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Logging into the System

Overview This section describes how to login to ProjectDox and how to setup a username and
password.

ReCIEIVI ng When you have been invited to a project, you will receive an email containing your

PrO_J eC_t login information and information about the project, including a link to the project.

Invitations

1. Click the “Login to ProjectDox” link in your invitation email.

2. Ifyou are a new user, your email will include a temporary password. Please
make a note of it.

3. Continue to follow the steps in the next section, “Logging into the system.”

Invitation

Hello Test, Applicant:

You have been added to the ProjectDox database and as a new member to the project listed below.

Login: dox.applicant@gmail.com

Temporary Password: | SFB6TAD

Project: Development Project (DSHAVER)

Group: Applicant

Invited by: Shaver, Debbie

Project Owner: Shaver, Debbie

Owner's Email: debbie.shaver@cincinnati-oh.gov
Login to ProjectDox

Contact the Project Owner or & Project Administrator if you have guestions regarding this project. Flease do not regly to this email.

Continued on next page



Logging into the System, Continued

Logging into At the login screen, enter your email address and your password (or the temporary
the System password from your email if this is your first time logging in to the system), then

click the “Login” button.
. avolver
software

Welcome to cur weksite. If you continue to browse and [~
use this website you are agreeing to comply with end be

bound by the fallowing terms and conditions of use,
[which tegather with cur privacy policy govern.. =

cityof
CINCINNATI 4
E-mail: sean.winfield@cincinnati-oh.gov

: = AN ¢
Hamilton County f‘; Ohio Password: [esssasss]
| Login

z 2012 Avolve Schtwars.
PrOJect FrojectDax (Version 8 2) is a trademark of Avolve Software. Al rights reserved av, ,OI e

If this is the first time you have accessed the ProjectDox site, the user Profile
login Information screen displays. Enter all required fields included your new password,
security question, and security answer as well as any other required fields with

colored highlighting.

First-time

After entering all required information, click the “Save” button in the middle of the
screen.

Profile Information

Contact

User Project Group
Information

Ietadata WMembership | Membership

* Required field
FirstMame: * | Test LastMame: * Applicant
Email: * | dox.applicant@gmail.com HTMLformato
Title
Company:
Address 1
Address 2
City:
State/Province ~ Postal Code:
Phone Fax
WMobile Pager:
Stamps (i}

Language:* |en -




Using the System — Viewing Project Folder and Files

Overview This section describes how you can access, view, download and upload documents
related to a ProjectDox project file.

Viewing After a successful login, you will see the projects page which lists all of the projects to

Project which you have access.

Folders To access the files for a project, simply click the link of the project name. (ex.
ZH00000001 in the following picture). If you do not see your project, you may
search for it by entering the related case number in the “Press Enter To Search” box.

cmch}i?’lC Hamilton County @ Ohio ame*l

ZH00

ZH Training 0003

TestiAvolve

W |t

3 recently entered project(s) out of 7 for Sean Winfield (sean.winfield@cincinnati-oh.gov)

Options

[igap=lrs]
(i a=ir}
[ =l

press tr s
Owner Status

software.

<5 Back || Forwara = | [ Projects | [ rofie | [[2)] [#4 | [@ ] Logout] | [Admin |

[ create project | | | View Archived Projects |

Debbie S [None]

Debbie Si [None]

Administrator Temp [None]

Page 10f1 (3 items)

Continued on next page



Using the System — Viewing Project Folder and Files, continued

Viewing After clicking a project link, you will see all the folders in the project you selected.
Project Files If there are files within a folder, you will see the number of files and new files within
a folder just to the right of the folder name (e.g. 2 Files — 2 New). In order to view
the files in the project folder, click on the folder hyperlink.

