QSP g NEWFORMA

Newforma Info Exchange Quick Start Guide for External
Users

Overview

RSP’s Perspective v6, powered by Newforma 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 Use Newforma ID

¢ Receive a file transfer

e Send files from Info Exchange

e Download files from shared folders on Info Exchange

e Upload files to shared folders

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

¢ View and update action items

e Create action items

e Use the Newforma Web Viewer to markup or stamp files

Using Info Exchange

To log into Info Exchange after receiving an invitation

You will receive an email inviting you to use RSP’s 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.
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Below is an example of the 'Welcome’ email. The password setup link included in the invitation email
can only be used once.

Subject: RSP Architects Info Exchange Account Notification

RSP

Welcome to Newforma Info Exchange

To make sharing files and knowledge easier, RSP Architects is providing you with free access to our project information management system: Newformas

Info BExchange part of Newforma Project Center. Info BExchange offers a simple, but secure environment for collaboration on a variety of processes and is

accessible with any internet connection.
Depending on your project role or scope, the following actions are possible:

+ Upload and download files
+ Send and review Submittals and RFls

+ Access action items, record documents, project email, the project calendar and more

Getting started is easy! Watch this brief tutorial.

Here is your account information. Please click the link below to set your password and get started.

Username: yourname@email.com

Password: [Set assword |

After setting up your password, you can use this link anytime to sign in to our site:
Click to sign in

If you miss the ‘Welcome’ email or need it resent, contact your RSP project team to request sending

a password reset email like the one below.
Subject: RSP Architects Info Exchange Password Reset

SP

GREETINGS PROJECT TEAM MEMBER

There was a request to change your password. Please click the link below to reset your password.

Username: Yourname@email.com

Reset Password

After resetting your password, you can use this link anytime to sign in to our site:
Click to sign in

Tip: Bookmark our page for easier access.
If you would rather not manage multiple accounts, you can click to create a free Newforma® ID.

RSP Architects
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To use Newforma ID

To access RSP’s site, users are granted an Info Exchange ID that is specific to RSP. If users work with multiple
companies that utilize Newforma, they will have multiple Info Exchange IDs for each company’s environment.
Newforma ID provides a way for users to tie these Info Exchange IDs together into a single sign-on to provide access
across all companies in which users have been invited to participate. Newforma ID is required to log into Newforma
Mobile Apps and integrated cloud storage services.

Note that all of these IDs rely on your email address as your username, but password requirements may vary.

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

Sign in to Newforma Info Exchange

‘ Username ‘

‘ Password ‘

Forgot password? Mewforma ID

[[] remember username

To receive a file transfer

Once you complete 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. RSP requires you to log in

to download files, so select the link at the bottom to log into the Info Exchange website and download the files.

LB

File Transfer: Project Transter - Mewtorma File Sharing

[(L] Transmittal - 01485 1.pdf
%] s

Project. Newforma File Sharing

Notification about File Transfer Project Transfer

Remarks

Please see the attached information.

File Transfer Info

Purpose’ For Your Use
Expiration Date:

Transferred Files
kitchen.jpg

Additional Links

Sign in to the Newforma Info Exchange site I
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2.

3.

5.

When you click the link to login to Info Exchange, you are prompted to enter your username and password. Enter

your information and click Sign In.

Sign in to Newforma Info Exchange

Forgot password? MNewforma ID

D Remember usermname

Use the credentials you used during your initial login. If you forget the credentials, use youremail
address as your username and select Forgot Password? to receive password reset instructions.

Please note that passwords for RSP’s Info Exchange environment are set to expire every 90 days.

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

Name Type Sze  Date Modfied

Click 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 click Download Selected Contents.

Download Selected Contents is only available if the original file transfer was set by the RSP team
to allow partial downloads (this is the default).

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

Click Save to save them to your local machine or 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.

Note that there is a default size limit of 10GB per transfer on Info Exchange. If a transfer exceeding
this size is required, please contact your RSP project team to coordinate.

Log into Info Exchange and select the appropriate project.

