» Welcome email from BWBR Architect’s Newforma Info Exchange Server

From: nfsa@bwbr.com
Subject: BWBR Architects Info Exchange Account Notification

Greetings Project Team:

BWBR Architects is using a project information application called Newforma® Project Center. One of its components is Newforma Info Exchange, a web
application that facilitates sending and sharing transmittals, and file sharing.

As an external team member, you will be able to access the BWBR Architects/Newforma Info Exchange web site for information related to the project,
including file transfers, RFI, Submittals, Action Items, and Project Calendar information. You have access to this web site using any Internet-capable
computer running Internet Explorer or Firefox. All data transmitted through the BWBR Architects/Newforma Info Exchange web site is encrypted and
logged.

Please login to the Info Exchange web site by selecting the login link and using the username and temporary password shown below. After logging in this
first time, you will be prompted to change your password to one of your choosing.

Click here to login

ACCOUNT INFORMATION

Username: bwbrarch@gmail.com
Password: 112e80

Hint - after logging in and changing your password above, bookmark or add the BWBR Architects Info Exchange site to your browser's Favorites to make
it easy to access.

(If you delete or lose your Account Notification email, ask the Project Manager at BWBR Architects to resend it)

In the future, you will receive notification emails to alert you when project documents become available and for the submittal or RFI process. Your
username and password can also be used to upload files at the BWBR Architects/Info Exchange web site.

Using Info Exchange
You can access the BWBR Architects/Info Exchange web site by:

1. Opening a notification email. Select the "Click here to access Info Exchange" link and login. There may also be a "Click here to download" link. This
link will automatically download the available documents (no username/password required), OR
2. Go to the web site by clicking on your BWBR Architects/Newforma Info Exchange bookmark in your browser and login.

Once you log into the site, you will see an Open Items page. This home page lists any workflow items that require your attention, such as downloading
files or responding to an RFI. Select the My Projects link, and then select a project. The options to view and create RFls, submittals and File transfers in
addition to viewing action items, accessing Info Exchange Folders, Project Team, and Project Calendar are available in the menu. Use the Video Tutorials,
Common Questions and Online Help available for assistance.

Important Notes Regarding Transmittals

Data sent via transmittals through BWBR Architects/Newforma Info Exchange may have an expiration date. This eliminates the possibility of old data
being accidentally downloaded. In addition, some download links will be encrypted with automatic download actions. You may receive a popup blocking
automatic downloads; most security settings will allow you to temporarily override them and you can immediately save the data to your local hard drive or
server. The file you download will always be a single .ZIP compressed file, regardless of the number of project files being transferred within.

Thank you for your attention to this introductory email. If you have further questions, please contact the BWBR Architects Project Manager for assistance.
You can also access the Newformant, an online community for Newforma users through www.newformant.com. A special Discussion section has been set
up for Info Exchange users (select Discussion then select the Newforma Info Exchange discussion forum).
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» You will be required to change your password the first time you enter the Info Exchange.
Please choose something you will remember.

CHANGE PASSWORD

0ld Password: eessssess

New Password: eessess

Confirm: ------|

| Change I Cancel

» Read and accept the “Conditions of Use” statements.

» Use the “Remember Me” check box so you don’t have to retype your username and
password each time you enter the site

» If you forget your password, enter your email address and click the “-
Reminder” link to have the Info Exchange send you your password.

HEWFORMA INFO EXCHANGE LOGIN

Mewforma Info Exchange provides access to project information including files, RFls,
Submittals and Action Items. Login with yvour email address and password to get
started.

Email Address:  bwbrarch@gmail.com

Password: (IITITTTY ]

Remember Me

Help @
Wideo TutnrialsE
Newformant Community Site }.i" Password Reminder LOGIN
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» Once logged in, your Info Exchange Home page will come up.
» Bookmark this page for future use.

BWBR LOGOUT
e s CHANGE PASSWORD

Welcome: bwbrarch@gmail.com

Home Newformant Community Site ?’ Video Tutorials E Help @
INFO EXCHANGE - Home

Home

My Projects Welcome to Newforma Info Exchange. You can send a file transfer, RFI, or Submittal using the controls below. Use the Open Items
list to complete items that have been assigned to you. To view project related information, select My Projects to the left then select

»| thepreject

Quick Transfer
What would vou like to send? Files -

Select the project: IT-BWBR = GOI

My Open ltems

Open ltems | Pending ltems |

View Open: All - These items are waiting for you to take action.

— —‘ There are no open items.
gNveormO@ Total Items: O

INFO EXCHANGE

» To transfer a file, choose the project from the “_” pull-down.

» To download files, or for all other project related tasks, click on the “My Projects” link in
the left pane.

> Help can be found by selecting “ [HOMIMOMMONEINONE " in the left pane, or by clicking on
B8R in the upper right-hand corner.
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» Once you have opened a project, you will see this screen
» The left pane lists all the tasks that are available. To get back to the list of projects click

on “MFPEGIECES” in the left pane or the Bicad Crambs.

