Instructions for HouseCraft Technologies
Builders Advantage Site
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Sign In
Initial Sign Up

1. Go to: http://housecraft.simpleappointments.com

2. Click either the Builder Sign Up or the Subcontractor Sign Up button

| I 1 -
‘@House&aﬂTechnologies: ‘ ‘ R f v |:-bPage v {F Tools

HouseCraft Technologies: Builders Advantage

Email Address

Password

Builder Sign Up

Join HouseCraft as a builder

Subcontractor Sign Up
Join HouseCraft as a subcontractor

Reset Password
Email me a link to change my password

B HouseCRAFT TECHNOLOGIES, INC.

3. Enter your email address and how you heard about HouseCraft.

Builder Sign Up

Email Address

Password (For Existing Users)
How did you hear about HouseCraft?
B HouseCrRAFT TECHNOLOGIES. INC.

4. An email will be sent to the address you gave. Click the link in the email. That will take
you to the Login Info page.

5. Enter a password of your choice twice and click OK.
HouseCraft Technologies

Click the links above to move to another page.

Login Info

Email Address you@yourSP.com
New Password

Confirm Password

B HouseCrAFT T ECHNOLOGIES. INC.


http://housecraft.simpleappointments.com/

6. Enter the information about that company, and click OK. The Sharing field determines if
the company information will be visible to all members of Builders Advantage or only to
members of your company.

Sharing Shared (visible to all HouseCraft members) |v|
ok |
Back to Top
Login

1. Go to: http://housecraft.simpleappointments.com

2. Enter your email address and password, and click OK.

HouseCraft Technologies: Bullders Advantage

Email Address

Password

| oK |

3. If you only have access to one company, you will land at the page for that company. If
you have access to more than one company, the page displayed will let you choose
which company to access.

Back to Top

Add Additional Users
You can add additional logins so that others may access your account.

1. Onthe Company page, click the Manage Logins button. This button will not be
available if this account does not have permission to manage logins.

Manage Logins
Emails and passwords for others in my company

2. Click the Add a New Login button.

Add a New Login

Allow another user to manage my projects

3. Enter the email address of the additional login.


http://housecraft.simpleappointments.com/

4. Using the dropdown box, choose whether to allow the new user to manage logins and
company info. The default is that new users will NOT be allowed to manage logins and
company info.

Email Address |

This user may not manage logins and company info Ed

5. An email will be sent to that address containing a link allowing the user to set a
password. Clicking the link will take the user to the Login Info page.

6. The user should enter the new password twice and click OK.

HouseCraft Technologies

Click the links above to move to another page.

Login Info

Email Address you@yourSF
New Password

Confirm Password

I} HouseCrAFT TECHNOLOGIES, INC.

7. If new user will be taken to either the Company page or the Other Companies page,
depending on how many companies he has access to.

Note: An initial email with the password link will be sent the first time an email address is added

to Builders Advantage, but removing the address and then adding it again will not send another
password-link email.

Back to Top

Remove a login

1. Onthe Company page, click the Manage Logins button.

Manage Logins
Emails and passwords for others in my company

2. Click the login email address link.

3. Click the Remove This User button.

Remove This User
Remove this user's access to my projects

Back to Top



Reset/Change Password

1. On the initial login page, click the Reset Password button.

Reset Password
Email me a link to change my password

2. Enter your login email address, and click OK.

3. An email will be sent to that address containing a link the Login Info page. Enter the
new password in both boxes and click OK.

Company Information

ACompanieso refer to companies you have created o
Companies you want to have work on your projects

Set up Initial Company
You will be asked to set up a company during the initial signup process.

Back to Top

Create an Additional Company

1. From the login page, click either the Builder Sign Up or Subcontractor Sign Up
button.

2. Enter your login and password, and click OK. You do not need to enter how you hear
about HouseCraft.

Email Address

Password (For Existing Users)

How did you hear about HouseCraft?

