g 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

e 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.

¢ 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.

TASKS
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.

&% Create Document Set - ] *
Name: |LEED Submittal |
Members: |Adarr| Klose 24 (lefferson Mill Associates 247; | |
Status: |Al:tive v| [] share in Image Gallery i
Description Contents (4) Email Log (0) Related Items (0) Change Log
Set Order... Views - Add Folder... Add Files
| Preview Related Items
A 0408A23.dwg DWG File 528 KB 6/8/2017 1
@ M201.pdf PDF File 913 KB 3/13/2018
@ Transmittal - 00410.pdf PDF File 66 KB 4/16/2020
A 0408A21.dwg DWG File 498 KB 6/8/2017 1
£ >
Keywords:
A Cancel Help

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.
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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.

TASKS PROJECT DOCUMENT SETS -

Selected Document Set

o0 | All Active Document Sets

Modi

¥ Trapsfer oply

Email » ITransfer and Log Transmittal I
CcMic Create Shared Folder

2. Select the files you want to transfer and click OK.
% Transfer Project ltem Content *

Optionally, select files below to include with the Transmittal. Press OK to select additional fi

Files to Transfer

B . .
[% Document Set Contents

Alpengrove - A201,pdf 1,435 KB 6/8/2017 10:37:40 AM

Alpengrove - A303.pdf 927 KB 6/8/2017 10:37:41 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 click Create and Transfer.

r_:... Transfer Files and Create an Qutgeing Transmittal

- [m| X
To: | Adam Klose 24 (Jefferson Mill Associates 24); | Transmittal ID: |.-'-L|tc Number |
cc: | |
From: |Bob Welder 24 (MacDougall Construction 247 |
Subject: |A|:|arr|'5 Contractor Meeting 11/18 |
Purpose: | For your use V| [ Hide recipient list (1)
Date: [ Thursday ,  Aoril 23, 2020 =N
Send Via: | Info Exchange V|
Log In Document Control (1)
Remarks Description of Contents (5) MAszociated Files (5)* Email Log (0) Related Items (0) Change Log

B I U & [verdana vl v]A- g f o= = =& |6 E 4@

i
il
Il
il
i
il

Itermns to talk about in today's meeting. |

Keywords:

Y [ Print or save form after filing Save Draft Create and Transfer Cancel Help
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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 Copy from the Tasks panel.

TASKS
Selected Document Set

Browse Subsets

Modify

Info Exchange »
Email 3
CMiC

Compare Contents To 3

Create Record Copy

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 click OK.

% Create Record Copy

Name: ||

External references: | Include all externally referenced drawing, image anc v|

Save Record Copy in: |unication‘\record copies\Document Sets-Project Folders‘\|

Help

3. 1If you opted to include external references, Newforma searches for and displays any references found

for you to confirm or remove.

&% Summary of Included Files and References *

The following files will be included in the Record Copy. You may uncheck files that you do not want to include
% A
¥ 0408A23.dwg DWG File Publish Mot published 528 KB 6/8/2017 10:44:0..
M201.pdf PDF File Publish Not published 913 KB 3/13/2018 1:00:0...
Transmittal - 00410.pdf PCF File Publish Not published 66 KB 4/16/2020 5:25:2.. Y]
£ >
3 external references have been located and 14 external references could not be located. Uncheck a file to remove it, or select a missing file to
browse or find it in a different location

~
¥ ¥0408.dwg DW File Publish Mot published 1,217 KB 6/8/2017 10:44:0.. \\JMA-DE
¥ XKEYNOTES.dwg DWG File Publish Mot published 87 KB 6/8/2017 10:44:0.. \\IMA-DE
= e e e - _ - -~ P ] ~taa 2
£ >

Report... Cancel Help

4. Click Continue to finish creating the record copy.
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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.
TASKS PROJECT DOCUME

Selected Document Set 2 [ Al Active Do

Modify

Info Exchange 3 m

Email »

CMiC & LEED Submittal
I Compare Contents To I 4 Falder ]

Review Related Markup Sessions Document Set

Create Record Copy Record Copy.

