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Getting Started

Download Tools
Active X Files

For the optimal use of e-Builder there are two Active X files that need to be installed on your computer.
These Active X files will need to be loaded if you want to use the Multi-File Upload and Redline/View
tools. They will need to be loaded only once for their continued use. If any version updates are made to
these files that will require reinstallation in the future, you will be notified by the e-Builder Support or
Product Management teams.

Multi-File Upload Tool

The multi-file upload tool allows the user to import multiple files simultaneously into a particular folder
(assuming necessary permissions are granted to the user). This powerful function of e-Builder saves the
user significant time over traditional single-file "attachment" methods.

Redline/View Tool

Also within the document module, users can redline documents and view drawing files without the need
to have an AutoCAD viewer installed on the local workstation.

Active X Controls Download

The Active X controls can be downloaded by the user within the application. However, if you require
downloading of the Active X controls to the workstation prior to using e-Builder, or if the user does not
have Administrator access to the workstation, the Active X controls can be directly downloaded from the
e-Builder support page.

Instructions to Download

1. Open Internet Explorer and navigate to the e-Builder website by typing the following link in the
address bar: www.e-Builder.net

2 http:/ fwww.e-builder.net/

2. Hover mouse over the How We Help tab to display drop down menu and select Support.


http://www.e-builder.net/
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WHO WE ARE WHAT WE DO H%&" WE HELP H¢

Services
Implementation
Trainming
I Support I

Integration

Hear first hand stories from clients of e-Builder.

2~ I

3. Scroll down until you see the “e-Builder Downloads”. Then click the hyperlink to the right of the
“e-Builder Plug-Ins” section.

e-Builder Downloads

To download plug-ins to enhance

e-Builder Plug-Ins
8 vour e-Builder user experience, click

To test your internet connect speed speed, click .

Test Your Speed .
Then, select the location neartest you to run the test.

4. Click Install to download desired tool. (It is recommended to download all tools)

First-time e-Builder Users

1. Please visit the optimization page before downloading these plugins to update your browser settings.

s

2. Once your settings are updated, download these plugins to enhance your e-Builder Enterprise experience.

Multi-file Upload Tool - Drag and drop multiple files into e-BuiLdeD
Redline/View Tool - Install to view and mark up AutoCAD drawings and picture files. D
Adobe Acrobat Reader - view PDF documentD

MNavis Works Viewer - Enable the collaborative review and markup of BIM models through this integrated vieweD
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The following will show what each tool looks like before and after installed:

v

Multi-File Upload in Progress

The Multi-file Upload control will be downloaded and installed automatically. Please be patient as the tool is downloaded and installed.
Once installation has successfully completed you should see 2 examples side-by-side of what the tool window looks like.

If this does not occur, check to make sure your IE settings are properly configured. Click here to find out more about the
configuration settings.

If you still have problems please contact technical support at B88-288-5717.

Before After

I ref Search Opl Murnber of ltems = 0 Approx. Upload
[~ Compress for Transher Jpload Size: 0B Imirn BEK. =0m

Description of Files:

Redline Tool Installation In Progress

The Brava NET 6.2 installation will begin automatically. This install requires a 2.82 MB download: & minutes on a 56 kbps connection, < 1 minute on
a 1.5 mbps connection (T1). Depending on vour browser setting, vou may be prompted to allow the installation of the file_

When install is complete, vou should see a sample DWG drawing in the viewer, which vou can redline, print, change laver display settings, and more.
Please try out the new version and it's tools. If you have trouble, please contact technical support at 888-288-5717.

Click “Download Now” to begin download for Adobe Reader
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Adobe Reader download

Adobe Reader XI (11.0.03) 4770 us)

Your system: Windows 7, English
Do you have a different language or operating system?

W McAfee” | Security Scan Plus

Free! McAfee Security Scan Plus check the status of yvour PC security

[l Yes, install McAfee Security Scan Plus - optional (0.9 MB)

By clicking the Download now button, vou acknowledge that vou have read and agree to the
Adobe Software Licensing Agreement.

| ¥ Download now

Please note, depending on your settings, you may have to temporarily
disable your antivirus software.

N
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Navis Works Viewer Installation in Progress

The Navis Works Viewer installation will begin automatically. Please be patient as the tool is downloaded and installed - depending on
the speed of your Internet connection, this process may take up to 2 minutes.

When you see this window appear - click Install to proceed with the installation process.

Internet Explorer - Securily Warning,

Do et wand to ierstall this soltwane?

Hoarne: Fill control
Pubbsber: futodesk Ltd
[] #ore optins
Whin s this har
O COgaer aftware from publishers 3

You will be prompted to accept the Mavis Works Viewer License Agreement.

6 Autodesk Navisworks ActiveX Full 2010 Instalier 5.... [2 | = %]

b bafiors Navisracrt:
W At Full 20010 Erataller , I you scoapk ol terrs of the agreernen, cick [
Hutodesk -
SOFTWARE LICENSE AGREEMENT
Wonldwide

READ CAREFULLY: AUTODESK, INC. (AUTODESKY)
UCENSES THIS SOFTWARE TO YOU ONLY UPON THE
(CONDITION THAT YOU ACCEPT ALL OF THE TERMS

LRI A I 1hE TLAS: STV A FHE AP EAEE A L ST

|

After accepting the licensing aggreement, installation will continue. Once it completes, this page will need to be refreshed and you
will see a 3D image at the bottom of the page. Click here to refresh now.

If this does not occur, check to make sure your IE settings are properly configured. Click here to find out more about the
configuration settings. If you still have questions please contact technical support at 888-288-5717.

Follow the prompts and directions on the screen to complete tool downloads. Once complete, the
original install screen will show as follows:

[First-time e-Builder Users

1. Please visit the optimization page before downloading these plugins to update your browser settings. Ge to optimization page

2. Once your settings are updated, download these plugins to enhance your e-Builder Enterprise experience.

v Multi-file Upload Tool - Drag and drop multiple files into e-Builder

o Redline/View Tool - Install to view and mark up AutoCAD drawings and picture files.

o Adobe Acrobat Reader - view PDF documents

v 4 Mavis Works Viewer - Enable the collaborative review and markup of BIM models through this integrated viewer

10
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My Setup allows you to reference and customize information about your personal e-Builder account
information and settings, including contact information, subscription notifications and personal settings
such as your custom views and/or time zone settings.

1. To access My Setup, navigate to the “+” symbol and click Setup as shown below.

Builder &
Recent Pages... -

Announcements
e[

Check out this video on e-Builder
navigation made easy!
hittps://oity/1ERy Mg

e-Builder Community | About | Help

- S a—
e-Builder, 37 =

Charles Hoffman

Workflow in your court

Project
Forms | Processes
My first 10 tasks

Project

Tasks

Please select o project.

Name Subject Steps
There are no workflow items in your court
Task Finish Dates

There are no tasks

Note: we recommend checking
the “Setup” box and clicking
“Save” to add it to the module
tabs above

Configure Your Settings

Use the menu on the left to customize settings within Setup.

"W | onibo | P | Paing | forme | P

Recent Pages...

My Settings

» Membership

3 Preferences
» Schedule
» Subscriptions

» Views

» Personal Information

|

Builder g Setup

charleshoffman = wlike w7

Tabs
[T Module

Home
¥ Dashboard

¥ Projects

=

Planning
[ Forms

7] Processes

|

Documents
[7 Calendar

¥ Contacts

<

Bidding
¥ Cost
[7]  Schedule

¥ Reports

Cancel

| NextWeek'sEvents 5 &
[F] |44 Ocober2013 » »
S M T W T F §

1 2 3 4 5
6 7 & 9 10 11 12
13 14 15 16 17 18 19
E 20 21 22 23 24 25 26
27 28 29 30 31

Gl

There are no events in the selected
range.

Calendar

© 2013 e-Builder, Inc. All Rights Reserved.

11



Builder

g
N
Membership: The membership link allows you to view what roles or projects you are
associated with.

Personal Information: Here, the user can update profile information and change current
password.

Preferences: Here, the user can specify notification and interface settings. (Note: Default

values are already in place and normally sufficient)
o Notification Settings: Check/Uncheck appropriate check boxes to alter which e-Builder
actions/occurrences notify the user.
o Interface Settings: The Interface link allows users to change the default settings for items
such as folders, subfolders, automatic spell check, single sign-on etc.
e Schedule: Manage any schedule templates here, if applicable.
e Subscriptions: The subscriptions allow users to set up automatic delivery of reports.
e Views: The Views link allows users to view what/how information is displayed under each
module.

Using the Help Function

For more information regarding any e-Builder functions, refer to the Help bubble in the top right corner.
The Help function will automatically jump to the relevant information based on your screen. Use the
search/index function to search for information regarding any questions or problems you are confronted

with.

da2/Bidding/Bidl 2 ~ @ © X | § Bid Package Details

E? https: /= pp.e-builder.net
iider, & IS
e-Builder, 32 o

# | pashboard | Projects

Planning

Forms Processes | Documents Calendar

Contacts

Bidding

Cost

Schedule Reports

Setup

- "N

hlike w7

dedge =

2 e-Builder Online User Assistance - Windows Internet Explorer | =& = | il
| Q http://www.e-builder.net/help/index.html?invited_bidders_tab_overview_2.htm B |
e-Builder Online User — - =
. Beginning Previous Mext
Assistance Invited Bidders Tab
Contents |ﬂ m e-Builder Online User Assistance » Bidding » Invited Bidders Tab
8] W The Invited Bidders tab displays a list of all who have been invited to bid on the project. The Preconstruction 3
sistance
me Manager or Estimating Coordinator (depending on the permission assignment) can access certain t
@ My Setu functionality, such as the ability to:
@ Views *  Switch Views I
ng—";:; 4 3 *  Re-invite Bidders
@ Dashboards *  Print Invited Bidders List |
@ Projects : - B
@ Project Issues * Invite Additional Bidders i
@ Planning * Export Invited Bidders List to Excel®
@ Submittals * Update Bid Status
@ Documents *  Award/Revoke/Delete Bidder
@ Forms
@ Processes
@ Calendar Below is an overview of the fields located on this page.
@ Contacts -
({1 Bidding - -
Bid Pack Detail arviing Bisder Access Requests
2] About the Bidding DL
M Busding Detads B Scope Potential Sadders Invted Budders Bad DoCusments Queestoni Reipoies B ¥ abiabatucon
[7] Key Concepts of
Bidding Manage Cotes | [ Chuse. | [ SemiMiersage | | Message Motory

12
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Home Module

The e-Builder Home tab provides one centralized place to see important and upcoming items across all
modules in e-Builder. Those items include a summary of upcoming events, workflows in your court,
items pending approvals, tasks that you have been assigned to and announcements.

The e-Builder Home module will be the first screen displayed when you log in to the system. You can
also access it by clicking on the Home tab at the top of the screen.

o-Builder, ™ I o

(I [ Dottt [ e | Py | Forme | Procone | Docomets | G | Comtocs || wien | ot [ itmtte | vt | s ] 4
P

mug Dan Edge Furcne arict o proect - HetwekiEwes BER
#=r P - Workflow in your court wow [Fnzn [®] M4 Jaly 2010 b
Progect Hame St Sepe Dhane Dhse P MT W T OF o3
Angeusteney 1 2 3 4 5
1> - Thare aiw r meorkfiow B 0 yomr Sourt - 3 9 85 W 3 3
Perrd | Proorie 14 15 16 AT HB 1% IO
1 Ny flrst 10 tashs N e g @lzzns=n
1 .*“m- mom oW N i
Prsert Tank Finhhy Date= ] Manager
Thare are ro sk
CFwck ot Bhin wideo: on a-Suiicer Tacks B
rgatior made pany Teb g e o0 B R o Tk ST
e Submirtsl item in your court wow Fntem =] aege
-[Lf‘ .:lu_l JRASTLT of gyl h*" Title » L 'M' Ttans This Thane T

AP P G FT
There 5oe Ao paberutial Aemp . your o

e Busbded Comwramety | Aisontl | Hetp © LS ¢ Bulde. bos AR Bghts Besorend

- — -

e Announcements: In the left column, the user will see any important announcements made by
the e-Builder Administrators.

e Workflow in your Court: This is where the user will see any items that he/she is required to take
action on. (See Processes and Forms to gain more information on the data displayed here)

e My First 10 Tasks: Any tasks that the user is responsible for (see Schedule) will appear here in
order of date due.

e Submittal Items in your Court: If applicable, any submittal items that need user attention will
appear here.

e Next Week’s Events: On the right column, the user will see any calendar events that he/she is
invited to attend.

13
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Project Module

In e-Builder's Projects Module you can view, access, and update the basic project information for your
projects. This includes key information such as the project address, status, custom fields, workflow
settings, and calendar settings. You can produce meaningful Views, Reports, and Dashboards based on
data you and your team wishes to track. The user will only be able to see projects that he/she is a

member of.

o-Builder, 37 NN .

e e e e e e el

Builder &  Project

Erere Page

dadraretirataes Bacgech

Ban

Project Hame -

T IR [npgradaan

t "Frooes Testing

t "Tempiste - Ly of Rarase Ly - Surim and P
t "Template - City of Karnss City - Publc Works
¢ “Termplste - {ity of Caras City - 'Water

t| “Terplate - Permiting

“Tewt = Chaingtea Pastway

“Trninsrg « City of Karras City Sareften

B At A - Cy o KA ity

= | aiw | s iew

ey

Carvian Oty

State [ Provinos

dodge = whlike W

Sufr Adminhtitor

Implamgrantae 8- Bodidd
Implamaraiign, ook
Implaranon, o-Bolds
Impierariston o-Bodde
Implermeriyton o B dde
Imploreriaton, o Bulde
Implemeniaton, o Bulder
[—ple—emigtar ¢ Bl

Impleseitn, & Budde

A Peueat

¥

14
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Adding a New Project
1. Go to Setup.

Cost Schedule Reports

2. Under My Setup click Membership.
3. Click Projects, a list of projects you are associated with will appear.
4. Click Add Project.

R [ttt | gt | oo | form | x| ot |t | oot | its |t | s | s [

Membership
Berent Pages - Projects Add Praject | Bmpant
Dan Fdge (drdge) i aviocisted with the following projectik:
[4420-KF) lndepandercs Ave & Bermton Bhvd Geometric and Sigral Impeowement
(0 Barvister Bd. Bridge ower Listle B Baver
(5808 OW) Lewwgton Ave. Broge over Chettmit Thy
(RE30-0W) Mipc. Cubserts & Guandesily
CSaTE- ) MW 180th 51 ower Branch of Second Creek
(551%) Repasr of Guardrads

[BE7Z) 55th St lmpr. Cleveland B Morion

CPO05 + CT1 Cherrw 5t Inn East Villaoe Block &5

5. Enter the “Details” information and any relevant “Custom Fields” information. (required fields are
noted in red)
6. Once all fields are entered, click Save. You will now be in the Project Module.

Add Project

Details Check Spelling Cancel

* Project Name:
A

* e Builder Project |Abbott, Stephen |ZI
Administrator:
A

Description:

* Project Status: Select project status.., n

Project Photo: Browse...
Address:
City:

State / Province:

Zip / Postal Code:

Country El
Start Date: E
Target Date: E

Project Webcam URL:

Custom Fields (66) | Settings

Custom Fields

* B T

15
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7. Under the Project Details menu on the left, click Apply Templates. This is where the user will allow
new project to inherit properties and characteristics from past projects (or designated project
templates). (It decreases project setup time)

P‘I'ﬂjm Detalls For .- ng - Gty of Karass City Sandbox T_|

Bt Aadidiss Bk Prirabile Participants [Rreotoay Edit Careid

Mo progect photo uplcaded.

Stant Date D202

Target Date:

Darcrnpitae:
B

Topect Webcam Uhcic haew for more nformabion

Wik Lindcy 15 Mlap

Cinfiom Fickds 180 Holew i Doowments §1 Porens 08 Proomies 00 Seifiegn,

8. Select a project, role, schedule, budget, cash flow, and funding template where applicable.
9. Once complete click Apply Templates.

Apply Templates to *Training - City of Kansas City Sandbox Project

Apply Templates Cancel
Select a project template: Select a custom field. E Select a value IZ|
— Flease select... E
Select a role template: Please select... |z|
L]
Select a schedule template: Flease selact... |Z|
L
Select a budget template: Please select... |Z|
e ——————
Select a cash flow template: Please select... |Z|
———
Select a funding template: Please select... |z|
Apply Templates Cancel

10. Under the Project Menu click on the Project Participants link.

16
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m !‘ Project Participants FOr | Tuaseg - Gty of Kassas Ciry Sandboa -
-3
ety * | Members
gk Lreate | Fera—s | Drate Firsh Maman
Ljrrerernin
Ltk Wpmae
Memizery
Urername
[ Company
Eegpestion Lesd
Betvpititenn Ribttvtd Comcss Pk Select & curtom forid [

Adpurindd) Simblub

B By L Filues Ol
Permaisocd By Lsers A eEiE S
Srocest Nobtaataon Settrags Lppenaal Comauitant Srnd ldonsge Remowe from Project Bransdion Work
Lant fwmi
Asetang Loy Manage Harmr= herr Mame Company Mame Dt Ackded
— Agpians Qanior - Bokier Pnplemenagion S8 Cay of Kania City Sandoo #-Budder Jnc [egerieel )
Ferma Adseilant Fresunement
= Rlgrupies fanage Uery Srnd idouage Remars brom Project Bransign Work
h Baasd Mermber

11. Click Manage Users.

12. Select the users you want to add to the project by highlighting the names on the left hand side of
your screen. Use the arrow key to move them over to the right hand side of the screen. To add
multiple users at one time, hold down the control key while selecting users.

e-Builder, @ b Like

Manage Users

*Training - City of Kansas City Sandbox Add New User
Available Users Project Users
Filter Users Implementation, e-Builder -- eb@City of Kansas City 5andbox -- e-Builder, In

|Last Name EI |star15 with EI
| Select a custom ﬁm |Se|ect avalue IZI

Filter

Abbott, Stephen -- kemo.sabbott -- City of Kansas City Missouri =
Akula, Sudhakar -- kemo.sakula -- City of Kansas City Missouri  [5]
Al-ani, Basil -- ba0480 -- KCMC

Al-Ani, Basil -- kemo.ba0480 -- City of Kansas City Missoun
Alermnifar, Masood -- kemo.malemifar - City of Kansas City Missour
Allen, Richard -- kemaurlallen -- City of Kansas City Missouri

Allen, Sean — kcma.sallen -- City of Kansas City Missouri
Ambriz, Martin -- kemo.mambnz -- City of Kansas Ci
Andersen, Troy -- tandersenl0 - KCMO

Atkinson, Bridgette - kemao.batkin -- City of Kansas City Missouri =

Missour

Removed Users

<
[ Matify users added to site

> [ Include usemname and password

] MNotify users removed from site

Maote: You must click the save button in order to apply the changes you have made.
eRy ge=y I Save I Cancel

13. If you would like to notify the users that they have been added to the project (email notification)
click the Notify users added to site. If you would like to provide the user with their user name and
password, check the Include username and password box (username and password included in
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email). It is recommended to notify users and provide username and password if not already in e-
Builder system.
14. Click Save.

Note: If you do not have the permission to add a project, contact your e-Builder Administrator

Accessing Your Projects

1. Click the Projects tab at the top of your screen. A list of projects that you have access to will appear.
2. Click on the Project Name.

M il el il e e il il e e e

Builder. Q Projects

[ N Adeirintratis Progacty " Fd? | Add Vs Phedie bl w
e Prage -
Add Praject
Poneget Hlama: = iy Babe [ Province Ste Adminsivaton

Bt KM Inbegration Impigmantation, e-Bulder

BaE *Procane Teting I piprrantation, - Bl

gt "Templats - Caby of D Lity - Farks snd R Impiarantabon @ Budce

Bt “Template - City of Kanp Gty - Pulbc Wosts plerraataiagn, - Budcer

B “Tesplste - Loy of Kt Tty - Wt el rrataegd, - Bkl

Bon Tesplate - Pomedng = plevas etz g Bl

B “Tieit » Ohanati Farmary Earrian Crty bt [=plerrrmlatizn g Balddes

Isplerriniation, & Budde:

I=pieramlabion o-Budder

3. Here you can see the project information as well as access any notes, documents, forms, processes,
or settings by clicking the respective tab.

Prﬂject Details For *Training - City of Kansas City Sandbox E|
Export Address Book Printable Participants Directory Edit Cancel
Project Name: *Training - City of Kansas City Sandbox
e-Builder Project Implementation , e-Builder

Administrator:

Project Status: Administrative
ew man) Address: Me project photo uploaded.
% Country:
Start Date: 02.02.2012
Target Date: 02.02.2012
Description:
Project Webcam: Click here for more information.
Web Links: GIS Map

Custom Fields (66) | Notes (0) = Documents (0) | Forms (0) | Processes (0) = Settings

PeopleSoft Project Number(s):

Editing Custom Fields
1. Once in the project, click on Edit on the upper right-hand side of your screen.
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Projec‘t Details For *Training - City of Kansas City Sandbox |Z|

Export Address Book Printable Participants Directory Edit Cancel

Project Name: *Training - City of Kansas City Sandbox

e-Builder Project Implementation , e-Builder
Administrator:

Project Status: Administrative
cor man) Address: No project photo uploaded.
Country:
Start Date: 02.02.2012
Target Date: 02.02.2012
Description:
Project Webcam: Click here for more information.

Web Links: GIS Map

‘Custom Fields (66) | Motes (0) | Documents (0) = Forms (0) | Processes (0) | Settings

2. Make the necessary changes and click Save.
Edit Project

Details Check 5pelling Cancel

* Project Name: *Training - City of Kansas City Sandbox

* e-Builder Project Implementation, e-Builder [ 7]
Administrator:

Description:

* Project Status: Administrative |z|

Drniart Dhndn % Mo———= |
Project Participants

From the Project Participants link you will have the ability to send messages to users, reassign work and
adding or removing users from your project.

1. To access Project Participants navigate to the project you are working on. Click on the Project
Participants link located under the Project menu on the left hand side of your screen.

Build g Project Particlpants FOF | -Tuweg - ity of Kansas Cay Sandts -
Tt *  Members
- Creade | Ferar | Drarle Feet Mg
FRES %
Lagt hipmmg
Mlarrizasry
Usermase:
Role Company
Arpurition Loed
Bipurteten Rt Comcen Fiald Lolect 2 cursom fuid |
Auripurtetenht Spapiiaks =
o | Cheoad
: o Arpmruit Blrok ST
Wokilicabion Seting
- e Appeachl Corduitant Manage b Send Mevage Remeoren from Project  Beansign Work
_ e Agsstant City Mansgsr
Planring Agprinng Chngctar _ N
- & Buskier prpatmennytan
Forma Al Prisiuftrment
[ F—
__“ Preteaies e

Basd Merber
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Manage Users
1. Click Manage Users.

Manage Users I Send Message Remove from Project Reassign Work

] Mame= User Name

Company Name Date Added

e-Builder Implementation eb@City of Kansas City Sandbaox e-Builder, Inc. 02.02.2012

Manage Users Send Message Remove from Project Reassign Work

2. Select the users you want to add to the project by highlighting the names on the left hand side of
your screen. Use the arrow key to move them over to the right hand side of the screen. (To add
multiple users at one time, hold down the control key while selecting users)

e-Builder,;}?ﬁ

i Like 'p

Manage Users

*Training - City of Kansas City Sandbox Add New User

Available Users Project Users

Filter Users Implementation, e-Builder -- eb@City of Kansas City Sandbox -- e-Builder, In

| Last Mame El |starts with |ZI

| Select a custom field IZI | Select a value |ZI

Filter

Abbott, Stephen -- kemo.sabbott -- Ci

Akula, Sudhakar -- kemosakula -- Ci Ci (=]
Al-ani, Basil -- ba0480 -- KCMO
Al-Ani, Basil -- kemo.bal480 -- City of Kansas City Missouri
Alemifar, Masood -- kcrmo.malemifar -- City of Kansas Ci
Allen, Richard -- kemaourlallen - City of Kansas City Missouri

Allen, Sean -- kemo.sallen -- City of Kansas City Missouri
Ambriz, Martin — kemo.mambriz -- City of Kansas Ci
Andersen, Troy -- tandersenl0 -- KCMQO

Atkinson, Bridgette -- kemo.batkin -- City of Kansas City Missouri

Missouri

Removed Users

<

] Notify users added to site

»| [ Include username and password

[ Notify users removed from site

Mote: ¥ st click th button in order t ly the ch h de.
‘ou must click the save button in order to apply the changes you have made Save Cancel

3. Ifyou would like to notify the users that they have been added to the project click the Notify users

added to site. If you would like to provide the user with their user name and password, check the
“Include username and password box”.
Click Save.
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Sending a Message

1. Choose the users you would like to send a message to by checking the box to the left of the user
name. If you would like to send a message to all, click on the first box under the user field.
2. Click Send Message. (Allow Pop-Ups if prompted)

Manage Users I Send Message Remove from Project Reassign Work

[ MName« User Name Company Name Date Added

e-Builder Implementation eb@City of Kansas City Sandbox e-Builder, Inc. 02.02.2012

Manage Users Send Message Remove from Project Reassign Work

3. Fill in the Subject and Body fields.

e-Builder 's..?

? i Like

Email Users

* Ta: e-Builder Implementation <implementation@e-builder.net > g

Lookup | You may add additional email addresses one per ling.

CC:

* Subject: I

* Body: <

Include Welcome [l
Message

Send username and [l
password notification

Wi d d will ont L d will not b t tacts.
elcome message and usermame,/password will only apply to users and will not be sent to contacts Send Cancel

A

Click Send.

5. Ifyou would like to send the user a welcome message, place check marks in the boxes next to
“Include Welcome Message” and/or “Send Username and Password Notification”.
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Removing Users from a Project

1. Place a check mark in the box next to the users name you wish to remove from the project.

Manage Users Send Message I Removwe from Project I Reassign Work

[ | Name= User Name Company Name Date Added
e-Builder Implementation eb@City of Kansas City Sandbox e-Builder, Inc. 07.15.2013
Manage Users Send Message Remove from Project Reassign Work

2. Click Remove from Project.

Reassigning Work

1. Select user to reassign work from by placing a checkbox to the left of that user’s name and clicking
Reassign Work.

Manage Users Send Message Remove from Project Reassign Work

[ | Name= User Name Company Name Date Added
e-Builder Implementation eb@City of Kansas City Sandbox e-Builder, Inc. 07.15.2013
Manage Users Send Message Remove from Project Reassign Work

2. Check work items to be reassigned. Select user from drop-down list that work will be assigned to.

Reassign Work Items for e-Builder Implementation on *Training - City of Kansas City Sandbox

Open Work Items Select a user to reassign work to.. |Z|I Reassign I Cancel
—
[ work Item Descriptions User's Involvement
A

There are no work items that can be reassigned for this user.

Reassign Cancel

3. Click Reassign. (Example does not show any open work items to be reassigned since there are
none)

Cost Module

The e-Builder cost module helps manage the cost management processes that owners, general
contractors, and other industry participants go through in construction. It standardizes the tracking of
costs across an entire program. The cost module also eases the burden of reporting on Budgets, Change
Orders, Actual Costs, and more through the reports in the reports module. These reports can be
generated or modified to track any of the data entered in the cost module.
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Create Commitments
against the Budget

Creating a Budget

Go to the Cost tab.

A budget is the original detailed cost estimate for your project.

Bidding [RE T

Apply Acttuals
(Invoices) against the
Commitment

Schedule

Processes | Documents

Planning

BetSummary | Items Pending Approval | Unfinished Drafts | Data Entry

2. Select the project you need to create the budget for.

Clink on the draft link.

Cost Summary FOr |Dan- =-Builder Test - 1234

M |

s

Your budget

If the template was not applied when the project was created click the Apply Template button.

Budget Details FOr |Dan- e-Builder Test - 1234

Project: Dan- e-Builder Test
Draft Created 07.15.2013 (Dan Edge)
Description:

Budget Line Items (00 Custom Fields (0) Notes (0} Documents (0} Forms (0}
Group By: Shuw Filter
Line Item Description Assumption

Mail Merge

%Status:

Budget Contral:

Processes (0)

Allow Charges

There are no line items for this budget.