3. Enter the information for the new company, and click OK.

Back to Top

Remove/Cancel a Company

1. Ensure that all active projects are archived.




2. Onthe Company Information page click the Cancel My Membership button.

Cancel My Membership

All projects and logins will no longer be available

Back to Top

Projects

Create a Project

1. Onthe Company page, click the Create a New Project button

Company Name

Create a New Project
Add a job with a schedule and documents

2. Enter the project information, and click OK. The project name is a required field.

3. Click any of the buttons: Schedule, Documents, or Project Info.

New Project Name

Schedule
Step 1: Create a project schedule of events

Documents
Step 2 Post drawings and speciﬂcations for online viewing

Project Info
Edit project name, address, phone, etc

B HoustCRAFT TECHNOLOGIES, INC.

4. Enter the referral code, and click OK. The referral code will determine what you pay for
the project. After the referral code has been entered once, you will not see this request
again when you enter this project.

New Project Name
This project is not active. To activate, enter your refermal code, if applicable, then cick OK 10 enter your payment information
Referral Code
| ok

B HoustCRAFT TECHNOLOGIES. INC



5. Click the appropriate button to create a schedule, upload documents, or edit the project
information.

New Project

Schedule

Step 1: Create a project schedule of events

Documents
Step 2: Post drawings and specifications for online viewing

Project Info
Edit project name, address, phone, etc

B HouseCrAFT TECHNOLOGIES, INC.

Back to Top

Remove/Archive a Project

1. From the Project page, click the Project Info button.

Project Info
Edit project name, address, phone, efc

2. At the bottom of the Project Info page, click the Archive button.

Archive
Make this project inactive

Back to Top

Restore/View an Archived Project

1. From the Company page, click the Inactive Project button.

Inactive Projects
Manage projects for which payment is not active

2. Click the [project name] link of the project to restore.

3. Enter the Referral Code, and click OK.

Back to Top



Schedule

There are three different views of the schedule.

1 When you log into a company, at the top of that page you see a view of the tasks for all
projects for that company that need to be done today.

1 Below that two-week view is a Schedule button. Clicking that button will take you to a
two-week view of the tasks for all projects for that company. This page includes an
Open in Excel button that will let you export your tasks to Excel.

1 Within that two-week view on the company page are the project names, each of which is
a link to that project. Clicking that link will take you to the Project page. The Schedule
button on that page will take you to the complete schedule for that project. From that
page you can accomplish the following:

o Add a task, delete one task, or delete a range of tasks

o Delay or expedite tasks
o Copy tasks from another project or a sample
o Set up holidays
o Show/hide advanced data
Back to Top

Copy Tasks from Another Project Within Your Company

1. From the Schedule page, click the Copy from Another Project button.

Schedule

Add a Task
Add a task to the schedule

Copy from Another Project

Copy tasks from another project

Copy from Sample
Copy from a HouseCraft sample project

Set Up Holidays

Choose dates on which tasks are not scheduled

Show Advanced Data
Show additional data for copying to another project

B HouseCrRAFT TECHNOLOGIES, INC.

2. Choose the project to copy from and click OK.

3. Enter a start date for the schedule.

4. If desired, change the percentage figure to accelerate or slow the copied schedule. As
an example, entering 80% will shorten the duration of tasks that take more than one day
by 20%.

5. If desired, you may then add or remove individual tasks from the new schedule.

Back to Top



Copy Tasks from a Sample HouseCraft Project

1. From the Schedule page, click the Copy from Sample button.

Schedule

Add a Task
Add a task fo the schedule

Copy from Another Project
Copy tasks from another project

Copy from Sample

Copy from a HouseCraft sample project

Set Up Holidays

Choose dates on which tasks are not scheduled

Show Advanced Data

Show additional data for copying to another project

B HoustCRAFT TECHNOLOGIES, INC.

2. Choose the project type to copy and click OK.
3. Enter a start date for the schedule.
4. If desired, change the percentage figure to accelerate or slow the copied schedule. As
an example, entering 80% will shorten the duration of tasks that take more than one day
by 20%.
5. Highlight the Options to include. Standard tasks will already be included in the
schedule. Click OK to populate the schedule
6. If desired, you may then add or remove individual tasks from the new schedule.
Back to Top
Add a Task

1. Onthe Project page, click the Schedule button.

Project Name

Schedule
Step 1: Create a project schedule of events

2. Onthe Schedule page, click the Add a Task button.

Add a Task
Add a task to the schedule




3. Enter the start and end dates, the task name, and select the type of contact. You may
add more contact types by clicking the Contact Categories button.

