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Design Consultant Upload
ProjectDox allows creating online, virtual project workspaces including:

Sending a Login to ProjectDox projects for design consultant to enter the virtual project
Uploading documents electronically to city staff from consultants’ locations, 24 hours 7
days a week

Communicating about project plans to city staff during the project progress

Reviewing created mark-ups made directly on the virtual plans to communicate direction
and clarity as to any items which require correction

Re-submitting corrected plans electronically during the project progress

Downloading once document plans cleared

Providing detailed notes and comments to city staff, design consultants, or inspectors
Accessing e-copies of approved plans during construction or inspections
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Where are we?
High level ProjectDox flow

We are here *

Consultant Prescrean 30% Consultant
Upload Reviews Reviewers Upload
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Prescreen amo B0% Consultant
Reviews Process the Reviewers Uplosd
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Email from ProjectDox

ﬁ M e

o a hgnu.n'm m——
‘ ProjectDox Consultant Upload Task Assignment for 2019-05-03 Testing Projects SKC vi4 Building a Walking Bndge’

Carkon, %

Design Consultant Upload Task Assignment

Attontion Sandra;
You have been assigned a task on Project: 2019.05-03 Testing Projects SKC v14 Building a Walking
Bridge

Cick the Project Accoss link

Cick the ‘Consultant Upload Task' ink. The task eForm (electronic form) will open in & new window.
Select the ‘Drawings’ folder and foliow the prompts 10 upioad plan fies,

Sedect the Documents” folder and follow he prompls 10 uplaad supporting documentation

Sedoct the confirmation checkbox

Cick the Upload Compiate - Notify the City of Aussn’ button

DR WN -

Project: 2019-05-03 Testing Projects SKC v14 Building a Walking Bridge
Task: ully
Project Access 8 Login to ProjectDox

If you do not have access 1 the specified folder, please contact NEED CONTACT EMAIL OR PHONE

Please do not reply to this email,

A. The Project Title
B. Select the Project Access

Consultant Login

Using an email notification.
A. Email address for user id
B. Password
C. Select the ProjectDox link to project

The Consultant Upload

=
il atemde

AN Tasks  Creats Project Al Rapors Profhe  Legost

. & ¥
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g 3nape S0 g erdng e (et 22
DR Templee OrGiak 43551 PN 43551 Pht
WL
43550 N
1 1of 1 records .

A. Start at the Home page

B. Inthe Tasks (PF) tab

C. Select the PROJECT column project underlined title to review the project and ensure the project is
exactly the one that you want to submit project plans (If the project is not for you, go back to Home)




Login and Consultant Upload Part 1

Accepting the Project

(20“-05-03 Testing Projects SKC v14 Building a Walking J . AN Tebs  Crwste Prujwet | AR Aeparis L
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= 201905 03 Testing Prejects SKC w14 Bullding » Wailing Bridge
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A. Continue in the Home Page
TASKS (PF)
C. Select Consultant UpLoad Task if you choose to take the task

w

Do you want to accept this task?

Do you want to accept this task?

A

A. Select the OK button
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The Consultant Upload page

Project Name: 20150408 Senting Progects 541
Project Description: Tesiiy
Coordinatar: S
orhSowiActivity Name: Desige Rewew Workflom Consutiant Upkood

feabeyg ared Wi d s progect ke i ukers & partc pdte

Cartue

Current User Login: Saextrn Cardon [ Sandra Caten@misdrienas gov)

of snchded it of the Fsed doc aments With your project sbemsial, indc st 1 the “Tiacussion” sachon the reason for not inchadng them
The review penod mell bego ance £ has been werfiad M requied documents have been sulydied Only the half-sized sot of dramings should be
submitted in both hard copy and slectronic format. One hard copy = reguired, bet the Project Mansger say request additicnal coples.

)
ety propurly sebesied
3 P B
4 Cvawegn (1 POF and 172 mred hardeogy)
£ LEED or Sustanabéty Checiinl

» TO ;WY REV&‘Q}V pgnms Sedec | Suc iy ‘AO:NPEIV m it fbn A5 g™ selagted (nichc fletamalamt] g meessnn®  divogon Samoregs
- by e P d

The Consultant Upload page displays
Review Information tab
Review the name and description of the project to ensure it is correct for you
Review the Task Instructions also seen on the Tasks (PF) page as an icon
Notice the 30% Submission for required Documents in the submittal
1. All documents properly released
Cost Estimates
Draft Geotechnical report(s)
Drawings (1 PDF and % size hardcopy)
LEED or Sustainability Checklist
It is important to that the consultant has submitted all required documents and if not, why/
reason for not complying with the contract.

mooOw>»

ouv e wN

Starting the Revew Process

Where To Upload Design Consultant’s Files

"

A o L

A. TO START REVIEW PROCESS displays in the middle of the page
B. Select the Documents folder under the Project’s name
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Continue Uploading Files

i bty (T U

TO START MXAEW PRGCE§S: S
PR MV ALAE (et T

(Seec! your files to upload to this folder

é.o'.n..”w I o satse é

S0.EIT A 1T R G WY O

A. Notice the Select your files to upload to this folder
B. Select the View Folders and all the Project’s folders display again
a. Documents
b. Bluebeam Review Comments
c. Reviewer attachments
d. Cleared
e. Quick Review
C. Select the Select Files to Upload button to upload all required submission files to the documents
folder