5. Select appropriate budget template.

Edit Details

Request Approval Approve

Draft

Controlled Total

Delete Apply Template Add Line Item

Original Budget

Delete Apply Template Add Line Item
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Apply Template
Bufget Templates Cancel
Name= Status Description # of Line Items  Date Created
[standard Budget Tempiate | Active 26 07.02.2013
Cancel
6. Press Continue to confirm.
70.020 Indirect Charges s
80.010 Signage o
90.010 Miscellaneous 4
99.010 Contingency W
99,020 Escalation 4
Continue Cancel

7. Click Edit Details and enter the dollar amount of the budget for each line item.

Budget Details For |Dan- e-Builder Test - 1234

Budget Line Items (46)

Group By: | Line Item

Project: Dan- e-Builder Test
Draft Created 07.15.2013 (Dan Edge)
Description:

Custom Fields (0) | Notes (0)

[=] show Filter

1/2 3 4 5 [»/[M| Show |10 [7]

Documents (0)

[[] | Line Item Description
[ | 00.010 Direct Charges
[ | 00.020 Indirect Charaes
Line Item Description
0 o0.010 Direct Charges
0 g
0 g0.020 Indirect Charges
g
0 10010 Direct Charges
0 g
0 10020 Indirect Charges
g
.DG 1nnn Praliminans Nezian/Plannina

*Note: Check the “Allow Charges” checkbox to allow for commitments to be charged against that /in:e

item.

Mail Merge

Status:

Budget Control:

Forms (0) | Processes (0)

Assumption

Assumption Formula

Add
Add
Add
Add

AdAd

Request Approval

Approve Edit Details

Draft

Controlled Total

Delete Apply Template Add Line Item
46 items in 5 pages
Allow Charges | Original Budget
4 0.00
4 0.00

Recalculate All

Allow Charges Original Budget
0.00
0.00
0.00
0.00
@ non BE

*Note: Click “Add” button to add formula to line item (used when line items are based on expression of

other items, ex. percentages)

8. Click the Save button.
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Edit Budget Details

Cancel

Project Name: Dan- e-Builder Test

Draft Created: 07.15.2013 (Dan Edge) Status: Draft

9. Depending on your permissions, either click the Request Approval or Approve button.

Budget Details FOr |pan- e-Builder Test - 1234 -

Mail Merge I Request Approval I Approve I Edit Details

e Piam ~ Dudildae Tace

Budget Changes
1. Go to the Cost tab.

Planning Calendar Schedule

BerSummary | Ttems Pending Approval | Unfinished Drafts | Data Entry

2. Select the project you wish to change the budget for.
3. Click on the Budget Details link on the lower left hand side of the screen.

Builder. g Cost Summary FOr e ebulder Tes - 124 -

Fircent Pag - Yigur buciget is chealt

Project Menu
* [] Detmits

. Plasning
= rorms
& Processes
¥ Docurnests
T Sehedule
» B3 cost
Cogt Surremany

Funding Sourcer

Cath Floew

4. Click the Budget Changes tab in the middle of the screen.
Quick Cost Summary

Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
0.00 0.00 0.00 0.00 0.00

N

Budget Line Items (46) §| Budget Changes (0) | f§Custom Fields (0) | Motes (0) | Documents (0) | Forms (0) | Processes (0)

Grouo Bv: | Line Item [+ 1 show Filter =% | Apoplv Template Add Line ltem

5. Click on the Add Change button.
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Budget Line Items (46) | Budget Changes (0) | Custom Fields (0) | MNotes (0) | Documents (0) = Forms (0) Processes (0)

Show: |All [=] show Filter Add Change

# oo D C e A SE R

Comann Mae AE M Change

6. Fill out the budget change information.

Add Change Details

I Save and Add All Line Items I Save and Add Items One at a Time I Cancel

Project Name: Dan- e-Builder Test
= Budget Change Number: 001 Status: Draft
———
* Reason Code: DesE?n Change (Changes) |Z| * Date Of Change: 07.15.2013 E
— ——
* Description: Need more COncrete

Custom Fields

Click on the Save & Add Al Line Items button if the change affects more than one line item in the

commitment or click on the Save and Add Items One at a Time button if only item in the
commitment needs to be changed.

8. Confirm change by clicking Continue.

Add Change Details

Confirm Add All Budget Items

N

Are you sure you want to add all budget line items to the change?

9. Press Save button if satisfied with changes.

Edit Change Details

canCEJ

Project Name: Dan- e-Builder Test
* Budget Change Number: 005 Status: Draft
* Reason Code: Field Condition (Changes) |Z| * Date Of Change: 07.15.2013 E
* Description: Stuff
Budget Change Items Recalculate All
# Descripti Budget Line Ite Current Budget Amount | Lrojected Formula | Change Amount  Net Budget Amount
escription udget Line Item urrent Budget Amou A ormula | Change Amoun udget Amoun
001 Direct Charges | 00.010 0.00 000 Add 0.00 0.00

=
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** See instructions below to add a Note, document, form, or process to a budget change.

10. Depending on your permissions either click the Request Approval or Approve button.

Budget Change Details
Mail Merge Make Pending Make Projected I Request Approval I Approve I Edit Delete
Project: Dan- e-Builder Test
Change Number: 003 Status: Draft
Reason Code: Design Change Date of Change: 07.15.2013
Applies To: Approved Changes Created: 07.15.2013 (Dan Edge)
Description: MNeed more glass for west wing Operating Room
Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/{Under)
0.00 0.00 0.00 0.00 0.00
Budget Change Items (46) = Custom Fields (0) | Notes (0) | Documents (0) | Forms (0) | Processes (0)
Adding a Note, Document, Form, or Process to a Budget Change
1. Navigate to specific budget item by selecting Budget Details from the left hand menu.
v F Cost 10,060 | Survey and Geotechnical 0.00 0.00 0.00 0.00 0.00
Cost Summary 20010 | Direct Charges 0.00 0.00 0.00 0.00 0.00
E 20020  Indirect Charges 0.00 0.00 0.00 0.00 0.00
unding Sources
5L e = - - B B
2. Select Budget Changes.
Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/{Under)
0.00 0.00 0.00 0.00 0.00

Budget Line Items (46) | Budget Changes (6) J Custom Fields (0) = Motes{0) = Documents (0) | Forms (0) | Processes (0)

3. Select specific Budget Change.
4. Use the tabs to select type of attachment and Attach button to attach appropriate item.
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Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/{Under)
0.00 0.00 0.00 000 0.00

Budget Change Items (0) | Custom Fields (00 Notes (0) IDocumems m I Forms (0) Processes (0)

S =

File Name Attached By Date Attached

There are no documents attached to this budget change.

Commitments

A commitment is a promise that you make to a seller to purchase goods or services in exchange for
money in accordance with specific terms and conditions. The most common types of commitments are
contracts and purchase orders.

Entering Commitments

1. Go to the Cost tab.

Planning Calendar Schedule

BerSummary | Ttems Pending Approval | Unfinished Drafts | Data Entry

2. Select the project you need to enter the commitment for.
3. Click on the Commitments link on the lower left hand side of the screen.

Builder g Cost Summary FOr s «-Boider Tear - 1234 -
Financial Summary Geoup By Lime Mo [®] . fickor the smourt 1o see more detas e
" ol - A ] L [ i I
A Cals
Project Manu Appioeeed Budpel Pessfing Budget  Projoried Bupet
Linel_ Desription Ohiginal Busdget = Charpes * Cursent Budget * Changes * Charnges * Prispectiod Bus
* O et DOOLE  Deect Charges 000 0o 000 Q0 000
« Panning DI020  Dnchirect Charge 0 oo 000 o o
= Foems 10010 Diesct Charges LF ] T ] alew G ¥
10020 Bk P
2 p 10000 lndiredt Changes 000 nao 00 QU0 000
10050 Prefemanary DeagnPlanneng 00 -] 200 Q0g Q00
H Descumasnts:
10087 Erveierranatisl Adsesimest 000 1] 0,00 i 000
= Schedicle 10050 Gie Selection o0 ] 200 u i
» O} Cost 10060 Survey snd Geotechnecal 000 nag .00 200 000
Cont Sememary 0L Deeet Changes 000 ] 000 Ui 000
e - B
Fanding Sources 0000 Bnckinect Changee. 0 {11=1] D00 o 8.
050 Desagn Prodersions 000 nag 0100 Q0 000
Budiget Detuiy
0080 Errteerenetal Sendort 000 080 0.00 o 000
Momd  Tpacad Tanacer (18] {11a1] alual (B 18]
Aohal Lok MOLe  Dieect Charges 000 080 00 s 000
Carth Figw 000 Dadinect Changed [F] ] 000 U 000

4. Click the Add Commitment button.
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Quick Cost Summary

/

Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
0.00 0.00 0.00 0.00 0.00
Show: [ Al [x] [l Commitments [*]|| Go || Show ANl |Show Filter
S c Commitment Current Projected
#a
[ Description Company Date Status Commitment Type Amount Commitment Commitment
5. Enter required commitment information.
Add Commitment
Commitment Overview Save || Cancel
Project: Dan- e-Builder Test
* Commitment Type: Select one... |Z| Status: Draft
——
* Commitment Number: O[J‘_I * Company: -
L —
* Commitment Control: ControlledByCommitmentltem Company Number: -
N
* Unit Cost Opticns: Lump Sum Amount |Z| Contact: |Z|
——
* Description:
A
Other Details
Commitment Date: E Notice to Proceed Date: E
Scope of work: -
* Default Retainage Percent: 0.00
6. Select a commitment line item by clicking Please Select A Line Item and choosing appropriate
budget item.
Commitment Items
4 S Retainage Custom
Item # Budget Line Item Description Current Budget Percent Amount Allowance Field(s)
E Add
Total 0.00
7. Enter information about the commitment and click the Save button.
Commitment Items
. . Retainage Custom
#
Item E'Iu:lgel Line Item Description Current Budget Percent Amount Allowance Field(s)
- Add
001 Please Select A Line Item 0.00 = -
Total 0.00
Commitment Custom Fields
There are no commitment custom fields.
Save Cancel

8. C(lick on the Save & Add New button if the commitment has more than one item or click on the Save

button if this is the only item in the commitment (or if this is the last item).
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9. Click on the center tabs and attach documents, forms, notes, or processes if needed by clicking
Attach button

Commitment Items (1) | Custom Fields (0) | Motes (0) | Documents (0) Processes (0)

Fill Qut Form Attach Forms Remove

= - T _ _ ___ _

10. Depending on your permissions click either Request Approval, or Approve.

Commitment Details

Commitment Overview | Other Details | Finandal Summary

ai e uest roval rove El 'endin lete it
Mail Merg Appi I App Make Pending Del Edi

Project: Dan- e-Builder Test
Commitment Typ; Contract Status: Draft
Commitment Number: 001 Company: Industrial Salvage
Commitment Control: Controlled By Line Item Company Number: INDOOL
Unit Cost Options: Lump Sum Amount Contact:
Necrrintinn: Tact Nacrrintinn

Commitment Changes
1. Go to the Cost tab.

Planning

ost summary | Items Pending Approval | Unfinished Drafts | Data Entry

2. Select the project you need to enter a commitment change for.
3. Click on the Commitments link on the lower left hand side of the screen.

g Cost Summarny FOr e e Boder Tear - 1234 -
= Financial Summary Gezup By Lime hem 'Tl = Cick or B smour b nee morn Grial £
Kevians Poget i A B S (1] i P
A-B CaDe
Fraject Menu et vl Basibieet Pesafireg Buddget Prageoied
Line L Deutrighisn Oiginal Budget * . Cursent Budget * - Changes * Prisjes bod Bae
¥ ] Datails
8 (0010 Deect Charges 00 =) ] 00 o
- Planning (O30 Dnchirect Charged g w0 1] LT o0
™ Forms 10010 Dieect Charges P T ] ] G [
2 10020 Tacsrect Chargpes 000 oo 1] g o
) 10050 Frefmanary DetagryPlaneeg 00 w0 o] 20 o
> Mm
10040 Eroroeereeetal Adsentemest 00 oo 1] ang 0
=
= Sehedile 1050 Siaw Selecton LE e 1] o o0
« Ol Cost 10060 Survey and Geotechncal a0 L 1] 00 o0
ot Surmemary ML Deeet Charges 0 oo 1] i 0
Fending Sources MU0 Bnchinect Change LF 0o T -1 o0
MO Desge Paodeisang 000 o ] 00 o
E £ Cwimiy
M4 Eraroeerestal oo 00 o ] g 00
= MBS Special Senvices 00 foe anh a0 00
S Lo MOLE  Déeect Charges 000 a0 1] 1 000
Cah Flow NN Inchreet Charped 0 o ] .00 o0
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4. Click on the commitment number or description of the appropriate item.
Quick Cost Summary

Current Budget Current Commitments
0.00 0.00
Show: [All All Commitments ]| Go || Show ANl
| #a Description Company
[ | 0oL TestDescrietion Industrial Salvage
-—
Totals

Actuals Approved

Show Filter

Date

07.15.2013

0.00

Status

Draft

Actual Cost To Complete

Commitment Type

Contract

5. Click on the Commitment Changes tab in the middle of the screen.

Commitment Items (1)

Projected Over/(Under)

0.00 0.00

= Mail Merge Add Commitment

Commitment Current

Amount

Projected

Commitment Commitment

10.00
10.00

0.00 0.00

Mail Merge Add Commitment

Commitment Changes !0) IActuaI Costs (0) | Custom Fields (0) | Notes (0) | Documents (0) | Forms (0) | Processes (0)

Show Filter @_@
Original . Current
Item # & Budget Line Item Description | Current Budget Commitment S Project.ed Retainage baiells Custom Field(s)
t |G Approved
Amount Held
Site =
Qo1 10.050 Selection 0.00 0.00 0.00 0.00 0.00 0.00 =]
6. Click on the Add Change button.
Commitment Items (1) | Commitment Changes (0) | Actual Costs (0) | Custom Fields (0) | Notes (0) | Documents (0) | Forms (0) | Processes (0)
Show: | All |z| Show Filter Add Change
[ | #a Description Reason For Change Applies To Status Date Of Change Change Amount
There are no commitment changes.
Add Change

7. Fill out the commitment change information and select Save and Add All Items or Save and Add

Items One at a Time.
Add Change Details

Project Name: Dan- e-Builder Test

* Commitment:
N

* Commitment Change 001
MNumber:
——

* Date Of Change: 07.15.2013 E

Description:

001 - Test Description

I Save and Add All Items I Save and Add Items One at a Time I Cancel

Status:

* Reason Code:
N

Draft

Design Change (Changes) [~

8. Add Commitment Change Item by filling in required information and clicking Save. (Note: click Save
& Add New to add multiple items on this screen vs. restarting the process.)
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Add Commitment Change Item

Save & Add New Cancel

Project Name: Dan- e-Builder Test
* Commitment Change Item 001 Commitment Change Number: 001
Mumber:
* please chollse: @ Select Existing Commitment ltem
) Select Commitment Item.. |Z|

© Create New Commitment ltem

Current Commitment Amount:

* Description:

* Cha nge Amount:

e TA AT .. Fi_aal

9. Click on the center tabs and Attach button to attach notes, documents, forms, or processes if
needed.

Commitment Change Items (0) | Custom Fields (0) = Notes (0) IDocuments (EIJI Forms (0) | Processes (0)

-

File Name Attached By Date Attached

There are no documents attached to this commitment change.

Attach Documents Remowve

10. Depending on your permissions click either Request Approval, or Approve.

Commitment Change Details

Mail Merge Make Pending Make Projected I Request Approval I Approve I Edit Delete

Project: Dan- e-Builder Test
Commitment: 001 - Test Description Status: Draft

Change Number: 001 Company: Industrial Salvage

Actual Costs/Invoices

Actual Costs/Invoices are monies that are owed to vendors or general contractors for work performed
on the project.

Creating an Invoice

1. Go to the Cost tab.

Planning Calendar Schedule

BerSummary | fems Pending Approval | Unfinished Drafts | Data Entry

2. Select the project you need to enter the invoice for.
3. Click on the Actual Costs link on the lower left hand side of the screen.
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L= e 1oy Site Selection o o o o v
v [ Cost 10.060  Survey and Geotechnical 000 000 000 000 000
Cost Summary 20010 | Direct Charges 0.00 0.00 0.00 0.00 0.00
20,020 | Indirect Charges 0.00 0.00 0.00 0.00 0.00
Funding Sources
B 20,030 | Design Professional 0.00 0.00 0.00 0.00 0.00
Budget Details
20.040 | Environmental Services 0.00 0.00 0.00 0.00 0.00
C it t:
ey 20050 Special Services 0.00 0.00 0.00 0.00 0.00
30010  Direct Charges 0.00 0.00 0.00 0.00 0.00
Cash Flow 30020  Indirect Charges 0.00 0.00 0.00 0.00 0.00

4. Click the Add Invoice button.

Quick ?ost Summary

Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)

0.00 0.00 0.00 0.00 0.00
Show: | All |z| All Invoices |E| Go Show All | Show Filter Add Invoice
[ | Invoice # « Description C i t# C i t Description Company Date Received | Status Invoice Amount

There are no invoices for the selection.

Add Invoice

5. Click the Yes, Add a Commitment Invoice button.

Add Invoice

Do you want to apply this invoice towards a commitrment?

Yes, Add a Commitment Invoice Mo, Add a General Invoice Cancel

6. Select the commitment from the commitment drop down list and enter the dollar amount for each
commitment item.
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Add Invoice

Invoice Overview Save and Add New Cancel

Project: Dan- e-Builder Test
* Commitment: 001 - Test Description - * Status: Draft (Request Approval) |Z|
A S
* Tnvoice Number: 001 Company/Contact Industrial Salvage
A
* Date Received: 07.15.2013 R Date Due: 5]
A
This is a retainage release: [}
* Description: ‘Work Performed on East Wing
Invoice Items @
- - Current Invoiced To Retained To R ining to 9 Retainage Retained This
Commitment Item # Description Commitment T T be Invoiced Invoice Amount % Invoice ¢
@0 ' pp1 Site Selection 0.00 0.00 0.00 0.00 2,000.00 0.00% 0.00
A
Total 0.00 0.00 0.00 0.00 2,000.00 0.00

4 [ | 3

Cost Summary | Commitment Details | Inveices For This Company

Invoice Custom Fields

Period Start: E
Period End: @
Vendor Invoice Number:

PeopleSoft Voucher Number:

Save and Add New Save Cancel

7. Click the Save & Add New or click the Save button if this is the only item in the commitment (or if
this is the last item).

8. Click on the center tabs and Attach button to attach documents, notes, forms, or processes if
needed.

Invoice Items (0) | Custom Fields (4) | MNotes (0) | Documents (0) | Forms (0) I Processes (0) I

N Remove

[ | Process Subject Current Step Since Attached By « Date Attached

There are no processes attached to this invoice

Attach Processes Remove

9. Depending on your permissions click either Request Approval, or Approve.
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Invoice Details

N

Invoice Dvew'@i Other Details

Mail Merge Reject Mark Paid Edit

Project: Dan- e-Builder Test
Commitment: 001 - Test Description Status: Draft (Approval Requested)
Current Commitment 0.00 Company: Industrial Salvage
Amount:
Invoice Number: 001 Company Number: INDOO1
Description: Work Performed on East Wing Contact:

Invoice Amount: 0.00 Date Received: 07.15.2013

Retained This Invoice: 0.00 Approval Requested: 07.15.20132 (Dan Edge)
Invoice Items (0) | Custom Fields (4) | Notes (0) | Documents (0) | Forms (0) | Processes (0)
= -~ - - -

Forecasting

Forecasting in e-Builder is the process by which a project’s final cost is estimated. E-Builder provides the
ability to forecast based on progress and any changes since the budget was formed. When added to
commitments, forecasting will provide an accurate projection of final project costs. Depending on your
forecasting practices, two methods can be used in e-Builder: Detail Mode or Adjustment Mode. Itis
recommended to use Detail Mode since it tends to give more accurate results.

Detail Mode (forecasting of individual commitments)

1. Click on the Cost tab at the top of the screen.

Schedule

BerSummary | Ttems Pending Approval | Unfinished Drafts | Data Entry

2. Select the project for which you would like to create a forecast.
3. Click the Forecasts link under the Cost Menu on the left side of the screen.

Schedule 003.003010  Program Management 38,000.00 114,600.00 (57,100.00) 15,836.00 15,780.00
v Y Cost -] 003.020 Surveys 206,000.00 986,391.00 (732,345.00) 71,006.50 70,907.50
003.002020  Surveys 206,000.00 286,391.00 (732,345.00) 71,006.50 70,907.50
Cost Summary
[-] 003.030 Testing 585,981.45 99,055.00 (11,573.55) 25,600.00 25,558.00
Funding Sources
003.002030  Testing 58598145 99,055.00 (11,573.55) 25,600.00 25,558.00
Budget Details
-] 003.040 Permitting & Fees 245,000.00 104,000.00 144,000.00 0.00 0.00
E t
002002040  Permitting & Fees 245,000.00 104,000.00 144,000.00 0.00 0.00
Commitments I 003.050 Insurance & Fees 214,000.00 900,000.00 (576,000.00) 0.00 0.00
Actuzl Costs 003.002.050 Insurance & Fees 314,000.00 900,000.00 (576,000.00) 0.00 0.00
Cash Flow = o03.070 Design 4,160,000.00 1,562,964.00 (254,464.00) 509,500.00 384,500.00
Other Cost Columns 002002070  Design 4,160,000.00 1,563,964.00 (254,464.00) 509,500.00 284,500.00
Emvmmdd Valiom =1 nnz nan Cnarcialtu Cancnltinn 122 NN NN 154 nnnnn M/ 000 MM 7 74R ON 7 7AR DN

4. Click on the Add Forecast button.
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Forecasting for |tast Tower

Forecasts Add Forecast

Forecast | Budget Current Projected Actuals Approved Forecasted Unallocated Estimate At Forecasted Over/
9 G i it G i it PP Commitments Reserve Completion (Under)

There are no forecasts.

5. Select a period to allow forecasting to place after and click Continue.

Add Forecast

Forecast as of period ending: Iﬂ
A

6. Arequired name is auto-generated but can be changed if desired.

7. The ‘Calculate Unallocated Reserve’ check-box is checked by default. The ‘Unallocated Reserve’ is
the difference between budget and projected commitments. A ‘check’ in this box yields an
‘Estimate at Completion’ that is equal to your budget, assuming that your project will finish on

budget.
8. De-select the ‘Calculate Unallocated Reserve’ check-box when you are ready to begin forecasting

commitments.
9. Enter a description, assumption, and amount for a forecasted commitment and click the Add link.
NOTE: The ‘Budgeted’ check box indicates that the amount of your forecasted commitment has been
accounted for in the budget. De-select this box if that is not the case.
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Add Forecast

/

Forecast Details Save Draft Save Final Cancel
Project: East Tower
Project Number:
As Of Period Ending: Live E
* Name: Forecast created on 07.15.2013 3:31 PM
——
Description: -
Instructions: Complete forecast updates by the 20th of the month.
Forecast | Documents (0) | Forms (0) = Processes (0}
Forecast Data Expand Al | Collapse All Group By: | Line Item |Z|
Calculate Forecasted
Account Unallocated Current Projected Forecasted Unallocated | Estimate at | Ower/
Code Description Reserve Budget G i C i C i Reserve Completion | (Under)
] 100.100.010 "rofessional 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Consulting Fees
Description Assumption Forecasted Cy [«
]
[5] 100.100.020 Legal Fees 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Description Assumption Forecasted Cy [«
]

Eazcihiltu

10. When you have completed your forecast, click the Save Draft or Save Final button.

Add Forecast

Forecast Details
Project:
Project Number:
As Of Period Ending:
* Name:

Description:

East Tower

Live |z|

Forecast created on 07.15.2013 3:31 PM

I Save Draft I Save Final I(ancei

11. When your forecasted commitment is reflected in e-Builder via a Commitment or Change Order
process, access the forecast for the appropriate budget line item and click the ‘Committed’ check

box.

Adjustment Mode (forecasting by increasing/decreasing the estimate at completion)

1. Click on the Cost tab

at the top of the screen.

Calendar

BerSummary | Ttems Pending Approval | Unfinished Drafts | Data Entry

2. Select the project for which you would like to create a forecast.
3. Click the Forecasts link under the Cost Menu on the left side of the screen.
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Schedule 002003010  Program Management 38,000.00 114,600.00 (57,100.00) 15,836.00
v B cost =] 002.020 Surveys 206,000.00 986,391.00 (732,345.00) 71,006.50
003003020 | Surveys 206,000.00 986,391.00 (732,345.00) 71,006.50
Cost Summary
) = 003.030 Testing 585,981.45 99,055.00 (11.573.55) 25,600.00
Funding Sources
003003030 | Testing 585,98145 99,055.00 (11,573.55) 25,600.00
Budget Details
Id— [ 003.040 Permitting & Fees 245,000.00 104,000.00 144,000.00 0.00
F t
orecas 003002040 Permitting & Fees 245,00000 104,000.00 14400000 000
Commitments
[ 003.050 Insurance & Fees 314,000.00 900,000.00 (576.000.00) 0.00
Actual Costs 003.003.050  Insurance & Fees 314,000.00 900,000.00 (576,000.00) 0.00
Cash Flow [ 003.070 Design 4,160,000.00 1.563,964.00 (254.464.00) 509,500.00
Other Cost Columns 003.003.070 | Design 4,160,000.00 1,563,964.00 (254,464.00) 509,500.00
[ SR VA . =1 nn2 nan Cnarizly Cancultinn 122 n00 NN 154 N0 DN 1A DD NNy 2 74R DN

4. Click on the Add Forecast button.

15,780.00
70,907.50
70807.50
25,558.00
2555800
0.00

0.00

0.00

0.00
384,500.00
384,500.00
7 745 00

Forecasting for |cast Tower -
Current Projected Forecasted Unallocated Estimate At Forecasted Over/
EesLat [Esdost C i it C i it Ao Spaas Commitments Reserve Completion (Under)
There are no forecasts.
5. Select a period to allow forecasting to place after and click Continue.
Add Forecast
Forecast as of period ending: Iﬂ
L ]
Continue Cancel
6. Click the Switch to Adjustment Mode button.
Forecast | Documents (0) | Forms (0) | Processes (0)
Forecast Data Expand All | Collapse All Group By: | Line Item |z| I Switch to Adjustment Mode I
Calculate
Account Unallocated Current Projected Actuals Forecasted Unallocated
Code Description Reserve Budget Commitments | Commitments Approved Commitments | Reserve
Scripps Test
= oooo #05112220025466468888777888 900.00 202.00 1.000.000.000.202.00 2.00 1.00 0.0(
Description Assumption Forecasted G i i

1.00 [ Delete

N

A required name is auto-generated but can be changed if desired.

8. The ‘Calculate Unallocated Reserve’ check-box is checked by default. The ‘Unallocated Reserve’ is

the difference between budget and projected commitments. A ‘check’ in this box yields an

‘Estimate at Completion’ that is equal to your budget, assuming that your project will finish on

budget.

9. De-select the ‘Calculate Unallocated Reserve’ check-box when you are ready to begin forecasting by

adjusting your ‘Estimate at Completion’.
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NOTE: Adjustments can be entered as negative values. When an adjustment is reflected in e-Builder via a
Commitment or Change Order process, access the forecast for the appropriate budget line item and enter a
negative value equal to the Commitment or Change Order value to ensure that your ‘Estimate at

Completion’ is adjusted accordingly.

10. Enter a description, assumption, and adjustment amount then click the Add link.

Edit Forecast

Forecast [T:tails Save Draft Save Final Cancel
Project: E-builder Fieldhouse
Project Number: 88888588
As Of Period Ending: Live |Z|
* Name: Forecast saved on 03.01.2013
—
Description: -
Forecast | Documents (0) | Forms (0) | Processes (0)
Forecast Data Expand Al | Collapse Al Group By: | Line Item |Z| Switch to Detail Mode
Calculate
Account Unallocated Current Projected Actuals Forecasted Unallocated
Code Description Reserve Budget Commitments | Commitments Approved Commitments | Reserve
[l oppp  ScrippsTest 900.00 202.00 1,000,000,000,202.00 2.00 1.00 0.00
#05112220025466468888777888 . ) e : } .
Description Assumption Adjustment Amount Net Adjus!
:
Test 3 Test3 20.00 02.28.2013
Test 2 Test 2 15000 02.28.2013
Test 1 Testl 110.00 N7.78.7M3

11. When you have completed your forecast, click the Save Draft or Save Final button.

Edit Forecast

Forecast Details I Save Draft I Save Final I Cancel

Project: E-builder Fieldhouse
Project Number: BE8ERERE
As Of Period Ending: Live E
* Name: Forecast saved on 03.01.2013
Description: -

Cash Flow

The Cash Flow feature in e-Builder provides the ability to estimate the expected cash needs/ future

expenditures for the remaining life span of the project. Cash flow projections are established by month
at the budget line item detail.