2. Click Send > Files in the menu bar from the Proi'ect Home Eaﬁe:

Shortcuts @
Send View
iy

S res S File Transfers

3 submittal v} submittals

& rA @ res

| shared Folders

(] Action Items

82 Project Email

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

Send a File Transfer

Subject: (Required)
To: Select contacts H
CC: Select contacts H

m
]
Il
L]
[l
i

2 £ In

Bx

Remarks: B I U S5 Tahoma H 2 (10pt) H A v

Reminders: If a recipient has not downloaded the transfer, send notification to Dme . Drecip\ents on (date)

Files: ADD FILES REMOVE ALL FILES

Drag-and-drop files here

4, Click 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.

©Newforma 2020 Page 5


http://help.newforma.com/newforma_info_Exchange_eleventh_edition/desktop/How_Tos/Drag_and_Drop_Files_in_a_Transfer.htm

Newforma Info Exchanae Quick Start Guide for ExternalUsers

Click Send Files to send the file transfer.

To track your file transfers, click View > File Transfers from the menu bar to open the File Transfers log,

shown below:

File Transfers. Inbox

o

Subject Related tems. From Date Sent

> oni Beskman (Newforma)

i Export

Expiration Sze | Access Downloaded?

E |

614KB | Reciplents anly

7. Click the Subject of the transfer to open the Transfer page, shown below:

Tramsfer

Project Transfer
From : (Newfarma)
Adam Klose

FILES

Sze  Dats Moddaed

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

To download files from shared folders on Info Exchange

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 click View > Files and Documents > Shared

Folders.

E ! ; | Newforma Demo Project

DIRECTORY -  PROJECT HOME

Shortcuts

Send
@ Files

-~
f\{) Submittal

& ra

(t) Change Order Proposal

View
—
f) File Transfers
-~
\i\j) Submittals
@ RFIs
I ‘;] Shared Folders I

Action tems

Eﬁ Project Email
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2. In the Shared Folders log, click the name of a shared folder to view its contents in the Folder Contents panel,

shown below:

Shared Folders Active n

Name Drag & drop files into the desired folder.
Name Type Size  Date Modified
TASKS
Total items: 1
O Physics Dept - public TASKS
3 (] PHYSICS RDS - Demonstration Lab.pdf (@ Portable Document Format 257 KB
O PHYSICS RDS - Individual Instruction Areapdf & Portable Document Format 209 KB
O PHYSICS RDS - Lab Teaching Support Conference.pdf & Portable Document Format 152 KB
O PHYSICS RDS - Research Faculty Workstation.pdf & Portable Document Format 135 KB
O PHYSICS RDS - Seminar Room.pdf O Portable Document Format 190 KB
O B pravsics rps - Tutorial Room.pst @ Portable Decument Format 117KB  3/13/2018 9:23:28 AM
[0 B spatial Data - Space Types.xisx @ Excel OKB  3/13/2018 0:23:28 AM

3 Send Email

3. Click the Tasks drop-down

You can also download specific files and subfolders by marking the checkbox next to 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.

for the shared folder and select Download Folder to download all files in the folder.

Note that there is a default size limit 10GB per shared folder (highest level folder, including all subfolders).

If your needs exceed this size limit, please contact your RSP project team to coordinate.

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

2. Click the name of the shared folder where you want to upload files in the Folder Contents panel.

Shared Folders Active H

Name

I Drag & drop files into the desired folder. I

Name Type Size  Date Modified
Physics Dept - public TASKS
T et [ & Physics Dept - public TASKS

* O B euvsicsros - Demonstration Labpdt @ Portable Document Format 257 KB

a PHYSICS RDS - Individual Instruction Area.pdf ® Portable Document Format 209 KB

O PHYSICS RDS - Lab Teaching Support Conference.pdf @ Portable Document Format 152 KB

O PHYSICS RDS - Research Faculty Workstation. pdf @ Portable Document Format 135 KB

[0 B eavsics ros - seminar Room.pdf & Portable Document Format 190 KB

O B ervsics Ros - Tutorial Roomper @ Portable Document Format 117 kB

[0 B spatial Data - Space Types.xisx @ Excel 9 KB

= send Email

3. Drag and drop files into the desired folder. There will be a preview of where

Upload.

