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Login with old account information
If you had an active account on the previous version of IUPlans you will be able to login to the new system with

that information. You will then be prompted to update your password so it meets the new password
requirements.

Login

User ID: iu0209

| Login | Forgot Password?

After logging in with our old information you will be taken to a page where you will be required to complete the
information in the form.

Password:

Confirm Password: [

Email Address [ |

Confirm Email [ |

Secret Question 1 [-Belect A Secret Question— v
Answer 1 I

Secret Question 2 [-Select A Secret Question— v
Answer 2:

Secret Question 3 [-Select A Secret Question— v
Aner 3 1

| Reset | | Submit |

If your password does not meet the password requirement you will see the highlighted message.

. - I F:s5'WORD (minimum of § characters at least 1 lowercase letter, | uppercase letter, 1 number, and |
New Password
special character.

NOTE: password must be a minis

B of $ characters -- at least 1 lowercase letter, 1 uppercase letter, 1 mumber, and 1 special character @# $&*+()_ ONLY the special characters

listed above are valid. Any ofher spect cters will cause your password 10 be rejected.

Confirm Password:

Email Adéress L
Secret Question 1 In whal city was your first job? v
Answer I: E— ]
Secret Question What was the last name of your fith grade teacher? V|
Answer 2: — ]
Secret Questson 3: What was the make and model of your first ear? W
Answer 3 ——

Reset Submit

Correct any mistakes on the form and then click the Submit button.

Password: Medium

Confirm Password:

o s

Contion Eri

Secret Question 1 [in what city was your first job? v

Secret Question 2 [What was the last name of your fifth grade teacher? v/|
Answer 2:

Secret Question 3 [What was the make and model of your first car? V]
saswer:

[ Reset | . Submit |



DU TIL Yraue wedauner f |

Account Maintena... B8

del of y

Please Login Using
Your New Login
i l\; Information.

CK

After the new information is saved you will be taken to the login screen. Where you will use the new password you
just saved to login.

User ID: | iu0209
Password | sssssssansl
| Login | Forgot Password?

New Account Setup
If you are creating a new account you will receive an email with your UserID and a link. When you click the link it
will take you to page that requests additional account information.

016 Bt M

Dc
1U Plans Account Information
1 e—

eply@com state.oh.us

Usemame: [U0701
Please finish vour accoust setup by using the following link MR i< .sct Account aspxlopmGUID=bel6557d-111d 404c 860717 2cb13cc05

You will need to supply the following:

e A password that meets the highlighted password requirement.
e Avalid email address where account information will be sent.
e Secret questions and answers which will be used to recover forgotten passwords.

# Commerce - BBS - |U Plans

New Password
NOTE: password must be a minimum of § chara
isted above are valid. Any other special charactes

atleast 1 lowercase letter, 1 uppercase letter, 1 mumber, and | special character @984 ~()_ ONLY the special characters
Il cause your password to be rejected

Confinm Password
Email Address:
Secret Question | Seloct A Secret Guesbon v

Answer I

Secret Question 2 Select A Secret Quesbon— 2




If your password does not meet the password requirement you will see the highlighted message.

. . I P 55'WORD (minimum of § characters at least | lowercase letter, 1 uppercase letter, 1 number, and 1
New Password:

special character.
NOTE: password must be 3 minimum of 8 ¢

listed above are valid. Any other special char

6 - at least 1

er, 1 uppercase lemer, | number, and 1 special character 1@ S&*~(_ ONLY the special characters

ll cause you 0 be rejected.

Confirm Password: .
Email Address: EE—
Secret Question 1 n what city was your first job? v
Answer | E— |
Secret Question 2 Whal was the Iast name of your ifih grade leather? /|
Answer . —
Secret Question 3 What was the make and model of your fst car? v
Answer 3 (|

Reset Submit

Please correct the password and click the Submit button.

New Password ssas Medium

NOTE: password must be a minieum of § characters - at least 1 lowercase letter | uppercase letter, 1 nuaber, and 1 special character 12 $4t*+()_ONLY the special characters
lsted abave are valid. Any other special characters will cause your password 10 be rejected

Confirm Password: | | ]
Emal Address:
Secret Question 1 In what city was your fust job? ~)
Answer 1 i
Secret Question > What was the last name of your fifth grade leacher? V'
Answer 2 —
Secret Question 3. What was the make and model of your first car? v
Ansver 3 | —

Reset Submit

After your account has been updated you will be directed to the login page.

