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Nc 1 What it may feel like
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Deltek Vision is
a massive
application.

How does it all
work anyway?
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Presentation elements:
1. Deltek Vision Mission Critical Data Path

2. Key Database Concepts

3. Acouple examples of what not to do... and what to do instead
4. Guidelines for storing data

5. User Defined Infocenter Example

6. Iftime... Project WBS concepts

7. Partyl!
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Deltek Vision Data Path — Project based accounting

Project Setup

= 1. Client/Company
= 2. Contact
= 3. Opportunity

Project Execution

4. Project

5. Plan

6. Time Sheets

7. Accounting Transactions and general ledger
8. Invoices!

9. Receipts!

Project Review

» 10. Reports (analysis and review of data)

4 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DeItEI( ol



Deltek
INSIGHT | Key Terms

2012

What?
What is an Entity?

= An entity is generally a thing. These are the “nouns” of a database.
= Examples: Client, contact, contract, project, employee
(also: transaction or instance in time)...

What is an Attribute?

= An attribute is something that describes a thing. These are the adjectives
of a database.

= Examples: Company name, number of employees, yearly revenue,

corporate logo, social security number, height, weight (also: start date,
end date, price, hourly wage)...

What is a Relationship?

= Arelationship is when two entities are related to each other.
= Example: Clients (companies) have contacts, Projects have Transactions

5 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DeItEI( o T
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Examples:

6

Entity: Contact
Attributes: Firstname, Lastname, SSN, Salary, Birthday

Entity: Project
Attributes: Project Number, Name, start date, end date, total contract amount

Relationship: Contacts to Projects
One project may have lots of contacts, the client sponsor, the architect

Relationship: Projects to transactions

Projects have many transactions
(time sheet entries, expense entries, invoices)

10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DeltEI( ol
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What?
What is an Entity?

= An entity will most often be a table

What is an Attribute?
= An attribute will be a column/field in that table

What is a Relationship?

= Arelationship is when two tables are related to each
other

7 10/18/2012  ©2012 Deltek, Inc. Al Rights Reserved Deltek kpowmore
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Questions so far? Easy as pie... right?
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Example 1. Checklist

Examples of storing entities
and attributes in Vision
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Dates or milestones in Opportunities:

Often, companies will want to store opportunity stages with their dates, in some
order that matches a process of what they take the opportunity through.

1. How some do it:
A set of fields, one for each stage in an opportunity, contract or project, or

any process.

2. How you should do it:
A series of rows in a grid, with the value labels sorted, and a

corresponding number for each stage.

10 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEItEk b
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A set of fields, one for each stage in an
opportunity, contract or project,
Or any process.

Problems:
1. Searching for opportunities, you need to know
the name of each of these fields to use them.

2. If you develop reports on these fields...
standard or favorites or even custom... then
change your milestones, you have to change

all your reports.

3. What if you don’t need all the steps?

4. What if you have to repeat some steps?

11 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved

RFP Issue Date
RFPReceived Date
Upcoming Date

11EssentialsDate

Strategy Conference Call Date

Qutline Draft Date

Yellow Team Date

Peer Review Date

Red Team Date

Production Date

Contract Comments Needed
Contract Comments Date
Due Date

Shortlist Date

Award Date

|
[
|
|
|
{
[
|
|
|
|
|
{
|
|
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What happens when we replace with a grid:

Example 1: Opportunity Checklist

RFF Issue Date |3f1f2u11 |$1'| Frocess Dates - fg Insert . Copy }( Delete
RFPReceived Date | 31/2011 |?| Process Step Process Step Mame Date
Upcoming Date | |=;'1-| 3 1.00 | 01 RFP Issue Date 3/1/2011

" o 2,00 | 02 RFPReceived Date 3/1/2011
11Essentials Date | |$1'| 10,00 [ 10 Production Date f24/2011
Strategy Conference Call Date | il 12.00] 13 Due Date B /25/2011

