]
(] Send a copy to me
Subject: Action Item: Get permits - Alpengrove Environmental Science Center
Message: o = v = = = = & B ¥V &
B I U S A~ = = = EE0F BV 8

A(n) Action Item has been assigned to: Alison Whitney (Newforma - Harrison)

Note: The Project Item details and links will be added when the message is sent.
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To use Newforma Web Viewer to markup or stamp files

You can use the Newforma Web Viewer to view, stamp, and markup most image files, including PDFs. You can pan
and zoom in a file, use search to locate text, navigate pages in a multipage file, insert an image or stamp, export to

PDF, or create a new markup session.

1. Locate the file and click on the file name to open it in the Newforma Web Viewer.

MY PROJECTS PROJECT HOME SEND ~ VIEW ~ HELP =
You have been forwarded an item to revi Submittal and select Send Response to send comments.

Submittal Forwarded | 4 submittals \ | Send Response] | % Add Simil ‘J | = View Form |
Subject: Meeting Space: Lighting Fixtures Transmittal ID: 00133

To: Bob Welder (MacDougall Construction) Date Sent: 1/3/2013

oc: - Via: Info Exchange

From: Howard Roark (Jefferson Mill Associates) Due: None

Submittal ID:  1999009.00 - 329
Sender 1D 1999009.00 - 329

Purpose: For Review
To view and download, click Meeting Space: Lighting Fictures
- , pr— e 2
REMARKS FILE * CONTENTS P
Download All Contents nfigurs i
Name | Type Size | Date Modified
[ & Meetifg Space: Lighting Fixtures
Ok 4 Brochure, pdf i, Portable Document Format 556 KB | 5/23/2012 2:16:34 PM
[ Wall Lighting.par|% Portable Dacument Format 530 KB | 5/23/2012 2:16:34 PM

2. Place the cursor over any of the buttons in the toolbar for a tool tip to help you select the tool you need.
MANNEYELDEHREE (=)~ 11

3. To zoom into a particular area of the file, select Zoom Rectangle on the toolbar. Click and drag a rectangular

area to zoom into.

@ )

4. To zoom back out, select Zoom to Full Page.
s

©Ee)| -]
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5. To add text in the markup, select Text on the toolbar. Click where you want to locate the text box. Enter your

text and select OK.
JS)&) )]

Text Markup =

[Arial v [14 V] W

Located on wrong floor

m Cance' m

6. Use other buttons on the toolbar to add clouds, lines, and more. Use Select to select markups and move them.
To dele

e

7. You can insert images and stamps as part of your markup. Adding a stamp is similar to adding an image, but the
stamp must be prepared before you can add it to your markup. The Newforma Web Viewer supports adding

stamgs created in Microsoft Word.
GOQE)A&0

Refer to the online help topic Add a New Stamp for more details on how to create a stamp.
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8. Stamps: After selecting Insert Stamp in the toolbar, the Select a Stamp dialog box appears. If this is the first
time the stamp is being used, you need to select Browse button to locate the stamp, then select Upload. After
the stamp is uploaded, it appears at the top of the list of stamps in the Select a Stamp dialog box. It is also
available for use by others in your company. Select the stamp Name from the list and select OK.

Select a Stamp

Name

statusReport_1_24_2014

Upload New Stamp
Browse...

Mote: The web markup tool only supports stamps created from Word
Documents. Click the Help button to access example stamps and more

information about Word based stamps.
Do

9. Fill out any additional information needed in the Edit Stamp Contents dialog box, then select OK. The stamp is

placed in the markup. Reposition the stamp as needed.
10. To create a PDF, select PDF on the toolbar. In the Export PDF Options dialog box, enter a name, select your
output options and select OK. Use the Windows bar at the bottom of the screen to open or save the PDF in the

location of your choice.
FEDRDE

Export PDF Options
Title
markup 1
Output Options
(] Rasterize
Flatten Markups

0o

Save
Save as
Do you want to open or save Lighting Submittal.pdf from OLnewt ? Open Save |~ Save and open
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11. To save your markup session for later editing or viewing by you and others, select Save on the toolbar. In the