1. Click on the Cost tab at the top of the screen.

ostsummary | Items Pending Approval | Unfinished Drafts | Data Entry
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2. Select the project for which you would like to create a Cash Flow.
3. Click the Cash Flow link under the Cost Menu on the left side of the screen.

Y] F Cost 10.060 | Survey and Geotechnical 0.00 0.00 0.00 0.00 0.00
Cost Summary 20010 | Direct Charges 0.00 0.00 0.00 0.00 0.00
. 20,020 | Indirect Charges 0.00 0.00 0.00 0.00 0.00
Funding Sources
20,030 | Design Professional 0.00 0.00 0.00 0.00 0.00
Budget Details
20.040 | Environmental Services 0.00 0.00 0.00 0.00 0.00
C it it
ommitments 20050  Special Services 0.00 0.00 0.00 0.00 0.00
Actual Costs 30010  Direct Charges 0.00 0.00 0.00 0.00 0.00

Cash Flow 30.020 | Indirect Charges 0.00 0.00 0.00 0.00 0.00

4. Click on the Setup Cash Flow button.

Project Cash Flow FOr |Dan- e-Builder Test - 1234 -
Cash Flow Summary Previous Cash Flows Update Cash Flow
Project: Dan- e-Builder Test
Current Cash Flow: Na Cash Flow has been created.
Description:
Quick Cost Summary
T I Ty e At R R el e T Fnerltn Brrinctnd Muene il dacd

5. For each budget line item, choose a Cash Flow Curve and a Schedule Link Type. Click Save. (A
Manual cash flow curve will require a manually entered amount for each month on the budget line
item. The Schedule Link type indicates the duration for which you would like to forecast your cash
flow.)

Setup Cash Flow

E Save || Cancel

Line Item e Cash Flow Curve B Schedule Link Type Payment Lag (In Days)
Apply To All E Apply To All Apply To All
00010 Direct Charges Manual [~] Link To Project | =] 0
00.020 Indirect Charges Manual E Link To Project |Z| 0
10010 Dire gl Manual [=] link To Project 7] 0
10.020 wa Use this drop- Manual ] Link To Project | =] 0
10.030 »=iidown and Apply To Manal [] Link To Project | =] 0
10,040 et All fOr CIUiCk entry Manual [~] link To Project | =] 0
10.050 Sita Selertion Manual [+1 link T Praiect | =l 0
6. Click the Update Cash Flow button.
Project Cash Flow FOr |Dan- e-Builder Test - 1234 -
Cash Flow Summary Previous Cash Flows | Setup Cash Flow
Project: Dan- e-Builder Test
Current Cash Flow: Mo Cash Flow has been created.
Description:
Quick Cost Summary
Current Budget Current Commitments % Actuals Approved Actual Cost To Complete Projected Over/(Under)
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7. Select the two options for which you would like to ‘Forecast cash flow using.” Your remaining to be
allocated will be the difference between the two selections that you have made.

Description:

Cash Flow | Custom Fields (0)

Forecast cash flow usin4 Projected Budget EIandIActuals Approved |z|| Must allocate all funds in projections

[Tl shaw all previous months Export Import Recalculate Selected Recalculate All

Remaining To Be

[[] | Graph | Line Item Description Projected Budget Actuals To Date Allocated Jul 2013

[} il 100.100.010 Professional Consulting Fees 17,000.00 4,500.00 12,500.00 0.00
I} ! 100.100.020 Legal Fees 15,000.00 500.00 14,500.00 0.00
I} Il 100.100.030 Feasibilty Reimburseables 21,000.00 0.00 21,000.00 0.00

8. Place a ‘check’ next to the budget line items that you would like to forecast and click the
Recalculate Selected button. If you would like to calculate all line items, click the Recalculate All
button (Monthly amounts for budget line items that have been setup with a Manual cash flow curve
will need to be entered manually. Monthly amounts that are automatically calculated can be
overwritten with a manual entry).

Cash Flow | Custom Fields (0)

Forecast cash flow using | Projected Budget E| and | Actuals Approved E Must allocate all funds in projections

Elshow al previous months | Export Import Recalculate Selected Recalculate All

Remaining To Be

[[] | Graph | Line Item Description Projected Budget Actuals To Date Allocated Jul 20132
i 100.100.010 Professional Consulting Fees 17,000.00 4500.00 12,500.00
all 100.100.020 Legal Fees 15,000.00 500.00 14,500.00
m i 100.100.030 Feasibilty Reimburseables 21,000.00 0.00 21,000.00
E all 110110010 Professional Fees - Fixed 17,790.00 0.00 17,790.00
O [ 110110020 ﬁ:::f;il"“a' Fees-Time & 12,800.00 0.00 12,600.00
(&l nl 110.110030 Reimburseables 23.000.00 0.00 23.000.00

9. Click Save.

Update Cash Flow

Cash Flow Summary Cancel

Project: Morusis Psychiatric Center
Project Number:
Current Cash Flow: No Cash Flow has been created.

Description:

Documents Module

The Documents module is a file repository for all documents related to your projects. It can be
compared to an electronic version of a paper filing cabinet or a network drive where documents are
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stored. The folder structure can be created any way the project team members need it to be. One of the
key advantages of using the Documents module is that all members of a project can access the most up-

to-date files from any location at any time.

Uploading Documents

Select Project — Select Folder

To upload files one at a time:

1. Click on the Documents tab.
Planning ‘Calendar

s Upload Documents

Schedule

2. Select the project you wish to upload the documents to.
3. Select the folder you wish to upload documents into.

Documents FOr | criminal Justice Building Abatement - 1035 Locust - 570A0150 -

0l e - ; — . . — o
Folders | &5 Documents / -Dalgn Show File Descriptions Show Thumbnails
Expand All | Collapse All | Refresh All Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL
E-{7] Documents [91 Name =

1 -Bid [0]
Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare
£ -Const [5

20 Jpesign 111 | 57000150 A0150 GOULD EVANS AGREEMENT AMND 1 to Task Order
1R ot:s ¥ o 1.pdf (version 1)

Download (2.2MB) | Redline | Stamp | Compare With | Send | Properties
£ -pre Design [0]

{71 -Proj. Handoff [0]
{31 swepp [0]

2. Click the Upload link.

Date Uploaded | Uploaded By | Company

Page of 1 Show per page

0a17.13 Ron Williams V1<
11:35AM Technologies

Documents FOF | Criminal Justice Building Abatement - 1035 Locust - 57040150 -

[ B |- . = ) . = L.
Folders (=] Documents / -Design Show File Descriptions Show Thumbnails
Expand All | Collapse All | Refresh All Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL
E-F] Documents [91 1 Name =

-1 -Bid [0]
Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare
-1 -Const [5]
- -Design [1] 57000150 A0150 GOULD EVANS AGREEMENT AMND 1 to Task Order
7 -Photos [0 @ 1.pdf (version1)
-Photos [0] Download [2.2MB) | Redline | Stamp | Compare With | Send | Properties
{71 -Pre Desian 101

4. Inthe Upload Documents Window, click Select Files.

Date Uploaded | Uploaded By Company

Page of 1 Show per page

0417.13 Rom Wiliams  Wilko
11:35AM on WIEmS - 1 chnologies
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e-Builder, %

Upload Documents@

Project: Criminal Justice Building Abatement - 1035 Locust
Folder: -Design

[v #ref Search Option Humber of ltems . 0

[ Compress for Transfer Total Upload Size: OB

Use Single File Uplead Teol

Approw. Upload Time
T1 =0 min 56K = 0 min

Description of Files:

5. Select a file on your computer and press Open.
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COrganize v Mew folder =~ 0 @
< Favorites Marme . Date modified =
Bl Desktop @] Budget Line Item Report - 201307030908 7/3/2013 9:08 A
& Downloads 4] Budget Line Item Report - 201307030952 /3720153 %59 A
=l Recent Places & Budget Line Item Report - 201307031002 7/3/2013 10:02 4

@] Budget Line Item Report - SH5U Evans Complex Renovati..  7/3/2013 .59 &
0 Libraries B4 Budget Line Itern Report - SHSU University Campus Kitch...  7/3/2013 10:03 /| =
@ Documents @] Budget_Line_Itern_Report_- Beta Evans 737201312051
J‘i Music @] Budget_Line_ltern_Report_- Beta University Campus Kitch...  7/3/2013 1:24 P|
[ Pictures |2 Enterprise Reports4-1-2010 7/3/2013 2:13 PI
B videos = Executive Program Summary Reportsh-16-2012 (1) ?.-"3.-"21:‘:353 2:09 PI
2| Executive Program Sumrmary Reportsh-16-2012 (2) 7/3/2013 2:13 PI|_
1M Computer 2 Executive Program Summary Reports5-16-2012 (3) /1172013 8:47 4
|| Executive Program Summary Reports5-16-2012 77372013 2:09 PI
€ Network || Forms and Process Trend Dashboard Reports 7/3/2013 2:13 PI
<85 Blonss A dedibicmal A dmubine Pachbooed Donade © 36 3014 /359013 249 NI
1 | m b
File name: Enterprise Reportsd-1-2010 - ’*-* "l

Click the Upload Now button.
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Upload Documents& Use Single File Upload Tool

Project: Criminal Justice Building Abatement - 1035 Locust
Folder: -Design
v wref Search Option Mumber of lkems 1 Appros. Upload Time
I Compress far Transfer Total Upload Size: 0.5MB T1 ==1 min BEE. = 2 min

[ Enterprize Reportzd-1-201 0.xml

D escription of Files:

Upload Mow

To upload multiple files:

1. Click on the Documents tab
Planning ‘Calendar

2. Select the project you wish to upload the documents to.
3. Select the folder you wish to upload documents into

Documents FOF | Criminal Justice Building Abatement - 1035 Locust - 57040150 -
() (=2 5 . } _
Folders | &5 Documents / -Dslgn [C] Show File Descriptions [T Show Thumbnails
Expand All | Collapse All | Refresh All Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL
EH?—-I Documents [9] 7] | Name = Date Uploaded | Uploaded By | Company
{1 -Bid [0]

Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare Page of1 Show |25 er e
= 1] per b2

{71 IDesign [1] @ 5?0002!50 _ADI?D GOULD EVANS AGREEMENT AMND 1 to Task Order 041713 N Willeo
{1 -Photos [0 O Lpdf fersion 1) 11:35AM Ron Williams Technologies
Download (2.2MB) | Redline | Stamp | Compare With | Send | Properties -

£ -pre Design [0]
{71 -Proj. Handoff [0]
{31 swepp [0]

4. Click the Upload link.
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Documents FOr | Criminal Justice Building Abatement - 1035 Locust - 57040150 -
(= B - - ; - L.
Folders Ll 5 Documents / -Design [ Show File Descriptions ] Show Thumbnails

B Documents [9]
-Bid [0]
-Const [3]

{7 -Design [1]
-Photos [0]
-Pre Desian 101

Expand All | Collapse All | Refresh Al

[ | Name «

@ [ 1.pdf version1)

Download (2.2MB) | Redline | Stamp | Compare With | Send | Properties

5. Open Window Explorer on computer.

Delete | Move | Copy | Download | Check Out | Send | Fill Qut Form | Compare

57000150 A0150 GOULD EVANS AGREEMENT AMND 1 to Task Order

Upload I Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

Date Uploaded | Uploaded By Company

041713

11:35AM
VIEWINE L
1. Clickc
2. Clickc

Page of 1 Show per page

- Willco
Ron Williams Technologies

Crganize «

@ Open

Share with - Print E-mail

Mew folder

5.0 Favorites

B Desktop
4. Downloads

L %
"= Recent Places

- Libraries
@ Documents

JI' Music
[E] Pictures
E Videos

18 Computer

?! Metwork

Documents library
Guides

Mame

Date modified

Type

1] 1. User Training Guide - 2013

7/15/2013 8:50 AM

Microsoft Word D...

[ MASTER User Training Guide

7/15/2013 4:49 P

Microsoft Word D...

N

7. Drag and drop selected files into e-Builder upload window.
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e-Builder, s
. » Libraries » Documents b Guides Search Guides
—
7
Upload Documents@ Organize = (W] Open Share with « Print E-mail New folder
Project: Criminal Justice Building Abatement - 1035 Locust . .
3¢ Favorites Documents library
Folder: -Design B Desktop Guides
8 Downloads Name ° Date modified Type
[V et Search Option Humber of ltems 11 Approx. Upl| % Recent Places
I Compress for Transfer Total lpload Size: 08 T7=0mn g @)1, User Training Guide - 2013 7/15/2013 8:50 AM  Microsoft Word D...
_'——mﬂg"'___ MASTER User Training Guide 7/15/20134:49 PM  Microsoft Word D...
@ Documents
& Music
[ Pictures
B8 videos

18 Computer

7- Network

2 items selected Title: Add a title Size: 441 MB Tags: Add
Authors: Add an author Date modified: 7/15/2013 4:49 PM

Description of Files:

Select Files Upload Now

—

@ it \ i

8. Use the check boxes on the left to select files to upload and press Upload Now.
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Upload Documents@ Use Single File Upload Tool
Project: Criminal Justice Building Abaternent - 1035 Locust
Folder: -Design
W ref Search Option Mumber of ltems © 2 Approx. Upload Time
™ Compress for Transfer Total Upload Size: 4.6MBE T1 =<1 min 56K =18 min

= 1. Uzer Training Guide - 2013,
; D MASTER Uszer Training Guide.do

E

Description of Files:

Select Files Upload Now

Viewing Documents

1. Click on the Documents tab.

Planning ‘Calendar Schedule

2. Select the project containing the documents you wish to view.
3. Navigate to desired documents by selecting appropriate folder.
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Documents For | Criminal Justice Building Abatement - 1035 Locust - 57040150 -
Folders :LID E i Documents!-DesiEn [C] Show File Descriptions [ Show Thumbnails

Expand All | Collapse All | Refresh All
B-{T] Documents [9]

7 -gid [0]

{21 -Const [5

Design [1]

-

7] -Pre Design [0]
{7 -Proj. Handoff [0]
-1 swepp [0]

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL
[ | Name «
Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare

57000150 A0150 GOULD EVANS AGREEMENT AMND 1 to Task Order
N L.pdf (version 1)

Cownload (2.2MB) | Redline | Stamp | Compare With | Send | Properties

4. View document by clicking bold text of document.

Date Uploaded | Uploaded By
Page|1[=]of1 show

0417.13 -

113580 Ron Williams

Company
25 |Z| per page

Willeo
Technologies

Documents FOF | Criminal Justice Building Abatement - 1035 Lacust - 570A0150 -
Folders EIE, EJ “ || Documents / -Design [7] Shaw File Descriptions [7] Show Thumbnails i

Expand All | Collapse All | Refresh All
E-{] Documents [9]

77 -Bid [0]

{71 -Const [3]

] -Design [1]

{7 -Photos [0]

7] -Pre Design [0]

] -Proj. Handoff [0]

-1 SWPPP [0]

{7 Testing [0]

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL
[ | Name «

Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare

o 57000150 A0150 GOULD EVANS AGREEMENT AMND 1 to Task Order]
A 1

f (version 1)
_—

Download (2.2MBE) | Redline | Stamp | Compare With | Send | Properties

Date Uploaded | Uploaded By
Page|1[*] of1 Show

04.17.13 ]

11:35AM Ron Williams

Company
23 |Z| per page

Willco
Technologies

Redlining Documents

Any document stored in e-Builder can be redlined. Redlining a document means to create a markup
layer that lives in e-Builder and does not alter the native file.

1. Click on the name of the folder where the document is stored. (See Viewing Documents above if

needed)

2. Click on the Redline link below the file name. A new window opens.

Documents FOr | ai Training Center - ABC Construction -

Folders

B[ Documents [347)

(] =
L& &=
Expand All | Collapse All | Refresh All

Documents / 08 Invoices / 03 Contractor [C] Show File Descriptions [ Show Thumbnails

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

[[] | Name =

B-{7=) 01 Internal Only [109] -

— Delete | Move | Copy | Download | Check Out | Send | Fill Qut Form | Compare
B2 01 Owner [16]
B 02 General Administration ] 2ndFloorjpg (2ol 7 ’
551 03 Pre Design [30] C Download (79.4¢H ompare With | Send | Properties 06.27.13 03:004M
-2 04 Design [40 iy CATS Project Custom Fields.xlsx (version 1) §

= _65'9” 140] 20 Download (64.9KB) | Redline | Compare With | Send | Properties eI R
-] 05 Bid & Award [21]
B 06 Construction [17 = under-construction.gif (version 1} .

[_ ! I a] Download (27.0KB) | Redline | Compare With | Send | Properties 04.08.0910:33AM

B-{71] 07 Post Construction [4]

Elij 08 Invoices [7]

3. Click the Markup Icon and select New.

Date Uploaded L By C

p

Russel Hercules

Charlie Owen

Richard Craemer

Page 1|2| of 1 Show |25 |Z| per page

e-Builder Inc.
e-Builder, Inc.

e-Builder, Inc.
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Ctrl+M
Ctrl+M
Save Ctrl+S Tl Bt 01 U
Save As... Ctrl+Shift+5
Close Ctrl+Shift+C
Open For Review Ctrl+R
Close Review Ctrl+Shift+R
Review Changemarks
Review Markup Pages 3

Consolidate Markups

reT i

4. Use the tools on the left-hand side of screen to mark up the file.

T https://appe-.. O~ BEC X

FHosBZ |l 0OD2ss - [

O —=
- S |
r X

5. Click the Markup icon again and select Save As.
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§7 httpsi//app.e-.. M T W B U A | § 2ndFloorjpg - |

Open... Ctrl+M

Save Ctrl+5 =N
Ctrl+Shift+5

Close Ctrl+Shift+C M

Open For Review Ctrl+R

Close Review Ctrl+5hift+R

Review Changemarks

Review Markup Pages k

Consolidate Markups

EDLB&._-_'a-':H‘\..L,

6. Enter the name of your markup and click OK.

|'\

Save Az | 23

Fleaze input name:

2nd Floar Plan- Final

Cancel

7. The user can exit out of the window now.
8. To view the redline, refresh the documents page (if necessary).

File Edit View avorites  Tools  Help

- @,
e-Builder, & I

h Dashboard Projects Planning Forms Processes - Documents . Calendar Contacts Bidding Cost

‘ /1‘\ Documents For ki Training Center - ABC Construction -
L N

9. Navigate to the document by selecting appropriate folder.
10. Beneath the document, the user will see that the redline version is incremented by 1. (Redline(1))
11. Select the Redline(1) link to view marked up version of document.
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Documents For ki Training Center - ABC Construction -
L] = - . ; - L -
Folders (=] Documents / 08 Invoices / 03 Contractor [C] Show File Descriptions [T show Thumbnails

Expand All | Collapse All | Refresh All
E-LE] Documents [347]

{2 01 Internal Only [109]
{2 01 Owner [16]

L:LQ,] 02 General Administration
{71 03 Pre Design [30]

{2 04 Design [40]

{71 05 Bid & Award [21]

{1 06 Construction [17]
-7 07 Post Construction [41

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

[ | Name «

Delete | Move | Copy | Download | CheckOut | Send | Fill Out Form | Compare

E @ 2ndFloorjpg (veg }
Download [72.4KE) Compare With | Send | Properties

EJ H CATS Project Custom Fields.xlsx {version 1)
= Download (64.9KB) | Redline | Compare With | Send | Properties
= & under-construction.gif (version 1)

Download (27.0KB) | Redline (1) | Compare With | Send | Properties

Deleting Documents

Date Uploaded Uploaded By Company

Page | 1 |z| of 1 Show |25 |Z| per page
06.27.13 09:00AM Russel Hercules e-Builder Inc.
10.15.12 05:11PM Charlie Owen e-Builder, Inc.

04.08.09 10:55AM Richard Craemer e-Builder, Inc.

*Note: Users can only delete documents if their permissions allow them to do so. If special attention is
required, contact e-Builder Administrator.

1. Click on the name of the folder where the document is stored. (See Viewing Documents above if

needed)

2. Check the check boxes next to the files to be deleted.

Documents For |i Training Center - ABC Construction -
Folders ]t_ltl % “ || Documents / 08 Invoices / 03 Contractor [C] Show File Descriptions [ Show Thumbnails

Expand All | Collapse All | Refresh A r_,,)

B2 Documents [347]

[]-'LE 01 Internal Only [109]
- 01 Owner [16]

[ LE 02 General Administratior
(-] 03 Pre Design [30]

B[ 04 Design [40]

{71 05 Bid & Award [21]
B 06 Canstruction 171
B0 07 Post Construction 4]
EH:_—I 08 Invoices [7]

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

[ | Name =

Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare

= 2ndFloorjpg (version .1} .
Download (79.4KB) | Redline {1} | Compare With | Send | Properties
—
@ ] CATS Project Custom Fields.xlsx {version 1)
= Download (64.3KE) | Redline | Compare With | Send | Properties

under-construction.gif (version 1)

= Download (27.0KB) | Redline {1} | Compare With | Send | Properties

3. Click on the Delete link.

Date Uploaded Uploaded By G

Page 1|Z| ofl Show 25 |Z| per page

06.27.13 09:00AM Russel Hercules e-Builder Inc.

101512 05:11PM Charlie COwen e-Builder, Inc.

04.08.09 10:55AM Richard Craemer e-Builder, Inc.

Documents For |i Training Center - ABC Construction M
Folders ]t_lm % “ || Documents / 08 Invoices / 03 Contractor [T Show File Descriptions [ Show Thumbnails ~

Expand All | Collapse All | Refresh A r_v.)

EI--LE Documents [347]

172 01 Internal Only [109]
#-[2) 01 Owner [16]

]--LE 02 General Administratiol
H-{"] 03 Pre Design [30]
#7204 Design [40]

H-7] 05 Bid & Award [21]
#-{7] 06 Construction [17]
#-{7] 07 Post Construction [4]
Eliil 08 Invoices [7]

[
[2
[
[
[
[2
[
[

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

[ | Name «

Delete § Move | Copy | Download | Check Out | Send | Fill Qut Form | Compare

= 2ZndFloor.j [wersion 1)
=] JPg o )
Download (79.4KB) | Redline {1} | Compare With | Send | Properties

&) B CATS Project Custom Fields.xlsx {version 1)
— Download (64.9KB) | Redline | Compare With | Send | Properties

under-construction.gif (version 1)
Download (27.0KB) | Redline {1} | Compare With | Send | Properties

E =

4. Click the OK button. The selection will be deleted.

Date Uploaded Uploaded By Comy

Page 1|Z| of1 Show 25 |Z| per page

06.27.13 09:00AM Russel Hercules e-Builder Inc.

101512 05:11PM Charlie Owen e-Builder, Inc.

04.08.009 10:55AM Richard Craemer e-Builder, Inc.
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o Message from webpage L g

Cancel

* Documents in e-Builder can be deleted however no documents are permanently deleted as they can
be recovered by your e-Builder Administrator or Project Administrator.

Downloading Documents

1. Click on the name of the folder where the document is stored. (See Viewing Documents above if
needed)
2. Select the check boxes next to the files to be downloaded and click on the Download link.

Documents FOr |kzi Training Center - ABC Construction -
Folders ELID Lé_; || Documents / 08 Invoices / 03 Contractor [C] Show File Descriptions [ Show Thumbnails
Expand All | Collapse All | Refresh All Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL
EHE, EOCUI’\’IEMS [347] [ | Mame « Date Uploaded Uploaded By Company
[jt,: E: Ig::r::l[;r;ly [109] Delete | Move | Copy Check Qut | Send | Fill Out Form | Compare Page 1|Z| of 1 Show |25 |Z| per page

H-{12) 02 General Administratior = 2ndFloor.jpg (version 1) - ) ]
- ) =l Dovmload (79.4KB) | Redline (1} | Compare With | Send | Properties 062713 09:.00AM  Russel Hercules e-Builder Inc.
H-{"] 03 Pre Design [30]

E
E

E

£ 04 Design (40 & 5 %If::’:gg;é‘;“:’e’cnl:fl'g:::’; ;E;'f;:r-'dl S 10.15120511PM  Charlie Owen e-Builder, Inc.
{7 05 Bid & Award [21]

E

E

.

1] 06 Canstruction [17 B under-construction.gif {version 1) 08, : . . .
17 =] Download (27.0KE) | Redline (1) | Compare With | Send | Properties 04.08.09 10:55AM Richard Craemer e-Builder, Inc.

H-{7] 07 Post Construction [4]
=157 NR Trusnicas T

3. The user can choose to open, save, save as, or save and open. (If multiple files are selected, files are
stored in a compressed zip file)

‘ ‘ Save

Save as

Do you want to open or save e-Builder Download_130716-012701.zip from app.e-builder.net? Open Save ‘E\ Save and open

Moving Documents

Files stored in e-Builder can be moved from one folder to another within the same project. When a file is
moved, all of the history recorded on it will move with it.

1. Click on the name of the folder where the document is stored. (See Viewing Documents above if
needed)
2. Select the checkboxes next to the names of the files, and click the Move link.
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Documents For |kai Training Center - ABC Construction -
Folders EID E; “ || Documents / 08 Invoices / 03 Contractor m

[7] Show File Descriptions [C] Show Thumbnails

Expand All | Collapse All | Refresh All Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

EHE) Documents [347] [ | Name = Date Uploaded Uploaded By Company
E-{) 01 Internal Only [109
52, 01 Owner [16] y [109) Delete Copy | Download | Check Qut | Send | Fill Qut Form | Compare Page 1|z| of 1 Show |25 |Z| per page
B 02 General Administratics = @ 2ndFloor.jpg (version 1) 06.27.13 09:00AM Russel Hercul -Builder Inc.
-3 03 Pre Design 301 Download (79.4KE) | Redline (1) | Compars With | Send | Properties ! ussel nercules Spuiderine
B2 04 Design [40 T CATS Project Custom Fields.xlsx (version 1) ’ . e
: ) gn [40] 2 Download (A.9KE) | Redline | Compare With | Send | Praperties 10.15.12 05:11PM Charlie Owen e-Builder, Inc.
B 05 Bid & Award [21]
B3 06 Construction [17 = under-construction.gif (version 1) 08, ' N ey .
- [- 1 ﬂ Download (27.0KB) | Redline (1} | Compare With | Send | Properties 04.08.09 10:55AM Richard Craemer e-Builder, Inc
#-{] 07 Post Construction [4]

El-{] 08 Invoices [7]
-1 01 Owner [0]

A new Internet Explorer window will open that will prompt you to select the folder that the files are
to be moved to. The user can choose to move it to a different project by selecting that project from
the drop down menu. The documents will retain current permissions unless “Inherit file permissions
from destination folder” checkbox is checked.
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=i//app.e-builder.net/da?/Documents/FileMove.aspx

Move File(s)

Move 2 of 2 file(s) to Project: | Kai Training Center

under-construction.gif

ZndFloor.jpg

Inherit file permissions from destination folder,

Move To Folder:

Expand All | Collapse All | Create Mew Folder

=~ Documents
ﬂlj 01 Internal Only
ﬂm 01 Owner
ﬂlj 02 General Administration
ﬂD 03 Pre Design
+1-[C] 04 Design

#-[7] 05 Bid & Award
1I [T 06 Construction
ﬂlj 07 Post Construction
ﬂD 08 Invoices

[ Build Docs
1| [T Fax and Email Inbox
ﬂlj PRG.00L - Program

ﬂD Progress Photos
+1-E0 ReT's

4. Click on the link of the new folder's name. Click Ok to confirm file move.

Message from webpz

@ Are you sure you want to move the selected file(s) to this folder?
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Copying Documents

Files stored in e-Builder can be copied from one folder to another within the same project or copied to
another project. When a file is copied, all of the history that has been recorded on it will start again with

the new document.

1. Click on the name of the folder where the document is stored. (See Viewing Documents above if

needed)

2. Select the check boxes next to the names of the files.(See Moving Documents above if needed)
3. Click the Copy link. A new window will open.

Documents FOF | Kai Training Center - ABC Construction -
Folders :L'D E_; “ || Documents / 08 Invoices / 03 Contractor [E1 Show File Descriptions [ Show Thumbnails

Expand All | Collapse All | Refresh All

EHE) Documents [347] [l
B-{Z 01 Internal Only [109]
B 01 Owner [18]
B 02 General Administration <]}
B-{7] 03 Pre Design [30] -
{2 04 Design [40] E H
B-{T1] 05 Bid & Award [21]
B 06 Construction [17] ]|
[

#-{"] 07 Post Construction [4]
E-1771 08 Trwnices 171

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

Name =

Delete | Move Download | Check Out | Send | Fill Qut Form | Compare

2ndFloor.jpg (version 1)
Download (794KB) | Redline {1} | Compare With | Send | Properties

CATS Project Custom Fields.xlsx {version 1)
Download (64.9KB) | Redline | Compare With | Send | Properties

under-construction.gif (version 1)

e Dovnload (27.0KB) | Redline {1} | Compare With | Send | Properties

Date Uploaded Uploaded By

Page 1|Z| of 1 Show |25 |Z| per page

Company

06.27.13 09:00AM Russel Hercules e-Builder Inc.