ZH00000001

Main Contact:

Expand cument | Collapse | u 3

= ZHO0000001
-l Application and Supporting Statement {1 Files- 1 New)

- Site Plans, Drawings and Renderings {1 Files - 1 Mew)

-l Staff Generated Documents {2 Files - 2 New)

-l Public Correspondence (2 Files - 2 New)

-~ Decisions {1 Files- 1 New)
-l Hearing Files
-l Approved Site Plans, Drawings and Renderings

You can then view thumbnails of all files located in the folder.

ZH00000001

Main Contact:
Folder: ZHO0000001\Public Correspondence {2 Files - 2 New)394

| View Folders | | Upload Files | O@/m @M
Cument Sort: - Select- A
O =+
HE [ oREDEDaX L%
= DZHED13EIUEU-HiII5iI:IE Trust Email. pdf

9/28/2013 5:08:15 PM, 18 KB
Debbie Shaver

H S e dX

= [[] ZH20130080-MACA Email pdf
9/28/2013 5:08:15 PM, 31 KB
T Debhbie Shaver

='-_‘— B S5 e d X

Continued on next page



Using the System — Viewing Project Folder and Files, continued

Viewing
Project Files
- cont’d

In order to view a thumbnail file in a larger view, either click on the thumbnail or
click on the hyperlink of the filename. After clicking the file, a larger view will open

up in either the right pane or a separate window.

-
(& 394 baum street map.jpg - Internet Explorer, optimized for Bing and MSN

=3

-

Ev

1

It is recommended that you change the following setting to allow files to open in a

separate window:
ZH00000001

Main Contact:
Folder: ZHO0000001\Public Correspondence

[ view Folders | [ upload Files |

Cument Sort: - Select-

EE O SBRrDaX s

ZH20130080-Hillside Trust Email pdf

]
e 9/28/2013 5:08:15 PM, 19 KB
Debbie Shaver
S5 ad X
S| ZH20130080-MACA Email.pdf
K - ©/28/2012 5:08:15 PM, 21 KB
el Debbie Shaver
= — B 5 o da X

il 394 B

This option
opens allows
files to open in
a separate
window.




Using the System — Uploading Files

Uploading

Fil
es Then click the “Open” button.

To upload a file to the system, click the “Upload Files” button. After hitting the
button, the browse files window will appear. Navigate to and click the file to select it.

% Recent Places

-4 Libraries
% Documents

& Music

DOPEN o e W S— . - ]
@ @[5 » Search Results in Downloads » [ 4] e
N -— -
Organize v ~ 0 @
¢ Favorites Nacrie
I Desktop X Winfield - Additional Forms.pdf
# Downloads 5 Version Comparison7 5778 0.pdf

. Implementing ProjectDox 8-1.pdf
X be_ets_cagis_390.pdf

X Accela Automation 7.2.0 Installatio... 06
P Accela Automation 7.2.0 On-premi...

Search againin

&= Pictures

4 Libraries ;M Computer [ Custom...

Subversion

B videos

™ Computer
&, Local Disk (C:)
#3 CD Drive (D)
53 download (\\cag
S5 Outlook_Archive
G swinfield (\\cagic
G gis share (\\cagis
S permits (\\cagisr _

File name: Implementing ProjectDox8-1.pdf

After selecting the file, it will appear in the upload window. Click the “Upload”

button to upload the file to the system.

<iyor
CINCINNATI ¢ ’

Upload files:

Hamilton County {{5)} Ohio

Selected Files:

Upload URL

| Implementing ProjectDox §-1.pdf 491.32 KB X ‘
Total 0% 491.32 KB
Upload N Add-more-files.
Upload URL:
URL Display Name:
URL:

Continued on next page



Using the System — Uploading Files, Continued

Uploading Once a file is successfully uploaded, you will see a confirmation screen. Click the
files — cont’d  “Close” button to continue.
C\NCINNATIC familton Count @ Ohio .

Your files have been uploaded.

1. Implementing ProjectDox 8-1.paf

After the system has processed the upload, your new file will appear in the thumbnail
view.




