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Quick Start Guide
Start New Project

Step 1:
Click on the Tab "Start New Project”

“ C | & Secure | https://pinbloop.com
bloop | My Projects sohn Doe (B0 ‘
PUNCHLIST
_ + Search For a Project
Number Project Name < Pins s Status < Value < Last Modified On Actions
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bloop

PUNCHLIST
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Step 2:
Enter Project Name

P Pinbloop

https://pinbloop.com

€ C' | @ Secure

bloop | Start New Project

PUNCHLIST

Start New Project

Project Name

_> North Parkway Plaza

Cancel

o - 9

(=}

B O Typehere tosearch

Project names should be the

name listed on the contract
documents.
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Step 3:
Select what your role will be on the project

ps://pinbloop.com

bloop | Start New Project

PUNCHLIST

Start New Project

Your Project Role

Architect

Cancel Next '

P . 532 PM
9 aRas o507 ®

@ O Type here to search 4 o

Step 4:
Enter The Project Address

https://pinbloop.com

bloop | Start New Project

PUNCHLIST

Project Address
Address 1*
123 Main St.
Address 2
City * State * Zip*
LA v 70806

Baton Rouge

Country *

E_& United States

Cancel Back Next «
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Quick Start Guide
Start New Project

Step 5:

Upload Plans
** Must be Single Sheet PDF Plans in Landscape Orientation **
Be sure to enter the Plan Name along with the Drawing Type

bloop

PUNCHLIST
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B O Type here to search

bloop | Start New Project

PUNCHLIST

Added:

Sheet Name:

A1.01 First Floor
A2.01 Second Floor
A3.01 Third Floor

Upload Plans
Type: Delete
Plan X
Plan X
Plan X
Drawing Type *
Plan v

Drag and drop or click here to upload plans.

Plan Name *

_> A301
Upload * @
o O = 9

Cancel

+ Add Another Plan,

<_

Back Finish

4_

= 532PM
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Step 6:

View your project in the 'My Projects' screen

P Pinbloop

)5://pinbloop.com

"
"
. bloop | My Projects
" PUNCHLIST
.
.
"
o [seree | SRR - s o roie
.
.
"
v Number :  Project Name :  Pins
.
.
*  PRO-0001 Grenada Lake Apartments 32/64
.
I
1 PRO-0002 Northpark Office Complex 32/64
.
.
b —— South Blvd. Recreational Center + 32/64
.
.
: PRO-0004 Grand Central Station 32/64
"
"
— Grand Budapest Hotel = 64128
.
= PRO-0005 Hotel Spa 32/64
.
I
= PRO-0005 32/64
.
.
» PRO-0005 North Parkway Plaza 32/64
' .
I
.
.
] O Type here to search g O = 9
.

Status

50%

50%

50%

50%

50%

50%

50%

50%

= Value

$220

$70

$310

$150

$200

$100

$100

$100

= Last Modified On

01-05-17

01-05-17

01-05-17

01-05-17

01-05-17

01-05-17

01-05-17

01-05-17

5:32pm

5:32pm

5:32pm

5:32pm

5:32pm

5:32pm

5:32pm

5:32pm

AN SN NN NN NN NN NN NN NN NN NN NN NN NN EEN NN NN NN NN NENEEENEENENEENEENNEEREEEE

2 Pending Invitations John Doe | togo

= Actions
View Report Delete
View Report Delete
View Report Delete
View Report Delete
View Report Delete

View Report Delete

532 PM
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View Project Details
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Step 1:
Click on 'View' in the actions column to the right.

P Pinbloop

)s://pinbloop.com

bloop My Projects 2 Pending Invitations ~ JohnDoe | tog
PUNCHLIST
+ Start a New Project + Search For a Project

Number ¢ Project Name $  Pins $  Status $ Value $  LastModified On + | Actions

PRO-0001 Grenada Lake Apartments 32/64 50% $220 01-05-17 5:32pm View Report Delete
PRO-0002 Northpark Office Complex 32/64 50% $70 01-05-17 5:32pm _>- Report Delete
----------- South Blvd. Recreational Center + 32/64 50% $310 01-05-17 5:32pm

PRO-0004 Grand Central Station 32/64 50% $150 01-05-17 5:32pm View Report Delete
----------- Grand Budapest Hotel — 64128 50% $200 01-05-17 5:32pm

PRO-0005 Hotel Spa 32/64 50% $100 01-05-17 5:32pm View Report Delete
PRO-0005 Hotel Suit 32/64 50% $100 01-05-17 5:32pm View Report Delete
@ O Typeheretosearch 0 O 9 A~ 85/';2;;»\/!7