10.15.12 05:11PM Charlie Owen e-Builder, Inc.

04.08.00 10:55AM Richard Craemer e-Builder, Inc.

4. A new Internet Explorer window will open that will prompt you to select the folder that the files are
to be copied to. The user can choose to move it to a different project by selecting that project from

the drop down menu.
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Copy file(s)

Copy 2 of 2 file(s) to Project: Kai Training Center B3|

I under-construction.gif

|| ZndFloor.jpg

Copy to Folder

Expand All | Collapse All | Create New Folder

| =11 Documents
ﬂlj__l 01 Internal Only

| -

ﬂ|7_—| 02 General Administratio

ﬂlj——l 03 Pre Design @ Are you sure you want to copy the selected file(s) to this folder?
+1-] 04 Design el

:ll’_"l 05 Bid & Award
ﬂlj__l 06 Construction ] [ Cancel
ﬂli_l 07 Post Construction
]l :II:__I 08 Invoices

' [T Build Docs

ﬂlj__l Fax and Email Inbox
:||7_—| PRG.001 - Program

ﬂlj__l Progress Photos
- Rr's

“~[7] Training Documents

4

5. Click on the link of the new folder's name and click OK.

Checking Out Documents

The Check Out feature in e-Builder allows users to hold exclusive rights to upload new versions of a
document. When a document is checked out, all other users are blocked from uploading a new version
of the file yet they maintain rights to view it. The benefit of using this feature is that all users are
informed that one user is making updates to the file, so they are prevented from uploading changes to it
while that user has it checked out.

1. Click on the name of the folder where the document is stored. (See Viewing Documents above if
needed)

2. Select the checkboxes next to the names of the files and click the Check Out link. A check mark is
displayed over the icon corresponding to the checked out file.
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Documents For |« Training Center - ABC Construction -
(= =2 2 . . L.
Folders (=] Documents / 08 Invoices / 03 Contractor [C1 Show File Descriptions [C Show Thumbnails

Expand All | Collapse All | Refresh All
B2 Documents [347]

7-[72 01 Internal Only [109]
{52 01 Owner [16]

La 02 General Administration
{71 03 Pre Design [30]

{2 04 Design [40]

{71 05 Bid & Award [21]

{1 06 Canstruction [17]

F-T3 A7 Dact Canctritinn 141

Upload | Properties | Create Folder | Subscripticns | Copy To Clipboard: Private URL

[ | Name

Delete | Move | Copy | Download -Send | Fill Qut Form | Compare

; i ion 1)
E‘] 2ndFloor.jpg (version 1}

e Download (79.4KB) | Redline (1) | Compare With | Send | Properties

[zj | CATS Project Custom Fields.xlsx (version 1)
= Downioad (64.9KE) | Redline | Compare With | Send | Properties

E-‘] & under-construction.gif (version 1)

Cownload (27.0KB) | Redline (1) | Compare With | Send | Properties

Date Uploaded Uploaded By G

Page- of 1 Show per page

Russel Hercules

06.27.13 09:00AM e-Builder Inc.

101512 05:11PM Charlie Owen e-Builder, Inc.

04.08.09 10:55AM Richard Craemer e-Builder, Inc.

Documents For ki Training Center - ABC Construction -
] (= 5 ) L .
Folders (el Documents / 08 Invoices / 03 Contractor [T Show File Descriptions [l Show Thumbnails

Expand All | Collapse All | Refresh All
EHE) Documents [347]

B-{E 01 Internal Only [103]
B 01 Owner [16]

LE,‘] 02 General Administration
-] 03 Pre Design [30]

B 04 Design [40]

E-7] 05 Bid & Award [21]

-1 06 Canstruction 171

-1 07 Post Construction 4

M anr

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

[ | Name «

\Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare

d B 2ndFloor.jpg (versicn 1)

Download (79.4KB) | Redline {1} | Compare With | Send | Properties

@ = CATS Project Custom Fields.xlsx (version 1)
= Download (B4.9KB) | Redline | Compare With | Send | Properties

E-‘] ] under-construction.gif (version 1)

Download (27.0KB) | Redline {1} | Compare With | Send | Properties

Date Uploaded Uploaded By T
Page - of 1 Show per page
06.27.13 09:00AM Russel Hercules e-Builder Inc.
10.15.12 05:11PM Charlie Owen e-Builder, Inc.
04.08.09 10:55AM Richard Craemer e-Builder, Inc.

Any changes can be made to the document and the document can be renamed if desired. Save
document to computer.

4. To undo Check Out, click the Properties link beneath the checked out document.

Documents For | Kai Training Center - ABC Construction A |
Folders tth, % “ || Documents / 08 Invoices / 03 Contractor [7] Show File Descriptions ] Show Thumbnails 0

Expand All | Collapse All | Refresh All
B Documents [347]

[ LE 01 Internal Cnly [109]
- 01 Owner [16]
- 02 General Administration
#{] 03 Pre Design [30]
- 04 Design [40]
=] 05 Bid & Award [21]
#-{7] 06 Construction [17]
-] 07 Post Construction [4]

Delete |
ACAs
Cillal

Eils|

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

[ | Mame «

2ndFloor.jpg (version 1)
Download (79.4KB] | Redline (1) | Compare With | Send

CATS Project Custom Fields.xlsx (version 1)
Download (64.9KB) | Redline | Compare With | Send | Properties

under-construction.gif (version 1)
Download (27.0KB) | Redline {1) | Compare With | Send | Properties

Select the Check In option.

Move | Copy | Download | Check Out | Send | Fill Out Form | Compare

Date Uploaded Uploaded By Comy

of1 Show per page

Russel Hercules

06.27.13 09:00AM e-Builder Inc.

10.1512 05:11PM Charlie Owen e-Builder, Inc.

04.08.09 10:55AM Richard Craemer e-Builder, Inc.
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File Properties - General

ih Like

General History | Permissions | Versions | Attached To

General Properties

View Redline Download Delete Check In Undo Check Out

Maove Copy Save Cancel

* Name: 2ndFloorjpg

Description:

6. Select Browse, locate saved file, and select Upload File.

(Version 1 of 1)

Upload File

1k Like

Upload File

Upload File Cancel

* Select a File:

Browse...

=

Description:

Organize = Mew folder

7 Favorites
M Desktop Budget Line Item Report - 201307030908
& Downloads B Budget Line lrem Report - 201307030959
(?;_-'ﬂ_ Recent Places Budget Line Item Report - 201307031002
@ Budget Line Itern Report - SH5U Evans Complex Renovati...
3 Libraries Budget Line Itemn Report - SH5U University Campus Kitch...
@ Documents Budget_Line_Itern_Report_- Beta Evans

[E] Pictures Lig e-Builder Download_130716-012527

J‘ Music Budget_Line_tem_Report_- Beta University Campus Kitch..,

Date modifie

7/3/2013 9:08
7/3/2013 9:5¢
7/3/2013 10:(
7/3/2013 9:5¢
7/3/2013 10:{
7/3/201312:(
7/3/2013 1:2¢
7/16/2013 9:2

B videos ||Lé’| Enterprise Reports4-1-2010

77372013 2:1:

|| Executive Program Summary Reports5-16-2012 (1)
M Camnuter | < 1 |

7/3/2013 2:0¢

File name: Enterprise Reports4-1-2010 - [A“ Files (.7}

I Open |v [

Upload File Cancel
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Sending Documents

To send files to a party who may not have access to e-Builder or to a specific folder on a project, e-mail
the files directly from the Documents module either individually or in groups. Only files in the same
folder can be e-mailed, faxed or have notifications sent about them together.

1. Click on the name of the folder where the file is stored. (See Viewing Documents above if needed)
2. Click on the Send link underneath the file name to send a single file or select checkboxes of files to
be sent and press Send in the header.

Documents FOF |z Training Center - ABC Construction -
L = a 5 . A c =

Folders (el =] Documents / 08 Invoices / 03 Contractor [C] Show File Descriptions [C Show Thumbnails
Expand All | Collapse All | Refresh All Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL
=) Documents [347] [[] | Name Date Uploaded Uploaded By Company

B-{ 01 Internal Only [109] -

— Delete | Move | Copy | Download | Check Out l§ Send QFill Out Form | Compare Page 1 f1 Sh 25
-2 01 Owner [16] ! I copy = P oe{ ] or. show [25 [ peroace

H-{) 02 General Administration 5| 2ndFloor.jpg (version 1) - ) o
- F] 03 Pre Design [30] = . Counioad 72448 | Redine (1) | Compere With Properties 06.27.13 09:00AM  Russel Hercules  e-Builder Inc.

E

E

E

[]L: 04 Design [40] & m g:?;’:f;fﬁé‘;?;g:e'el'g::;’:e i:ﬁ;‘lc;;'dl — 101512 0511PM  Charlie Owen e-Builder, Inc.
-7 05 Bid & Award [21]
E

E

#-{7] 06 Construction [17 = under-construction.gif (version 1) . _ »
w .-J Download (27.0KB) | Redline (1} | Compare Wlt'caer.les (4.08.09 10:55AM Richard Craemer  e-Builder, Inc.

#-{__] 07 Post Construction [4]

3. Select the method in which the file(s) are to be sent and click Next.

Send File(s)

Send Method MNext Cancel
* How would you like @ Email
to send the files? ® Fax
@ Notify

Next Cancel

4. For Email:
e choose from drop down menu to send files as attachments or links to download (this
option is useful for sending large amounts of data)
e Insert emails in the “To” box by manually typing them or using the “lookup” function
e Add a subject and description (description is optional)
e Choose to send native file or pdf (pdf’s do not allow for editing, only viewing)
e C(lick Send

60



Builder Q’

JIBNTS =0 | ¥ai Teainina Cantar - ABC Conctectian w | -
1 @ Send File(s) - Windows Internet Explorer | = | B £ |
] |€ https://app.e-builder.net/da2/Documents/SendFiles.aspx ﬂ|
7 "
Email Information Previous Check Spelling Send Cancel
|
E * Send Files As: Attachments |Z| |
f * Ta: T I
[ L]
i
{ L
i You can add additional email addresses one per line or separate them with a semicolon "),
E Lookup Show List of Intended Recipients in Email
* Subject:
A
Message: -
i
[ =
[ -
{
i .
i Attached File(s) - (0.11 MB)
File Name~ PDF Native File
O
under-construction.gif D
2ndFloor.jpg [

Exception File(s) - PDF Unavailable, No Download Permission

All files can be emailed

Previous Check Spelling Send Cancel

5. For Fax:
e Insert fax numbers manually or use “lookup” function
e Add a subject and optional message
e (lick Send
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1 @ Send File(s) - Windows Internet Explorer

-

| |? https://app.e-builder.net/da2/Documents/SendFiles.aspx
Fax File(s)

Fax Information Previous Check Spelling Cancel

* T
L
Add fax numbers in the format om0 one per line or separate them with a semicolon ;"
* Subject:
L]
Message: -

m

File(s) that will be faxed

File Name~

under-construction.gif

2ndFlcerjpg

File(s) that will not be faxed - PDF Unavailable
File Name~

All files can be faxed

Previous Check Spelling Send Cancel

6. For Notify: (Used to send documents to users within e-Builder)
e Select users from list box on left and use arrows to move between boxes. (Right box
represents users that will receive files)
e Choose to “Show List of Intended Recipients in Email” or add message if desired.
e C(lick Send
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EEESSRRE™ FEAE | KS lrsinine i @ntar . kL [ onctectuen x

1 2 Send File(s) - Windows Internet Explorer |£|M|
1 | Q https://app.e-builder.net/daZ/Documents/SendFiles.aspx a
e-Builder,}7 ?
|
. ||
Notify
Notification Information Previous Check Spelling Send Cancel
* To: -- Roles -- -
— Accounting =2
Approver >
Architect
Asscciate Project Manager <
Bid Manager
Construction Manager 2

[C] Show List of Intended Recipients in Email
——

Message: -
S

Attached File(s)
File Name~
under-construction.gif

2ndFloorjpg

Previous Check Spelling Send Cancel

Forms Module

The e-Builder Forms module helps facilitate communication on project teams. A form is a set of data
fields that is filled out in order to store information and report on it, or to pass information on to team
members for them to take action on. There two form types in e-Builder are Static and Workflow. Static
is used for informational purposes only and cannot be routed to other users. Workflow forms are
routable forms which typically require action to be taken by another user.

1. Toaccess Forms, Click on the Forms tab. Select the project by using the Go to Forms drop down
menu.
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Initiating a Form

2. Go to the Forms tab.

3. Select the project you need to fill out the form for by clicking the Go To Forms and use the drop-
down box

4. Click the Fill Out Form button.

Forms for |pan- e Builder Test - 1234 -

Filter Forms
Project Name: Dan- e-Builder Test
Type of Form: Workflow in Your Court |ZI Open [ Closed

Centaining Text: anywhere in the form :l

Filter

5. Select the type of form you wish to create. Workflow Forms appear at top and static forms will
appear below (User may need to scroll down to view static forms)
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a
e-Bulldel;,%

Fill out form on Dan- e-Builder Test

Workflow Forms
Form Type
Action Item

Architect's Supplemental Instructions

Bulletin

Design Review

Hot Work Permit

Inspection Report
Job Hazard Analysis
Mew User Request

Mon-Conformance Motice

Motification of Mon-Compliance
Permit Tracker

Project Issue
Quality Contral Notice

Reprographer Reguest
Request for Shutdown

Request for Substitution

6. For Workflow Forms:

Description
Form used to request an action from another project team member. Response is required
to the initiator of the form instance to close

Form used in the drawing design review process. Reviewer will attach drawingl(s) to form,
and forward for review. Reviewer will respond to form with design comments/changes,

Form shall be submitted by the contracter whenever welding er similar work that could
cause a fire is done in any occupied facility.

Use this form to add a new user to e-Builder

A non-conformance item in the field requiring a proposed remedial action and
subsequent implementation by the General Contractor.

Form used to identify project issues that may impact cost/schedule,

This form is to be used for non-confirming work identified by the Owner's third party
Inspection Agencies and Independent Testing Laboratonies

A request for substitution of a product, material, or process for that specified in the

Contract Documents must be formally submitted as such accompanied by evidence that

the proposed substltutlcn (1] is equal in qu allty and semceahlllty to the specified item; (2)
d ill b bl

e Fill out the information in the header of the form

e Enter a Subject line for the form

e Select who should receive the form from the Send To drop-down box

e Select who should be copied on the form (if anyone) from the CC: box - you may choose to
copy everyone in a given role on a project or an individual

e Select a due date.

e If necessary, you may change the priority of the form. The default priority is Normal.
e Fill out the form's data fields, the required fields are noted in red
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Draft Saved Successfully.
Project:
Form Type:
Author:

Counter Prefix:
Priority:

* o
Subject:

* Send To:
N

* Date Due:
N

(&g

Request external
comment after posting?

Action Item | Attached Files

# Action Requested:

Action Response:

Print
Dan- e-Builder Test

Action [tem

Dan Edge

Mormal |Z|

Select From: | All Roles

--Select Recipient--

B

Check Spelling Post Form Save Draft Delete Draft Cancel

-- Roles --

Acquisition Lead
Acquisition Reviewer
Acquisition Specialist
Administrative Support
Appraisal Consultant
Assistant City Manager

=

Attached Forms

7. Attach back up documentation if needed by clicking Attached Files tab. An Attach files screen will
be displayed. You can attach documents to a form in three ways:

e Method 1: Drag and drop files using the same upload procedure as defined in the
Documents module. (See Uploading Documents for help)

e Method 2: Select ‘Upload and attach file(s) from your computer “ and click Browse For Files

e Method 3: Select ‘Attach files from the e-Builder Document module for the Dan- e-Builder
Test project’ and click Browse For Files. Choose the Folder and you will see your folder
structure for the selected project.

e (lick Attach Selected
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LUTTIIIETIL GILET PRSLING

Action Item | Attached Files | Attached Forms
L]

Attach Files

There are no files attached to this form.

Attach Files

|~ Attach Files - Windows In - .
€ nhttps://app.e-builder.net/da2/Forms/AttachFilesMain.aspx?QS=e0TMpZShsypy2jPnwUU3+ bl dhbAo/hlooKoch TgfPsWmgWiFiw+fcf), @

e-Builder,,@

Attach Files

Project: Dan- e-Builder Test

Form: Action Item #Draft

1) Select Attachment Method

' pload and attach file(s) from your computer
\_Wttach files from the e-Builder Document medule for the Dan- e-Builder Test project
2) Select Files to Upload from Your Computer  Switch to Individual File Upload Teaol.

Tip: You can drag and drop multiple files into the white box on this page. Only checked files will be uploaded.

Browse For Files...
Approx, Upload Time

Iw #ref Search Option Mumber of ltems : 0
[ Compress for Transfer Total Upload Size: 0B T1 =0 min 5EK. = 0 min

Description of Files:

I Attach Selected I Cancel
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8. Attach Forms by checking appropriate forms and clicking Attach (example below does not have any

forms to be checked)

comment after posting?

Action Item Attached Files = Attached Forms
A

Attach Forms

Lo o o F o _ai_ L _ i abli_ K

[ )

/.; Attach Forms - Windows Internet Explore
& https://app.e-builder.net/da2/Forrs/AttachForms.aspx?Q5=hCtY2QEy2 QIWgdjwBuYHV/ ps2zBCFBY/ M7 eYVErmx2sGLWF201|

. @, .
e-Builder, Q;’; s Like

Attach Forms from Dan- e-Builder Test

Filter Forms

Type of Form : |Workﬂow in Your Court |E| Open Closed

Containing Text: anywhere in the form EI

Workflow Forms In Your Court Cancel

Held By Due Date

Form Subject Author

h There are no forms that meet your filter criteria.

Attach Cancel

9. Once complete, click Post Form. |f you are not ready to post the form, click Save.
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41 Fill Out Form

il Draft Saved Successfully.. Print Check Spelling I Post Form I Save Draft I Delete Draft Cancel
Project: Dan- e-Builder Test
] Form Type: Action [tem

Author: Dan Edge

10. For Static Forms:

Fill out the information in the header of the form

Enter a Subject line for the form

Select who should be copied on the form (if anyone) from the CC: box - you may choose to
copy everyone in a given role on a project or an individual

If necessary, you may change the priority of the form. The default priority is Normal.

Fill out the form's data fields, the required fields are noted in red
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Fill Out Form

Print Check Spelling Post Form Save Draft Cancel
Project: Dan- e-Builder Test
Form Type: Accident Report

Author: Dan Edge

Counter Prefix:

pror (ol 5]

* ok
Subject:

Cc Board Member

Board Representative
Central Finance

City Manager
Communication Specialist
Construction Contractor
Construction Manager

Request external
comment after
posting?

Custom Fields | Attached Files | Attached Forms

Incident Information

* Incident Mear Miss
Classification: Dangerous Occurrence
—— Property Damage

Injured Personnel

11. Attach back up documentation if needed. (Process is identical to attaching files to Workflow form
above)

12. Attach Forms if needed. (Process is identical to attaching forms to Workflow form above)
13. Once complete, click Post Form. If you are not ready to post the form, click Save.
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Draft Saved Successfully.

Project: Dan- e-Builder Test
] Form Type: Action [tem
Author: Dan Edge

Commenting on a Form

Print

Check Spelling | PostForm | SaveDraft | Delete Draft || Cancel

e-Builder allows you to add a comment to a form. You can add a comment to a form at any time you
wish, as long as the form is open; the form need not be in your court. The default form view when you
access a form from the Forms tab is the Workflow Forms In Your Court view.

1. Select the form on which you wish to comment. The form will open to the form detail (in a new

browser window).

e bl el e e e e e

Impart lorma
m g Forms For | fen- Bt Tt - 1254 -
Filger Forma Fil Cust Fonvm
: Fropeat Name Dan- - Biicler Ties
Project Mana Ty o Fem: Workfiow i ear Court [=] B g [ Cistes
* E] Dwtals Containing Test anyahene i the tom =]
- Plahireg
— 1) Filtes
Foams
R .
»[@ B ‘Warkflow Farms In Your Court fage =]t 1 frow 2 [2]
- Subjeat
- Paeli = Magthoet Held By Dhar Hiane Siatun
¥ by Coat
I.i:uonlh-:'lndell-m I
B contacts 1 Gian fdge Dan Hdge LR S5 party
— £ Busider bz £ Busbder, I
ol Calendar
Aclioer ilem o [Fa Subgevt |
A Bidding 4 .

¥ Td Gahenieals

2. Click the Comment button. When you comment, the participants on this form will automatically
receive an e-mail notification of your comment. You can also CC any additional participants on the
project for this form at the same time. You must select the role(s), group(s), and user(s) and click the
right arrow button to add them. Or, you can select them and click the left arrow button to remove

them if you added them by mistake.
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/

Action Item #1

Edit Form History | Form Field History | Permissions

Tip: Go to comments tab to add or request & comment.

Form Details | Save Forward Close Print Copy Fill Out Form Check Spelling Cancel
Project: Dan- e-Builder Test
Author Edge, Dan
Counter Prefi
Priority: Neormal

Subject: Test Action Item

m

Date Created: 07.16.2013 10:48am

Held By: Edge, Dan

s

Date Due: 07.24.2013 E

ActionItem  Comments (1) | Attached Files (0) | Attached Forms (0) | Attached To
L)

Show : Fax Comment Request External Comment

Form Filled Out

Before you complete your comment, you can attach files and/or forms as supporting information, if
desired.
When you are done, click the Add Comment button.
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i Add Comment

| Check Spelling Add Comment Cancel

Form Type: Action Itern

| Form: 1 : Test Action Item

CC To: --- Roles ——- -
—— Acquisition Lead =3
Acquisition Reviewer
Acquisition Specialist
" Administrative Support
Appraisal Consultant
Assistant City Manager &

double-click on a group to list that group’s members

|~ 1o

Comment : -
. ]

Attached Files(0) = Attached Forms(0)

Attach Files Removwve Files

Replying to a Workflow Form

When a workflow form is placed in your court, you will receive a notification e-mail from the e-Builder
system. The recipient(s), upon receipt of their e-mails can click on the link which will bring them directly
to the form instance. The user will also see a list of Workflows in their court when they log into their
site.

1. Go to the Forms tab.
2. Select the Workflow in My Court view from the drop-down list in the middle of the screen.
3. Click the Subject of the form. It will now open in a new window.
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/

Forms for | pan- e-Builder Test - 1234 -
Filter Forms Fill Out Form
Project Name: Dan- e-Builder Test
Type of Form: ‘Workflow in Your Court |z| Open Closed
Containing Text: anywhere in the form : |
Filter
Workflow Forms In Your Court Page[1[x]of 1 Show 25 [7]
Subject
Prefix # Author Held By Due Date Status
Iﬁldion Item : Test Action Item I
1 Dan Edge Dan Edge 07.24.2013 5.6d early
e-Builder, Inc. e-Builder, Inc.

Action ftem : [No Subject]
(2 hs A N/A DRAFT

P W N nisa

4. Click Reply. In the dialog that appears, enter any additional comments you wish to make and attach
any backup documentation, if necessary.

il Like

Action Item #3

Edit Form History | Form Field History | Permissions

Tip: Go to comments tab to add or request a comment.

Form Details | Save Forward Reply il Copy Fill Out Form Check Spelling Cancel

Project: Dan- e-Builder Test
Author Edge, Dan
Counter Prefix:
Priority: Mormal
Subject: TEST Action Item
Date Created: 07.16.2013 11:09am
Held By: Edge Test, Dan

Date Due: 07.25.2013

Action Item | Comments (1) | Attached Files (0) | Attached Forms (0) | Attached To

# Action Requested: Please reply to this form

Action Response:
L]
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5. Click Reply.

N

/

N

Requesting External Comment

e-Builder allows you to send an e-mail “Request for external comment”, the comment would be made
externally into e-Builder. The user does not need an e-Builder license to comment.

1. Select the form. The form will open in a new browser window to the detail of the form.
2. Click the Comments tab, then Request External Comment button.

_ ?‘ https://app.e-builder.net/da2/forms/ViewEditForm.aspx?FormlD={3afb666b-aad2-4c91-b581 -e1a502b9a%h2 }&P ortallD={11e4328 b- d1db-4941-97 ee- d93c815b3006] a

e.Buildern b Like
| Action Item #3 |
E Edit Form History | Form Field History | Permissions I},
Tip: Go to comments tab to add or request a comment.
Form Details | Save Forward Reply Print Copy Fill Out Form Check Spelling Cancel
Project: Dan- e-Builder Test I[
Author: Edge, Dan
i
Counter Prefix:
Priority: Mormal
Subject: TEST Action Item
Date Created: 07.16.2013 11:09am N
Held By: Edge Test, Dan
Date Due: 07.25.2013 Il
Action Item | Comments (1) | Attached Files (0) | Attached Forms (0) | Attached To
A
Comment Fax Comment Request External Comment
Form Filled Qut
Dan Edge, e-Builder, Inc., 07.16.2013 11:09AM
To : Dan Edge Test, e-Builder
N[ | https n.E er.net/da2/forms/\Vie o =97 b3afb | |
L=

E =
TR OO DL VT TERTIg

3. Select the method of delivery either email or fax, click Next.

4. Enter the recipient e-mail address, a subject line and a date for response. Use the lookup link to
locate contact information.

5. Click Email Request.
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Request External Comment - Email

Email Information Previous || Email Request

* To:

Lookup | You can add additional email addresses one per line or separate them with a semicolon ="

* Subject: Request for comment on the Dan- e-Builder Test project for Action Item - TEST Action Item

Respond By: B
Allow Attachments:

Upload attachments [Select Folder]
to folder:

Message:

Mote - Participants accessing the form externally will see all comments and attachments, Previous Email Request

6. The recipient will receive an e-mail that contains the name of the form and a link to click on for
further information. When they click on the link they are taken to a copy of the form. The recipient
clicks the Add Comment button.
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Dan Edge Test via e-Builder <bounces(@e-builder net= 11:16 AM (D
to me [~

Dan- e-Builder Test

To view details or add comments on this item, clig
Dan Edge Test has requested your comments on this workflow form. All attachments will be included with the
comments on this workflow form for the Dan- e-Builder Test e-Builder site.

Fornn: Action Item #3

Subject: TEST Action Item

Please Comment [}

To view details or take action on this item, click here. Please DO NOT reply directly to this email.

e-Builder Technical Support
phone: 1-888-288-5717 | fax: 1-800-576-9322
support@e-Builder.net

= Click here to Reply or Forward

g SRR ¥ View Form *
File Edit View Favorites Tools Help
-Bui @ ke 1
e Bullder_,§9 like
Action Item #3
Form Detits b

Project: | Dan- e-Builder Test
Project Number:
Author | Edge Dan
Counter Prefix

Priority: | Normal
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3 https://app.e-builder.net/public/forms/ExternalAddComment.aspx?ExternalRequestiD=3074bfce-44a6-433e-8316-70a @

Add Comment

Form Type: Action Item

Form: 3 TEST Action Item

* Your Name:
L ]
* Your
Company:

Your E-mail
Address:

Comment :

m

e 1
Fle 2

File 3: Browse._..

Save Cancel

7. Upon clicking the Save button, the response and documents are added to the Comments section of
the Form. If the e-mail response requested was sent to multiple e-mail addresses each response by
each recipient will be stored as a separate comment in the form instance.

Tracking History

The Forms module provides you audit capability for all items sent and received, including actions sent
and documents attached, dates, and times. This is ideal for compliance and record-keeping purposes.

1. From the Filter Forms screen, select the desired form by clicking on it. (Use the filter to view
certain/all forms)
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2. From this screen there are three tabs that provide a wealth of history-related information:
3. History - Displays Name (initiator), Company, Time Stamp, and the nature of the Access. (e.g., view,
change, etc.)