Shared Folders

Name

UPLOAD CANCEL 1 files (6 KB)

Active H \

Name

Physics Dept - public TASKS

Total items: 1

D = Physics Dept - public

[£] bench.jpg

D PHYSICS RDS - Demonstration Lab.pdf Y
D PHYSICS RDS - Individual Instruction Area.pdf

@

D PHYSICS RDS - Lab Teaching Support Conference.pdf

o)

TASKS

XK Remove

the files will go prior to choosing
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4. To track your upload and which recipients downloaded the new files, click the shared folder in the Folder

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

Folder Details

Physics Dept - public

INFORMATION I CHANGE LOG I

Action Date

Member

Published Adam Klose 12 (Jefferson Mill Associates 12)

Partially Downloaded Bob Welder 12 (MacDougall Construction 12)

Expired Adam Klose 12 (Jefferson Mill Associates 12)

Republished Adam Klose 12 (Jefferson Mill Associates 12)

Partially Downloaded

Bob Welder 12 (MacDouqall Construction 12)

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, click Send>Submittal from the
shortcuts menu.

E ! ; | Newforma Demo Project

- PROJECT HOME - - -

Shortcuts =
Send View

I—[lj Files S File Transfers

N . ™ -

(\\f,\ Submittal i{) Submittals

& ra & res

() €]

(Z) Change Order Proposal |; Shared Folders

Action Ttems

/‘:_8 Project Email
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2. On the Send Submittal page, complete the submittal form. This includes the spec section, which can beselected
from the drop-down list. Add the files you want to send with the submittal.

Send Submittal

Sender ID:
Subject: (Required)

To:

€cC:

Action: For Review n
Spec Section: =

Remarks: Bl e o n Z(NMH A .! Iaa BSOS

Reminders:  If a recipient has not downloaded the transfer, send notification to Dme, [:]ledpienu on (date}

Files: ADD FILES REMOVE ALL FILES

Drag-and-drop files here

SEND SUBMITTAL CANCEL

To upload files totaling more than the maximum, use Newforma's Siverlight upload controf.

3. Click Send Submittal.

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 at the bottom of the email to loginto

Info Exchange:
Fa =T T F =T e
o Eraabernignacdagal con
Do Mon & 13, 3006 11505 89
sy T bl d 30 - o com
fahpart:  ISHEIA 13 « One Gk S 17 Sabtial Feracedind « Selmiiald H 00 D 0d G

Progect 21001 12 One Oualk Sirest 12

habheaton about Submimal Wallway paving

Ramarks

Submattal sttacked

Submittal Info

Pusposo For Review
Exparaton Date. 5M32020

Transfermad Files

Alpsngrows - Al gdi
Dipuncmittad Swlenirial - 30 1 00001 IF orwasied) 1.adi

Additional Links
Review and markup on the JMA-Demo info Exchange sibe
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2. Log into the site. You are directed to the Submittal Forwarded page. Click the Files tab, then click Download
All Contents to download the contents of the submittal. You may also choose Markup and Respond if you
would like to use the Newform web viewer to provide your markups.

Submittal Forwarded 3 Submittals Send Response I Markup and Respand

Suityect: wealkeay paving Transmittal 10: 09272
Bob Welder 12 (MacDougall Construction
12)

To: Diate Sent:

€ Via: Info Exchange
Adam Klose 12 (Jefferson Mill Associates
12)

Submittal [D: 00 21 0000001

Sender 10:

Purpose: For Review

From: Due:

Toview and download, dick Walliway paving

REMARKS = FILES ~ CONTENTS EMAIL LOG

Mame Type Sze  Date Modified

[ Walloway paving TASKS
O B spengrove - szospat & Portable Document Format 46 KB

0 B

0 21 00-00001 (Forwarded) Lodf Portabla Documant Format e

3. Click Send Response to respond to the submittal.

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

Submittal Forwarded < Submittals Markup and Respand
Subject: Walkway paving Transmittal 10: 0272

To: ?«;? Welder 12 (MacDougall Construction |\, ooy

{ee Via: Info Exchange

4. Complete the Send Submittal Response page and click Send Response.
Send Submittal Response

Submittal ID: 00 21 00-00001

Subject: Re: Walkway paving

To: Adam Klose 12 (Jefferson Mill Associates 12) H
CC: Select contacts n
Action: (Required) H

Response: B I U 5 Tahoma n 2 (Lopt) : A . EX oA EFRB d

Reminders: If a recipient has not downloaded the transfer, send notification to Dme ' D recipients on (date)