Task

Start Date
End Date
Task

(m/dfy)
(m/dfy)

Contact | Abatement Contractor [¥]

Delete
Delete this task from the schedule

Delete Many Tasks

Enter a date range to clear

Contact Categories
Add, rename, or delete contact categories

B HouseCrAFT T ECHNOLOGIES, INC.

Back to Top

Task Specifications

Task specifications are contained in the Documents section of a project in the form of PDF or
text files. See the Documents section of the manual for instructions on how to upload, copy,
create or edit these files.

Back to Top

Delete a Range of Tasks
1. Onthe Project page, click the Schedule button.

Company Name

Click the links above to move to another page.

Project Name

Schedule
Step 1: Create a project schedule of events




2. Onthe Schedule page, click the Delete Many Tasks button.

Task

Stant Date
End Date
Task

(miay)

()

Contact  Ahatement Contractor v
[ ok

[l?olete
1

Pelate this task from the scheduie

|Delete Many Tasks

|Enter a date ranpe 1o clear

3. Enter the start and end dates, and then click OK.

Delete Tasks in Date Range

Warning! All tasks in this date range will be permanently deleted

Start on or after (m/dfy)
End on or before (m/d/y)

I HouseCrAFT T ECHNOLOGIES, INC.

Back to Top

Delete One Task
1. Click on the task on any page where it appears.
2. Click the Delete button.

Task

Start Date p3/19/2009 {m/dsy)
End Date |p3/19/2009 (m/d/y)

Task Temporary power hookup
Contact | Electrician ]
Delete

Delete this task from the schedule

Back to Top



Delay or Expedite Tasks
1. On the Project page, click the Schedule button.

2. Click the Delay/Expedite button.

Delay/Expedite

Move tasks later or earlier

3. From the drop-down list, choose

a. Whether to start the tasks earlier or later

b. The number of days to move the tasks

c. Enter the date from which you wish to move tasks. Use the Scheduled on or
before field if you wish to move a task and all preceding tasks. Use the
Scheduled on or after field if you wish to move a task and all following tasks.
Use both fields if you wish to move a range of tasks in the middle of the
schedule.

d. Click OK

Back to Top

Export Scheduled Tasks to Excel

1. TheCompanypage shows todaydés tasks from all Project
export tasks to Excel, click the Schedule button right below the task list.

Schedule

View scheduled tasks on all projects

2. The page that appears shows all tasks for all projects for the next two weeks. The fields
below the list of tasks allow you to choose which tasks to export. You may filter the
results to display the tasks you want to export by making selections in these fields and
clicking the OK button. The fields are:

a. Start

b. End

c. Projects

d. Contact Types

e. Contacts

3. To select a different set of tasks, choose new options in the fields listed in the step
above, and then click OK.

4. To export the list of tasks showing in the window, click the Open in Excel button.

Open in Excel
Open this page as a spreadsheet

5. Follow the operating system commands to Save or Open the exported list.

Back to Top



Set up Holidays
1. On the Project page, click the Schedule button.

2. Click the Set Up Holidays button.

Set Up Holidays

Choose dates on which tasks are not scheduled

3. Click the appropriate button based on whether you want to enter the holiday manually,
copy from another project, or copy from a sample. Your schedule will automatically
delay tasks on or after that holiday.

Back to Top

Documents/Specifications
Specifications for each task can be contained in documents detailing those tasks. You can copy
documents from another project, upload PDF documents from your hard drive, or create Text

documents from within Builders Advantage. HouseCraft samples include some common
specifications that you may copy to your project, and then modify as you choose.

Copy a Document from a Sample or another Project
1. From the Project page, click the Documents button.

Project Name

Schedule

Step 1: Create a project schedule of events

Documents
Step 2: Post drawings and specifications for online viewing

2. Click either the Copy from Another Project button, or the Copy from Sample button.

Copy from Another Project

Copy documents or forms from another project

Copy from Sample

Copy from a HouseCraft sample project

3. Choose the project you wish to use, click OK.

4. Select the document(s) you wish to copy, and click OK.

Back to Top



Upload a PDF File to a Project
1. From the Project page, click the Documents button.