Save Markup Session As dialog box, enter a name for the markup session. Optionally, you can add additional
members from the project team, change the status and add remarks. Select OK when done. The Drawing

Explorer dialog box opens to show the markup session. Select Close when done.
a@s My

Save Markup Session As <]}
Name: [Balhroorn lighting - 0408A22 |
Members: !
Status: Open l
Remarks:

i

«

<

4

|

I

I
lit

oEnm

Drawing Explorer ||

SUBMITTAL FILES MARKUP SESSIONS ]

Click on a check box to display Markups from the selected Markup Session. Double click an item to make it the active Markup
Session.

MName statusB created By Created Date Team Members Last Modified Date

Bathroom lighting
- 0408A22 Open 5/15/2014 5/15/2014

CIose m

12. Select the Close button in the upper right hand corner to close the viewer.
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13. To reopen the markup session, select View > Project Information > Markup Sessions. Select the Name of

the markup session you want to open in the Markup Sessions log.

VIEW ~ HELP -

Files and Documents

% File Transfers

%! Shared Folders
M Document Sets
{8 Record Documents
B Public Transfers

Project Information
a Open Items

T Project Email

Bl Action Items

£ Meeting Minutes

E Project Team

= Project Calendar

&) markup sessions |

Field Management
B Field Notes
@ Daily Reports
Bl site Visits
Punch List

Information

Contract Management
i Cost Codes
B submittals
& RrFLs
@ Bulletin
% Addendums

& Model views

% Spatial Index

Supplemental Instructions

&
A proposal Requests

-

& Construction Change Directives
2% potential Change Orders

2} Change Order Froposals

@ Change Orders

& contracts

El Sketches and Supplemental Drawings

Name

Status Related Items Source

Bathroom lighting - 0408422 | Open B

002.pdf

Open

SiteVisit 20120321 2-001 Open @

0408a23-NF markup

To download files from shared folders on Info Exchange

Open

0408A22.pdf
(140515_Bathroom
lighting.zip)

002.pdf

SiteVisit_20120321_2-001.pdf

0408a23.pdf

Info Exchange allows you and other project members to share information securely through dynamic folders that are

synchronized with the website.

1. You may receive a notification email when there is something new in a shared folder. Follow the link in the email

to log into the site and download the files, or log into the site and select View > Files and Documents >
Shared Folders.

Files and

X' File Transfers

EI Document Sets
[3 Record Documents

% Public Transfers

Project Information

a Open Items

B Project Email
Action Items
_@ Meeting Minutes
W Project Team
= Project Calendar
Markup Sessions

Field 1
[# Field Notes
fe} Shared Folders @ Daily Reports
B site visits

] punch List

Building Information Management

ﬁ} Model Views
8 Spatial Index

Contract Management
¥ Cost Codes
B submittals
& RrFls
¥ Bulletins
B addendums
F Supplemental Instructions
@ Proposal Requests
& Construction Change Directives
2% potential Change Orders
2} Change Order Proposals
@ Change Orders
B Contracts

& sketches and Supplemental Drawings
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2. In the Shared Folders log, select the name of a shared folder to view its contents in the Folder Contents

panel, shown below:

Swardslgr oo st |

Mams - Drag & drop files into the desired folder.
Name « Type Size Date Modified
50% DD TASKS
50% DD Phase TASKS v
5% CD masks » | ) coordination drawings TASKS v 7 I -
Coordination drawings TASKS + O B3 Arch Tasks - Folder ==
Electrical Package TASKS + O B3 cons Tasks + Folder - -
i i TASKS v
Electrical Package bid set -k O B Flec Theks + Folder |
Image Gallery A TASKS v
O3 Tasks v Folder - -
New Folderl TASKS « Mech
B 0 & site Tasks - Folder =| =
Total items: 8
o 764.41-site-future.dwg & Unknown 293 KB 10/7/2004 10:54:28 AM
0 Alpengrove - Auoo_gdfiﬁ‘, Portable Document Format 885 KB 5/1/2011 12:00:00 PM
O &) alpengrove - A203.pdf & Portable Document Format 662 KB 5/1/2011 12:00:00 PM

3. Select the Tasks drop-down for the shared folder and select Download Folder to download all files in the folder.
You can also download specific files and subfolders by marking the checkbox next to the them and clicking

Download Selected.

