= Digiisl© Vault

— by-Letterman’s 1.800.766.9620—

Making our customers
more productive is what we do.

LETTERMAN'S

How to View \ Order \ Download Documents from Letterman’s Digital Vault

Once you have completed the registration and login you are now ready to view, order, or
download documents.

Upon login, the first screen that opens is the main project search page. Here you can
browse all of the projects to which you have been given access. In the Public Plan Room
all users have access to every project; in the Private Plan Room you will see all private
projects that you have been invited to see.
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W Shopping Cart| § MyAccount F Help

Project Search
Project Name Displaying 1-3 00 3 Thumbnail View
TT— & David Boyd Hall (LSU) - Window Replacement
JLsU
Baton Rouge, LA
s * “Prime Bidders must place a 575.00 deposil with Letterman's Blue Print for a full
= 5el of documents™
/A State Project #01-107-068-11-ITEM #14

Bid Date: 1200172009 @ 11:00 AM
Pre-Bid: 11/11/2009 @ 10:00 AM
BUSMESS EDUCATION COMPLEX ! LSU Business Education Complex
L Dk K18 1T SwASESTY UI w . I t I

E Louisiana State University
Baton Rouge, LA

State Project #19-601-06-18

Bid Date: 121152009 @ 2:00 PM

Pre-bid conferance: 12012008 @ 2:.00 M
AFC: S48 Million

@ Old Design Bullding (LSU) - Window Replacement
_ _

Please note that throughout the site you can switch between a thumbnail view and a list
view of documents. To change views just select your preference from the dropdown list in
the upper right corner beneath the logoff button.
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VIEWING DOCUMENTS
From the project search page, just click on the project you want to view. The screen below
shows a basic Project View page:
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(W Snoppng Cart| B Wby doceunt| F Heip
LSU Business Education Complex T
Seloct All
2 Adlvertisement for Bids ]  LSU Business Education Complex
' Plan Holders List - Updated Daily|  Available Options Asdvertisement for Dids
¢ Rid Set Wi dusumunt datahy Wigi document
H L5U Business Education Comglax Advertisamant for
Bids

Full Biw  Halt Buw
Prried Primind

The folder structure in the black column at the left of the screen shows the documents
available to view.

Click on the folders to view the contents of that folder. In the example above the
advertisement for bids is selected (green folder) and its contents appear in the main preview
pane.

To view the actual file just click on the thumbnail or click “view document.” The PDF will
open in a new window.

Note: You may see a folder listed called “Current Set.” If you see this folder it contains
the most updated version of every document issued on the project, including all addenda,
revision, etc. This is an optional service we provide and is made available at the discretion
of the Owner\Architect\Contractor providing the documents.
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HOW TO ORDER PRINTED DOCUMENTS OR DOWNLOAD ELECTRONIC FILES
There are two ways to distribute documents through Letterman’s Digital Vault:

1. Downloading electronic files
2. Ordering a printed set of plans

The procedure for both is very similar.

Once you have entered the project and viewed the documents you would like to receive,
your ordering options are listed under the “available options” column. These may include
“Electronic Download”, “Full-Size Printed” and “Half-Size Printed.” If any of these options
have an “X” in the selection box then that option has been disabled at the discretion of the
Ownen\Architect\Contractor providing the documents.
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by Lelterman’s
W Bhoppng Cart| 1 My Accownt| T Haip
Early Chilhood Development Center
W P [ioc o]
[ Cantart | m Displaying 1-72 of 72 @.} Thumbnail View =
[ Selact All
B2 @& Fans g - ﬂ s
B [ Current Sot Available Options —= o
: | Yisw docwment dutaily Wigw documen
B Current Architectural Set !
| o :
B Current Site Plan Set H Foloar et
B Current Landscape Set S "
—
B Current Structral Set Bewstad  Prsisd  Prnies
B Current Mochanical Sot =
& Currem P NG S o e
T . " Ol AD.1-Bid Set-10/9/2009
B Current Fire Protection St [IEGUETLELALRS] LT [ Vigw dogment datals Visw docyument

B Current Electrcal St i AD 1 - Bid Sl - 10/8/2000
e 0.1 - B - 10/
B e Sel H

M1 Ol A0.2-Bid Set- 10/9/2009
Available Options i " ¢ dutash i

AD.2 - Bid Set - 10/:2009

Available Options * Tl A0.3-Bid Set-10/9/2009
Vigw docement details View gdocument

AD.3 - Bid 3t - 10072009

Figure 1
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1. Users may select individual sheets or a complete set of plans. Project Manuals are
usually multipage documents and can only be ordered\downloaded as a multipage file.
To order an electronic download, click the check mark next to the sheets you desire or
next to the sheet named “set” for a full set of plans (Figure 1). To order printed sheets,
just type in the number of full and half size sets you desire in the box next to the sheet.
Once you have ordered all that you need, click add fo cart.

