Introducing ownCloud

ownCloud is the open source file share software that the City of Naperville, TED Business Group will be
using to allow applicants (or their representatives) to transfer files to the City’s Project Managers for
electronic plan review (eReview). ownCloud provides a safe, secure, and compliant file sharing solution

Invitation to Shared Folder

The City of Naperville’s Project Managers will create project folders and invite the applicant to the
shared folder. The applicant will create an account to access the shared folders and upload the required
plan submittals in the appropriate format.

15t email — Initial Invite to Activate Account

The invitee will receive two emails, the first email will contain the invitation to the Shared folder and
include instructions on activating their guest account. Information contained within the invitation email
includes:

Debbie Kresl shared »Ashwood Park North Townhomes PZC 19-1-090« with you inbox x

o Debbie Kresl via ownCloud helpdesk@naperville il.us via sendgrid.net
tome =

Name of Shared Project
Folder

Hey there,
just letting you know that Debbie Kresl shared Ashwood Park North Townhomes PZC 19-1-090 with you.

Activate your guest account at ownCloud by setting a password.

Link to create account
password

Then view it!

You can login using the email address "testkresl3@gmail.com” .

Cheers!

Username

ewnCloud - A safe home for all your data
https://owncloud.org 4

1. Sender name: i.e. “ProjectManagerName via OwnCloud” helpdesk@naperville.il.us via
sendgrid.net

2. The Name of the Shared Project Folder

Link to set Account Password which will activate the account

4. User Name to use for account (email address)
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Activating Guest Account
Click “setting a password” link, the following ownCloud screen appeatrs:
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email auto-populates

testkresi3@gmail.com
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|i7‘af-5 word Enter password for account

Set password

Press Enter key or click "Set
3 Password" button

1. Email is auto-populated in sign-in screen

2. Enter a password to use for the account, select something you will remember

3. Either press <Enter> key or click “Set Password” button to activate account, the
following screen appears:
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4. Close dialog screen.
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5. Click “Accept Share” — you are now able to access the folder and any sub-folders created
2" email - Notification Email

The second email is simply a notification email with a link to the shared folder.

1. Itis from the sender: helpdesk@naperville.il.us via sendgrid.net
2. Contains link to folder

Folder will not be accessible until account is activated per the 1st email

"Debbie Kresl" shared "Ashwood Park North Townhomes PZC 19-1-090" with you inbex x

o helpdesk@naperville.il.us via sendgrid net

fome -

Hella,

"Debbie Kres|" invited you to view "Ashwood Park North Townhomes PZC 19-1-090"
e See https:/fowncloud. napervills.

.us/index.php/f/1548 on ownCloud for more information

ownCloud - A safe home for all your datz
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Upload Files

To upload files, click on the folder name into which you want to upload the files to. If this is the first
submittal for the project upload the files into the “15* Submittal” sub-folder. If it is the second submittal
for the project upload the files into the 2" submittal sub-folder, etc.

1. Click on the Project File Name,

2. Click on the sub-folder 1°* Submittal

3. Click on the “+” symbol for the “Upload” command

4. Click “Upload”
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File Explorer opens, navigate to location of files to upload

5. Select Files and
6. click “Open” button.
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File name: | "Transmittal sheet-1" "Ashwood Park North Townhomes SWC 103rd and 248th - Checklist” "Ashwood Par | | All Files v

After the files are uploaded., confirm all files are present and if they are,

7. Click username and then
8. Click logout.

The PM will be automatically notified that activity has occurred on the Project Folder.
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Project will not be routed for eReview until all required files are uploaded.




To Download an Individual File/Folder
To download files:

1. Select the file or folder you wish to download.
2. Click the overflow button (3 dots)
3. From the context menu that appear, click download
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The file will download to your default download folder, if you selected a folder to download it will
package the files in a .zip file first — the name of the .zip file will be the same as the individual file or
folder selected.

To Download Multiple Files
1. Hover over or mouse over the file icon, click the checkbox next to the file/folder to
select
2. Click “download” button
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The multiple files/folders selected will be packaged into a .zip file and saved to your default download
folder — the name of the .zip file will be the name of the folder/sub-folder from which the files/folders
were selected from. In this example — the .zip file would be named 1% Submittal.zip

Additional Invites to Shared Folders

If you are working on several projects with one or more Project Managers you will have access to the
additional “Shared Folders” under your same activated account provided you are using the same email
address.

1. Click the link in the additional invites
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"Debbie Kresl" shared "Lincoln at CityGate Centre PZC 19-1-020" with & B
you Inbox x

helpdesk@naperville.il.us via sendgrid net 1:47 AM (3 minutes ago) Yy
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Halle,
Debbie Kresl™ invited you to view “Lincoln at CityGate Centre PZC 19-1-020°

See hitps:/fowncloyd napgrville. il ys/index.php/f/1979 on ewnCloud for mare information
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2. Select “Accept Share” next to the folder name, you will now be able to navigate within
each project.
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If you have any questions, contact your assigned Project Manager or email DRT@naperville.il.us