Files: ADD FILES REMOVE ALL FILES

Drag-and-drop files here

SEND RESPONSE CANCEL

To upload files totaling more than the maximum, use Newforma's Silverlight upload control.
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5. You can track all your submittal activity in the corresponding log on Info Exchange. Click View > Contract

Management > Submittals. Note that other activity center logs may be accessed this way:

E ! ; | Newforma Deme Project

~  PROJECT HOME v VIEW ¥

Files and Documents Field Management Contract Management

Shortcuts S File Transfers [ Field Notes V& CostCodes

Daily Reporis I @ Submittals I
ﬂ} Document Sets [E] Site Visits @ RFls

Shared Folders

(o]

Send
E Files
3 submittal

@ RET Project Information Building Information Management

[@ Dpocument contral () Puncn List [ Bulletin
D@ Addendums

Supplemental Insiructions

o

=
Open ltems \_EL Model Views
@ Change Order Proposal

G9 Project Emal g Spatial Index Proposal Requests

Action ltems Construction Change Directives

22, Project Team Change Order Proposals

®
®
2@ Meeting Minutes @ Potential Change Orders
@
©

Z# Project Calendar Change Orders

(] markup Sessions e contracts

Skeiches and Supplemental Drawings

6. The submittal log displays like this:

MY SUBMITTAL ACTIONS MY EXPECTED SUBMITTALS
o
¢ B Sender ID  Subject Recaived Forwarded Response Closed
: : 3/31/2020 viz B
10 20 10-00002 Kitchen Information ® | Frory s Wk 12 {Machousad Euvisbcicn 1)
00 65 00-00001 03162020 Fumniture Y a0 fos | e i &
5 00- 0316 urnitu 172020 Revie Fre i . =,
STy e e oh Welder 12 [MacDougall Construction 12)
g 3/ [2020 0 XCepti +
07 90 00-00001 Landscaping & Frien Boh Welder 12 (MacDougall Construction 12)
. _ e 1/24/2020 Reviewed T
45 70 00-00001 1234 Windows 1/ 2420 R T From: Bol Welder 12 (MacDougall Consiruction 12)
. N . 1/10/2020 Reviewed
99 10 00 A-00001 #12312019 - Kitchen 1/10/2020 T Fraen o Walder 12 (MacDougall Consbuiction 17
[31/2019 /312019 v
21 10 02-00001 12312019 #12312010 - Kitchen SEALEN g || Blbédd‘gu'\‘muﬁcmmu\
) — _ 11/15/2019 F 11/15/2019 Review
00 11 00-00001 Tnformation on project T | rver: ok wecr 12 {Machougel Constation 1
; TS Iie Fer g 7/19/2019 Review
10 20 00-00006 Package 1 TERREHS. Y A from:Bob Welder 12 {MacDougall Construction 12)
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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 click View >

Action Items from the menu bar or use the shortcut from the Project Home:
MY PROJECTS PROJECT HOME I - EW -

Shortcuts

Send
F‘ Files

{7} submittal

View
<_) File Transfers
Z) submittals

& res

Shared Folders

@1

-]

-] Action Items

63 Project Email

2. Click the action item Subject in the Action Items log to view it.

— B = EE
(@ Due Date D Subject Related Items  Assigned To Assigned By Priority Status Action Completed Supporting Documents
T — Bob Welder 12 (MacDougall Construction Adam Klose 12 (Jefferson Mill =
7 | 00162 5 13 and o ki Assotiates 12) Hormal Mot Started
AR T ;I;;r Welder 12 (MacDougall Construction 2::;:::2?1;)2 (Jefferson Mill High e 1 file ®
Bob welder 12 fMaanugal\ Construction Adam Klose 12 (Jefferson mill
VAR 00168 12) Associates 12) Normal In Progress
™ Bob Welder 12 (MacDougall Construction Adam Klose 12 (Jefferson Mill _
Pl W S | 00170 12) Aisoriater 1) Normal Not Started
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 4 Action Items 4 Modify @ Add Similar Send Email View Form
‘iuh]ﬂl' Review drawings nD: 00162
Status: Not Started Type: Actlon Item
Percent Complete: 0 % Priority: Normal
Assigned: Disciplines:
Due Date: ol To Boh Welder 12 (MacDougall Construction
Remind disabled AsSined T0: - 12) and one other
Action Completed (8 8 -
oy Amignac By: .:g;;m Klose 12 (Jefferson Mill Associates
I DESCRIPTION DISCUSSION EMAIL LOG SUPPORTING DOCUMENTS RELATED ITEMS CHANGE LOG I
review included drawings
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4. You may have rights to edit action items. To update an action item, click Modify to open the Modify Action