To upload files to shared folders
You may also have rights to upload new information to the shared folders through the website.

1. After logging in, go to View > Files and Documents > Shared Folders to open the Shared Folders log.

2. Select the name of the shared folder where you want to upload files in the Folder Contents panel.
Shared Folders |m Download Selected | “ - | [Send Email:‘ [E\ﬂew Form |

fame - Drag & drop files into the desired folder.
Name =~ Type Size Date Modified
50% DD TASKS v
50% DD Phase TASKS «
95% CD TASKS v O & coordination drawings TASKS v T -
Coordination drawings TASKS + O B3 Arch Tasks » Folder - -
Electrical Package TASKS » O 3 cons Tasks + Folder bl
i i TASKS w
Electrical Package bid set E O B Erec Thcks « Folder |
Image Gallery A TASKS v
oM@ Folder - -
New Folderl TASKS v Mech TASKS v
B 0 & site TasKs v Folder - =
Total items: 8
a 764.41-site-future.dwg & Unknown 293 KB 10/7/2004 10:54:28 AM
0 Alpengrove - Auoo_gdfiﬁ‘, Portable Document Format 885 KB 5/1/2011 12:00:00 PM
O &) alpengrove - A203.pdf & Portable Document Format 662 KB 5/1/2011 12:00:00 PM
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3. Select the Tasks drop-down for the shared folder to which you want to upload files and select Upload Files to

open the Upload Files dialog box, shown below:

Upload Fles |
~

Folder: 2 coordination drawings ~

O contracts

O areh

3 cons

[ elec

0 Mech

O sie

L strue v
Subject: Coordination drawings
To: qakl (Newforma) [ -]

(== s)

co celect contacts E
Remarks: B I U S = = - ! -

Reminders:  |f 5 recipient has not downloaded the transmittal, send noetification to () me, [ recipients en (date) ||

Files:
Add Files Remaove All Files

Drag-and-drop files here

The maximum total file size is 2,048 MB.
To upload files totaling more than the maximum, use Newforma's Silverlight upload control.

v

4. Complete the transmittal information and add the files you want to upload.

Select Upload to upload the files.

6. To track your upload and which recipients downloaded the new files, select the shared folder in the Folder

Contents panel, then select Folder Details from the Tasks drop-down. Select the Change Log tab to view the

folder status.

Folder Details

50% DD
INFORMATION CHANGE LOG ]
Action Date + Member
[~ R
Created 5/16/2014 10:55:40 AM
Background upload started 5/16/2014 10:56:32 AM
Background upload completed 5/16/2014 10:56:45 AM
Published 5/16/2014 10:56:45 AM
Uploaded to Info Exchange 5/16/2014 11:10:34 AM
Automatically extracted contents 5/16/2014 11:10:44 AM =
Partially Downloaded 5/16/2014 11:12:38 AM
Total items: 7 Show rows: 25 ﬂ
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To use Newforma ID

Newforma ID provides a single sign-on to all Newforma projects in which users have been invited to participate.
Newforma ID is required to log into Newforma Mobile Apps and integrated cloud storage services, as well as projects
managed via Newforma Info Exchange and Newforma Project Cloud websites.

1. Go to the Sign in to Newforma Info Exchange page and select Newforma ID to log in using Newforma ID or
to create your Newforma ID.

Sign in to Newforma Info Exchange

Username:

Password:

() Remember username

Forgot password? Newforma ID m
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