g NEWFORMA

Newforma Contact Directory Quick Reference Guide

This topic provides a reference for the Newforma Contact Directory.

Purpose

The Newforma Contact Directory gives users access to the central list of companies and contacts in the
Project Center Server database outside of any project team. Users can also access and send mail merged
form letters or emails to any contact from the Contact Directory.

You must be a Content or Global Administrator to modify or add contacts and companies
in the directory, add or update form letters and modify Keyword lists.

Audience

Internal project team members.

Key Features

e View company and contact information in Newforma Project Center, from Outlook via the Project
Center Add-in for Microsoft Outlook, as a stand-alone application on your desktop, and via the Info
Exchange website.

e Track notes and project assignments on contacts and companies.

e Use form letters to produce general mailings by merging contact information into your own
customized Word merge templates.

o Generate emails to selected contacts.

e Allow Content and Global Administrators to modify keyword lists from the Contact Directory.

To access the Newforma Contact Directory

1. From within Project Center, select the Newforma Contact Directory button on the toolbar.
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2. From Outlook, select the Newforma Contact Directory under More in the Outlook add-in.
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To add a company
You must be a Content or Global Administrator to add a company.

1. Before adding a new company, use the column filters to make sure the company does not already exist. If it does
not exist, proceed to the next step.

2. To add a company to the Newforma Contact Directory, select the Companies tab and select Add Company
from the Tasks panel.

TASKS

Companies

Add Company

Create a Report

Enter the company Name and other information you want to track in the Add Company dialog box.

4. Select Create in the Locations section to add at least one address location. Multiple locations can be added if
needed. If there is more than one location, the default location is shown in bold. To change the default location,
select the location and click Make Default.

Company Information Company Notes Project Assignments Custom Fields

Change Log

Company infarmatien is used when adding team members ta a project and when selecting ta share a project with anather
company.

Name: equired | | company Type: | |

Web address: | | Rating: T %7 e VY Te
Spec Section: | ‘ Show in Company Lists
Disciplines: | ‘
Main Contact: | [ |
A
There are na items tn show in this viex
[£} Add New Location — m] X
I orarnihEne U ‘ Contact Numbers
Address Office: ‘ |
Fax: [ |
Address Type: | [

iy, ‘ ‘ Source: [ Marusal ~

State/Province: | ~]

ZipiPestal Code: \ \

Country: [unted States -]

Cancel Help

On the Company Notes tab select Add to add notes and relate them to a project, if desired.
The Project Assignments tab displays any projects on which the company has project team members or is
assigned a role. This tab is empty for a new company.

7. Click OK to create the company.
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To add a contact

You must be a Content or Global Administrator to add a contact. If you are adding multiple

contacts for a company, it is best to add the company record first, then add the contacts.

1. Before adding a new contact, use the column filters to make sure the contact does not already exist. If it does not
exist, proceed to the next step.

2. To add a contact to the Newforma Contact Directory, select the Contacts tab and select Add Contact from
the Tasks panel.

TASKS

Contacts

Add Contact

Create a Report

3. Enter the Email Address, First Name, Last Name, and other information you want to track in the Add Contact
dialog box.

4. In the Company section, click Company to associate the contact with an existing company. Select the location
for the contact from the Office Location dropdown. Select the Use Office Address checkbox if you want the

address from the selected office location to be used. Otherwise, you can type in an address.

[z} Add Contact - O ®

Contact Information  Contact Notes Custom Fields Change Log

This contact information is used across all projects.

Email Address: ||

First Name: [

Last Name:

Disciplines:

Department:

Roles:

[
|
Job Title: [
[
|
[

Culture: English (United States)

rCompany Address

company: | [ | edit Use Office Address: I Copy 1t Map Tt

Office Location: ‘ "l Address:

Numbers
work: [

Mobile: [

Home: [ |

Faxi |

City:
Show in Contact Lists v

State/Province:

Country: United States v‘

\
[
Zip/Postal Code: [ |
\
\

Address Type:

&

Concel | [ o

5. Select the Show in Contact Lists checkbox if you want this contact to be visible in contact dialog boxes and lists
through Project Center.
6. Click OK to create the contact.
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To add contacts from Outlook

Another way to add contacts is to drag and drop them from Outlook (one at a time or multiples). Once added, select

Modify Contact from the Tasks panel to edit the information if needed (example: edit the company with which they

are associated). You can also select Add to Outlook Contacts from the Tasks panel if you want to copy a contact

from Newforma back to Outlook.

CONTACT DIRECTORY

Form Letters

Companies Contacts
[£) DavidDriscoll David
[£) Floyd Right Floyd
[£) John Doe John

[ Kate Curtain 01 Kate
(2] wary Johnsan wary

) wike Land, PE.  Mike

) Ted Forkey Ted

2] NPCS Administrator NPCS
=] _Rhonda Mauer Rhonda

New
Contact & New Items -

New

2| My Contacts
Contacts

ew Contact Group

Driscoll
Right

Doe

Curtain 01
Johnson
Land, P.E.
Forkey
Administrator

HMauer

Send/Receive  Folder  View

B Meeting 2 E (=} (_) 3, &

Delete

[ More -

Civil site Dirt Industries 5835 Hill Road, 5
Multi-isciplinary  Jefferson Mill Associat.. 55 Mill Way, Manc
Jefferson Mill Associat.

