AIA Contract Documents

Sorting and Filtering

Documents and Contacts

In April 2019, the Projects tab was revised to provide improved
performance, easy access to recent work, and additional tools for sorting
and filtering your documents and contacts. This guide looks at the
improved filtering, grouping and sorting features, and includes the
following sections:

Accessing Project Documents

Icons and Text Menus

Filtering documents

Filtering Contacts when creating a Project Team
Filtering Contacts when creating a Distribution List
Filtering Templates

Grouping using drag and drop

Sorting

More Actions

Additional Resources
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Accessing Project Documents

Project documents are now displayed in a different page. From the
Projects tab, clicking View All Documents takes you to the new Project
Documents page.
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About Icons and Context Menus

Below are the icons and context menus that are available for use within
the Project Documents, Add to Distribution List, and Add to Project Team

page.

Icon Name Meaning and Function
: More Provides access options for sorting
Options and filtering columns (sort
ascending / descending, filter by text
string)

ses More Provides access to documents

Actions options such as rename, copy, print,
email a document.

> Collapse When grouping documents, this
option can be used to collapse the
group.

4 Expand When grouping documents, this
option can be used to expand the
group.

[:] Checkbox Mark for next action such as select
Selection for delete.
Drag and Drag and Drop function is used to
Drop drop the column header to the “Drag
and Drop” area to group the view of
the documents by the column header
such as Document ID.

#» Download Download Downloads a file to your local

desktop.
&+ Move Move This can be used to move a
document file to another project.
Check Check variances is used to check
Variances your changes against the document

A |mport File Import File
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template.

Import File is used to import offline
documents from your desktop to
store online. Other functions can be
done afterward such as check
variances.
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Filtering Documents
o Example - Filtering Documents by Name

Select a project and click View All Documents. Right click on More
Options ( i ) at the top of the Document Name column and enter a
value for filtering, e.g. “a70l".

+ Sort Ascending 031172019 10:43 PM

+ Sort Descending 03/11/2019 10:30 PM

Show items with value that:

Contains v
Draft aroi X
Diraft AT01-2018 - Final - -
0011
Finalized w
AT01-2013 - Working
Finalized Draft - 001 (3)
Draft AT01-19597 - Waorking
Draft - 001
Draft AT01-2013 - Final -
001 _ED{1)
Finalized AT01-2018 - Working

The Brixten Collection at Clover Hill - Documents @ Delete Documents # Create Document 3 |mport File

O Document ID i Type i Document Name : Shatus i Last Modified s Actions
D AT01-2018 E AT01-2018 - Final - 001(1) Finalized 10/11/2018 02:36 PM Download
|:| AT01-2018 @ AT01-2018 - Working Draft - 001 (3) Draft 10/11/2018 02:31 PM Finalize

|:| A701-1997 - AT01-1997 - Working Draft - 001 Draft 09/07/2018 02:10 PM Finalize

D AT01-2018 E A701-2018 - Final - 001_EO(1) Finalized 09/06/2018 10:01 PM Download
|:| AT01-2018 \ﬁl] AT701-2018 - Working Draft - 001_EO Draft 09/06/2018 09:59 PM Finalize

|:| AT01-2018 il AT01-2018 - Working Draft - 001_OLE Draft 09/06/2018 04:57 PM Finalze

D AT01-2018 E AT01-2018 - Final - 001_OLE(2) Finalized 09/06/2018 04:07 PM Download
|:| AT01-2018 ﬂ AT701-2018 - Final - 001_OLE(1) Finalized 09/06/2018 03:51 PM Download

»
Page | 1 of 1 10 v | items per page 8 en (4]

Note - filtering by text also applies to the Project Team and
Distribution List.
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Filtering Contacts - Project Team

When creating a Project Team, you can use More Options ( i ) to
filter contacts by available columns (Category, Firm, or

Representative).

