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Create Cover Sheets Quick Reference Guide

Cover sheets can be used within the Newforma ConstructEx system to display data for accompanying submittals,
RFIs, and construction phase packages. You can either use a Newforma cover sheet template to which you can add
your logos and stamps, or you can create a custom cover sheet in your traditional format. We encourage users to use
the Newforma templates as a base, as their language directly correlates to the language and information in the

software.
This guide takes you through the following steps in creating cover sheets:

e Choose the right cover sheet template

e Add logos to a cover sheet

e Add stamps to a submittal cover sheet

¢ Populate information fields on a cover sheet
e Upload your cover sheet to Project Cloud

e Create a custom cover sheet

¢ Cover sheet troubleshooting

Select and Prepare your Editing Tool

You can edit cover sheets with any PDF editor that allows you to add images and includes form field editing

capabilities. Adobe Acrobat Pro DC is used for the screen shots included in this document.

Prior to starting, ensure that the Prepare Form and Edit PDF tools are available.

Choose the Right Cover Sheet Template

Standard ConstructEx cover sheet templates can be downloaded from the Help site in the following location:

http://help.newforma.com/Newforma_Project_Cloud/desktop/Overviews/Sample_Cover_Sheet_Docum

ents.htm
Following is a description of each of the cover sheet templates.

Submittal Cover One Page Without Design Team Review

This cover sheet can be used when:

e No stamps are desired
e Only the contractor stamp is desired

e The design team prefers not to use the integrated markup tools

This cover sheet should not be set to update upon return to the contractor, as none of the information will change

after it is submitted.
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Submittal Cover One Page With Design Team Review

This cover sheet can be used when:

e No stamps are desired
e Only the design team's stamp is desired

e Both a contractor and a design team's stamps are used

This cover sheet has additional fields that populate with information from the design team, so it should be set to

update upon return.

Submittal Cover Two Page With Design Team Review
This cover sheet is the same as the Submittal Cover One Page With Design Team Review, but has a second page
added for Review Comments and References. The Review Comments field populates with all comments entered

by all members of the team and notes which team member added the comment.

RFI Cover
Most project teams choose to use the Print Summary option in the software to create their RFI synopsis sheets. If

this is not desired, the standard two-page RFI cover sheet template can be used.

Construction Phase Document Package Covers
The two construction phase cover sheets are identical with the exception of the Adjustments section. If your
construction phase document package includes adjustments and you want that information on the cover, use the

Adjustments cover.

Add Logos to a Cover Sheet

When adding logos to the cover, it is best to use an original logo file if available. It will retain better resolution than
the 233x78.png company logo files referenced in the Create Company and Project Logos Quick Reference Guide

and video.

1. Open the standard cover sheet template in the PDF editor.
2. Select the Edit PDF tool from the Tools sidebar.
3. Click Add Image in the Edit PDF toolbar. Navigate to the location of your digital logo file.

Home Tools Submittal_Cover_-_... X
S B E Q e AR M O® % -
Edit PDF~ 2 edt T AddText [aZ Add Image

4. Once the file is open, click and drag to place and size the logo.
Repeat the process to insert any additional logos as needed. Make sure logo files do not overlap and are roughly

the same size.
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Add Stamps to a Submittal Cover Sheet

If you are not working on a submittal cover sheet, proceed to the next section: Populate

Information Fields on a Cover Sheet.

A contractor's stamp and a design team's stamp can be added to a submittal cover sheet. Other stamps can be added,
but it is important to note that the submittal cover sheet is applied to all submittals for a project. In most cases, it is

not appropriate to have additional stamps on the cover sheet.

1. Use Add Image to select the desired stamp file or files. Drag and drop the contractor stamp to the left side of
the sheet. If you are also adding the design team stamp, drag and drop it on the right side of the sheet. Align the

stamps to look good on the page:
File Edit View Window Help

Home Tools AW_Submittal_Cov... x - Q)
OB R Q 10 R M O® =3 B = e 7
Edit PDF~ % it T AddTet [ Addimage of? Link - [Q) CropPages [Z] Header&Footer = =es b'e
FORMAT

project.name

Submittal Number: humber generic logo .

Title: itle Company

Date Due: requestedduedate

Owner projectownsr.company Date Issued- datereceived . -

5 N Date Retumed: | daterstumned

Censtruction Te roject.contractor.compan!

D::\grl _'I:_a::_‘ :'g;e Edes\gner ] i Substitution:  substitution Accepted: substitutionacce
- - Review Status: | reviewstatus

Project ID: projectid

INFORMATION - -
Types: submitta
Trades: (rade

Categories: category

urer- |subconir er

OBJECTS
EFG CONTRACTORS INC ABC ARCHITECTS INC -

OO e B o
not relfeve sul pAliLHISm responsibiity for
Sena T

erors or dew e contract documents.

meas: ’m on
Pachitects rev ehedre
obligation conmg"ha Contract Documents
inktosubmittalregisternumber Status: reviewsiatus

author name Reviewed By reviewedby
ed Date: dateretumed

SCANNED DOCUMENTS

ﬁ Settings
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2. Note that if a stamp is in a PDF file format, it cannot be uploaded directly to Adobe Acrobat Pro DC. You will need

to take a screenshot of the PDF in order to import it:

Open the stamp PDF in Adobe Reader.

b. A screen snapshot works best if you enlarge your screen view to at least 150% to capture a good screen

resolution of the stamp.