Action Item #3

View Form History | Form Field History | Permissions

History Print Cancel | (&
Name Company Time Stamp Access
Dan Edge e-Builder, Inc. 07.16.2013 11:22am View
External User MFA 07.16.2013 11:16am View
Dan Edge Test e-Builder 07.16.2013 11:16am View
Dan Edge Test e-Builder 07.16.2013 11:16am Add Comment
Dan Edge Test e-Builder 07.16.2013 11:09am View
Dan Edge e-Builder, Inc. 07.16.2013 11:09am Create
Dan Edge e-Builder, Inc. 07.16.2013 11:09am Forward Workflow
Dan Edge e-Builder, Inc. 07.16.2013 11:09am Change Permissions
Dan Edge e-Builder, Inc. D?.lﬁ.%j 11:09m Change Permissions
Print Cancel
4. Form Field History - Displays name, Changed From and To, User, and Time Stamp .
Action Item #3
View Form History J| Form Field History J§ Permissions
Form Field History Print || Cancel | (@
Mame Changed From Changed To User Time Stamp=~
Due Date 07.25.2013 Dan Edge 07.16.2013 11:08am
Subject TEST Action Item Dan Edge 07.16.2013 11:09am
Tracking Prefix Dan Edge 07.16.2013 11:08am

Action Requested Please reply to this form Dan Edge 07.16.2013 11:09am

Print Cancel

5. Permissions - Displays the names of the Users who have permission on this form, and their specific
user and group permissions .
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Action Item #3

View Form | History | Form Field History

Permissions 0K Cancel

/

As owner of this Form, Dan Edge has full permissions on this object. Additional permissions are listed below.

Add | Remaove | List Members
LDD Test Project added by DEW / Administrators

LDD Test Project added by DEW / Members
Edge Test, Dan (dedgeTest)
Edge, Dan (dedge)

View = This user or group may view this Action [tem.

Comment = This user or group may add comments to this Action Item.

Redline Markup = This permission does not apply directly to forms, but the user or group will be able to redline markup files
attached to the form.

Modify = This user or group may update dynamic fields in this Action Item.

CC Users = This user or group may CC others when replying, forwarding, or adding a comment.

B No Access = The user or group has no access to this Action Item. This permission setting overrides any other permissions the

user or group may be granted.
0K Cancel
Closing a Form

Workflow forms must be closed when they have been answered or resolved. To close a form, the form
must be back in the court of the initiator of the form.

1. Go to the Forms tab for your project and filter for the form in question.

OEEENE- ESCEEaE CERTR N N

Imgart Fom
Builder &  roms
Warkfiaw I by Conat [=] tn 1 s e Pirzur uriest o projec -
= L Closn Solected Form
Project Hame Form Type Fom Comniten Sanbrjoct At Herld By Dk D = Seatuy

Cian- w-Buidcier Tk Bction Hews Edige, Dan Edge, Duan [t ik 5.5 marky

D - Budihes Tesn Brages [iges ks Ay e T WikfAom form Esdpee: Tasii, D Eadpe. Dupn o141 Sfed warky
Chese Sebened Fomm

2. Select the form instance to view the form details. The form will open in a new browser window
where you can view the main form detail header information. To ensure you can close the form, the
Author and Held By fields must both be your name.

3. Review the form and tabs for response information to ensure the form was answered correctly.

4. If the response is complete, you must now close the form. Click the Close button.
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Action Item #1

Edit Form History | Form Field History | Permissions
[

Ly

Form Details | Save Forward Close

Tip: Go to comments tab to 2dd or request a comment.

Print Copy Fill Out Form Check Spelling Cancel

Project: Dan- e-Builder Test
Author: Edge, Dan

oS S | T R

5. You are now prompted to enter a last comment on the form prior to it being closed. Typically, the
comment will include whether the form question has been accepted. When the comment is
complete, click the Close Form button. The form is now closed.

Close Form

Check Spelling || Cancel

Form Action Item #1

Subject Test Action Itern

Comment Action complete, Issue is resolved.

6. When the form is closed, the due date counter stops and no further updates can be made to the
form unless it is reopened.
7. Toview forms that are closed, go to the Forms tab and filter on closed forms for a project. Closed
forms will be displayed in the filter with the detail shaded. This denotes that the form is closed.
| | Dwtbouri | Projes | Paneing [QEEERY Procenes | Documents | Caberbor | Comtacts | wibding | Cont | Schesee | eports | 5w | + |

Impset Liwen
m g FﬂI'ITISfW Cafe @ Buslity T » HI54
Filter Forms Fill Ot Forem
o d Fropet Haerer Dwr- e-Busdder Tesi
Project Mamu Tyt of Foewms Wiertherw i Yiour Coart =] B g 91 it
—
> [ Datalis Contuining Tart arymhere in e tarm 2]
= ? Filtes
—
Py
& Processes
- o Workflow Forms In Your Court rage[1[=] o 1 wow [ [=]
= Schadule o
N Paefia - Busthar Held By [ D Dist St
» G Cemt ;
n Contacty
=T Ealewadlar

8. To Re-Open a form, select the closed form and click Re-Open.
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. @,
e-Builder, X7

Action Item #1

Edit Form History | Form Field History | Permissions
Tip: Go to comments tab to add or request a comment.

Form Details | Re-Open Print || Copy | Fill QutForm | Cancel

Project: Dan- e-Builder Test
Author: Edge, Dan

Counter Prefix:

Prinwrituz Mormal

9. The user will be prompted to reset the due date if applicable.

E - e — [y
@ Re-Open Form - Windows Internet Explorer = = 29
‘%‘ https://app.e-builder.net/da2/Forms/ReCpenForm.aspx?FormlD={3cc3a36d-1af6-4360-9ele-83d92cal5514 8P ortallD={11e4 328 b~ ﬂ‘

b.?g b Like

Re-Operl Form

e-Builder

Before you re-open the form, you may reset the due date.

Due Date: p7.24.2013 [

Motify all participants that form is being re-opened

I Re-Open Form Cancel

10. The form is placed in the User’s court. The user may now forward this form to any relevant persons.
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(@ Edit Form - Windows Intemet Explorer SIEIREN) s

| g https://app.e-builder.net/da2/Forms/ViewEditForm.aspx?FormID={3cc3a36d-1af6-4360-9e2e-83d92ca05514 P ortallD={11e4328b-d1db-4941-07ee-d93c815b3( & |

. @,
- = -
e-Builder, X7 h Like

Action Item #1

Edit Form History | Form Field History Permissions
Tip: Go to comments tab to add or request a comment.

Form Details | Save Forward Close Print Copy Fill Out Form Check Spelling Cancel

Project: Dan- e-Builder Test I}

Using Form Filters

Form filters allow you to enter a set of criteria to select a set of form types within a project in order to
quickly find the forms that you require.

1. Click the Forms tab.

Planning Schedule

Import Forms |

2. Choose the project by using the Go to Forms for drop-down menu.

J. Forms . Processes | Documents | Calendar Contacts Bidding Cost Schedule Reports Setup +
Import Forms
. \

e

w Initiated by Me |Z| Edit | Add View

Project Name PeopleSoft Project Old PeopleSoft Project
MNumber(s) Mumber(s)

sject Name Form Type Form Counter (;J
(4420-KP) Independence Ave & Benton Bhed 29004420 g

n- e-Builder Test Action Item 1 Geometric and Signal Improvement

. . (5392) Bannister Rd. Bridge over Little Blue River £9005392
n- e-Builder Test Action Item 3

(5405-DW) Lexington Ave. Bridge over Chestnut 89005405
Thwy.

(5430-DW) Misc, Culverts & Guardrails 89005430
(5478-DW) NW 100th 5t. over Branch of Second 89005478 —

3. Select the following criteria in the Filter Forms area:

4. Type of Form - The form type or grouping of forms. (e.g. only workflow forms, only Static Forms,
Workflow You Initiated, Workflow In Your Court, All Workflow and Static Forms, etc.)
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Forms for |Dan- e-Builder Test - 1234

Filter Forms

Fill Out Form
Project Name: Dan- e-Builder Test \
Type of Form:

‘Worldflow in Your Court

“ ] Open Closed
Workflow in Your Court
Containing Text: Workflow You Initiated bt |Z|
All Workflow and Static Forms
-- Only Workflow Forms
ﬁ ---- Action Item

--- Architect’s Supplemental Instructions
--- Bulletin

--- Neacinn Rawviaw

Filter
5. Open or Closed - The status of the forms.

Forms for |Dan- e-Builder Test - 1234

Filter Forms

Fill Qut Form
Project Name: Dan- e-Builder Test
Type of Form: Waorkflow in Your Court

|Z| [} Open Closed

Containing Text:

I anywhere in the form |Z|

Filter
6. Containing Text -Key words contained within a form or form numbers.

7. Where Located - Where in the form is the "Containing Text" information located. (e.g. anywhere in
the form, in the subject only, in the prefix only)
Forms for |Dan- e-Builder Test - 1234

Filter Forms

Fill Qut Form
Project Name: Dan- e-Builder Test
Type of Form: Warldflow in Your Court

|z| [ Open Closed

Containing Text:

I anywhere in the form |Z|

Filter

8. Once you have selected all of your filter criteria, then click the Filter button and your filter results
will be returned.
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Forms for |pan- e-Builder Test - 1224 -

Filter Forms Fill Out Form
Project Name: Dan- e-Builder Test
Type of Form: Workflow in Your Court EI Open ¥ Closed

Containing Text: anywhere in the form : |
Workflow Forms In Your Court Page of 1 shew[25 [7]
Subject
Prefix # Author Held By Due Date Status
Action Item : Test Workflow form
2 Dan Edge Test Dan Edge I} 07.24.2013 5.5d early
e-Builder e-Builder, Inc.

Action Item : Test Action Item

Dan Edge Dan Edge
L e-Builder, Inc. e-Builder, Inc. Tr il el
Action Item : [No Subject]
Dan Edge N/A N/A DRAFT
e-Builder, Inc. NAA

Process Module
The e-Builder Processes module (also referred to as Structured Workflow) is a collaborative system that
automates business process according to a set of business rules. This module is a set of enhanced

features expanded from the e-Builder Forms module.

Initiating a Process

Attached Supperting
). Create new process in | ) Complete all required | Documents or

e-builder i ;! Fields % Pro Submit Process

(optional)

1. Go to the Process tab.

OEEESEEE— ESEEaEn R I TR

lssinit Piiniiies

Builder &  Frocesses

2. Select project you wish to initiate the process for

85



Builder X
N
[ it [ vt | Py | e R 0. [t | oo | i | ot | Sche | e | oo | |

(RN S——
Builder &  Processes \
CI5I PERMS [=] b s view -
Recert Poges . Fripedt Hamne Propieelt Fripet 6 Propiebei Pragect
[ N Rorrberiz)
Frofect Froces =
i = Trow Frocess. | Pocect Duscriptien. | 0001 Inctepncience dove & Benin B B0 "
Fup e L B ] s ]
CPOFY2013  Peret FERM | owd packaGG (8353 Bannitter R Bridge cwr Uttle Bl rpr  BROCS3S2
— 405 DW) Liwnghin ve. B oo Chiitroat BROCSS05
CPOFY 2003 Permit 55 CAPITOLFEDERALSAVING Thr
(5430-BW) Mesc. Cubwrts & Gusdrads B0EAA0
CPOFIE | Permt PERM | nioul AR CEMERAL STORE | (MTB-OW) MW 100Th St oves Branch of Stopnd  BA00SATE
3. Click Start Process.
Processes for |Dan- e-Builder Test - 1224 -
Filter Processes
Type of Process: |Processes in My Court |z| Draft V] Open Finished
Status:
Containing Text:

Filter

4. Select process type.

| g https://app.e-builder.net/da2/processes/SelectProcess.aspx?PortallD={11e4328b-d1 db-4941-97 ee-d93cB15b3006 }

e-BuiIder,x\.‘ wlike

o

Start a process on Dan- e-Builder Test

Processes Cancel

Process Name Description
Bid Recommendation (BIDRC)

Budget Approval / Change Process (BAC)

Change Order ess (CO/

Commitment Approval Process (CAP)

Condemnation Process (CDMN)

GC Payment Application Process (GCPA)

General Contractor Request for Information (GCRFT)

Invoice Approval Process (INV)

Ordinance (ORD)

5. Fillin all required fields (as noted in red).
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Change Order Process (CO)

Start Process Print Check Spelling Submit Save Draft Cancel

Project: Dan- e-Builder Test

m

Process: Change Order Process

* Subject:

s

Details = Attached Documents (0) | Attached Processes (0) | Attached Forms (0)

* Description of Change: =

* Schedule Impact: (In Days)

Ordlnance.-"Rehslquiion
6. Attach back up documentation if needed by clicking Attached Files tab. An Attach files screen will
be displayed. You can attach documents to a form in three ways:

e Method 1: Drag and drop files using the same upload procedure as defined in the
Documents module. (See Uploading Documents for help)

e Method 2: Select ‘Upload and attach file(s) from your computer ‘ and click Browse For Files

e Method 3: Select ‘Attach files from the e-Builder Document module for the Dan- e-Builder
Test project’ and click Browse For Files. Choose the Folder and you will see your folder
structure for the selected project.

e (lick Attach Selected

* Subject:

Details | Attached Documents (0) | Attached Processes (0) | Attached Forms (0)

| Attach Documents Remove

[] | File Name Attached By
There are no documents attached to this process.

s

Attach Documents Remove

Check Spelling || Submit || Save Draft || Cancel
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Attach Files

Project: Dan- e-Builder Test

Form: Action Item #Draft

1) Select Attachment Method

pload and attach file(s) from your computer

JRuttach files from the e-Builder Document module for the Dan- e-Builder Test project

2) Select Files to Upload from Your Computer  Switch to Individual File Upload Teaol.
Tip: You can drag and drop multiple files into the white box on this page. Only checked files will be uploaded.

Browse For Files...

Iw #ref Search Option Mumber of ltems ; 0 Approx, Upload Time
[ Compress for Transfer Total Upload Size: 0B T1 =0min 36K =0 min

Description of Files:

I Attach 5Selected I Cancel

7. Attach Processes by selecting tab and clicking Attach Processes.

T oouLjELL

Details | Attached Documents (1) | Attached Processes (0) = Attached Forms (0)

Attach Processes Remove

Process Subject Current Step Since Attached in (Seq # - Step Name) Attached By « Date Attached
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8. Use the filter to find appropriate process(es); check boxes to left of desired process(es) and select
Attach.
9. In asimilar fashion, use the Attached Forms tab to attach any relevant forms if necessary.
10. Click Submit. If you are not ready to submit choose Save Draft.
Change Order Process (CO)

Start Process Print Check Spelling I Submit I Save Draft Cancel

Project: L\\, Dan- e-Builder Test

Process: Change Order Process
* Subject:
Details | Attached Documents (1) | Attached Processes (0) | Attached Forms (0) -

* Description of Change:

11. The workflow will automatically be sent to the next “actor” in the process.

Responding to a Process

Attached Supporting Add Comments or
| Anew process has | | Update fields as Documents or Request External Take Action on the
<: been placed in your :: i
court needed Pr:u:_esses Comment Process
[optional) (Optional)

1. Go to the process tab (you will also receive an email notification when an action is assigned to you).
2. In the type of process filter drop down menu, select the Processes in my Court.
3. Click the SUBJECT of the process, a new process window will be displayed.

Processes for |pan- e Builser Test - 1234 M
Filter Prhcesses Start Process
Type of Process: Processes in My Court |z| Draft Open [T Finished
Status: All Statuses E

Containing Text:

Filter

page[1[=]or 1 show[25 [7]

Process Subject Step In Step Since Date Due « Status
WCD-1 Test WCD Process Design Professional Review 07.16.2013 Submitted

4. Update the fields with your response, required fields are noted in red.
5. Click Save to store any added information without taking an action.
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Processes for | Dan- e-Builder Test - 1234 M
Filter Prbcesses Start Process
Type of Process: Processes in My Court Draft Cpen [ Finished
Status: Al Statuses = |

Containing Text:

Filter

Page[1[=]of 1 show[25 [+]

Process Subject Step In Step Since Date Due = Status

WCp -1 Test WCD Process Design Professional Review 07.16.2013 Submitted

6. Attach documents, forms, or processes if necessary ( See Initiating a Process, above, for more info)
7. Select action from drop down box, click Take Action.

Work Change Directive (WCD) - 1 Delete Instance Workflow Override | | Al Fields View

Accept Decline \ -- Please select an action -- k Check Spelling Print Copy Delegate Save Cancel
— Please select an action --
Project: Dan- e-Buildg Reviewed
Process Document: WCD-1 Overall Due Date:

Shew B dine Hictans | Crrand Actare

Adding a Comment
1. Click the Comments tab within a process and press Comment.
* Subject: Test WCD Process

Status: Submitted

Details | Comments (0) | Attached Documents (0) | Attached Processes (0) | Attached Forms (0) | Attached To (0)
N

2. Fill in comment field
3. Click Add Comment tab.
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Add Comment

Add Comment Add Comment Check Spelling Cancel

Process: Woerk Change Directive #1 : Test WCD Process
Private: |
* Comment : I =
k]

Attached Documents (0) Attached Processes (0) Attached Forms (0)
L]

Attach Documents Remowve

4. Attach documents, forms, or processes if necessary ( See Initiating a Process, above, for more info)

Request External Comments

1. Click the Comments tab within a process.
2. Click Request Comment.

Work Change Directive (WCD) - 1 Delete Instance Workflow Override | | All Fields View
Accept Decline -- Please select an action -- |Z| Take Action Check Spelling Print Copy Delegate Save Cancel
Project: Dan- e-Builder Test
Process Document: WCD-1 QOverall Due Date:

Show Routing History | Current Actors

Current Workflow Step: Design Professional Review Show Woridflow Step Due Date:
Diagram
* Subject: Test WCD Process
Status: Submitted

Details Comments (0) | Attached Documents (0) | Attached Processes (0) | Attached Forms (0) | Attached To (0)
A

Private  Comment =
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3. Select from users on the project or add external users.
4. Add message, respond by date, and the ability for external users to attach files. (optional)

5. Click Request Comment tab.

e e — e e e e e s e — e

b e — | e 4 e e et

& https://app.e-builder.net/daZ/Processes/RequestComment.aspx

- NG :
e-Builder, X7 s Like
Request Comment
Request Comment Cancel
Select from Users on Al Users -
Project:

Abbott, Stephen (City of Kansas City Missouri)
| Edge, Dan (e-Builder, Inc) [}

/ Edge Test, Dan (e-Builder)

Add External Users Via

l Email:
N
1 Lookup |You can add additional email addresses one per line or separate them with a semicolon ™"
Allow external users to [l
attach files?:
Respond By:
Message: . u = = = = 55 #F = = g 2
FontName ~|Sizex| B I U ahe | E = = E = | £2E = i= = (B 4 B3

Schedule Module

The e-Builder Schedule module allows the project manager and team members to access and update
the schedule in real time. This keeps everyone associated with the project up to date with all changes as

they happen.
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( ) ( ) ( ) (

Create the schedule  |——p» E?::L%f?:ggi:;ﬁf‘:h P| Active the schedule |———p Save a Baseline
|\ J |\ J |\ J |\
Creating a Schedule
1. Go to the Schedule tab.
= dedgeText =

e, =

OSSP W ey ST S| Doct = eiere| =t | MUy ™| ~osr R ~Roae~ |

Builder. g Tasks \

My Tasis 3[5'100'-0- -
1t Pogre bl [} Preject Name PeogpleSaht Project 1D PoogleSolt Progect
Pumbserit) Bumberix]
Taskibt  Week  Manih Thi weeric i

i July 2913 (Y

2. Select the project you need to create the schedule for.
3. Input required schedule information (if prompted), click Create.

Create a Schedule

Please create a Schedule for Dan- e-Builder Test Create || Cancel
* Start Date: 07.17.2013 R Work Day Start Time: | [g:00am | 7]
* Hours per day: 8 Work Day End Time: 4:00pm :
—
* Hours per week: 40 Work Week: @ Sunday
N
I Maonday
* Days per month: 20 Tuesday
A
‘Wednesday
*M Role: Desi i
anager Role; | esign Pr |Z| Thursday
il
* Manager User: Edge,Dan n Friday
— There are no users for this role, Saturday

Use External Scheduler: n

4. Click the Apply Template button and select the appropriate template for the size and scope of your

project.
suneuures | rask
N Schedule Details FOr |Dan- e-Builder Test - 1234 -
[l Schedule Summary (Last upoated: 07.16.2013) Apply Template | Save as Templ Save Snapsk Update | Import || Export

Details Project Calendar

Project Name: Dan- e-Builder Test
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Apply Template

N

Please select a Template: Please Select... H

Please Select...

KCKMO Full Schedule
KCKWO Small Schedule

5. Fill in required information (Note: the default is set to add as last activity in schedule but can be

altered when appropriate)
Apply Template

Apply a TerJ;pIate

Name:
Description:
Current Duration:

Duration after applying to

KCMO Full Schedule

8h

&h

schedule:

* Choose where to add the
template:

©@ Add as a last activity in the schedule
© Insert above | Please select.. |Z|

© Insert below | Please select...E

* Actual Duration: 8 Weeks IZ|
A

* Add as a Draft?:

e ——

Apply Template Cancel

Activating the Schedule

1. Select the task(s) to be activated by clicking on the check box next to their sequence number.
2. Click on the Activate button.

Use Crietnal suneuuien: wu
Tasks (85) | Custom Fields (0) | Notes (0) | Documents (0) | Forms (0) = Processes (0) | Snapshots (0) | History (0)
TaskView || [ [w][<][> Add Task || Actions T« | &5
0= Task Name Duration Start Finish % Complete | Pri  ypdate Tasks
s |8 1 [ Overall Project Schedule 1d 07.17.2013 07.17.2013 0% Delete
s |Q 2 = Pre-Design 1d 07.17.2013 07.17.2013 0% Save Baseline
Z |8 RIS Pre-Design Procurement 1d 07.17.2012 07.17.2013 0%
# | 4 HRD Participation Goals 1d 07.17.2013 0717.2012 0% Complete
/s 0 B Advertising 1d 07.17.2013 07.17.2013 0% Reassign

3. Click “Activate” to confirm
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Confirm Activations

Dan- e-Builder Test

Selected Tasks

HRD Participation Goals
Cwerall Project Schedule
Pre-Design Procurement
Pre-Design

Note: ID light will change from gray to orange; mouse hover will display “Baseline not Set” vs.

w“ ”
Draft
Tasks (85) | Custom Fields (0) | Notes (0) | Documents (0) =~ Forms (0)
Task View |Z| AV D>
| |# Task Name

Va

AT
D DOOD

N [[] 1 [ Overall Project Schedule
(bascinenotse ) Pre-Design

= |3
4
5

o @ .

6

= Pre-Design Procurement
HRD Participation Goals
Advertising

Pre-Bid Proposal

Saving a Baseline

1. Select the active task(s) to baseline by clicking on the check box next to their sequence number.
2. Click on the Save Baseline button.

Tasks (85) | Custom Fields (0) | Notes (0) | Documents (0) | Forms (0)
Task View |Z| Allv <>
0| # Task Name
s |8 1 [l Overall Project Schedule
-—
Z |8 2 = Pre-Design
-_—
s |8 3 = Pre-Design Procurement
L]
s |8 04 HRD Participation Goals
/ Q 5 Advertising

3. Click Save Baseline to confirm.

Processes (0)

Duration
1d
1d
1d
1d
1d
1d

Processes (0)

Duration

1d

1d

1d

1d

1d

Snapshots (0) | History (4)

Start

07.17.2013
07.17.2013
07.17.2013
07.17.2013
07.17.2013

07.17.2013

Snapshots (0) | History (4)

Start

07.17.2013

0717.2013

07.17.2013

0717.2013

07.17.2013

Finish

07.17.2013
07.17.2013
07.17.2013
07.17.2013
07.17.2013

07.17.2013

Finish

07.17.2013
0717.2013
07.17.2013
07.17.2013

07.17.2013

Add Task

Actions ~ =25

% Complete | Predecessors

0%
0%
0%
0%
0%
0%

N

% Complete | Pr
0%
0%
0%
0%
0%

Update Tasks
Delete
Activate
Complete

Reassign
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Confirm Baselines

Dan- e-Builder Test

Cwerall Project Schedule
Pre-Design
Pre-Design Procurement

Save Baseline Cancel

Note: ID light will change from orange to green, yellow, or red based on task status

Tasks (85) | Custom Fields (0) | Notes (0) | Documents (0) | Forms (0)  Processes (0) = Snapshots (1) | History (5)

TaskView =] [a][v][€][> Add Task || Actions ~ | @
[ |# Task Name Duration Start Finish % Complete | Predecessors
7 [[1 1 [ Overall Project Schedule 1d 07.17.2013 07.17.2013 0%
& [1:'3'1 Schedul \i = Pre-Design 1d 07.17.2013 07.17.2013 0%
/ =] [ 3 = Pre-Design Procurement 1d 07.17.2013 07.17.2013 0%
s |9 [F |4 HRD Participation Goals 1d 07.17.2013 07.17.2013 0%
s |8 [5 Advertising 1d 07.17.2013 07.17.2013 0%
s |8 06 Pra-Bid Proposal 1d 07.17.2013 07.17.2013 0%
Z 1@ w7 Drancale Rarsied Oinanina 1d n717.2013 N717.2013 0%

Updating Tasks

1. Click on the name of a task.

Tasks (85) Custom Fields (0) Motes (0} Documents (0) Forms (0) Processes (0) Snapshots (2) History (87)

TaskView 7] [A[v][€][> Add Task || Actions + | (&
[ | # Task Name L‘\’ Duration Start Finish % Complete  Predecessors
s |8 [[1'1 [ Overall Project Schedule 1d 07.17.2013 07.17.2013 0%
ram®! (2 (E Pre-Design 1d 07.17.2013 07.17.2013 0%
|9 @3 B Pre-Design Procurement 1d 07.17.2012 07.17.2013 0%
s @ 1 | 4 1d 07.17.2013 07.17.2013 0%
s |8 B 5 Advertising 1d 07.17.2013 07.17.2013 0%
Z |8 6 Pre-Bid Proposal 1d 07.17.2013 07.17.2013 0%
|9 @7 Prapsals Received Opening 1d 07.17.2012 07.17.2013 0%

2. Click on the Update button.

96



Builder Q’

Task Details
Task Details Cancel Complete
Task: 1 - Overall Project Schedule
2 - Pre-Design
3 - Pre-Design Procurement
4 - HRD Participation Goals 4=
L\, Project: Dan- e-Builder Test
Process: MN/A Milestone? MNo
Approval Required for Date No Rollup? Mo
Changes:

Approval Required for Work Na
3. Enter the updated duration, % complete, or other updates to the task.
4. Click Save.

Update Details

Task Details Cancel

L\\, * Task: 4 - HRD Participation Goals
Project: Dan- e-Builder Test
Process: NfA Master Activity: Please select... |Z|
Draft:
Milestone? [} Type: Task |Z|
Approval Required for Date [} Status: @ On Schedule
Changes:
Approval Required for Work No |Z|

Complete Changes:

Schedule Details

Start: = * Work Complete: 0 %
A
Finish: sz * Duration: 6 Days IZ|
N
Current Dates: 07.17.2013 - 07.17.2013 Original Baseline: 07.17.2013 - 07.17.2013
8h duration 1d duration
Constraint Type: As Soon As Possible E| Constraint Date: E

Who is Responsible?

Task Resource Role: Please select... E| Task Manager Role Please select... |Z|

Task Resource: Please select... E| Task Manager: Please select... |Z|

Custom Fields | Description | Predecessors

5. Ifatask needs to be marked as complete with no other changes:
e Select the check box next to the name of the task.
e C(Click on the Complete button.
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Tasks (85) | Custom Fields (0) | Notes (0) | Documents (0} | Forms (0) | Processes(0) | Snapshots(2) | History (88)

TaskView =] [A] [w][€][> Add Task =Y

[ | # Task Name Duration Start Finish % Complete Pr Update Tasks

e 1 1 O overall Project Schedule 6d 07.17.2013 07.24.2013 0% Delete

7 m2 |BE Pre-Design 6d 07.17.2013 07.24.2013 0% Save Baseline

4 [ERERE| Pre-Design Procurement 6d 07.17.2013 07.24.2013 0% Activate

& o4 HRD Participation Goals b 07.17.2013 07.24.2013 0%

Z |8 @5 Advertising 1d 07.17.2013 07.17.2012 0% Reassign

s |9 6 Pre-Bid Proposal 1d 07.17.2013 07.17.2013 0%

s |8 |7 Propsals Received Opening 1d 07.17.2013 07.17.2013 0%

PP —

Calendar Module

The e-Builder Calendar Module is a project-specific calendar that brings all project participants,
internally and externally, together. It integrates with Microsoft Outlook, synchronizing your e-Builder
calendar events to your Outlook calendar. If your project team consists of multiple companies using
multiple calendars, e-Builder functions as the central calendar management tool.

Creating an Event

In e-Builder's Calendar module, events can be created at an account level or for an individual project.
Each event can be scheduled to occur on a one-time basis or with a daily, weekly or monthly recurrence.

1. Select a project from the ‘Go to Project Calendar for’ drop-down menu. (If an event is created
without selecting a project, the event will not be associated with a project. It will be displayed
across all projects.)

