User Guide

Candetti Extranet

User Mode
VERSION: 1.0 REVISION DATE: 28/08/2008
Approver Name Title Signature Date

28/08/2008




Contents

SECHON L. OVEIVIEW ...utiiiiiiie e i e ieiiiiie et e e e s s ssttaees ceesssastteaeeeaeessassstaeeeaaeesaaassanneeeaeesaannnes 1
1.1 INroduCtion .....coooiiiiii 1
1.2 Assumed Knowledge and Hardware............cccooeccvvvivieeeeeeicciiieeee e 1
SEeCtioN 2. USEI MANUAL........cciiiiiiieiii e e cciiiies ceeisiiree e e e e e s s s st e e e e e e e s e s snnaeaeeeaeeeaananes 2
2.1, Create an ACCOUNT .........eueeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeaeaeeeseseessesseesssssnnnsnnnnnnnnnnes 3
2 W o o || o PRSP 5
2.3. View Available TENAEIS .......ccuviiiiieee e 6
2.4. Download Files from @ TN ..........uvviiiiiiiiiiiiiiieeriieiereiererererererererererererer... 8
2.5. Unregister INterest in @ TENUEN .....cceceiii i e e 10
2.6. Edit Account INfOrmMation..............evviiiiiiiiiiiiiiiiieieieieieverererereeerererererererareaa—. 12

28/08/2008



MXITS User Manual — User Mode
Candetti Constructions — Tenders Extranet 1.0| 28/08/2008

1.1 Introduction

Welcome to Candetti Extranet.

This document is designed to take you through all of the tasks required to use the Extranet
system quickly and easily.

1.2 Assumed Knowledge and Hardware

This document assumes that you are familiar with the use of Internet Browsing software and are
proficient with Windows based PCs.

To complete the following tests, you require the following

- AccesstoaPC
- An Internet Connection
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2.1. Create an Account

Creating a new account to log into Extranet with is a very simple process.

First you need to open your chosen Web Browser and navigate to
http://extranet.candetti.com.au.

You will see the Extranet Login page as shown.

/= Candetti Tenders Extranet - Login - Microsoft Internet Explorer. provided by MXITS

—

L2 |‘ http:/fextranet. candetti.com, aufindex. php b | || X | | 2
File Edit ‘iew Favorites Tools  Help
'ﬂ? afie I—' Candetti Tenders Extranet - Login ]_l ﬁ - B Eé-; = r_:_}’Eage - fj Tanls - »
L]
candetti Tenders Extranet
constructions
You are not logged in.
¢ Login
Email address: | |
Password: | |
Dont have an account vet?
Click here to create a new account.
© Wits 2008
Dane & In%t # 00 v
To create your new account, click the ‘Click here to \A
P T q
create a new account’ link. Dont have an account yet’

Click: here to create a new account.
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You will then be shown an account application form that you must fill out in full and submit
for processing.

sCreate Account

Note: all items marked with an asterisk (*) are required.

Account details

* Email address:
* Password:

* Re-tyvpe Password:

Personal details

* First name:
* Last name:

* Phone munber:

Company details

* Business Name:

= ABN:

* Trade: [Select] v
Address:
State: [Selact] »
Postcode:

Create account

After you have entered all of your details into the form, please click the ‘Create Account’
button. This will complete the account creation process by sending a confirmation email to
the address you have supplied.

This confirmation email will contain your new accounts details, including a link that you must
click to ACTIVATE your account.

This step is vital. Without activating your account you will not have access to the Extranet
system.

So now that you have created your new account, it's probably a good time to check your
Inbox for the confirmation email.
If you have received it, please follow the link contained within to ACTIVATE you account.
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2.2. Login

Logging in to the Extranet is a very simple procedure.

First you need to open your chosen Web Browser and navigate to
http://extranet.candetti.com.au.

(= Candetti Tenders Extranet - Login - Microsoft Internet Explorer provided by MXITS |Z E|[z|
@\; - |—' http:ffextranet, candetti.com. aufindex . php V| 4| X | | -
.!iile .Edit Wig ng_nrites Tools  Help
i:f ohy [— Candetti Tenders Extranet - Login l_l ﬁ‘ L | Eé.; = gEage - QI' Tanls - »
*
candetti Tenders Extranet

constructions
You are not logged in.

2 Login
Email address:| |
Password: | |
Dont have an account vet?
Click here to create a new account.
© Wits 2008
Dane @ Internst H100% v

To login, enter the ‘Email Address’ you have used to create an account into the space

provided.
Then enter your password.

Then click ‘Login’

That's it. You should now see the Extranet Home Page.
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2.3. View Available Tenders

First you need to open your chosen Web Browser and navigate to
http://extranet.candetti.com.au.

Then you must be logged in. If you are unsure of how to ‘Login’ please refer to section 2.2 in
this manual.

