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HOW TO ACTIVATE
YOUR ACCOUNT

When a contractor invites you to Buildertrend, you will receive

an email to activate your free Buildertrend account. In order to
activate your account, you'll need to click on the “Activate” button
within the email.

'CONTOUR]
HOMES

BT New Home Builder
To: Dyna Construction

If you already have an account with another contractor, you can
select the ”YeS” option and |Og in Wlth yOUI’ existing Credentials. Here at Contour Homes we understand the importance of communication with our sub-contractors. Through our secure project management software, we give our subs one seamless platform to:
This allows you to link all of your contractors using Buildertrend
under one set of login credentials.

Submit bids

Communicate easier

Track job progress & action items

Download, view & sign documents

Send messages, share photos, & much more

If this is your first time using Buildertrend, you will select the

uNOu option a nd then create a username a I’]d password You can easily access all of this information from any PC, Phone or Tablet. And, don’t worry, the sub portal is use MA
) i 1] i
; ; ; Activation is free and only takes a minute. To get started please click Activate below. ]
Once you create your credentials, you can login to Buildertrend - :
at buildertrend.net. You can also go into the App Store or Goog le If you'd like to take a tour of our sub-contractor portal please click here: Sub-Contractor Overview Video L CONTOUR,§

Sub-Contractor Mobile App Overview HOMES

Play Store and search Buildertrend and download the mobile app.
You will log you into the mobile app and full site using the

_ BT New Home Builder is using Buildertrend.
credentials you create. Activate

Activate your FREE account to accomplish more together.

** This email has been auto-generated on behalf of BT New Home Builder, please do not reply directly to this email ** FIrSt’ have you used BUIIdertrend befOI'E?

Yes, | already have an account with a different builder
t) BUILDERTREND © 2019 Buildertrend Solutions, Inc. (e ) Nope, I'm new here

t) BUILDERTREND
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Your initial Summary screen is designed to give you a quick

snapshot of what's happening on jobs that you have access to. -

Jobs Menu ? a Status Title Lien Waiver Status Payments Price Amount Received

You can view any Purchase Orders that need action right on your Your Inbox | (1) new messagele P20
Summary screen, reference your inbox, Change Orders, as well - 4262019 Boettoher-0001 - Plumbing Mise v 530000 50000

as your To-Do's, etc. On the left-hand side of the page is where 9

None approved in the last 30 days

you'll be able to see each of the jobs that you are assigned to. jobs Hide To-D's Over 0 Days  ~

i Current Weather

If you would like to view details regarding a specific job, you can oo vermve——

*CB-BS-4510L St-

click the job to view information related to that job specifically. — S Cop oo eSS
ol . . OB . ) ) O Flc Feels like: 64°F Status Title Job
You'll always have the ability to use the "All Listed Jobs" option oot N Y 57! Winds. 12 mph

Humidity: 63% None running or scheduled over the next 30 days
to view a Summary of all jobs. "CB-EST- 11818 1t-Jones /N | Your Extended Forecast
Recent Daily Logs (Last 5 Entries)
oo s | Meveis | Tevets | weaves M
Parks @ ®y 22 ® Date: 10-18-2017 - Job: Davidson Estate Added By: Bonson Plumbing
: o o o Daily Log Notes:
Davidson Estate 70 79 81 Progressitest
Kiedis' Kitchen Thu, May 16 Fri, May 17 Sat, May 18 Subs on Site-test
Kilmister Basement ® Issues:test
o o o
88 86 78 Materials Delivered:test
King Estate
Osbourne Basement TI°F 49°F
Date: 4-28-2017 - Job: Kilmister Basement Added By: Cameron Boettcher
Daily Log Notes:
Progress: Attachments
Subs on Site:
Issues:
Deliveries:
@y ©F TF
Il
Date: 4-28-2017 - Job: Kilmister Basement Added By: Cameron Boettcher

Daily Log Notes:
Today we focused on.... Attachments View All (1)