Recent Documents

Project Team‘“) Distribution List Project Manual »

# Create Document 3 Import File View all documenis »

Category

Accountant

Architect

Aftorney

Building Envelope Consultant
Civil Engineer

Construction Manager
Consultant, Other

Contractor

Cost Consultant

gooooooooodgd

Cost Estimator

i Fim

Price Water Cooper

Emotive Architecture

John Paul & Associates

Spring Engineering Corporation
Prime Engineering

General Electrical

Peter S Architects

Arbys Engineering Inc

Tommy Hellen Consulting

Moon-Tech Energy

i Representative

John H Cormedy
KEENA R. SIMON
James Butt
Josephine Darakjy
Art Venere. K
Lenna Paprocki 2
Donette Foller
Simena Morasca
Mitsue Tollner

P Leota Diliard

i Remove Team Member # Add Team Member

i Telephone
(202) 756-1700
(202) 470-5570
(703) 7545010
+1-571-222-5016
1-650-452-1234
1-541-967-0010
1-856-767-9903
1-206-343-0011
1-412-422-9994

1-845-268-9922

o Example 1- Filtering Contacts by Representative column

Select a project and click the Project Team tab. Click on More
Options ( # ) to the right of the Representative column > Select
Filter > Under Contains, type a few letters of the name you want to

filter by.

Category

Accountant

Architect

Atftorney

Building Envelope Consultant
Civil Engineer

Construction Manager
Consultant, Other
Contractor

Cost Consultant

ODooo0oOoooon

Cost Estimator

i Firm

Price Water Cooper

Emotive Architecture

John Paul & Associates

Spring Engineering Corporation
Prime Engineering

General Electrical

Peter S Architects

Arbys Engineering Inc

Tommy Hellen Consulting

Moon-Tech Energy

i Representative

John H Cormedy
KEENA R. SIMON
James Butt
Josephine Darakjy
Art Venere. K
Lenna Paprocki 2
Donette Foller
Simona Morasca
Mitsue Tollner

F Leota Dilliard

of Telephone

1 Sort Ascending

+ Sort Descending

+1-571-222-5016
1-650-452-1234
1-541-967-0010
1-856-767-8903
1-206-343-0011
1-412-422-8994

1-845-268-9922

e Show items with value that

Contains

e 21
| P Leota Diliard
Jina Briddick. P

v

x
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Select the name and click Filter.

Telephone
t Sort Ascending

4 Sort Descending

Show items with value that:

Contains R4
+1-571-222-5016

F Leota Dilliard
1-650-452-1234

1-541-967-0010 % Clear

Now, the selection is available for you to view and add to the Project

iii Remove Team Member # Add Team Member
Category i Fim i Representative i Telephone
Cost Estimator Moon-Tech Energy P Leota Dilliard 1-845-268-0922

e Example 2- Filtering Contacts by Category

Click on More Options ( ) to the right of the Category column >
Select Filter > Under Contains, type a few letters of the category you
want to filter by.

Create Contact
Category o Firm ! Representative

|:| Architect 1 Sort Ascending Ramesh
Ol Owner + Sort Descending Srihari
|:| Aftorney e Show items with value that:

. . Contains R
D Construction Manager Architect

subI *®
] Consultant, Other ABC
‘ Subcontractor
|:| Construction Manager abviu
]  civiEngineer 0iuga7
[]  CostEstimator PWC Corp.,
—
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Firm : Representative
1 Sort Ascending Ramesh
+ Sort Descending Srihari
Show items with value that-
) Contains v
Architect
| Subcontractol x
ABC
abviu ? Clear

Select using the checkbox and click OK to add the selected
subcontractor to your Project Team.

Add to Project Team 9
Create Contact
Drag a column header and drop it here to g that columr
] Category i Firm ! Representative ¢ Telephone i Email
|:| Subcontractor Apple Inc Ramesh Sannidhi 236.323.3625 ramesh@aia.org
Subcontractor Valley Force LLC. Nate Roberts 202-555-1212
1 3
II‘ Page | 1 of 1 10« | items per page 1-2 of 2 items o
BED
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Filtering Contacts — Adding Contacts to Distribution List

When creating a Distribution List, you can use More Options ( : )
to filter the contact against the columns (Category, Firm, or
Representative).