B R [ R e O I ~ e | SUy = ST REGRREN e S P

Builder &  Calendar \
401 Calend Events ) — :

- Pregect Mame Peospletall Pragect o Peapieti Pesgert
Pumbserin) MNumberil)

Mlgaih  Week  Work Weell | Day  Upcoming Events

g;rm.'.-

'}“MMIS- Tue, Jul 16  Flivey 300
2. Click the Add Event Button.
Calendar FOF |Dan- e-Builder Test |Z|
Month | Week | Work Week Day @ Upcoming Events ;J
€ > Today R July 15 - July 19
Men, Jul 15 Tue, Jul 16 Wed, Jul 17 Thu, Jul 18 Fri, Jul 12

all day

sam
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3. Enter a title for the meeting in the Subject field.
4. Enter start and end dates and times along with recurrence information, if needed.

Add Event

Event Overview

Project Calendar:
* ject
Subject:

All Day Event?

* Date and Time:
——

Repeats:
——

Location:

Agenda / Description:

Check Spelling Save Cancel
Dan- e-Builder Test |Z|
O
Starting At:| 07.17.2013 @ %:00am -
Ending At:| 07.17.2013 E 10:00am -
@ One Time ! Daily ® Weekly ® Monthly
Font Mame | Sizer B 7 U ahe = = L E’, | o 4 --|£|
-

5. Fill in other fields as necessary.
6. Enter attendees by manually typing in their email addresses or by using the lookup button.

Privacy:

Required Attendees: . implementation@e-builder.net

@ Private
@ Public

up 'ou may add additional email addresses cne per line.

Optional Attendees: -

N N

Priority:

'You may add additional email addresses one per line.
Normal |z|

7. For Lookup function, filter contacts and insert selected.
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) g https://app.e-builder.net/da2/Calendar/LookUp.aspxiType=ctl00_ctl)0_ContentPlaceHolder]_contentSection_reqAttendeesfictToUpdate=ctOl &

@,

e-Builder %

2

LOOkI.Ip (Select users/contacts to add below)

First Narme:

Username:

-V

Project Contacts
Only:

User Custom Fields:

Contact Custom
Fields:

[ | First Name
Dan
[ | Dan

Filter Users/Contacts

dedge

]

| Select a user custom field EI

| Select a contact custom field |ZI

Last Name= User Name
Edge dedge
Edge Test dedgeTest

Company Name
e-Builder, Inc.

e-Builder

Last Name:

Company:

D Users Only

Filter

Insert Selected Cancel

Email
dedge@e-builder.net

dedgetest@e-builder.net

Insert Selected Cancel

8. Attach documents, forms, or processes if necessary (See Initiating a Process, above, for more info.)
Click Save and the invitation will be sent to the attendees e-mail.

Priority:

Lookup | You may add additional email addresses one per line.

MNormal n

Custom Fields | Documents (0) | Forms (0) | Processes (0)

Editing or Deletin

g an Event

There are no calendar event custom fields.

Check Spelling Save Cancel

1. Select a project from the Go to Project Calendar for drop-down menu.
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ICEESEEEEE S - EECaER AN

Builder &  calendar \
4 Caberdae Boeris [2] e ac v -

Pager. - Prgedt Hisne PedsgleSalt Pragest (O PeapleSal Peegect
Piumtsrrity Fumbech)
Melcamih Vel Work Wesll | Dy Ulpdoening Dventt 5
. . I
= HASE-T8) Incdepencience due B Bentnn Bed RO
£ * Todsy Sprattsnl grad Tagpmal e o eanal
Maon, bl 15 Tus, kil 18 | (330 Bavepier Rdl Brajge oo Litthe Bl R Lk

2. Click on the link with the event name.

Calendar For | Dan- e-Builder Test |z|

Month | Week  Work Week Day | Upcoming Events Add Event &

< > Todyy B July 15 - July 19

Mon, Jul 15 Tue, Jul 16 Wed, Jul 17 Thu, Jul 18 Fri, Jul 19
all day

gam

T
[ 2:00 AM Test KCMO
Event

1pam

3. Click the Edit button. Make necessary changes and Save event. (Attendees are emailed updated
information)

Event Details

Event Overview Delete Copy Event | | Print

Project Calendar: Dan- e-Builder Test

Subject: Test KCMO Event

Date and Time: Thurs Jul 18 02:00am - 10:00am
Location:
Agenda / Description:
Reminder: No Reminder

4. To delete event, press Delete and Yes to confirm deletion.

Event Details
Event Overview Copy Event | | Print
Project Calendar: Dan- e-Builder Test

Subject: Test KCMO Event
Date and Time: Thurs Jul 18 09:00am - 10:00am

Location:
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Event Details

Are you sure you want to delete the event?

Add a note:

Yes, Delete the Event Mo, Cancel Check Spelling

Updating Attendance

The meeting organizer can indicate whether or not an invited member attended the meeting or not.

(Event must be past its start time/date)

1. Select a project from the Go to Project Calendar for drop-down menu.

| Duibaar | Frojecs | Fiannieg | Forma [ Frocumm | oot JUECRY  Contact || Wiy [ Coet | Scadele | Wepors | coney | |

Builder g Calendar

B Cabenar Bvpnts

.

PeopleSal Praject

[2] o 1 i i
- —
I
Moath  Wess  WorkWerk  Duy  Upsoming Events
< oo 8 it
Mon, Jul 15 Tue, Jul 16

(530 Barvregier Pl Brajge orver Lifthe B Pover Lo khy

2. Click on the link with the event name.

Calendar For | Dan- e-Builder Test

O PeaspleSal Pegject

Mumbeci)

Month | Week | Work Week Day | Upcoming Events
<€ > Today R July 15 - July 19

Meon, Jul 15 Tue, Jul 16 Wed, Jul 17 Thu, Jul 18
all day

[ 2:00 AM Test KCMO
Event
10°m

3. Click on the Update Attendance Button.

"

Add Event &

Fri, Jul 19
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Privacy: Public
Delete Edit Copy Event Print
Attendees (1) | Custom Fields (0) | Notes (0) | Documents (0) | Forms (0) | Processes (0) L\\)
Add Attendee Update Attendance
E-mail Address Type Attendee Name « User Name Company Name Status Role Attended
A rn @ bl e [ Fiow el A ~ Dudildae Tos Arretnnd Fremaminne

4. Select the checkbox under the Attended column (for each member that was present). E.-Builder will

ask if you want to update only added/deleted attendees. Make the desired choice.
5. Click Save.

L%date Attendance

List of Attendees Cancel
Attendee Name User Name Company Name E-mail Address Type Status Attended
Dan Edge dedge e-Builder, Inc. dedge@e-builder.net User Accepted

Save Cancel

Calendar Views

Within a project calendar, a user can view the calendar by workweek, week, day, month, or a 30 day
look ahead at events contained across all projects.

1. Select a project from the ‘Go to Project Calendar for’ drop-down menu.

T R [

Builder &  Calendar \
B0 Cpencly Bvents Z 0% | kg v L

- Pragect Hasne PeopleSal Pragen O Pessplie ol Pesgect
Mumberi)

Fumbsers)

Mlguily Wl Wk Wl Duy  Upcomming Eventy

€ > Todey [ e

Mhon, bul 15

L bk

2. Toview by day, week, or month, click the appropriate tab (the default view is by work week).

Calendar For |pan- e-Builder Test
Month [ Week | Work Week | Day | Upcoming Events Add Event @
—
< > Today B July 15 - July 19
Mon, Jul 15 Tue, Jul 16 Wed, Jul 17 Thu, Jul 18 Fri, Jul 19
all day
sam

3. Toview a 30 day ‘look ahead’ of all events across all projects, click on the Upcoming Events tab.
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Calendar For [Dan- =-Builder Test |z|

Month | Week | Work Week | Day [ Upcoming Events Add Event @

July 17 - August 16

30 Day Look Ahead

Day Start Dates Start Time Subject Location Project Name

Wednesday 07.17.13 09:00AM Test KCMO Event Dan- e-Builder Test

4. To print within any view, click on Print link.

Calendar For |Dan- =-Builder Test |z|
Month | Week = Work Week | Day | Upcoming Events Add Event
< > Today BB July 15 - July 19
Mon, Jul 15 Tue, Jul 16 Wed, Jul 17 Thu, Jul 18 Fri, Jul 19
all day
gor N

Contact Module

E-Builder's Contacts module provides a centralized directory of contacts for all of your projects. If you

have any questions about the Contacts module or editing a contact, please consult with one of your
Administrators for assistance.

Viewing a Contact

1. An e-Builder contact is a record of contact information for an individual (such as phone number, fax,
e-mail address, street address, etc.) associated with an e-Builder Company. Contacts can be stored
as a reference.

2. The user can view contacts according to a project (by using the project drop down menu) or by
selecting a letter to quick filter contact list.

Planning

Schedule

Companies | Contacts | Import Contact

Companies \

All Companies |Z| Edit | Add View Plzase select a project. \

ect... -

ale|c|o|elrlg|H|t|s]k|L|M|N]o|P|Q|RrR|s|T]Uu|v|w]|Xx]|Y]|Z]|o09]Al

Add Company Add Contact Lookup Company | (E3

Company Name « Company Number City State Phone Primary Contact
Industrial Salvage INDOOL
KCMO Historical KCMO001

Adding a Company or Contact
1. Click on the Contacts tab.
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[P | Dot | Frciets |t | forms | Proceses | Documents | Cobndr [ tiddng | Gt | Schodde | Biports | Seiw |

Companies. | Contacts | bnpodt Conti
Builder & |  companies
! &8 Companiss = | % | kel e Y i =
2. On the right-side of the screen, click Add Contact or Add Company.
Companies
All Companies IZ| Edit | Add View Please select a project.. -
alslc|olelFlelnltls]k|[LimIn]olP|Q|rR|s|T|ulv|w]|x|v]|z]|o-9]an
I Add Company I Add Contact I Lookup Company | (&3
Company Name = Company Number City State Fhone Primary Contact
Industrial Salvage INDOOL

3. Enter Contact or Company information and fill in any custom fields (required fields are indicated by
red asterisk).

4. Fora contact:

o Ifadding a company, check the appropriate box if the individual is the primary contact for the
company. (If they are the only contact associated with the company then they are the primary
contact by default.)

o Click Save

Add Contact
Contact Information Save & Add | Save || Cancel
* First Name: mlﬂ Primary Contact?: ] Yes
”
* | ast Name: Email:
N
* Company: - Department:
A
Company Number: - Title:
Country: E Phone:
Address 1 Maobile Phone:
Address 2: Other Phone:
City: Fax:
State/Province: Pager:
Zip/Postal Code: Do Not Use?: (=]

5. Fora Company:
o Fill in required fields
o If company does not have a company number, press Generate button to auto-generate one.
o Click Save
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Add Company

Company Information Save & Add Construction Codes | | Save & Add New | Cancel
* Company: Edge Electric * Company Number: EDGO0L

— ——
Country: - Phone:
Address: Fax:
Suite: Website URL:
City: Classifications: [ wee [ mee [ DB
State/Province: - Clvee O see [ Other
County: - Is Prequalified?: [}
Zip/Postal Code: Do Mot Use?: [}
Active: Allow commitments and invoices to be assigned

to this company ) B
Allow contacts from this company to participate
in bidding

Custom Fields (0) | Notes

There are no custom fields for this companv.

6. Click Save (If you have more than one entry, click the Save and Add button and you will be able to
add another contact or company.)

Importing Multiple Contact or Companies

If there are numerous companies or contacts such that adding them one at a time would be
cumbersome, they can be imported directly from an Excel file which will add all rows in the spreadsheet
as a company or a contact.

o For a Contact: Excel sheet must contain Company, First name, and Last name (Additional
information is recommended but optional)

- W VML U

Clipboard = Faont = Alignment F Mumber
ES - b
= 5 = D | E | F G H
First name Last name Company Phone Email
Dan Theman e-Build 9549545544 d@gmail.com

1
2
3
1
5
6
7

sl

o For a Company: Excel sheet must contain Company Name (All other information is optional)
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Paste - FRENER - - = = = =
# Format Painter B I U i Mh-A- EEE|E
Clipboard Fa Font Fa Alig
cs - (" fe |
B C D E
Address D Phone

Edge Elec 100 Hollywood 22 9549549595

I

L= S R SR T R N T ]

1. Click on the Contacts tab at the top of the screen.
[Pt [ Bt | oot | i | Forms | Proces | Oocoments | bt [ Wi | ot | Schocde | g | Seiwp | +

Cowmpanies | Contaits | bnpodt Conti

| Al Compans =]t | s Flodte srier! 0 prespit

2. Click on Import Contacts next to the Jump To menu on the top right of the window.

Forms Processes | Documents | Calendar . Contacts . Bidding Cost Schedule Reports Setup +
Companies | Contacts
anies
Janies |Z| Edit | Add View |P!’E&se select a project... M
alslc|ole|r|e|H]|I])|k|LImM|N|o|P|Q|R|s|T|u|v|w]|x]|Y]|Z]o2]|al

Add Company Add Contact Lookup Company I&
w Mama s Camnanw Mumhar it Ctata Phana Primary Cantact
3. Select Import Contact.

4. Select the option that corresponds to how your import file is organized either each row in my import
file is a company or contact. (Check Update Duplicates if you would like to have pre-existing
contacts updated by your excel file)

5. Click Browse to navigate to your file.

Import Contacts - Select Import File Steplof3

How is your import file organized?
E ach row in my import fileis a cumpan&
ach row in my import file is a contact

[ Update duplicates

Choose Your Import File

* Import File:

Note: Please select a .xis or s file to import. MNext
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6. Find Import document and click Open.

Documents s s ST L
Music . Expense Reports 7/5/2013 511 PM  Filefol—

| Pictures | Guides 7/17/2013 2:52 PM  File fol

Videos A . Helpful Info- New site, Templates 7/12/2013 3:30 PM File fol
" My Shapes 7/12/2013 2246 PM  File fol =

-omputer . Personal Info 7/17/2013 12:06 PM  File fol

| Training- MM 7/9/2013852PM  Filefal
letwork | E] TestContactimpert 7/17/2013 255 PM Micros

- 4 i | ’
File name: TestContactlmport w | All Files (7]

Cancel

7. Click Next.

Import Contacts - Select Import File Step1of3

How is your import file organized?
© Each row in my import file is a company
® Each row in my import file is a contact

[ Update duplicates

Choose Your Import File

<3 Import File: C\Users\dedge\Documents\TestContactimportaxdsx

MNote: Please select a .xIs or .xisx file to import.

8. Map the fields in e-Builder to the fields in your import file. (Each drop-down box will display a list of
Import File field names that will correspond to the columns in the Excel spreadsheet)
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Import Contacts - Field Mappings Step 2 of 3
Company Built-In Fields Previous || Next || Cancel
< Company: Company = Phone: Phone |z|
N
Country: Fax: |z|
Address: First name Website URL: [~]
Last name
Suite: Phone | Classification - WBE:
City: |Z| Classification - MBE: |z|
County: |Z| Classification - DBE: |z|
State/Province: |Z| Classification - VBE: |z|
Zip/Postal Code: |Z| Classification - SBE: |z|
Construction Codes: |Z| Classification - Other: |z|
Company External ID: |Z| Is Prequalified?: |z|
Company Number: |z| Do Not Use?: |z|
Active: |z|
Company Custom Fields
There are no company custom fields,
Contact Built-In Fields
Salutation: |Z| Primary Contact?: |z|
* First Name: First name [=] Email: Email [~]
A
* Last Name: Last name |z| Title: |z|

9. When all the fields are mapped, click Next. An Import Review screen will be displayed on which you
can verify that all the fields are mapped correctly. In the middle of this screen are two tabs: The first
is the Preview, and the second is the Exceptions. (If there are exceptions, this means that there is
missing information for the company/contact which will need to be corrected in the MS Excel import

file.)
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Import Contacts - Review

Step3of 3

10. Once the mappings are verified and exceptions are corrected in the import file, click Import.

Import File Summary
File Name:
Rows in File:
Rows To Be Imported:
Rows To Be Updated:

Rows With Exceptions:

Preview - Row 2 Exceptions (0)

Company Information
Company:
Country:
Address:
Suite
City:
County:
State/Province:
Zip/Postal Code:
Company External ID:
Company Number
Construction Codes:

Active:

Company Custom Fields

Note: If you do not have access to complete this function, consult your Account Administrator.

TestContactimport.xlsx
1
1

0

e-Build

EBUOOL

True

Report Module

The e-Builder Reports module allows you to view reports on all aspects of your projects in e-Builder.
Reports are lists, summaries, and analyses of your data, which you can display or print. The module

Previous Scheduled Task Script Cancel

Each Row Is:

New Companies:
MNew Contacts:
Updated Companies:

Updated Contacts:

Phone:

Fax:

Website URL:
Classification-WBE:
Classification-MBE:
Classification-DBE:
Classification-VBE:
Classification-SBE:
Classification-Other:
Is Prequalified?:

Do Not Use?:

Contact

1

1

0

9549549544

enables any e-Builder user to easily report on real time, up-to-date information recorded in any of the e-

Builder modules that users have access to.

1
2.

Click on the Reports tab.
To view the contents of a single folder, click on the drop-down list in the middle of the screen and
select the name of the desired folder. You can also access report folders by clicking the expand

button next to the name.
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Reports
Filter

Folder: All Report Folders Edit | Add New Folder
All Report Folders
Report: My Personal Reports
Unfiled Account Reports
KIVA Dashboard Reports
Expand Al | Collapse All DEMO DASHEQARDS port Reports Import Reports Copy User Reports
Historical Projects

Unfiled Account Reports (17)
KIVA Dashboard Reports (15)
DEMO DASHBOARDS (8)

Historical Projects (3)

Reorder Folders Add New Report Export Reports Import Reports Copy User Reports

Organizing your Reports

Each report saved is stored in a report folder, which is used to separate the reports into functional
categories.

Creating a Report Folder
1. From the Reports Tab, click the Add New Folder link.

Reports
Filter
N Folder: All Report Folders [=]e- i:I Add New Folder I
Report: Clear
Expand All | Collapse All Reorder Folders Add New Report Export Reports Import Reports Copy User Reports

Unfiled Account Reports (17)

2. Enter a name for the new report folder. Click Save.

Add Report Folder

(an':d

* Folder Name: Dan's Performance Logs
N
Reports in This Folder: Unfiled Reports Reports in This Folder
*Project List - All Projects -

5th floor intake Log

CISI Document report without date
CISI Folders with documents

CISI Reports Public

CISI's Created Last week
Commercial Open Pre-Application Forms <
Documents Emailed into CR proj. Last 3 days

m
e
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Reordering Report Folders

To change the order in which are reports are displayed, Click Reorder Folders.

Reports

Filter

Folder: All Report Folders |Z| Edit | Add New Folder

Report: Clear

Expand All | Collapse Al Reorder Folders Add New Report Export Reports Import Reports Copy User Reports

Unfiled Account Reports (17)

1. Click on the name of a report folder.
2. Click the Top, Up, Down, or Bottom button to change the order in which they are listed, if desired.

Reorder Report Folders

Reorder Folders Cancel

KIVA Dashboard Reports
DEMO DASHBOARDS

Historical Projects \

—
N
Save Cancel
3. When finished, click Save.
Editing/Deleting a Folder
1. Select the folder name in the drop-down.
Reports ~

Filter \
Folder:

All Report Folders [] Edit | Add New Folder

All Report Folders
Report: My Personal Reports
Unfiled Account Reports
KIVA Dashboard Reports
Expand All | Collapse All DEMO DASHEOARDS port Reports
Historical Projects
Dan's Performance Log

Import Reports Copy User Reports
Unfiled Account Reports (16)

KIVA Dashboard Reports (15)
DEMO DASHBOARDS (8)

[F] Hictnrical Proiacte 21

2. Click the Edit link located to the right off the folder name. On the Edit Report Folder screen you can:
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Reports

Filter

Folder: Dan's Performance Log n Add New Folder

Report: Clear

Add New Report Export Reports Import Reports Copy User Reports

Dan's Performance Log (1)

o Edit the Folder Name.

o Move Reports to or from the Unfiled Reports folder by choosing the report name and using the
Add/Remove arrows

o Delete the Folder by clicking the delete tab. A confirmation dialog box will be displayed asking
you to confirm your selection. Click Yes, Delete the Report Folder button.

Edit Report Folder

I Save I Cancel I Delete I

* Folder Name: Dan's Performance Log
N
Reports in This Folder: Unfiled Reports Reports in This Folder
*Project List - All Projects - 5th floor intake Log
CISI Document report without date |_
CISI Folders with documents ‘ b

CISI Reports Public

CISI's Created Last week >
Commercial Open Pre-Application Forms

Documents Emailed into CR. proj. Last 3 days
Documents emailed into CRSF Folder

Documents uploaded to SE folder without date

LDD Open Pre-Application Forms

Pre-Application report

Residential Pre-Application open i

m

Save Cancel Delete

3. Click Save.

Creating a New Report

Users can create their own reports by using the Report Wizard, which is a series of screens that walks
you through creating a customized report that displays only the information you need. As you complete
each step, click Next. You can click the Previous button to go back to the previous step or use the ‘Jump
to step’ drop-down menu to skip steps. (Don’t forget to use the Help (?) in the top right corner of the
screen for any questions!)

a dedge ~ b Like ® ?

Planning Forms. Processes | Documents | Calendar Contacts Bidding Cost Schedule Reports ﬂm' .

1. Click on the Reports tab at the top of the screen.
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Projects Planning Forms Processes | Documents | Calendar Contacts Bidding Cost Schedule Setup +
CITY Reports
Filter
d foldes: All Report Folders [=] edit | Add New Folder
Report: Clear
Expand Al | Collzpse All Reorder Folders Add New Report Export Reports Import Reports Copy User Reports

Unfiled Account Reports (16)

= _______ —_ —

2. Click on the Add New Report button. You will be directed to the Report wizard.
Reports

Filter

Folder: All Report Folders |Z| Edit | Add New Folder

Report: Clear
Expand All | Collapse Al Reorder Folders Add New Report Export Reports Import Reports Copy User Reports
Unfiled Account Reports (16)

3. InStep 1, click the drop-down menu and select the type of data that will be used to run the report,
click the Next button.
Report Wizard Steplof7?7

Jump to step: | Select type of data for report |Z|
—

Step 1: Select type of data for report and run as u Cancel

Administrative Reports

Administrative Reports

Bidding Reports
Calendar Reports .
Combined Reports First Name- Last Hame User Name Company Name
Contact Repaorts Role Mame: ACH
Cost Reports Larry Legal Larry Legal FDQ
Documents Reports Role Name: Construction Manager
Forms/Weorkflow Reports Al Admin Al Admin Acme
Project Issues Reports
Process Reports Iarty lanager Warty Manager PDQ
Schedule Reports Role Name: Contractor
Submittals Reports Carl Contractor Carl Contractor  CC Construction
Role Hame: Inspector
Run As User: Carl Consultant Carl Consultant CC Consulting
Lookup Clear Report on the account roles for the users on the account.
Mote: Populate Run As User field using Lookup to run the report in that user's context.
Leave it blank to run the report in logged in user's context.
Run Report Print View Export Save As MNext Cancel

4. In Step 2, click on the radio button for the type of report you wish to run. (Descriptions of each type
are beneath the pictures) Click Next.
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5.

6.

Report Wizard Step 2 0f 7
Jump to step: | Select type of report |Z|
Step 2: Select type of report Previous || Next | Cancel
@ Tabular Report @ Summary Report @) Matrix Report

I [ I I [ I I I I ] EEE

Tabular reports provide a simple listing of Summary reports provide the optien to sort Matrix reports summarize data in a grid by

data, with no subtotals. \ and subtotal the data. / grouping data in both rows and columns.

Run Report Print View Export Save As Previous Mext Cancel

In Step 3, select the columns to be included in the report by placing a check mark next to the column
name. Click Next.
Report Wizard Step3of 7
Jump to step: | Select Columns |z|
Step 3: Select columns to include in your report  [C] Return row for each multivalued field value Previous § Next | Cancel
Role Information Select All | Deselect Al
[F] Role Name [ Rele Description
User Information Select All | Deselect Al
[[] Account Expires Company Name [[] Date added to role E Email
[ Email Format First Name [ Home Address [ Home City
[ Home Country [ Home Fax [ Home Phone [ Home State
[ Home Zip [ Job Title Last Name O] Office Address
[F] Office Cell [ Office City [ Office Country ] Office Fax
[ office Pager [C] office Phone [F] Office PO Box £ Office State
[[] Office Zip [C] Personal Cell [C] Personal Pager ] Type of Business
[C] User Create Date El User Department [C] userLast Logon User Name
User Custom Fields Select All | Deselect Al
[l Employee ID [F] External User
Formula Columns Add New Formula Column
[ | Label Formula
There are no formula celumns.
In Step 4, select the aggregate functions to be included in the report. Click Next.
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Report Wizard

Step 4 of 7

Step 4: Select the information to summarize

Standard Summary Fields

Columns Sum
Record Count
First Name

Last Name

User Name

Company Name

Run Report Print View Export Save As

Jump to step: | Select Aggregate Functions |Z|
Previous Cancel

Match

Average Largest Value | Smallest Valu

Ooooo

Previous Next Cancel

7. In Step 5, choose the ordering of the columns by using the Top, Up, Down, and Bottom buttons.

Report Wizard

Step50f7

Step 5: Configure Columns

Column Order

First Name
Last Name
~
[a)
v
v
Set Column Widths
First Name Last Name User Name

q

Set Column Highlights

Jump to step: | Configure Columns |z|

Previous Cancel

|z| ] Ascending Descending

Sort Order

First Name

|Z| @ Ascending © Descending

|z| @ Ascending ® Descending

Company Name

Highlighting is only available when integer, decimal, or currency fields are selected.

Logo

8. If you have chosen a summary or matrix report, select grouping in Step 6 (optional) and click Next.
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Report Wizard Step 6 of 7
Jump to step: | Select Grouping |ZI
Step 6: Select columns to group your report by Previous Cancel

Select Row Grouping:

S ize Infor Sort Order: Group Dates by:

ion By:
[Employee 1D N [ Ascending _[~] by  [7]
Ly’

and then By: Sort Order:
|Z| Ascending : |
Run Report Print View Export Save As Previous Next Cancel

9. In Step 7, specify filter criteria for the report.

Report Wizard Step 7 of 7
Standard Date Filter Jump to step: | Specify Filter [=]
Columns: |Account Expires |Z|
Duration: | Custom |z|
Dates: Start Date:
Clear
End Date:
Step 7: Specify filter criteria for this report Previous | Cancel

Show Report Details

Search Rule #1: |Cumpal‘l}f MName |z| |equa|5 |z| e-Builder and

SearchRule#2 | =1 =] and
Search Rule #3: | = = e
Search Rule #4: | | [=]| [=] and
SearchRule#5: | [=]| [=]

Mote: In column 3, you can enter multiple tems separated by commas (e.g. FL, GA searches for FL or GA} and you can place quotes around data that includes commas {e.g. "10,000" searches for 10,000). For
on/off flelds, “1” equals yes or on, and "0" equals no or off.

Print View Export Save Save As Previous Cancel

10. Click Save As and enter a name and description for your report.
11. Click Save.

Exporting a Report
1. Click on the Reports tab at the top of the screen.

Projects Planning Forms Processes | Documents | Calendar Contacts Bidding Cost Schedule Reports Setup +

"
Filter

"

Folder: All Report Folders [=] et | Add New Folder

Report: Clear

Expand All | Collapse All Reorder Folders Add New Report Export Reports Import Reports Copy User Reports

Unfiled Account Reports (16)

= _____ —_ —
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2. Expand folder to display desired reports and click Export to the right of report.

Reports
Filter
Folder: All Report Folders |z| Edit | Add New Folder
Report: Clear
Exp%&fo Iapse Al Reorder Folders Add New Report Export Reports Import Reports Copy User Reports

[=] Unfiled Account Reports (16)

Edit | Delete | Export  *Project List - All Projects

Edit | Delete | Export  CISI Document report without date - Run this to show all documents submitted in CISI folders then reduce by upload date,
Edit | Delete | Export  CISI Folders with documents - Run this to find all CISI with folders in ebuilder

Edit | Delete CISI Reports Public - Public report for CISI documents submitted

Edit | Delete | Export  CISI's Created Last week - Lists all PERM records with a CISI permit type created in last week.

Edit | Delete | Export  Commercial Open Pre-Application Forms - This shows open Pre-Application forms for Commercial

Edit | Delete | Export  Documents Emailed into CR oroi. Last 3 davs - Documents Emailed into CR oroi. Last 3 davs

3. Choose the type of file to export the report as and click Export.

Edit | Delete | Export  CISI Folders with documents - Run this to find all CISI with folders in ebuilder
Edit | Delete | Expert  CISI Reports Public - Public report for CISI documents submitted

it CISI's Created Last week - Lists all PERM records with a CISI permit type created in last wesk.
Select OQutput Type [*] P P

Commercial Open Pre-Application Forms - This shows open Pre-Application forms for Commercial
©fExcel Data Export
©fcsv Data Export
ab Delimited Text

Documents Emailed into CR proj. Last 3 days - Documents Emailed into CR proj. Last 3 days

Documents emailed into CRSF Folder - This picks up all Residential Submittals

LDD Open Pre-Application Forms - This only shows LDD pre-application forms

Export Cancel Pre-Application report - This tells you if there are any open pre-applicaitons

rt
rt
rt
n  Documents uploaded to SE folder without date - Input date or range to run this report
rt
rt
rt

T | DREeTE [ £

Edit | Delete | Export  SE20 REPORT - SE20 SUBMITTALS

Residential Pre-Application open - Shows open residential Pre-application forms.

4. Select Open to view in Excel or Save to save the file onto your computer.

LTI wan s rerformance Log L1}

[Py
Do you want to open or save CISI Reports Public - 201307171605.¢ls (5.00 KB) from app.e-builder.net? Open Save - Cancel

Editing an Existing Report
1. Click on the Reports tab at the top of the screen.
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Projects Planning Forms Processes | Documents | Calendar Contacts Bidding Cost Schedule Setup +

"
Filter

M|

Folder: All Report Folders [=] edit | Add New Folder

Report: Clear

Expand Al | Collzpse All Reorder Folders Add New Report Export Reports Import Reports Copy User Reports
Unfiled Account Reports (16)

= _______ —_ —

2. Click on Edit next to the name of the report.

DEMO DASHBOARDS (8)
Historical Projects (3)

| Dan's Performance Log (1)
Celete | Export  5th floor intake Log

Reorder Folders Add New Report Export Reports Import Reports Copy User Reports

3. Modify any aspect of the report within the Report Wizard. (See Creating a New Report, above, for
more information if necessary)

4. Click the Save or Save As (to rename) button .

k INTT3sTruciure
10336 - Solomaon Boiler

Replacement = e e
Account Admin - e-Builder 4 22 250.04
Report on the number of files and folders and the data storage use per
Run As User: | project

Lookup Clear

Mote: Populate Run As User field using Lookup to run the report in that user's context.
Leave it blank to run the report in logged in user's context.

Run Report Print View Export MNext Cancel

Running Reports
1. Click on the reports tab at the top of the screen.

Projects Planning Forms Processes | Documents | Calendar Contacts Bidding Cost Schedule Reports Setup +

"
Filter

M|

Folder: All Report Folders [=] et | Add New Folder

Report: Clear

Expand All | Collapse All Reorder Folders Add New Report Export Reports Import Reports Copy User Reports
Unfiled Account Reports (16)

= _____ —_ —
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2. Click on the name of the report that you wish to run. The results of the report will be displayed on

the screen.

Expand All | Collapse All

Reorder Folders | | Add New Report | ExportReports | | Import Reports || Copy User Reports |

Unfiled Account Reports (16)

KIVA Dashboard Reports (15)

I~
DEMO D@HBOARDS (8)

\ Historical Projects (3)

TE Dan's Performance Log (1)

Edit | Delete | Expert I5th floor intake Logl

5th floor intake Log

Reorder Folders | Add New Report || Export Reports || Import Reports || Copy User Reports |

Hide Details Primt Wiew

: 9}. Flter By:
:'-'"-lllih-\.‘t'.-" Pareni Folder Mams squsls LDO Plan letake Log. Commerdal Plan lutake Log

Parent Folder Hame=  Date Uploaded
Commerclal Mlan Intake Log (§ records)

Date Uploaded: 07.16.2013
(& records)

Commercal Plan Intake

OT.162013
Log

Coammarcal Plan Intake

ar.
Lag 1513

Commercal Plan Intake

07163013
Log

Commercal Plan Intake

7162013
Log

Commercal Plan Intake

Los 7162013

Commencal Plan Intake

7.
Ing 07152013

LD Flan Intake Log (2 records)
Date Uploaded: 07.16.2003
{2 records)

LOD Flan Intake Log or.162013

LDD Plan Intake Log Or.162013

Grand Totals (8 records)

Date Uploaded is Yesterday

File Mame

201410018 = Kpress
Mot -- 2601 Swope
Parfowary = 0T: 182013
at 0936, 06.mag

Sd1338d -~ highlands of
rcrtiriew dth plat - ra
- 07-15-2013 ak
12.1643.mag

i == 432 roancle --
ropnake cands -- O7-16-
2013 84 124840 g

21311023 -- Bank:
Lilsrty = G200 MW Baery
Fd -- 07-16-2013 at
143884 mag
IOLTL0EE -- park
reserve yelkowshone
conde -- 30th baltimane
on 7 18 2013 i

1503 18msg

200311167 -- alta visks
charter kigh 1chaol -
2640 belleview == 07-16-
2003 2t 150417 g

Ml -- Dollar Gereral
S5, & Helrmagd == O7-168-
2003 st 1108.40umesg

8 == panan o til =
ra -- O7-16-2013 at
130304 many

Fille Description Uploaded By
Swlemitted By Sarah Simmors
(Sarah Semmonsi@komounng) In, Emaded
o 3 By Carbents Mitch
(Carbetin Mitchem@komounng] In G “
Sudomnitted By Carbesta Mitchem
(Careria Machem Ghomo.ong] In, Emaded
Sulenitted By Sarak Simmoes

Emaded
{SarahSsmmons @ komouong) In,
Sukmitted Bﬁ:.' Carbetts Mitchem
[arbam MachamGiemang) T
e By Carbesta Mitch
(Carberta Mitchemi@omounng] e, Emadied
Submitted By Sacak Simmiced
(Sarah Sevmions @ komounng) In, Emaded
Sugnithed By Carbetta Mitdhem I E

(Carkatta Machem Bkoma.ang

Send  Exposi | Edit | Sawe | Save A

Hi&

K&

K&

L

Wi

KA

L

soeE

=1KB

ERL

5068

L06E

SNE

58

4.9¢B

Hide Detalls | Print View  Send  Export | Edit | Sawe | Savels
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Dashboard Module

Dashboards are graphical representation of reports that present summary data in a visual format. They
are typically used to provide overviews of program or project status and metrics. Dashboards are
dependent on the information contained within the reports.

Creating a Dashboard

1. Click the Dashboard tab at the top of the page.

-Builder, Y I
e-Builder, X7 Q

n Dashboard Projects Planning Forms Processes | Documents Calendar Contacts Bidding Cost Schedule Reports Setup

2. Select the Go To Dashboard List link, to the right of View Dashboard.

g er,§

Calendar

Dashboard Planning Processes | Documents

Go to Dashboardl ist

hboard Last updated: 07.18.2013 01:20 PM

uments Emailed In [=] eait Print || Refresh

3. Click the Add Dashboard button.

Folders

[All Dashboard Folders [=] = | add Folger

Expand All | Collzpse All Add Dashboard

[*] My Personal Dashboards (0)

4. Type a Title for the dashboard.

aU W veuUGry L

Add Dashboard

Dashboard Settings Save Cancel

* Title: Dan's Main Dashboard
—

Description:

5. Select the Layout Style: Two or Three columns. Select column width: Narrow, Medium, Wide, or
Custom.
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* Dashboard Layout Style: & Two @ Three
Columns Columns

* Size of Column 1 Medium E‘
L]

* Size of Column 2 Med'll}s E‘
L]

* Size of Column 3 Narrow E‘
L]

6. Select the folder to store the dashboard in.

* Folder: My Personal Dashboards n
A— My Personal Dashboards h

7. Click the Save button.

Cancel

g

Jan's Main Dashbeard

Dashboard Items
Once you have created your Dashboard, you have to add items to it. Dashboard items are the individual

graphs that summarize the data.

To add a dashboard item:
1. Select the name of the Dashboard.

A JEEEEN b | Piing | o | Procemes | Gomments | Ctemter | Comtrcis | Wiy |Gt | et | ot |
Go ba Dsboard Uit
Builder &  Foldes
8

Al R omamng Mgy

= N-n“ ot A A1) Coar bl

My Pervonal DunhBosed (1)

- .".

* Ui B omad) Bl 115

| ity Plasiig Depaitinst Dbl (21

2. Click the Edit link or the Click here to configure this dashboard link.
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/

Dashboard

Dan's Main Dashboard :

There are . » w dashboard

I Click Here to configure this dashnoa'nl

3. Click the Add Dashboard Item for the column in which the dashboard should be displayed.

Dan's Main Dashboard |E|
Add Dashboard Item Add Dashboard Item Add Dashboard Item
e ————— L] L]

e-Builder Community | About | Help

4. Select a Component Type: Chart, Table, Metric, Gauge.
Dashboard Item Settings

Dashboard: Dan's Main Dashboard
* Com ponent Type: hart
able
etric
auge

5. For Chart:
» Select Report, Chart Type, and Sort By (Other fields are optional)
» Click Save
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Header: Change Orders
Footer: 9th Street Parking Garage
Title:

* Custom Report:

|Change Order (Project Sum Grouped by Reason Code)

[=]

A
* Select Project: |Coral Gables High-5choal |Z|
* Chart Type: | Horizontal Bar - Stacked m
N
* Sort By: Row Label Ascending ﬂ
A
* celect Aggregate(s): All Aggregates Selected Aggreg
— | )| Sum of Original Commitment Value
Sum of Amount
| €| |Sum of Current Commitment Value
Mote: Selected aggregates must be the same function type. (e.g. only sums or only averages)
¥-Axis Label: Change Amount Mote: The ¥ Axis lzbel is required only if multiple 2ggregates are szlected

(30 chars max)

Maximum Items Displayed:

Change Orders [w| | €| £dit| Delete

Field Can...

Errar /i O...

Reason Code

Design Ch...

é I@I@I@I@I@J@@Iﬁ
Wﬁh@%@ %§®£¢ﬁh@,@@
Change Amount

B Original Commitment Valus

B Amount

B Current Commitment Value
Sth Street Parking Garage

6. For Table
» Select Report and Sort By
> Click Save

124



¢

Builder Q

Header: Project Accesses
Footer:
* Custom Report: Dashboards - Project Accesses |z|
* Sort By: Row Label Ascending E
Project Accesses W ||| Edit] Delete
5 f Project

Project Name .l:::l:n S
Ad University Class

ams .n ersity Classroom 177.00
Renovation
Anderson School Buildin

) L 100.00

Renovations
APWA Renovation 25.00
Baptist Hospital Cath Lab 122.00
Remodel
Beamont Waterway 81.00
Boulder Baptist Hospital £9.00
Brandon Park, Downtown Denver 57.00
Campbell Cancer Research 265.00
Central Plant Roof Replacement 47.00
Clarke Testing Center 16.00
Claude Moore 173.00

7. For Metric:
> Select Report, Sort By, Range Numbers & Colors
» Click Save
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Header: Taotal User Logins
Footer: Last 30 Days
* Custom Repaort: | Dashboards - User Adoption Report # of Logins m
L]
* sort By: | Row Value Descending Iﬂ
L]
Maxirum Items Displayed: 15
Low Range Color: |_ -|
Low - Mid Cutoff Value: g ‘\
Middle Range Color: -
High Threshold Value: 15 /.

High Range Color: |_v [
Total User Logins M| | € | Edit| Delete
Last Mame Sum of Number of Logins
Owen 211.00
Valle 125.00
Whitmare 108.00
Eberly 60.00
Service -
Procaccini -
Kelley 10.00
Aranda -
McCarthy 3.00
Dwyer 2.00
Manninga -
Fecteau -
Godsey -
Matowu -
Admin 0.00

Last 30 Days
8. For Gauge:

» Select Report, Range Colors, and Cutoff Values
» Click Save
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Footer: Last 30 Days
Title:
* Custom Report: Dashboards - Avg User Logins |E|
A

Minimum Value:

Maximum Value: 100

Low Range Color: |_ -

Low - Mid Cutoff Value: ]
Middle Range Color: - \

High Threshold Value: 21

High Range Color: |_ -

Average User Logins |w||< || > &dit| Dalete

0.00 100.00
23.06

Last 30 Days

Note: Dashboards are based on summary and matrix reports. The values are determined by groupings.

Bidding Module

The e-Builder Bidding Module provides the ability to manage your project bids to non-licensed users.
The bids will be sent from e-Builder via email or fax based on the bidders’ preference. Certain key
elements of the bid process can be configured to assist in the notification and tracking of bids.

127



A new bid must be set Manage Bid Codes Determining Potential Award Bidder & Close
up. 9 Bidders & Inviting Bid

Inviting Bidders/Closing a Bid
1. Go to the Bidding tab.
b oo | e | i | o | e | ot | o | ot [ ot | s | v | 5w + |

L iwrairted Bt EI.:--. L33 Vps Piraps Lol O pogeaT -

Builder &  Fddn

(Fraqect Hame o Ireafted - § Reipoases Btireg Statan B Coger Datr

2. Select the project you are sending the bid out for.

Bidding ~—
[e Bids [=] edie | ada view 'EJ\?

Project Name PeopleSoft Project Old PeopleSoft Project
Project Name # Invited = # Respo Number(s) Number(s)
Mo ite =3
(4420-KP) Independence Ave & Benton Bhvd 59004420
1 Geometric and Signal Improvement

{5392) Bannister Rd. Bridge over Little Blue River 89005392
(5405-DW) Lexington Ave. Bridge over Chestnut 859005405

Thwy. i
(5430-DW) Misc. Culverts & Guardrails £§9005430
(5478-DW) NW 100th St. over Branch of Second 59005478
Creek
{5535) Repair of Guardrails 89005535
(6872) 55th St. Impr. Cleveland to Norton 89006872
(7009 - CT) Cherry St Inn East Village Block 65 64007009
(8029-KP) N Highland at Vivion Road 89008029
3. Click Add Bid Package.
ing For |pan- e-Builder Test - 1234 -
ackages Messsage History Add Bid Package
Name Due Dates Status # Invited # Responses

4. Enter the bid name and description (Description should be brief, information will be attached later)

Project: Dan- e-Builder Test
* Bid Package Mame: West Wing Remodeling
N

Bid Package Description: Times Mew ... 'l 3 « B I U e [

This bid package is for the remodeling of the west hospital wing.
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5. Select the Bidding Contact, Start Date/Time, Due Date/Time, and Bid Time Zone.
» Complete any optional fields as necessary

Pre-Bid Meeting Date/Time: B |s |Z|; -3;\|Z| PM |Z|
Pre-Bid Meeting Location:

Required to Attend Pre-Bid

D (Only applicable if pre-bid meeting details are provided above)
Meeting?:

* Bidding Contact: Dan Edge |Z|

* Bid Start Date/Time: 07.022013 B [5 [=]: [oo[=] [Pm[=]

* 8id Due Date/Time: 07.192013 2 [2 [=]: [oo[=] [pm[=]

* Bid Time Zone: [GMT-05:00) Eastern Time (US & Canada) [v]

Tentative Award Date: ez=3]

6. Select the bid documents folder. (The folder to house bid package documentation)
7. Select the bid response folder. (The folder to house bid package responses)

Tentative Work Finish Date: f
Allow Bids After Due Date? = [5 [=]: [oo[=] [pu[=]
Bid Instructions Document: [Select filg]
* Bid Documents Falder: [Select folder] %
——
* Bid Response Supporting [Select folder]

Documentation Falder:
——

8. C(lick Save.

There are no bid custom fields.

9. To manage construction codes for the package click Manage Codes. (Codes cannot be changed
once bidders are added to package)

Bid Package Details

Bidding Details Potential Bidders = Invited Bidders = Bid Documents | Questions/Responses

Manage Codes Close Edit Send Message Message History

Project: Dan- e-Builder Test

Bid Package: ‘West Wing Remodeling

Bid Package Description: I . - - -
This bid package is for the remodeling of the west hospital wing.

10. To add documents to bid package, go to documents module and upload documents into folder
previously selected to house bid documents.
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11. Click Potential Bidders to add bidders to bid package.

Bid Package Details

Bidding Details Bid Scope Potential Bidders § Invited Bidders Bid Documents Q i /Resp

Project: Kai Training Center

Project Number: UH234215
Bid Package: Dan's Bid Package

Status: Coen

Bid T:

Manage Codes Close Edit Send Message Message History

12. If potential bidders are added to project click Add From Project, or click Add. (Users must already

be a contact)
Bid Package Details

Bidding Details Bid Scope Potential Bidders  Invited Bidders Bid Documents Q p Bid T;
Manage Codes Close Send Message Message History
Project: Kai Training Center Project Number: UH234215
Bid Package: Dan's Bid Package Status: Open
B Show Notes Print Invite I Add From Project I Add I Delete
= Company Contact Email Fax Phone Date Created
There are no potential bidders for this project.
Print Invite Add From Project Add Delete
13. To invite bidders, check selected contacts and click Invite.
Bid Package Details
Bidding Details | Bid Scope | Potential Bidders = Invited Bidders | Bid Documents | Questions/Resp Bid T:
Close Send Message Message History
Project: Kai Training Center Project Number: UH234215
Bid Package: Dan's Bid Package Status: Open
[ how Nates Print Add From Project Add Delete | (@
= Company Contact Email Fax Phone Date Created
Brockamp & Jaeger John Brockamp cotero@e-builder.net 07.18.2013 3:07 PM ®
E Payne Construction Thomas Payne cotero@e-builder.net 07.18.2013 3:07 PM IR
PDG Construction Emily Pdg cotero@e-builder.net 07.18.2013 3:07 PM ®
[[]  Todd Hess Construction Todd Hess cotero@e-builder.net 07.18.2013 3:07 PM I8
Print Invite Add From Project Add Delete

14. Add a subject and message if needed.

Press Send.
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Invite Bidders

Message Information @
Project:

Project Number:

Kai Training Center

UH234215

Cancel

&3 Subject: Invitation to Bid - Kai Training Center
—
Messzge  lrontName <|szer|B 4 U e EEEEE(EE IS |5 4 4
Selected Bidders Remove Contact || Add Contact
[C] | First Name Last Name Company Email Fax
=] Ernily Pdg PDG Construction cotero@e-builder.net
[ | Jonn Brockamp Brockamp & Jaeger cotero@e-builder.net

15. Click on Invited Bidders to manage status of invited bidders.

Bid Package Details

Bidding Details Bid Scope Potential Bidders Invited Bidders Bid Documents Q Bid T;
Close Send Message Message History
Project: Kal Training Center Project Number: UHZ234215
Bid Package: Dan's Bid Package Status: Cpen
[ show Notes Relnvite ot || Invite | @
Company Contact Email Fax Phone Bid Submi Status
[[] 5 Brockamp & Jaeger John Brockamp cotero@e-builder.net No |Z|
& =Z> PDG Construction Emily Pdg cotero@e-builder.net Neo |z|
Relnvite Print Invite
16. Click Close to close the bid.
Bid Package Details
Bidding Details | Bid Scope | Potential Bidders | Invited Bidders Bid Documents | Q P Bid T;
Edit Send Message Message History
Project: Kai Training Center

Project Number:

Bid Package:

Status:

Pre-Bid Meeting Date/Time:

Pre-Bid Meeting Location:

UHZ234213
Dan's Bid Package

Open

You want to make sure you select the correct bid documents and response folder before inviting any

bidders.

Potential Bidders gives you the option to see what bidders you can invite, but select what bidders you want

to invite.

131



Builder Q’

Once the bid has been awarded, close the bid so that no one else sends in bids or accesses the bid
documents.

Responding to Bids

( ) ( ) 4 ) (

Review the Bid Package ——p» Accept/Decline ———p Submit Questions f———p» Submit Quote

Dear Dan Edge,

You have been invited to bid on the Kai Training Center project.

Go td bidders.e-builder.net § gain access to the project bid information. You will be required to register in order
tio vi o T e vou do not have a current e-Builder username and password,

Project: Kai Training Center

Bid Package: Dan's Bid Package

2. Ifyou are a first time user or do not have a user name or password, you must first register by

clicking on the Register link.

If you are not a first time user, enter your user name and password when prompted.

4. Once you have accessed the Invited Bidders portal screen you will be directed to the project bid
details screen where you can review and download the bid package. The bid package is located
towards the bottom of your screen. To download, check appropriate documents/folders and click
the Download button.

w
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Invitation to Bid

Bidding Status

Bidding time remaining: 11 Days 0 Hours 50 Minutes

E Bidding Information
Project:
Pre-Bid Meeting Date/Time:
Bid Package Status:
Bid Start Date/Time:
Bid Due Date/Time:

Bid Time Zone:

Bid Documents  Questions/Responses

To view & document, click the file name.

Kai Training Center

Open
07.18.2013 4:00 PM
07.29.2013 5:00 PM

(GMT-05:00) Eastern Time {US & Canada)

To download files, select the associatad checkbox(es) and click the Download button 1o the right

Expand All | Collapseghll  Total size of selected documents - 1.6MB (Max 100MB) a
=08 ("d Responses

+1"[#] (7] e-Builder Office Renovation

4 L_—IW
a ce-Air Incorporated_Bidder_Bab

+1"[# ] FF&E Bid Package- Bookcase

[ £ Grout Chimney Stabilization
+1[0 C HCA Example
+I[[1C] Hotel Addition

[F1E3 OR Addition

[F1E3 Paving - Driveway and Cart Path

[ (8] ResponseFrom_A & M Specialties, Inc. 0423201354157.4s

Go To List of All Sids

Bid Package:

Pre-Bid Meeting Location:
Bid Contact:

Bid Submitted:

Bidding Status:

Generate Fax Coversheet Accept / Decline Submit Quote

Dan's Bid Package

Pending

5. To accept or decline, click on the Accept/Decline button then choose Will Bid or Will Not Bid.

Invitation to Bid

Bidding Status

Bidding time remaining: 11 Days 0 Hours 48 Minutes

= Bidding Information
Project:
Pre-Bid Meeting Date/Time:

Bid Package Status:

Kai Training Center

Open

Go To List of All Bids
Bid Package:
Pre-Bid Meeting Location:

Bid Contact:

Generate Fax Coversheet I Accept / Dedli I Submit Quote

Dan’s Bid Package

QED2

6. This will automatically notify the person who invited you to bid whether or not you will be bidding

on the project.

Update Bidding Status

Bidding Information
Project:
Bid Package:
Message Information
Toi

Subject:

* Bidding Status:
—

Enter a message if desired

Message:

Kai Training Center

Dan's 8id Package

James Hendrix

Invitation to bid response - Dan Edge - Kai Training Center

@ pending © Willbid © will not bid

Owner:

Bid Due Date:

I Save I Cancel

QED2

07.29.2013 5:00 PM
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7. If you have questions relating to the project click the Questions/Responses tab and then click

Submit Question button.
Invitation to Bid

Bidding Status
Bidding time remaining: 11 Days 0 Hours 47 Minutes

=] Bidding Information GoTolistof All Bids | Generate Fax Coversheet Accept / Decline Submit Quote
Project: Kai Training Center Bid Package: Dan's Bid Package
Pre-Bid Meeting Date/Time: Pre-Bid Meeting Location:
Bid Package Status: Open Bid Contact: QEDZ
Bid Start Date/Time: 07.18.2013 4:00 PM Bid Submitted: No
Bid Due Date/Time: 07.28.2013 5:00 PM Bidding Status: will Bid
Bid Time Zone: (GMT-05:00) Eastern Time (US & Canada)

Bid Documents  Questions/Responses

——
Expand All | Collzpse All Submit Question 5,

8. Fill in appropriate fields and press Save.

Bidder Question

* Subject
s

* Question
-

Save Clear Cancel

9. Once you are ready to submit your quote click on the Submit Quote button.
Invitation to Bid

e Bidding Status
Bidding time remaining: 11 Days 0 Hours 45 Minutes

=] Bidding Information GoTolistof Al Sids | Generate Fax Coversheet Accept / Decline Submit Quote

Project: Kal Training Center 8id Package: Dan's Bid Package

Pre-Bid Meeting Date/Time: Pre-Bid Meeting Location:

10. Upload your bid submission by clicking the Browse button.
11. Locate the file on your computer and double click the file name. The file will now appear in the
select the file to submit area.

Invitation To Bid Response

Bidding Information Upload File | Cancel

Project: Kai Training Center Ownen QED2

Bid Package: Dan's Bid Package Bid Due Date: 07.29.2013 5:00 PM

Upload Bid Submission
Select the file to submit: CA\Users\dedge\Documents\Guides\MASTER User Training

Upload File Cancel

12. Click Upload File. The file will automatically be sent to a Response file within e-Builder.
13. A message stating that “Your quote has been received” will be displayed. Click Continue.
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Invitation To Bid Response

Your quote has been received.

14. The inviting party will then award the project. All invited bidders will be notified if they are selected
(awarded) or not selected.

Awarding a Bid

To award the package to a bidder:

1. Navigate to Invited Bidders.

Bid Package Details

Bidding Details Bid Scope
Project:
Bid Package:

[ show Notes

Company

0l

=-E> Brockamp & Jaeger

=

. e-builder

"4 PDG Construction

0l

2. Click the Wrench icon for the bidder to be awarded.

[ show iotes
Company
= =E> Brockamp &: Jaeger
5 e-builder
&

"5 PDG Construction

Potential Bidders | Invited Bidders
——

Kai Training Center

Dan's Bid Package

Contact

John Brockamp
Dan Edge

Emily Pdg

Contact

John Brockamp
Dan Edge

Emily Pdg

Email

cotero@e-builder.net

dedge@e-builder.net

cotero@e-builder.net

Email

cotero@e-builder.net

dedge@e-builder.net

cotero@e-builder.net

Bid T:

Project Number:

Fax

Fax

Status:

Phone

Phone

Close Send Message

Message History

UHZ34215

Relnvite Print Invite | (&

Bid Submitted Status

No pending ||
Yes =l Jwisis [+]
No [x]  [rending [=]

Relnvite Print Invite

Relnvite Print Invite | (&5

Bid Submitted Status
Mo |z| Pending |z|
Yes [=]  [wiibie E R}

No Bidder Ll
Options

X ite
Re-Invite

0 Award
P

Close
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3. Choose to send a message to the winning bidder/other bidders and click Send.

Award Notification

Message Information

Bidder: Dan Edge

Send message to the winning bidder

Message:

Congratulations Dan Edge,
You have been selected as the winning bidder for the 'Dan’s Bid Package’ bid package on the 'Kai Training Center’ project.

Send message to other bidders

Message:

Thank you for bidding for the ‘Dan’s Bid Package’ bid package on the 'Kai Training Center’ project. However, another bidder has
been selected as the winner,

Submittal Module

The submittal process will follow these general steps:
(Outlined in detail below)

Contractor will import submittal items.

Contractor will send submittal items to sub-contractors for documentation (if necessary)
Contractor will bundle submittal items into Submittal Packages

Contractor will send submittal packages to Architect for review

Architect will send items to consultants for review (if necessary)

Architect will send submittal packages back to Contractor as confirmation or request revision
Contractor will notify sub-contractors and close items

Nou,kwNeE

Accessing the Submittal Module

The following are the steps to accessing the submittal module:

1. At the home Screen, select the Project you are accessing by using the drop down menu.
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hory 77
""""'n_""- T—— 30-0W) Wi Cabvarts B Guardrals RO
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2. Onthe left side, click the Submittals link.
. . . .
2. On the left side, click the Submittals link.
H Dashboard Planning Forms Processes | Documents Calendar Contacts Bidding Cost Schedule Reports Setup +
Submittal Register for |Kai Training Center |z|
[ Filter Submittal Items
© Al @ pending my review open Il Closed lprant [l o
Title: Description:
Status: | Please select a status... | Category: |P\ea;esele(t 5 category... |z|
|Retent Pages... - |
e Number: Priority: Please select... ¥
Project Menu Revision: Spec Section:
? |& Details Submittal Package #: . = Sub Section:
@ Planning Rev!
E Fons Responsible Sub/Manufacturer:
> I% Issues
Custom Field 1: Please select a custom : Custom Field 2: Please select a custom :
,5'3 Processes
> '] Documents Cle
= Schedule
o %! G Group By: Page of Show per page Add To Package Add Item Del
ost
i Item Details Title #- Rev# Package# Spec Section Sub Section Category Status
Contacts
E Calendar There are no submittal items pending for review
A Bidding
AL Submittals
Submittal Register
Submittal Packages
Update Dates
Settings
@ Webcam

Creating a Submittal Registry (Importing Submittals)

Contractor will create a log of all the items to be submitted for the project. This log can be created in
Excel and imported into e-Builder or it can be entered into the system one by one.

