PDS User Guide for Consultants and Subcontractors

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

ORDER
HISTORY

COMTACT PLANWELL
PD5 ADMIMISTRATOR

Printing & Distributing plans through your reprographer
...over the Web!
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The PDS homepage will list all
projects in PDS that your Project
Owner has added you into. It will
also list your information, your
Project Owner's information and
offer two options along the top
bar — “Order History” and
“Contact a Planwell PDS
Administrator. *

Viewing Documents and Project Packages

To begin order placement process, select the project you wish to place an
order on my clicking on either the project name or number. This will bring
you to the Project Team Members and Documents List page where you will
be able to view documents thumbnails, packages created by the Project

Owner and create packages yourself.

To view the document

thumbnails, select “View
Project Documents.” This
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Order Placement

Ordering documents can be completed
by adding documents into packages.
Pre-Populated under Project Packages
will be any packages created by the
Project Owner. To view the details of
these packages, click on the package
name and a listing of all documents
included in this package will be shown
along with the opportunity to view these
documents. If permitted by the Project
Owner, you may also have the option to
create packages yourself by selecting
“Create New Package” (this option is only
available when specified by the Project
Owner). Specify a Package name and
automatic update option. By selecting
to have a package automatically
update, all documents include in the
package will be kept updated as
additional revisions are created.
Documents can be added to this
package by selecting individual sheets,
entire disciplines, or selecting “Master” to
add all documents. For all packages you
create, you may also edit and delete
these packages.

Once the desired project packages are created, you may click on the “Place
Order” button to complete the ordering process.

Select the bill to, due date, due time,
delivery via optfion and deliver to
option. You may also add Delivery
Notes, Messages and/or Special
Instructions.




Build you order by first
selecting yourself under the
consultant list and check the
packages you wish to order.
Indicate all printing options
and click on “Add to Order.”
The current order window will
expand fo reflect each piece
of the order. If you wish to

have different printing options

for different packages, select
the packages individually, set
the printing options and click
“Add to Order.” Repeat this
process for each package
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 the
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 “Submit Order” Button.

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




ORDER
Order History Option HISTORY

Along the top bar of each page you

access in PDS, you will be given the = o
opportunity to view all orders placed erza/z00s - 470 o o s shppsd
by selecting “Order History.” You
may sort these orders by project or
date by clicking on any of these fitles.
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 the
Reprographer, and you may also T | s
review the details of the order by
clicking on “Review Order.”
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Contact Planwell PDS Administrator Option Eo A M N RATER

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

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

administrator’'s name and phone number if you
would prefer to call the administrator.



