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Introduction

Reprography 2.1 is an AEC project management and printing solution hosted by your
local print house. Based on the previous versions (1.0 & 2.0), we have taken suggestions
from local Architects, Engineers and Contractors to significantly improve this software. The
goal is to make a simple yet powerful tool to help the AEC community manage project files,
and help potential bidders find and order prints.

When your registration has been completed you will be able to create and manage
projects and order prints online.

Project Browser

To order prints you have two ways to get to the Project Browser when you first log in
depending on whether you log into the supply side or the reprographic side. In the first
scenario you may have to select the Reproduction Graphics link as shown in screen 1.

E Reproduction Graphics All Products Catalog

Screen 1

Or you may go directly to the Project Browser as displayed in screen 2. To get to the
list of projects select the Project Browser.

1 Reproduction Graphics

Manage Project
Projects Browser

Lhlogd files Segmh for puhlic poyecis
Create gmd omanize your pmyects Oy wme @ given pIsstods

3

Screen 2

Filtering

If you are looking for a specific project, more than likely it may not be in the first 5
projects listed by default. Searching and sorting will help you find the project you are looking
for.

Searching

The text entered in the search box, shown in screen 3, will search against a project's
name or the Engineers name as well as any other data set by the project's manager, including
any search terms that may have been entered.
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Project Browser

Search Open Bids

| hawe a passcode

(4 4 1 [fB b Pl 1.5 Closed

All Statuses

Sorting: Bid Date - Descending

Screen 3

The drop down, shown in screen 3, which defaults to Open Bids, will filter your search
based on the selected value. Open Bids will list all projects whose Bids Due date has not
passed. Closed Bids will list all projects whose Bids Due date has passed. And of course, All
Statuses will list every project, regardless of the Bids Due date.

Private Passcode

If the project is private, by invitation only, then the project manager will give you a
passcode. As an example we will use 73-uptown99. The first part of the passcode will
always be purely numerical and cannot be changed by the project manager. The second part
is set by the project manager. This screen is accessed by selecting the, | have a passcode,
link located to the right of the search box, as shown in screen 3, when you first entered the
Project Browser.

When selecting the link, | have a passcode, screen 4 will display for you to enter the
passcode given to you. The first box is where the numerical digits go. Per our example, we
would place 73 here. The second box will be the portion after the dash, the passcode phrase.
Per our example we would place the word uptown99 here.

Project Browser

Private Passcode | 73-uptown39 Go Close
4 4 1151 Bkl | 1.2z Sorting: Bid Date - Dascending
Screen 4

After pressing the Go button the project list will filter to display your project, assuming
the values you input are correct. To go back to the regular search, just click Close to the right
of the Go button. Also note that a blank passcode will never display the desired project, but
will only return the public projects.

Sorting

If your search lists more than 5 projects, pagination comes in to play. The pages can
be navigated with the First, Previous, Next and Last buttons, as well as a manual page switch
field for convenience. This is shown in screen 5.

<4 4 1 12 Bl | 1807 Sorting: Bid Date - Descending

Screen 5

You can then sort based on the bid date. Bid Date — Descending will list the project in
a “Last in, First out” manner. Clicking on this link will filter the list again, but this time into a
“First in, First out” manner, entitled Bid Date — Ascending.
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Project Details

Assuming your search has returned results, you are presented with any number of
projects to choose from. Clicking anywhere in the box will load a more detailed result in the
right pane as shown in screen 6. This will default to the Info tab and the Data and Options
headings when selected.

Search I Open Bids 'l | hawe a passeode E_l Pr'DjECT Details
I« 4 1111 3 el 1,272 Sorting: Bid Cate - Descending Info Bidder List
. I Data
Acer Medical Building Wiew Files,
FCRHO8-18332 QOrder Prints . .
Architects Incorporated, Zesty MoBeard Pm'leﬂ Name My Test Plolem
Open 05/31,2011 Project Description For Demaonstration Purposes
Location/Address 587 Congress Park Drive
My Test Project “Wiem Files, City, State Zip Dayton, OH 45459
For.Demons?raﬂon Purpoges Order Prints CDunty Montgomery
Media Resources Corp, Kristen Spencer .
Open 0412502011 |Click ko view Project Details Company Media Resources Comp
Bids Due 0452572011
< 4 1| bkl 12z Sorting: Bid Date - Dascanding Completion Date 08423£2012

Project Drawing Size 24 x 36
Specification Size g5x 1

Options

[~ Opt-In to emails related to this project

Screen 6

If you order files, you will automatically be added to a list to receive emails about the
project (addendums, correspondence, etc.) sent by a project manager. If you wish to receive
such emails, without ordering any prints, you may do so by checking the box next to the Opt-
In to emails related to this project option shown in the screen 6 located at the bottom of the
right pane under the Options heading.