Project Name

Schedule

Step 1: Create a project schedule of events

Documents
Step 2: Post drawings and specifications for online viewing

2. Click the Add a Document button.

Add a Document
Upload a drawing or document as a .pdf file

3. Browse to locate the document. Enter the description and category. Click OK.

Add a Document

DrawingDocument pdf file [ Browse. |
Descnption (e g. Front Elevation)
Category (e.g Elevations)

OK

PDF Help

Leam how to

eate a _pdf tie from your arawing or documes

B HouseCrAFT [ ECHNOLOGIES, INC.

4. To open the document, click on its name, then click the Open button.

Back to Top

Create/Edit a Text Document
1. From the Project page, click the Documents button.

Project Name

Schedule

Step 1: Create a project schedule of events

Documents
Step 2: Post drawings and specifications for online viewing

2. Onthe Drawings and Documents page, click the Create a Text Document button.



3. Enter or edit the name (description), category, and the text of the document. Click OK.

Back to Top

Creste 8 Text Document

Dascnplion (&g Subcortractor Agraament)
Calegory (@ g Agreements)
T'ype your infoemation mbo ihis Dox
| OK
. | S Ch i 5.1

View Documents/Specifications in Builders Advantage

1. On the Project page, click the Documents button.

Documents
Step 2: Post drawings and specifications for online viewing

2. Click the name of the document to view it.

Document ‘ Modified ‘ MB
Building Shell
Framing Checklist |04/16/2009 11-24 am| 0.1

3. The text of text documents is displayed in the fields of the Create a Text Document
page. The Edit a Document page allows you to edit the description or category of the
document, while the Open button allows you to view the PDF file.

Back to Top

View Documents/Specifications from Contact Email
The email sent to a contact when requesting a bid or placing a work order will contain the
following information:
1 The text of the cover page, which can be edited on the Company Info page.
1 A table showing the dates of upcoming tasks for all projects in this company for which
this contact is the supplier (either for bid requests or for work orders).
1 Alink to view the project information in Builders Advantage, which will include:

(0]
(0]

(0)
(0]
(0]

The cover page information.

A table showing the dates of upcoming tasks for all projects in this company for
which this contact is the supplier (either for bid requests or for work orders).

A table showing all documents/specifications for this project

Project address and county

Project manager name and email address



On-Site supervisor name and email address

Quote field

Text box for quote details

Upload quote PDF File browse field

OK button

Map button

Project Schedule button to view all tasks on the project

O O0OO0OO0Oo0OO0OOo

Back to Top

Remove a Document from a Project
1. From the Project page, click the Documents button.

Project Name

Schedule

Step 1: Create a project schedule of events

Documents
Step 20 Post drawings and specifications for online viewing

2. Onthe Drawings and Documents page, click on the name of the document.
3. Click the Delete button on your screen.

Edit a Document

Description (e.g. Front Elevation) rront Elevation

Category (e.g. Elevations) Elevations

Open
View this _pdf file

Delete
Permanently delete this document from the system

B HouseCrAFT TECHNOLOGIES, INC.

Back to Top

Contacts

Contacts can only be added after you have added tasks to the project.

Import Contacts
This section also describes how to classify imported contacts.

1. Export from your contact manager (ex., Outlook) the contacts you wish to import in a
CSV format.



2. Contacts are imported from the Project page. Click the Contacts button.

Company Name
Clct the ks adove % mOve %2 sncther pege
Project Name
Schedule
Documents
1ep 2 POSE drawngs ang speciicatons & nine vewing

Contacts

S1ep 3 Choose conlacts 10 quote xOrk on his prosect

3. Click the Import Contacts button at the bottom of the page.
4. Click the Browse button and select the exported file. Click OK.

Import Contacts From Another Program

Outlook-fomat csv e | Browse

| QUK \

HOUSECRAFT T ECHNOLOGIES, INC
[ ]

5. Your contact will be displayed on the Unclassified Contacts page.

6. Click on the contact name to view or update the information associated with this contact,
and to assign it to work categories. Click OK when done. The following fields are
available to hold contact information:

Company Name
Attention
Communicate via: Email or Fax
Email
Fax
Phone
Mobile
Website
Address
City State/Province
Zip/Postal Code
Country
. U.S. County
# of Employees
Sharing: Shared or Private
Categories
Rating
Public Comments

SeTOSITATTSQ@TOQ0TY

Back to Top

Search for Contacts
1. Onthe Project page, click the Contacts button.