Step 2:

Navigate the 3 Project Tabs. (Project Participants, Project Plans, & Project Reports)
Here you can add participants, upload or delete plans, and view generated reports

P Pinbloop

)5://pinbloop.com

bloop | Project Details JohnDoe | s
PUNCHLIST
North Parkway Plaza Project Number: PIN-12345
123 Main St Project Creation Date:
USA
+ Add a New Member
Project Plans ‘ ‘ Project Reports
Name Role = Company Email = Actions Invite User
John Doe Architect Building Architects LLC Jjohndoe@example.com
Mitch Lovell Contractor Builders Plus Inc mlovell@example.com
Jose Sanchez Engineer / Consultant Sanchez Structural jsan1954@example.com
Moris Gelis Subcontractor Flooring Inc morisg@example.com Remove Invite
Kenny Little SubContractor Demolition Dan littlekenny@example.com Remove Invite
Juan Sanc SubContractor Smith’s Paint Co. juans@eample.com Remove Invite
B O Type here to search 4 O =® 9 e ;/zlzzgn‘al B




Quick Start Guide
Add Project Participants

Step 1:

bloop
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Navigate to the Project Participants tab and click on + Add a New Member

P Pinbloop

</ /pinbloop.com

Project Creation Date: ()7-05-1

bloop | Project Details
PUNCHLIST
North Parkway Plaza Project Number: PIN-123456
PERY St
A
Project Plans 1 ‘ Project Reports
Name : Role s Company s Email
John Doe Architect Building Architects LLC Jjohndoe@example.com
Mitch Lovell Contractor Builders Plus Inc mlovell@example.com
Jose Sanchez Engineer / Consultant Sanchez Structural jsan1954@example.com
Moris Gelis Subcontractor Flooring Inc morisg@example.com
Kenny Little SubContractor Demolition Dan littlekenny@example.com
Juan Sanc SubContractor Smith’s Paint Co. juans@eample.com
i O Typehere to search O 1 = 9

Open Punch List

105

_> + Add a New Member

: Actions Invite User
Remove Invite
Remove Invite
Remove Invite
= 532PM
~ A
- 8/5/2017 B

Step 2:

Enter participants that you wish to add to the project.
** The required fields are marked with an Asterisk **

P Pinbloop

)5://pinbloop.com

bloop | Project Details

PUNCHLIST

Add Project Participants

Company * Participant * Email Role *
Interior Design LLC Sara Marshall sara.marshall@example.com Architect
Johnboa Architectural Demolition Kenny Hammer Hammerdog7@example.com Sub-Contractor
Mitch Lovell
Frank's Paint Shop Rusty Breeze Rusty@example.com Contractor

Jose Sanchez
+ Add Another Participant
Moris Gelis

Kenny Little

Juan Sanc

@ O Typeheretosearch 0 O =® 9

North Parkway Plaza Project Number: PN -12
123 Main St

Project Creation Date: ()7-()

John Doe Logo

Open Punch List
| a New Member
Invite Remove
X Invite User
X
O X
Invite
Save and Close
Invite
Invite
A~ S2PM  pw

8/5/2017
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Step 1:
Navigate to the Project Plans tab and click on + Upload a New Plan

pinbloop.com

bloop | Project Details JohnDoe | ten
North Parkway Plaza Project Number: P|N-123456
. 5 - Open Punch List

3 Main St

Project Creation Date: (1-05

L ) \ + Upload a New Plan
Project Participants | _ ‘ Project Reports ’

Plan Name

Drawing Type  * Uploaded By Uploaded On 2 Actions
A1.01 - First Floor Plan Plan Jeff LaRosa 01/02/17 Open Edit Remove
A2.01 - Second Floor Plan Plan Baker Brooks 02/03/17 Open Edit
A5.01 - Roof Plan Plan Baker Brooks 02/03/17 Open Edit
A6.01 - Exterior Elevations Elevation Baker Brooks 02/03/17 Open Edit
M100 - Utility Site Plan Plan Baker Brooks 02/03/17 Open Edit
C101 - Overall Site Plan Plan Baker Brooks 02/03/17 Open Edit
L O Type here to search o O = 9 P 532 PM