14,00 1% Shortlist Date 4/8/2011

Qutline Draft Date | | a1_|
Yellow Team Date | |a1_|
Peer Review Date | =) Pro Tip: use opplortunity template to pre-
Red Team Date | [ia] populate this list\with the steps you need.
Production Date | 3/24/2011 il
Contract Comments Meeded | |
Contract CommentsDate | ezl Note: this field is a drop down box
B EZTIT I o with all the process steps in it.
Shortlist Date | izl
fuward Date | 4/8/2011 il
10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEIte ; 52°n‘;’o’1‘§.re-
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. . b |
Search|ng —one field: W Lookup List e
Search By | Process StepName |~ | | Search ]|
’ .
- ¥ Opportunity Lookup Search Text | |
4| Display Type | Advanced | - | | Search | g
p Process Step Mame |B
T it Maove Up 01 RFP Issue Date
{ search Type Search Field 0 02 RFP Received Date
b Opportunity . equal | | 03 Upcoming Date
Opportunity Primary Contact Last, FirstMa B 0411 Essentials Date
Primary Contact Title 05 Strategy Conference Call Date i
Prime 06 Outline Draft Date
Principal Name 07 Yellow Team Date
EI Principal Number 08 Peer Review Date
[ Display Search Text Pmbat‘" =3Il | | 09 Red Team Date
11 | 10 Production Date
Production Date |
11 Contract Comments Needed
Project Code
12 Contract Comments Date
Project Code D escription B
13 Due Date [+
| Select || Ccancel |

13 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEIte b
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Note:
. . , P Dates - y2 Inset . C Delet
For reportlnglsearChlng you ” need m:;fes:;:p Process Step Mame L Dat:w x -
to take advantage of Vision’s 3 1.00| 01 RFPIssue Date 3/1/2011
advanced search capabilities to 2.00) 02 RFF Received Date e
. ) 10.00#&0 Froduction Date A 11
test for the values of two fields in ~_A7.00| 13 Due Date " a5
your grid at the same time. 14.00 14 Shortist Datg =~ 4/8/2011

From this example, yo
the label in this field, and the
absence of a date in this field to
show which opportunities have not
yet reached this stage.

14 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEItEk b
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—At Completion of Project

[ Project Info Sheet

P r Oj eCt C h eC k I I St W h at [ Check workspaces for anything that belongs in files
ab O u t t h I S O n e ? [ Consultant Electronic Drawing Files to P Drive

[ signed & Sealed CD's (PDF)
[} Email to Public Folders

[} Transfer Email from Public Folders to Project Folder

All the issues from our first example: [ Orgerize ies on P Drve
- fl e | d n am e S ! [ pelete unneeded drawing files

] ) [7] Copy P folder to Archive Drive & Notify Robert
- sorting/grouping [T ConyF Fodrto Arcive Drve

[ Create Meeting invite for final marketing session

- what order?

[] Create calendar reminder For Warranty Walk-thur

—\Warranty Walk-Thru - 60 Days past warranty date

What’s more:

[] Check workspaces to ensure all documents are scanned

= Ca n ,t Sto re d ateS [T wverify that we have electronic copies of submittals

[] send submittals ko Owner

- Ca n ,t Sto re CO m m e nts O r Oth e r re I ated [T verify that we have electronic copies of Records Room items
data Ilke WhO d Id Itr) [ Scan any paper contract files

[T werify all contract files have been scanned

[T Move Contract files to Archive drive

Know more.
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Issues:

1. One field can’t store data that changes over time
2. You may not always want a new WBS element for each Change Order

How do we:
1. Store changes in these

contract amounts over time

2. Track change order
descriptions, source, date

Entity or attribute?

17 10/18/2012

=

General lAccounting f Time & Expense 'Budget & Revenue I Team iCIients{Contacts b Activi

—Percents Complete —— Budgeted OH Rate I l
Overall :] Revenue Method | B 7]
Labor :l Multiplier or Amount | |
Expense :l

Compensation | 25,991 .26)

Consultant Fee | ‘

Reimb. &llowance | 11,134.58)

©2012 Deltek, Inc. All Rights Reserved
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Solution:

1. Put change orders or contract changes in grid (assuming you’re not storing it in
individual WBS elements)

18

10/18/2012

Contract History  ~
Contract or CCN Date Received Description Total Hrs Labor Con
p | CCH #1 7127j2011 Work permits and NIB. NTE amount
0& B2 8/3j2011 2 BHS 56,225.51
CCN #2 10/5f2011 Phase 3 70% design 76,736.10
CCHN #4 1/9/2012 Purchase Parts
CCN #5 2/16§2012 Remote PLC location 2,600.00
CCHN #6 5l4/2012 Parts Credit Adjustment
CCMN#8 alz11z012 Wireless Access Points Adder =
%2 Insert
Total Cost Target Profit Profit % Contract Amount
4,000.00 1,000.00 20,00 5,000.00
In this case change orders contain 170,536.67 981867 6.1 160,720.00
. . . 176,493.03 13,506.97 7.11 190,000.00
other info too like reimbursables and o e e h
profit margins_ 14,280.00 2,430.00,  14.54 16,710.00
3,038.65 159.93 5.00 3,198.58
5,823.40 2,012.88 25.69 7,836.28

©2012 Deltek, Inc. All Rights Reserved
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2012 Changing Contract Amount

Solution:

1. Put change orders or contract changes in grid (assuming you’re not storing it in
individual WBS elements)

2. Set up workflows to update the total contract amounts, disable those fields so they
can only be updated from the grid. : .

General 'Accounting i Time & Expense ‘Budget & Revenue ‘ Team iCIients.fContacts } Activi

—"-rcents Complete

Biiean Budgeted OH Rate [ l
2

erall

[
Total Cost Target Profit Profit % Contract Amount Revenue Method [ B [ ]

4,000,00 1,000.00 20.00 5,000.00 2" —] Multiplier or Amount | |
170,538.67 -9,818.67 -6.11 160,720.00 pense | |

176,493.03 13,506.97 7.11 190,000.00

77,995.00 4,105.00 5.00 §2,100.00

14,2380.00 2,430.00 14.54 16,710.00

5,823.40 2,012.88 25.69 7,836.28
culbant Fe [

3,038.65 159.93 5.00 3,198.:58| pensation - |
!
|

$465,564.86 llowance

Know more.

19 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEItEk lniddlag
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Is it an entity or an attribute?
If it's an attribute then it's a field.

If it's an entity then it's a grid or user
defined infocenter.

Pro tip: If you can throw it at someone,
then it's an entity.

If it describes the thing you threw, then
it's an attribute.

a
‘,

21 10/18/2012  ©2012 Deltek, Inc. Al Rights Reserved Deltek kpowmore
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What is available and when should | use it?

22

tab - for a group of related thoughts/ideas (attributes)
or a new entity if it makes sense to be by itself

checkbox - an on or off switch... if you make more than 2 or a 3 for a purpose,
It should prob. be a grid (not this)

dropdown/lookup - keeps data clean... use when you can
infocenter field — contact, project, employee

user defined infocenter — an entity that isn’t directly related to one of the
existing Vision entities (or one you've created an infocenter for)

10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEItEk o T
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Think About:

1. Isit an entity, or an attribute? (where does it belong... to another entity or is it
stand alone? What relationships does it have?)

2. Is the data standardized like a title, a type or some kind of label? (use a lookup
or a drop down)

3. Isit accessible to only some users? You can use a tab and security settings to
Isolate it.

4.  How will you report on it?

5. How does it change over time? (probably not an attribute if it does)

23
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A good User Defined Infocenter... finally a
way to manage company vehicles.
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To create a User Defined Infocenter we use “User Defined Components”.
We’'re going to create a User Defined Infocenter for Vehicles.
A Vehicle is an entity that has many attributes that need to be tracked independently.

A~ User Defined Components

R — 4
l @ Utilities €™
i g Save . New Info Center @@ Info Center Properties Delete
» X ‘
1 < Configuration « e : 7 [
| Application [ Vehicles v ] Type | Custom
= A General

Tabs | Custom Fields | Custom Grids

A System Settings
ZA_Company Settings

X UserDefined Components 1T Standard and Custom Tabs ~
" LOOKUp/Repor Labes " i 1 Tab Label + Tab Type +

A Calculated Fields General e
‘A Custom Report Options » Assngnm;rt Eu;tor 1
A CodeTables Activities | Custom
B 7 B lmes ! Files Custom

Know more.
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Here is the list of attributes for each Vehicle