2. A dialog box opens for you to select the folder, document set, or record copy to compare to.
&% Select Record Copy - O x
Look in: | = Record Copies vl
rSelect Item

2" |AII Record Copies (626) vl |Fi|ter All Columns | b4 G

Subject Type Date ¥ ~
[ Images Document Set 4/23/2020 5:51:42 PM A
7> rfi repsonse RFI Action 4/20/2020 1:33:10 PM A
<?> RFI TEST RFI Action 4/20/2020 1:23:09 PM A
@ RFI TEST RFI Action 4/20/2020 1:21:22 PM A
<?> RFI TEST RFI Action 4/20/2020 1:19:59 PM A
%5, Requested Drawings Infa Exchange Transfer 4/17/2020 12:53:37 PM B

< o o > .
Ok Cancel Help
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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.
|:-. 1999009.24 - Alpengrove Science Center 24 - Mewforma Project Center

- O X
E E‘; @ O {E. E Activities - ‘ 1999009.24 - Alpengrove Science Cent v| |‘Sea':l“ Project Cor v| (
TASKS COMPARE RESULTS
5
| Swap baselineand revised selectionsl I Baseline Record Copy: I - Added in Revision
reate Report Re: Renderings (1 file) I removed inRevision
Exclude subfolders incomparisan Il changed in Revision
- Unchanged
LEED Submittal (4 files)

COMMON QUESTIONS

Changes that have occurred in Revised Document Set "LEED Submittal”
| All Project Files v|

Filter All Columns

~ 0408A21.dwg Added 6/8/2017 2:44:00 PM

DWG File

» 0408A23.dwg Added 6/8/2017 2:44:05 FM DWG File
M201.pdf Added 3/13/2018 5:00:01 PM PDF File
Transmittal - 00410.pdf Added 4/16/2020 9:25:26 PM PDF File
235223-001-1 Cast-IronBoiler... Remaoved 3/16/2020 11:19:40 AM FOF File

@ Connected to JMA-DEMO-NPCS01 Compare finished

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.
e [ —

1999009.24 - Alpengrove Science Center 24

- PROJECT HOME v VIEW ~

-

Files and Documents

Shortcuts @ Gall S File Transfers
Send View Mo | E] Shared Folders
(™ Files S File Transfers 5 D: [E Document Sets
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2. Click on a document set Name to see the files. You can select each file to view or select the download

icon.
Document Set <~ Document Sets
Subject: LEED Submittal Keywords:
Status: Active e [ lhraee ;\:;ml Klose 24 (Jefferson Mill Associates
DESCRIPTION FILES EMAIL LOG RELATED ITEMS CHANGE LOG
Name Type Subset
4 0408A23.dwg @ Autodesk AutoCAD Drawing
3
B M201.ndf T [fr/J Portable Document Format
Transmittal - 00410.pdf () Portable Document Format

To create an image gallery on Info Exchange

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.

P Modify Document Set - O x
Name: ‘S\te Photos |
Members: !ima-dttll.comw Mike Land, RE. <mland@ima.com=; Bob Welder 01 <bwelder01@macdougall.com=; |
Status: ‘A:twe vl Share in Image Gallary | A i
Description Contents (13) Email Log (0) Related Ttems (0) Change Log ‘;
Set Order... Views ~|| Add Folder... Add Files + c
& Preview Related Items
5 13_12_68---Building-Under-Con.. IPEG Image 43 KB 6/8/201
5 13 12_78---Building-Under-Con . IPEG Image 65 KB 6/8/201
& 13_12_89---Building-Under-Con.. JPEG Image 63 KB 5/8/201
57l 13_12_102---Construction-Site_.. JPEG Image 60 KB 6/8/201
4AEAACOAE WALl DOE343  IAES Temoan 1z va cremas

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

3. 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.

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

/\ English ~ Adam Klose 24 | My Profile | Sign Out

1999009.24 - Alpengrove Science Center 24 =

~  PROJECT HOME - - -

MY CUSTOM VIEW ¥} CUSTOMIZE

Shortcuts @ Gallery Placeholder C @ Project Information @
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5. Select the image gallery from the Available Widgets and click the left, middle, or right placement.
Available Widgets

Recent Events
Gallery Placeholder B
Gallery Placeholder G
Site Photos (A)

6. For example, selecting the middle placement puts the image gallery in the middle of the existing
widgets of the default Simple View. Click Save when done.

MY CUSTOM VIEW ¥ | CUSTOMIZE

ECustomize My Project Home

SAVE CANCEL

7. The image gallery appears on your Project Home page.
e s -

—

~  PROJECT HOME

MY CUSTOM VIEW ¥ | CUSTOMIZE

Project information £ stePhotos &  MyOpenitems RnE

b o = mE =
o LA EI R e M EE
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