Item page. For example, you can 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: Review drawings
Type: Action Item
Status: Not Started

Percent Complete: o0

Priority: Normal
Assigned: 8/6/2019
Due Date: 8/14/2019

Action Completed:
Keywords:

DESCRIPTION DISCUSSION

DRemind 2 days before due cc:

(Mo Completed Date)

00162

Bob Welder 12 {(MacDougall Constructi...

H ((Bab Welder 12 {MacDougall Construction 12) |

[ Carotyn Hunter 12 (Hunter Electric 12) ]

Select contacts

EMAIL LOG SUPPORTING DOCUMENTS

RELATED ITEMS

Adam Klose 12 (Jefferson Mill Assodat...

CHANGE LOG

review included drawings.

SAVE SAVE & CLOSE

B I U S Tahoma H Z(IDpt]H A v

CANCEL Send change notification email

il
il
Sy
at
G
Be

To create action items

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

Action Items log.

H @ Add Action Item

Action Items  Open
@ DueDate D
M
/| @ 00162
/| @ 00166
/| @ 00168
/| @ 00170

Subject Related Items  Assigned To

Bob Welder 12 (MacDougall Construction
12) and one other

Bob Welder 12 (MacDougall Construction

Bob Welder 12 (MacDougall Construction

Bob Welder 12 (MacDougall Construction

Friday meeting prep i

Assigned By

Adam Klose 12 (Jefferson Mill
Associates 12}

Adam Klose 12 (Jefferson Mill
Associates 12)

Adam Klose 12 (Jefferson Mil
Associates 12)

Adam Klose 12 (Jefferson Mill
Associates 12)

Priority

Normal

High

Normal

Normal

Status

Not Started

Not Started

In Progress

Not Started

‘ [ Export

Action Completed

. EE

Supporting Documents
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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. Click

Save and Close when done.

Add Action Item il ]
Subject: (Required)
Type: Action Item H 1D: (Auto Number)
Status: Not Started H Disciplines: H
Percent Complete: 0 Assigned To: Select contacts H
Priority: Mormal H
Assigned: (No Assigned Date) H
Due Date: 4212020 H

DRemind days before due CC: Select contacts H
Action Completed: = (No Completed Date) H Assigned By: Select team member H
Keywords: H

DESCRIPTION DISCUSSION

B I U § Tahoma H 2(10pt]= A v .

Il
Il
Il
il
%
at
B

[ send change notification email SAVE SAVE & CLOSE CANCEL
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3. If you selected Send Change Notification Email, the Send Email dialog box appears. Add recipients and

make other changes as needed. Click Send when ready. People in the To: and CC: fields receive an email
notification of the action item.

Send Email ®

To: Carolyn Hunter 12 (Hunter Electric 12) H
cC: Adam Klose 12 (Jefferson Mill Associates 12) H

D Send a copy to me

Subject: 2018001.12 - One Oak Street 12: Action Item

B I U 5 Tahoma H 2(1Dpt)= A~ .

A(n) Action Item has been assigned to: Bob Welder 12 (MacDougall Construction 12)

Message:

il
1]
[l
[l

E N B

Note: The Project Item details and links will be added when the message is sent.

SEND CANCEL

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.

Submittal Forwarded

Subject: Walkway paving Transmittal ID; 00272

Lo 3;3 Welder 12 (MacDougall Construction Date Sent: 4/13/2020
CC: = Via: Info Exchange
ETORTI llxg?m Klose 12 (Jefferson Mill Associates i 4/17/2020
Submittal ID; 00 21 00-00001

Sender ID:

Purpose: For Review

To view and download, click Walkway paving

REMARKS * FILES * CONTENTS * EMAIL LOG

DOWNLOAD ALL CONTENTS

Mame

D Walkway paving TASKS

D Alpengrove - A208. pdf ®

D Transmittal Submittal - 00 21 00-00001 (Forwarded) 1.pdf @)

©Newforma 2020 Page 15



Newform

2. Place the cursor over any of the buttons in the toolbar for a tool tip to help you select the tool you need.
WEe) ONNIEOEEE@EE (=) TkEaE (o] 111 e

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

to zoom into.