8/5/2017

Step 2:
Upload Single Sheet PDF Plans in Landscape Orientation

P Pinblo

)5://pinbloop.com

bloop | Project Details JohnDoe | s
PUNCHLIST
North Parkway Plaza Number: PIN-123456
3 Main St Upload Plans “reation Date: 01-05-17
LA USA
Plan Name *
[ N \ ‘ + Upload a New Plan
Project Participants | _
Drawing Type *
Plan Name Plan v $ Actions
A1.01 - First Floor Plan Upload * @ Open Edit Remove
A2.01 - Second Floor Plan Open Edit
A5.01 - Roof Plan Open Edit
A6.01 - Exterior Elevations Drag and drop your plans here. Open Edit
M100 - Utility Slte Plan Open Edit
€101 - Overall Site Plan e Hploadibiny pen Edit
532 PM
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Quick Start Guide nbloop

Generate Project Reports AU

Batch Reports i.e. *General Contractor to Sub-Contractors™ www.pinbloop.com

Single Reports i.e. "Architect to Owner, Architect to General Contractqr’ Copyright © 2017 Pinbloop ™
All Rights Reserved | Pinbloop ™

Step 1:

Navigate to the Project Reports tab and click on "Generate Report"

P Pinbloop

pinbloop.com

bloop | Project Details John Doe | ko
PUNCHLIST e
North Parkway Plaza Project Number: PIN-123456
. - I Open Punch List
123 Main St Project Creation Date: ()1-05-17
Bato ge, LA 70809, USA
H
- \ - Generate Report
Project Participants ’ ’ Project Plans ’ _ ’
Report Date Creator < Creator Role B Report Type = # Recipients = # Undelivered Actions
01/02/17 John Doe Architect Single Report 4 Recipients 1 Undelivered Open Download PDF
02/03/17 Mitch Lovell Contractor Batch Report 26 Recipients 5 Undelivered Open Download PDF
01/02/17 John Doe Architect Single Report 4 Recipients 0 Undelivered Open Download PDF
02/03/17 Mitch Lovell Contractor Batch Report 26 Recipients 5 Undelivered Open Download PDF
01/02/17 John Doe Architect Single Report 4 Recipients 0 Undelivered Open Download PDF
02/03/17 Mitch Lovell Contractor Batch Report 26 Recipients 5 Undelivered Open Download PDF

532PM
7 D =]
o ® 9 A = 7 SSEor:

©

B O Typehereto search

Step 2:
Select Report Type using the check boxes and click Next.

P Pinbloop

<« C a e | httpsy//pinbloop.com

bloop | Reports JohnDoe | tem

PUNCHLIST

North Parkway Plaza Project Number: P|N-123456

Project Creation Date: ()

123 Main St

Report Type
p yp Select this option when emailing
individual filtered reports to multiple
recipients by responsible party
Batch Reports by Recipient ®

Select this option when emailing
asingle report to one or more parties.

M @

Cancel Next 4—

- 532PM
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Generate Project Reports ’ PUNCHLIST

Batch Reports i.e. *General Contractor to Sub-Contractors™ www.pinbloop.com

Copyright © 2017 Pinbloop ™
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Step 3a:
Select the Recipients you wish to receive a report, and click Next.

P Pinbloop

bloop | Reports JohnDoe | e
PUNCHLIST
North Parkway Plaza Project Number: PIN-123456
PERVETES Select Batch Recipients e e e | '
Baton Rouge, LA 70809, USA

&

ABC Paving CO

&

Billy's Painting Company

&

Clancey’s Roofing

Cormell Electric
Don's Plumbing
EJ Data Systems LLC
Fornet Turf Works
Grant Drywall
Hedalgo Fencing

3

Indian Tile Co

Select All
Cancel Back

z
3

532 PM
= Type here to search D =
B O Typehereto search a O =R 9 A @ 7 d e

Step 4a:

Filter using advanced filter options and check boxes, then click Next.
Project Alerts can be Opened here.
Recipients can be removed here.

P Pinbloop
¢ €| @ secure | https/pinbloop.com
John Doe
bloop | North Parkway Plaza omoe | tr |
PUNCHLIST
Batch Report Generator Project Number: PIN-123456 —
j ion Date: 01-05-17
ivancad FRe Ot Project Creation Date: () 1-05-17
e ranes 15 |
Pin Number Description E4 Plan Snapshot NEXT
John's Paint Company -
Cornell Electric -
Earl-Vander Flooring Co -
Pin % | Space $ | Status < | Description 5 Plan Snapshot Picture
17 101 Office Open Install Wood Flooring. Refer to Project
Specifications
I
O Typehere tosearch 3 O R ] A w7z ;/j/zzm




Quick Start Guide
Generate Project Reports

Single Reports i.e. "Architect to Owner, Architect to General Contractor"

Step 3b:
Select the Recipients you wish to receive a report, and click Next.

