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Thank you for joining ConstructionOnline™! Once you have signed up and
activated your account, you will be guided through the 3-step profile creation process.

() Edit Your Personal Information () Select and Upload Your Profile Image () Choose Public Profile Settings

Enter your name, company, profession type, Choose the image or company logo you wish to use Choose what information is visible to others in
and contact information here. You may edit this for your profile. The image you choose will upload your Public Profile. You may edit these settings
information at any time by clicking “Edit My after you click “Save and Continue”. You may also at any time via the “Edit Your Profile” link on your
Profile” on your Profile page. choose to use the profession icon instead. Profile page.

Edit Your Personal Information Select and Upload Your Profileimage & Choose Public Profile Settings Q

Please Complete the Fields Below Please Complete the Fields Below Please Complete the Fields Below

Gatthe most out of ConstuctionOnling by Complating your profile. You may edit this Gl the most out of ConstruckonOnling by completing your profile. You may edil this Gat the most out of ConstuctionOniine by completing your profie. You may edit this
Information al any ima by LSing e "G Your PIfie” Nk on you? Profile page Information at any me by using the Edil Yout Profile” link on your Profiie page. Information at any time by using the “Edit Your Profile” link on your Profile page.

FirstName Wi Lasthame Email
*Rian A *Brown * ab@constructionenline com =
- @ Porrait & Company Logo Profession icon ==

Company Phone Hosile - ) Mosie
Brown and Tate Construction 916-655-5236 916.555-4512 -

Strest Address Fax Mobile Provider @
513 241h St = .
City Stale Zip Website 0 ¥ Experience ¥ Recent Photos 7] website
Sacramento CA 84203 . » -
Tyoe - Password Re-type Password @‘ ] address
General Contractor SCTTITTT RETTTTTTT

e

80px by 104px 174px by 104px

¥ Summary [¥] Recent Projects ¥l Phone

* Required Field Save and Continue Accepiable mape fie ypes are JPO, GF, BUP, TFF  PHG Save and Coslinue m m
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Once you have entered your information, you will be able to view
your Profile page. An overview of the Profile page is shown below.

Toolbar Buttons
These perform func-
tions such as adding
new projects, uploading,
sharing, editing, etc.

i Iﬂ'fdﬁb' i ﬁ”‘ - I _ai!!ﬂ!i

Gl, DL [ﬁ Attp:/ /un constructiononline.com/ Profiled aspy

| §® UDA ConstructionOnline - Profile

Y{ W

&g’ constructionOnline”

Construction Connected.

Profile

o) o) L] (2)L8

, |

= B

Brown and Tate
Construction

My Recent Activity

Navigation Tabs
Easily move among

the main areas of
ConstructionOnline with
these tabs.

£
Brown & Tate @ inspection_checklistdocx 1216 KB
Recent Projects/Files Construction J /1212011 at 9:21 AM by Alian Brown Riceland Oaks Subdivision & & GoTo My Projects
The latest project and ot i T 1 GoToMyFiles
i ivi 5122011 a1 9:21 AM by Allan Brow Riceland Oaks Subdivis — >
f||e aCt|V|ty at a glance. o 122011 at 9:21 AM B llan Brown iceland Oaks Subdmvision = GaTommea
j CKO1.pdf 2E61KD I -
A 61122011 at 9:21 AM by Allan Brown Riceland Oaks Subdivigion W& ‘_GDTOWCMMCTS
Files # Edit My Profile
See All Files -
Images © View My Public Profile
‘Y'ou are currently using 27 SEMB (2%) of -
your 1GB,
FREE WEBINAR 2 , _
FREE Training Sidebar Buttons
Every Friday, Change the type of

Recent Photos
The latest photos
uploaded to your
projects will be
displayed here.

10-11:30 PM ET

BE 2 & O

See All Photos

& @ Intemet | Protected Mode: Off v ®100% -

information displayed
in the sidebar with
these buttons.
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Before you can begin uploading Files and Photos to your account,
you must create a new Project.