Account Maintena... B

Please Login Using
Your New Login

_L Infarmation.

QK

Please login with the NEW password you just created.

User ID: |\u0_."01

Password | sessssssss

Forgot Password?

Login |

Forgot Password

To recover a lost password you will need to know the User Id its associated email address and the answer to the
secret questions that were established when the account was set up. If you do not know all this information you
will have to contact BBS and have your account reset.

Click the Forgot Password button

User ID:
Password

| Login |  Fargot Password?



Enter the User ID and email address for the account and click the Submit button.

PASSWORD RECOVERY

If you have forgotten your password, please enter your email address below and we'll send you an email to reset it

User ID: |

| Submit |

If the Userld and email address provided match what is stored in the system. That email address will receive an
email that will include a link.

Wed 11/2/2016 9:10 AM

DoNatReply@com.state.oh.us

Industrialized Units Account Information
To —

Forgot Password Reset
orgotPassword.aspxTloginGUID=ce9cbd 24-493a-47c3-ac64-5bcc6984 9518

Click the link and you will be taken to a page where you can change your password. Complete the form making
sure to provide a password that meets the requirements and answer the secret question correctly.

Password:

Confirm Password: |

What was the make and model of your first car?
Secret Question: }
| Reset Question |

Answer: |

| Reset | | Submit |

If your password does not meet the password requirements you will see the highlighted message.

sessees SRR ASSWORD (minimum of § characters at least 1 lowercase Letter, 1 uppercase
letter, 1 number. and 1 special character.

! ——

What was the make and model of your first car?
Secret Question:

Password:

| Reset Question |

e E—

| Reset | | submit |

Password: sresesenne Medium

Confirm Password: ‘ o

What was the make and model of your first car?
Secret Question: :
| Reset Question |

o

| Reset | | Submit |

Note: You cannot use previous passwords. You will get the highlighted message if you attempt to use a previous
password as your new password.

Password: PASSWORD (can't use previous passwords)

Confirm Password: ‘

What was the make and model of your first car?

| ResetQuestion |

e

| Reset | | Submit |

Secret Question:

Forgot Password a

Please Login Using
Your Mew Login
K B information.

oK |




After submitting the new password information you will be taken to the login screen. Login with the password you
just created.

User ID w0209

| Login || Forgot Password?

Successful Login
After a successful login you will see the main menu area of the application.

"ﬁ‘ Commerce - BBS - U Plans

General Information

Manufacturer Information Contact Information Login Informaticn
Update Marufacturer Information Update Contact Information Upsate Login Information
—
— -_—
Columbus, OH Columbus, OH
— —

Plan Processing

‘Submit anew project plan
Please have the following information ready before attempting to submit a plan.

View Projest Status.

+ Check Project Status

+ Project Contact Information
+ Project Plan That Will Be Uploaded
+ Payment Information

Submit Plan

Pay an cutstanding fee for a project or insignia request
Please have the following ready before trying to pay a fee

+ Invoice Information
+ Payment Information

Insignias and Shipping Reports

Request new imsignias
Please have the following information before submitting a request

+ Contact Information
+ Shipping Information
* Payment Information

* Make Payment
+ Upload Additional Informuation

Project Status

Upload Additicnal Information
Please have the following information before submitting additional information

* Original Project Number
+ Additional Project Information (pdf)

Additicnal Informaton

Shipping Reports
Please have the following information before submitting shipping report information

~ Associated Project Number
* Serial Number

* Insignia Number

+ Date Shipped and Offline

+ Temporary Final Location

Submit a new Project

To submit a new project click the Submit Plan button under the Plan Processing section. Note the information
needed to submit a plan.

43004- 43004-
Plan Processing
Submit anew project plan. View Project Status.
Please have the following information ready before attempting to submit a plan
* Check Project Status
* Make Payment
* Upload Additional Information

* Project Contact Information
* Project Plan That Will Be Uploaded
+ Payment Information

| Submit Plan_|

| Project Status |

Pay an outstanding fee for a project of insignia request
Please have the following ready before trying to pay a fee.

Upload Additional Information.
Please have the following information before submitting additional information.

+ Townice Tnfarmation + Oricinal Braiert Numher

Complete the form with the required information. The email address will be where updates will be sent regarding
this specific project.