% 46°F 37°F )

@ . 4
Countertop Installati

t) BUILDERTREND
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. -- All Builders -- - Email Inbox Recent Bill/PO Activity

Status Title Lien Waiver Status Price Amount Received

Payments
Jobs Menu ? s Your Inbox = (1) new message(s)
P C v}4~26-201 9 Boettcher-0002 - Plumbing_Subcontractor $12,000.00 $5,000.00
pro—— Recent Change Order Activity ¥ 4-26-2019 Boettcher-0001 - Plumbing Misc v 4 $300.00 $300.00

Viewing information within Buildertrend can either be job 9 Date Tt ——
. (e . . . None approved in the last 30 days
specific or viewed across all jobs depending on the tab. e " '
On a PC, if you would like to view information specific to A teted doe No incomplet To-Do's
. . . . \CB.BS. 4510 L St maha, NE 68137 Monday, May 13 2019 . GlarTaahe Galaaiad
a job, you would first select the job from the left-hand side, Bostiher Gurrent Conltion: Mosty oy Work Schedule Snapshot — e
. . ) F|C eels like: 64°] atus itle o
then choose any of the options along the banner at the top ssor-woia | oeay (BA © e - i - Project Management
— umiaity: o one running or scheduled over the nex ays
to view information related to specific features. "08-EST-1161815t-Jones /N | Your Extended Forscast af v af 7~
T ———— A Mon, May 13 Tue, May 14 Wed, May 15 Recent Daily Logs (Last 5 Entries) D U
Parks Py 220 = ate: 10-18- - Job: Davidson Estate
e - > t 10-18-2017 - dob: Davidson Estat Daily Logs To-Do's Schedules  Change Orders
Davidson Estate 700 790 81 o Daily Log Notes:

Progress:test

Kiedis' Kitchen Thu, May 16 Fni, May17 Sat, Iillay 18 Subs on Site:test *
‘ Phone or Tablet Kilmister Basement [ €y 20% Issues:test & 0
King Estate 88° 86° 78° Materials Delivered:test Selections Warranty Job Info
When accessing Buildertrend on a phone or tablet, tap “Select R r .
. X X A 'sbourne Basemen! les
a Job” at the top of the mobile app to display a list of jobs you
. . - Date: 4-28-2017 - Job: Kilmister Basement A
have been assigned to. You have the option to select a specific Daty Log Notes: Q E >
Progress: Attachments
job by tapping on the job. You can view all jobs by tapping on Sue on St Photos  Documents

Issues:

the "All Listed” option at the bottom of the screen.

Messaging

® X

Comments Messages RFls

Deliveries:

@D 46°F 37°F

Date: 4-28-2017 - Job: Kilmister Basement

Daily Log Notes:
Today we focused on.... Attachments View All (1)

JEe 2

Financial

$ ©

Bills/POs

@D 46°F 37°F

& - )
Countertop Installati
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BIDS

The Bids tab will show the bid packages that the builder wants

‘ you to bid on. Once you receive a Bid Request, you first need to

decide if you are going to submit a bid or not.

After informing the builder of your decision, you can begin
entering in your bid information. You can do this directly from
your email as well, giving you the flexibility and power to
manage your Bids inside and outside of the program.

You will have the ability to review any details or files attached
within the bid package at the bottom of the page. There is also
a messaging option that can be used to comment on the bid

package or submit an RFI (Request for Information). A comment

is a one-to-one discussion between yourself and that particular
contractor. You will be notified via email, text and/or push
notification when the contractor replies to any comments.

The RFIl option will be used if there is information that is
necessary to complete the bid package.

Once you have reviewed the information and are ready to
input your bid information, you can do so within the “My Bid
Submission” area. If your contractor has decided to use Cost
Codes, you'll be able to view and reply with pricing specific to
each cost code. You will also have an option to attach any files
related to your Bid, as well as add any additional comments
within the Bid Details area.

your Bid Packages.

t) BUILDERTREND

Once your builder receives your Bid, they will select the winning
bid(s). You will be notified if you won the bid or not. You are able
to toggle through the open, won, lost tabs, as well as view all of

Bid Request Details

Do you plan on submitting a bid?