o Click the “Add Project” Toolbar Button

A are

() Create New Project (&) Assign Key Roles for the Project () Set Permissions for the Project
Enter the project information in the Because you do not have contacts yet, you You cannot set permissions until you have
appropriate fields. will not be able to assign key roles yet. contacts. Once you have contacts, you may
Don’t worry, you can do it later by clicking manage permissions for the project by
the “Edit Project” toolbar button. clicking the “Edit Project” toolbar button.
' -
Create New Project -+ Assign Key Roles for Wolf Run Estates, Lot 4 / Set Permissions for Wolf Run Estates, Lot 4 ﬂ
Please Enter Project Information Below Step1ofd Please Assign Key Roles Below Step20f3 Set Contact Permissions Below Step 3of3
Enterme Deiow. Only 1S requireg. Assigning Key Roles allows you 1o set the primary contacts for this project Setming permission levels allow you 1o control what your contacts can do in this project
You may edit this information at any ime using the "Eait Project” ink. You may edit this information at any time using the “Edit Project” linkc You may adit this information at any time using Me "Manage Permissions™ link
Project Name Key Role Contact Contact Key Rola Permissions
* ::ﬂu::.!::!m Lotd @ cien —none- =
569 Shircifl Way & owner —~none- =
City Stale Zip
Sacramento ca 30213 Buikder ~none- =
Project Number Project Type Source Ko il E
I Single-family Residential [*] Allan Brown [=] General Contractor ~none- =
Project Manager —nong- m
* Required Field ve and Conti

o Your Project is Created

— Wolf Run Estates, Lot 4 n
ﬁ Single-family Residential
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Now that you’ve created a new Project,
you can begin Uploading Files and Photos.

To Upload Files and Images:

n Click the Projects Tab. g Click the “Upload” toolbar button. The Upload window will open.
Powcs [ bls ] teeges ] comee e = k)

v ¢

Click in the row of the Project you wish to upload to. Click the “Browse” button to choose the files or images you wish to upload.

All Projects
Upload Files(s) 4
e Sample Project

Sample ezl Upload to projact Woll Run Estates, Lot 4

— Wolf Run Estates, Lot 4
ﬁ Single-family Residential [E‘ ol

Add New Project

Please Select File(s) to Upload
wed file

Maximum allg g is 20MB

(] close window when complete
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You can now Add Contacts and Invite
them to join your Projects.

To Add and Invite Contacts:

Click the “Add Contact” toolbar button. The Your search results will be shown. If you 9 You can now invite the contact to join your
Enter Contact’s Email window will open. see the contact you wish to add, click the projects. This is also where you can set
“Add” button next to the contact. permissions for the contact. The contact
———— will receive an email inviting them to join
F iN-g . T the project.

Your Search Results are Listed Below

Pisasa salact the contact you wish 10 add fram the list Below: I you do not s tha contact you are looking for.
plaase click *Add New Contacr

Invite Contact to Join Project{s) q

Don't See the Contact

At B You e Lookig Fort T
Tevuh e | nahona o e rfec) e rjecks) W et 0Tl PIORATD
g * W Project Parmissions
Enter the name or email address of the contact ‘ @ o Hoos 2
you want to add. ConstructionOnline will search ; M benComect gy -

the member database for this information.

[View, Upload. Download, Edd. Delete by
Admenistrater

Adsearch for Contact B Additional contact information will be displayed.

Nara or Emall Addrass Confirm that this is the contact you want to add

Brandon Galloway and click “Save and Continue”.

Contact Found - Confirm Additi

Please Review and Confirm Contact Addition
Review the contact information be nd verify that tis is he contact you wish to add

Brandon Galloway

Galtoway Brothers, inc.

S 1548 Vg 3t
San Francisco, CAS4127
4185850012
Bo@constuctononing com
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You can also Invite Contacts directly
to a Project via the Action Menu.

To Invite Contacts to Join a Project from the Action Menu

Click the Action Button for the project you wish to Set permissions for a single contact or The project will appear in your invited
invite contacts to and click “Invite”. multiple contacts. contact’s project list and they will receive
an email inviting them to join the project.

Set Permissions for Lot 193 - Baldwin Park a

Set Contact Permissions Below
Setling permission levels allow you to control what your contacls can do in this project.
You may editthis information at any time using the “Manage Permissions” link

~ Lot193 - Baldwin Park

ﬁ Production Building u
ﬂ Ge To Filgs Contact Key Role Permissions
= Lot 29 - Rocky Ridge Ashley McCain =
ﬁ Single-Family Residential % Go ToImages & oo Hene Izl 1
== (2] Invit . TN Mothes No ‘
&= OnSite Files Screenshots < h - Sy (e =l
= 7oER & Soinbme, tine 5
e . |None ‘
—_ Riceland Oaks Subdivision Project @ Delete . View
ad Hill oy
ﬁ Wtulti-family Residential & S5 uidngsupm Vi ﬂ Edt ‘
P |View, ad. 3
9 Permissions TR [View, Upload, Dawnload. Eci, Delete -
ﬁ FNer:snde Brewing Company B Duplicate & ool k =
Light Commercial =
test project
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Setting Folder Permissions can give you even more control
over which contacts can do what in your projects.

To Set Permissions on a Folder*

Click the Action Button for the folder you wish to set 9 Set permissions on the folder for a single contact or You can view the current permission
permissions for. multiple contacts.** settings on the folder by clicking the
Permissions icon in the right side bar.

