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Introduction
REPROGRAPHY (re-prah-grah-fee)

Reprography 2.1 is part of a larger software package called the HIVE Supply System.
HIVE is a website solution for businesses that need: Inventory Management, Online
Customer Ordering with Credit Cards and a unique Supply Tree Pricing Management system.
For more information about HIVE, please visit http://poweredbyhive.com.

Reprography 2.1 was developed by Trivox Business Solutions, the developers of HIVE.
Trivox Business Solutions offers graphic design, programming, consulting and an array of
other internet related resources to assist you with your website. For more information about
Trivox, please visit http://trivox.net, or call us at 937-428-7834

Reprography 2.1 is an AEC project management software solution hosted by your local
print house. Based on previous versions (1.0 & 2.0), enhancements and additions were
implemented to improve this software, in part, due to the suggestions from Property
Management firms, Architects, Engineers and Contractors. The concept behind Reprography
2.1 was to make a simple yet powerful tool to help the AEC community manage and control
their project correspondence and project drawing files as well as offer a simplified means of
ordering prints from their preferred print house.

Reprography 2.1 was also developed to enable a print house to market a system to its
reprographic customers that is free of charge, easy to use and comprehensive enough in
scope to enable the AEC community to manage projects in a simple to understand system.

The user documentation gives a thematic approach to helping you understand how
Reprography 2.1 works. This documentation goes into great detail on all the aspects of this
software. However, understanding the concept is far more important then having to read
every page in this documentation. The developers at Trivox have made every effort to make
the software self explanatory with helpful on-line information.

As with any software and management tool, and in order to maintain any relative
consistency of control, all users of the software must register. This includes everyone who
uses the system and wants to gain access to any of the projects, whether creating projects or
just having prints made of a project.

For those that just want to upload files and have them printed, the Quick Start Guide
(section 0) goes thru the basics of registering, creating a project, uploading the files and then
having the files printed. This is the most common practice of just getting files uploaded and
printed.

Those that want to manage their projects should follow the outline listed below: from
the creation of the project to its completion. This should get you through the basics with
relative ease. It is also recommended to read the Quick Start Guide (section 0) first.

1. System Requirements (section 1.1)

2. Reqgister (section 1.2). Registration is company based and all users are members
of a company.

3. Request Authentication (section 2.1). Once authorized by the print house to
upload files into the FTP site, the first registered member of a company can select from its
members to give permission to create projects.

4. Add Employees (section 1.3.1). Add company employees to work on projects.

5. Create Projects (section 2.3). Any company member that is authorized to create
projects will be able to do so.

Page 4 of 71


http://trivox.net/
http://poweredbyhive.com/

6. Project Details, Options and Parties Involved (section 3.2). This is information
about the project that will be listed in the Project Browser when potential bidders are looking
for it to bid on.

7. Project Folders by Discipline (section 3.3). This allows the project creator to
assign folders to different disciplines.

8. External Contacts (Outside Sources) (section 2.2). This lets the project creator
assign personnel from different companies to work on a project.

9. Permissioning (section 3.1). This allows the project creator to assign permissions
to the project and the project folders.

10. Uploading Files (section 3.5). Files are uploaded into a folder usually defined by
discipline type.

11. File Naming (section 3.5). The system allows you to name and give a drawing
number to the uploaded file.

12. File Organization and Display (section 3.6). Files can be moved from folder to
folder (as long as the folder is at 0%) and checked on or off for display.

13. Issue Project Modifications (Folder Percentages) (section 3.2.2.1). Files within a
folder can be issued for submittal at any percentage up to 100%.

14. Addendums / Drawings (section 3.2.2.2). Addendums are automatically initiated
once any folder is issued at 100%. Drawings that are replaced in a folder that has been
issued at 100% will be placed into a holding tank and privately labeled as an addendum until
the addendum is issued.

15. Invitation to Bid (Correspondence) (section 3.2.3.2). Using the Email wizard
allows one to send mailings to potential bidders.

16. Email Wizard — Grouping Invitees (section 3.2.3). This allows a company to
generate a group of clients’ emails.

17. Award Project (included in section 3.2.2.3). Once awarded, this list can be made
available to the general public.

18. RFI's (Request for Information) (section 3.2.2.3). Only specific awarded bidders
will be allowed to submit RFI's.

19. Proposal Request & Change Orders (sections 3.2.2.4 & 3.2.2.5). These folders
will be created once the project has been awarded. Drawing files can be replaced with any
change order.

Registration is company based and all users are members of a company. Every
member of a company can also be an external member (contact) of other companies. This
allows the project manager to assign different companies to the same project by giving them
controls over specific pieces of the project.

When a project is created, that person (having the permissions too) will assign the
company personnel, and if needed, external personnel to work on the project, giving them the
necessary permissions required. These permissions can be project wide or based on folders
and even files within folders. A folder is nothing more than a way to organize your files within
it. As an example you could create folders for the Civil, Architectural, Structural, Mechanical,
Electrical and Plumbing plans.

All drawing and specification folders created by the project manager are created at 0%
completion and ultimately issued to 100%. This is an important concept in that all the files
within any folder at 0% will immediately be replaced with any newer revisions. A record of this
will show up in the file history of who replaced this file and when.

When a folder of a project is completed at 100%, the software will automatically create
an Addenda folder within the project that may or may not be used depending on the scope of
the work. When a project is awarded, additional functions will be unlocked, including: RFI's
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(request for information), Proposal Requests and Change Orders. All of these folders exist
because additional information is gathered and will be linked to other corresponding features
of the software. Drawing, Specification and Shop Drawing folders are created by the project
manager. These are the folders, other than the Specification folder, that actual drawing files
are uploaded into.

All information pertaining to a project, from creation to manipulation to completion, is
stored on-line. All information on drawing files is recorded. Records of Addendums, RFI’s,
Proposal Requests, Change Orders and any Correspondence are recorded and maintained.

If there are any questions at all feel free to call on us anytime at (937) 428-7834. We
would also appreciate any comments, whether good or bad, about this software. Send us an
email at support@trivox.net. Our goal is to make the task of communicating between the
AEC and the construction community as seamless as possible.
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0 Quick Start Guide

This software was significantly enhanced from its previous versions to allow additional
management controls over projects for the Architect, Engineer and Contractor, allowing
him/her to:

1. Create project folders and organize files within those folders using a familiar drag and drop
system.

2. Encompass a file management system including naming, order history, addendum history,
email history and file replacement history.

3. Give permissions to individuals, whether part of your company or from other companies.

4. Give on-line information to bidders, reducing redundant phone conversations.

There are additional features that will be discussed in more depth beyond the Quick
Start Guide. It is assumed that the files uploaded into the FTP site, for the purpose of using
the Quick Start Guide, will be used for simple one time printing requirements only.

0.1 Getting Started
Before starting you will need to review the System Requirements in section 1.1.

After reviewing the system requirements you will first need to log onto the system and
register (sections 1.2 & 1.3) at the web address given to you by your print house. If you are
already registered, or after registering, log in and select the Reproduction Graphics link
located on the gray bar shown in screen 0.1.

¥ My Featured ltems & Categories Catalog g Reproduction Graphics

Screen 0.1

When selected, go to Manage Projects and click on it shown in screen 0.2.

£l Reproduction Graphics

Manage Project
Projectsk | Browser

Lalogd fles Segmh for gublic pmyecis
Creghe and omanize your omyects O wme 3 g ved passeods
Maragenment Docuaertation Bmwser Docusrertation
Screen 0.2

If this is your first time entering Manage Projects you will need to be authorized from
the print house to upload drawing plot files into their FTP website. To do this just click on the
link shown in screen 0.3 and the request will be sent to the print house. For immediate
access you may want to call the print house to let them know that you did this so they can
authorize you immediately. Some print houses will automatically authorize you.

s Manage Projects
#y Request Authentication to Craate Projects

Screen 0.3
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When authorized to create projects, screen 0.4 will be displayed, now allowing you to
create projects.

#a Manage Projects
#y Create Project [% iy

Screen 0.4

By selecting the Create Project option in screen 0.4, screen 0.5 will display requesting
you to fill in the name of the project. This name will be displayed to the general public (if the
private option is unchecked) and is used in the search criteria to locate it for printing.

‘= Name your new Project

Your project name should be meaningful, as hidders may be searching for
it.

by Test Project

Screen 0.5

Selecting the Accept button shown in screen 0.5, will place the project created into
your list of projects as shown in screen 0.6.

& Manage Projects

s Create Project e
{, bty Test Project Entergujeﬂt
*£ test Entertfyoject

Screen 0.6

From the list of projects select the Enter Project link to the right shown in screen 0.6.
When the file cabinet loads you will see the Project Details in the right pane. You should fill in
the information at this time. These options are discussed further in this manual. You should
note however that the project is Private (by default) and cannot be seen by anyone using the
Project Browser. If you want others to be able to order prints (other than yourself) you will
need to unselect the Private option to make these plot files available to everyone. If you only
want specific people to have access to the print files then you will need to give them a
passcode by typing in alpha/numeric characters (32 max.) in the space provided and send
them that information. Keep in mind that you must give them the numbers in front of the
alpha/numeric characters you keyed in as well. The people requesting prints must also
register on the site to access the plot files that will be uploaded.

The next step is to create a folder to put your plot files into as shown in screen 0.7.

#a My Test Project

L Create Foldery,

IHi! This appelé\ﬁe to be your first time ES Display Lock: On
in this project. To get started, Create
a falder with the link above or by
clicking this hoxl

=1

Screen 0.7
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Keep in mind that you must create a folder in order to place files into them. Every
project created will have project folders automatically created for each project. These are
further outlined in section 3 of this documentation.

By selecting the Create Folder option, as shown in screen 0.7, screen 0.8 will be
displayed in the right pane. At this point you have the option to select what type of folder you
want to create to place your files into and what you want to name it. In our example we will
create a drawing folder (default) and name it Architectural. See section 3.3 for further
explanations of folders.

Create New Folder

I Architect Next Give your falder a name,
Ame rehitecturs| then "Create Folder" with the
Falder Type i« Dirawings button belaw:.

" & Specifications

" #* Shop Drawings

Screen 0.8

When you create the folder, screen 0.9 will display with the folder that was just created
shown in it. You should note that to the right of the folder there is a percentage completion
indicated in red at 0%. This means that you have not issued the files in this folder yet and
that those files within it can be replaced at any time without placing them in the holding tank.
The holding tank, issue dates and addendum dates will be further outlined in section 3.2.2.1.
However for this Quick Start Guide we are assuming that the project is complete and all
addendums are part of the project plot files.

# My Test Project ¢
Create Folder ¢ Upload Files into Architectural
= anil Lastly click"Upload Files"
“[7] | Architectural ahbove (orthis bos to begin your file
o transfer! I
Ml Dat
Screen 0.9

To upload any files into the project folders you must select the folder into which you
want the plot files placed. You will note in screen 0.9 that the folder Architectural is
highlighted with a gray bar thru it. This is the file folder that you will be uploading plot files
into. To upload files into this folder you can select the Upload Files into Architectural, shown
in screen 0.9, or select the Upload tab in the right pane shown in screen 0.10.

Architectural

Info Upload

Created by Halph OTMeil on 082252011 09:30:51
Screen 0.10

In either case the following Java applet, seen in screen 0.11, will display for you to
select the file(s) you want to load into the folder selected. Selecting the Add button will
display your browser to input the file(s) into the Java applet shown in screen 0.11. 3 files
were selected from the browser and added to the Java applet.
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. Architectural

Info | Uplo=d
Mo File = Size A
1.[A1-Foundation plan.pdf 467 KB
2. |AZ-Floor Plan.pdf 447 KB RErove
2. |A3-Roof Plan.pdf 1152 KB
Llpload
- Summary L:E
Files: 3 Total size: 2.02 ME

Screen 0.11

Once the files have been selected by clicking on the Upload button, you will see the list
of those files shown in screen 0.12 (only one file is displayed). At this point you can rename
the file(s) and add a file number(s) to them or leave the file number(s) blank. In the example
below we entered Al for this file’s number. The File Name is the name that was in the upload
File Name (we removed the Al- in front of the name). You can either edit the file number(s)
and name(s) at this time or you can later go to each file individually and edit it once uploaded.
If there are no changes to the name(s) you can upload the file(s) by selecting the Auto
Process Files button, at the top of the page, or the Process Files button at the bottom of the

page.

Uploaded File Processing Auto Process Files |

., Upleading into Architectural
4 B] Al-Foundation plan.pdf
File Mumber & Mame 41| Faoundation plan x
Screen 0.12
Either way, when processed, the files will display in the folder shown in screen 0.13.

El | Architectural 0%
> &1 Foundation plan

£2-Floor Plan

~{v]B8] a3-Roof Plan %

Screen 0.13

You will note that the Foundation Plan file was modified before it was processed (the
file number was added). The other two files were not modified. To modify any file all you will
need to do is highlight and click on the file you want to modify by selecting it as shown in
screen 0.13. When you do this screen 0.14 will display in the right pane.
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A2-Floor Plan

Info hodifications | File Histony Order Histony

Created by Ralph OTMeil on 05/225/2011 03:35:12

Data Apout B
File Mame Floor Plan
File Mumber A2 %
Original File Name Ad-Floor Plan. pdf
File Size 44676 KB
Screen 0.14

In screen 0.14 we added the File Number, A2, to the Floor Plan file as well as removed
the A2- from the File Name. In like manner we also did this with the Roof Plan file. The
results are shown in screen 0.15. When you first upload files the Display Lock will be in the
On position, shown in screen 0.16. You will need to toggle it to turn it to the Off position in
order to display files on or off.

=i ||} Architectursl 0%
> &1 Foundstion plan %
~[Z]B] &2 Fioor Plan
-[7]@] 43 Roof Plan

Screen 0.15

Folders, as well as files, can be placed in any order. To move a file you just select it by
highlighting it and then drag it to its proper location, or press the up or down arrows. As a
precaution, when a folder is issued beyond 0% (see section 3.3), the drag and drop will be
deactivated to keep you from dragging files into other folders, only the up or down arrows will
work. Folders can only be moved by using the up or down arrows, the drag and drop is not a
function of folders.