User Defined Infocenter Example

A User Defined Components

Delete Info Center / Edit Database Names ’ Help

£ Save W NewinfoCenter B Info Center Properties

Application [ Vehicles = J Type ‘Custom
»
‘ Tab il Label 2 Com:me Data Type Ao m = Lines i List of Values R
' General ‘Number ?CustNum!:;e; | Record ID - 200 J ——
General ‘Name | CustName Name 100 \r
Geﬁerai Maker . CustM-ake . Lookup . 20 \ <Values>
General Type CustType . Dropdown 20' ' <Values>
General VIN | CustVIN Character 20
General Date In Service CustDatelnService Character 20
General Depreciation Modd , CaétDep}édeiom;l;dé . Dropdown 20.” '\ <Values>
General Mileage Start . Cbsfﬁileagéﬂ'm ' Numeric 20
General Org = i CustOrg Organization 20 }
» | General 1 Account | CustAccount | Account 20 ‘ |
26 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEIte ; 52°n‘;’o’1‘§.re-
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A VEhiCIG ' A User Defined Components
. "& Save [ NewinfoCenter B InfoCenter Properties ~ Delete Info Center .~ Edit Database Names |
assignment ,

Application \ Vehicles j Type Custom ‘

. . Custom Grids ~ & MoveUp & Move Down ‘f':; Inset X Delete {
IS alSO an e ntltyl Lviy Ta; f Eaption 4 Database Table Name ; Rows ‘ﬁ Type ﬁ o
| Activities Activities 10 | Activities
related to both , Files Files 10| Files ]
Ve h iCl e an d » [ Assignments Assignments UDIC_Vehicle_Assignments ' 10 | Custom
Employee.
Custom Columns ~ |
' Heading i Com:me B Data Type = m P sorted P Listof valuss “‘R?;Lurg‘en;:a Decimal
R \'VEmplrc;yeei o N CUStEmD|6.YEE 'Emplo\'/—:e'e'ﬁ' o 1 —-El o ] A
| startDate CustStartDate | Date ’ 20|
| EndDate CustEndDate. | Date ' 20| ]
[‘Mileage Start CustMileageStart Numeric 20777 | I
rl‘aleage End CustMileageEnd | Numeric 20| 1)
| Project CustProject | Project [ 20
» [ Purpose 'CustPurr;;ose Dropdown | 20? _ . [ <values>
| Crashed CustCrashed | CheckBox 1|
[Notes _ Custiotes [Memo [ »] |

27 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEIte T
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Once the infocenter is _ Vehidles sexch |
Created we can Start ,é Save Q) New~  Delete Vehicle ¥ Print ~ B2 ListView (2) Help
fllllng OUt data abOUt Our General%AssignmemsiActivitis‘ Fﬂesl

J

L |

<New Vehicle>

1 . [ aPPRC - 7
vehicles. Mo = (& organization Lookup =
Name ! William Apple Company ( | |
Make [Mercedes 12 =¥ BOBOSTON
Type i Sedan v =2, AD Admin
l &, AR Architectural
VIN | IN4948UIK [
: : 5, EN Engineering
DateInService | 1/1/2009 || |= & co corporate
Depreciation Model I Straight Line v 5, 00 Headquarter
( : # &, DC WASHINGTON
Mileage Start [ 54|
: - # & SF SAN FRANCISCO
Org [ .h
Account | I/"l

<]

Active Only
. Cancel | [ Help |

28 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEIte T
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Lastly... we can track who uses the vehicles, and for which project.

1

William Apple Company Car
GeneraliAssignments]Activitis‘ Files |
[Femieon]) I
Assignments 42 Inse
Employee - StartDate - EndDate + MileageStart Mileage End - Project - Purpose RICrashe 8 N
: Apple, William 1/1/2009 6/15/2009 54 6378‘ General Overhead General Use [ ‘
| Cohen, Grace 7/1/2009 3/5/2011 6378 30962] General Overhead Commute M |
3 1 Barrett, Tina 3/6/2009 30962 }VBoston Centerforthe Client Service -
‘ 9/10/2012

Can you think of other examples for User Defined Infocenters?

Deltek kovmore
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User defined infocenter ideas:

Tracking the attributes of physical assets like cars, buildings, specialized equipment

Build an admin section that has workflow buttons or allows access to any other
“click” admin function driven by administrators or IT

Marketing campaign effort, like direct mail. You could have many efforts for any one
marketing campaign.