Project Team »

Distribution List »

Project Manual »

# Add New # Select From Contacls

OJ Name i Emal
D John H Cormedy Johnhc@pwe.com
D KEENA R. SIMON keena.simon@emotivearch.com
D James Butt jbuti@gmail.com
D Josephine Darakjy josephine_darakjy@darakjy.org
D Art Venere. K art@venere.org
D Lenna Paprocki 2 Ipaprocki@hotmail.com
D Donette Foller donette foller@cox net
D Simona Morasca simona@morasca.com
D Mitsue Tollner mitsue_toliner@yahoo.com
D P Leota Dilliard leota@hotmail.com
E‘ 2 3 4 5 6 Pageli1 |of6 » » 10 v | items per page (]
o Example 1- Filtering Contacts by Representative column
Click on More Options ( : ) to the right of the Representative
column > Select Filter > Under Contains, type a few letters of the
name you want to filter by.
Last Updated: April 2019 8lPage
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Add to Distribution List (%)
* Representative and email address information is required for adding contacts to a distribution list
Create Contact
Drag a column header and drop it here to group by that column
C] % category i Fim i Representative i Telephone i Email :
I:‘ Architect Blackboard Ramesh + Sort Ascending zh.sannidhi@... -
] Contractor AIA Joshua Weber 4 Sort Descending wr@aia.org
|:| Owner ApplLabs Srinari e Show items with value that:
Contains v
|:| Attorney GSS Maresh Khambam 456.456.4566 e@
_ o T x
D Construction Architect Barrack Chaze +12 90876 al
Manager Joshua Weber
. Micheal Johnson b
D Consultant, ABC Nato Lee + 987 7654 njlee@
Other (12345678
I:‘ Construction abviu Christian Brooks BT 7634 cfbrook
Manager (12345678
+ 937 7654
Civil Engineer 0iu987 Milo Chert milo.che 0iug8. ..
D . W (12345678 me
|:| Cost Estimator PWC Corp., Jay Shall 234234442 j-shall@pwccorp_com
432-43.
|:| Architect Elackboard Joseph Morrison imorrison@blackbo..
-
1 3
Page 1 of 1 60 w | items per page 1- 46 of 46 items O

Select the name, and click Filter.

i Telephone i Email :
+ Sort Ascending sh.sannidni@. ..
+ Sort Descending r@aia.org
Show items with value that:
Contains v
456.456.4566 n.k@
| Joshua Webel X ‘
+12 90376 bchal
Clear
+ 087 7654
Last Updated: April 2019 9|Page
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Now, the selection is available for you to view and add to the
Distribution List.

Add to Distribution List Q

* Representative and email address information is required for adding contacts to a distribution list

Create Contact

| I
w
@

[} category i Firm i Representative i Telephone ! Email

Contractor AlA Joshua Weber 8662001933 jweber@aia.org

4 »
Page | 1 of 1 60 w |items per page 1-1 of 1items O

o [ et

e Example 2 - Filtering Contacts by Category

Click on More Options ( ) to the right of the Category column >
Select Filter > Under Contains, type a few letters of the category you
want to filter by.

Firm ! Representative
1 Sort Ascending Ramesh
+ Sort Descending Srihari
Show items with value that:
) Contains -
Architect
| Subcontractol x
ABC

Last Updated: April 2019 I0lPage
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Select using the checkbox and click OK to add the selected
subcontractor to your Distribution List.