Multi-Disciplinary  Jeffersan Mill Associat.. 55 Mill Way, Manc.
Wulti-isciplinary  Jeffersgn Mill Associat.. 58 Mill Way, Manc
Wuiti-Disciplinary 55 Mill Way, Manc.
Design- Architect.. Jeffeffon Mill Associat... 55 Mill Way, Manc
Other Jefifffson Mill Associat... 55 Mill Way, Manc
Environmental, Ot EnffiroTech Engineering_388 Main Road, D.

Contacts - aklose] @jma-demo.com - Outlook

Help  BLUEBEA A ) Tell mewhatyou want to do

Change | Actions | Share
S| Views - -

Detete | Communicate Current View

Search Contacts

123

£ | anOutiook tems -

BW Bob Welder 12

a-c

af

Shady Springs WY 25918
Manchester NH 03103
Manchester NH 03103
Manchester NH 03103

Manchester 03103
Manchester 03103
Manchester 03103
Dolan Spring 86441
01851

01851
Search People

5 Address Book
Groups 03104

03104

03104
Find
03104

03104

Bob Welder 12

Contractor

03104

45202
Contractor
45202

= 60606

To generate form letters or emails

Use the Form Letters tab to generate form letters or emails to one or multiple contacts listed in the directory.

If you have a Content Administrator’s permissions you can also add, modify or remove form letters. Form letters are

global, so forms that are added on a Project Center Server are replicated to all other Project Center servers in the

enterprise, which allows for standardized form letters. Newforma uses Microsoft Word as the editor for forms used

within Project Center and utilizes the mail merge engine to produce a completely customized look and feel for all

Project Center forms. Please refer to Modify the Supplied Microsoft Word Templates or Create a New Word

Template for adding or modifying form letter templates. Refer to Newforma Help for detailed instructions on adding

new form letters to this tab.

TASKS

Form Letters
Add Form Letter
Modify Keyword Lists
Create a Report

COMMON QUESTIONS

CONTACT DIRECTORY

Companies Contacts

Form Letters

Transmittal Form Merge Fields
111-Brief_Suk

Notification

Simple Letter

PO CW Template

Penta Ocean Marketing
Training From 136

ProjectTeam Members Roles

Business Development
General Correspondence
Miscellaneous

Construction
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1. To generate form letters or send email messages, select the form letter you want to generate. Select Generate
Form Letter from the Tasks panel. The Generate Form Letter dialog box opens. Select the Contacts icon to

select which contact(s) you want to send the form letter or email message to.

E} Generate Form Letter - Simple Letter *
Step 1 of 2: Choose Contacts, Field Values, and Output Options
A form will be generated for each of Form Letter Instructions:

the following contacts.

No instructions were specified

Fields
There are no contacts selected.
Project: ||:, 2018001.12 - One Oak Street 12 v|
Qutput
Format: | Word Decument v|
Filename: [simpleLetter |

[] zave Copy In:

Email Options

Attachment Options: | Do not send as attachment ~

Mext = Cancel Help

2. The Choose Contacts dialog box opens. Choose from All Contacts or open the dropdown to select from only
internal or external contacts. Continue to filter the list using any of the columns to find the contacts you want,

then select them all by filling in the checkbox at the top or select each contact’s checkbox as needed. Click OK.

[2} Choose Contacts - O X
|AII Contacts v‘ |'Zea h Contacts Vl ) |+ 3]
& \ | | \ B

[ [ NPCs service
[ EE 17 Admin

[ 5 Adam Klose 01
[ £ Elise wood

[ & sarah Gold

[ £ Gary Michaels
[J & Peggy Taylor

[J &) Nichole Kozlaw
[ £ Harry Vincent

[] = oscarDaylee

Add Contact...

Multi-Disciplinary
Interiors, Other
Multi-Disciplinary
Other

Other, Owner/Ope

Other, Owner/Ope...

Other, Owner/Ope

Jefferson Mill Associat.. -

Wood Designs

Initech Design Group,

Tamalpais Unified Sch... --

Alpine College
FF Associates, LLC
Eldridge Community ...

ResortDevelopmert,

Manchester NH
Fort Meyers FL
Manchester NH
Witchita KS
Manchester MO
pittsburgh PA
Jackson WY
Westminster CcO

03103
33901
03104
67202
63011
15237
83001
80030

Cancel

Help
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3. Continue to fill out the information needed on the Step 1 dialog box, including specific information under the
Fields section for project information, company logo and dates if needed. In the Output section, choose the
letter format by selecting either Word Document, PDF Document or Email Message from the Format drop-

down. See below for additional details on each of the output options.