4. To zoom back out, click Zoom to Full Page.

HEEER
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5. To add text in the markup, click Text on the toolbar. Click where you want to locate the text box. Enteryour text
and click OK.

ONNEOEEE D A

Text Markup [ ]

Avial V] [18 v ]

T I -

6. Use other buttons on the toolbar to add clouds, lines, and more. Use Select to select markups and move them.
To delete a markup, select the markup and press Delete on your keyboard.

PoNEOEee@ (=]

Y P i

I r 4 . W

ffq V\j | =

FrS

RF-01

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

stamps created in Microsoft Word.
BEE

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 clicking 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 click Browse to locate the stamp, then click 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 click OK.

Select a Stamp

Name

statusReport_1_24_2014

Upload Mew Stamp
Browse._..

Note: 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.
oo

9. Fill out any additional information needed in the Edit Stamp Contents dialog box, then click OK. The stampis

placed in the markup. Reposition the stamp as needed.

10. To create a PDF, click PDF on the toolbar. In the Export PDF Options dialog box, enter a nhame, select your
output options and click OK. Use the Windows bar at the bottom of the screen to open or save the PDF in the
location of your choice.

=)=

Export PDF Options [ ]

Title

‘A\pangmve - A208(Walkway paving) |

‘Qutput Options
[ Rasterize

@ Flatten Markups

4 NA | Sove

Saveas

Do you want to open or save Alpengrove - A208(Walkway paving).pdf from infoexchange,jma-demo.com? Open Save and open
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11. To save your markup session for later editing or viewing by you and others, click 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. Click OK when done. The Drawing
Explorer dialog box opens to show the markup session. Click Close when done.

ElEIEY

Name: ‘Walkway paving - Alpengrove - A208

Adam Klose 12 (Jefferson Mill Associates 12) and one other
Members:

[.adam Klose 12 {Jefferson Mill Assaciates u)] [ Bob Welder 12 (MacDougall Construction 12)]

Status: Open H
Remarks: B I U § Tahoma H 2 (10pt) H A v .! = E =

CANCEL

Drawing Explorer ®

SUBMITTA 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.
Name Status Created By Created Date  Team Members Last Modified Date
Walkway Bob Welder 12 Adam Klose 12
paving - Open (MacDougall (Jefferson Mill
Alpengrove - Construction Associates 12) and
A208 12) one other

CLOSE HELP

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

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

E ! ; | Newforma Demo Project

PROJECT HOME VIEW ~ -
Files and Documents Field Management Contract Management
Shortcuts 55 File Transters 57 Field Notes 2 costCodes
] Shared Folders E Daily Reports @ Submittals
Send

@ Eil [E Document Sets GJ Site Visits @ RFis
iles

=y E\ Document Control [¥J  Puncn List Q Bulleting
i\f) Submittal

G addendums
@ RFL Project Information Building Information Management

M\ r= . S
45+ Open ltems B, Model Views Supplemental Instructions

@ Change Order Proposal

Project Email < spatial Index Proposal Requests
l_@ Action Items Construction Change Directives
) il ©
Meeting Minutes \?/) Potential Change Orders
0 ® o
BE project Team (%) change Order Proposals
—_ o -
ZH Project Calendar () Change Orders

[(:/J Markup Sessions Contracts

.
7~ Sketches and Supplemental Drawings

Markup Sessions A1 H
Name Status Related ftems  Source
Rajacted = W
Open 3
Closed CentPark2_East_Sache.jpg

©Newforma 2020 Page 20



	 Log into Info Exchange after receiving an invitation
	To log into Info Exchange after receiving an invitation
	To use Newforma ID
	To receive a file transfer
	To send files from Info Exchange
	To download files from shared folders on Info Exchange
	To upload files to shared folders
	Upload.

	To send an RFI, Submittal or Change Order Proposal via Info Exchange
	To respond to a forwarded submittal
	To view and update action items
	To create action items
	Action Items log.

	To use Newforma Web Viewer to markup or stamp files