Using the System — Downloading Files

Downloading

o
a Single File  To download a file from the system, click on the download button = located in to
the right of the thumbnail of the file you wish to download.

ZH20130114

Main Contact: Rodney D. Ringer, Senior City Planner
Folder: ZH20130114\5Site Plans, Drawings and Renderings (1

Files - 0 New) 1217
View Folders | | Upload Files © M @ [0
Current Sort- - oelect - -
Q ¥ -
HE O oBRDxDDhaX & &
= [ ZH20130114 - Site maps & Elevations drawings. pdf

% Q.%@mx

Download ZH20130114 - Site maps & Elevations
drawings.pdf

10/15/2013 3:56:02 PM, 3.2 MB
g T T Click this icon to
4= download a file.

Depending on your browser, you should receive a download notification. Save the
file to your desired location. Once the file is saved, double-click the file to open it and
view it.

Continued on next page



Using the System — Downloading Files, Continued

Overview If you want to download files within a folder, you have two options:

e Download all files at once
¢ Download specific files

This section outlines both methods.

Selecting All  If you want to select all the files in a folder for download with a single click, place a

Files in a
Folder for
Download

checkmark in the toggle box at the top of the file list.

1. Click this toggle
box to select all
the files within
the folder for
download.

ZH20130114

Main Contact: Rodney D. Ringer, Senior City Planner

Folder: 7H20130114\Public Correspondence (3 Files - 3 New) 121

| View Folders | | Upload Files |

Current Sort: - Select - h

H =

=

= 7] £H20130114-Good and Mot Letter.pdf
- 10/28/2013 4:04:56 PM, 31 KB
e Haynes Marion
EEE——
- ®SadX

= ZH20130114-Martin | etter. pdf
- 5= 1[]!28!2[]‘13 4:04:56 PM, 26 KB
=
a—— Haynes, Marion
— &S edX

@ El

2. Click this icon to
start downloading
the selected files.

Continued on next page
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Using the System — Downloading Files, Continued

Selecting

specific files

in a Folder
for
Download

1. Place a
checkmark in the
boxes next to the
files if you want
to select specific

files to download.

If you want to select specific files in a folder for download, place a checkmark in the
toggle box next to each file. , then click the download button at the top of the file list.

ZH20130114

Main Contact: Rodney D. Ringer, Seniar City Planner
Folder: 7ZH20130114'\Public Correspondence (3 Files - 3 New) 1217

| View Folders | | Upload Files | O/ @@
Current Sort: - Select - -
2 ) s
B o, SeabphaXs?

[10/29/2013 2:
Ringer, Rodney

B35 e d

2. Click this icon
to start
downloading the
selected files.

[l ZH20130114-Good and Motl Letter.pdf
10/28/2013 4:04:56 PM, 31 KB

Haynes, Marion

B SedX

ZH20130114 Martin | etter.pdf
- ot 10/28/2013 4:04:56 PM, 26 KB

Haynes, Marion

B S edX

Continued on next page
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Using the System — Downloading Files, Continued

Finishing the After selecting the files for download and clicking the download button at the top of
Download the file list, you will receive a prompt asking if you’d like to continue downloading.
Click “OK” to continue.

F 5

Message from webpage %

% 'ou are about to download all the checked files. Files that are currently
¥' checked out by other users cannot be downloaded.

Continue?
(0] 4 J} [ Cancel
Ly

he &

You will then receive a message in the right pane. Click the “Download Zip File...”
button to continue downloading.

Files retrieved from: ZH20130114\Public Correspondence

Your files are ready to be downloaded. All selected files have been compiled into
a single ZIP file for your convenience.

Download Zip File (0.6 Mag | Delete Zip File |

After your download has completed successfully, please delete the zip file from
the server, for the protection of your intellectual property.

Save the .zip file to your desired location. Then extract the .zip file to view all the
selected files.




Troubleshooting Login

Reset your
password

If you don’t remember your password to login to the system, click on the “Forgot
your password” link on the login screen.