™o a o

On the dropdown menu, select Edit > Take a Snapshot.

location.

"3

ClrevieweD

I REVIEWED - ADDITIONAL INFORMATION REQUIRED

D FURNISH AS CCRRECTED
Review does not authonze changes to contract sum unless tated in
separate letter o change ocder,

LI REVISE AND RESUBMIT

[JREJECTED

This review is only for general conformance with the design concept and the information
given in the Construction Documents. Corrections or comments made on the shop dawings
during the review do not relleve the cantractar from compllance with the regquirements of
the plans and specifications. Review of 3 specific tem shall not include review of an
assembly of which the itern is @ component. The contrecton is respomible for dimensions

to be corfirmad and correlated at the jobsite: information that pertains salsly to the
fabrication processas or to the means, methads, techniques, sequences and procedures

of congtruction,

DATE:

Select as close as you can around the edge of the stamp to capture just the stamp image.
Go back to Adobe Acrobat Pro DC and press CTRL+V to paste the stamp image onto the cover sheet.

Resize the image as needed using the blue squares, shown below. Click and drag the stamp to the desired
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Populate Information Fields on a Cover Sheet

You can map information on the cover sheet to automatically populate with ConstructEx document information using
form fields. Use Adobe Acrobat Pro DC to either create a new form field text box or copy an existing field as shown

below.
Note that a list of valid form fields is included in Appendix A.

To create a new form field

Select Prepare Form in the Tools sidebar.
2. Click the Add a Text Field icon in the Prepare Form toolbar:

[EI] c?) B B4 Q 1 (/1 @@ 125% J

LM Prepare Form~
p

Place the field in the correct position and adjust the size and shape as needed.

e gphprqp_rigplta_ Eiglq I:lallne by copying the text exactly as it appears in Appendix A:

f

Field Name: i

¢ |datereceived| - hec

nle
ig |:| Required field All Properties icafi

5. Select the All Properties link, then format the text as desired on the Appearance tab in the Text Field
Properties dialog box.
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To copy an existing form field

1. Select Prepare Form in the Tools sidebar. Existing fields are listed:

T"' More -

FIELDS

I
4
N>
4

[a1] submittaltype
[m] trade
[xd] category

[md] subcontractormanufac

2. Select the existing field you want to copy either by selecting the field from the Fields list or by selecting the field
directly on the form.

Press CTRL+C to copy the field.
Press CTRL+V to paste the field onto the form. Click and drag it to the desired location.
Double-click on the field to edit it.

On the General tab, enter the appropriate field Name by copying the text exactly as it appears in Appendix A.
Format the text as desired on the Appearance tab.

N o v kW

Upload Your Cover Sheet to ConstructEx

Once your cover sheet is complete, you can upload it. Each type of cover sheet is uploaded to its own location in the
software.

To upload submittal cover sheets

Submittal cover sheets are uploaded via the Submittal Module Configuration screen's Submittal Cover Sheet
section:

Submittal Cover Sheet
Please contact Newforma ConstructEx staff at cloudsupporti@newforma.com prior to adding or editing the PDF coversheets

Instructions: A PDF cover sheet can either automatically be applied to the front of each uploaded submittal PDF or created as a separate
attachment. Upload the formatted PDF to be included.

A cover sheet already exists (Click here to view if). To add a new cover sheet, first delete the existing cover sheet. -
Merge cover sheet with PDFs uploaded by construction

team =
Update cover sheet when the design team returns
submittal to the construction team
- SAVE SETTINGS

1. Select Delete the Existing Cover Sheet to remove the existing cover sheet.
2. Select Choose File to navigate to and select the cover sheet file to upload.
3. Read the options for cover sheet behavior and select the appropriate checkboxes. For example, if the cover sheet

includes an architect review field, select the Update Cover Sheet When the Design Team Returns Submittal
to the Construction Team option.

4. Select Save Settings at the bottom of the Submittal Cover Sheet section to save your changes.
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To upload RFI cover sheets

RFI cover sheets are uploaded via the RFI Module Configuration screen's RFI Cover Sheet section. The process is

similar to uploading submittal cover sheets.

Select Delete the Existing Cover Sheet to remove the existing cover sheet.

2. Select Choose File to navigate to and select the cover sheet file to upload.

Read the options for cover sheet behavior and select the appropriate checkboxes. Most teams do not elect to

merge the RFI cover. If the Answer field is used on the cover, select the Update Cover Sheet When the

Design Team Returns RFI to the Construction Team option.

