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Project Team Quick Reference Guide

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

Purpose

Use the Project Team activity center to assemble and manage a unique team for each project based on
who participates in the project. Assemble your project team by assigning contacts from the Project Center
Contacts database to your project team. Organize and group team members to facilitate communication
between internal and external team members when using functions such as transmittals, submittals,
action items, and Newforma Info Exchange.

Audience

Internal project team members.

Key Features

e Create a unique team list for each project.

e Group team members to organize and facilitate communication.

e Modify contact information for project team members.

e Establish access to your Info Exchange website for the project and assign permissions.

To add people to the project team

1. Select Add Team Members > From Contacts from the Tasks panel in the Project Team activity

center.

Project Team =l Adam Kh
Add Team Members L From Contacts La
Add Group Fram Caompany
Show Inactive Team Members = Elise Wo
Hide Group Members = Howard |
Import r =l John Dot
Create Report = Kate Cur

Select From Company to select from a list of contacts by company.
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2. Select team members in the Choose New Team Members from Global Contact List dialog box
and select OK.

& Choose New Tearm Members from Global Contact List X
| External Contacts v| |5EE"'C"| Contacts V| 0, - X G
H B Name & Email Address Disciplines Company ~

IE]

Howard.Roark@gmail.com Howard.Roark@gmail.com --
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11,944 Contacts

Add New...

3. Click Add New to add a new team member that is not already in the contacts database.

A Choose New Team Members froem Global Contact List >
| External Contacts v |Search Contacts v Ol-X &
W E Name Email Address Disciplines Company ~
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=| Howard.Roark@gmail.com Howard.Roark@gmail.com
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hroark0S@jma.com hroarkdS@jma.com
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11,944 Contacts

oK Cancel Help
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4. In the Add New Project Team Member dialog box, enter either a valid and unique Email Address

or a First Name and/or Last Name. Fill in any other contact information you wish and click OK.
.;_'. Add New Project Team Member — [m} b4

Contact Information Contact Notes Custom Fields Project Roles and Permissions Change Log

This contact information is used across all projects.

Email Address: ||

First Name: | :
Last Name: | |
Disciplines: | | |
Job Title: | |
Department: | |
Roles: | |
Culture: |Eng\ish (United States) |
- EEmEETY - Address
Company: | Edit Use Office Address: Copy It || Mapt
Office Location: | ||| aAddress:
“Numbers
work: | |
Mobile: | |
Home: | |
Fax: | | City: | |
Show in Contact Lists State/Province: | ~|
Status: (@ Active O Inactive Zip/Postal Code: | |
Source: | Manual ~| | country: [Urited States -]
Address Type: | |

&

conee e
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To give team members access to the Info Exchange website

1. To give a team member access to the Info Exchange website, select their contact record and select
Modify in the Tasks panel. Select the Project Roles and Permissions tab.

TASKS PROJECT TEAM - ALPENGROVE SCIENCE (]

Selected Member | Al (3)

Send Email | ‘ |

Generate Form Letter

™ |

Send Password Reset Instructions |2z Adam Klozse 24 aklose24@jm;

Send Files * = Bob Welder 24 bwelder24@m

Dannact Fila Trancfar

2. Select the Allow Web Access to this Project on Your Info Exchange Server checkbox.
3. Verify the correct Permission Set is applied. Anyone outside your company is automatically identified

as an external user.
& Modify Project Team Member - Bob Welder 24 < bwelder24@macdougall.com» - O X

Contact Information Contact Notes Custom Fielde  Project Roles and Permiss... Project Assignments Change Log

rProject Role

Company Role on Project: Not specified

Member Role on Project: |

Project Status: ® Active () Inactive

Primary Contact on this Project

cMewforma Info Exchange Options

Allow web access to this Project on your Info Exchange server

Member Visibility on Info Exchange: |Vi5ib|e to all external project team members (show name, company v|

Wisibility for Project Data:

Permission Set: | External User V| View...

