Members Login

Usemame or Email Address:

i bpurdy

Password:

Forgot your password?

Need Help?

(o5 0]
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Setup
Help

eB Community

Logout

LOGIN (https://www.e-builder.net/). Enter user name and password. Select Login button.

In the standard header of e-Builder,

at the top of the page, there is a 'Search’ box. With this function you can

search for almost anything in the product such as contacts, bidders, documents, etc. Certain words are
ignored (See e-Builder Help for more details). This searches both files and folders.

Use the Like and Dislike buttons to i
provide additional comments.

Select your login dropdown and nav

nform e-Builder about certain features your opinion. A popup will appear to

igate to the Setup/My Settings page, e-Builder Help, e-Builder Community

website, or simply logout of e-Builder

As another option for Help, select th
Help menu. View the Contents.

Calendar

Processes

6

e ( ? ) question mark icon and launch the e-Builder Online User Assistance

6. Click on the blue tabs to navigate and view Global Program
Account information across your project portfolio.




ation - Project Menu

Processes Documents

Bidding

To display the Project Menu, you must select a project first. To select a project, follow any one of these steps:

1. Home Tab: Drill into the project from the Workflow in your court
2. As an alternative to access your project, select a Global Account Tab and Please select a project... from dropdown.

| Recent Pages... e

Announcements

‘Want to Use e-Builder on your Mobile
Device?

Check out this video that shows how to
uze the e-Builder App.

http:ffenve.youtube.comfwatch?

P3zS4l4

gl
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ﬂ ID;ﬁllboardl Projects | Forms | Processes |!)0cuments| Calendar | Contacls | Bidding |

Cost

| Schedule | — | Setup +

| Recent Poges.., -

Brett Purdy

Please select a

| Please select g project..

~|

project... dropdown is

| IWorkﬂow in your courl

show [Frstten 7] available on most

IProied

Subject

Requested
Comment

Global Account Tabs

Step Date Due=

*eB Implementation

- Action Item
"
'eB Implementation 413
*Training Docs - Ascension Action Item
Health #3

Forms | Processes

My first 10 tasks

Brett to setup meeting with Detroit Training and deliver logistics

ugins, etc.

One Pagers

Draft a Adoption Skill Assesment Dashboard

04.25.2014
12:00am

05.01.2014
12:00am

Home tab and
Workflow in your court
project selection

05.02.2014
12:00am

Shew | First ten .
:

Project Menu
<€

> [£] Details
Forms

> [2] Issues
&4 Processes

> || Documents

> 4 Submittals

@ Webcam

=| Schedule
> Cost ) v I cost
Contacts Caost Summary
Funding Sources
E Calendar
Budget Details
A gidding

Farecasts

Commitments

Actual Costs

Cash Flow

" Project Menu pane.
Navigate all modules under

Recent Pages: Select the dropdown to view a list of recent e-Builder
pages you have visited

Project Menu is displayed in the left menu of the screen.

Click on the arrow or the name of the module (i.e. Cost) to expand a
module containing other sub feature selection options



To access the Reports module and locate a report:

1. Select the Reports tab from the Global navigation at the top of the screen.
2. Expand the Categories to view available reports, or
3. Search for a report based on a text search of the report name.

T
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Reports Tab

# | Dashboard Projects Forms Processes | Documents | Calendar Contacts Bidding Cost Schedule

Reports

Setup

Reports

Filter

| Recent Pages... Folder: | All Report Folders

¥ | Edit | Add Mew Folder

Report:

Expand All | Collapse All

| [7] Ascension Standard Reports (18)

| Reorder Folders || Add New Report = ExportReports || Import Reports | Copy User Reports

1 Executive Program Summary Reports (16)

| ] Cost Reports (63)

Edit | Delete | Export | History  Accruals Report
Actual Cost (Program Summary, Grouped By Company)
(Program Summary, Grouped by Month)
rogram Summary, Grouped
rogram Summary, Grouped
{Project Detail, Grouped by In'
| Cost (Project Summary)

Edit | Delete | Export History
Edit | Delete | Export | History,
Edit | Delete | Export Histo

Click to expand the
categories to view

Cost (Project Summary, Grouped b

e-Builder, ¥ I o

Processes | Documents

Type in a search term to
filter the list of reports

available reports

I Cost (Project Summary, Grouped b
Cost {Project Summary, Grouped by
Actual Cost (Project Summary, Grouped b

Edit | Delete | Export | History

‘ Recent Pages...

