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1. Click on FORMS from the menu on the left and select Action Items/Checklists. 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click New Record. 
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3. Project field – Select the project from the drop-down menu. You can start typing the name/project number to 
narrow the search. 

4. Action Item/Checklist # field – This will auto populate with the next sequential number after the project is selected. 
You can change the # if desired. 

5. Description field – Enter ‘RED ZONE CHECKLIST’ 
6. Category field – Select ‘Red Zone’ from the dropdown menu 
7. Priority field - Optional 
8. Reference field – Optional 
9. Click Save to create the new record. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. The details section will be used to post the initial and updated Red Zone checklists. 
11. Under the Details drop down, select the ‘Default – Red Zone’ Layout. 
12. Select ‘New Line’ to add a row. 
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13. Enter an appropriate description and a date i.e. ‘Red Zone Checklist initial draft – 4/14/2023’. Then click Save. 
 
 
 
 
  
 
 
 
 

14. To attach the checklist, click on the (0) link under the attachments column on the line you just created. 
 
 

 
 
 
 
 
 
 
 
 
 

15. Drag and drop files into the green box or click to add and then Save and Exit. 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

16. To distribute the Red Zone Checklist, navigate to the Notifications tab and click on New Line. 
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17. A pop-up will appear. Select the appropriate contacts to send to under To and CC. You can also manually enter email 
addresses for contacts not in PM Web under Manual CC. Modify the subject line and message box as needed.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

18. Navigate to the Attachments tab in the same pop-up and select the attachment you want included in the 
distribution. You can also navigate to the Options tab and customize your needs for the notification, these are 
optional and you can clear them if not needed. Then Click Save 
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19. For future distribution, the Notification can be edited and resent. A new Notification is not required. 
20. Process Complete. 