Add to Distribution List (%)
* Representative and email address information is required for adding contacts to a distribution list
Creaie Contact
] Category i Firm i Representative i Telephone i Email
N Subcontractor \LT:':BY Force Nate Morrow 202-555-1212 # Edit
Smart
Subcontractor Constructions Joshua May 604-111-1846 joshuamay@smarcC...
LLC.
4 »
Page | 1 of 1 10w | items per page 1-2 of 2 items o
[ ] L]
Filtering Templates

While creating new documents, you can use More Options ( ¢ ) to

filter the templates by Template Name, Template Series, Template
ID, and Template Family.

Template Series ¢ Template Family 3
A-Series t+ Sort Ascending Edit Offline
A-Series + Sort Descending Edit Offline
A-Series m Show items with value that:
A-Series Conventional Contains v
A-Series Conventional G-Series
A-Series Conventional Filter Clear
A Cariga Conuantinnal EdAY Affling —

Last Updated: April 2019 NiPage
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Select Template %]
) oo | oo Fte by o)

Tempdate 1D { Template Name i | Template Senes I  Template Family

G201-2013 Project Digital Data Probocol Form G-Saries Digital Practicon Edit Offling
gff;:;: Froject BIM Protocol Form G-Seres Digital Practice Edit Offiine
G202-2013 Other Praject BIM Protocol Form G-Saries Digital Practice Edit Offiine
G202-2013 Uniformat  Project BIM Pr G-Saries Digital Practice Edit Offina
G612-2001 Part A O hitect, Part A Construction Contract G-Senes Forms Edit Offling
G612-2001 Part B Crwmnir Sions 1o Archilect, Part B noE and G-Saries Forms Edit Offline
GB12-2001 Part C Cramer's Instructions 1o Archilect, Part C: Bidding Procedures G-Saries Forms Edit Offina
G612-2017 Part A Cwmer's Instructions to Architect, Part A Construction Contract G-Series Forms Edit Offine
3612-2017 Part B Cwmer's Instructions lo Archilect, Part B: Eidding Procedures G-Series Forms Edit Offine
GT01-2001 Change Order G-Sanes Fodms Edit Offiing

J 2 03 4 5 & Paga 1 o6 » W 10w | items per page O

Grouping by column header using Drag and Drop

While viewing documents, a Project Team, or Distribution List, you
can narrow down the list by dragging one or more column headers
to the “Drag and Drop” area.

e Example 1 - Group Documents by Document ID
By dragging the Document ID to the “Drag and Drop” area, the view

is now grouped by the Document ID.

T Document D |
Document O P{Toe | Cocumest ame i suan f Lastoaed
« Documest I0: AV J007
K801 . Drat % 24 Py
101-200 L] [
M- f Fraices
013 - Drat
g1-2 f [
-2 ! -
Documest I0: 41913017
....... ] Frames
....... "
- o
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Additional grouping such as by Status can be done by dragging the
Status column header label to the “Drag and Drop” area. Now, you
can see within the Document ID such as A101-2007, which
documents are in draft status and which documents are in the
finalized status.

Document 0

. Decy .
+ Docement I0: AV01 2007
« States: Draft
. ']
o
Ll AF

...... - .
el 3P
* Docwment ©: AV 2007
# Docement 10: AV ExhDRA 2017
o Sutus Fnsiged
4 8 Page 1 off » 60 v | Bema el pege v

Note: Use * to collapse the groups you don’t want to view.

e Example 2 - Group Project Team
By dragging the Category and the Firm headers to the “Drag and
Drop” area, the view is now grouped by the Category and the Firm

headers.

il Remove Team Member # Add Team Member

t Category
O Category HC T i Representative i Telephone

4 Category: Land Surveyor
O Land Surveyor Elegant Archilecture, Inc MIr. Gladys Rim 1-600-720-0928
O Land Surveyor Bollinger Mach Shp & Shipyard Blair Malet 215-907-9111