Project Contact Information

Contact Name Test User Related Project | Related Project =
Coatact Email el Occupancy Type | A2 8 HI -
Contact Phone [ 12 Construction Type 28, 44 -

Project Description S
(Model Name Number or System Description)

Notes



Plans Upload
Next you will need to upload the plans that are to be reviewed.
Click Select and Browse to the plans on your local harddrive.

Project Plans Upload
Note: Plans must be in .pdf format.

| Select |

Upload

Select the plans and click Open.

File 10 Upload

S|

File game Plans ot - [nFecn

goen ] [ conce

You will see the selected plan in the list above the Upload button. If you need to change the file click remove and
begin the upload process again. Or, click Upload to submit the plans.

Project Plans Upload
Note: Plans must be in .pdf format.

@ Planspdf x Remove

Plan Upload [}

Upload Successful.
Please Submit
[ Payment

oK |

After a successful upload you will see the invoice for this project. You can print this invoice for your records. From
this screen you can Pay Online or Mail a Payment, we suggest Pay Online.



Online Payment

Pay Online H Mail Payment ‘
© © 1€ € [i |of1 > > [Exporttothe selected format v] Export ‘G @ &

Department
of Commerce

Jahn R. Kasich, Goverar
Jacqueline T Williams, Director

INVOICE # TOTAL PROJECT# DATE
10307 §135.00 L] 1002512016

INVOICE

patepue 12/9/2016

No DESCRIPTION ary UNIT PRICE LINE TOTAL
10305 Application Fee 1 $135.00 $135.00
Sub Total $135.00

TOTAL $135.00

After clicking Pay Online you will be sent to the payment processor.

Wiessage from webpage ——i
I

Ji, MOTE: you are being redirected to the payment processor.

You can select either Credit Card or Electronic Check

MNMErce

Blecenie Chacke

Tochaical Suggart
1 o oeed el supper for (s caline st prccess

plcstic, lesse sexd 1 emal

&cBosS, INC

Enter your payment information

Enter Payment Information
Please enter your eredit card payment and billing information below. All of the fields marked with an asterisk: are required.

The following link provides information regarding the card security code.

‘ommerce - Industrialized Unit Plans (BETA) Payment Summary

Items: Quantity: 1 Description: Application Fee IU020907154: 1HRS  Price: $135.00  Total: $135.00
Total: $135.00

Payment Information

Billing Information
B e e iEEEETE
i
"zprecote. 77 E | E—
e E—

Technical Support
If you need technical support for this online payment processing application, please send an email to EPlans @

<

om state.oh.us



When you confirm the information entered is correct your payment will be processed.

Commerce - Industrialized Unit Plans (BETA) Payment Summary

Ttems: Quantity: 1 Description: Application Fee WRASMMEN HRS Price: $135.00 Total: $135.00

Total: $135.00
Payment Information
* Credit Card Number: W * Credit Card Type: Wil
* Expiration Month: i * Expiration Year: [l

* Card Security Code: W

Billing Information

First Name: Middle Name:
* Last/Business Name: Test * Phone: 6145551212
* Address Line 1: Test St Address Line 2:
* City: Columbus * State/Provinee Region: OH
* Zip/Postal Code: 43215 Country:
Email:

Technical Support
1£ you need technical suppert for this enline payment processing application, please send an email to EPlans@com state.oh.us

After the payment has been processed you will be returned to the IUPlans application receipt page. Here you can
print your receipt and then Log Out or click Home to return to the main menu page.

ﬁ Commerce - BBS - IU Plans

Sucseine T e, Orectcx

10307 5000 V020907154

Bethinc
7276 5t
Columbus OH 43004- Confimation No - 226

Date. 1072572016 101457 AM
INVOICE
oaTEOUE 12192016

as0 Apglcaton Fes $1500 513500
Sub Total $135.00
TOTAL $0.00

Pleate print 3 copy of the invaice for your records

Project Status
The project status page will allow you to check the status of any submitted project. This includes payment and
invoice information.

Plan Processing

Submit 3 new project plar View Project Status

Please have the following information ready before atempting to submit a plan
+ Check Project Status

* Project Contact Information * Make Payment
* Project Plan That Will Be Uploaded * Upload Additional Information
* Payment Information

Submit Plan Project Status

Pay an outstanding fee for a project or
Please have the following ready before

Upload Additional Information.
Please have the following information before submitting additional information.

* Invoice Information * Original Project Number
* Payment Information + Additional Project Information (pdf)

View Invoices Additionsl Information



Sorting and Filtering Data
You can sort a column by clicking on the column titles. You can also filter results using the textboxes at the top of
the columns.