#a My Test Project

| Create Folder | & Upload Files into Architectural

£3 Display Lack: Off

El |y Architectural 0%,
, A1 Foundation plan |C|i|:k ko change lock

82 Floor Plan
A% Roof Plan
Screen 0.16

The next step would be to order prints of the files uploaded; however there are a few
project options that must be considered. To get to the project option select the Manage
Project shown in screen 0.17
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‘ Manage Project B Correspondence

#a My Test Project

| Create Folder | 4 Upload Files into Architectural

£ Display Lock: On
Screen 0.17

First you will need to decide whether or not you want to be the only one that can order
these prints, or if you want to let anyone else order these prints. If you allow your drawings to
be printed by anyone you will need to uncheck the Private option shown in screen 0.18.

Options About B

[T Only allow complete falders to be ordered

[T Only allow complete sets to be ordered
[ Frivate

FProject has been awarded

If this option is nok checked, the general public will be able ko view and order this project, |

Screen 0.18

If you want to be the only one (or those that you may invite by giving them the
passcode) to print these files then you must insert a passcode into the field shown in screen
0.19. Do not confuse passcode with password; users will still need to register in order to gain
access to the site.

Options About B

[T Only allow complete folders to be ardered

[T Only allow complete sets to be ordered
[ Frivate

Fasscode: b= uptown 94

Screen 0.19

The second step would be to make sure the files are checked (displayable) for printing
as shown in screen 0.20.

El- Ly Architectural 0%
> A1 Foundstion plan
-~ [Z]®] a2 Fioor Plan
[7]®] a3 Roof Plan

Screen 0.20
To personally order prints of your project you have two options. While in the project

itself you can select the Order Prints button shown in screen 0.21 or you can select the
Project Browser shown in screen 0.22.

l Manage Project B Correspondence

#& My Test Project

Screen 0.21
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1 Reproduction Graphics

Manage Project
Projects Browser®

Uplogad fles Segmh for puhlic poyects

Cregte and omanize your pmyects COF wse 3 given passcode

Ianagement Docuamentation Bmweser Docy mentation
Screen 0.22

Assuming you decided to keep these files private, and printing from the Project
Browser; you will need to insert the passcode that you entered at the project management
level. When you select the Project Browser you will get a list of all the public (non-private)
projects. Since your project is private you will need to select the option | have a passcode
shown in screen 0.23.

Project Browser
Search I Open Bids 'I I have a gsscnde

€4 4 1181 [ O - W Sorting: Bid Date - Descending

Screen 0.23

When you do this screen 0.24 will display asking you to insert the passcode. You will
need to type in the project number and the passcode.

Project Browser

Private Passcode  7B-uptownS4 Go Close
4 « 1 [£8 Bkl | 15740 Sorting: Bid [ate - Descending
Screen 0.24

When you select the Go button in screen 0.24, screen 0.25 will display showing your
private project.

Project Browser

Private Passcode | 7B-uptown3Y Go | Close
My Test Project Wiew Files
Media Resources Corporation, Ralph CO'Meil ':”d;‘”?
Oppen 0202252011 09:27:31 am

Screen 0.25

Selecting the View Files, Order Prints option shown in screen 0.25 will get you to the
files to view and order shown in screen 0.26. At this point you can select the Check All option
to select all the files in the folder(s) that you want printed.
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Below, check the fles you
want, and then *Onder Prints”

" Order Prints

A

#a My Test Project

B Check &0

El | Architectural

1
: 2 A2 Floor Plan
~[]®] A3 Roof Plan

Foundation plan

Screen 0.26

i Yiew Project Details

Clicking Order Prints, shown in screen 0.26, will take you to the order form shown in
screen 0.27. At this time fill in the appropriate information and select the Submit Order button

at the bottom of the page.

Order Form

Order Information

Requested By * |Ralph O'Meil

POReguest # |5-123

Delivery Method | Custamer Fickup

Requester Information

Company * | hMedia Resources Corp

Address * 587 Congress Park Driv

Order Options

# Of Copies 10

aizat  [22%36 5|
Bind I Binding Strip vl
Media | Band vl

#ofDwg'st 3
Type FTP -
Burn to Disc I~ es

Special Instructions

=l Bil o | Raquestar

Attertion Fialph O'MNeil

City, State Zip * | Diayton, OH 45453

My Test Project

| Architectural

B Foundation plan
B Flgor Plan
Roof Plan

[

T Docurments and & ¥ x 11 POF s will be printed in their formatted sizes uniess instructed ofherwvise.

I Nurnper of Drawings and Specs are subject fo change Hased on the aciual number of pages n the figs.

Screen 0.27

End of Quick Start Guide

Date Due & Time

Home

25-08-2011 |5:DDPM 'l

Payment Type | On Account

[

Emsil |ralphoneil@woh.rr.com

Phone * (9374287831

Cahcel Order SubmitOrderl
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1 Prerequisites

1.1 System Requirements

A modern web browser (Internet Explorer 8+, Firefox 6.0+, and Google Chrome 14.0+)
is required to effectively use this website. If your company plans on uploading files via the
Project Manager, an up to date version of Java is required as well.

1.2 Account Registration

When you first log into the site that you have been directed to by your local print house
you will have the following screen 1.0 displayed. In order to manage and/or view projects you
must register. Every company interacting with the reprographics software is required to have
an account; the information provided is shared with other account members or can remain
private to only those companies you do projects with.

1 Reproduction Graphics

Manage Project
Projects Browser

Lplogad fles Segmh for public poyects
Cegle and omanize your pmyects O g5 3 given passcode
Waragesment Docusrertation Bmwezer Docyaertation
Screen 1.0

An account is created by selecting the Register Now link, shown in screen 1.1, located
at the upper right corner of the website and then filling out the registration form.

Re o] ister ko

[usemamesemail ™% |

Forgat yvour password? |pag&w-:urd |
I easries > (CTTNE
Screen 1.1

When the Register Now link is selected you will be directed to a new page to fill in your
personal information: email address, username and password. When finished, select the
Register New Account button as shown in screen 1.2.

24 Register New Account

Screen 1.2

1.3 Personal & Company Information

After filling in your personal information and selecting the Register New Account button
you will be directly taken to a new page to fill in your company profile. Your Company Profile
must be completely filled out or you will not be able to order prints and/or create projects. |If
you do not fill in your company profile and log out, and later enter the site, you will still have to
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complete your company profile. You can do this by selecting the second tab, entitled Account
Settings, shown in screen 1.3, and then selecting the Profile tab.

My Account = PROFILE

WELCOME ACCOUNT SETTINGS L}5
PROFILE PREFEREHCES SETTINGS Tax EXxempPT
Screen 1.3

1.3.1 Company Control

If you are the first member of your company to register on the site, you will be required
to fill in all your personal and company profile’s information. You will also have the controls to
invite other members of your company to participate in any design projects, whether yours or
from another company. The individuals with company controls assign all permissioning to all
its company members as well as to remove them from the company. The software does,
however, allow you to relinquish control to other individuals of your company.

After saving your Personal Profile and Company Profile, you are presented with a new
options box to the right, entitled Company Management, as shown in screen 1.4. This is
where you will invite other employees of your company by keying in their email address.
Once they have registered, their names will be removed from the Pending Invitations heading
to the Employees heading. Once a member becomes registered they can now be granted, or
not, control of the company by selecting the Company Control option next to their name.
More than one user can control a company. Giving another individual Company Control
means that that individual could take away your control. Company Control is an important
distinction because users who have Company Control also manage the External Contact list,
which is outlined in section 2.2. In screen 1.4, Ralph O’'Neil gave Company Control to John
Henry. Company members can also be removed. When selecting the Remove option you
will be asked to select another company member to take over the projects that are assigned
to the member being removed shown in screen 1.4.

The Options heading asks if you want your company to be private from view of all the
registered users of the software by checking the box. Being listed as private in no way
inhibits your company from being part of other company’s projects or you inviting other
members of other companies to be part of your projects. If your company is not private then
the individuals without the checked boxes, under the Hide option, will be displayed as your
contacts for your company. In screen 1.4, both Ralph O’Neil and John Henry will be the only
individuals that will be displayed as company contacts. Keep in mind that any new member
that has been invited will have their name hidden (by default) from the contact list when they
register. The person with company control will have to uncheck them once they are listed
under the Employees heading.
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Company Management

Employees

/ 0 " Compal

Hame/Email Hide Contro Remove
Ralph O"Neil

FalphonaiiEwo R rECorn r ~
John Henry
fohn hennAmtrivox net r 7 r
Tom DelLuise

forn.dellisedDirhiox net 2 r r
Mary Hopps

Hoahy hopasiDiriiox et WV r ¥

You are removing this employee.

Give theirpermissinnstu:|Ra|ph 0 Ml -I

- - Falph 0" Heil

Hick Wright

nickitriviow nat r r
Options
Company is Private r
Pending hnitations

Inwite Member Irvite |
Hame/Email Phone Date Revoke
fern DU BRI . c o ovyiarz011 Rewvoke |

Screen 1.4
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2 Project Management

2.1 Manage Projects

There are two ways to gain access to the Reprographic Browser to Manage Projects
depending on where you are in the registration process. If you have as yet to log out, and just
completed your registration, you can select the Reproduction Graphics link as shown in
screen 2.0 and you will reach the main page as shown in screen 2.1.

ics £= Catalog

Screen 2.0

Or if you have completed your registration and logged out and then logged back in you
will reach the main page, screen 2.1. Click Manage Projects from this screen.

1 Reproduction Graphics

Manage Project
Projects &k | Browser

Screen 2.1

If this is your first time to the Project Manager and you want your company to create
projects you will need to be given permission to do so by the print house. (This is true of only
the first person of a company that requests to create projects. Once you have been
authorized it will be your responsibility to authorize any additional company personnel to
create projects). Click on the Request Authentication to Create Projects link as shown in
screen 2.2.

# Manage Projects
f_, Request Authentication to Create Projects

Screen 2.2

When you click on the request to create projects the prompt under the Manage
Projects heading will display the following, Authentication Pending, as shown in screen 2.3.

£ Authentication Pending

Screen 2.3

When the print house receives notification of your request, and after reviewing it, they
can either allow or deny your request to create projects. Being denied does not prevent you
from being part of existing projects and uploading files into them. For immediate authorization
you may want to call the print house directly.

If you were denied the request to create projects then the prompt will display,
Authentication Denied, as shown in screen 2.4.
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ﬂ‘_ Authentication Denied

Screen 2.4

When you are authorized to create projects you will see the prompt to Create Projects,
as shown in screen 2.5.

#a Manage Projects

s

@y Create Project

Screen 2.5

Once you have been authorized to create projects you can now authorize other
members of your company to create projects as well. To do this, select the Manage Projects
link, as shown in screen 2.1, and then from the Company Employees heading select the Can_
Create Projects selection next to the names of the employees that are allowed to create
projects, as shown in screen 2.6. Unselecting anyone from the list of creating projects has to
be done by your local print house.

2.2 Contact List

When selecting the Manage Projects link (screen 2.1) your Contacts list will be
displayed in the right pane. This is the list of people whom you will consider giving
permissions to on any given project, either now or at a later time. Adding a person to your
contact list does not give them any permission’s in and of itself.

The first part of your list consists of your Company Employees. These employees are
invited as described in section 1.3.1. They are also displayed in the Contacts list (screen 2.6)
when you first entered the Manage Projects link. The Manage Employees link is shown in
screen 2.6 because this person has company control. This link would not appear to anyone
logging in without company control permission. If you were the first person to register your
company, or you had company control, than you can give the Can Create Project permissions
to any other registered member of your company by checking the box next to the employee’s
name. Unselecting anyone from the Can Create Projects list has to be done by your local
print house.

Also note the PiC (Principal in Charge) option. These are the employees that are
responsible for any projects created. There can only be one principal in charge per project.
More than one employee can be checked from the list shown in screen 2.6.

Company Employees Mznage Emplovees
Phone PiC Cglllﬂ?éztﬂgte

E:Igngé:':(ghﬂh.mmm 374287531 ¥ =

jé).ﬁ!:.]hlgg:;%tﬂmx.net 37428783 |- |7

Iu‘:;;a].:ﬁgﬁlf;g(%ﬁt‘nvux.net 937428783 r O

mgggﬂ‘y;g%frJ'vox.net SET4287E3 r -

Hick Wright e - -

nicKEDtrivos. net

Screen 2.6
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When selecting the Manage Employees link, screen 1.4 will display for you to enter the
new members email address as outlined in section 1.3.1.

The second part of the list is your company's External Contacts. These are registered
users who have been added by any member with company controls. Anyone who can add
External Contacts, having company control, can also remove them as shown in screen 2.7.

External Contacts

Phone Control

Flint General Comntractor
harco Flint Q37-428-783 Temowe
marco iRt het

Fizsk General Contractors
‘Wilzon Fisk 937-428-7531 [EMowe
wiisan st het

Add External Contacts Comparny Directory

Irvite Member Inwite |

Screen 2.7

Removing an external contact will not, by selecting the remove option, drop them from
any projects your company has created and/or is working on. A list will be displayed of the
projects that this person is attached to when you remove him/her from the External Contacts
list. Any registered member can be added to the External Contacts list even though that
person is not on the Company Directory, as shown as hidden or not, as displayed on screen
1.4. All you would need is the registered email address of that person to add him/her.

The Company Directory will bring up a list of all the companies that are members and a
list of all the people that have not been hidden for display. By selecting this option, screen 2.8
will display. From this directory you can select any external contacts to be added to your list
by selecting the green plus icon next to the name of the person whom you want to add.

Company Directory

Company/User Name Filter... Type |—5e|ect— 'I =

Architects Incorporated

E

Architectural, Electrical

Engineering Carporation

|

Structural, Mechanical, Electrical

Fisk General Cantractors Zeneral Contractar

|

Flint General Contractor Civil, Landscaping

Landscaping LLC

E

Civil, Landscaping, Plumbing, Fire Protection

Media Resources Carp Architectural

Media Resources Carporation Frinter

Rare Industries Mechanical

+ Eugene Thompson Engineer

Te% Architectural o
Screen 2.8

If you invite a registered member to be part of your external contact list then that
person will receive an emalil telling them that you invited them. If you invite a person that is
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not registered then that person will have to register.