Properly track locations or buildings in a project. Now you can have a WBS that
can track both the phase divisions and physical divisions of large projects.

30 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DeItEI( b



Company Vehicles?

31 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DeltEI( ki



- '
WBS + Labor Codes

They work together to give you good data.




Deltek

INSIEHT | And More: WBS + Labor Codes

2012

Work Break Down Structure;

A work break down structure
element is something you see in
the project structure.

Vision traditionally refers to them
as Projects, Phases and Tasks.

33 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved

&4~ 1991-135-021 -

X

=) 1991-135-021

= & 0001 GW and Lysimeter Sampling/Reportin

& 0002 Finalize SPCC Plan
& 0003 Drinking Water Sampling Plan
& 0004 RCRA Permit Modifications

— A

101
102
103
110
112
114
117
121
122
123
124
125
126
395
420
452
461

\Word Processing/Typing
Miscellaneous Clerical Assistance
Document Preparation/Assembly
General Project Management
Subcontractor Coordination

Cost Estimate/Budaget Preparation
Project DiscussionfStaff Conferenc
Client Correspondence

Client Teleconference

Client Meeting

Project-Related Correspondence
Requlatory Agency Teleconference
Requlatory Agency Meeting
Document Preparation/Review

Site Visit: General Field Services
Site Visit: Groundwater Sampling
PreparationjScheduling For Site Visi

Delte

]

Know more.
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Work Break Down Structure; X

= | 1991-135-021
= & 0001 GW and Lysimeter Sampling/Reportin
Anything in this list should be able to have a ® 1.1 Sampling

price or some kind of estimate attached to it. W liccRopaitig:
@ 1.91 planning/estimates

General conventions:

B & 0002 Finalize SPCC Plan
Employees should be able to relate these R

different project elements to the part of the @ 2.3 Finalize & publish
project they are working on. !
= ‘ 0003 Drinking Water Sampling Plan
@ 3.1 Revisions
@ 3.3 Finalize & Publish
]
& 0004 RCRA Permit Modifications
& 0005 Pond Overtopping Risk Analysis
& 0006 KOH Mud Inspections
& 0007 On-Site Support

34 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DeItEI( ki
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What are labor codes?; X
= | 1991-135-021

If you can put an ningll at the end of it. the = & 0001 GW and Lysimeter Sampling/Reportin
’ @ 1.1 Sampling

it's going to be labor code. @ 1.2 Reporting
@ 1.91 planning/estimates

Examples: s
writing, reviewing, drawing, surveying, 2.8 Toz f'“:z;i:c Pler
designing, typing, filing, talking, meeting @ 2.3 Finalize & publish

I
= ‘ 0003 Drinking Water Sampling Plan
@ 3.1 Revisions
@ 3.3 Finalize & Publish
I
& 0004 RCRA Permit Modifications
& 0005 Pond Overtopping Risk Analysis
& 0006 KOH Mud Inspections
& 0007 On-Site Support

Know more.
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The result: X

= | 1991-135-021
= & 0001 GW and Lysimeter Sampling/Reportin

Project @ 1.1 Sampling
+ Phase @ 1.2 Reporting
+ Task @ 1.91 planning/estimates

+ Labor Code : '
= & 0002 Finalize SPCC Plan

) ] @ 2.1 Revisions
Completely describes the time your @ 2.3 Finalize & publish

employees spend on projects. .
= ‘ 0003 Drinking Water Sampling Plan

y @ 3.1 Revisions
What's more, when these come out on B e

invoices, they make sense. ;

& 0004 RCRA Permit Modifications

& 0005 Pond Overtopping Risk Analysis
& 0006 KOH Mud Inspections

& 0007 On-Site Support

Know more.
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Owner: Saunders Consulting Group, LLC
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Contact:
www.lorensaunders.com
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Searching on these fields:

RFP Issue Date | l‘??']
RFP Received Date | |5
| § |- | [ ] Upcoming Date I [‘?1“]
lay Type | Advanced - Search Searches
11EssentialsDate ] l"a‘?‘l
a
{@ MoveUp & MoveDown 43 In Strategy Conference Call Date 1 ["3?‘]
{ search Type Search Field Operator
; Outline Draft Date { ['?1"’]
Opportunity FP Issue Date ! equals
Opportunity Froposal Submittal Date Bt Yellow Team Date [ E‘"]
Proposal Type
Red Team Date Peer Review Date I [?1"]
RFP Issue Date Red Team Date ] l"a‘?‘l
RFPReceived Date o
San Dieao Production Date ] &)
isplay Search Text g
Service Area - Contract Comments Needed | I
Service Area Name —
Contract Comments Date { 31
service Ling/Discipline
Shortlist Date E Due Date | ]
Shortlist Date ] [
Award Date I [‘?1“]

39 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEIte T
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RFP Issue Date

RFPReceived Date

Upcoming Date

11EssentialsDate

Strategy Conference Call Date

|

[

|

|

|

A set of fields, one for each stage in Qe o [
an opportunity, contract or project, YellowTeam Date I[ =

|

|

|

|

[

|

|

Peer Review Date
Or any process.

Red Team Date

Production Date ey
Contract Comments Needed l
Contract Comments Date ]z]
Due Date ['?1"’]
Shortlist Date ]
Award Date [‘?1“]

40 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEIte T
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Frocess Dates - fg Insert . Copy }( Delete
Process Step Process Step Mame Date
. . » 1.00| 01 RFPIssue Date 312011
Opportunlty mIIeStonesl 2.00| 02 RFPReceived Date 312011
the Correct Way 10,00 | 10 Production Date 3242011
’ 13.00 | 13 Due Date 3/25/2011
14.00| 14 Shortlist Date 4/8/2011
41 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved DEItEk 52°n‘;’o’1‘§.re-
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Reporting on these fields:

General SDrtingIGrouping|Columns| Graph|La1_mut|
- E M
Sort Sort{Group By Label
[w] | Opportunity Mame Opportunity Name
b | ¥ | Opportunity Mumber Opportunity Mumber
L] | Type Type
0 |s resentation o resentation
|5| O |s [ | Presentation/Interview Date Presentation
= BRE [] | Prime Prime
|41L| 0O lc [ | Production Date Production D
0O |c |E| [ | Project Type Project Type
O |l — [] | Red Team Date Red Team Da
BRE |£| [l | RFP IssueDate RFP IssueDa
RRE [] | RFPReceived Date RFF Received
BRE [] | san Diego San Diego
1 o [ | service Line/Discipline service Ling/f
4 [ | shortlistDate Shortlist Date
[7] Showtat [1 | Southern Southern
1 Stratenw Canferenca Call Nats Stratanw Con
Hide sing 4 m
42 10/18/2012 ©2012 Deltek, Inc. All Rights Reserved

RFP Issue Date
RFPReceived Date
Upcoming Date
11EssentialsDate

Strategy Conference Call Date

Qutline Draft Date

Yellow Team Date

Peer Review Date

Red Team Date

Production Date

Contract Comments Needed
Contract CommentsDate
Due Date

Shortlist Date

Award Date

Example 1: Opportunity Checklist

|
[
|
|
|

Delte

Know more.
. Domore.*
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—At Completion of Project

[ Project Info Sheet

P r OJ eCt C h e C k I i St W h at ab O u t [ Check workspaces for anything that belongs in files
t h I S O n e ? [ Consultant Electronic Drawing Files to P Drive

[ signed & Sealed CD's (PDF)
[} Email to Public Folders
[} Transfer Email from Public Folders to Project Folder

All the issues from our first example:

[] Organize files on P Drive

= fl e | d n am e S ! [ pelete unneeded drawing files
. . [T Copy P folder to Archive Drive & Motify Robert
- SO rtl n g/g ro u pl n g [} Copy F Folder to Archive Drive

[ Create Meeting invite for final marketing session
- what order?

[] Create calendar reminder For Warranty Walk-thur

H . —Warranty Walk-Thru - 60 Days past warranty date
What's more:

[] Check workspaces to ensure all documents are scanned
)
= Ca n t StO re d ateS [T wverify that we have electronic copies of submittals

[] send submittals ko Owner

- can’t store comments or other = o |

[T verify that we have electronic copies of Records Room items
re I ate d [ Scan any paper contract files
d at a | I ke Wh 0] d Id It’) [T werify all contract files have been scanned

[T Move Contract files to Archive drive
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