2. Click the Add link associated with the contact type you want to find.



3. Click the Search for Contacts button.

Search for Contacts
Search for contacts that other users have made available

4. Enter the desired criteria in the appropriate fields, click OK.

5. Inthe list of contacts that appears, you may click the contact name for more information
about them, or put a check in the box to add them to you contacts and then click OK.

Search Results

Contact City | State/Province | Country Rating Add Contact

Case Appliances us 2110 (1 rating) O
My Appliances us Unrated O

6. Once a company has been added to your contacts, they will not appear in the search
results then next time you search for that type of contact. If you remove that company
from this project, they will appear in your list of unclassified companies.

Back to Top

Add a Contact Manually

1. When on the Project page, click the Contacts button.

Contacts
Step 3. Choose contacts to quote or work on this project

2. Click the Add link on any contact type.

Contact Company| Stage Status Est. $|Quote $|Actual $
Abatement Contractor Add Quote |Add contacts for bidding

3. Click the Add a Contact button.

Add a Contact
Enter contact information for a new contact

4. Enter the information about the contact and click OK.

Back to Top

Classify Contacts

1. Onthe Projects page, click the Contacts button.



2. Click the Classify Contacts button.

Classify Contacts

Assign contact types to unclassified contacts

3. Click the [contact name] link.

Unclassified Contacts

Contact Email
Appliances R Us appliances@ISP xxx Delete this Contact

4. Enter the information into the appropriate fields, and click OK. This will accept your
changes to the contact information and return you to the Unclassified Contacts page.

Back to Top

Choose Contacts to Quote/Bid or Work on This Project
Builders Advantage can send an email to contacts that you want to bid or work on your project.

The emails will be sent at midnight that day. The content of the email is listed in the View
Documents/Specifications from Contact Email section.

1. Atthe Project page, click the Contacts button.

2. Click the Add link in the Company column.

3. If the contact(s) you want to choose are displayed in the Contacts to Bid field, select
them and click OK. If a contact you want is not displayed, it can be entered by clicking
the appropriate button at the bottom of the page.

0K
Add a Contact

Enter contact information for a new contact

Search for Contacts
Search for contacts that other users have made available

Import Contacts
Add contacts from Outlook or other contact manager

4. Once selected, each contact will have a separate row on the Contact page, associated
by contact type.



5. Click the contact name, then the appropriate button to schedule an email to go out at
midnight to request a quote or order work. You may update the contact information by
clicking the Contact Information button. You may add other contacts or remove this
contact. Once the costs are received from the contact, you may enter those cost. When
appropriate, you may revoke a work order that has already been sent.

Estimated Cost$ | g
Quoted Cost$ |y qp
Actual Cost $ 0.00

Email Request for Quote Tonight

Email Lowe's a link to this project

Email Work Order Tonight
Choose Lowe's to work on this project

Remove Lowe's
Lowe's will not quote Cabinet Installer tasks on this project

Contact Information
Edit name and address for Lowe's

Add Contacts
Add more Cabinet Installer contacts to this pl’UjeCt

Back to Top

When an Email or Fax is Sent to a Contact

Either an email or fax can be used to reach a contact, depending on what method has been set
on the Contact Information page. Emails and faxes will go out at midnight the day they are
set.

Email or faxes will be sent in the following situations:
9 The contractor schedules a quote request or work order, to go at midnight that day.
1 A work order has been sent and at least one future task on the schedule for that
company was changed.
1 A work order has been sent and a task is starting exactly 3 days from now.
1 A work order has been sent and project documents have been updated.

Back to Top

Reviewing Email Replies from a Contact

If an email reply from a contact contains a dollar figure in the Quote field, that amount will be
displaying in the Quote field on the Contact page. Clicking on the contact name on that page
will take you to the Contact Information page, which will display the text field of the email at
the top.

A contact may not reply via fax within Builders Advantage.