Uploading Files

Upload files to any folder that you have Upload privileges; files to upload should not include characters in
the file name (<, >, :, “, /,\, |, 2, *, =)

1 evien

Browse For Files m waat 1o

Bz i %o w g A e e sees

A. Notice Upload Files tab
B. Select Browse For Files

8
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Selecting Files

File Upload ¥
bs WS P op » ProgectDax 2019 » POF Flle v caich ProjecilDox 2018 n

New Inlder - | 0

™ Ths PC I Name b=l
» 3D Chpcts %2019 04-11-19 from David ProjectDux End User Training Guade 9 T 110 935 O\
w Desitop * 20190408 LEED Sustainability Checkdist 112018710 PV 442
Doaments L 2019-08-23 14-35-13 L2172019 216 P JOE File o
% Oawrloads % ChecMist Items - Configuration in ProjectFiow 1172079421 P\ DF Flle &6 K
M Draft Gectechnicle Report 2019 4/3720149 153 P WOF Fil 435 §
S Marking Up in ProjectDox 5.x LIS 20 PN [OF File 41K
- PRt P— O Ead diees = Culdad. " deddd e ’ x
B Video W 3 ; — e —— 029 X
i |15 TRAINING_ProjectDox_ElectricalPlans (002) 4/23/2019 3:.40 PM POF File 4
£ Windows 1C) 3 ) e LOIY K
| % TRAINING_ProjectDox_ExamplePlans (002) 4/23/2019 3:40 PM POF File
- 155 D\coacd ong's -
>

v €

File name: | “TRAINING PropectDax_ExamplePars {002)" "TRAINING PrajectDox ElectricalMans (002)° All Suppaned Types

File upload displays

Browse or select folder location
Select one file or more file names
ensure that the file type is PDF File
Select the Open button

mooO >
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Loaded Files
All required files must be uploaded or sufficient reasons for missing files

@ Mozilla Firefox

i eplantestaustintexas.gov/ProjectDox/Him|SUplosd.aspx?r [  67%

5 Prowacts SEC v Jooumenty

Upload URL
Browse For Files Browee Fer liee
Drowse 4o Bes o drag Yes v
TRAMNING_MogectDax_Bectrical®an (002 pot
TRAINING. ProsectDox_ExamplePians (0003 paf

(O of 2 uploaded Hide ﬂe-tgulE

v @

|

D

Upload Files

The Upload Files tab displays
Notice, the files the selected files
A total of 2 uploaded files display
Select the Upload Files button

oo wp

Upload Files
Each file displays a progress line while loading all files

Mty Bctos 3
b @ Mooka Freton

o b enngoy B w «@g¢ =
¥ aplar ,,,,m‘,&,‘,.‘
[
i AT &m following files have Been uplo.aod:)
Beovon Par ey 0 Ltk i LY T —" - 1) gt

1]

A. The files start uploading
B. The following files have been uploaded
C. Select the Close button
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Upload Task Complete

@

F.

@ Consuntant Upioad - Mozila Firedox

-
i

vr .n-(,\lul

Chate

-mu -1 u am- moua be -ub-m-u m Both hard copy and -«xm: 'nm-l On- rard uﬂy u nqmu but the
PFroject Manaper reay request sdd®onal coples.

sustintexas.goy /i MWk f Efort [:] &% e @ Q’ —
Wl ducusvints wilh yu propect '-u:l‘ﬂll aicuie n |n Do l " w hon U reasin m
umuo o ik x».n\ shed a8 ,w SUOITWTES Faria D4 “1ix lOﬂyl.thll-

Lrod serdoopy |
o S ety Ounchinl

msuuvurvwwnnoc:ss u H vwprdy fofche. en wedect M 53 upload Io u-m-m et Rapewt uerdl o rogered ]

“phose! Complate - Moty ttw Cy of Aoan™ arcetind by tral sniactng chockbos “Upkoed

Sobect your

L Subeet F i 12 Upbodd

o

¢

|v] Upload Task Complets (| have uploaded all required drawngs and/or documents) J

M b sphond o B Fobder

ufects SKC w8

Verw Fundary

I TRAINING ProjectDox_Electrica®lans {002) pdf x ]

1 TRAINING ProjectDax_ExamplePlans (002) pdfx

PRI W

G ( Upload Complete - Nobdy the City of Austin | Save For Later ﬁ .

The Consultant Upload page displays with the To Start Review Process
Check that all the files were uploaded (if missing file, check file type saved as PDF only)

Select Add Comment button for any comments to reviewer (example: File missing because of late
LEED review, coming soon)

IMPORTANT: must select the checkbox V] Upload Task Complete | have
uploaded all required drawings and/or documents near the bottom of the

One last Item, select the Upload Complete — Notify the City of Austin button
that all of the files are loaded OR
Select the Save For Later button to review and complete the upload later

Confirmation for Upload Complete — Notify the City of Austin

A. Select the OK button

Completing s tass will Enish your pancipation in ths step and cannot
De undona AT YOU BUre you waint 10 compiete the tage?

11
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This completes the Design Consultant’s login and upload documents. The next step in

the process is for the City of Austin Project Manager to review the Prescreen Review
of the Design Consultant’s upload.

Ready for the Prescreen Review Task

e MW PR w3 MBSV TV
} Does Renmyon P— '

T 3ad ) reconde
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