All Projects » Blount Residence Manage Folder Permissions ﬂ
i i Set Contact Permissions Below
> Anpestion s - B~ | Set permission levels to control what this contact s allowed to do in this foldar
W Oct 15 2010 4:44PM by Jim Davis o You may edit this information at any time using the "Manage Permissions” link. T —
4 Upload To |
perm test Contact Key Role Permissions k . |
= e - i Edit = o~ .
BN Mar 25 2010 8:33AM by Jim Davis 7/ & ‘amerccan = H 3
@ Delete Parallel Design \Inherit
5 Schedules Bl UeGren — o
=] Move & i8S Supply Inherit . i
Seaion B |nspect|on
= randon Galloway = i1
% Add Subfolder & Caioway Bromers inc ‘:":e; E A
nhe
2 Permissions h g Con None ‘ Allan Brown
kit View, Upload, Download, Edit Brown and Tate Co...
| View, Upload, Download, Edt, Delete
‘ Eric Wallace |
Individual =

Ashley McCain

Parallel Design -

Galloway Brothers...

Jim Davis
Solid Builders

-
& Brandon Galloway
&

Manage Permissions

*Folder permissions are inherited from project permissions by default.

**Assigning a “None” permission on a folder means that that contact
will not see the folder at all in their file list. E ¢t -: @
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Use the Toolbar Buttons to perform most functions in ConstructionOnline™.

What each button does is described below.

-SSR S ENE-NPSL N -3

(2]

O ©

Add New Project

New projects will show in
your projects list under the
Projects and Files Tabs.

Add New Image Album
New albums will show
under the Images Tab. They
will also show in the Files
List of the Project contain-
ing the new album.

Add New Folder

New folders will show in
the Files List of the Project
containing the new folder.

Add New Contact

New contacts will show in
your Contact List under the
Contacts Tab.

3

0O ©O

@ Unload File or Image

Files and images can be
uploaded into Projects,
Folders, and Albums.
Albums are designed

to hold images. While
an album can contain a
non-image file, that file
will not be visible in the
Gallery View.

Download File or Image
Select the row of a file

or image in the Files List
and click this button to

download that file or image.

The file or image will
download to your default
download location (usually
your Desktop).

16

© O

@ Delete

This button allows you to
delete projects, folders,
albums, images, files,
and contacts. You will be
asked to confirm deletion
before it occurs.

Edit

This button allows you
to edit projects, folders,
albums, images, files,
and contacts.

@ share

This button allows you

to share images and
files. You will be asked to
enter the email address
of the recipient, who will
receive a link to the file
or image via email.

19

0)

@ Move File or Image
This button allows
you to move files and
images from one
location to another.

Not all toolbar buttons
are active all the time.
For example, if you

are in your Project List
view, the Download and
Share buttons will be
deactivated because
these actions do not
apply to projects.
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The Action Button is found on the right hand side of Projects, Files, and Contacts Lists.
Clicking on this button brings up a context-sensitive menu of actions.

&ss DBlountResidence Owner: Wayne Davis |i blount_residence_1st_floor.rvt
ﬁ _ - L‘I Dec 31 2009 8:58AM by Wayne Davis PSR ~
=] GoToFiles ¥ Download
¥ GoTolmages / Edit
£ Invite @ Delete
Project Actions 7 Edit File Actions | Move
@ Delete < Share
2 Permissions
4 Duplicate
> - i:.::y 12 zh.u:l-u 4:40PM by Allan Brown caamcer 0 4 ﬁﬂﬂmm Construction Phone-ots sss sea 4]
4 Upload To £/ Invite
/ Edit # Edit
Folder Actions @ Delete Contact Actions @ Delete
= Move S Permissions

4 Add Subfolder

S Permissions
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Sidebar Actions are found at the bottom of the right-hand sidebars. These allow you to
change the information displayed in the sidebar or perform actions.

Oo, Constructlon Online”

Cell: 916-555-4512

Fax:

Email: abi@constructiononline.com
Website:

Bl View Projects (12)

B view Albums (1)

E m a O

-» 0

Details Contacts Upload

® B

Comment Projects Photos

U

@7

f

=
LN
Download Share
Permissions Hlstory

‘

@ Details Share File or Image @ Permissions
View details about projects, Share a file or image with View and set permissions
folders, albums, files, im- anyone with access to email. for contacts.
ages and contacts.
Comment ( History

@ Contacts

View contacts related to
the item you have selected.

View and add comments

files and images.

@ Projects

View projects related to a
selected contact.

@ Unload File or Image
Upload file or image into
projects, folders and albums.

@ Download File or Image
Download file or image to e Photos

your default download loca-

tion on your computer. to the item you selected.

to projects, folders, albums,

View history entries for the
item you selected.

View recent photos related
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