=] Generate Form Letter - Simple Letter X

Step 1 of 2: Choose Contacts, Field Values, and Output Options.

A form will be generated for each of ~ Form Letter Instructions:
the fellowing contacts. No instructions were specified

2

Fields
Gary Michasls (Tamalpais Unified Scho

Pegay Taylor (Alpine College) Project; [& 2018001.12 - One Qak Street 12 o] -

Sarah Gold (Initech Design Group, Inc  output

Format: [ Word Document v

Filename: [SimpleLetter |

[ save Copy In

Email Options

Attachment Options | Attach to draft email message v

Subject: [tnvitation to Bidl |

Next > Cancel Help

Create a Word Document or PDF

If you select Word Document or PDF Document, modify the default Filename as desired and indicate if and where
you want to save a copy of the output. If you are not emailing the document, be sure to select Do Not Send as
Attachment in the Attachment Options field, located under the Email Options section. Click Next.

Email Options

Attachment Options: | Do not send as attachment v

Do not send as attachment
Attach to draft email message
Attach and send email message

Email with Attachment
If you want to send an email with an attachment, select either the PDF Document or Word Document format in

the Output section. In the Email Options section select either Attach to Draft Email Message or Attach and
Send Email Message. Add a subject and optionally indicate who to CC. Click Next.

Recommendation: Select Attach to Draft Email Message if you want to add text to the body of the email
before sending. The body of the email will be blank by default with the document attached. Note that selecting
Attach and Send Email Message will not allow you to edit the email before it is sent.

Output
Format: | PDF Document v|
Filename: |SimpIeLetter |
Save Copy In: |: roject Default Qutgoing Folder |

Email Options

Attachment Options: | Attach to draft email message v|

Subject: |Invitation to Bid |
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Email without Attachment
If you are sending only an email with no attachment, the body of the form letter is put into the email. Select the

Email Message as the format in the Output section, then select the Email Options as desired. Click Next.

Dutput

Format: | Email Message v|

Email Options

Email Method: | Create draft email message v|
Subject: |Invitati0n to Bid |
cc: | |

Recommendation: Select Create Draft Email Message if you want to see the email before sending. Selecting
Send Email Message will not allow you to edit the email before it is sent.

4. On the Step 2 dialog select one of the actions then select Preview Action to see a preview.

Step 2 of 2: Preview Actions

Select an Action to Preview: Preview Action

Create PDF Document For: Gary Michaels (Tamalpais Unified School District)

Save Copy Savetofolder: \WIMA-DEMO-NPCS01\projects\2018001.12\2 Correspondence\C Recor...

Attach to Draft Email Message Subject: Invitation to Bid

5. For example, selecting Create PDF Document shows a preview of the PDF document as shown below. Selecting

Attach to Draft Email Message shows a preview of the email.

we e e q A ®MO@ w- BT B 2 &

123 Main Street
Springfield NH 03104

United States

RE: Project One Oak Street 12
Dear Bonnie

Content here

6. Select Finish to finish the process. If Word documents or PDFs are created, they appear before you decide to
print and/or save. If you chose to generate draft emails (recommended), they are created and you can edit
before sending each one.

Important: If you choose Send Email Message or Attach and Send Email from the Email Options, for each
email created you will need to select Confirm Send and also select Allow when the Microsoft Outlook dialog

appears asking you to confirm that you want to send each email message.
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To modify keyword lists

If you have a Content Administrator’s permissions you can also modify keyword lists from the Newforma Contacts
Directory.

1. Select the Form Letters tab and select Modify Keyword Lists from the Tasks panel.

TASKS

Selected Form Letter
Generate Form Letter
Modify Form Letter
Remove Form Letter

Form Letters
Add Form Letter

Modify Keyword Lists

reaie a Kepo

2. In the Modify Global Keyword Lists dialog box, select the global keyword list you want to edit and select
Modify to open the list.

2} Modify Global Keyword Lists - O >

Global Keyword Lists:

Global Action Item Type List Action Item Type List

Global Action Item Type List - back Action Item Type List Modify...

3. Inthe Project Keyword List dialog box, select Add to add new keywords. Enter a Name, Description, and
other information in the Add a Project Keyword dialog box as needed and click OK. Click and drag list items to
reorder, or sort by clicking on a column heading if desired. Click OK when done.

4. To modify an existing keyword, select the keyword and then click Modify. Click OK in the Modify Project
Keyword dialog box when done.

5. To delete an existing keyword, select the keyword and then Click Remove. Click OK when done.

Global Keyword Lists:

Global Action Item Status List Action Ttem Status List

Not Started
In Progress
Waiting on Someane Else
Completed

Deferred

Action Complete
New Ng
Active N

Reviewed Nz

Drag and drop list items to chang

=} Add Project Keyword

Name: |\

Description: |

4 Type: [ action 1tem status Closed

6. When you are done modifying the selected keyword list, Click OK in the Modify Global Keyword Lists dialog

box to exit.
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