Reports

Filter
Folder: | All Repoft Folders ¥ | Edit | Add New Folder
Repert: invoice Clear
| Reorder Folders || Add New Report || ExportReports || Import Reports || CopyUser Reports |
| Cost Reports (1)

Edit | Delete | Expart | Histary

PSR - Invoice Approvals, Grouped by Project - Captures Approval Time

| Pracess Reports (1)

Edit | Delete | Expart | Histary

‘Open Invoice Approvals - Program Summary

| eB Admin Management (1)

Edit | Delete | Expart | History

Tnuoices Approved by Week - Last 60 Days

| Reorder Folders || Add New Report || Export Reports || Import Reports || Copy User Reports |
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To access the Dashboard module and locate a dashboard:

1.
2.
3.

e-Builder, ¥ I o
nJ Dashboard

Processes | Documents

Dashboard Tab

Select the Dashboard tab from the Global navigation at the top of the screen.
Select a dashboard from the dropdown
Click on a dashboard item to view the underlying report (all dashboard items are driven by a report).

vh Like 'w ?

Select a dashboard

'Go to Dashboard List

Dashboard

from the dropdown

Last updated: 05.22.2014 12:28 AM
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Click on a dashboard
item to view the
underlying report
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| Print || Refresh |

Average User Logins

Total User Logins
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1l Like
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A | Dashboard | Projects Forms Processes | Documents | Calendar | Contacts Bidding Cost Schedule m

Invoices Approved - By

et P Report Results

400 ‘ % Report Options | Re-Run Report |

== ‘ = Columns: | Date Closed v| Su::gt [ Date Created v | ® Ascending ) Descending
Duration: [ Custom v|

Dates:

Start Date:

End Date:

Clear

[ v | ® Ascending ) Descending

) Ascending () Descending

| 2014-01-12 (1 records)

2 Forms Created Per Week | Show Details || Print View Send |‘ Export ‘| Edit Save | SaveAs
/ Filter By:
None
 Grand Totals by Form Type
est for
: - .. Hazardous Waste S ibstitution {to be
Action Item Exchibit A An:'lnu:t."‘.i“ 2 Key Planning Units the Excepti y  Grand Total
| Date Created: Week of 1 0 0 0 bl
2013-12-29 (1 records)
| Date Created: Week of 1 0 0 0 0 [ 1
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Home Screen: Home Screen (Continued):

1. Divided into specific areas that consist of 2. Work in your court: Tells you what actions are needed by you to be addressed.
Module Tabs You can click on the task listing in the Project section of “Workflow in your court”
Logo & Announcements Section 3. Work in your court: To change the sort order, click on the header title you would like to sort on
Calendar & Events 4.

Help
Enter Text & Search

: o Project Selection is
Like & Dislike buttons.

~ooo0oTw®

tabs to connect you to
your project

| Processes Documenis Calendar | Contacts Bidding

i S I
e-Builder, X7 a

Dashboard

Projects Planning

visible across most global

Click on the Project selection drop down listing about the view section. Choose the project you want to access.

Calendar
& Events

Cost Schedule Reports

|

- Builder &

John Doe ! Please select o project..
Workaourt \
Project MNaine Subject

COM-2\-PE

Work you need to
take action on

| Recent Pages... » |

Process Testin

Forms | Processes

My first 10 tas

Announcements

To Contact e-Builder Support
Please call 388.288.5717 or email

| Proje

the proiect.

Contract € Process (COM) - 2

If you click the item ‘Name’, a pop up
window appears so you can
open/complete the item within the
project without the need to navigate to

Show | First ten -

Povested |
g b |

Delete Insance Workflow Override | All Fekds View

Task

\

suppaort@e-builder.net

Action || Check'Speling || Print || Copy || Delegate || Save || Cancel

Project | Item Type

There are no items pending approval 101 the SEIECLIG.