Progect Number Model Number StansDescripion
[ r l r * L]
> 1ucz0s071se Tost roject a
> CzS0L35 TEST WITH HEW PAYMENT ENGINE
> L0z0%0e3TS FINAL TEST BEFORE GOLNE
3 uez0e0497 TEsT NORE
> TEST FROM PROCUCTION FOR FILE MOVE
>
>
> TEST FOR PAYMENT
> TEST Applca
> Testing ater CBOSS updates 2011081 esdy For Review
WaT]2 (bl Pagesan 0 -
Project Number Model Number StatusDescription.
| 020007154 | ¥ | [ T | [ b | |
3 10020907154 Test Project Ready For Review

To see invoice information click the arrow on the left side of the grid.

Project Number Model Number StatusDescription

I d I 1 [ ]

Test Project Rescy For Review

Project Inveices
| Iavoice Nusaber Invoice Balance Invoice Date Invoice Status

10307 30.00 1072872016 sAID

Upload Corrections

If you receive a request for additional information or corrections you can upload it using the project status page.

Plan Processing

Submit a new project plan View Project Status
Please have the following information ready before attempting to submit a plan.
- Check Project Status
* Project Contact Information * Make Payment
- Project Plan That Will Be Uploaded - Upload Additional Information
* Payment Information

| Submit Plan_| [ Project Status |

Pay an outstanding fee for a project or insignia request Upload Additional Information.

Please have the following ready before trying to pay a fee. Please have the following information before submitting additional information
* Invoice Information * Original Project Number
+ Payment Information + Additional Project Information (pdf)

| ViewInvoices | | Adsitional Information |

Find the project you need to submit corrections for then click the Upload Plan link.

Project Number Model Number StatusDescription.
| o | 1 | H |
> 1U020907154 Test Project Corrections Required Upload Plan

Then follow the same steps when you uploaded the original plans.

Project Plans Upload
Note: Plans must be in .pdf format.

| Sekct |

Upload



[ LetterHead1 bjpg 4/8/2015 144 PM

b —— 4/8/2015223PM |
| [ PlansCorrected.pdf 33/20151038 AM  «
v

7 —|
\e PlansCorrected.pdf ~  |AllFiles (=) -

- i,

Project Plans Upload
Note: Plans must be in .pdf format.

@ PlansCorrected.pdf x Remove

Plan Upload a8

Upload Successful,

| Ok |

You can also submit additional information by clicking the Additional Information button from the main menu.

Upload Additional Information
Please have the following information before submitting additional information_

- Original Project Number
- Additional Project Information (pdf)

| Additional Information_|

Find the project, click the Upload Information link and follow the upload procedure.

Search |

Search

Project Numbes Project Status

a2

154 Corections Required Upload Information

Project Plans Upload
Note: Plans must be in .pdf format.

| seect |

Upload

Dacuments library

i
) PlaraCorrectadigain pdt

———
FI——

epame PlanConectsdagen pat + [AilFies ) B

Project Plans Upload
Note: Plans must be in pdf format.

& PlersComctenigeinpet x fameove

Upload



Pay for Approved Plans

If you receive an email indicating your plans have been approved but a review fee has been added because

additional review time was required. You will need to pay the additional review fee before you are able to
download the approved plan.

Test User:

The Plans for Project# IU020907154 have been approved.
Please note, a review fee has been added due to additional review time needed.

L
The Ohio Board of Building Standards
On Behalf of the Board

Go to the Project Status page

Plan Processing

Submit 2 new project plan View Project Status

Please have the following information ready before attempting to submit a plan.
+ Check Project Status

~ Make Payment

~ Upload Additional Information

- Project Contact Information
- Project Plan That Will Be Uploaded
+ Payment Information

Submit Plan | Project Status |

Find the plan with the fee you would like to pay and click the Make Payment link.

Project Number Model Number StatusDescription
[ _ [ _ [ _ [ ]
v V020907154 Test Project Plans Approved Unpaid Review Fee
Project Invoices
Tnvoice Number Invoice Balance Invoice Date Invoice Status
10307 $000 10/25/2016 PAID
10308 $250.00 10/26/2016 OPEN Make Payment

You will see the invoice for the additional review fee. Click the Pay Online button.
Pay Online H Mail Payment ‘
O O 1€ € i Jot > >l Epotothe scleced formet v] Expor 51 &) 8

Department
of Commerce

John R. Kasich, Govemor
Jacqueline T_\iiliams, Director

INVOICE# ~ TOTAL

PROJECT# DATE
10308 $250.00 1U020907154 10/26/2016
h
paTEDUE  12/10/2016
No DESCRIPTION ary UNIT PRICE LINE TOTAL
10306 Project Review Fee 25 $100.00 $250.00
Sub Total $250.00
TOTAL $250.00

You will then be taken to the payment processor. The process will be the same as the original payment.