The system will prompt you for your Last and First name. After entering that
information, click the “Display security question” button to view your security
question.

Answer the security question and submit your answer to the system. A new
password will be sent to you via e-mail.

For security reasons, your password is encrypted in
our database and cannot be decrypted. You can
reset your password by answering the security
question below. If you answer correctly, you will
receive a new, temporary password via email that
must be changed next time you login.

Email (login): | sean.winfield@cincinnati-oh.gov

Last Mame:

First Mame:

Display security question

13



Troubleshooting Installation

Overview

Browser
Support

Disable Pop-
up Blockers

This section will cover the configuration requirements that need to be met on your
computer in order for you to be able to view files from within ProjectDox.

For ProjectDox version 7.5, only Internet Explorer, 32-bit is supported. For
ProjectDox version 8.2, Internet Explorer, Firefox, Safari, and Google Chrome are
supported.

ProjectDox uses pop-up windows (browser windows with no toolbars).

If you login but no ProjectDox window appears, you probably have a pop-up blocker
installed that is preventing the main project window from opening. You must disable
pop-up blocking in your browser to allow the ProjectDox window to open (pop-up
blockers allow you to disable pop-up blocking for specified sites).

Continued on next page
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Troubleshooting Installation, Continued

Disable UAC A User Account Control (UAC), depending on your permission level and computer
(User rights, may prevent you from performing some functions with the ProjectDox Brava
ACCESS Client viewer:

Control) % During installation, UAC (if on) can prevent the Brava Client from being

installed as UAC blocks your ability to write files being downloaded by the
browser (Internet Explorer).

i With the Brava Client installed, UAC (if on) can prevent the Brava Client
from saving/writing files to the local file system.

i During the Brava Client’s side loading/processing, UAC (if on) can prevent
Brava's client side loading/processing by preventing the Brava Client from
writing the temporary output CDL files to the user's temp directory.

To turn off UAC:

1. From the Control Panel, open User Accounts.
2. Click the “Turn User Account Control on or off” link.

3. Inthe “Turn on User Account Control (UAC) to make your
computer more secure” options screen, un-check “Use User Account
Control (UAC) to help protect your computer” check box.

4. Click “OK” and restart the system.

Note: Your permissions level and computer rights will affect how the UAC
works.

Continued on next page
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Troubleshooting Installation, Continued

Add
ProjectDox
Online as a
Trusted Site

To add ProjectDox as a Trusted Site, you may first need to make the following
changes to your Internet Explorer Security settings:

e On the Trusted Sites Security level settings, set the Zone to Medium or
Lower (assuming you're using the default settings for the zone).

e Select OK in the Internet Options Control Panel and restart IE

Access the ProjectDox website and attempt to open the file using Brava. The Brava
Client should now install.

Adding ProjectDox as a Trusted Site:

You will need to set your browser security setting to a minimum level that allows
certain ProjectDox technologies to function. There are two ways to achieve this. The
easiest is to add the ProjectDox site to the list of Trusted Sites of your Internet
browser. For IE, follow the steps below:

1. Click on the Tools menu and select Internet Options.

2. In the Internet Options dialog box, click the Security tab.

3. Make sure the Enable Protected Mode is not checked.

4. Click the Trusted Sites icon and then the Sites... button.

5. Inthe “Add this website to the zone field, type https://cagisdocs.hamilton-
€o0.0rg.

6. Click the Add button to add the site to the list, then click the close button.

7. Close all open dialogs by clicking OK.

Continued on next page
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Troubleshooting Installation, Continued

Add The second option is to enable only the needed technologies without marking the
ProjectDox entire site as trusted. Based on the Default Security Level as "High" in Internet

Online as a
Trusted Site 1
—cont’d 2.

@

The "Download signed ActiveX controls” option is only needed for the first visit to

Explorer, follow these steps:

Click on the Tools menu and choose Internet Options.
In the Internet Options dialog box, click the Security tab.

