PDS Detailed User Guide

The Planwell PDS login page can be
accessed from a link provided on your
Reprographer’s website. Enterin the
username and password created for
your account,

Printing & Distributing plans through your reprographer...
...over the Web!
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this address book yourself online by clicking on
the *Add Consultants” option. PDS categorizes

all consultants by Type. These types are

personalized for your company and can be
based on CSI codes or any general terminology
you may use. Your Reprographer can populate
these types for you, or you may add these types
yourself by clicking on “Add Type”, entering in
the new type and selecting “Save Changes.”
This new type will now be added to the drop

down list of types.

02400 Tunneling Boring & Jacking

02450 Foundation & Load Bearing Elements
02500 Ltility Services

02600 Drainage & Containment

02620 Subdrainage x
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Once you have selected an appropriate
consultant type, enter in all remaining
information regarding this new consultant
including name, address, phone number, fax
number and email address. Next determine
the online access setting for this consultant.
By selecting “Yes” to “Consultant may view
plans and create document packages”, you
will be allowing this consultant to log into
PDS, view documents, view packages,
create packages, and place orders. For
consultants with the approval for online
access, you will next need to specify if this
consultant will be able to bill orders to your
account with your Reprographer. Finally
choose a username and password for this
consultant and specify if you would like this
consultant to receive an email notification
when added to a project (recommended).
This email notification will include the project
name, the link to access PDS and will remind
the consultant of the username and
password you created. By clicking on “Add
Consultant”, this consultant will be added to
your master address book. Please note,
although this consultant is in your address
book, this consultant will not be able to view
any projects until added into a specific
project. This process will be outlined later in
this document.
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Occasionally you will need to modify the information on the consultants within
your address book. By clicking on the “Manage Consultants” option you will be
able to modify the consultant’s information and/or delete this consultant from
your master address book. You may search for a specific consultant by
specifying tfrade, company, first name or last name or you may view all
consultants by leaving this field blank and clicking the “Search” button. All
consultants meeting the criteria specified will be listed in order of type. You
may click on “"Modify” to make changes to this consultant’s information, or you
may also choose to remove this consultant from your address book by selecting

“Delete.”




CROER
Order History Option HISTORY

All orders placed can be viewed by
selecting “Order History.” You may
sort these orders by consultant,
project or date by clicking on any of
these titles. For all orders listed, you
are able to view the date the order
was placed, the order number, the
status of this order as maintained by
your Reprographer, and you may

also review the details of the order by
clicking on “Review Order."” Please
note, as the project owner, you will
be able to see all orders placed by
yourself, your employees and also
your consultants. Consultants will only
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be able to see orders placed by T S

them.
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Contact Planwell PDS Administrator Option FDS ADMINISTRATOR

If you need to contact your PDS Administrator at
your Reprographer’s location, you may click on
m——————— — the “Contact PDS Administrator” option. Based
on your login information, your name will pre-

4 populate. You may then type in a message that
will be sent via email to the PDS administrator.

ot P PO A o et You may also scroll down to view the
administrator’'s name and phone number if you
would prefer to call.

Your Memas [Jerry Jacobs
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Project Management and Order Placement

For each project added into PDS, a specific project consultant list must be
created and document packages must be built for ordering. Begin this
process by first entering a specific project by clicking on either the project
name or number. The Project Team Members and Documents List page
will allow you to add consultants, view documents and create packages.



To add consultants, simply click on
“Add Consultants To This Project.”
Consultants may be added by
searching for a specific consultant(s)
from the master address book or by
pulling the consultant list from
another project. To select by specific
consultant, begin by specifying a
trade, company, first or last name.
You may also list all consultants by
leaving these fields blank and
clicking on “Search.” The consultants
meeting the criteria you specified will
be listed. You may add these users
by selecting an individual or by
selecting all consultants within a
consultant type.

ADD CONSULTANTS TO PROJECT

Select CONSULTANT § to add to project and click the "Add to Project” button below.
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COMPANY NAME CONSULTANT NAME eIty
2 SELECT ALLFROM 01560 Temporary Barriers & Enclosures

Ird QRTS Bruce Erickson Plymouth
2 SELECT ALLFROM 02200 Site Preparation
Maskie Arthur Baker Plyrnauth
QRTS Paul Erickson Plymouth
=2 SELECT ALL FROM Barriers