Lastly, Contact Lists You Belong To, screen 2.8, is a cross reference to which
companies are using you on their external contact list. The disjoin option, under the Control
selection heading, will allow you to remove yourself from their list.

Contact Lists You Belong To

Phone Control
Architects Incorporated .
trivon_are hitectsincorporatedi@makemetheking. ¢ om 9375557898 doln
ABC Architects, Inc. (937)214-2129  disisin

trivos_trivios b sine sssofutionsimakemethe iing. com

Screen 2.8

2.3 Project Creation

Click Manage Projects, screen 2.1, from the main screen as outlined in section 2.1.
When you are authorized to create projects you will see the heading Create Projects (screen
2.9); now allowing you to do so. The list, shown beneath the Mange Projects heading (none
shown), identifies projects you have created and projects that you are a party to.

s Manage Projects
#y Create Project [% et

Screen 2.9

When you select the Create Project option (screen 2.9) you will enter the name of the
project as shown in screen 2.10. This name will be displayed to the general public, if the
private option (by default) is not checked, and is used in the search criteria to locate it for
printing.

‘= Name your new Project

Your project name should be meaningful, as hidders may be searching for
it.

by Test Froject

Screen 2.10

Once you select the Accept button the name of the project created will appear in the
list shown in screen 2.11 as well as all the other projects you are a part of.

# Manage Projects

By Create Project e
i My Test Project Enter Ejec’t
*i, test Enter Phaject

Screen 2.11

The icon shown in screen 2.12 will switch you between active and archived projects.
This icon will not appear until you have archived a project. Archived projects are outlined in
section 3.2.1.3 of this manual.
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% This list of contacts will be used to deterr
2 rojepd

projects, folders and files.
e Switch between Archived projects and Active projects, |

\JUIIII!(IIII LIIII!IUI'G'G-T.‘

“ra

Screen 2.12
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3 The File Cabinet

After clicking Enter Project, shown in screen 2.11, located at the right side of any
project name, you will enter the file cabinet of that project. On the right pane you will see the
Project Details and the project tabs as shown in screen 3.0. All users will see the tabs,
however the information displayed under the tabs depends on the project permissions, as
outlined in section 3.1, given to the person logged in. In the left pane you will see the folders
and files listed for the project entered as shown in screen 3.0.

# My Test Project # Project Details
v I J
Gl PRIEER Imfo lzzue Project Modifications COrder Histarny Froject Histony
£Y Display Lock: On
B2 | Architectursl 0% Created by Ralph O'Meil on 08/25/2011 09:27:31
Screen 3.0

3.1 Permissions

Permissioning is an important concept when controlling your projects. Just as you
have internal controls as to who can work on drawing files; this software has the same
controls as to who can upload, modify, select issue dates, add addenda’s, reply to RFI's, add
proposal requests, add change orders, send emails and notifications, delete, create and add
to the project folders and print files. In the screen 3.1, Ralph O’Neil is shown because he is
the one that created this project. Also note that by selecting the drop down (Add
permissioning exception) shown in screen 3.2, you will get a list of your company employees
and all your external (hon-company) contacts. Note that in the drop down that Ralph O’Neil is
not listed, this is because he has already been added (by default — he created the project) to
the project.

Project Permissions About
Name f_g v
‘_I:_& (ralplﬁ:i!fillr:@lejﬂﬁir!mmj @ @
— Add Permissioning Exveption — =
Screen 3.1

The instructions on permissions are universal and apply to every aspect of any single
project including its folders and files. There are five levels of control, they are; (1) Project
Captain, (2) Folder Captain, (3) Folder Worker, (4) File Captain and (5) File Worker.

The types of permissions available are based on the level of each individual. For
example, as the Project Creator you are already granted (1) Project Captain rights. You
cannot remove yourself from the project; however a different user with (1) Project Captain
rights can; so it is very important to only give permissions to trusted individuals. When you are
giving permissions within the project (under the Manage Project button), you will only be able
to assign the (1) Project Captain(s) and (2) Folder Captain(s). In screen 3.2 we added John
Henry as the (2) Folder Captain. Note that once we assigned John Henry, then selected the
drop down, his name does not appear in the list anymore. This is because John Henry was
given universal access rights to all the folders within the project selected. If you wanted John
Henry to create additional folders within this project then he would have to have (1) Project
Captain permissions. Selecting the red X next to the name will remove this individual from
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project control as shown in screen 3.2.
Aot

Project Permissions

Name ilf s
i Ralph O'Meil .
o (ralphoneili@aoh. r.com) 8 s
9 John Henry ®
o fjohin.henne@trivo. net) C

I — &dd Permissioning Exception — ;I
— Add Permiszsioning Exception —

Employees
Tom Deluise tom.deluize@trivan net)

Mary Hopps [mary hopps@trivos . net]
Mick "Wright [Rick&trivon.net)

iduct Map | Send Feed Exrernal Contacts
Marco Flint [marco Hint@trivos net)

0.0434 seconds. Wilson Fisk [wilzon fisk&trivon net)

Screen 3.2

When selecting any folder in a project, by clicking on it, you will note that within the
folder selected, every person selected within the Project Permissions, as shown in screen 3.2,
will be displayed in the Folder Permissions shown in screen 3.3. These people will be

displayed in all folders created.
Folder Permissions Abaut

Name
f:03 Ralph O'Meil ‘Eu
fralphoneili@woh. rr.com)

L John Henry
o (john.henneEtrivo:s net) 4

I — &dd Permizsioning Exception — ;I

Screen 3.3

To add additional people to work on the files within the folder just select the drop down
and choose those individuals that will be working on this project. In screen 3.4 we added

Mary Hopps and selected her to be a (3) Folder Worker.
About

Folder Permissions

Hame
f:03 Ralph O'Meil ‘Eu
fralphoneili@oh. rr.com)
John Henry
4

E

(john.henneiEtrivoes net)

Mary Hopps B e &
tmany.hoppsi@trivos.net) k
I — 2dd Permizsioning Exception — =] Folder Worker

Screen 3.4

E
L

;
t

This means that she has the permissions to work on all the files within the selected

folder.
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Keep in mind, as we have illustrated, that permissions are hierarchal in that whatever
permissions are given at the project level are also given at the folder and file levels. And
whatever permissions are given at the folder level is also given at the file level.

As an example you may create a folder and have an external contact, from an outside
firm, control only this folder by making that person a (2) Folder Captain.

Shown in screen 3.5 are the 5 icons used for the different permissions given within any
given project.

-

(1 (2) (3) 4) (5)

Screen 3.5

(1) Project Captain: Giving a person these permissions will give them ultimate control
of the project. Assigned only at the Manage Project level, a (1) Project Captain can modify
project data, options and permissions, view order history, send addendums, RFI’s, Proposal
Requests, Change Orders, emails and organize the folder/file structure. By extension the (1)
Project Captain is also considered a (2) Folder Captain and (4) File Captain of every folder
and file in the project.

(2) Folder Captain: Assigned at the Manage Project or Folder level, a (2) Folder
Captain can upload files, modify the folder name and permissions, delete the folder and
organize the file structure within that folder. By extension the (2) Folder Captain is also
considered a (4) File Captain of every file in the folder.

(3) Folder Worker: Assigned at the Folder level, a (3) Folder Worker can upload files
into that specific folder. By extension the (3) Folder Worker is also considered a (4) File
Captain for every file within the folder.

(4) File Captain: Assigned at the Folder level or at the individual File level, a (4) File
Captain can rename, delete, change options and permissions, view an order history, modify
addendums, and preview the file.

(5) File Worker: Assigned at the Folder level or at the individual File level, a (5) File
Worker can preview the file and modify addendums.

3.2 Project Details

To manage any detail of a project just select the Enter Project located at the far right
side of the project name as shown in screen 3.6.

# Manage Projects

&y Create Project oy
-k My Test Project Entergnject
}ﬂ]—' == Entartyoject

Screen 3.6

The details of the project selected will display on the right pane as shown in screen 3.7.
Clicking on any other file or folder within the given project selected will clear this pane and
bring up the details of the folder or file selected.
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#a Project Details

Irfo Issue Project Modifications | Order History | Project Histony

Created by Balph OTeil on 08/25/2011 09:27:31

Screen 3.7

You can get back to the Project Details pane whenever you are within a folder or file by
selecting the button entitled Manage Project as shown in screen 3.8.

‘ Manage Project B Correspondence

#a My Test Project

|1 Create Folder
€5 Display Lock On

Screen 3.8

3.2.1 Info Tab

The Info tab is the default tab when selecting the Manage Project button as shown in
screen 3.8. The Info tab headings are; Data, Options, Control and Project Permissions.

#a Project Details

Irfa Izsue Project Modifications | Order History | Project Histony

Screen 3.9

3.2.1.1 Data

The fields under the Data heading, screen 3.10, are fairly straightforward and exist to
give potential bidders information about your project. Filling in all fields will help the bidder
make better decisions.
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Data

Froject Mame
Froject Description
Froject Size
LocationdAddress
City, State fip
County

Company

Frincipal In Charge

Bids Due

Completion Date
Froject Drawing Size
Specification Size

Search Keywords

about B

My Test Project
MRALC - Hew Building Location
413 MB
RE7 Conaress Park Drive
Draptan, Ohio 45453
b ortgarmen
Media Resources Corporation
| Rialph O'Nei =
03/22/2011 3:27 am

10/27/2012
[24436 =l
[ 85511 =
MRC
Screen 3.10

The Bids Due field will determine how your project shows up in the Project Browser. If
the current date is past the given date, it will display as "Bidding Closed".

If your project is public, entering any Search Keywords will help potential bidders find
your project. Keywords should be separated by spaces or commas.

3.2.1.2 Options

The Options heading, shown in screen 3.11, controls the output of your files to the
general and/or private audience. It is important to understand each option and the results of
checking or un-checking those options.

Options

<7

. Exemptions
Private
Fasscode:

<l

aaaaanaananan

About B

Cinly allow complete folders to be ordered
Only allow complete sets to be ordered

3+ uptawn39

Froject has been awarded

Hide Contractors/Sub Contractars

Hide Farties Involved

Disable downloading all files in Addendum folders

Disable downloading all files in Proposal Request folders
Disable downloading all files in Change Order folders
Enable "Preview" Link= on all files in Drawing and Spec folders
Enable "Preview" Links on all files in Shop Drawing folders
Disable watermark on "quick preview" files

Prevent the Print House from maodifying this project

Screen 3.11

Only allow complete folders to be ordered - By selecting this option, bidders will be

forced to order all the files within any given folder(s) of their choice. If checked the
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Exemptions option will display, that option is the same as outlined in the next paragraph as if
complete sets were checked. The checked box will toggle between complete folders and
complete sets. If one is checked, and you check the box of the other, it will uncheck it.

Only allow complete sets to be ordered - By selecting this option, bidders will be forced
to order complete sets of drawing and specs of every checked file in your project. If you
select this option it would be wise to let the print house know so they can display a price on
full sets that are ordered; so when a customer orders prints that price will be displayed for
them in the Project Browser. When this option is checked you will have the option to allow
partial sets, (exemptions from full sets), to be ordered for certain registered users. By
selecting the Exemptions option, the following screen 3.12, will display. With this option you
can allow any company to order any displayed file they want to. At this point you can search
or enter a person’s email address or select a user from those that have already ordered or
opted into the email list. In screen 3.12 an individuals name was entered from a company
which placed that company, Media Resources Corp, on the exemption list. The options to
exempt any company employee or any external contact that is part of this project should be
checked if you wish to print partial sets. By checking the exemption boxes will alleviate the
need to put your company in the exemption list. The checked box will toggle between
complete folders and complete sets. If one is checked, and you check the box of the other, it
will uncheck it.

= Full Set Exemptions

By exermpting users, they can order any file they wish, thus ignoring any "farce arder” options.

¥ Exermnpt any Cornpany Employee

[T Exernpt any External Contact

Exempt Others: ﬁ
Ordering Users :“ Media Resources Corparation B

Ooi-in sers

=
| Exempt User |

Screen 3.12

Private and Passcode - This option makes your project Private (default), and only the
customers who know the passcode will be allowed to place orders. When giving the
passcode to a potential bidder, be sure to include the digits in the first box as it is your project
identification number. The second field should contain a keyword or phrase (Alpha/Numeric —
up to 32 characters) that you will hand out to them as well. See screen 0.19 under the Quick
Start Guide section of this manual.

If you are still working on the files, and the project is not yet complete for the general
public, it would be wise to keep the project as Private until such time as you are ready to
release the files for printing. Having an empty passcode will make this project inaccessible
from displaying in the Browser. As a project member you can still have the files printed by
clicking the Order Prints button from the Project Manager as shown in screen 3.13.
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" Order Prints “' Manage Project & Correspondence

3
#a My Test Project

Screen 3.13

Project has been awarded - By selecting this option any user bringing up the Project
Browser of this project will see displayed that this project has been awarded. You should note
that in the Control heading that there is an option to Configure Awarded Bidder(s). If you want
people to know who the awarded bidders are you should fill in the information and make sure
the option to Hide Contractors/Sub Contractors is not checked.

Hide Contractors/Sub-Contractors — This option, if checked, will not display any parties
involved in the bidding and construction of the project. If this option is not checked then it
would be wise to select the Configure Awarded Bidders in the Control heading and enter the
contractors.

Hide Parties Involved - This option, if checked, will not display any parties involved in
the creation of this project. If this option is not checked then it would be wise to select the
Configure Parties Involved in the Control heading and enter the parties.