In the Security tab, click the Internet icon. If the web site is on your Intranet,
click the Local Intranet icon instead.

Click on the Custom Level... button.

In the Security Settings option list, enable the following options.
Run components signed with Authenticode.

Download signed ActiveX controls.

Run ActiveX controls and plug-ins.

Script ActiveX controls marked safe for scripting.

. File download.
. Active scripting.

. Click the OK buttons to close the settings dialogs. Restarting IE is not

necessary.

the site. If so desired, it can be disabled again after the viewer has automatically
installed on the first view of a document on the site. The "File download" option only
needs to be enabled, if the web site offers downloading of original documents.

Continued on next page
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Troubleshooting Installation, Continued

Installing
ProjectDox
Online
Components

In order to view documents within ProjectDox Online, you must first install the
ProjectDox components on your computer.

Click the “Install ProjectDox Components” link at the bottom of the login screen to
start the process.

Please note: You must have local administrative rights in order to install these
components. If you do not have local administrative rights, or do not know, be sure to
ask your organization’s IT helpdesk or IT service professional.

To ocreate a desktop shortcut, click and
Install ProjectDox Componants drag the icon below to your desktop. Click here to add ProjectDox
to your Fawvorites.

The WS file can be downleaded and
installed in order to receive all necessary
client side components. This only needs
to be installed ence per computer.

After clicking the link, (and depending on the browser used), you may receive an
additional pop-up asking to save or run the file. Be sure to click the “Run” button.

To create a desktop shorteut, dick and
drag the icon below to your desktop. Click here to add ProjeciDox
1o your Favorites.

Do you want to run or save ProjectDoxComponents.msi (29.6 MB) from ca0138epdox1.cagis.gov?

@ This type of file could harm your computer. Run Save 7 Cancel

On the initial setup wizard screen, click “Next” to begin the installation process of the
components on your computer.

ﬁ ProjectDox Components 7.7-8.2

Welcome to the ProjectDox Components 7.7-8.2
Setup Wizard

ProjectDox Components 7.7-8.2 will be installed on vour cormputer.

‘WARNING: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
o criminal penakties, and will be prozecuted to the maximum extent possible under the law.

Cancel < Back

Continued on next page
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Troubleshooting Installation, Continued

Installing On the Select Installation Folder screen, select the option for “Everyone” and then
ProjectDox click “Next”.

CC)Q :-:-]npeo nen tS rﬁ ProjectDox Components 7.7-8.2 EI;I&

—cont'd Select Installation Folder _. ¢

On the Confirm Installation screen, click “Next” to start the installatio

ey

The installer will install ProjectDox Components 7.7-8.2 to the following folder.

Taingtall in thiz folder, click "Mext". Toinstal to a different folder, enter it below or click “Browss".

Folder:

C:\Program Files\Avalve Softwareh Browse...
Disk Cost...

Install Project Dox Components 7.7-8 2 for yourself, or for anyone who uses this computer:

@ Everyone

() Just me

h

[ Cancel ] [ < Back ] [ Next > V\I\,J

p

ﬁ ProjectDox Components 7.7-8.2

Confirm Installation

The inztaller is ready to install PiojectDox Components 7.7-8 2 an your computer.

Click "Mest"" to start the installation,

Cancel ] [ < Back ] [ Mest » g

s

Continued on next page

19



Troubleshooting Installation, Continued

Installing Once the installation is complete, click the Close button to finish the installation and
ProjectDox prepare to login to the system.
Online —
CO m p onen tS ﬁ ProjectDox Components 7.7-8.2
— cont’d Installation Complete

ProjectD ox Components 7.7-8.2 has been successfully installed.

Click "Close" to exit.

Please uze Windows pdate ta check far any critical updates ta the MET Framewark.

Cancel < Back

Other Please call Sean Winfield — CAGIS 513-352-4739, M — F gam — 5pm.

guestions or
issues?