» Category: Mechanical Engineer

> Category: Owner

» Category: Owner's Consultant

» Category: Scheduling Consultant

» Category: Structural Engineer

4 Category: Subcontractor

Subcontractor ABC Construction, Inc Willard Kolmetz 1-500-457-0044

| Subcontractor Rossi, Michael M Karl Kionowski 908-877-6135

O Subcontractor Valley Force LLC. Nate Roberts 202-555-1212
4 Category: Surety

O Surety Bill Fischer Architects Maryann Royster 1-509-457-0051

2 Page 1 |of2 > m 60 w | items per page ¢]

Last Updated: April 2019 I3|Page
© 2019 American Institute of Architects



AIA Contract Documents

-

Category t Fim

O Category i Fim

v

Category: Mechanical Engineer

v

Category: Owner

v

Category: Owner's Consultant

v

Category: Scheduling Consultant

-

Category: Structural Engineer
4 Category: Subcontractor
4 Firm: ABC Construction, Inc
Subcontractor ABC Construction, Inc
< Firm: Rossi, Michael M
O Subcontractor Ressi, Michael M
4 Firm: Valley Force LLC.
D Subcontractor Valley Force LLC.
4 Category: Surety

4 Firme Rill Fierhar Architarts

Page 1 of2 L) 60 v |ilems per page

Representative

Willard Kolmetz

Karl Klonowski

Nate Roberts

i Remove Team Member # Add Team Member

Telephone

1-509-457-0044
908-877-6135

202-555-1212

o Example 3 - Group Distribution List

By dragging the Category and the Firm headers to the “Drag and
Drop” area, the view is now grouped by the Category and the Firm

headers.

* Representative and email address information is required for adding contacts to a distribution list

+ Category + Firm

O Category i Fim i Representative i Telephone

Add to Distribution List X

Email i

‘ 4 Category: Accountant

4 Firm: Apple Inc
D Accountant Apple Inc Srihari Magulavaram 563.321.3214
4 Category: Architect
4 Firm: Blackboard
D Architect Blackboard Ramesh 6546546546
Architect Blackboard Joseph Morrison

4 Firm: Cascade Realty Advisors Inc

Cascade

D Architect Realty Advisors  Francine Vocelka, 505-977-3911
Ing

4 Firm: Infosys.com
D Architect Infosys.com Narayana Murthy 256.325.3258
D Architect Infosys.com
[l
Page 1 of1 G0 w |items per page

srihari@aia.org

ramesh.sannidhi@. ..

jmorison@blackb..

francine_vocelka@.

murthy@infy.com
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Sorting

Basic sorting of data by rows, in ascending or descending order, can be
performed by clicking on one or more column headers.

More Actions for documents

Additional options are available under More Actions ( -+ ). Use More
Actions ( --- ) to select from available options for each document such
as rename, copy, download, email, Share for Review, etc.

O [ oocumentio - ‘ Type I Document Name P Status ! LastModfied : Actions
A134ExhibitA-2019 L ] A1EXhDItA-2019 - Workang Draft 1 1 n Collaborabion 03/1172019 1043 PM

M Comment & Rename
<+ Move
& Copy
[ Delete

& Download & Email
= Print

Additional Resources

Training Tools - We provide training tools such as webinars, video tutorials, and
beginner’s guides

Knowledge Base — Our Knowledge Base is searchable and includes information to Getting
Started and frequently asked questions on Document and Software.

Customer Support Site - Need help? Find out all the ways you can get AIA Contract
Documents support.

Offline Editing - Steps for Offline Editing. Watch video >

Online Editing - Steps for Online Editing. Watch video >
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https://www.aiacontracts.org/learn
https://contractdocshelp.aia.org/Welcome/Welcome.htm
https://www.aiacontracts.org/support
https://contractdocs.aia.org/guides/qsg-work-offline.pdf
https://www.youtube.com/watch?v=z34RTqiEZeo&t=70s
https://contractdocs.aia.org/guides/qsg-work-online.pdf
https://www.youtube.com/watch?v=YxdDrCNSgGU&feature=youtu.be



