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Overview 

Deliverables Management’s Document Distribution Matrix (DDM) will allow project teams to define and enforce 
access control based standardizations, helping to ensure that documents of a specific type are always reviewed by 
specific people. This capability allows administrators to manage project deliverables distribution more accurately, 
effectively and in a fully auditable way. - all this will help better manage risk and save a lot of time for our users' 
project teams. 

In summary, with DDM you can define that "For review" documents (or some other purpose as per DDM 
configuration) are  always sent to specific people, and only documents of a specific type (with specific attribute 
values) could be added to such package; in addition to defining the maximum response period for specific document 
type. 

If DDM is configured for a project, during the transmittal package creation users will be able to select specific DDM 
entry. The system will automatically populate recipients, set maximum response periods and validate documents 
that are added to the package. 
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Notes 

 If Document Distribution Matrix (DDM) is not configured in the CONNECTED Project, nothing will show in 
PW explorer interface for DM. 

 DDM settings are in the CONNECTED Project DM – Settings 

 Only users with DM Administrator permissions will be able to modify this. 

Template 

The idea of the template is to have as much information about a Transmittal as possible. 

As soon as participants or attributes are added, they will be reflected in the template when it is downloaded.  

The template cannot be modified via the Web. 
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How does it work 

In Deliverables Management – Settings there’s a new option: Distribution Matrix. 

 

The Document Distribution Matrix contains the following settings defined in Deliverables Management: 

 Purposes 

 Attributes 

 Participants (Internals and Externals) 
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1. Download Document Distribution Matrix template 

The Document Distribution Matrix has 5 sections: 

1.1. Package Purpose 

You can add as many Package Purposes as necessary. 

Ex: 

 For Review – Architectural 

 For Review – Civil 

 For Review – Mechanical 

 

 

 

1.2. Name 

We will give a name to each Package Purpose. 

Ex: 

 Architectural 

 Civil 

 Mechanical 

 

 

 

1.3. Max Response Period (Calendar days) 

Each Package Purpose can have its own Max Response Period 

Ex: 

 7 (days) 

 14 (days) 

 21 (days) 
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1.4. Attributes 

 

The attributes are defined manually in Deliverables Management Portal – Settings – Attributes or they can 
be defined in ProjectWise as a View for attributes to be sent with the documents in Deliverables 
Management (PW) – Settings – Document’s Attributes. 

The attributes in the Template are also used to validate the documents sent in a Transmittal. You can add 
as many attributes to validate as needed. 

Ex: 

 For the Package Purpose: For Review – Architectural we want to be sure that only the files that 
have the attribute Discipline = Architectural are sent, so in Discipline we will add Architectural 

1.5. Recipient 

The recipients are the participants for 
Deliverables Management in this project. You 
cannot add new participants to the Document 
Distribution Matrix 

You can change the Role Name 

The actions that are expected for each 
participant are: 

 I: Information without 
Acknowledge 

 IA: Information with 
Acknowledge 

 R: Response 
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Example of Document Distribution Matrix 

Note: You can have as many Purposes as you want -possibly hundreds  
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2. Upload new Document Distribution Matrix  

Once you modify the Document Distribution Matrix, it needs to be uploaded it to the Deliverables Management 
Portal. 
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If something is invalid in the Excel file, as the the DDM is uploaded, it will be go through the validation process. 
You will be presented with a Validation Failed dialogue box which includes correction recommendations. 

 

In this example I added a 
participant that is not in 
the list of DM participants. 

We can proceed anyway 
and upload the DDM and 
fix the error or Cancel the 
operation, fix the error 
and reload the DDM. 

 

 

 

 

Document Distribution Matrix keeps a history of all DDMs uploaded and which is the Active one. 
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3. Use Document Distribution Matrix 

Note: To use DDM in ProjectWise Explorer you need: ProjectWise Deliverables Management connector for 
ProjectWise Explorer – 10.00.2.60. This is still in build.  

3.1. In ProjectWise Explorer create a New Transmittal 
3.1.1. In the General Tab you will see that Distribution Rules were added. 

 Select a Purpose. 
o For Review 

 Select the Distribution Rules 
o The list of Names you defined in the Document Distribution Matrix for the Purpose 

Review will be visible. 
o  Example: Architectural 

 

 

 

 

 

 

3.1.2. Go to Recipients 

You will see that the recipients are automatically added and locked. These are the participants that 
were  add in Document Distribution Matrix. 

The actions for each recipient are those defined in the Excel file. 

If desired, you can add more recipients. 
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3.1.3. Go to Documents - Add 

 Select the documents you want to add to the Transmittal. 

Keep in mind the Attribute(s) you have defined in your Document Distribution Matrix to validate 
against the attribute(s) in ProjectWise Document. 

 

 

 

 

 

 

 

 

 

 

Example: Purpose: For Review – Architectural the documents will have Architectural as the 
Discipline 

 

 Add the selected documents. Document Distribution Matrix will validate that all the selected 
documents have Architectural in Discipline. 

 If a document doesn’t meet the criteria it will show an error. You can choose to Skip the failed 
documents by pressing No, or include the failed documents and fix them later by pressing Yes. 
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Document Distribution Matrix will show the failed documents with a Warning sign. 

 

If you have several failed documents and you want to see only those, you can check the box next to  
Distr Matrix validation failed. 

The Transmittal cannot be issued until all documents pass the validation. 

 

3.1.4. Go to Scheduling 

 Add the Issue date, Acknowledge due dates and reminders. 

 The Response due date will automatically be set according to what is defined in the Excel file. 
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If you want to change the Response due date you can do so, but you can only enter values not higher 
than the one defined in the Excel file. 

Document Distribution Matrix will validate this number. 

 

3.1.5. Issue the Transmittal 

If some files faile the Document Distribution Matrix validation,  DM will not issue the transmittal until 
they are removed or corrected. 

 

Document Distribution Matrix will validate the files each time we open the Transmittal. 

To fix the files, Save the Draft, go to the files, modify the attribute and open the Draft. 

 

 

 

 

 

 

 

 

 

Once all files are validated you can Issue the Transmittal. 

Note: If you want to issue the Transmittal even if some files don’t pass the validation, you can clear the 
Distribution Matrix in General Tab. 

It will leave all the participants, files and dates, but it will not validate anything. 


