DFS TUTORIAL

Our DFS (Document Fulfillment System) uses the latest design technology in order to
ensure that you, our customer, may navigate easily through your project(s).
The DFS layout should be familiar to most users. It's general format shares many
characteristics of MS-Explorer and on-line shopping.
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When starting a DFS session, the obvious first step would be to locate your project.
Please keep in mind, for simplicity, this demo only has one project loaded ; our on-line
planrooms (Public, Private, and Custom) may have hundreds of projects at any given

time. Use the scroll bar (right edge) and peruse until you find your project. To expedite
locating your desired project, unique project criteria may be entered
in the attribute fields (left edge) such as the Project Name or Architect. Then, by clicking
the SEARCH button, all projects meeting the specified criteria will be displayed.
Once your project has been located, click where indicated to view project details.
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Navigation: Project Entry Point

Once you have entered a project your screen will look similar to the image below. You navigation
is acheived by clicking on the varius folder or object links on the left under “plans” By clicking on the
“+"sign next to the folder will expand the tree and list folders below. By clicking on the grey current
folder directetly, you will see all documents in the current set but will not expand the tree. Current Set
is where you want to place orders from. Originall or Initial Set folder are the initial documents we
received for the project and may contain outdated. The Original or Inital set folder for historical viewing.
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Click here to view, print or saveghis guide.

The first document you will see upon
entering a project will be this manual.

Project Details

Project file folders and any additional project attributes are now displayed. The next
step is to "drill in" to your target files. Place the cursor over the "+" sign located to the
left of the desired folder and click once. In this case, we'll select the "Plans" folder.
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Viewing

DFS converts stored drawings into the Adobe PDF format for viewing purposes. If you
do not have a current version of Adobe Reader installed on your system, visit the Adobe
website for a free download.

After clicking on the desired drawing, the viewing window will pop-up. You may now pan,
zoom, etc. as necessary to confirm any additional details before ordering. To end
viewing session, simply close the viewing window.
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Note : The PDF viewing format created by DFS is usually not the same resolution
as the originally stored file. The original file is referenced for all orders hardcopy
to ensure optimum resolution and quality



Ordering
Drawings may be ordered in a hardcopy,
When desired drawings are selected, click the "Add To Cart" button.

To Select Individual Sheets, click the
check box next to that sheet, like here.

To Select an Entire Set, click the check
box at the top of the page and notice
all will be checked now.

Addto Cart
When selection
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click here.
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Shopping Cart

Your shopping cart is now displayed with all ordered drawings. You have the option to
add or remove drawings, change quantities, continue shopping, or checkout.
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Check Out

All on-file billing information is displayed. This information is determined by your input

during a previous registration process or by your manual input on this display.
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Check Out / Purchase

This is the final step in the order process. The "Requested Due Date" is provided so you
can change your preference or you can leave the default information. The "Comment"
area at the bottom is for any additional information that you feel is necessary. As an
example, you may want mylar copies instead of bond (default).

Once everything is to your satisfaction, click the "Purchase" button.

Please note that up to this point, you still have the option to go back and change or
cancel this order by simply clicking the "Continue Shopping" button.
No order, tracking, or billing occurs until purchased.
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Order Confirmation
Your Order Receipt is displayed, suitable for printing. You may now continue to shop or
just relax during the time you saved by using DFS.
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Your Order is Complete!

Order Name: Order Number: Order Receipt
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Account Number: Date Order Was Placed
Sample Account 10/20/2004 1:04:57 PM

10/21/2004 12:00:00 PM

Thank You for your order. This confirmation page is the receipt for
your order. Please print this page for your records.

That's it !! You have just completed your first order in DFS. The appropriate BPXpress
branch is notified within minutes and your order is processed.

NOTE : If you place an order in error on a real project, please notify your local
BPXpress branch ASAP to prevent unnecessary processing of the order.