Back to Top



Cancel an Email to a Contact

1. Emails go out at midnight unless cancelled. Click the [contact name] link on the
Contacts page.

2. Click the Cancel Send button.

Back to Top

Add a Contact Type

1. Onthe Project page, click the Add a Task button

Add a Task
Add a task to the schedule

2. Click the Contact Categories button

Contact Categories
Add, rename, or delete contact categories

3. Click the Add Category button.

4. Enter the new category and click OK.

Back to Top

Update Contact Information
1. Onthe Project page, click the Contacts button.
2. Click the [company name] link.

3. Click the Contact Information button.

Contact Information
Edit name and address for Home Depot

4. Enter the corrected information, click OK.

Back to Top

Remove a Contact from a Project

This action will delete the contact only from the list of contacts of that type for this project. For
example, removing a contact from the list of appliance suppliers might still leave it in the list of
appliance installers. It will affect all projects in the company.

1. When on the Project page, click the Contacts button.



Contacts
Step 3. Choose contacts to quote or work on this pro]ect

2. Click either the Add link for that contact type or the [company name] link.

Contact Company | Stage Status Est. $|Quote $ | Actual $
Appliance Supplier Add Quote | Add contacts for bidding

3. If you clicked the Add link, then click the Delete Contacts button. If you clicked the
[company name] link, skip to step 5.

Delete Contacts
Remove companies from the Appliance Supplier list for all projects

4. Highlight the contact name, and click OK.

5. If you clicked the [company name] link, click the Remove [company name] button.
The Remove button will only be visible if there are no pending emails for that company.

Remove Home Depot
Home Depot will not quote Appliance Supplier tasks on this project

Back to Top

Rate a Contact
The Contact Information page includes fields that allow you to rate a contact and provide
comments that will be seen by other users of Builders Advantage. There are several ways to
reach the Contact Information page:

1 Onthe Unclassified Contacts page, click the [contact name] link.

1 Onthe Contact Name page, click the Contact Information button.

1 On the page for each contact type, click the Add a Contact button.

Back to Top

Costs

Estimated, quoted, and actual costs are entered after a Contact has been added to a task. See
the Import Contacts or Add a Contact Manually section for details on how to enter
contacts/companies into the system, then see Choose Contacts to Quote/Bid or Work on This
Project section for details on how to add a company to the list of contact of a particular type.

Enter, Change, Delete, or Export Costs

1. On the Contacts page for a Project, click the link for a company.



Contacts

Contact Company |Stage Status Est. $|Quote $|Actual $
Appliance Supplier Home Depot|Quote |Ready to Email (confirmation required) 0 0 0
Appliance Supplier Lowe's Quote |Ready to Email (confirmation required) 0 0 0

2. Enter the Estimated Cost. It is recommended that you enter the estimated cost only for
one company so that the total at the bottom will not contain duplicate amounts. Once a
Bid has been received, enter the Quoted Cost. After the work has been done, and you

have received the final bill, enter the Actual Costs.

Appliance Supplier: Home Depot

Estimated Cost $ g gg
Quoted Cost$ g o
Actual Cost $ 0.00

3. Clicking the OK button will return you to the Contacts page. The bottom of each cost

column will total the amounts in that column.

Contacts
Contact Company |Stage Status Est. $|Quote $|Actual $
Appliance Supplier Home Depot|Quote |Ready to Email (confirmation required)| 1,500| 1,350 0
Appliance Supplier Lowe's Quote |Ready to Email (confirmation required)| 1,500 1,400 0
|3,000] 2,750] 0|

4. If desired, the page may be opened in an Excel spreadsheet by clicking the appropriate

button at the bottom of the page.

Back to Top

Reporting i Using Builders

Advantage

This section will describe how to access various types of data for viewing or printing.

View T o day 0 s for AllsPkogects

1. Login (followed by clicking on a Company name, if you have more than one company

showing).