Description: Access to all activities the member is a party to

4. 1If this is the first project the user has been given access to, they receive an email with a link to login
and a temporary password. After logging in they will change their password and can access this
project’s information.

Note: If you want to view project information on the website, you must also join the
project team.
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To modify or remove team members
1. To modify a team member’s information select the team member and select Modify in the Tasks
panel.

2. Make any necessary changes to the Contact Information, Contact Notes, Project Roles and
Permissions, or Project Assignments tabs in the Modify Project Team Member dialog box and

select OK.
|;'. Maodify Project Team Member - Bob Welder 24 <bwelder24@macdougall.com> — O X
Contact Information  Contact Notes Custom Fields Project Roles and Permissions  Project Assignments Change Log
This contact information is used across all projects.
Email Address: |bwelder24@macd0uga|l.com| |
First Name: |Bob |
Last Name: |Welder 24 |
Disciplines: |C0nstruc:tior|,' |
Job Title: |Contrac:t0r |
Department: |C0ntract0r |
Roles: | |
Culture: |Eng|i5h (United States) |
rCompany rAddress
Company: |MacDouga|l Construction 24 | Edit Use Office Address: Copy It Map It
Office Location: | Office (MacDougall Construction 24) v| Address: 3 Maple Street
rNumbers
Work: [539.947.3437 |
Maobile: | |
Home: | |
Fax:  [510.524.8539 1] city: e
Show in Contact Lists State/Province: Kentucky
Status: (@) Active (O Inactive Zip/Postal Code: 40507
Source: | Microsoft Qutlook - Country: United States
¥ | Read-only data imparted from: Microsoft Outlook Cancel Help

3. To remove the contact from the project team select the contact and select Remove in the Tasks
panel. This removes the contact from the project team but not the Global Contacts List.
TASKS
Selected Member
Modify
Send Email
Generate Form Letter
Send Password Reset Instructions
Send Files 3
Request File Transfer

Remove
e —

©Newforma 2020 Page 5



Project Team Quick Reference Guide

To create project team groups

1. To organize the project team into groups select Add Group in the Tasks panel.
TASKS

Selected Member
Modify
Send Email
Generate Form Letter
Send Password Reset Instructions
Send Files 3
Request File Transfer
Remaove
Add to Outlook Contacts
Create Projects by MemberReport
View Permission Set

Project Team

Add Team Members 3
Subscribe to External Communication
Show Inactive Team Members
Hide Group Members
Import Project Teams
Create Report

2. Assign a Group Name and select the Group Members in the Add Project Team Group dialog box.

A team member can be assigned to multiple groups.
% Add Project Team Group X

Group name: I

Mark the checkbox next to each member you want to
appear in this group.

Group members:

&

M k& Adam Klose 24

M = Bob Welder 24

[J (=] Marianne Giordan

< >

Cance
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To communicate with the project team

1. To send an email to a project team member or group select the team member or group and select

Send Email in the Tasks panel.
TASKS
Selected Member
Modify

Send Email

Generate Form Letter

Send Password Reset Instructions

2. To send files via email or Info Exchange to a project team member or group select Send Files and

select Via Info Exchange or Via Email.
TASKS

Selected Member | all (3)
Modify
Send Email | |

Generate Form Letter

Send Password Reset Instructions 23] Adam Klao
Send Files ¥ 1 ViaInfo Exchange
Request File Transfer Yia Email

Remowve

3. Fill in the Subject, add any Remarks and Add Files or Add Folders you wish to send on the Files
to Transfer tab. Click Send or Transfer depending on whether you chose via Email or via Info
Exchange.

% Transfer Files to a Mewforma Info Exchange Server — O x

Ta: Bob Welder 24 (MacDougall Construction 24); |

cc: |

Subject: |Required |

Remarks Files to Transfer®

B I U & |verdana vt v|A- f f = = | =

Cancel Help
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