ttps://pinbloop.com

bloop

PUNCHLIST

Reports

Each Recipient will Receive
An Identical Report with
A Custom Cover Sheet

North Parkway Plaza

Select Single Report Recipients @

bloop

Copyright © 20
All Rights Reserved

Project Number: P|N-123

Project Creation Date: (01-05-1

www.pinbloop.com
17 Pinbloop ™
| Pinbloop ™

Owner v
Bob Johnson

Architect ¥

Building Architects LLC - John Doe

Building Architects LLC - Greg Mitchel

HJS) Architecture - Clint Westwood

Engineer / Consultant N

Smith Greene Structural Engineers - Mike Jesbit

AMEB Mechanical Engineers - Arty Triscut

Contractor v

Building Company LLC - Mitch Lovell

& selectAll Cancel Back Next 4—
m O wpehe i O ® 9 A ;/;2;:‘"7

Step 4b:

Filter using advanced filter options and check boxes, then click Next.

Project Alerts can be Opened here.
Recipients can be removed here.

ttps:/pinbloop.com

8/5/2017

John Doe
bloop | North Parkway Plaza onboe [
PUNCHLIST |
Single Report Generator Project Number: PIN-123456
= Project Creation Date: ()7-05-
5 - - Advanced Filter Options:
Edit Recipient List X
& Ficture ‘ e v H\ ponsible Partie v ‘ Project Alerts
Pin Number ~ E1 Description A Plan Snapshot ‘5‘\‘ ¥ H””” Role: b ‘
Space E4 Responsible Party [ Creator ‘:M v H’ reat v ‘ NEXT
Status B value B Creator Role ‘ v H‘ylm v ‘
Pin ¢| Space ¢ | Status ¢ | Value ¢ | Creator % | CreatorRole Responsible Party ¢ | Description < | Plan Snapshot Picture
—
= 3
17 101 Office Open $250 Joe Greene Contractor Pierce Flooring Install Wood Flooring. r f I !‘
<
s E.
g
7
18 101 Office Open $125 John Doe Architect Wall Bros Inc Repair Drywall at Damage m
" LS|
O Typehereto search 3 O *® 9 o o
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Step 5:
Select Use Cover Sheet Generator or Upload your own Coversheet.

ttps://pinbloop.com

bloop | Reports JohnDoe | e
PUNCHLIST

North Parkway Plaza Project Number:| BIN=123456

1 s Cover Sheet Project Creation Date: (071-05-17

1

B 70809, USA

Use Cover Sheet Generator 4—
OR
Upload Your Own Coversheet @
Drag and drop your coversheet here.
Cancel Back Next

= 8 0 ® 9 A Ee) o

Step 4:

Enter text in the available field and click Next.
User can Preview Cover Sheet before continuing.

https:/pinbloop.com

bloop | Reports ‘ North Parkway Plaza
Cover Sheet Editor
Building Company Inc.
Company 123 Main Street
i Baton Rouge LA 70806 Preview Cover
P. 5555551234
F 5555551234
e PUNCHLIST B

To: [Recipient's Name] [Recipinet's Company Name]
[Reciptient's Company Address]
[Recipient's Company City State & Zip] Next
Attn: [Recipient’s First Name]

Project: North Parkway Plaza
Baton Rouge, LA 70809, USA

Sir / Madam,

Respectfully,
John Doe
Building Company Inc.
02-26-2017
1 of [Total Pages]

- o e 532PM gy
B O Typeheretosearch 4 O R 9 A ety
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Step 5:

Confirm Recipients and click Issue Reports.
Select Preview to view the Report prior to issuing the report.

bloop Reports John Doe | tege
PUNCHLIST
North Parkway Plaz - . —
Number Recipient Name Name Items Cost Actions
1 ABC Paving CO 45 $ 12,100 » Preview Remove
2 Billy’s Painting Company 6 $ 3,250 Preview Remove
3 Clancey’s Roofing 22 $ 7,450 Preview Remove
4 Cornnel Electric 95 $32,124 Preview Remove
5 Don's Plumbing 3 $ 650 Preview Remove
3 EJ Data Systems LLC 121 $ 56,200 Preview Remove
7 Fords Turf Works 38 $31,500 Preview Remove
_ ) 532PM
O Tpeheretosearch g O =R 9 A 7D R i

Step 6:

Reports are generated by the system and are automatically sent to
each recipient via their email address. A link is provided for each
recipient to download a PDF of the report.

Reports that are issued are available to view or download in the
Project Details page under the Reports Tab.