If the print house has given a project any special pricing information, as shown in
screen 7, it will display at the bottom of its entry.

Project Browser
Search My I Open Bid=s vI | hawve a paszcode

MMy Test Project Wiew Files,
New Location for MRC Order Prints

Media Resources Corparation, Ralph O'TMeil
Open 0573072011 12:00:00 am
Only full stz can be ordered

Price Info; 313499 inciuding Ta=, Freight Sepergte
Acdendum 2 released on 08242011 hanage

|C|i|:k ko wiew Project Details

Screen 7

To view a list of bidders select the Bidder List tab and the list will display, shown in the
right pane of screen 6. You can filter the list by selecting All, Contractors, Sub-Contractors or
Engineers. If you order prints you will be added to this list under the heading listed in your
profile when you registered. To view the profile of any bidder, select the icon next to the name
as shown in screen 8. Select it again to un-display the information.
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#a Project Details

Infa Bidder List

Crder History

Filter: All, Cont, Subs, Eng
2| Fisk General Contractors

Last Order 04012011

_!_[:%Flint Construction

éh I;é Caontack Inf k
1' ovfHide Contack In l:urrr:a ion 45455

837-423-7831
rarco. flint@trivox. net

Last Order 04012011

Screen 8

The Bidder List tab will only display if the project manager did not select the option to
Hide Contractors/Sub-Contractors.

If the project has been awarded, as shown in screen 9, you will see the prompt;
“Please note that the project has already been awarded.”

Infa Bidder List

Bidder List Filter: &ll, Cont, Subs, Eng

Please note that the project has already been awarded.

2 Fizk General Contractors Last Order 040152011

2 Flint Construction Last Order 040152011

Screen 9

To view the List of Awarded Bidder(s) select the Info tab (as seen in screen 9) and then
select the link to View Awarded Bidder(s), under the Options heading shown in screen 10.
COptions

=l
[T Opt-In to emails related to this project
¥ The project has been awarded.

¥ view Awarded Bidder(s)
H YWiew Parties Invalved

Screen 10

When you select the View Awarded Bidder(s) screen 11 will display the awardees.
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“ Awarded Bidders

General Contractor - Flint General Contractor
Marco Flint- 937-428-7831
123 Any Street Dayton OH 45402

Landscaping - Green Tree Landscaping
Wilson Fisk - 937-428-T831
456 Any Street Dayton OH 45402

Screen 11

To load a project's files, click on the View Files, Order Prints link, shown in screen 12.

My Test Project Wiew Files

New Location for MA'C Order Prints

Media Fesources Corporation, Ralph O'Teil ﬁ

Closed 082372011 12:00:00 am |Clin:k1 ko Order Prinks

Only full =tz can be ordered
Price Info; 393499 including Ta=, Freight Sepergte
Addendum 2 released on 0572472011

Screen 12

When this is done the browser (left pane) is replaced with the Project File Cabinet as
shown in screen 13.

Beloy, check e s ot B View Project Details
#a My Test Project

Check &l Select specific...
EHZ] | Addends
B+ [ 2
V18] addendum 2 2
EHv] L] Title Sheet
w[v]B@] T1 Tile Sheet
o] L] il
~[v]B] C1 Site Plan
-[71@] c2 Details

Tl

D | Structural

EHv] L[ Architectural
~[¥]|B] A1 Foundation plan i
> &2 Floor Plan 2

~[v]|B] A3 RoofPlan

Screen 13

Project File Cabinet

After clicking on View Files, Order Prints, as shown in screen 13, you can begin to use
the checkboxes to the left of each file and folder to specify which files you would like to order.
However, if the project manager specifies that only full sets can be ordered, every file will be
checked by default, and permanently so.

Red numbers to the right of a file indicate that an addendum has been released
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involving that file as shown in screen 13 and 14.

Clicking on any file name in the left pane will display a detailed look at the file in the
right pane, as shown in screen 14, under the Info tab.