Message from webpage

]

§\, MNOTE you are being redirected to the payment processor.

p—



Industrialized Unit Plans

O Credit Card
O Electronic Check

Technical Support

1£ you need technical support for this online parment processing application, please send an email to EPlans@com state.ch.us

Industrialized Unit Plans

Enter Payment Information
Please enter your credit card payment and billing information below. All of the fields marked with an asterisk are required.

The following link provides information regarding the card security code.

Plans (BETA) Payment Summary

Ite

Quantity: 1 Description: Project Review Fee IUQ20907134: 25 HRS  Price: $230.00 Total: $250.00
Total: $230.00

Payment Information

| —

—— e —
—

* LastBusiness Name:

Couty

Technical Support
If you need tecknical support for this online payment processing application, please send an email to EPlans@

Industrialized Unit Plans

Confirm Payment Information

Please confirm that your credit card payment and billing information belaw is carrect.

dustrialized Unit Plans (BETA) Payment Summa,

Ttems: Quantity 1 Description: Project Review Fee IU020907154: 25 HRS  Price: $250.00 Total: $250.00

Total: $250.00
* Credit Card Number: Sy * Credit Card Type: Visa
* Expiration Month: s * Expiration Year: [l

* Card Security Code: M

Billing Information

First Name: Middle Name.
* Last/Business Neme: [y * Phons: Mum——
= Address Line 1: s Address Line 2:

* Ciry: — + State Province Region: Ml
* Zip/Postal Code: i Country:
Email

Technical Support
Ifyou need techmical support for this online payment processing application, please send an emai to EPlans@com state.ch.us



After the payment processing has been completed successfully you will be return to the receipt page.

ﬁ Commerce - BBS - |U Plans

0 © IK € i a1 > Dl Eroortiothe seecid frmat v) Expont 50 [B4] @

Jncquetine T, Willars, Ovector N

INVOICES  TOTAL PROJECTE DATE
0 5. 267

Beth Inc 10308 $0.00 1U020907154 1012612016

7276 st

Columbus OH 43004-

INVOICE

oateoue 121102016

Confirmation No : 227
Date: 10/26/2016 1.51.08 PM

10306 view Fee 25 $100.00
Sub Total $260.00
TOTAL $0.00

Please print a copy of the invoice for your records

If you click Home to go to the main menu then the Project Status button you will be able to download the
approved plan.

Plan Processing

Submit a new project plan View Project Status

Please have the following information ready before attempting to submit a plan
+ Check Project Status

« Project Contact Information - Make Payment
+ Project Plan That Will Be Uploaded * Upload Additional Information
+ Payment Information

| submit Plan | | Project Status |
Pay an outstanding fee for a project or insignia request Upload Additional Information
W 10020007154 Test Projact Approved Paid Download Plan
Project Invoices.
Invoice Number Invece Balance Iavoice Date Invoice Status.
0307 5000 0 210
10308 $0.00 10/26/2016 PAID
I
B you want o ssve IVD20907154.paf from appZ.comahiagov? swe ]| canca

Insignia Requests

To request insignias click the Insignia Request button on the main menu page.

Insignias and Shipping Reports

Request new insignias. Shipping Reports.

Please have the following information before submitting a request Please have the following information before submitting shipping report information.
+ Contact Information - Associated Project Number
* Shipping Information * Serial Number
+ Payment Information. - Insignia Nomber

* Date Shipped and Offline
- Temporary Final Location

|_Insignia Request | |__hipping Reports |




Provide the required information. This information will include the number of insignias requested as well as the
delivery method.

Request For Industrialized Unit Insignias

Manufacturer Mail To Requestor
Manafactorer Name | semmm Use MFG Adéress B Requestar's Name | Test
Sueet Address | amm——m Title Freside

Street Address ‘—

City City Columbus Phane No [
Statc — L. Sume onie ~|  EmNa [
Zp — Ze —

ComstPeson  [vetoee ContactPerson [ testuser
Insignias Requested
Number Requested Price Per lnsignia Toal Amt Doe

1 $50.00EA

Delivery Method

Certifed U, Mail =
Submit | Cancel
Insignia Request (<]

Insignia Request

Submitted. Please

A Submit Payment
OK

After submitting the request you will be required to pay for the insignias online. This process is the same as the
other online payments.