2. Builders Advantage will show all the tasks in-work that day, with the start and end dates.

Company 1
Click to Open a Project (showing today's tasks)
Start End Contact Task

Project 2
Project 3
11/18/2009] 11/26/2009| Painter Finish paint/stain
11/19/2009|12/03/2009| Trim Carpenter _|Finish carpentry
11/23/2009|11/25/2009| Electrician Final electrical
11/23/2009|11/25/2009| HVAC Contractor | Finish heating
Project 4
11/24/2009]11/27/2009] Roofer |Install roofing
Project 5
11/24/2009]11/27/2009] Roofer |Install roofing

Back to Top

View or Print Selected Tasks
Options to choose from include Start date, End date, Project name, Contact Type, and

Contact.

1. Login (followed by clicking on a Company name, if you have more than one company

showing).
2. Clickthe Schedulebut t on bel ow the 1| i st of
I IJ.&‘IJ&UU‘J' | IJérJLUU:ﬂlHUU.’E.’ |III?JL-:J.II LW
Project 5
11/24/2009|11/27/2009| Roofer Install roofing
Schedule

View scheduled tasks on all projects

todaybs

3. Anew list will appear showing the tasks for all projects for the next two weeks, listed in
chronological order. It will also show the project to which each tasks is assigned.

Schedule

Start End Project Contact Task
11/18/2009|11/26/2009 | Project 3| Painter Finish paint/stain
11/19/2009|12/03/2009 |Project 3| Trim Carpenter Finish carpentry
11/23/2009(11/25/2009|Project 3 | Electrician Final electrical
11/23/2009|11/25/2009 |Project 3| HVAC Contractor Finish heating
11/24/2009|11/27/2009 | Project 4 | Roofer Install roofing
11/24/2009 (11/27/2009|Project 5| Roofer Install roofing
11/26/2009|11/26/2009|Project 3| Electrician Call for final electrical inspection

t ask



4. The task list can be filtered by scrolling to the bottom. Select the criteria you wish to
see, and click the OK button.

Start 11/242009 |
End 11/3009 p—
Projects Project2

Project3

Project4

Projects

{Hold Cirl or Shift to select multiple items)

Contact Types |Abatement Contractor [A]
Appliance Supplier E

Ericklayer

Cabinet Installer

Cabinet Supplier

Caulker

Concrete Finisher

Concrete Form Supplier [*]

(Hold Cirl or Shift to select multiple items)

Contacts ~Not yet chosen--

Home Depot

(Hold Cirl or Shift to select multiple items)

Open in Excel
Cpen this page as a spreadshest




5. The list can be opened in Excel by clicking the Open in Excel button on the same page.
(If you receive an error message in Excel stating that the file you are trying to open is in

a different format than specified by the file extension, click Yes to continue.)

Al - I | Company 1
A B c D E
1 | Company 1
2 Schedule
3
4 Start End Project Contact Task
5 | 11/18/2009) 11/26/2009|Project 3| Painter Finish paint/stain
g | 11/192009) 12/3/2009|Project 3| Trim Carpenter Finish carpentry
7 | 11/23/2009] 11/25/2009|Project 3 |Elecirician Final electrical
g | 11/23/2009] 11/25/2009)Project 3|HVAC Contractor Finish heating
g | 11/24/2009] 11/27/2009)Froject 4 |Roofer Install roofing
10 | 11/24/2009] 11/27/2009)Project 5| Roofer Install roofing
11 [11/26/2009] 11/26/2009]|Project 3|Electrician Call for final electrical inspection
12 [11/26/2008] 11/27/2009|Project 3 |Fainter Final painting
13 | 11/26/2009] 11/27/2009) Project 4 |Roofer Install roof flashing
14 | 11/26/2009] 11/27/2009)Project & |Roofer Install roof flashing
15 | 11/27/2009) 11/27/2009)Project 3| Supervisor Final electrical inspection
16 | 11/27/2009]) 11/27/2009) Project 4 | Supervisor Confirm cabinet measure
Back to Top

View all Tasks One Project

1. Login (followed by clicking on a Company name, if you have more than one company
showing).

2. Clickonthepr oj ect nRropect30ekel dw) .

Company 1
Click to Open a Project (showing today's tasks)
Start End Contact | Task
Project 2
Project 3
11/19/2009|12/03/2009| Trim Carpenter Finish carpentry
12/01/2009|12/03/2009 | Floor Installer Install Flooring

3. Click on the Schedule button.

Project 3

Schedule
Step 1: Create a pmject schedule of events

