=

LOGOUT
CHANGE PASSWORD

Welcome: bwbrarch@gmail.com Current Project: LRSIV 8R4 m Search: _ m
Home @ Project Site

Project Site - [T - BWEBR

=

Y
BWER
o 7

Newformant Community Site 'j\i‘ Video Tutorials E Help @

Home
My Projects

Project Information

Project Site

Open Items | Pending Items ]

Project Site

View Open: All - These items are waiting for you to take action.
File Transfers -

Action Items There are no open items

Info Exchange Folders
Total Items: 0

Contract Administration -

Project Team
Project Description

Commeon Questions [

lf Ngwormo®

INFO EXCHANGE

» Your Project homepage will list all the projects that you have access to. Click the Project
name to send/receive files.

» Whenever new files are uploaded to the site, you will receive an email with embedded
links to download the files.

Project: IT - BWBR - File Transfer - Transmittal Test from BWBR Architects, Inc. b

derickson@bwbr.com to me

IMPORTAMT: Click a link below to access files associated with this transmittal that came in through the BWBR
Architects Info Exchange web site. The attached file contains the transmittal details.

Click here to download associated files
Click here to login to the BWBR Architects Info Exchange site

Project Name: IT - BWBR
Project Number:
Project Manager: Dave Erickson
om: David Erickson (BWBR Architects, Inc.)

BWER Architects

Transmittal Test
“ehange

BWBR Architects Page 4



» Selecting File Transfers from the left pane will give you a list of files you can download.
Click on the link to download the file.

BWBR LOGOUT
= g CHANGE PASSWORD

Welcome: bwbrarch@gmail.com Current Project: JLEEsII=/s8Rd m Search: _ m

Home » My Projects = Project Site > File Transfers Mewformant Community Site ?‘ Video Tutorials E Help @

Project Site - IT - BWBR

Home Transfers Send Transfer |

My Projects

Project Information

Project Site View: All My Transfers - Filter by Keyword: 2' Clear |
File Transfers [ Subject Sent Expiration Size Location
Action Items File Transfer Test - no transmittal 10/21/2009 2:28:59 PM 11-04-2009 1 KB Inbox

Info Exchange Folders Transmittal Test 10/21/2009 2:26:04 PM 11-04-2009 150 KB Inbox
Contract Administration g Total Items: 2

Project Team
Project Description

Common Questions L3

l/ Ngwform%

INFO EXCHANGE

» |E, may block the download, click on the top line to allow the file download.

|@Newforma]nfoExchange-Transfer | | M- v [] = v Pagev Safetyv Tools~ (@~ ”

& To help protect your security, Internet Explorer blocked this site from downloading files to your computer. Click here for options... x

| BW.BR
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» To send afile(s), you will need to fill out the following form and choose the files.
When sending multiple files you may want to add them to a zip file first and attach
the single file.

LOGOUT
CHANGE PASSWORD

—

Video Tutorials E

Welcome: bwbrarch@gmail.com Current Project: [JIEESIUSISERY m

Home > My Projects = Project Site = File Transfers > Send a File Transfer Newformant Community Site ?‘

Help @

Project Site - IT - BWBR

Home

Send a File Transfer

@ Test file transfer
—
@ David Erickson -

My Projects

Project Information

Project Site

File Transfers [
Action Items
Info Exchange Folders

Contract Administration L4

Project Team
Project Description

Commeon Questions "

CC...
This is a test file transfer -

If a recipient has not downloaded the Transmittal, Send notification to both me & recipient ~ on E}

7 W
mveOrmCl@ Contents:  Cisjlent batch.txt

INF O EX C HAN G E To transfer multiple files, zip the files together then browse to the zip file. Click here to use drag an

Maximum file transfer size is 2,048 MB.

Files in this transfer will expire on 11/4/2009 and will no longer be available for the recipients to download.

rop tor multiple file transfers.
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» When the transfer is complete, you will get confirmation. Here you see the list of
files that were transferred. Notice that the view is set to -

BWBR LOGOUT
4 CHANGE PASSWORD

Welcome: bwbrarch@gmail.com Current Project: JLIEEIS >R E Search: _ E

Home = My Projects > Project Site > File Transfers

Newformant Community Site ?‘ Video Tutorials ﬁ Help @

Project Site - IT - BWBR

Home

Transfers Send Transfer

< View: Qutbox - > Filter by Keyword: Gol Clearl

My Projects
Project Information

Project Site

File Transfers [ Subject Recipients Sent Expiration Size
Action Items Test file transfer David Erickson 10/21/2009 4:03:00 PM 11-04-2009 1KB

Info Exchange Folders Total Items: 1

Contract Administration -

Project Team
Project Description

Common Questions L

g\l?WfOW%

INFO EXCHANGE
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