= SELECT ALL FROM Concrete
Joes Concrat te Joe Swanzon Burnzvi lle

Joes Goncre te Henry Jones Plymouth

Ird Joes Concrel te Blair Doguarth Minnetanka

To view the information on any of these project
consultants, select the consultant’s name. You will
be given the opportunity to modify this consultant’s
information or to remove this consultant from the
project. Please note, if you select to remove the
consultant, this will simply remove the consultant

ADD CONSULTANTS TO PROJECT:

FIMD COMSULTANT:

Search Criteria: (Leave Blank fo Search Al)

lc Trade . Cormpany & First Marme . Last Mame
OR

ADD COMSULTANTS FROM ANOTHER PROJELCT

Select a project..... j

Adding consultants from another
project can be accomplished
by selecting the project from
which you wish to add
consultants and clicking on
“Add From Project” button. All
consultants from that project will
be listed and, by default,
selected. You may unselect any
of these consultants by individual
or type. When the list is correct,
click the “Add To Project”
button. All consultants selected
will now be listed under the
Project Consultants field.

COMNSULTAMNT INFO:

Bakers Concrete

Contact: Richard Carlson
Address: 3005 Ranchview Lane,
Plyrmouth, Minnesota , 54555,
Phone: 5555555

from the project, not the master address book. Fax:

Additional consultants can be added and
removed throughout the life of the project by

following these same steps.

Email: karif@planwell.com

Modify Rernowve from projec




Viewing Thumbnail Images and Creating Project Packages

All documents added into
a project may be viewed
by selecting “View Project
Documents.” This option
will create a listing of all
document thumbnails,
which can be viewed by
selecting “Preview.”

MASTER REVISIONS: | 1]¢ Rev. Displayed: 14
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5101 o 4/2/2003 preview
5-102 4f 22003 preview

o
s-103 o 4/2/2003 preview
[} 4/2/2003 previcy

. Disp d:

PROJECT Abbatt
Dl Seen Datas 4742507

ARCHITECT PACKAGES:
Current Architectural

Current Plurnbing
Current Set
Current Structural

Ordering these documents is completed
by first creating document packages.
Packages may be created by first
selecting “Create New Package.”

Specify a Package name, automatic
update option, and if this package is to
be viewable by consultants online. By
selecting to have a package
automatically update, all documents
included in the package will be kept
updated as additional revisions are
created. Packages selected to be
viewable online will be listed in the
package lists that the consultant is able to
place orders on. Documents can be
added to this package by selecting
individual sheets, selecting entire
disciplines, or selecting “Master” to add all
documents. Once packages are
created, you may view the details of
these packages by selecting the
package name. This will list all documents
included in the package and allow these
documents to be previewed. You may
also edit and delete any existing
packages.




Order Placement

PROJECT: main_street - 829451
Address: 1200 Block, Orono, MM, 55555 Phone: 763-634-5913 Fax: 763-694-5313

The Project Team Members and

02200 Site Preparation

CONSULTANT PACKAGES:
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consultants and project packages
available for ordering. Begin the
ordering process by clicking on the
“Place Order” button in the upper
right corner.

Select the due date, due time, delivery via option and

deliver to option. If you would like this order to be sent
back to you, allowing you to handle any distribution, select
yourself in the “Deliver To” option (“Architect” in our
example). If you would like your Reprographer to handle

Deliver To:

Flease select a Delivery O tinnj
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COMNSULTANT

all distribution, select “Consultant”. You may also add
Delivery Notes, Messages and/or Special Instructions.

Orders are built by matching
up consultants to packages.
Consultants may be selected
by clicking on an individual, a
consultant type or the “Select
All Consultants” button. After
selecting the consultant(s),
select the package(s) you
would like the consultant(s) to
receive. Indicate all printing
options and click on “*Add to
Order.” The current order
window will expand to reflect
this portion of the order.
Continue to match up users
to packages until the entire
order is completed then click
on “Review Order.”
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An order confirmation will appear on both

the next screen and also via email.

Notification of this order will also go to your
Reprographer who will then begin the

printing process.

Confirm all details of the order. You
may remove specific details by
clicking on “Remove.” This will
remove that portion of the order
while leaving the rest of the order
intact. You may also choose to
“Add More To Order”. This button
will bring you back to the previous
screen where you can add
additional pieces to the order.
After verifying the order is correct,
click the “Subbmit Order” Button.

Thank you for your Order. Your Work Order is: 80
You will be sent an email confirmation shortly.

Consultants who have been given permission to log onto PDS have different
permissions and abilities than the project owner. If you are interested in
reviewing what your consultants are and are not able to do online, please
read the PDS UserGuide for Subcontractors and Consultants.



