Lesson 06

LESSON 06
Photo Folder

Objectives

This lesson will provide the user with an overview of how progress photos
are handled. At the completion of this lesson the participant will be able to:

e Create a folder

e Upload a single photo
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Lesson 06

Create a Folder

e From the Favorites select

3 INANFAC Inkernal Training Project 1

If you see the login window, enter your user ID and password provided
for this training session.

S
nnnnnnnnn

Eorget your user 10 o passwerd? | Register as3newwuser | Eockmarkihispage | Hosting provider information

e The project main page will appear.

Add Files | D Create a new folder Add Other ...
Type Info Name Size Functions
EI 4 01, Correspondence 15 Items
Ca 9 02 Daily Reports 17 Itemns
Ca %  03. Subrnittals 5 Iterns
EI 4 04, Reguests For Information 3 Itemns
Ca i 05, Invoices/Pavrolls/Labor Intervisws 17 Iterns
EI 4 06, Schedules 3 Itemns
Ca i 07, Safety/Environmental 4 Iterns

e As ademonstration on how to add a file and create a new folder,
select for example the folder 08. Photos by clicking on the underlined
icon [1].

Do not click on the folder icon™ i
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Lesson 06

Create a Folder (Contd...)

e The Photo window will appear.

=)
nnnnnnn A Dﬁ . [ = .

" Personal Yiewt | (H Projects ‘ @, search | .
PrimeContract 3 @
[E logout Welcome, Kugan Superintendent July 4, 2004

N 5

INAVFAC Internal 3 08. Photos B configure

Training Project 1
Search Enterprise Wiew > IMAVFAC Internal Training Project 1 = 08, Photos
Advanced...
Type Info Name Size Functions
f MAVEAC Internsl Training Lnge —— —
Broject 1 [ 8.1 Photo UploadFalder 4 Items

Eeports Ca £.3 Presantation Photos 1 Item

) ca 3 2.4 Progress Photos (Time Lapsel 2 Items
BR Project Summary

e Folder #8.2 is not available for contractors and A-Es. This folder is
used to place a picture for ROICC reports.

e Click on folder 8.1 Photo Upload Folder. [1]

e This folder should be used when uploading any photos. Then the
ROICC can transfer photos to other folders.
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Create a Folder (Contd...)

e The “Photo Upload Folder” window will appear.

Lesson 06

INAVFAG Internal _] 8.1 Photo Upload Folder BR comgure
Training Project 1
[ﬁ Search Enterprise Wiew = INAVFAC Internal Training Project 1 > 08, Photos = 8.1 Photo Upload Folder
1
Advanced... 3 -
add Files | [ create a new folder Add Other .. -

Brojectd Type Info Name §ize Functions
B Reports & cathy 060904 52 KB Download

o From this location within the Photo Upload folder, files can be added

and new folders can be created.

e To create a new folder, select the Create a new folder icon. [1]

Cl Create a new folder

Contractor Guide



Lesson 06

Create a Folder (Contd...)

e The following window will appear.

X

Pﬁ“‘ﬁ:i‘emntmctn 5 NAVEAC Enterprise | “§{ Personal View | [ |
E logout Welcome, SWD USER 100

Enterprise Wiew = INAWFAC Internal Training Praject 1 = 08, Photos > 8.1 Photo Upload Folder >

Name: m[FisherDUulyZDDdl

Deschiption: | Training Demo 01 July 2004

(2}

Categories:

Create In: 8.1 Photo Upload Folder | Browse FrimeContract.. |

e Name: Use this to name your new folder. [1]

e Description: User can choose to write a brief description of the
folder. [2]

e Categories: Ignore this box.

e Create In: Ignore this box.

e Action: When finished, click [3].

o After selecting the Add Item icon, you will be sent back to the list of
files and folders in the Photo Upload folder with the newly created
folder listed.
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Lesson 06

Create a Folder (Contd...)

e The “Photo Upload Folder” window will appear.

| 8.1 Photo Upload Folder B configure
Enterprise Wiew > IMAVFAC Internal Training Project 1 > 08, Photos > 8.1 Photo Upload Falder

Add Files | D Create a new folder Add Other ... b
Type Info Name A 1 Size Functions

9 cathy osos;/ 53 KE Downlosd

[ D Fisher 0134 2004 @ 0 Iterns

e To add a file, select the folder that you created by clicking on the

[1]
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Lesson 06

Add a File

e The following window will appear.

__| Fisher 01July 2004

Sl

Enterprize Wiew = INAVFAC Internal Training Project 1 = 02, Photos = 8.1 Photo Upload Falder = FisherO

1
Add Filaz | Cl Create a new folder
ol W e e N W ___,‘JJ" P

™LA

e Click on Add_Files link. [1]

e The following window will appear.

Microsoll Internel Explorer

Add Files

@ [ Add Single Document € B Add Singls Drawing O [J Add Mutiple Fias.
hame:
Descriptioe

Fil
Catagories:
Comate In: | Fisher 01 Juby 2004

Agtion; |_Add hem || Reset

e This process is similar to creating a new folder.

e Select @ [ Add Single Document [1]

e Click to locate the file desired to be uploaded. [Your
instructor will provide this information] [2].
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Add a File (Contd...)

e The “Choose file” window will appear.

Choose file

LY 20014502, dwg
\A.ﬁ = 2001452 pdf
MyRecert L Microsoft for Partner s s| e
Documents | iy Y
@ .ﬂ Project_Photo_CCC.jpg
Resfcanstruction.mpp
Desklop | =Bpec_construction.pdf
L Sample Email 001 .msg
| sarple_T_File_Comp PR
Ellsample_ST_File_zip. zip
7’_— Sarnple_ST_Pdf_File.pdf
[ WEBCM DEMO. doc

br December 1 2003.msg

by Documents

Look in: [ (5 SwDUSER100 =l [l

My Computer
3
My Network — File name: ‘F‘HDJECT_PHDTD_BE iPg j
Places
Files of type: [ Fies (+7) =l

PIx

Cancel

Lesson 06

e Highlight a file [1] and then when this file has been selected, click on

Open. [2]

e The user will be directed back to the file upload window.

Add Files

® [ Add Single Document O & Add Single Drawing O [ Add Multiple Files

Marne:

Description:

File: CASWDUSERI100\PROJECT_PHOTO_BB]

Categories:

Create In: Fisher 01.July 2004 [ Browse PrimeContract...

A
0

e Click [1]
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Add a File (Contd...)

e The user will be directed back to the main Folder.

__| Fisher 01July 2004

Lesson 06

Enterprise Wiew > IMAWFAC Internal Training Project 1 = 08, Photos > 2,1 Photo Upload Falder = Fisher 01July 2004

Add Filz=s | C‘ Create 3 new folder

1

Type Info MName /
x

Add Other

Size Functions

L PROJECT PHOTO BB 9

e The picture will now be added to the folder.

53 KB Download

e To view the file, click on the link [1] or click on Download [2].

e This process is the same for any document (i.e. PDF, Word

Document, Excel, Drawings).

e For Adding Multiple Files, see Appendix A.
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