Disable downloading all files in Addendum folders - By default all files in the Addendum
folders, as shown in screen 3.14, will be available for download. Use this option to disable

downloading. The Addendum folders consist of 8-1/2"x11" files that are usually snippets of
larger prints and/or specification sheets. In all cases these files are either PDF’s or Doc'’s,
and printable at most contractors and sub-contractors offices. An Addendum folder will
automatically be created when any given folder within a project is issued at 100%. Once the
Addendum is issued those files within the Addenda cannot be replaced, and the folder will no
longer be able to be renamed. When a file within a folder is issued a new sequential
numbered folder will be created. Addendum numbers are sequential and cannot be modified.

EHY] | Addendums
- B
o VB 1 addendum 1 1

Screen 3.14

Disable downloading all files in Proposal Request folders - By default all files in the
Proposal Request folders, as shown in screen 3.15, will be available for download. Use this
option to disable downloading. The Proposal Request folders consist of 8-1/2"x11” files that
are usually snippets of larger prints and/or specification sheets. In all cases these files are
either PDF’s or Doc’s, and printable at most contractors and sub-contractors offices. A
Proposal Request folder will automatically be created when a project is awarded. Once the
Proposal Request is issued those files within the Proposal Request cannot be replaced, and
the folder will no longer be able to be renamed. Files, that have as yet to be issued, will
display to the right of the file name with a blue in color number and a red flag next to it. This
indicates that the file is in a file (holding) tank until it is issued. Files within any file (holding)
tank can be replaced at any time until they are issued. When a file within a folder is issued a
new sequential numbered folder will be created and the red flag will disappear. Only one
Proposal Request folder can be active at any given time, it must be issued before a new one
can be created. Keep in mind that you can prepare multiple Proposal Requests and send all
of them out by email at the same time. The Proposal Request Folders will not display unless
the Project has been awarded option is checked.

Disable downloading all files in Change Order folders - By default all files in the
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Change Order folders, as shown in screen 3.15, will be available for download. Use this
option to disable downloading. The Change Order folders consist of 8-1/2"x11” files that are
usually snippets of larger prints and/or specification sheets. In all cases these files are either
PDF’s or Doc’s, and printable at most contractors and sub-contractors offices. A Change
Order folder will automatically be created when a project is awarded. Once the Change Order
is issued those files, marked with a green number and red flag next to it, within the Change
Order cannot be replaced, and the folder will no longer be able to be renamed. When a file
within a folder is issued a new sequential numbered folder will be created. The Change Order
Folders will not display unless the Project has been awarded option is checked.

E |:| Propozal Reguest

El :| Change Order

Screen 3.15

Enable "Preview" Links on all files in Drawing and Spec folders - Enabling this option
will allow anyone to view a smaller sized version and/or a watermarked preview file. This
option only works for PDF files and to a lesser extent TIF files. Enabling this will allow anyone
to download the file, however it will be displayed at 150dpi, making it hard to read when
enlarged.

Enable "Preview" Links on all files in Shop Drawing folders - Enabling this option will
allow anyone to view a smaller sized version and/or a watermarked preview file. This option
only works for PDF files and to a lesser extent TIF files. Enabling this will allow anyone to
download the file, however it will be displayed at 150dpi, making it hard to read when
enlarged.

Disable watermark on “quick preview” files - This option will prevent the smaller
preview from having a watermark; however the full size previews will always have a
watermark.

Prevent the Print House from modifying this project - This option will prevent the Print
House from modifying your files. This is usually checked unless you feel you require
assistance from the Print House.

3.2.1.3 Control

The Control heading, shown in screen 3.16, requires input data to give information
about a project to your potential bidders.

Control About B
i Configure Parties Invalved

¥ Configure Awarded Bidder(s)
o 2 chive Project

Screen 3.16

By selecting the Configure Parties Involved link, as shown in screen 3.16, you will be
able to add all the parties involved in the project. This list will be public to all potential
bidders. Checking the Hide Parties Involved option will prevent this list from being displayed.
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Parties Invelved

Parties Involved New Party
Bidders Tyoe and Comaany Mame aE meguird.
Tpe Type (Contractar, sub, etc) Search... D
Contact | Company Mame higin Contact Mame Phone Clear
Location |Street City =T | zip

Screen 3.17

By selecting the Configure Awarded Bidders link, as shown in screen 3.16, you will be
able to add as many awardees as you wish (contractors, sub contractors, etc). The list of
bidders will display under the Bidders as shown in screen 3.18 (no bidders shown). You will
be able to select from this list and the data will be entered into the New Awardees list. All you
will need to do is enter the Type of contractor. This list will be public to all viewing this project.
Checking Hide Contractors/Sub Contractors option will prevent this list from being public.

Awarded Bidders

Parties Involved Mew Awardes
Bidders Tyoe and Company MFme Fe eguied .
Tne Type (Contractor, sub, eto) Search... ra
Contact | Company Mame hiain Contact Mame Phione Clear
Location |Street City =T | |7ip
Screen 3.18

The Archive Project link, as shown in screen 3.16, will remove the project from your
current active projects list. By selecting this link you will be asked to confirm your request by
selecting the Accept or Cancel button as shown in screen 3.19.

%y Archive this Project?

This cannot be undone.

Cancel Accept

Screen 3.19

One thing you should note is that all the data of the project being archived will be
stored and available for retrieving at any given time. However, all the physical files will be
deleted permanently and cannot be restored. By selecting the Accept button you will be
asked if you would like to proceed to download the files by selecting the Yes or No button as
shown in screen 3.20.

®y Download Files?

Data and Structure will he kept, however the physical files will he deleted
from our server. Would you like to download your files before they are

deleted?

Screen 3.20
If you selected the Yes button then you will be prompted, as shown in screen 3.21, to
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download the files with this link option.

Project Archived. Download your file with this link. ]

Screen 3.21

To retrieve any archived projects data just select the icon shown in screen 3.22. This
icon will change to the Archived icon and display those projects.

projects, folders and files.
e Switch between Archived projects and Active projects,

f& This list of contacts will be used to detern
*roje
*ro

Screen 3.22

3.2.2 Issue Project Modifications Tab

# Project Details

Infa Izzue Praject Modifications Order History | Project Histony Email Users
Screen 3.23

The Issue Project Maodifications tab, screen 3.23, encompasses the Folders of drawing
files (consisting of drawings, specifications and shop drawings), Addenda, Proposal Requests
and Change Orders.

The Issue Project options organize the project modifications by informing participants
of any changes to the project. Once a modification is made the software requires that the
modification be issued in order for that change to take effect. Keep in mind that if a folder is
at 0% then all files that are uploaded will replace the existing file immediately.

The Drawing File folders, which are created by the project captain(s), require that at
least one folder(s) be issued up to 100% in order for the Addenda folder to be displayed and
take effect. Any files that replace an existing file within a folder beyond 1% will be placed into
a holding tank until that folder is issued. By rule, when issued, any file uploaded from the
holding tank will replace the current file when issued.

3.2.2.1 Issue Project Folders

The first step to issuing a projects file(s) involves Submittal (completed) Percentages
for the folders within any given project. Individual files within a folder cannot be separately
issued, only the folders that the files are located in can be issued. For most projects issuing
folders to 100% (default) will be the norm; however more complicated projects, such as
government work, sometime use Issue Dates (% completed). Files within a folder that have
not been issued (beyond 0%) will at all times be replaced without submitting an issue date.

Before issuing any folder an important concept to keep in mind is that files within
folders can be interchanged with each other before the folder(s) are issued beyond 0%. Once
a folder is issued, files cannot be drug into or from that folder. Also once a folder is issued the
drag and drop function within that folder is disabled and you will have to use the up/down
arrows to move any highlighted file. Folders themselves can only be moved by holding down
the control key and using the up/down arrows.

As an example, if your project is complete and ready for printing, you can create one
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folder and upload all the files into that folder. Then you can create all the folders necessary
and drag the appropriate files to the correct folders before issuing. Another important concept
to keep in mind is that the folders and files within them should be in the order as indicated on
the index sheet of your project. In other words, the first folder will more than likely be a folder
named Title Sheet with only the one file in it, to be followed by the civil folder, etc.

To issue any modification select the Manage Project button as shown in screen 3.24.

~“ Manage Project & Correspondence

N
#a My Test Project

]
-

Screen 3.24

Next select the Issue Project Modifications tab as shown in screen 3.25.

#a Project Details

Infa Is=ue Project Modifications Order Histony | Project Histony
Filter: [All] [Folders]
Screen 3.25

When the Issue Project Maodifications tab is selected screen 3.26 will display. To
submit any folder(s) use the checkbox next to each folder to include it in this issue, and then
enter the submittal percentage, which defaults to 100%, for each folder. This is shown in
screen 3.26. If all the folders are to be submitted select the Check All option and all the
folders will be checked with the 100% default percentage. At this time you can uncheck any
folder or change the issue percentage. When this is done, after making sure your date is
correct, you need only select the Issue Project Folders button and each selected folder, along
with all the files in the folder(s), will be issued. Once a folder reaches 100% then all
modifications to any of the files within the folder will now take on addendums. Also once any
one folder is issued to 100% the Addendum folder will be created automatically.

Issue Project Folders Abaut
Issue Date 09/14./2011 Chedd &l
L Title Sheet 1o [ 100 %
L il zo [ 100 %%
_ i Structural o W 100 %
L Architectural @ W 100 %
_ Plumbing zo [ 100 %%
. Mechanical o W 100 %
_u Electrical zo [ 100 %%
[T want to download the "ald” files. lzsue Project Folders |
Screen 3.26

Let's assume that this is a fast track project and the Civil drawings are complete and
the rest of the project is only half done (50%). The contractor wants to start the site work
immediately and needs the drawings printed. In this case you would enter 100% in the Civil
folder and 50% in the remaining folders (assuming the remainders of the AEC files within the
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folders are half done) as shown in screen 3.27. Any changes to any of the files within any
folder that has an issue percentage would then be placed in a file tank (section 3.5.5) until the
folder is issued with a new higher percentage and date. Only the folders that are checked will
be issued. Selecting the Issue Project Folders button, screen 3.26, will issue the percentages
indicated in screen 3.27.

L Title Sheet tn [ B0 %

L Civil @ WO 1000 %

L Structural @ W B0 %

L Architectural o WO B0 %
Screen 3.27

Once you submit a folder the percentage will then display to the right of the folder
name, in the left pane, under the project heading as shown in screen 3.28. Also note that the
Addenda folder was also created because one of the folders was issued at the 100%
submittal percentage and any files replaced within that folder will now take on addendums.

#a My Test Project #s Project
|y Create Folder e |
= ZSe
&% Display Lock: On °
2 Created by |
= [ Title Sheet 0% o
- [V T Title Sheet ata
] [ Civi 1000 % Praject Marr
- VB 1 Site Layout -
C2 LUtilty Plan & Specs |5u|:umitta| F‘er.centag,af

Screen 3.28

As work progresses, files (working drawings) are updated and eventually replaced. It
is assumed that the original file creation name has not changed within your system. This
software looks at the original name to know what file(s) it is replacing. If you change the
original name of the file then this software will think it is a new file, thus defeating the intent of
project control. However, if you do change the original file name you will have the option to
replace this file with the original by selecting the file and then, under the Options heading in
the right pane, select the, this file should have replaced... option. When a file is replaced the
following is displayed as shown in screen 3.29. Note that the file we are uploading into the
Architectural Folder is at 50% and that this file will go into the file tank until the folder is issued
beyond 50%. Another important issue to keep in mind is that you can only upload multiple
files into any one folder at any given time.

_, Uploading into Architectural

Lploaded files will go into the file tank, and theywill not be released until you issue this folder past 50%.

&, B8] A3-Roof Plan.pdf

File Mumber & Mame A3 F oof Plan

Screen 3.29

Once all the files have been uploaded you will note, as seen in screen 3.30, that next
to each file there is a red flag that indicates that this updated file is in the file tank and will be
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released with the next submittal percentage. You should also note that there are a total of 11
files that have been updated in this project that are in the file tank. Screen 3.30 is accessed
from the Manage Project button, screen 3.24, and located under the Info tab.

§ Created by Ralph O'Meil on 08/252011 09:27:31
E" L Title Sheet 50% There are 11 files for the project in the file tank.
~[W]B] T0 Title Sheet *
[—] | Cinil 100% DﬂTﬂ
W8] ¢1 Site Layout ) .
€2 Ltity Plan & Spece Froject Marme My Test Project
=] [} Structural e Project Description MRAC - New Building Locatior
(718 =1 Foundation Flan Project Size 4.11 MB
’ =2 Floor Plan * Locationf&ddress 587 Congress Park Drive
~[v]B] 53 Framing Plan J}S B (Err EF v cu eeen
[?]. | Architectural 5,:,‘4 File in tank will be released with next submittal percentage |

Screen 3.30

As construction work progresses so does the work on the drawing files. As was
mentioned previously any uploaded updates to the files will be placed in the file tank until the
next issue and/or addendum date. In this example we will be issuing an increased
percentage completion on some of the folders. When selecting the Issue Project
Modifications tab, you will note, as shown in screen 3.31, the Project Modification History
heading shows the previous project upload. It also shows the current folder(s) percentages in
black and the red displays the percentage it increased by.

Project Modification History OpeniClose All

Filter: [All] [Folders] [Addenda] [Froposals] [Change Orders]

09/14/°2011 - Folders Details
_y Title Sheet - 50% 50 %
Ly Ciwil - 100% + 100 %
oy Structural - S0% + 50 %
oy Architectural - 0% + 50 %
.y Plurnbing - 50% « s0 %
_y Mechanical - 50% r 50 %

_y Electrical - 50% « s0 %

Screen 3.31

If you recall there are 11 files in the file tank that will be replacing the existing files.
Please note that if you added a new file to any folder, previously issued, then that file would
be in the file tank until the folder was issued again with a new issue date and a greater issue
percentage. Shown in screen 3.32 are the folders that have files in the tank. Notice the
numbers next to the checked box. The first number indicates the number of files in the folder
and the second number indicates the number of files in the tank. In screen 3.32, note that the
Architectural folder has 3 files in it and there are 2 of those files that will be replaced when the
folder is issued.
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Issue Project Folders About

Issue Date 09M14/2011 Ched &l
L Title Sheet 1 100 %
. structural w100 %
L Architectural ar w100 %
i Plumbing w100 %
i Mechanical e W 1000 %
. Electrical W 100 %
¥ |want to download the "old” files. Issue Project Folders |
Screen 3.32

You should also note that the Civil folder is not displayed as shown in screen 3.32, this
is because the folder has already been issued at 100%; And once it is issued at 100% any
files that are replaced will take on addendums or change orders. Other than fast track
projects most other projects will be completely submitted at 100% and sent out for bids. Itis
during the bidding process that most of the addendums are created. Section 3.2.2.2 deals
with addendums but before we discuss addendums we will complete all the folders to 100%.