See More Items Pending Approval

LOgO'S & Submittal items in your court
Announcements Project e e TPaches
Section = T
Items Pending Approval
s e

Next Week's Events = :@: =
4 4 April 2014 b
S M T W T F S

31 1 2 3 4 5
6 7 & 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 329

There are no events in the selected
range.

Calendar
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Home Screen:
1. Change Module Listing b
depicted below.

adding the Setup Module to the menu tab by Clicking the + sign

2. From drop down listing select Setup by clicking on the box next to it on the drop down.

s Gl
D Module
e Click in this box
Projects
Forms
[#  Processes .
o Rt My Seings Click Personal
@ calendar » Membership .
B oo v Btk Information/
e f el My Profile to
Cost Change My Paszword . .
Schedul Access Delegation Vlew and ed It
@ 3 Praferences .
» Schedule Your Profile
| Save | Cancel % e Settings
. 3 Views

My Settings:

3. Expand Personal Information and My Profile from the My Setting area and then
select My Profile

4. Update your Member Profile and Business Information. You can undate vour

profile by clicking the Update box| ppdate || and then Save | sameil |l camca

like w2

e-Builder, I o e -
[ e i | o] s | e [

. .
My Profile Click on Update to edit Your
[t s i Profile Settings e
First Name: Tyrone Last Name: Glenn
My Settings
Company: | e-Builder Inc. Email Address: | tglenn@e-buildernet
> Membership
UserName: tglenn
v Personal Information
My rofie
Lo Business Information
‘Change My Password
Accesioetogation Typeof Business:  Consultant Title:
3 Preforences Departments  Professional Services Business Address: | 1800 NW 60th Avenue
> Schedule
5 S PO.BonSuter | Sulte 201 Gty: | Plantation
> Views State/Province: | Florida Country:
PostalZipCode: | 33313 Office Phone:  954-556-9036
Administration Tools
Office Fax: Business Cell Phons:
> Automation
s Business Pager
? Calendar Personal Information

5. At Personal Information under My Setting area, select Change My Password.

e-Builder,\7 I e+ wlie w7

Bidding

Processes | Documents | Calendar

Change Password

Please enter and verfy a new password below,

| Recent Pages. M|

Remember that s a technical support user, your new password:
My Settin

Y g% + Must be at least 8 characters long.
» Must contain at least one letter, at least one number, and at least one non-letter/number.
+ Must be entered in English characters.
+ Cannot be the same as your user name,first name, last name, or company narme.

> Membership
 Personal Information

Crange by Passworc UserName: | tglenn

* Current Password:
> Preferences

3/Ceduie * New Password:
> Subscriptions
> Views * Verify New Password:

| Save || Cancel |
Administration Tools
> Automation
2 Bidding
> Calendar

Construction Codes.

Click on Change My Password.

Enter your Current Password, New
Password, and Verify New Password.

Click Save



1) Home Screen:

1. From a privileged PM account, select the Setup module.
n' Dashboard Projects Forms Processes Documents Calendar Contacts Bidding Cost Schedule Reporis

2. On the left side, select Preferences/Notification Settings from My Settings.

My Settings

» Membership

“ Personal Information
My Prfile Click on Setup
oty Poswont Click Preferences/Notification

Access Delegation

N / Settings to view and edit the
Notification Sattings| Notification Time Zone

Interface Settings
» Schedule
» Subscriptions
» Views
Notification Settings
| Update | 3. Update your Notification Time Zone by clicking the Update box
Notification Time (GMT-05:00) Eastern Time (US & Canada)
Zone: 4. Select your specific Notification Time Zone from the dropdown:

Disable CC No
Notifications From

Warkflow Forms: Notification Time (GMT-05:00) Eastern Time (US & Canada) n
ol e Zone: (GMT-05:00) Eastern Time (US & Canada)
Closed
lellca::ns: - " . . . .
R 4. Save | | save fli cancel = after selection of your Notification Time Zone
B - ——
Notifications:
Include Form Yes

Fields in Form
Notifications:

Include Only the No
Most Recent

e You can now set the time zone so
o s | email notifications sent to you will
reflect your specific time zone.

Notifications:



