Client Sharefile Access S

Executive Summary

In an effort to continually provide excellent service to our clients, ERSC is always seeking technological
solutions to increase efficiencies to reduce cost and time impacts to projects. In improving ERSC’s This
document will outline access to the system, navigation of the system, obtaining information/documents,
adding information/documents, and the ERSC transmittal process.

Please contact Cassandra Silva at csilva@erscinc.com for any issues/questions.

Contents
G To U A V=B a0V o 4 - | o 1
1076 1 1= 01 £ PP P PO PTPP PPt 1
Al ACCESS ittt b a e s a e s b e e s b et s a s e s a et e s bba e e 2
ALL INIEIAT ACCESS -ttt ettt sttt et st e e b et e s a bt e s bee e s abe e e bee e aubeesbe e e s abee s baeeantee s beeennreesareeeanreesreeenn 2
F A (T V| Y Yol ol PPNt 6
= T oAV T - | 1 o ] o T T U TP 8
B.l NaVIGation Pane. i, 8
2 A e oY =Tt o] Lo LT g \VF= YT o o F O 9
C. Document Retrieval and SUDMITLAl ......c.c.ei it e sare e 14
C.1 DOCUMENT RELIIEVAL.....eiiiiiiiiieiee ettt ettt et e sab e st e s bt e e st e s be e e nteesabeeessbeesareesaneeesabeesanes 14
C.2 DOCUMENT SUBMITTAL. ettt ettt st st st sb e e b e b e b e snees 16
D NOEIFICATIONS ..ttt ettt s bt s he e st s bt e bt e bt e b e s be e sme e ea et et e et e e nbeesbeesanesaneeane 22
(DI R U o] (o= To I [} ) iToF= Y o] s L3P 22

JFI‘I‘I

ENoL

THIS SPACE INTENTIONALLY LEFT
BLANK



mailto:csilva@erscinc.com

Client Sharefile Access v

A. Access

A.1 Initial Access
When your organization is ready to begin using Sharefile, ERSC will setup an account for each person
within your organization that requires access. When your account is initially created, you will receive an
email from the Sharefile system with a link to access the system as shown below:

LNOL

Enginesriag Retsunied of Southem Califgenly

Craig,

Welcomel You have been added to the account for Engineering Resources of Southem
California, Inc..

A note from CRAIG :

Welcome to ERSC's Sharefile account. Please follow the activation link below to get started.

Activating your account will allow you to create your password. This link is unique to you and
must be used within the next 30 days.

Activate Account

Trouble with the above link? You can copy and paste the following URL into your web browser:
https://erscinc sharefile com/?a=d9d56b190952866f&uh=bp

When you receive this message, you can click the “Activate Account” button or copy and paste the
provided link into your internet browser.

Sharefile considers your email address to be your username since this information is delivered via email.

Completing this step will direct you to the login screen for the system.
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After accessing the initial login page, the system will verify your information as shown below:

CLNOL

Ergnepriogg Brtourcen of Southern Cablenia

Craig

Last Name: *

Brudin
Company

City of Redlands

= E

If any of the information is incorrect, you may correct it here and the system will automatically update
your profile. After verifying and changing any information that may be incorrect, click the “Continue” button
as shown next to the red arrow above. Clicking continue will take you to the Password Creation page.
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After verifying your information and clicking Continue, you will be directed to the Password Creation page
as shown below:

tLNOL

Ersgingpriegy Bevsuroer of Southem Califprnls
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Your username is craigbrudin@gmail.com.

Flease Create a passy vord.

Please create a password that meets the following requirements:

at least 1 Upper Case letter

at least 1 Lower Case letter

at least 1 number

at least 8 characters in length

Password and Confirm Password should match
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Back Save and Sign In

Here you will choose a password that will allow subsequent access. Enter your password choice in the
first row next to the red arrow, and confirm your password in the second row next to the blue arrow. Your
password will need to conform to the parameters outlined in the blue box next to the green arrow above.
When you are finished and your password has been accepted (verified by the green check marks in the
blue box), you can click the “Save and Sign In” Button. This will save your password and take you to the
Sharefile default login page.

After completing a password and saving, you will be directed to the site as shown below:

—
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Q Help  Apps LogOut

RS

Engmesring Brigureen o Seuhem Catterra

(™ Dashboard r— F
(=] olders
| D Folders Narme a Size Uploaded Creator E
2% shared Folders v BT ooo1o002 - City of Palm Springs Plan Check 337MB  6/20/19 C.BRUDIN
"t Favorites
1 Inbox

{0y Personal Settings

We will cover navigation of the site in Section B.1.