You will note that whenever you issue a folder or an addendum that you can download
the current status of the replaced files by checking the box indicated as 1 want to download
the “old files”. This will create a zip file for you to download onto your system. The print
house does not keep a history of the old files beyond 48 hours. If you checked the download
box the following screen will display as shown in screen 3.33.

: !

Project Issued. Download your zip file with this link.

Screen 3.33

If you do not wish to download the replaced files at this time you will be able to access
the link in the Issue Project Madifications tab, as shown in screen 3.34. You will have 48
hours to download this zip file.

#a Project Details

Infa ls=sue Project Modifications Order Historny Froject Histony
Filter: [All] [History]
Project Modification History Open/Clase Al

Filter: [All] [Faolders] [Addenda] [Froposals] [Change Orders]

09142011 - Folders - Download Replaced Files Details

by

09142011 - Folders Details

Screen 3.34

3.2.2.2 Issue Addendum (files)

Now that all the folders have been issued to 100% any additional uploads of files will
have an addendum attached to them. As was previously mentioned you can only upload files
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into one folder at a time. In order to upload multiple files, the ones that are modified, into the
Architectural folder, select and highlight the Architectural folder in the left pane and then select
the Upload Files into Architectural link or select the Upload tab in the right pane, as shown in
screen 3.35. By selecting the Add button on the Java Applet, you will bring up your browser
to select the files you want to replace or add.

# My Test Project Architectural

Create Folder | & Upload Files into Architectural

P Infe | Upload
&% Display Lock: On
=l No_ | File [ sire aod
B | v 100%
B[] | Structural 100%
- | Architectural 100%
Screen 3.35

In screen 3.36 we will be replacing all 3 of the files (only showing one) in the
Architectural folder. You will note that this will be addendum 1 and that the files will be placed
in the file tank until this addendum is submitted. Also note that you can place a comment into
each of the 3 files as to what has been modified on the drawing in the Comment field.

Uploaded File Processing Auto Process Files |

Uploading into Architectural

Uploaded files will ga inta the file tank, and they will not be released until you issue Addendum 1

%7 8] Al1-Foundation plan.pdf
File Mumber & Mame Al A1-Foundation plan
Comment Relocated Util ity Room to East Side of Fuilding. e

Type & Addendurm

Screen 3.36

The comments entered for each file will be listed on the emails sent out for all
addendums. If you do not place a comment on the files that are being uploaded, before
submittal, you will still be able to insert any comments by selecting the file in the left pane as
shown in screen 3.40.

El | Architectursl 100 %

- ~[¥]B] A1 Foundation plan 9

~[v]@] £2 Floor Plan [% *

“[]B] 43 Roof Plan 71
Screen 3.37

Then select the Maodifications tab in the right pane, shown in screen 3.38, and add or
edit your comments by selecting the Append link. Once the Addendum is issued, these
comments cannot be changed, and any files in the tank will be released for public viewing.
The file tank is explained more in section 3.5.5. Also note that you can delete this file before
issuing the addendum by selecting the Delete Modification link. If this file was meant to be a
Change Order, or vice versa, you can do this by selecting the Switch to Change Order link as
shown on screen 3.38.
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A1 Foundation plan

Infa Modifications File History | Order Historny

Swgitch to Change Order, Delete Modification, Append
1 Relocated Utility Hoom to East Side of Building.

Screen 3.38

You should also note that we added a new file, A4, to the Architectural folder as shown
in screen 3.39. You will know that this is a new file because in the upper left corner the icon
displays a new sheet with a plus sign on it. Hovering over it will also indicate that this is a
new drawing.

R A4 Elevator Pit.pdf
: - he A4 Elevator Pi x
File Recognition: Mew File
Zomment  Added Elewator o Usil ity Room P

Type & Addendum

Screen 3.39

Even though it is a new drawing it is also considered an addendum and will be placed
in the file tank until the addendum is submitted. You will note, in screen 3.40, that the files
that were uploaded now show a red flag with the addendum number 1 next to it. Also note
that the new file, A4, is at half-tone and turned off (unchecked). This is because it is part of
addendum 1 and will not be accessible until addendum 1 is issued.

& My Test Project A1 Foundation plan
i Create Folder 4 Upload Files into Architectural — S -
= g, Display Lock: On Irfi modifications File Histony Order Histany
ES .
5 Created by Halph OTeil on 05£25/2011 09:35:12
E A new versian of this file exists in the file tank.
BHw] | | Title Shest 100% ‘fou can preview the tanked version.
Ciil S fou can delete the tanked version.
- L Structural 100% D
E Lo Architectural 100% ata
: A1 Foundztion plan £ File Mame Foundation plan
~[#]B] &2 Floor Plan J% e .
, A% Rooi Plan 7lFiIe in kank, will be released with next addendum issued |
i Original File Mame AT-Foundation plan. pdf
Screen 3.40

The next step would be to add the addendum file (in 8.5x11 PDF or DOC format) to the
Addendum 1 folder. To do this select folder 1 as shown in screen 3.41 and upload the file as
previously outlined.

# My Test Project = 1
1 Create Folder | Upload Files into 1
& . Infa Uplo=d
€% Display Lock: On
' M.
Screen 3.41

When you are finished uploading the file will be displayed under the Addendum 1 folder
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as shown in screen 3.42. As a precaution, if you do not place a file in this folder and you
proceed to issue the addendum you will be warned of such but still be able to proceed.

#& My Test Project B Addendum 1
Create Folder g Upload Files into 1
o . Irifia Modifications File Historny Order Histany
£ Display Lack: On

: Created by Balph O'Meil on 091452011 13:17:30

This file exists in the file tank.

Screen 3.42

Before any addendums are issued you have the choice to either issue the drawings
with the addendums or hold back the drawings until a later date. In other words the set of
drawings that are out for bids will remain in tack without any addendums on them. The only
addendums will be the ones submitted on the addendum documents and issued under the
Addenda folders. It is common practice to take snippets of drawings and attach them to the
addendum documents. Itis also assumed that the drawings will be updated with the
addendum change on it and that snippet will be cut and pasted on the addendum document.
It is also recommended that if you do not want to release the drawing files and replace them
that you still upload them so the addendum number will display for viewers to see. If you do
not do this then there will be no way to indicate what addendums have been attached to any
of the drawing files.

When the first addendum is ready to be issued you will have the one time option to
decide which way you want to go. This option is shown in screen 3.43. By checking the box
to Hold Addendum Files in Tank the drawing(s) will not replace the existing one(s) and will
remain in the tank with the addendum number attached to the file. If any file has addendum 1
attached to it and it is replaced after addendum 1 is issued then it will be replaced with the
addendum 2 file and the file will indicate both addendums 1 and 2.

#u Project Details

Izsue Project Modifications Order History | Project Histon
Filter: [All] [Addenda] [History]
Issue Addendum 1 Abourt

One-Time Only Option What is this?
[ Hold Addendurn Files in Tank

Screen 3.43

If you chose to hold back the drawing files, and issued addendum 1, then all
consecutive addendums will display the button, Release Held-Back Addendum Files, as
shown in screen 3.44. This option is usually chosen when all other sets are no longer binding
and construction sets are issued with all the addendums attached to all the drawings.
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#a Project Details
Issue Project Modifications Order History | Project Histon

[J Release Held-Back Addendum Files

Filter: [All] [Addenda] [History]

Issue Addendum 2 Abourt

Screen 3.44

Either way the next step would be to issue addendum 1. To do this, select the Manage
Project link (screen 3.24) from the left pane, and then select Issue Project Modifications from
the right pane as shown in screen 3.46. You will note that there are 5 files that will be a part
of addendum 1. Also note that if any information in the comment fields are blank you can fill
them in at this time. Remember that the comments you fill in will be shown on the email that
you send out, and that you can download the old files by checking the box in the lower left
corner. Also make note that when you fill in any comments that you must select the Issue
Addendum button or the comments will not be saved if you leave this screen. You can make
any comments permanent by selecting the file and then selecting the Maodification tab and
adding a comment by selecting the Append link. The next option, once you verify the issue
date, will be to select the Issue Addendum button in the lower right corner. In almost all cases
there should be a modified file attached to the addendum folder. If for any reason a file is not
attached then you will be warned of such even though you will still be able to issue the
addendum as shown in screen 3.45. If there is no file in the folder the folder will be deleted.

Issue Addendum 2 About

Warning: The Addenda 2 folder is empty.
Screen 3.45

s Project Details

Infi I==sue Project Modification=s Order Histony Project Histonys

Filter: [All]] [Addenda] [History]

Issue Addendum 1 Abot
Addendum Date 03/14/2011
Addendum 1

Added Elewvator Pit to Ucility Room. F

&1 Foundation plan

Relocated Utility FRoom to East 3ide of Building. =
A2 Floor Plan

Relocated Utility Room to East S3ide of Building. =
A3 Roof Plan

Added Roof Zection Abowve Elewvator. F
B &4  Elevator Pit
Added Elewvator to Utility Room. =

Dnce lssued, these comments can ho Jonger be changed, and any old
files are deleted from owr system.

W |want to download the "old" files. |zsue Addendum |

Screen 3.46
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Once you select the Issue Addendum button the files will be replaced and accessible to
the general public. After issuing, shown in screen 3.46, note that the red flags are removed
and the addendum 1 is displayed to the right of the files. This also enabled sheet A4 to be

displayed. At the same time the first addendum was issued a folder was created for
addendum 2 as shown in screen 3.47.

EH¥] || Addenda
I -
~[] B Addendum 1

f[w] | | Title Sheet

o 00 %
FHw] | civl 100%
=-v] Structural 100 %
=] || Architecturs) 100 %

[¥]B] a1 Foundstion plan
[¥]B] &2 Floor Plan
[¥]B] &3 Roof Plan
~[V]B] A4 Elevator Pi

Screen 3.47

3.2.2.3 Issue Project RFI's (Request For Information)

Once the bids are in and the project has been awarded the RFI’'s (Request for
Information) come into play. To award the contract you will first have to select the Manage

Project button and then from the Option heading select the box; Project has been awarded,
by checking it, as shown in screen 3.48

Options About E

[T Only allow complete folders to be ordered

[T Only allow complete sets to be ordered
W Private

Fasscode: /B uptownid
¥ Froject has been awarded
I_[%'ﬁde Contractors/Sub Contractors

Screen 3.48

The next step would be to select the awarded bidders. Again, from the Manage Project

button, and then from the Control heading, select the Configure Awarded Bidder(s) link as
shown in screen 3.49.

Control Akt =

H Configure Parties Imimlved
¥ Configure Awarded Bidder(s)
S Achive Froject

Screen 3.49

This will get you to a screen to enter the awarded bidders. In almost all cases the
bidders will be listed on the left side of the screen, under the Parties Involved and Bidders

heading as shown in screen 3.50. This list would consist of all parties that have ordered
prints or opted-in.
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(=]

Awarded Bidders

Parties Involved New Awardee
Bidders k
Media Resources Corporation

Screen 3.50

If any party did not order prints you would then have to input or select their email
address to get them listed. However any party that is selected must be registered. To input
Email addresses select the blue down arrow to the right of the New Awardee as shown in
screen 3.50. And then enter the Email address of a registered user or select the search

button, either way you will have to click on the search button as shown in screen 3.51 to load
the awardee.

wilzon fizk @hivos. ne

Phione Clear search by Full Email Address to autofill Form,

Screen 3.51

Once selected screen 3.52 will display with the address and name in it. The only requirement
left would be to fill in the type of contractor and then select the Insert button.

|Hew Awardee [~]
Twpe and Company AiFme ae i,

. Tiypne General Contractor _-@- search... -
Contact  |Fisk General Contractors “wilsan Fisk 937-428-7631 Clear
Location 456 Any Street Dapton Ohi [45453] @

Screen 3.52

When the Insert button is selected the company will be displayed in your list of
awardees as shown in screen 3.53.

New Awardee
Tyoe and Comaany Maae 3e eguied.

Type Type (Contractor, sub, etc) search... F
Contaet  |Company Mame hain Contact Mame Phione Clear
Location |Street City =7 | Zip q
General Contractor - Fisk General Contractors

Wiilson Fisk- 937-428-T831 RF: [ “@_

456 Any Street Dayton Ohio 454549
Screen 3.53

You will note that to the right of the awardees name is an RFI box. If you allow RFI's
(Request for Information) from this company you will need to check it as shown in screen
3.54. The blue arrows will move this company up or down in the list of awardees.
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Idser Can Submit RFIs

Screen 3.54

Let's assume that the Architect and Contractor were discussing what it would cost for
the window treatment by making it colored. The Contractor would investigate the cost and
submit an RFI to the Architect. To do this, the Contractor would log into the site and select the
project from the Project Browser. When he does this there will be a RFI button on his site.
This is because the Architect has allowed him to submit RFI's as indicated in screen 3.54 by
checking the RFI box. In most cases the Architect will submit an RFI form for the Contractor
to fill in; in either case the Contractor will fill in or create a PDF or DOC file and attach it.

To generate the RFI, the Contractor would select the RFI button as shown in screen
3.55. When the right pane fills in he would then enter the Subject of the RFI and then select
his Browser to attach the file. And lastly he would select the Submit button. When this is
done it will send notification, by Email, that an RFI has been submitted to the Project Captain.

% Project Browser HomME

#u Project RFI's

RFI Foerm

Mo AFffom kas heen uploaded. Please conrtact the pmyect orginator. Oree you kaue the
fomg, il it owt ther sebrituplogd i viz the Wew AFMfom below.