& My Test Project A2 Floor Plan

B Check &Il Select specific...
27| | sddenda

Irfo Modifications

B[] 2 Data =]
[Z]B] addendum 2 )
aMl — Enem 8 File Marme Floar Plan
—}{v* Title Sheet X
e File Murmber A2
2 [ cii Original File Mame A2-Floor Plan. pdf
[v]B] 1 Site Plan Drawing Size 24 % 36
V1B c2 Detsils ~
- Structural Control =]
E} o (IR, @ Quick Preview g %11
LW a1 Foundstion plan g _ _
— & Full-iew Preview watematked
= A2 Floor Plan % 2 -
[¥]|B] &3 Roof Plan

Screen 14

In some cases you will be able to Preview a file, located under the Control heading.
The types of files that can be previewed are limited. Only PDFs, and in some instances TIFs,
can be previewed.

The Madifications tab will also inform you of any modifications made to the file and its
related comments as shown in screen 15.

A2 Floor Plan

Info hodifi cations

9 Increased Wall Thickness in Utility Room

S24r2011

Screen 15

Files in the Addendum folder can always be downloaded at your leisure and shouldn't
need to be ordered. If you ordered prints or selected the opt-in option you will receive an
email informing you of all addendums related to any given project. The project manager,
however, has the ability to disable downloading and it may require you to order prints of these
files. This downloading of addendum files is located under the Control option as shown in
screen 16.
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Addendum 2

Irfa Muaodifications

Data =
File Mame Addendum 2

File Mumber

Criginal File Mame Addendum 2. pdf

File Size B.64 KB

Drawing Size 24 ¥ 36

Control =

B Download Modification %

Screen 16

If the project manager allowed individual files to be ordered you can select them
individually or if you wanted all the files printed then you could select the Check All option as
shown in screen 17.

#a My Test Project

=[] ik g heck Al
; | Click again to Uncheck. &
E]' L_L, T allgll:l:L

L[]8 T1 Title Sheet

= Chet%.&ll Select specific. ..

Screen 17

If you only wanted specific files to print that were modified by addenda or other specific
modifications then you could select the Select specific... option and check the modification
that you want the prints of. Keep in mind that you can select more than one of the
modifications. This is shown in screen 18.

#a My Test Project

Check Al
B[] Adde
EHC1 )L The SR8 Select files that were involved in...
]8T v Addendurn 2 frorm 0872472011

ELI L civi ¥ Addendum 1 from 0872472011

18] S #Files in Modification folders will not be checked, as
D_ o in most cases you can dowwnload and printthem in

house,
D | Struct
“H¥] || Architectural
~[¥]B] &1 Foundation plan 1
~[¥]®] a2 Fioor Plan 2
~[]8] A3 Roaf Plan

%y Issued Modifications

iyl

Screen 18
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Order Form

When the files that you want printed are checked select the Order Prints button as
shown in screen 13. When this is done screen 19 will display.

The order form will display with the majority of the information pre-populated based on
known data when selected.

Order Form Home

Order Information
Date Due & Time

24-08-2011 | 300PM 'I

Payment Type | On Account j

Requested By *|Ralph O'MNeil PORequest # 123456

Delivery Method | Deliver to Reguester j Bil To | Requester j

Requester Information
Emsil ralphoneil@woh rr.com

Phone * | 9374287831

Company * Media Resources Corn Aftertion |Falph O'Meil

Address * BB7 Congrass Park Driv City, State Zip * | Dayton, OH 45453

Order Options My Test Project

# 07 Capies 10 Title Sheet
gizet [2a538 =] B Title Sheet
Ciwil
Spec Sizel I 85xM =l Site Plan
Bing [BindngStip =] Details
Structural
Spec Bind [Loose o Architectural
Media |Bond -1 Foundation plan
B Floor Plan
#of Dwy's™ B Roof Plan
#of Spec'st 0 Flurnbing
Mechanical
Tyne FTP = Electrical
Burn to Disc - es W Architectural Specs

Special Instructions

T Documents and & ¥ 11 POFs will be printed inthelr formatted sizes uniess Instructed otherse.
I Number of Drawings and Specs are subject to change based on the actual number of pages In the files.

Cancel Order — Subrnit Crder |

Screen 19

If the project is not set to full sets only, you may remove individual files if you decide
not to print them using the small red x to the left of the folder and file icons.

Also you need to fill in the Order Options prior to submitting the order.

* k% * % *

We have just outlined how to find and print projects. If there are any questions at all
feel free to call on us anytime.

We would also appreciate any comments whether good or bad about this software.
Our goal is to make the task of communicating between the AEC and the construction
community as seamless as possible.
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