Next we will explore regular access to the site.
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A.2 Regular Access
Following initial access, verification of profile, and password selection, access to the Sharefile system

will be completed by accessing the web address: hitps://erscinc.sharefile.com/

Access is also available through ERSC’s website by clicking the “Client Login” button at the top right
corner of the home page. ERSC's website address is erscinc.com :

Iy

ABOUT SERVICES PROJECTS CAREERS NEWS CONTACT

By entering this address into your internet browser, you will be directed to the login page as shown below:

i€ https://erscinc.sharefile.com/

ERSE

Erggepriog Bevcucet of Southerm Calleoria

cbrudin@erscinc.com

4
.

Here you will enter your credentials for login. Enter your email used during your initial registration in the
upper field next to the red arrow. Enter your password in the lower field next to the blue arrow. When
your credentials are complete, click the “Sign In” button next to the green arrow.

—



https://erscinc.sharefile.com/
file://sbserver/Drive-S/ADMIN/PROCEDURE%20MANUALS/Plan%20Check/Client%20Access%20Sharefile/erscinc.com
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After correctly entering your credentials and clicking Continue, you will be directed to the site as shown
below:

MaAaan . .
tlia - Q Help  Apps Log Out

() Dashboard r— Folders
| D Folders Name & Size Uploaded Creator =
£ Shared Folders 7r F7 ooo10002 - City of Palm Springs Plan Check 337MB  6/20/19 C. BRUDIN
¢ Favorites
[~ Inbox

{05 Personal Settings

Next we will explore navigation of information.
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B. Navigation

B.1 Navigation Pane
Upon Login you will be directed to the area of the site you had previously viewed upon you last login.
Since you will most likely want to access different information upon each login, the navigation pane
provides quick access to different areas of the site. The navigation pane is always visible on the left
portion of your window as shown below:

Q Help  Apps LogOu

Enggriog Rrtaurten o S n TG

Dashboard

CB HeHO Cra|g Add profile picture
] Folders
Welcome! Please remember the information below
(7 Inbox Sign-In Page: erscinc.sharefile.com
| Op Personal Settings
Shortcuts
23 PAe
Shared Folders Favorites

Recent Files

Files you recently accessed will appear here.

Go to Shared Folders

1. Dashboard: The dashboard navigation will take you to the dashboard to quickly access your
folders, favorite items, and items that you have recently accessed.

2. Folders: The folders navigation will take you to the folders that you have been given access.

Inbox: The inbox navigation will take you to the system mail box for your username.

4. Personal Settings: The personal settings navigation will take you to the area

w

Next we will discuss the navigating to the project folders.
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B.2 Project Folder Navigation
Folders in the system are accessed by using the “Folders” navigation. Click the Folders navigation to

exposed the two options to access as shown in red below:

:

meriy Biicusntin sibwar Cnlipes

Dashboard r— FOlderS

Folders

N

Mame &

Shared Folders O = 00010002 - City of Palm Springs Plan Check

Favorites

=)

nbox

Personal Settings

There will be two available options, Shared Folders and Favorites:

1. Shared Folders: In the shared folders navigation, all folders which you have been granted access
will be available. These folders are organized with ERSC’s Client and Project Number with a
description of the project as shown next to the green arrow.

2. Favorites: The favorites folder will contain any folder or document that you have designated as
such. You can designate any item as a favorite by clicking on the star next to the item. This star
is circled in red above.

Once you have navigated to the screen as shown above, find your project folder and click to navigate to
the folder.
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_

When you have selected and navigated to your folder, you will find the different jobs that have been

included under the project:

00010002 - City of Palm 5prings Plan Check

F~ 00010002 - City of Palm Springs Plan Check

Mame &

772 - E-4383 THE COLE HOTEL

773- TAHQUITZ AND SUNRISE MEDICAL CENTER

774- E- 4356 3395 INDIAN CANYON DR

775- LLA 19-05-0925 925 CORONADO AVE

776- TM 36691-1

777 - LLA 19-06-3345 AMBASSADOR DRIVE

778 - E- 4312 740 PALM AVE

o o o o o o o o o
a0 B B B B B M

779 - E-4313 760 PALM AVE

Mare Options

Email me when a file is: B Uploaded to this folder

These jobs are numbered to correspond with ERSC’s job number, the City’s assigned file number, and
a short description of the project. Click on your preferred project to navigate to the project’s folders.
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Within the job folder, different folders will be available depending on the size of the submitted project:

772 - E-4383 THE COLE HOTEL

F~ 772-E-4383 THE COLE HOTEL More Options

]
1

Name &
[~ AnaLwamp

= HYDROLOGY AND HYDRAULIC

o o o o

[~ PRECISE GRADING

Email me when a file is: Uploaded to this folder

For this example, a WQMP, Hydrology Study, and Grading Plan are currently being processed. For this
example, we will explore the information within the Grading Plan. Click on the desired folder to access
the information within the folder:

PRECISE GRADING

F~ PRECISE GRADING More Options

O Name & Size Uploaded Creator =

O [~ 30 TRANSMITTALS

Email me when a file is: Uploaded to this folder

Here we can see the transmittals folder. This is where information is stored that is ready for submittal to
the Engineer or that is to be received from the Engineer.
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Within the Transmittals folder, you will find separate folders for incoming and outgoing transmittals:

3.0 TRANSMITTALS

F~ 30TRANSMITTALS More Options o

Name & =

F~ incoming

F~ outcoing

Email me when a file is: Uploaded to this folder

Incoming Folder: Incoming transmittals refer to information that is be transmitted to ERSC from an
outside entity.

Outgoing Folder: Outgoing transmittals refer to information that is being transmitted by ERSC to an
outside entity.

Click on the folder that corresponds with the information that you are looking to retrieve:

INCOMING

F~ INCOMING R

Mame &
[~ pcra-2s19
F~ pc263-19

Email me when a file

Each transmittal folder, Incoming or Outgoing, will have submittal folders. These will be organized by
the submittal number and the date created. Within these folders are the data that has been received or

transmitted.
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Information transmitted is typically related to submittal of redline or revised plans, and a comment or
response memo outlining the content of the plans:

2-E-4 DING > 3 PC26-3-19
' PC2 6-3-19 More Options
Mame & Size Uploaded Creator E
[ 15-05-30 Precise Grading Plans - 2nd Submittal.pdf 33 MB 219 PM C. Brudin
[ v Precise Grading Plan - 1st Plan Check Comments with Response.pdf 32 MB 219 PM C. Brudin

Ermail me when a file is: B Uploaded to this folder

Next we will explore document retrieval and adding information to the system.
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C. Document Retrieval and Submittal

C.1 Document Retrieval
When you are ready to view or retrieve documents from a folder, navigate to the desired job transmittal

folder as discussed in the previous section:

PC26-3-19
' PCZ 6—3—19 More Options
[l Mame a Size Uploaded Creator E
[ 15-05-30 Precise Grading Plans - 2nd Submittal.pdf 33 MB 219 P C. Brudin
O = Precise Grading Plan - 1st Plan Check Comments with Response.pdf 32 MB 219 P C. Brudin

Ermail me when a file is: B Uploaded to this folder

Documents can be both downloaded from the system for your use or viewed within the system for quick
reference.

To view a document in the system, all that is required is clicking on the information you would like to view:

319
PC26-3-1 =

<

Details
~  15-05-30 Precise Grading Plans - 2n

19-05-30 Precise Grading Plans - 2nd Submittal.pdf

Rename
IN THE CITY OF PALM SFRINGS, STATE OF CALIFORNIA d Submittal pdf
= ot s e 5 T e
THE COLE HOTEL
PRECISE GRADING FLANS 3285 MB
Modified: 7/8/15 219 PM
MDS5: £3102b7c1c09c2b7204093153a4e3c0e
2 S i
Download Print Delete
N [ <
Check Qut Copy Move
Notes Add Note

- 28% +

You can search information as circled in red, navigate multiple pages as circled in blue, and zoom in/out
as circled in green.

—
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There are multiple ways to download information from the system. When you have navigated to the
document you would like to retrieve, you can do one of the following:

PC2 6-3-19

r_ PC2 6—3—19 Mare Options

TiT Delete & Preview <> Move +++ More

O Mame & Size Uploaded

G 19-05-30 Precise Grading Plans - 2nd Submittal.pdf

Preview

& Download

Delete

O wr Precise Grading Plan - 1st Plan Check Comments wi

Mave Email me v

Copy
Rename
Check Out
Favorite

4dd Note

1. Click the box next to the document you would like to retrieve. When highlighted in blue, click the
download button at the top of the page to start your download. Steps shown in red circles above.