Submit a New RFI

Subject: © Windaw Treatmen

File Attachment: *

|C:'\Du:u::uments and Settii Browse.. | m
FFMe gme intended for 8 222 1 docusrents only,

Frd the file size cannot he gregterthar WS,

Screen 3.55

When the information has been sent the Contractor will get a prompt indicating that his
request has been sent and assigned an RFI number as shown in screen 3.56

&
RFl accepted. Your request was assigned as RFI #1 W

Screen 3.56

The Architect will get an Email indicating that there is an RFI sent to him. By logging
into the project you will note that the RFI button is now yellow indicating that there is an RFI
that has not been viewed, and is ready to be downloaded as shown in screen 3.57.
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BACK TO THE PROJECT MANAGER

%" RFls

#a Project RFI's

3]

Upload RFI Form

General Contractors

§ Configure Awarded Bidder(s)
Ohrly permons on e awamed Aidders Vet aay subait AN,

Review RFls

Filter: | - &l - |

A 1] oarezo11 Window Treatment i &

Screen 3.57

To download the attachment, select the icon as shown in screen 3.58.

A [ 1] narsezo11 Window Treatment ™ &

%Dwnluad Aktachment |

Screen 3.58

If one or more RFI’'s have not been opened then the RFEI button will remain with a
yellow background. Once all the RFI's have been opened the RFEI button will turn blue (you
will have to refresh your screen if all RFI's were opened to see the color change). Also note
that the unread symbol has been removed as shown in screen 3.59.

# [ 1] agrama11 Window Treatment i &

by

Screen 3.59

The next step would to be to reply to contractor in regards to the RFI. To do this create
the PDF or DOC file and then select the Reply option as shown in screen 3.60.

' [ 1| aarama11 Window Treatment m—‘% &
Screen 3.60

When the Reply option is selected attach the file by selecting your browser. Once
attached select the Submit button as shown in screen 3.61.

[ 1] agreza11 Window Treatment i~ &
Reply %
|C:HD|:||::uments and Settil| Browse.. I q

Screen 3.61
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When the Submit button is selected you will receive a notice that the RFI has been
sent as shown in screen 3.62.

Reply to RFl 1 uploaded. User has been emailed. }

Screen 3.62

You will also note that the RFI reply option has changed indicating who sent it and
when as shown in screen 3.63.

Gy &

s

|Du:uwn|-:uau:| Reply from Ralph O'Meil (09/16/2011) |

Screen 3.63

The contractor will receive an Email indicating that the RFI has been responded too
and to log into the site to retrieve it. When the contractor logs in the RFI button will have a
yellow background indicating that there are messages unread. Once he reads them the RFL
button will retain its original blue background color.

Screen 3.64 and 3.65 show what the contractor will see when he logs onto the site in
reference to the RFI's.
& &K

|Dn:|wnln:|a|:| Criginal - Praject Capkain has Yiewed

Screen 3.64

@ &

|Du:uwn|u:uau:| Reply from Ralph O'Meil (09/16/2011) |

Screen 3.65

When the contractor reads the RFI the download reply will be displayed as shown in
screen 3.66.

My RFls

# [ 1] oarez011 Window Treatment G dX

Screen 3.66

3.2.2.4 Issue Project Proposal Requests

Proposal Requests are created and issued in similar manner as the Addendum folders
except for the fact that no drawing files can be created and submitted along with any Proposal
Request document. The files are considered as individual PDF or DOC files. Once any file
folder has been issued to 100% the system will create both the Proposal Request and
Change Order folders as shown in screen 3.67.
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mF] || Addenda

Screen 3.67

Most Proposal Requests created are simple documents asking the contractors to
submit information that will lead to change orders. This system allows you to have
documentation on-line for reference purposes only.

All Proposal Requests are generated in numerical order. By selecting the file you have
the option to change the name. This name can change anytime prior to issuing it. To
generate a Proposal Request you must select the folder and upload the file into it. Once
loaded you then go to the Correspondence button and submit the Proposal Request in like
manner as previously outlined in submitting Addendums (section 3.2.2.2).

3.2.2.5 Issue Project Change Order

Change Orders are created and issued in similar manner as the Addendum folders.
Once any file folder has been issued to 100% the system will create both the Proposal
Request and Change Order folders as shown in screen 3.67.

All Change Orders are generated in numerical order. By selecting the file you have the
option to change the name. This name can change anytime prior to issuing it. To generate a
Change Order you must select the folder and upload the file into it. Once loaded you then go
to the Correspondence button and submit the Change Order in like manner as previously
outlined in submitting Addendums (section 3.2.2.2).

When replacing a file with you will have the option to select whether the file is an
Addendum or a Change Order as shown in screen 3.68.

Uploaded File Processing Auto Process Files |

Uploading into Civil

Uploaded files will go into the file tank, and they will not he released until yvou issue Change Order 1 or Addendum 3

%/ B8] C-1 Site Plan.pdf

File Number & Mame |01 i L x

COmment Medified Tree Types )

Type ¢ Addendum & Chanoge Qrder

Process Files |

Screen 3.68

As a Change Order the file will display a green number with a red flag next to it as
shown in screen 3.69. Once issued, the flag will go away, but the number will remain green.

B [ civi o
Z1  Site Layout -
C2 Lkility Plan & Specs

Screen 3.69
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3.2.2.6 Issue Project Modification Tab

Once the files of a project have been issued, either from a Folder or as an Addendum,
Proposal Request or Change Order, the software will create a Project Modification History link
as shown in screen 3.70. This is accessed from the Manage Project button and then
selecting the Issue Project Modifications tab.

This informational pane lists all issue dates of Folders, Addendums, Proposals
Requests and Change Orders that have been released. If an email is sent that involves any
issue it will be listed here. The emails are explained in more detail in section 3.2.4. In screen
3.70 the details of Addendum 1 are shown open and displayed by selecting the Details link
next to Addendum 1.

#a Project Details

Info | lssue Project Modifications | Order History | Froject History

Filter: [All] [History]
Project Modification History OpeniClose Al
Filter: [All] [Folders] [Addenda] [Froposals] [Change Orders] =

09192011 - Change Order 1 Details
09172011 - Addendum 2 Detailz
09142011 - Addendum 1 D etails

_| Al Foundation plan - Relocated Utility Room to East Side of Building
| ALY Floor Plan - Relocated Utility Room to East Side of Building.

1 A3 Roof Plan - Added Roof Section Abowe Elevator,

| A4 Elevator Pit - Added Elevator to Utility Room.

Addendurn 1 - Added Elevator Pit to Utility Room.
| Email sent on 02152011 Details

=ent by Halph O'Teil

Comment: Addendum 1 has been issued. The files are ready for
wour reviews, The submittal date for bids has not changed. b

Sent To: Awarning aboutWeb Beacons

= Ralph O'Meil <ralphoneil # woh.rrocom=

& Media Resources Carporation <admin #¢ mresupplies.com>

& Jdohn Henry <john.henny 3¢ trivox. netx

o Mar Hoops <marv.hoops gt trives.net= ;I

Screen 3.70

3.2.2.7 Order History Tab

The Order History tab shows who have ordered at least one file from the project.
Shown in screen 3.71 we selected the filter to display the Engineers. We then selected the
drop down and checked the box next to the date to view what files were ordered on that
specified date. Doing this, the files that were ordered, shown in the left pane, will display with
a yellow background color.
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= My Test Project = Project Details

Ly Create Folder . P . .
Info Iszue Project Modifications Order Histary | Froject Histons

&% Display Lock: On
Bl | sddenda
+ Propossl Reguest COrder History Filter: All, Cont, Subs, Eng
-i. i
D Change Crder Please note that the project has already been awarded.
“Hwf ) Title Sheet 400 %
E , I i i Order Dates
L[]8 TO Tile Sheet .| Media Resources Corporation b
H{] || Civi 100% 094182011 W
]| | Structural 100%
=] L) Architectural 100%

A1 Foundation plan 1
A2 Floor Plan 1
&3 Roof Plan 1
A4 Elevator Fit 1

Screen 3.71

3.2.2.8 Project History Tab

The Project History tab shown in screen 3.72 will display information about the project
and the RFI's.

#a Project Details

Info | lssue Project Modifications | Order History | Praject History

Project History =
09142011 - File Deleted: Addendurn 1 by Halph O'Meil
091520111 - Falder Deleted: Architectural Specs by Ralph QM eil
09152011 - Folder Deleted: Window Treatment by Ralph O'Meil

RFI History =

091672011 - BRI T - Viewsd Reply - Wilson Fisk
09/16/2011 - RFI T - Replied - Ralph O'Neil
091162011 - RFH T - Wiewsd - Ralph O'Meil
091162011 - AR T - Stared - Wilson Fisk
Screen 3.72

3.2.3 Correspondence Button

The Correspondence button, shown in screen 3.73, is used to send the Notice of Issue
Releases, General Emails and Invitation to Bid to individuals involved with the project. A
history will be kept on all Emails sent from this application. That history is located in the
Correspondence History tab as shown in screen 3.73.

_“ Manage Project ll & Correspondence BACK TO THE PROJECT MANAGER

o My Test Project = Correspondence
Ly Create Faolder — c p i
= mal =ers arrespondence 1510
£ Display Lock: On ’ Y
Screen 3.73
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3.2.3.1 Email Users tab (Notification of Issue Release, General Emails and Invitation to Bid)

On the left side of the right pane is a list of every issued modification for this project.
Clicking the top listed box, as shown in screen 3.74, will automatically select every user in the
user list. Clicking on any other box will select none from the list. Clicking on any Notification
of Issue Release will include information about it when the Email is generated and sent. This
Email list is further defined as outlined in section 3.2.3.2 and section 3.2.3.3.

#u Correspondence

Emzil U=sers Caorrespondence Histony

L Type of Correspondence i Print Your User List

I Matifization of |ssue Releasze ;I I',.;.,” ;I Download

Issued Modifications User List Show: Email, Company, Hame

v Ald. 1 09.-"1.4.-'2011 ¥ Ralph ONeil E]

[ Folders 09.-.14.-2011 @ John Henry e

[~ Folders 09142011
[~ Mary Hopps 4
Screen 3.74

3.2.3.2 General Email List

To send a general informational Email just select the General Email dropdown option
as shown in screen 3.75. By doing this the User List will display for you to select to whom
you want to send this Email to.

. Type of Correspondence M Print Your User List
I General Email ;I IM ;I Download
Matification of lzsue Release \
Show: Email, Company, Hame
Inwitation To Bid
W Ralph OTell ®
 John Henry ®
[ Mary Hopps o
Screen 3.75

If you notice in screen 3.76, that Mary Hopps has opted out of receiving any Emails
pertaining to this project. If you want to send this person any additional information you need
only select the green circled check marked icon above the red circle icon, as shown in screen
3.77, to force this person into receiving continued correspondence.

User List Shove: Email, Company, Mame
v Ralph O'Meil =
¥ John Henry e
[~ Mary Hopps i\\?

|This user has opked ouk of receiving emails

Screen 3.76
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User List Show: Email, Comparny, Hame

v Ralph OMeil =
¥ John Henry <
I~ tary Hopps 5

|F|:urn:e this user ko Opk-in |

Screen 3.77

Whether sending a Notice of Issue Release, General Email or an Invitation to Bid to
individuals, you have the option to filter your selections, add additional Emails to your list and
input your comments as shown in screen 3.78. See section 3.2.3.3 for information on the
Email Wizard.

Select All, Hane, Employee, Contact, Bidders,
Eng, Can, S5ub, Others

Additional Emails:

“# Use the Email Wizard!

or enter addresses manually

Comment:

Screen 3.78

3.2.3.3 User & Email Wizard List

On the right side of the right pane, shown in screen 3.79, is a list of every user involved
with the project; whether a bidder, an employee, an invitee or any user who has “opted in” to
receive emails. How a user opts in is explained in section 4.2.

User List Show: Email, Company, Hame
v Ralph O'heil =
¥ John Henry ®
¥ Mary Hopps %

|F‘ermanently Cpk-out khis user |

Screen 3.79

Selecting a user will prompt the generated email to be sent to both them and their
secondary company email address.

You may permanently opt out a user if you feel they should no longer receive emails by
selecting the small red circle to the right of any user, shown in screen 3.79. A green circle
indicates that they have opted in, a red circle indicates that they have opted out, and a green
checkmark, if clicked, will force opted out users to opt back in. Hovering over any icon will
display its meaning.

Below the User List heading are selectors, as shown in screen 3.80. You can select all
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of the Engineers, Contractors, etc in this manner if you want the generated email to be
directed to a specific group of people from the User List. There is also a space to add
additional Emails by inputting them manually or by selecting the Email Wizard button which
includes your address book of commonly used Emails. Emails sent are transmitted
individually. None of your users will see anyone else’s email address.

Select All, Hone, Employee, Contact, Bidders,
Eng, Con, Sub, Others

Additional Emails:
seperade by Space, Comma, or Sesicolon

“# Use the Email Wizard!

or enter addresses manually

Screen 3.80

Selecting the Email Wizard option will display screen 3.81.

25 Additional Email Wizard

i Media Resources Corporation

Project —— e ——————————— —_——

M Micci@mrerepro.corm

W a@b.com

¥ company@email.com

W kristeng@mrcsupplies.com

W ralphi@mrcis.com

—— N ) . ] . 0
Add Group Drag and Drop emails from the right into groups on the Jeit to Jncude them! .
Add Email [ Add | Add checked to Additional Emails

Screen 3.81

The Email Wizard keeps records of commonly used additional emails addresses.
Persons who do not wish to register on the site and “opt-in” to the project can be added here
by the Project Captain.

This functionality is one of the few things that a Folder Captain (of any folder) can
access from the Correspondence button. It also allows them to see any correspondence from

the Correspondence History tab.

When you first load the Email Wizard, two groups already exist. The first one, “My
Company”, is a list of users that your company uses, shown in screen 3.82. This list will stay
with you (and the rest of the employees in your company) from project to project. The second
group, “Project”, is the Email list for this specific project.