Once you are logged in, you should see the Extranet Home Page

You can click on ‘Home’ to return to this page at any time. fleume

{Z Candetti Tenders Extranet - Home - Microsoft Internet Explorer, provided by MXITS |ZHE|E|
@-": - |— http:ffextranet . candetti,com, au/index. php v| )% | | i
File Edit ‘“iew Favorites Tools Help
i’:? '1'% [— Candetti Tenders Extranet - Home l_l @ & G Qﬁ - I-_;‘“*’Eage - ’_‘; Tools - i
.
candetti Tenders Extranet

constructions

|mH0me| |@Tenders| & Account User: Bob Smith @ Logout

"Home
Hello Bob Smith, welcome to the Candetti Tenders Extranet.

Current login: August 28 2008 12:11:01
Previous login: August 28 2008 12:05:52

Registered projects
This list shows the projects vou have downloaded files from. You will automatically be sent update informatio:
changed.

n these projects when documents are

Project name Last modified Quote by Tender chage Unregister
This list is currently empty...
© Wits 2008
Joene € Internet FA00% v
To view all of the currently available ‘Tenders’, simply click on the ‘Tenders @ Tenders

link at the top of the web page.

This will then redirect you to the Extranet Tenders page.
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“/Current Tenders

Project name Last modified Quote by Tender close
@/Lourdes Retirement Viliage - New Augnst 27 2008 15:31:26 September 22 2008 15:00:00 September 26 2008 15:00:00

You should now be presented with a list of available ‘Tenders’

Please notice that any ‘Tender’ that has been appended by a ‘- NEW’, has been added or
changed since your last login.

To select a ‘Tender’ to view, simply click on the

. : @Lourdes Retirement Villiage - New
Tender’ name.

This will show you a list of ‘Files’ and ‘Folders’ that pertain to the selected ‘Tender’

You can click ‘Back’ to navigate to the previous level at any time. =Back &

-;[Project: Lourdes Retirement Villiage

2254\
[IFile/folder name Last modified Size
& Almimum Doors & Windows Angnst 28 2008 11:38:51 0 Bytes
O SICeramic Tiling Angnst 28 2008 11:38:51 0 Bytes
D':JD& August 28 2008 11:38:51 0 Bytes
O &Fencing August 28 2008 11:38:51 0 Bytes
||:|':-:Il1Plasterina & Renderl August 28 2008 11:38:51 0 Bytes
Augnst 28 2008 11:38:51 0 Bytes
Angust 28 2008 12:10:42 41KB
August 28 2008 12:10:52 30KB
August 28 2008 12:10:47 43KB

’ Download SE|EC}€C| ]

Drj'Plactering & Render To navigate into a folder, simply click in the name of the folder whose
= contents you wish to view.
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2.4, Download Files from a Tender

First you need to open your chosen Web Browser and navigate to
http://extranet.candetti.com.au.

Then you must be logged in. If you are unsure of how to ‘Login’ please refer to section 2.2
in this manual.

Once logged in, you must view the contents of a ‘Tender’, if you are unsure of how to do
this, please refer to section 2.3 in this manual.

Once you have a ‘Tender’ selected, you should be looking at a page similar to the one
shown below.

Youi can select a file for download in one of two ways.

You may select a single file for download simply by clicking on the
filename. This will present you with a ‘Download File’ dialog box.

]/ ®site photo2 jpz - New
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Once you see this window, click the ‘Save’ button to save the file you have selected to
download to a location on your computer.

OR

You can select multiple files and directories to download.
To do this, you must place a ‘Tick’ in the box next to files and folders that you want to
download.

Once you have selected all the files and folders that you wish to
download, simply click the ‘Download Selected’ button.

You will then see a ‘Download File’ dialog box as described above. Simply click the ‘Save’
button to download the file to a location on your computer.

Once you have downloaded a file from a ‘Tender’, your interest in the ‘Tender’ will be
registered with the main server, and you will be notified by email if there are any new files
for you to download.
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2.5.

Unregister Interest in a Tender

First you need to open your chosen Web Browser and navigate to
http://extranet.candetti.com.au.

Then you must be logged in. If you are unsure of how to ‘Login’ please refer to section 2.2
in this manual.

Once you have logged in, you will see the Extranet homepage as shown below.

Any ‘Tenders’ that you have downloaded files from will appear in the ‘Registered Projects’
list.
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To un-register your interest in a project, simply click the ‘Unregister’ icon.

NOTE: Once you have un-registered your interest in a project, you will no longer receive
emails informing you of any file updates.
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2.6.

Edit Account Information

First you need to open your chosen Web Browser and navigate to
http://extranet.candetti.com.au.

Then you must be logged in. If you are unsure of how to ‘Login’ please refer to section 2.2
in this manual.

Once you have logged in, you will see the Extranet homepage as shown below.

To change your account information, click the ‘Account’ link at the top of the

page.

You will then see the ‘Accounts’ page as shown on the next page.
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From here, you may edit any of your information.
Once you have completed any changes that are required, simply press the
‘Update’ button and all of your changes will be saved.
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From here, you may also change your password.

To accomplish this, please enter your CURRENT password in the ‘Current Password’ field,
and then enter your NEW password into the ‘New Password’ and ‘Re-Type New Password’
fields.

Once you are satisfied with your new password, click the ‘Change’ button.

Page 14