2. Right-click on the document you would like to retrieve. When the drop-down menu appears, click
the Download button to start the download. Steps shown in blue circles above.
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C.2 Document Submittal
When submitting information, navigate to the desired job transmittal folder as discussed in section B.

Remember, information being submitted to ERSC should be in the Incoming folder:

PP South Chandler / Gilbert | River [ X =+

x  +
ttps://erscinc.sharefile.com/home/shared/fof21403-5aec-49df-8e77-9b5cf738aafa o 3y
-Bu.. [@# ShareFile Login @M Sharepoint - Login [ Redlands, CA(9237.. & Caltrans - QuickMap & NOAAYucaips () Windytv %8 Hemet Weather Pa..  RER Polaris RZR Parts Fo..  Jif RODP »

] .
i Q Help ApE
INCOMING
' ‘ N CO M ‘ N G More Options
T} upload H
3 cCreate Folder
Name & Siza Uplcaded Bl create Document =
- o
0o [~ bc14959 235 KB 919 P Create Presentation
B create Spreadsheet
W = pPC26-3-19 64 MB 2:19 PM
Create Note
Email me w Create URL this folder

You will need to create a new folder for the information to be submitted. To create a new folder, click the
blue button at the right side of the page circled above in red. Then, click the Create Folder button.
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When you click the create folder button, this will prompt a dialogue box to title and describe your folder:

Create Folder e

Name:

Supporting Documents - 7-3-1%

Details

Supporting Dacuments for Plan Check]

1

Character limit: 965

Apply Template: ()

Do not use a folder template

(0 Use a folder template

| |
| Create Folder Cancel
A

Add your folder title and date as this is required next to the red arrow. Details are optional as show next
to the blue arrow. You do not need to use a template as circled in red. Click the blue button to create
your folder next to the green arrow:

5 > Supporting Dacuments - 7-9-19

F= Supporting Documents - 7-3-19 1 wore opions

This folder is empty

-

Drag files here
Browse files

Email me when a file is: B Uploaded to this folder

—
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When your folder is created, you can add documents to your new folder. This can be achieved a few
ways:

Supporting Documents - 7-3-19

F~ Supporting Documents - 7-9-19 More Oprions
3 create Folder
B create Document
This folder is empty
Create Presentation
% Create Spreadsheet

D Create Note

Create URL

Browse files

Email me when a file is: Uploaded to this folder

There are three ways to add documents to your new folder:
1. Click and drag is the easiest. Simply select the item you would like to add, and drag into your
Sharefile folder to upload.
2. Click the upload button shown circled in red above. This will open the below dialog box to drag
files from your directory into the system:

Upload to "Supporting Documents - 7-9-19"

Drag files here

Browse files
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When you click, drag, and drop into Sharefile the file will automatically begin upload:

| 772 -E-4383 THE COLEHOTEL > PRECISE GRADING > 3.0 TRANSMITTALS NCOMING > Supporting Documents - 7-9-19

- Supporting Documents - 7-9-19 - wore options

] Name & Size Uploaded Crestor
0 i TEST.pdf 46KB 837 AM C. Brudin

Email me when a file is: B Uploaded to this folder

When the upload is completed, a notification will be sent to ERSC staff to notify that the upload has been
completed:

41010

Erppringg Beviranid ¢4 Sonthirn Calkieria

CRAIG,

Craig Brudin has uploaded a file to the folder Supporting
Documents - 7-9-19.

Click here to download TEST.pdf

00010002 - City of Palm Springs Plan Check > 772 - E-4383 THE COLE HOTEL >
PRECISE GRADING > 3.0 TRANSMITTALS > INCOMING > Supporting Documents -
7-9-19

Name: TEST.pdf
Size: 4622 KB - Created: 7/9/19 11:36a
Creator: Craig Brudin [craigbrudin@gmail com] (City of Redlands)

Dates are displayed in UTC -5

Trouble with the above link? You can copy and paste the following URL info your web browser:
https:/ierscinc.sharefile.com/d/e31efbbac2894f18
Click here to change how often ShareFile sends emails

Powered By Citrix ShareFile 2019

Next we will cover retrieval of plan check tracking logs.
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C.3 Project Tracking Log
ERSC maintains a tracking log for each project processed for plan review. To view a specific project’s

tracking log, navigate to the desired project folder as previously described in Section B.2 above.

riheprn Calliperia

F~ 772-E-4383 THE COLE HOTEL More Options

. 7 Itemsin this Folder &' People an this Folder

Mame
F“ PRECISE GRADING
F“ HYDROLOGY AND HYDRAULIC

77 B2 FInAL wamp

o o o o O

v BB 772- TRACKING LOG.xisx

=)

Click on the Excel file labeled “Tracking Log” next to the Red arrow above to open and view the log.

