


Document Manager and File Transfer Option Updated V15
1. DM and FTO
1.1 Dm and FTO
[image: 6ONXgryMMrD]
Notes:
Hello and welcome to BRICKS.  In this tutorial, we are going to learn about Document Manager and File Transfer Option

1.2 About the Tutorial
[image: 5mxckufNogB]
Notes:
Here are some guidelines that will help you get the most out of the tutorial.  The left pane of your viewing area is a menu of the contents.  You can move around within the tutorial or revisit a slide by clicking on the menu item.
All slides have player options that allow you to pause or go backward and forward within current slide.
 When you see a next button, the slide is waiting on you to advance to the next one.  Some slides contain lots of information, so you can decide when you're ready to go forward.  You can revisit the previous slide with the previous button.
You can access any additional resources by clicking on the resources button at the top of any slide.  
When you see the question mark symbol, click it to receive additional information about the related topic.



1.3 File Transfer Option
[image: 6ffhhz6uxJ6]
Notes:
Before we learn about Document Manager, let's talk about File transfer Options.
BRICKS business processes often require file transfer activities, such as uploading documents to the BOB.  You should check your file transfer option to make sure it is compatible with BRICKS requirements.  The file transfer option determines how files are transferred between Unifier and your local system, such as uploading documents to the Document Manager, or attaching files from your local system to a business process.  Let’s review the file transfer options:   Basic is the recommended option and is adequate for most routine transfers.  Basic does not require add-on software.  Intermediate requires java and Advanced requires java and the Unifier File Transfer Application.  Click the question marks to learn more or to view or change your file transfer options.




1.4 User Help - File Transfer Options 
[image: 6KT9B0rCNiZ]
Notes:
Log in to BRICKS  and select Unifier Help.  Enter File Transfer Option in the search window and execute the search.  Review the search findings to learn more about file transfer options.

1.5 FTO 
[image: 5pC1EAhjl2K]
1.6 Document Manager Overview
[image: 6KE0YQuQBgH]
Notes:
To successfully interact with the BOB in BRICKS, you will need to know how to use Document Manager.  DM is just what it sounds like; a place to store and manage documents.  In this case, we are referring to the documents of record in a project.  DM  makes documents accessible to those parties active in the project. For instance, DM is the place from which the BOB will access documents you submit for approval. 

As the Project Professional, one of the first things you will do upon receiving a professional award is to submit your completed contract and insurance documentation to the BOB through DM.  We will view a demo of that, but first, let's look at some general information and submittal guidelines.

1.7 General Info and Submittal Guidelines 
[image: 5pJzQf1XmI4]
Notes:
Submit un-editable documents, preferably in .pdf format.


1.8 Upload Process Overview
[image: 64pkiQIiFwk]
1.9 Demo - Document Manager 
[image: 5xcxeUJwTVI]
[bookmark: _GoBack]Notes:
Demo Narration:  In this demo, we are going to learn how to upload documents to Document Manager.  From the Bricks project tab, select and double click to open the project for which you want to upload documents. We’ll open up our training project from the Bricks Project Tab and click on Document Manager, then Documents.  You can see the existing folder structure, which is the same for all projects.  When you log in to Bricks, take some time to explore the folder structure to become familiar with its contents.  You can expand and contract the folders by clicking on plus and minus.
We’re going to upload a professional liability insurance form and we need to place it in the correct folder.  In this case, that’s:  Planning, Professional Contracts, Professional, then Professional Contract.  Select the Professional Folder, then Upload folder.  I’m going to collapse this pane to improve our viewing area.
Now, let’s go get the form.  We are already in appropriate folder, so let’s click Upload.  A window opens so we can browse our local computer.  Let’s look at the Document Title Field:  In this field, give the document a brief, but descriptive name, such as SD Phase Drawings, Haz Mat testing proposal or Construction Pay App #1.   Because you are already within the project structure, it is not necessary to include the project name and number in the document title.  
Here’s what is important about this field.  When you upload a document, it comes in as it is named on your PC or network drive, which may or may not be adequate to describe it to project team members who need to access it.  The document title field is where you put a descriptive name that will assist team members in identifying and selecting the document without trial and error. For this upload, I will put in the Document Title:  Professional Liability Form.
Issue Date:  Select the appropriate date from the calendar.  
Now, I’ll click on Browse and navigate to the appropriate place on my PC.  Here’s the file I want.  
Let’s double click to upload the file.  If I needed to, I could click on Add Row and repeat the process to upload another document.   Click OK to upload the file.
The summary window tells us the document was successfully uploaded.  Close the summary and see that the document now resides in the BRICKS Professional folder and is a record within the project.  Now anyone who has access to the project may view the file.  Note:  When you see a paperclip beside a document, that means it has been attached to a record and can’t be deleted until it has been detached from the record.


1.10 Conclusion
[image: 6pFmGzSZcRJ]
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File Transfer Option (FTO)

BRICKS business processes often require file transfer activites,
such s uploading documents o the BOB. You should check
your file transfer option to make sure it s compatible with
BRICKS requirements.

The file transfer option determines how files are transferred
between your local system and BRICKS.

Basic- Recommended;
Intermediate - Requires Java; and

‘Advanced - Requires Java plus UnifierFle Transter Application.
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User Help - File Transfer Options
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Change File Transfer Option

Step 1: AccessPreferences  Step 2 Select Basic  Step 3: Apply
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Document Manager Overview

DM is just what it sounds like; a place to store and manage
documents. In this case, we are referring to the documents of
record in a project. DM makes documents accessible to those
parties active in the project. For instance, DM is the place from
‘which the BOB wil access documents you submit for approval.

As the Project or Commissioning Professional, one of the first
things you will do upon recelving a professional award is to
submit insurance documentation to the BOB through DM. We
will view a demo of that, but first, lets look at some general
information and submittal guidelines.
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General Info and Submittal Guidelines

. Convert word, excel, or autocad files to pdf
format before uploading them.

@ wrer sou wpiond s e e
descriptive titles such as SD Phase Drawings or
bocument CONStruCtion Pay App #1. (More on thatin the demo)

() Ovwneship of a document in DM belongs to
the submitter/licensee; no one else can
remove or edit your documents.
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Upload Process Overview

Before we view the demo, let's look at the process overview:

Step1  Navigate to the destination folder in BRICKS;

Step2  Select the Upload button and browse to the
location of the file stored on your PC or network;

Step3  Title the file with a description of the content

Stepd  Upload the file.
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Demo - Document Manager
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Conclusion

This concludes the Document
Manager Overview. You can
restart the course by clicking
on the Restart button.

You can exit by closing your
browser.

Restart
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