Selecting the Project group will bring up the list of Emails within in. This list can be
added to by copying it from any other existing project group. When the Project group is
selected as shown in screen 3.82, you will be able to copy (transport) any other project group
to the active project by selecting the Transport button.
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L Additional Email Wizard

My Company

My Test Project
Check i | uncheck all | ] Remove checked | Copy checked | Transport

Screen 3.82

Project

When you select the Transport button, screen 3.83 will display giving you the option to
select the project from whom you wish to transport (copy) the Email list from. The entire list
will transport (copy) over. If you did not want the entire list you will be able to delete the
Emails you don’t want by selecting the red X to the right of the name(s).

+ Additional Email Wizard

My Company |Dayton Convention Center
Froleet i) oo Cancel

Transport will copy emails from a selected project to this project.

Any duplicate entries will fix themselves upon the next refresh.
Active Projects
# Interiors FF-E for New 16 Bed Inpatient Hospice Facility 23 emais
# Good Sam Hospital 17 emais
@ Builder Exchange Renovation 2s emais
# NCR Addition 34 emais
# Sycamore Rehab Center 1s emails
Archived Projects
Mo Archived Projects with Email Wizard Entries

Add Group *Drag and Drop emails from the right into groups on the left to include them!

Add Email: | Ada [l Add checked to Additional Emails

Screen 3.83

3.2.3.4 Sending an Email

Once you select to send a Notification of Issue Release, General Email or an Invitation
to Bid by Email, to the User List you have compiled, either from manually inputting Email
addresses of selecting them from the Email Wizard, you can fill in any additional comments
that will become part of the Email as shown is screen 3.84.

Comment:

Addendun 1 has been issued. The files are ready for
vour rewview. The submittal date for bids has not
changed.

Tracking: read thiz before uzing
¥ “Weh Beacon [ Read Receipt

' Preview Email B Send Email

Screen 3.84
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In the example we have been using, Addendum 1 was issued, however we now need
to send it out the people involved in the project, to do this, as shown in screen 3.74, select the
Addendum 1 box to select the people you will be sending the Email notification to. Once you
have selected the people you can preview the email by selecting the button entitled Preview
Email. This will generate a simulated email, as shown in screen 3.85, that you can view
before sending. There will also be displayed, below the preview, a list of all the people that
will receive this email. At this time you can send the email by selecting the Send Email button
or exit out of it. If you choose to exit out of this screen the information that was entered into
the comment field will be lost.

Information from Project My Test Project

I available, please select the "Downlogd Pictures”, "Display images” ar "Show Remote Coptent” option in your emall cliert.
Much ke 2 read recelpt, it will aliow us to Inform the prgject coordinator that you have read thely emall.

Thavk o,

Ralph O'Meil of Media Resources Corporation has sent you this email regarding My Test Project.

Addendum 1 has been issued. The files are ready for your review. The submittal date for bids has not changed.

Project Issue and Addendum Information
Addendurm 1 - Released on 08/14/2011

Architectural
Foundation plan pdfi - Refocated UL Room to East Side of Buiiding.
Floor Plan ¢pdn - Relocated Uity Room do East Side of Buliding.
Roof Plan cpdf - Added Roof Seclion Above Elavator.
Elevatar Pit (paf) - Added Elewvator to Uity Room.

Addendurn 1
Addendum 1 ¢gpdh Download - Added Eievator Fit to Uity Room.

VWarning, You must Jogin to dev mrcsupplies . com to use the download links presented in this email
* Descriptions and information in this emall are for comvenience only and are not 2 repiacement for the actual contents of the referenced files.
** The print honse and dev mresdppiies corm are not responsible for the accuracy of this data.

% To optout of emails related to this project, please unsubscripe or contact Ralph O'Well of Media Resonrces Corporation.
Thank you,
The Fower Seals Customer Service Team

Thursday, September 15, 2011
Thiz iz an automated message. Plesse do not reply to it

Screen 3.85

If you recall we issued all the folders to 100%, before submitting addendum 1. Sending
an Email will display the following information as shown in screen 3.86.
Project Issue and Addendum Information
Froject Issue Feleazed on 09/14/2011

Title Sheet issued to 100% (Up 50% fram 50%:)

Structural issued to 100% cup S0% from S0%)

Architectural issued to 100% rUp 50% from 50%)

Flumbing issued to 100% (Up 50% from S0%:

hechanical issued to 100% (Up 50% from S0%)

Electrical issued to 100% ¢Up 50% from S0%)

Screen 3.86
After sending the email, a record of it will be saved and can be viewed from the

Correspondence History tab, shown in screen 3.87, accessed from the Correspondence
button.
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& Correspondence

Email Users | Caorrespondence History
Correspondence History =

Omly Show: &8

= Email sent on 094152011 Details
= Ermail sent on 095152011 Details

Screen 3.87

Emails can be further categorized by selecting any of the icons next to the Only Show:
option. Hovering over any icon will display the particular group of Email. By selecting the

Details to the right of any Email will display the information that pertains to the Email selected
as shown in screen 3.88.

= Ernail zent on 095152011 Details
Type: Motification of Izzue Release

Tracking: Web Beacon inote)
Sent by: Ralph O'Nell

Comment: Addendurn 1 has been issued. The files are ready for your
reviews. The submittal date for bids has not changed.

Included information about:
09/14/2011 - Addendurn 1
Recipients:

o Ralph O'Heil =ralphoneil # woh.rooom:=

o Media Resources Carporation <admin 3¢ mrcsupplies.com>
o Jdohn Henrny <john.henny 3¢ trivox. nets

o Mary Hopps <marny.hopps 3t trives.nets

Screen 3.88

3.3 Folder Creation

Folder(s) within a project is where you will be placing the plot files. Folders are only
one level deep, the software does not allow for sub-folders of folders. Folders are used for
organization of files by discipline and for permissioning requirements. A folder must be
created even if you place the entire projects files into one file. Folders are also used when
outside companies are part of your project and you wish to include their files within your
project. Remember outside companies cannot touch your files unless you give them
permissioning rights.

3.3.1 Folder Types
To create a folder, just select the Create Folder link as shown in screen 3.89.

#a My Test Project

i Create Folder |4 Upload Files into Architectural
% &% Display Lock: On

Screen 3.89
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Clicking the Create Folder link will open the folder creation window in the right pane as
shown in screen 3.90. A folder name is required. All new folders are placed at the bottom of
your list under the project and can be moved once created. Folders can be moved by
highlighting the folder and selecting the up or down arrows.

Create New Folder

Marne Architectural

Folder T'_l,l'pE v Drawingg
" & Specifications

" #* Shop Drawings

. Create Folder J

When creating a folder you have a choice between Drawings, Specifications and Shop
Drawings. Beyond organizational purposes, the only real difference is that the Specifications
folder uses a Gear icon, while the Drawings folder uses a normal folder icon and the Shop
Drawings folders uses a hammer as shown in screen 3.91.

B | Architectural

i Architectural Specs
& Windove Treatment

Screen 3.90

Screen 3.91

3.3.2 Addendums Folder

When creating a project, the Addendum folder is automatically created once any file
folder has been issued beyond 100%, as well as the Addendum 1 folder inside of it, as shown
in screen 3.92. Also shown is that Addendum 1 has been issued and by doing so will
automatically create an Addendum 2 folder.

27 | Addends
[ B Addendum 1 1

Screen 3.92

The purpose of the Addendum Folders is to house 8 %2 x 11 documents and/or
drawings that are snippets and corrections of your larger files and/or documents. By default
all files in these folders are available to be downloaded by anyone and alternatively can be
ordered for prints by a customer. To disable any downloading of addendum files you can
check the box in the Options heading as shown in screen 3.93. This is also discussed in
section 3.2.2.2. If there are no addendums added to the addendum 1 folder when it is issued,
then it will be removed and an addendum 2 folder will be created. If you added files to the
addendum 1 folder it will remain with the addendum file attached and when issued the
software will then create an addendum 2 folder.
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COptions About B

[T Only allow complete folders to be ordered
[~ Only allow complete sets to be ordered
W Private
Fasscode: B uptownidd
[T Project has been awarded
[T Hide Contractors/Sub Contractors
[T Hide Farties [nvolved
[v Disable downloading all files in Addendum folders

Screen 3.93

This software is not a file sharing program. Please do not abuse the addendum
folders to distribute any files.

3.4 Folder Details

After creating a folder, it will appear in the left pane. Clicking on any folder in the left
pane will automatically load the folder details in the right pane.

3.4.1 Info Tab

The Info tab, shown in screen 3.94, will display the creator’s name, date and time of
this folder. In the Data heading the Folder Name can also be changed here by keying in any
new folder name. Data entry into the Internal Notes will only display for those users working
on the project, and will not display to the general population.

! Architectural

Irfo Upload

Created by Halph OMeil on 0522522011 09:30:51

Data Ahout B

Folder Mame Architectural

Internal Motes

Screen 3.94

In the Control heading, shown in screen 3.95, the folder can also be deleted by only
those that have (2) Folder Captain permissions (see section 3.1). The delete option will not
be displayed to anyone not having this permission.

Control Aot B

&3 Delete Folder

Screen 3.95

The Folder Permissions heading is where the (1) Project Captain or the (2) Folder
Captain will add the personnel assigned to the files within this folder and give them the
associated permissions. In screen 3.96, Mary Hopps was given (3) Folder Worker
permissions. Since this permission was given at the folder level, Mary will have access to all
the files within this folder. Keep in mind that permissions can also be given at the file level.
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Folder Permissions About

Name Y = Ly

f:03 Ralph O'Meil ‘Eu
fralphoneili@oh. rr.com)

S John Henry
(john.hennyErivo:s net) 4

L Mary Hopps " 5

o tmany.hoppsi@trivox. net) . r C .

I — Add Parmizsioning Exception — ;I
Screen 3.96
3.4.2 Upload Tab

As mentioned in the requirements, an up to date version of Java is required to upload
print files. Only files within any one selected folder can be uploaded at one time.

To add files to any folder, within a given project, select the folder in the left pane. In
screen 3.97, the Architectural folder was selected by highlighting it from which you will be

adding files into it. Next select the Upload Files into Architectural link or select the Upload
tab.

# My Test Project Manage Architectural

Create Folder | ¢ HUpload Files into Architectural
- Info | Upload
e S
' Title Sheet 100% Mo. | File | Size 2eld
] L civi 100%
- 1 Architectural 100 %

Screen 3.97

When selecting the Add button your browser will display for you to choose the files that
you will be uploading. Once you have added all of the files you want to upload, click Upload
and you will be taken to the File Processing screen covered in section 3.5.

3.5 Upload File Processing

After you click the Upload button in the Java applet, you are taken to the display as
shown in screen 3.98 to process your file(s). It is at this time that you can add the file
number, if you choose to do so, or modify the file name. In all cases any changes made will
be saved when you select either the Auto Process Files or the Process Files button.

Uploaded File Processing Auta Process Files |

Uploading into Architectural

| 4 B] Basement Plan.pdf - Pages: 1

File Mumber & MName | &1 Bazement Plan

Screen 3.98

Keep in mind that changes can still be made even after you process the files by
selecting the file itself from the file cabinet. Files will not appear in your project until either the
Auto Process Files or the Process Files button is selected.
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3.5.1 Folder Information
The folder you are uploading into is listed up top as well as any potential warnings as
shown in screen 3.99.

%Uplmding into Architectural

Screen 3.99

3.5.2 Forbidden Files

Any files that you are uploading that the system does not support will be listed at the
bottom of all the files. These files are deleted right away and will not process.

Common file types that are acceptable include PDFs, TIFs, DOCs and DWFs. This list
is subject to change and a full up to date list is given when a forbidden file is uploaded. An
icon for the type of file uploaded will be displayed next to the file name shown in screen
3.100.

48] Basem

File ber&

Screen 3.100

3.5.3 File Options

Depending on the issue state of the folders, and if the system recognizes your file as a
replacement, several different options appear. All files uploaded into the software depend on
the original naming format of the files uploaded. If the original file name of an uploaded file is
changed the software will not recognize it as a replacement file. However you will have the
option to select the prompt to; this file should have replaced.., in the Options heading when
selecting the file.

3.5.3.1 New File

When adding a file to a folder the software will recognize if this is a new file placed into
this folder. Files are folder specific. Adding the same file to another folder will recognize it as
a new file as well. Shown in screen 3.101 is the icon identifier for a new file. Hovering over
the icon will display what type of file it is.

Basement Plan.p

I'|FiIE Recognition; Mew File r"1

Screen 3.101

3.5.3.2 Replace Uploaded File

The software bases its file recognition based solely on the original filename. Even if
you give a file a new name in the software, it remembers the name that was originally
uploaded. Shown in screen 3.102 is the icon identifier for replacing an existing file. Hovering
over the icon will display what type of file it is. Replacing a file depends on the folders issue
percentage. If the folder is at 0% then the file will automatically be replaced. If the folder is at
any percentage above 0% then the file will be placed in the file tank until the folder is further
issued. If the folder is at 100% then an addendum will need to be issued for the file to be
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replaced.

& B8] Basement Plan.pdf - Pages:

|'|File Recognition: Feplace Existing File | Bast

Screen 3.102

3.5.3.3 Addendum Comment

The file's addendum comment can be added when you upload the file, as shown in
screen 3.103. However it can later be changed in the files Modifications tab when you select
the file from the file cabinet as described in section 3.2.2.2.

Uploaded File Processing Auta Process Files |

Uploading into Architectural

Uploaded files will go into the file tank, and namemumber changes will not be released until you issue Addendum 2.

%/ 8] A1-Floor plan.pdf

File Murnher & Name Al Floor plan

Addendurm Comment  Relecated Ueility RBeem %o sast side of building.| P

Screen 3.103

3.5.4 Process Uploaded Files

To accept any changes you've made, click on either the Auto Process Files located at
the top right of the screen or the Process Files in the lower right of the screen shown in
screen 3.104.