2. The next screen you will see (Figure 2) is just an overview of what you are ordering.
It will show a list of all files being downloaded or ordered for printed plans. If this is
correct, click check out.

*note- although electronic files are downloaded for free, a $0.00 subtotal will show through-
out the process. If printed plans are ordered, the subtotal will show the price of the plans
before taxes and shipping.
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W Shepping Cart| 3 My Accouni | ‘P Halp
Shopping Cart D

Shopping Cart Contents @ Uptats | | (B Crack Out | ftem Qty: 1
Subtotal- $0.00

) ngtnes Toanamittal

i | Swhect All

Full Site  Subbotal

Figure 2

3. Figure 3 shows the shipping information screen. If you need to change any of the
shipping information, click on the link that is your name and change information
accordingly. If you are ordering sets of printed plans or sheets, taxes and shipping will
not be tallied until Letterman’s staff receives the order. Once Letterman’s staff receives
the order, you will be contacted regarding payment and delivery instructions. Click
continue.
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Check Out - Shipping Information oo orr |
(= tace Check Out - Page 1of 2 { Contizus mmp ) item Qty 1 Sublotal 5000
Price Adwsiments 5000
Tax  S0.00
ARECE T
CITEITE ST
Paymant Options
RAzcount lamdar Bdurg Addrens Type
CODANVOICE
You have selected o be invoiced for your order,

Order Recipients { Dalate )

Lhs bt Shipping Address Order Suppeng Mithod Smpping Cart oy

] L dnian Wang Plckup ot Caplamise Cad

Figure 3

4. Figure 4 shows the next page. There shouldn’t be any information required on this
page, just click purchase to move on.



= Digiisl© Vault

— by-Letterman’s 1.800.766.9620—

Making our customers

more productive is what we do.

LETTERMAN'S

Digital©Vault  Vekngowcusomes  1.800-766-9620

by Ledtarman's

W Bhopping Cart| 1 by hecont | P Help
Order Information Froc orr

Check Out - Page 2 of 2 [ @) | Purcrans | Ifam Oty 1 Subdolal: 5000
Adursirments 2000
Tar S000

Shipping Cost 50,00
Total Cost 50000

Additional Order Information
Order Name Referent e Number

Requested Date
Dale: (MAahyyy) Tirme: (i i)
10/9/2009 12:00 PM

Order Comments ! Special Instructions

Figure 4

5. The last page you will come to will be an overview and receipt for those who have
purchased printed sets or sheets. For those downloading sheets, at the bottom of the
page will be a link to download the electronic documents. Click on this link, then click
the download button on the next page and your documents will begin downloading
shortly to a zip file containing pdf files of the plans.
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Order Confirmation -
| LoG oFF
Thank you for your order (L] Printer-Friendty |

Your Order |s Complete!
Order Name: Shopping Cart Summary
Wendl, Jason (Early Chihood Development Cenler) Item Gty L
Order Number: Reterence Number: Adpstments. £0.00
100000252 Unassisnsd Tax £0.00

i Sublotal 0 00
Date Order Was Placed Raquested Due Date: Shipping Cost 5000
TOVE/2008 § 1354 AN /9/2009 120000 P Total Cost £0.00

Pickup Location:

Baton Rouge Billing Information
Jason Wendt
AT26 Government St
Balton Rouge, LA TOE06
Phomne: 225-825-2663

Commants: Paymenit Method: CODVnvolca
Cutpul Preferences

Binding Type: Staple Bound
1] "

a Color: White

Order ltems

Project Hama

- (Datech Elacionic Ciarty Chilhood Developmend Carmter

Electronic Files

Download Files
Click here 1o download your electronic doc uments

Figure 5

If you have any questions, please contact our staff at 1-800-766-9620.