Pay Online

[ e L)

2 | Department 2
) | of Commerca

— T smme o THaote
T
INVOICE
o 12182018
0308 g Recuen Foe o 500 ss000n
Sub Tota 150000
ToTaL 80800 v
[TT—— )

fl, MOTE you are being redrected o the payment pccesscs.

Mam Ohio Department of Commerce
Dl Division of Industrial Complisace

Industrialized Unir Plans

Crett Card

Eectronie Chack

Techascal S
18 o3 TR oot B i ot AT oo it st P sk s EFLsiaD




Enter Payment Information
Please enter your credit card payment and billing information below. All of the fields marked with an asterisk are required

The following link provides information regarding the card security code.

Commerce - Industrialized Unit Plans (BETA) Payment Summa

Items: Quantity: 10 Description: Lusignia Request Fee  Price: $50.00  Total: $500.00
Total: $500.00

Payment Information

T =

* Expiration Montt: [02 - February -

LI

+ Card Security Code:

* Expiration Year: [3075 ™

Billing Information

First Name:
* LastBusiness Name:

1
— ]

* Zip/Postal Code:

— ]
|

Technical Support
If you need technical support for this online payment processing application, please send an email to EPlans@eom state oh.us

e
G

Confirm Payment Information

Please confirm that your credit card payment and billing information below is correct

‘Commerce - Indus! ed Unit Plans (BETA) Payment Summa

Items: Quantity: 10 Description: Insignia Request Fee Price: $50.00 Total: $500.00

Total: $300.00

Payment Information

* Credit Card Number: I
* Expiration Month: WM
* Card Security Code: I

* Credit Card Type: Visa
* Expiration Year: [y

Billing Information

First Name:
* Last/Business Name: S
* Address Line 1: S
g
* Zip/Postal Code: _

Middle Neme:

* Phone: -
Address Line 2- Ji—
.

* State Province Regi

Country:

Email:

Cenfirm

Technical Support
If you nead technical support for this online payment processing application, please send an email to EPlans @com state.oh.us.

© CBOSS, IN

After your payment has been successfully processed you will return to the receipt page.

[0 0 K< o1 et | Export. 5 [B0] @
Department
of Commerce
john R Kasich. Goven
Joccueina T ibame
— 10310 $000 INSIGNIA i
REQUEST
Confirmation No. 2
INVOICE Date: 11/1/2016 115119 AM
wrepve 1211 6
s wescHTOn
10308 nsignia Request Fes v

Please print a copy of the invoice for your records



Shipping Reports

To submit a shipping report click the Shipping Reports button on the main page.

Reque

Please lowing information before submitting  request & following information before submitting shipping report information

+ Contact Information = Associated Project Number
+ Shipping Information + Serial Number
* Payment Information Ni

+ Insignia Number
* Date Shipped and Offline
~ Temporary Final Location

Shipping Reparts

Click the Add new record link at the top of the grid.

+ Add new record % Refiesh
Prepares FusstName Preparer LastName Preparer Fhone Preparer Email Report Month

> - ——— —— Edit

- —-— D ——— Edit

b — TE— Edit

Complete the report’s general information form and click insert.

|+ Add new record

Preparer FirstName Preparer LastName

Preparer FirstName: | Test

Preparer LastName: |User

Preparer Phone: (614)555-3535

Preparer Email: test@test.com
Report Month: [L0201] x

Insert Cancel

After inserting the new shipping report record click the arrow on the left side of the row. The row will expand
down allowing you to add details to the report.

+ Addnew record | Refiesh
Pregares FirstName Pregares LasiName Pregarer Phone Pregaser Emasl Repert Mooty

> Edy

> —— — ———— Edit

> - —— - Edi
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Complete the shipping report detail form and then click the insert link. Note, the shipping report must be tied to an
APPROVED PROJECT.

+ Add new record % | Refiesh

Test City

3213 |

Insert Successful a

Insert has been
! L successful.

|0K|

After inserting the detail you can continue to add more or edit the existing one. To add more click the add new
record link again. To edit an existing item click the Edit link on the right side of the row you would like to edit.
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