Email me when a file is:
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When you click the excel file, the tracking log will open as shown below.

772 - E-4383 THE COLE

< @ 772- TRACKING LOG.xIsx Details

ﬂ% EXCE| - Read-Only CRAIG BRUDIN 772- TRACKING LOG .xlsx Rename
Eﬁ; Download EF’ Print ‘_.q_ Share ~ Data ~ wee 1296 KB
- _ _ Modified: 7/30/19 8:27 AM
- ; - THEI)E COLE HO'IF:EI_ B L MD5: b9354d49el5f0adf554930eccaffeled

3 |Billing group: 00010002/772

4 .
City Reference .
5 Mumber: E-4383 M {G/\
. i Email With )

6 |Agency: Palm Springs e Get A Link
7 Citrix...

5 |COMMENTS:

9
10 Phase: Phase Code: PC# IN/INITIALS QUT/INITIALS DUE PC Engineer | QA/QC
- — 7 | N
12 ROLOGY 1 4/25/2019 5/8/19VB 5/8/19VE|MA i |_ heck

slete heck Ol

1{ | Approved on: 2| 72s10wb 8/2/1avb|MA = Ll ALl
14 By: 3

5 4
16
17 PRECISE GRADING 1 4/25/2019 5/8/19vb 5/8/19vb|1B @ @
18 |Approved on: 2 6/3/19vb 6/13/19VB| 6/13/19vb|1B Cony Mave
19 By: 3 7/12/19VB 7/23/19vb| 7/23/19VB|1B S o
20 4
21
22 FINAL WQMP 1 4/25/2019 4/26/19VB 5/8/19vb|SW
23 |Approved on: 2| 7/25/19vE 8/2/19VB|SW =

- Notes Add Note

4

Sheet 1

The tracking log contains information regarding when ERSC receives and submits projects. This sheet
represents the entire project, so when multiple documents are submitted for review, they are all shown
in the same tracking log. The red, blue and green arrows above show the document type and their

corresponding dates.

When a project is approved by ERSC, a date and initials of the approving engineer will be added to the
are circled in blue above.

The tracking log can be downloaded to your computer by clicking either download button circled in red
above.

Next we will cover notifications for items added to the system.
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D. Notifications

D.1 Upload Notifications
As a client user, you are able to set Sharefile to automatically notify you each time an item is added to a

folder. This will allow you to closely follow projects identified as a priority by the City.
It is recommended that you only turn on notifications for the Incoming and Outgoing Folders for specific
projects. If you turn on notifications for your entire project, you may receive excessive emails on a daily

basis.

First navigate to the project that you would like to receive notifications for as outlined in Section B.2:

3.0 TRANSMITTALS

‘ 3.0 TRANSMITTALS More Options o

Mame & Size Uploaded Creator

F~ incoming

F~ outcoing

Email me when a file is: Uploaded to this folder

Find the box in at the right of the screen circled in red above. Click this box to activate notifications for
this folder. Remember, this will notify you each time something is added to the current folder. The current
folder is shown above circled in blue.
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Upload notifications will be received via user email in the format shown below:

LNOL

Enggerioeg Brugurtet o Southermn Calleera

CRAIG,

Craig Brudin has uploaded a file to the folder Supporting
Documents - 7-9-19.

Click here to download TEST.pdf

00010002 - City of Palm Springs Plan Check > 772 - E-4383 THE COLE HOTEL >
PRECISE GRADING > 3.0 TRANSMITTALS > INCOMING > Supporting Documents -
7-9-19

Name: TEST.pdf
Size: 46.22 KB » Created: 7/9/19 11:36a
Creator: Craig Brudin [craigbruding@gmail.com] (City of Redlands)

Dates are displayed in UTC -5
Trouble with the above link? You can copy and paste the following URL into your web browser:

htips:ilerscinc.sharefile.com/d/e31efbbac 2894f18
Click here to change how often ShareFile sends emails

Powered By Citrix ShareFile 2019

The title of the document is shown in White and can be automatically downloaded by clicking on the white
text shown next to the arrow in red. You can also navigate to the folder where the upload was completed
by clicking on the link in Black shown next to the blue arrow.
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