4. Select Save Settings at the bottom of the RFI Cover Sheet section to save your changes.

To upload construction phase document package cover sheets

Construction phase document package cover sheets are uploaded via the Construction Phase Documents Module

Configuration screen's Document Types section:

Document Types

Abbreviation Description

cO

NEW

PCO

upload.

Architects Advice

Architectural Supplemental Infior

Consfruction Change Directive (

Change Order (approved chang
Mew

Potential Change Order
Proposal Reguest (proposed ch
Subcontracior Contract

Site Instruction

Cover Sheet

Cover Sheet Exisis. Delete

Cover Sheet Exisis. Delete

Cover Sheef Exists. Delete

Contract

| Bowe.
[ Bowe.
T 1 b
[ e
[ [ e
[ Browe.

- SAVE SETTINGS

1. For each document type, select Browse in the Cover Sheet field to navigate to and select the cover sheet file to

In Chrome, Browse is replaced by Choose File.

Legal Text Access Adjustment

edit fext] pEMMISSions K

[edit fext] [penmissions] | Both ~]

edit texd [pemmissions] | Both ]
[pemmissions] | Both ﬂ

[Edit fext] [pemmissions] ~] @

[edit fexi] [permissions]  |Both [+]

edit text [permissions] | Both > M@

[edit text] [permissions] | Approved ﬂ o

lediit text] [pemissions] ]

[edit fext] [permissions] Ed

2. Select Save Settings at the bottom of the Document Types section to save your changes.
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Create a Custom Cover Sheet

While we encourage using the ConstructEx Cover Sheet templates because the language correlates directly with the
language used in the software, custom covers can be created. A custom cover sheet can be used for any cover type in

ConstructEx.

One challenge with creating custom cover sheets is that the information on the cover sheet has to be replicated using

only the information available in the software. Before you create a custom cover sheet, consider the following items:

e Only items from Appendix A can be used as form fields on custom covers.

e Not all information can be auto-populated with form fields. Some must be manually filled out by users with the
ConstructEx markup tools.

e As a best practice, we recommend deleting cover sheet fields that cannot be auto-populated, unless they are

highly important. Each field that must be manually marked up costs the team time.
To create a custom cover sheet

1. Start with a PDF file of the cover sheet you want to recreate as a base file.

e Itis best to use a clean blank cover sheet document as a base file.
e If exporting the cover sample to a PDF file from another program, be sure to print it as a PDF instead of

saving as a PDF. This avoids future formatting complications in the software.

2. Once you have your base PDF file, open it in Adobe Acrobat Standard.

3. Follow the directions to Populate Information Fields on a Cover Sheet.

Cover Sheet Troubleshooting

e If a project has existing submittals and the cover sheet is set to update upon return, we recommend that all
submittals are closed before uploading a new cover sheet. If a user marked up a cover sheet and it is
swapped out upon return, it may change the intent of their notations.

e If a project has existing submittals, is set to update upon return and has a single page cover sheet, we
recommend that you do not replace the single page cover sheet with a multipage cover sheet. Again, we
recommend closing out all existing submittals before uploading a new cover sheet. If items are not closed out
and they are marked up, the markups will be shifted and will appear on the wrong page.

e If a cover sheet is removed from the system and re-uploaded during the review process, the fields are no
longer mapped and will not update. An example of this behavior is if a consultant downloads a submittal,
marks it up and re-uploads it - the mapped field on their attachment will not update.

Note that construction phase document package cover sheets do not update. They are created when

the item is first issued and do not change thereafter.

Occasionally, cover sheets are not added to PDFs. Please see the Help article Cover/Stamp Sheet is not Adding to

PDF for more information.
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Appendix A

General Fields (Available for all cover sheet types)

Project

project.id

project.name
project.address.addresslinel
project.address.addressline2

project.address.town

Author

author.name

author.company

Submittal Specific Fields

number

title

status

copies
datereceived
datereturned
dateclosed
submittaltype
requestedduedate
trade
category
substitution

substitutionaccepted

RFI Specific Fields

number

title
subcontractornumber
datedue
datesubmitted
datereturned
datedueconsultant

question

project.address.region
project.address.postalcode
project.owner.company
project.contractor.company

project.designer.company

author.email

author.phone

transmittalnumber
internalarchivingnumber
submittalnotes
reviewstatus
reviewcomments
reviewedby
linktosubmittalregister
linktosubmittalregisternumber
linktosubmittalregistertitle
subcontractormanufacturer
daysrequestedforreview
references

contractortransmittalnumber

suggestion

trade

category
subcontractormanufacturer
costimpact

divisionnumber
reviewcomments

references
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Construction Phase Document Package Specific Fields

e number e sumadjustmentsubmitted
o title e sumadjustmentaccepted
e dateissued ¢ timeadjustmentsubmitted
e trade e timeadjustmentaccepted
e category e references

e description
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