Frocess Files C%

Screen 3.104

3.5.5 The File Tank

While a folder remains un-issued (i.e. has a 0% submittal percentage) new files and
replacement files are swapped and ready for public display immediately.

When a folder is issued in any manner, new and replacement files enter the file tank.
The file tank will not release the files it holds until the folder is issued or an addendum is
made. Issuing an addendum only affects folders with a 100% submittal percentage. When
viewing the file cabinet, a tiny red flag indicates that the file has a replacement waiting in the
file tank as shown in screen 3.105.

A3 Roof Plan b Location/Address 58T Congress Pack Drive
& ':.l Structural 50 -,D& it Chnden Fie Choudow (B AEAED
[#]® 51 Foundstion Plan -|Fie in tank will be released with next submittal percentage
Screen 3.105

3.6 File Details

Selecting any file in the left pane will load its details on the right pane as shown in
screen 3.106.
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& My Test Project B] A1 Foundation plan

Create Folder | 4 Upload Files into Architectural
A . Irfo modifications File Histony Order Histany
&% Display Lock: On
EMY] || Addenda Created by Ralph OMeil on 08/25/2011 09:35:12
] 1 .
5 ats Apot =
- 8] ddendum 1 N (== =
E File Marne Foundation plan
B Title Sheet .
= = R0 File Mumber &1
B | Civi 100% B ) )
B | | Structural p— Original File Marne A1-Foundation plan. pdf
EHV] || Architectural 100% File Size 467 .19 KB
/18] 41 Foundstion plan 1| | Drawing Size 24 % 36
] 8] A2 Floor Pian 1 Intermal Motes
» A3 Roof Plan 1
&4 Elevator Pit .

Screen 3.106

3.6.1 File Info Tab

When the Info tab of a file is selected, as shown in screen 3.106, the creator of this file,
as well as the date and time, will be displayed.

3.6.1.1 Data

This is the information that was keyed in when the original file was uploaded. It is here,
in the Data heading, that you can modify the files name and number. This is the information
that will be displayed to the general public. Internal notes can also be included here for this
specific file which is shown in screen 3.106. Internal notes are not displayed to the public.

3.6.1.2 Control

The Control heading is only displayed to those that have permissions to use those
functions as shown in screen 3.107.

Control Aot B

&3 Delete File
A (uick Preview g 12w 11
& Full-*iew Preview watermamkead
=+ This file should have replaced. ..
Screen 3.107

The Delete File is displayed if the person viewing this file has permissions to do so.

The Quick Preview forces the file down to a normal 8 %2 x 11 size. Depending on the
settings at the project level, this file may or may not be watermarked. You can select this
option here to view this file.

The Full-View Preview will display the whole file; however it will always be
watermarked.

The This file should have replaced..., option is for files that were downloaded into the
folder that should have replaced an already existing one. This happens when the original file
name was modified from the original downloaded name.

3.6.1.3 Options
In the Options heading, shown in screen 3.108, the Disable Preview can disable this or
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any specific file from being viewable while the enable preview link is turned on in the Manage
Project Options heading. This option will only appear if the project Option heading, Enable
“Preview” Links on all files in drawing and spec folders, has been turned on. The Force File
to be Ordered option allows one to make sure this file is included in every set that is ordered.
This is usually the title sheet.

Options About B

[T Disable Preview
[T Force File to be Ordered File must be displaved to take effect

Screen 3.108

3.6.1.4 File Permissions

See section 3.1 for further explanations of the folder and file permissions. As shown In
screen 3.109 we have further defined the permissions at the file level in that we added Mary
Hopps to have permission to work on this file at the (4) File Captain level.

File Permissions Help

Hame —G <

kristen Spencer
itrivox_kristenspencen@makemetheking. com)

E
;

f-3 John Henry
(john. henni@trivos. net) 4

[ Tom Deluise .
ftom.deluise @trivox net) —&

L Man Hopps S
o ifmany.hoppsi@trivo:. net) r ®
— A&dd Permizzioning Exception — ;I
Screen 3.109

3.6.2 Addendums Tab

Addendums to a file will be displayed here when selecting the Addendums tab. The
comment associated with an addendum will be editable, but will lose that feature once the
addendum has been issued and released. In screen 3.110 addendum 1 has been issued for
sheet A4 on 9/14/2011.

#a My Test Project A4 Elevator Pit

Create Folder L& Upload Files into Architectural e R -

ey . Infa Modifications File Histony Order Histony
E= Display Lock: On
v .

1| Acenda Added Elevator to Utility Room.
@[] | | Tile Sheet 100% 1
EHw] | ) Civil 100% 2442011
-[v] Structural 100% .
=] [ architsctursl 100 %

[“]B87] A1 Foundstion plan 1
[#]8] &2 Floor Plan 1
[“]®] &3 Roof Plan 1
“[V]B] &4 Elevator Pit 1

Screen 3.110

If the addendum has not been issued the screen 3.111 will display allowing you to
append (edit) the addendum before it is issued. Also note that the date is not displayed.
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51 Foaundation Plan

Infa Modifications File Histany Order Histony

Switch to Change Order, Delete Modification, Append
2 Added Utility Room Foundation.

Screen 3.111

For more information on addendums see section 3.2.2.2.

3.6.3 File History

The File History tab will show you when an action was taken against any file. In screen
3.112 we selected the Foundation Plan and showed All the actions of this file. Hovering over
any icon will display that options function. The sort options will sort first to last and last to first.

A1 Foundation plan

Infa fodifications | File History | Order Histony

Fiter 3 & '= & & [ @™ Sort
& File previewed by B Al O'Meil on 09552011 1410026

e,

] File replaced by Ralp Meil on 0941472011 132854

= Addendum 1 started by Ralph O'Neil on 094 402011 1203523

& ! File replaced by Balph O'Meil on 094 452011 123523

=

. | File replaced by Balph O'Meil on 09452011 121705

& File replaced by Balph O'Meil on 094 452011 10050:52

l‘.‘.j Crested by Ralph O'heil on 0842552011 053512

Screen 3.112
Shown below is the file Created icon indicating when the file was created.
Fiter % & = & ¥ Q@ @ sort £

&) Crested by Ralph Ol nr[%amarznﬂ 093512
Created

The next icon shows when Addendums were issued.

Fiter # & = & @ Q@ @ Sort &2
"= Addendum 1 started by Ralph e-lm\m on 094 4/2011 12:35:23
Addendurm issued |
The next icon indicates when this file Replaced the existing file.
Fiter & © = § @ Q@ @ sort £

] File replaced by Ralph O'Meil on 09071 4.

] ] File replaced
] File replaced by Ralph ©'Meil on 09014 T
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The next icon indicates if the file has been replaced but is on hold until released.

Fiter & & = & ¥ Q@ @ sort £

|Replacement fon hold) |

The next icon indicates when the replacement file was released.

Fiter & © = & @ @ sort 2

| Replacement released |

The last icon shown every time this file was Previewed and by whom.

Fiter % © = & & Q@ sort £
O File previewed by Balph O'Meil on 094 52011 14:10:2
File previewead

3.6.4 Order History

Similar to the order history displayed at the project level (section 3.2.2.7), this Order
History tab will list only the specific history of the file selected as shown in screen 3.113.

A1 Foundation plan

Infa hodifications | File History Order History

Crder History

1. Media Resources Corporation Order Dates [v]

| P 1| W

5 Showe/Hide Contact Infnrmatinn__mnl (OH 45459

8374257831
ralphoneil@woh.rr.com

Screen 3.113

3.7 File Organization

A familiar drag and drop system is in place in the file cabinet. This will allow you to
organize your files within your folders. Permissioning does apply here, see section 3.1.

Some users may have trouble dragging in precise movements, so keyboard shortcuts
are available. First, select the file you wish to move (it will gain the gray background and then
press the Up or Down arrows on the keyboard. This will move your file one space up or down
within the confines of its parent folder.

Another thing to remember is that the drag and drop will not function if a folder is
issued beyond 0%. Files can be interchanged (drag and dropped) between folders if they are
at 0% and have not as yet been issued. See section 3.2.2.1.

The checkboxes next to each file denotes visibility as shown in screen 3.106. If you
want a file or folder to be invisible to the general population, uncheck it. Also note that some
files do not have the ability to be checked as yet. They will become visible once a relative
issue or addendum is released.
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4 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 4.0.

E Reproduction Graphics All Products Catalog

Screen 4.0

Or you may go directly to the Project Browser as displayed in screen 4.1. To get to the
list of projects select the Project Browser.

1 Reproduction Graphics

Manage Project
Projects Browser

Lhlogd files Segmh for puhlic poyecis
Cregte and omganize yourgnyects O yse 3 given passcode

3

Screen 4.1

4.1 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.

4.1.1 Searching

The text entered in the search box, shown in screen 4.2, 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.

Project Browser

Search Open Bids | hawve 3 passcode

4 4 1 [fBE B 1 5 Closed

Sorting: Bid Date - Descending
Al Statuses

Screen 4.2

The drop down, shown in screen 4.2, 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.

4.1.2 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
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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 4.2, when you first entered the
Project Browser.

When selecting the link, | have a passcode, screen 4.3 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

Frivate Passcode | 73-uptown39 Go Close
€ 4 1141 okl 1202 Sorting: Bid Date - Dascanding
Screen 4.3

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.

4.1.3 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 4.4.

4 4 1|2 I Sorting: Bid Data - Daseanding

Screen 4.4

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.

4.2 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 4.5. This will default to the Info tab and the Data and Options
headings when selected.
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I Open Bids 'l

1.242

Search | hawe a passcode

I« 4 1111 3 4l Sorting: Bid Date - Descending

Wieww Files,

Acer Medical Building

& Project Details

Info | Bidder List

Data

FCRHO8-18332 QOrder Prints . .

Architects Incorporated, Zesty MoBeard Prafaet (e U D

Open 053152011 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 County Montgamery

Media Resources Corp, Kristen Spencer .

Open 042572011 |Click ko view Project Details Cameny hileste pentizes Corg
Bids Due 04/25/2011

M 4 1 [ 1202 Sorting: Bid Date - Descending Cgmp|etign Diate 05232012

Project Drawing Size 24 x 36
Specification Size 8ox 1

Options

[~ Opt-In to emails related to this project

Screen 4.5

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 4.5 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 4.6, it will display at the bottom of its entry.

Project Browser

Search My I Open Bid=s vI | hawve a paszcode
My Test Project Wiew Files,
Mew Lacagtion for MRC Order Frints

Media Resources Corparation, Ralph O'Teil
Open 0553072011 12:00:00 am
Only full sets can be ordered

Price Info; $134.99 inelding Ta=, Freight Seperate
Adddendum 2 released on 087242011

|C|i|:k ko wiew Project Details

Manage

Screen 4.6

To view a list of bidders select the Bidder List tab and the list will display, shown in the
right pane of screen 4.5. 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 4.7. 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

:5h I'Td Caontack Inf i
1' ovefHide Contac ncurrr:a ion 45455

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

Last Order 04012011

Screen 4.7

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 4.8, 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 4.8

To view the List of Awarded Bidder(s) select the Info tab (as seen in screen 4.9) and
then select the link to View Awarded Bidder(s), under the Options heading shown in screen
4.9.

Options

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

¥ wiew Awarded Bidder(s)
i iew Parties Involved

Screen 4.9

When you select the View Awarded Bidder(s) screen 4.10 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 4.10

To load a project's files, click on the View Files, Order Prints link, shown in screen 4.11.

MMy Test Project Wigw Files

New Location for MRC Order Prints

Media Resources Corporation, Ralph C'Meil ﬁ

Closed 08/23/2011 12:00:00 am |C|i-:k ko Order Prinks

Only full sets can be ordered

Price Info; $134.99 iheloding Tax, Freight Seperate
Addendum 2 relessed on 0532472011

Screen 4.11

When this is done the browser (left pane) is replaced with the Project File Cabinet as
shown in screen 4.12.

AU A B View Project Details
#a My Test Project

Check &l Select specific ...
7] || Addends
B[] 2
- [¥18] Addendum 2 ;
Bl ] Title Shest
[V]®] T1 Title Shest
=Hw] [ Gl
[Z]®] c1 Sie Plan
- [7]8] 2 Details
-] Structural
—Hv] || Architectursl
&1 Foundation plan 1
> 22 Floor Plan 2
..[7]@] a3 RootPlan

Tl

ing!

Screen 4.12

4.3 Project File Cabinet

After clicking on View Files, Order Prints, as shown in screen 4.12, 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
involving that file as shown in screen 4.12 and 4.13.
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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 4.13, under the Info tab.

& My Test Project A2 Floor Plan

Check Al Select specific...
B[] Addends

Info Modifications

B 2 Data 5]
L[]8 addendum 2 _
e - s 21 File Mame Flaar Plan
Hv Title Sheet _
T1 Thie Shest File Murnber A2
=) [ il Original File Mame A2-Floor Plan. pdf
w[V]B] o1 Site Plan Drawing Size 24 %36
L[]8 2 Details .
1| ) structursl Control =]
E_} b Architectural @ Quick Preview S x4
= A1 Foundation plan 1 ! )
53 Flaar Pl & Full-%iew Preview watermared
i oar Plan P
«[¥]|B] &3 Roof Flan %

Screen 4.13

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 4.14.

A2 Floor Plan

Infa Modifications

9 Increased Wall Thickness in Utility Room

2242011

Screen 4.14

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 4.15.

Page 69 of 71



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 4.15

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 4.16.

#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 4.16

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 4.17.

#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 4.17
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5 Order Form

When the files that you want printed are checked select the Order Prints button as
shown in screen 4.12. When this is done screen 5.0 will display.

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

HomE

Order Form

Order Information

24-08-2011 | 300FM 'I

Payment Type | On Account j

Requested By * Ralph O'Meil PORequest # 123456 Date Due & Time

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 =] Title Sheet
Ciwil
Spec Sizel I 85xM =l Site Plan
Bing [BindngStip =] Details
Structural
Spec Bind [Loose o Architectural
Media |Bond -1 Foundation plan
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 5.0

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.

End of User Documentation

* * % * *
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