Importing the Registry
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If your import file column headers map the e-Builder field names, it will allow you to import your data
without having to complete any field mappings. The following are the e-Builder field names:

Submittal Item Built-In Fields Previous | | Mext | Cancel

* Title: |Z| * Category E

Description: |Z| Priority: E

Responsible Manufacturer/Sub- |z| Commitment E
Contractor:

Spec Section: |Z| Sub Section E

Date Due From Sub: |E| Date Received From Sub: E

Date Due Submit For Review: |z| Date Due Review Complete: E

Date Due Return: |Z| Date Returned: E

Date Due Delivery: |Z| Date Delivered. E

From the Submittal Register page:

1. Click on the Import button on the right side.

Group By: | None |Z| Page |1 lz‘ of Show |25 E‘ per page Add To Package Add Item Delef

[[] | tem Details | Title #a4 |Rev# | Package # Spec Section Sub Section Category Status Held By
There are no submittal items.
2. Select your submittal log file by clicking browse and locating where the file is stored on your
computer.
Import Submittal Register for Kai Training Center - Select Import File Step1of3

Choose your Import File

Note: Please selact 3 xls or dsx file to m
import.

3. Once you select the file, click Next.

4. If the columns in your file are the same as the columns in e-Builder, they should automatically map
on this page. If not, select the correct file in the drop down list next to each field that should be
mapped for import. Once all fields are mapped, click Next.
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Import Submittal Register for Kai Training Center - Field Mappings Step2of3
Submittal Item Built-In Fields \ Previous Next Cancel
* Title: |z| * Category: Category |z|
[J\\) — —
Description: |z| Priority:
Responsible Manufacturer/sub- |Z| Commitment: |Z|
Contractor:
Spec Section: |z| Sub Section: |z|
Date Due From Sub: [+] Date Received From Sub: [+]
Date Due Submit For Review: |Z| Date Due Review Complete: |Z|
Date Due Returm: |z| Date Retumed: |z|
Date Due Delivery: |Z| Date Delivered: |Z|

Custom Fields

RAM Number: [+]

Bid Item: lz‘

5. Preview the Import. This screen will allow you to preview one of the lines to be imported to make
sure the fields are mapped correctly. If any rows cannot be imported due to invalid data, they
would be listed in the exceptions tab. If all rows are importing correctly, click Import.

Import Submittal Register for Kai Training Center - Review Step 3 of 3
Import File Summary Previous Cancel
File Mame: SubmittalTestxlsx RowsIn File: 24
Rows To Be Imported: 4 Rows With Exceptions: 20

Preview (Row 2) | Exceptions [20)

Submittal Item Built-In Fields

Title: Concrete Admixture(s) Design Categony: Sample
Description:
Priority: MNormal Commitment:
Spec Section: Sub Section:

Responsible Sub/Manufacturer:

Date Due From Sub: Date Received From Sub:

Date Due Submit For Review: Date Due Review Complete:
Date Due Return: Date Retuned:

Date Due Delivery: Date Delivered:

Submittal Item Custom Fields
RAM Number:

Note: The file type must be in Microsoft 2003 format - .xls
Note: If there are any exceptions, you will want to make note of them, cancel the import, correct the
exceptions in the file and then re-import the file in.

Adding Items One at a Time

From the Submittal Register page:
1. Click on the Add Items button on the right side.
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Group By: | None |z| Page IE of Show |25 lz‘ per page

] | Item Details | Title

Rev # | Package #

Spec Section

There are no submittal items.

2. Enter the information for the following fields:

o Title — title of the item

e Description — description of the item

e  Priority — Low, Normal High

e Spec Section — Spec Section Number

Sub Section — Sub Section Number

Category — Mock up, Sample, Shop Drawing, etc.
Responsible Sub/Manufacturer — Name of Company
Due dates — enter all due dates for the item.

e Custom Fields — enter any custom fields if necessary

Sub Section Category

Add To Package Add Item

3. Click Save. (Click Save & Add New to save item and quickly return to entry page for multiple

submittal additions)

Add Submittal Item

Delete Import

Held By

Details
Project Name:
* Title:
L]

Description:

Number:

Submittal Package:
Spec Section:

* Categorny:
——

Responsible Sub/Manufacturer:

Date Details
Target

Date Due From Subcontracton
Submit For Review Due Date:
Review Complete Due Date:

Consultant Respond By Date:

Return Due Date:

Drelivery Due Date:

Custom Fields

RAM Mumber:

Bid Item:

Kai Training Center

Please Select.

]

Project Number:

Status:

Submittal Item Status:

Save & Add New

UH234215

MNEW

Priority: Please Select. []
Revision:
Sub Section:
Commitment: Select 3 commitment...
Actual
Date Received From Subcontractor: i3]

Date Submitted For Review:

Date Review Completed:

Consultant Review Complete Date:

Date Returned: ici)

Date Delivered:

Save

Cancel
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Updating Submittal Items

In preparation to send the item to the Architect for review, the Contractor has the ability to send the
item to the Subcontractor to attach the documentation to be submitted or the Contractor can upload
the documentation and attach it to the item.

Sending to Subcontractor

Sending the item to the Subcontractor will place their name in the Held By field and give them access to
upload the documents to the item. The Sub does not need to be an e-Builder User to update the item.

Note: if the Held By field is blank it denotes that the item has only been uploaded and not placed in a user’s court

Group By:| None

=] rese

[C] | item Details Title

O o o @
=)

=

B rire Protection

8 8 8 B

Fire Protection Sys

Fire Protection Sys

Fire Protection Sys

Fire Protection Sys

1[=] of 2 Show

System

tem

tem

tem

tem

25 [=] erpage

#a

i ey

Rev #

From the Submittal Register screen:

Package #

15300

15300

15300

§muan Sk s )

Clear Filter

Send to Sub Add To Package Add Item Delete Import

Spec Section Sub Section Category Status Held Bz

a

Shop Drawing EW

=Y

Shop Drawing NEW

2. Select the item that you want to send to Sub by checking appropriate boxes. (Can also click title of
item and send from that page)
3. Click Send to Sub button.

Responsible Sub/Manufacturer:

Group By: | Mone

Custom Field 1:

7] eoce

[C] | item Details | Title

o)

g |=

Z o= |=

—

—

 Fire Protection Sy

Please select a custom lz‘

1 of 2 Show

slem

M rire Protection System

@ rire Protection Sy

stern

25 per page

#a

6

Rev #

Package #

Custom Fleld 2: Please se ectachtn'nE
Clear Filter
Send to Sub Add To Package Add Item Delete Import
Spec Section Sub Section Category Status Held By
15300 a Product Data NEW
15300 Shop Drawing NEW
15300 Shop Drawing NEW

4. If the Sub is an e-Builder user, search for their name in the Select Recipients drop down list. If they
are not an e-Builder user, you can type their email address in the Enter external user (email) box.

5. Give them a date to Respond By.
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6.
external users you wish to copy.
7.
8. Type a message to send to the recipient.
9. Click Send to Sub.

Send Items to Sub

Select any e-Builder users you wish to copy on the message or type in the email address of any

If you are sending this message to any external users, you must select a folder that any documents
they attach will be stored in. This field is required if external users are selected.

Subject:

Project: Dedge Hammer
Project Number:

* Forward To:
—

—Select & Role (Optional)-- 7]

There are no users in this role / project El

OR Enter external user ([email}

Send Type: @ Action Reguired @
Notify Only @

* Respond By:
—

Lookup

Send to Sub Cancel

cc -- Roles -
Accounting
Approver
Architect

Bid Manager
Construction Manager
Consultant
Contractor

Design Professional

Associate Project Manager >

m

CC External Users Via Email:

Lookup

* Select folder for extemnal user to attach
files:

[Select folder]

Message:

You can add sdditions| email sddresses one per line or separate them with a semicolon "7

Note: The lookup button allows you to look up the email address of any contact within the contacts module.
If a contact’s email address is not updated, inform the e-Builder Admin and they can update it for you.

10. If external user, user will receive an email. User will click into individual items to attach documents

and reply.

Dedge Hammer

Title #  Rev# Status
Fire Protection ﬁfstem 1 0 NEW
Fire Protection System 3 0O NEW
Fire Protection System 4 0 NEW

Mote:

e-Builder Technical Support
phone: 1-888-288-5717 | fax: 1-800-576-9322
support@e-Builder.net

Action Req'd - Dedge Hammer - Multiple Submittal Items have been forwarded to you

Category Package # Priority
Product Data 0 Normal
Shop Drawing 0 Maormal
Shop Drawing 0 Maormal

Date Due
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Submittal Item Details

Submittal Item Owerview Date Details

Project: Dedge Hammer Project Number:
Title: Fire Protection System Status: MEW
Mumber 1 Submittal Item Status: Draft
Description: Manufacturers Data
Submittal Package #: Pricrity: Mormal
Spec Section: 15300 Revision: ]
Category: Product Data Sub Section: a
Responsible Commitment:
Sub/Manufacturer:

Documents (D) Comments (0} Custom Fields (8) Revisions (0}

Attach New Documents

Attached By Attached To

There are no documents attached to this submittal item.

Attach New Documents

Attaching Documents

If the Contractor has the documents to be submitted to the Architect, they have the ability of attaching
the documents without sending the item to the Sub.

From the Submittal Register screen:

11. Select the paperclip icon next to the appropriate item.

Group By:| None [x] eage1[x] ot 2 show[25 [=] perpage SendtoSub | | Reply | AddToPackage || Addltem | Delete || Import
[C] | 1tem Details | Title #a Rev # Package # Spec Section Sub Section Category Status Held By

| :0 l_] 8 Fire Protection System 1 (1] 15300 a Product Data NEW Dan Edge
|:| 8 rire protection System 2 aQ 15300 b Shop Drawing NEW

& :0 l_] @8 Fire Protection System 3 o 15300 c Shop Drawing NEW

] 0 0] @ Fire Protection System 4 |0 15300 d Shop Drawing NEW

& :0 l_] @ rire Protection System 5 o 15300 € Product Data NEW

12. Click on the Add button.
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Attached Documents - Fire Protection System - #3
File Name Attached By

There are no documents attached to this submittal item.

ca “cel

13. See Uploading Documents (In Documents section) for more information

Submitting to Architect

Creating a Submittal Package

A submittal package gives the Contractor the ability to group several submittal items together to submit
to the Architect. If one item needs a response faster than the other items, it is recommended to send
that item in its own package. The Architect must review all items before submitting the package back to
the Contractor.

From the Submittal Register screen:
14. Select the checkboxes next to the items that you would like to package together.

15. Click the Add to Package button.

wiear ruer

Group By:| None [x] Page[1[x] of 2 Show[25 [¥] perpage SendtoSub || Reply | AddToPackage | Addltem || Delete || Import

[[] 1tem Details | Title #a Rev # Package # Spec Section Sub Section Category Status Held By
PR | Brire Protection System 1 0 15300 a Product Data NEW Dan Edge
PIE | @ e Protection system 2 0 15300 Shop Drawing Ew

PR | @rire Protection system 0 15300 ¢ Shop Drawing NEW
P | @ eve protection System 4 0 15300 d Shop Drawing NEW

__0 JE B rie protection system 5 0 15300 MEW

POE Brer system 5

B PUE as 7 w

16. Select if you will be Create a new submittal package or Select existing submittal package, click
Continue.

144



Builder

“y

Add to Package il

~) Create new submittal package
@ Select existing submittal package
Please select a package... |E|

Continue Cancel

17. Enter the following information
e Submittal Package Name
e Description
e Submittal Package #
e Trade

18. Click Save.

Add Submittal Package

Details Save Cancel

Project: Dedge Hammer

Project Number:

* Submittal Package Name: Main Fire Protection System
———————
Description:
Submittal Package #: 2- -l -0

Trade:

Custom Fields

Related SOV Item:

Page llzl of 1 Show |25 |z| per page

Title # Rev # Spec Section Sub Section Category Status
@ Fire Protection System 1 15300 a Preduct Data NEW
@ Fire Protection System 2 15300 b Shop Drawing NEW

Note: Items added to a package will be displayed in blue text (vs. brown)
Sending the Package for Review

When sending the package for review it is placing the package in the Architect’s court and request a
response by a specific date.

From the Submittal Package screen:

1. Check appropriate package and click Send for Review.
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(&) tssues
2 Processes Layout: | Layout El Page ‘_Izl of 1 Show |10 E per pags
Docspeas [ Title Description Package # Revision Number | Trade

[= schedule ain Fire

s e . 1-0 0
B Cost Extinguisher System

Main Fire Protection N

B Contacts Ll System 2-0 0
57 Calendar 4 il
A Bidding
‘4 Submittals

Submittal Register
Submittal Packages
——
Update Dates

Settinas

Select the Architect’s Name in the Submittal Coordinator’s drop down.

Enter a Review Complete Due Date.
Select any e-Builder Users you would like to copy.
Select any external users that you would like to copy.

Status

Draft

Draft

Date Created

07.19.2013

07.19.2013

Create Package Send for Review

Created By Date Closed
Dan Edge

Dan Edge

If an external user is selected, you must select a folder for external users to attach files to be saved

in.
Type in a message.
Click Send for Review.
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I Send For Review I Cancel

* supmittal |~

Coordinators:
L ]
* Review s
Complete Due
Date:
A
o -- Roles —- »
Accounting b
Approver E
Architect .
Associate Project Manager
Bid Manager £
Caonstruction Manager
Consultant
Contractor
Design Professiona '
CC BExternal -

Users Via Email:

Lookup You can add additional email addresses one per ling or separate them with 2 semicolon 7"

** Select folder [Select folder]
for external
user to attach
files:

Message: -

Reviewing the Package

Once the package has been submitted by the Contractor for review it is in the Architect’s court to review
the data, update the status and respond to the Contractor. The Architect will receive a notification that
the package has been sent for review and the package details will display on the Architect’s home page.

The Architect has the ability to send the package to the Consultants for review and comments. The
Consultants will be able to view and download the documents submitted by the Contractor, if they have
comments or markup the document they have the ability to re-upload the document to the submittal
item. Submittal ltems will appear on the Architect’s home screen under Submittal items in your court
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My first 10 tasks

Project Task Finish Date~

-

I Tazks
Submittal items in your court

Project Title

Dedge Hammer Fire Extinguisher System

Dedge Hammer Fire Extinguisher System

Dedge Hammer Fire Extinguisher System

Dedge Hammer Fire Protection System
= Dedge Hammer Fire Extinguisher System

Sending to Consultants

From the Submittal Package Details screen:

1. Select submittal package to be sent.

%
There are no tasks
# Rev # Package #
13 0 1-0
14 0 1-0
15 0 1.2
1 0 2-0
12 0 1.2

2. Check the specific item(s) you wish to forward to the consultant.

3. Click the Forward button.
Submittal Package Details

Show | First ten |Z| a
28
Manager

Mo
10
Show |Firstten [ =] | 23
Status Due Date 1:C
- 20

NEW
Ex

NEW
We
NEW R
NEW =3
ol

NEW
3:L
W

Submittal Package Overview | History

Project: Credge Hammer
Title: Main Fire Extinguisher System
Description:
Submittal Package #: 10
Date Created: 07.19.2013 9:37 AM
Date Submitted For Review: 07.19.2013
Submittal Coordinator: Dan Edge (e-Builder, Inc))
Baseline Start Range: 07.22.2013 - 07.22.2013

Items (4) Documents (0) = Comments (0) = Custom Fields (1) Revisions (0)

Group By: | None |E| Pags 1E of 1 Show |25 |z| per page
[C] | 1tem Details Title #a
e 0J ﬁ H Fire Ext nguisher System 12
-—
o JBE | BFrest nguisher System 13
—
B _0 UE | Brreex nguisher System 14

Spec Section

15302

Request Comment Send To Contractor Generate Transmittal

Project Number:

Status:

Trade:

Created By:

Submitted For Review By:

Baseline Finish Range:

Sub Section

a

b

Open

Can Edge

Dan Edge

07.22.2013 - 07.22.2013

Forward
Category Status Held By
Product Data NEW ~ | Dan Edge
Shop Drawing NEW ~ | Dan Edge
Product Data NEW ¥ || Dan Edge

4. If forwarding to an e-Builder User, select the user. If not, enter the email address of the person you

are forwarding it to.
Type the message.
6. Click Forward.

ol
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Forward Submittal Items
Forward Cancel
Project: Dedge Hammer
Project Number:
* Forward Ta: --Select a Role {Optional)-- |Z|
L]
There are no users in this role / project Iz‘
OR Enter external user (email)
Lookup
Send Type: @ Action Required @
© Notify only B
* Respond By: =
L]
o -- Roles -- -
Accounting T
Approver =
Architect —
Associate Project Manager
Bid Manager <
Construction Manager
Consultant
Contractor
Design Professional =
CC External Users Via B
Emniail:
Lookup You can add additional email addresses one per line or separate them with a semicolon ™"
** Select folder for external [Select folder]
user to attach files:
Message: -
Updating the Status

Once the submittal item has been reviewed, the Architect should update the status of the item.

From the Submittal Details screen:

1. Inthe item row, go to the status column and select the status in the drop down list

;G ’_| @ Fire Extinguisher System 12 o 1-0 15302 a Product Data |NEW = | Dan Edge

0= 7 NEW
HSH B Fire et her Syst 13 0 1-0 15302 Ed
0 & re Extinguisher System AP Approved ge

AAM Approved As Moted

o @ @ O

PO @ Fire Extinguisher System 14 o 10 15302 DanE

- FRO For Record Only

P B Fire Extinguisher System 15 0 10 15302 ONH - On Hald Dan Edge
RE)  Rejected

RAR Revise & Resubmit

2. A popup will appear where you can enter your comments regarding this item.
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Update Status - Fire Extinguisher System (#12)

Mew Status: Approved

Add Comment

Comment:
L ]

Private: ]

Comments

There are no comments for this submittal item.

Check Spelling Cancel

3. Click Save to save the status and the note.
Returning the Package to the Contractor
Once all the statuses have been updated the package is ready to be sent back to the Contractor.

From the Package Details screen:

1. Click on the Send to Contractor button.
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Submittal Package Details

Submittal Package Overview History

Project: Dedge Hammer
Title: Main Fire Extinguisher System
Description:
Submittal Package #: 1-0
Date Created: 07.19.2013 9:37 AM
Date Submitted For Review: 07.18.2013
Submittal Coordinater: Dan Edge {e-Builder, Inc.)
Baseline Start Range: 07.22.2013 - 07.22.2013

Items (4) Documents (0) | Comments (0) = Custom Fields (1) Revisions (0)

Group By: |None E Pags 1E of 1 Show |25 |z| per page

[[] | iem Details Title

:0 ’_| '==| @ Fire Extinguisher System
=] :G ’_| ﬁ BFire Extinguisher System
&l :G ’_| '==| BFire Extinguisher System
=] :G ’_| ?‘ B Fire Extinguisher System

Enter your message.
Click Send to Contractor.

A WwN

Spec Section

Request Comment Send To Contractor Generate Transmittal

Project Number:

Status:

Trade:

Created By:

Submitted For Review By:

Baseline Finish Range:

Sub Section

Approved

Dan Edge

Dan Edge

07.22.2013 - 07.22.2013

Category

Product Data

Shop Drawing

Product Data

Test Report

Forward
Status Held By
On Hold ~ || Dan Edge

Approved ~ || Dan Edge

Rejected ~ || Dan Edge

Approved ~ || Dan Edge

It will automatically list the Contractor that sent the package to you as your Send To person.
If you wish to copy any internal and external users you have the ability to do so.
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€ nhttps://app.e-builder.net/da2/Submittals/SendToContractor.aspx?QS=2P123VaSI2mIbWfeS4 dkPkSOWT LIV cdehjequffOtRL/T1V |

I Send To Contractor I Cancel

Send To Contractor

Project: Dedge Hammer
Project
Mumber:
Title: Main Fire Extinguisher System
* send Tor Dan Edge
L]
oo -- Roles -- -
Accounting
Approver E
Architect
Associate Project Manager >
Bid Manager £
Construction Manager
Consultant
Contractor
Design Professional A
CC External -
Users Via Email:

Lookup You can add additional email addresses one per line or separate them with 3 semicolon ™"

** Select folder [Select folder]
for external
user to attach
files:
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Completing the Package

Revise and Resubmit

If the status of an item is Revise and Resubmit, the Contractor will need to create a revision to the
package to resubmit the items that have been requested.

From the Package Details screen:

1. Select the item(s) to be revised.
2. Click the Create Revision button.

Submittal Package Details

Submittal Package Overview History

Project:

Title:

Description:

Submittal Package #:

Date Created:

Date Submitted For Review:
Submittal Coordinator:

Baseline Start Range:

Dedge Hammer

Main Fire Extinguisher System

1-0

07.19.2013 %:37 AM

Dan Edge {e-Builder, Inc.)

07.222013 - 07.22.2013

Items (4) Documents (0} Comments (0} Custom Fields (1) Revisions (0)

Group By: | Mone E Pags 1|z| of 1 Show |25 |z| per page

[[] | ttem Details | Title

=
p o E=H @ Fire Extinguisher System
—

=
] p =] @ Fire Extinguisher System

=
p v E=H B Fire Extinguisher System

=

3. Click Save to save the Revision package.
4. Start the submittal processes over again.

Request Comment Update Dates Send For Review

Project Number:

Status:

Trade:

Created By:

Submitted For Review By:

Baseline Finish Range:

Approved

Can Edge

Generate Transmittal

Close Edit

Send to Sub Add Items Remove Items

Rev # Spec Section Sub Section
0 15302 a
[ 15302 b
(1] 15302 =

Category

Product Data

Shop Drawing

Product Data

Status

ONH

APP

REJ

Held By

Dan Edge

Dan Edge

Dan Edge

© Note: When a revision package is created, the last number in the package number is updated to reflect
what revision number this revision is to that package.

Closing Items/Package

For items reviewed by Architect without need for revision, the Contractor can close items if they agree
with the response. The Contractor should create revisions for all items that need to be revised before
closing out the completed items.

From the Package Details screen:

1. Click the Close button.



Submittal Package Details

Submittal Package Overview | Histary
————

Request Comment Update Dates Generate Transmittal - Edit

Project: Dedge Hammer Project Number:

Title: Main Fire Extinguisher System Status: Approved
Description:

Submittal Package #: 1-0 Trade:
Date Created: 07.19.2013 %:37 AM Created By: Dan Edge

Date Submitted For Review: Submitted For Review By:

Submittal Coordinator: Dan Edge (e-Builder, Inc.)
Baseline Start Range: 07.22.2013 - 07.22.2013 Baseline Finish Range: 07.22.2013 - 07.22.2013

Items (4) Documents (0) Comments (0) Custom Fields (1) Revisions (1)

Group By: | None E Page |1 |z| of 1 Show |25 E per page Send to Sub Create Revision

[] | Ttem Details | Title #a Rev # Spec Section Sub Section Category Status Held By
_Q|_| B Fire Extingu ) 12 0 1 2 a Product Data ONH

B :Q ’_| Brire Extinguisher System \ 13 1} 15302 b APP Dan Edge
OB an

= :0 ’_| Brire Extinguisher System 15 0 15302 d Test Report APP Dan Edge

2. Select Continue on the confirmation page. (Note: Here, the 2 submittal items that were moved to a
revision package are grayed out)
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Self Tests
My Setup
@) WHERE AND HOW CAN YOU CHANGE THE EMAIL NOTIFICATION TIME ZONE
o HOW DO YOU SUBSCRIBE YOURSELF TO A REPORT?
o HOW DO YOU DETERMINE WHAT PROJECTS YOU ARE ASSOCIATED WITH?
o HOW DO YOU MODIFY A TASK IN A SCHEDULE TEMPLATE?
o HOW DO YOU CHANGE YOUR PASSWORD?

Home Module

o How DO YOU ACCESS THE HOME TAB?

o  WHAT TYPE OF INFORMATION DOES THE HOME SCREEN PROVIDE?

o HOW DO YOU CHANGE TASK VIEWS

o CAN A GENERAL USER CHANGE OR ADD AN ANNOUNCEMENT

o CAN YOU ACCESS DIFFERENT MODULES FROM THE HOME SCREEN?

Documents

O YOU ARE CURRENTLY UPDATING AN EXCEL SPREADSHEET THAT OTHER USERS ALSO NEED TO UPDATE. YOU DON'T
WANT ANYONE TO UPLOAD A NEW VERSION BEFORE YOU ARE COMPLETED WITH YOUR UPDATES. HOW DO YOU
PREVENT THEM FROM DOING SO?

o YOU NEED TO REVIEW A DRAWING THAT HAS TWO REDLINES ASSOCIATED WITH IT. HOW DO YOU VIEW THE
DRAWING WITH THE REDLINE?

O | SENT OUT A FILE FROM THE DOCUMENT FOLDER STRUCTURE TO THE CONTRACTOR. IS THERE ANY TRACKING
HISTORY THAT THE FILE HAS BEEN SENT?

O  THREE SMALL FIRMS NEED TO SEE THE BUILDING PLANS FOR YOUR PROJECT, BUT YOU ARE OUT OF LICENSES. How

CAN YOU GET THEM THE BUILDING PLANS WITHOUT SENDING THEM EACH OF THE DOCUMENTS?

WHERE DO YOU OBTAIN THE FAX COVER SHEET FOR A FOLDER?
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Forms
O  EXPLAIN IN YOUR OWN WORDS THE DIFFERENCE BETWEEN A WORKFLOW AND STATIC FORM.
o WHO CAN CREATE NEW TYPES OF FORMS FOR YOUR E-BUILDER ACCOUNT?
O  THERE ARE SEVERAL WAYS TO KNOW WHEN A FORM HAS BEEN PLACED IN YOUR COURT TO TAKE ACTION ON. NAME
TWO.
O HOW CAN YOU TELL WHETHER A FORM FIELD IS MANDATORY OR OPTIONAL TO COMPLETE?
o HOW IS ATTACHING BACKUP DOCUMENTATION TO A FORM DIFFERENT IF YOU ARE THE AUTHOR VERSUS IF YOU ARE
THE RECIPIENT OF THE FORM ?
Projects
o HOW DO YOU EDIT A PROJECT?
o How DO YOU ATTACH A DOCUMENT THAT RESIDES ON YOUR COMPUTER TO A PROJECT YOUR COMPUTER TO A
PROJECT?
O HOW DO YOU INVITE NEW USERS TO A PROJECT?
o HOW DO YOU SEND A MESSAGE TO A PROJECT PARTICIPANT?
o WHAT CAN YOU DO IF A PROJECT PARTICIPANT GOES ON VACATION FOR A WEEK?
Calendar
O CREATE AN EVENT THAT TAKES PLACE EVERY MIONDAY FROM 1:00 PM TO 2:00 PM FOR THE NEXT TWO MONTHS.
o CAN YOU CREATE AN EVENT THAT IS ONLY VISIBLE BY THE INVITED ATTENDEES?
O IS IT POSSIBLE TO INVITE ATTENDEES WHO ARE NOT E-BUILDER USERS?
o YOU NEED TO SEE ALL EVENTS FOR ALL PROJECTS ON AN ACCOUNT THAT WILL TAKE PLACE WITHIN THE NEXT 30
DAYS. HOW WILL YOU DO THIS?
Contacts
o  WHAT IS THE DIFFERENCE BETWEEN A COMPANY AND A CONTACT?
o  CAN THERE BE TWO PRIMARY CONTACTS FOR ONE COMPANY?
o WHAT WOULD YOU DO IF YOU HAD A LARGE NUMBER OF COMPANIES OR CONTACTS TO ADD? COMPLETE THE

STEPS NECESSARY TO ADD MULTIPLE COMPANIES/CONTACTS.
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Reports
o HOW DO | MODIFY AN EXISTING REPORT TO BETTER FIT MY NEEDS?

o CAN YOU HAVE A REPORT SENT TO YOUR E-MAIL IN MIICROSOFT EXCEL EVERY MIONDAY AT 9:00 AM? IF SO, LIST
THE STEPS FOR SETTING IT UP.

Dashboards

o  EXECUTIVE DASHBOARDS SHOULD INCLUDE ALL THE PROJECT BUDGETS SORTED BY THE LARGEST PROJECT. HOW DO
YOU SET THIS UP?

O PROJECT MIANAGERS WOULD LIKE TO SEE ALL OPEN FORMS THAT ARE PAST DUE, BY USER. CAN YOU DO THIS? IF
SO, WHAT WOULD BE THE BEST WAY TO SHOW IT IN A DASHBOARD?

o WHAT TYPES OF CHARTS ARE AVAILABLE?



