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Info Exchange Quick Reference Guide

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

Purpose

An easy alternative to the FTP server, with additional logging, tracking, notifications, and document expiration

management built in.

Audience

Anyone in your organization that needs to send, receive and track file transfers of any type or size.

Key Features

e Manage the transmittal process and share information easily, no matter what the file size.
e Log and track all published information; send notifications and manage file expiration.

e Support external team members with easy, web-based access to transmittals, submittals, RFIs and more.

Using Info Exchange

To send file transfers

Note that there is a default size limit for Info Exchange transfers. If needed, this limit can be

adjusted by administrators and/or IT.

1. Go to the Info Exchange activity center. From the Tasks panel, select Create File Transfer.
In the Transfer Files to Info Exchange dialog box, select whether or not you want to create a transmittal for

the file transfer and click OK.
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Create File Transfer
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Request File Transfer _m
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Would you like to record a Project Transmittal for this File Transfer?
COMMON QUESTIONS () Mo, just transfer the files i

(® Yes, fill out and record a Project Transmittal
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2. In the Transfer Files to a Newforma Info Exchange Server dialog box, shown below, enter recipients in the

To: field.
|_:-. Transfer Files to a Mewforma Infe Exchange Server — O >

To:
CC: |

Subject:

Required

—
Remarks Files to Transfer®

B I U & [verdana vl[o VA~ fo= 8= :EEE:EEE!
Y Cancel Help

Info Exchange transfers can be sent to any email address. Recipients do not need to be part of the

project team, although it is recommended.

Add a Subject for the transfer.
Select the Files to Transfer tab and Add Files or Add Folder of files to send.

Click Transfer.

S

On the next screen, select the appropriate visibility, expiration and notification options. Click Edit to change

expiration and notification settings.

|_:.. Transfer to Info Exchange Options >

rFile Transfer Options
2 Specify who has access to the file transfer on your Info Exchange website:

(® Only the specified recipients
() Specified recipients and their fellow company members
(O All Project Team members

Public access

[P}: [ Allow recipients to download partial contents

g Remove content from Info Exchange after 30 days. Edit...

r Motification Options
Hide recipient list (3

Require Info Exchange login to download

<~
= U (useful for sensitive information)
% [ send natifications and reminders Edit...

7. Click OK to transfer the files.
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To manage file transfers

You can monitor the activity of a file transfer from the Info Exchange activity center.

1. To see who has downloaded files, select the desired transfer and then select the Change Log tab.

% 1999000.001 - Alpengrove Environmental Science Center - Newforma Project Center
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INFO EXCHANGE - ALPENGROVE ENVIRONMENTAL SCIENCE CENTER (1999009.001)

Send Related Email
Modify Info Exchange Settings
Remove from Info Exchange

TASKS
Selected File Transfer = | All Transfers (326) w ]
View Form
Resend » Type Related Ttams  Date ¥
Compare Contents To ’
TransferredFiles ’ Outgoing Transferwith.. & [ 4/1/2020 11:17:18 AM
»
»

Delete

File Transfers
Create File Transfer
Request File Transfer
Info Exchange Web Site

Outgoing Transferwith.. & |+

Outgoing Transferwith.. &[4

g Remarks Summary

Create Report 3/25/2020 11:39:48 AM Created

3/25/2020 11:39:59 AM

COMMON QUESTIONS

3/25/2020 11:40:19 AM

3/25/2020 11:39:48 AM  AdamKlose (Jefferson..,
3/25/2020 11:35:37 AM  AdamKlose (Jefferson

Background upload.
Background upload

To add external users to the Project Team

Transferred Files

By

Subject To

test11s
File Transfer aklose24@)ma
Re: File Transfer Notific.. Sarah McKinne

Add external users to the project team so they can send you files via the Info Exchange website and benefit from the

same tracking and reliability.

External users must be a member of the project team with web access to this project in order to
send files via Info Exchange.

1. Go to the Project Team activity center and select Add Team Members > From Contacts from the Tasks

panel.

Project Team i adam Kl
Add Team Members 4 From Contacts ‘ La
Add Group From Company
Show Inactive Team Members = Elise Wo
Hide Group Members = Howard |
Import » = John Dos
Create Report = Kate Cur

2. Select the check box for the team member in the Choose New Team Members from Global Contact List

dialog box and select OK.
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3. In the Add Project Team Members dialog box, select the Allow Web Access to this Project on Your Info

Exchange Server checkbox and select OK.

Project Roles and Permiss... | Project Assignments Change Log

Contact Information Contact Notes Custom Fields

rProject Role
Company Role on Project: Not specified

Member Role on Project: |

Project Status: ® Active () Inactive

[ Primary Contact on this Project

r Mewforma Info Exchange Options

Allow web access to this Project on your Info Exchange serverl

Member Visibility on Info Exchange: | Visible to all external project team members (show name, company -

Visibility for Project Data:

The first time an external user is given web access to any of your projects, the user automatically

receives an email with login credentials.

External users can only see items sent directly to/by them on Info Exchange.

To receive file transfers

When someone sends you files via your Info Exchange website, you receive an email notification. You can follow the
link in the email to receive or acknowledge the transfer.

1. In the Info Exchange activity center, highlight the Pending Incoming Transfer. Select Acknowledge

Receipt from the Tasks panel to acknowledge receipt of the transfer.

When the Project Center Server is configured to automatically download file transfers from Info
Exchange, you will see the Acknowledge Receipt option. The files are already downloaded and
available on the Transferred Files tab. If the server is not configured to automatically download

file transfers, the Receive Pending File Transfer task appears. Select it to download the file

transfer.

2. View and open the files from the Transferred Files tab.

TASKS INFO EXCHANGE - ALPENGROVE SCIENCE CENTER 24 (1999009.24)
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File Transfers
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Request File Transfer
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Door Hardware 087100 (2).pdf

Files from Record Copy

COMMON QUESTIONS

For additional information on how external users work with Info Exchange, please refer to the Newforma Info

Exchange Quick Start Guide for External Users.
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