Plumbing

Date Requested: 5-13-2019

Deadline: -- None --

= My Bid Submission
Bid Amount ‘

$ 0.00

= Bid Request Specifications

Builder: BT New Home Builder
Job Name: *CB - BS/OP - 4510 L St - Boettcher

Attachments View All (2)

[ [
( )
AP AP

Sub Help Document Subs - How to Bid.p

= My Bid Submission

Cost Code

2010 - Plumbing—ground

‘ 3720 - Plumbing—rough

5710 - Plumbing—final

‘ Yes @No  ©|maybe @

/NN

"CONTOUR;
HOMES

BT New Home Builder is Requesting your Bid on the Plumbing for *CB - BS/OP - 4510 L St - Boettcher

Job: “CB - BS/OP - 4510 L St - Boettcher
Title: Plumbing
Bid Deadline: None set

File Attachments:
- Sub Help Document.pdf - Subs - How to Bid.pdf

Bid Request Description:

1. Notes, suggested text, instructions and other information is formatted using the following methods:

« Hidden text within brackets. These are coded instructions for the Facility. Read the material within the brackets and take the appropriate action (usually inserting text or selecting from a choice of texts that
follow after the hidden text instructions.) When printing this document, the default print property will not print the hidden text.
« Optional language or specific language for Facility and Project. These are suggested texts or options.

1. None of the documents listed here are mandatory or core documents. These are suggestions for the Facility to adapt to offer to the CM/GC as Bidding templates for its bid packages. The Facility may modify
them as necessary.

View & Submit Bid Login

** This email has been auto-generated on behalf of BT New Home Builder, please do not reply directly to this email **

t) BUILDERTREND © 2019 Buildertrend Solutions, Inc.

Not Submitted
Description Unit Cost Quantity Unit Builder Cost
- Materials and Labor. $ 0.00 0 $ 0.00
- Materials and Labor. $ 0.00 0 $ 0.00
- Materials and Labor. $ 0.00 0 $ 0.00
Builder Cost
$0.00



JOB INFO

This tab provides basic information related to the Job.

This includes information regarding the project managers,
lot number, address, permit number, as well as any additional
notes about the Job.

DAILY LOGS

This tab will display any Daily Logs that the builder has created
for the job. These are quick notes that can keep everyone on
the same page. You can create Daily Logs by using the “New
Daily Log” button on a PC or the plus icon in the top right-hand
corner of the mobile app when in your Daily Logs feature.
Daily Logs are only shared with the contractor.

TO-DO’S

This tab can be used to create To-Do's for you to complete.
These can be different tasks that arise during the job that
provide a reminder in order to remain on schedule. The builder
can assign To-Do's to you. You will receive a notification when
assigned to a To-Do. You can check items off the list as you
complete them. Once finished, you can mark the entire To-Do
as complete, by clicking or tapping the checkbox at the top.
This will notify the builder that the To-Do has been completed.

t) BUILDERTREND

1137

< Back

Daily Log Details

Job Name

*CB - BS/OP - 4510 L St - Boettcher
Created

May 10, 2019 by Dyna Construction

Date
Fri, May 10, 2019

NOTES / TAGS

Notes

Tags

None Selected

ATTACHMENTS

Add Attachment

WEATHER

N Weather Not comm—

113«

< Back L
Edit To-Do

Job Name
*CB - BS/OP - 4510 L St - Boettcher

Show Builder

Completed

CHECKLIST

Add Checklist Item

Completed (0)

Assigned To

Dyna Construction

DEADLINE

Deadline




SCHEDULE

The Schedule can be viewed for all or individual jobs by
making your selection on the left-hand side of the menu. You
have the option to view only Schedule items where you are the
performing sub or view current items only, as well as printing
the Schedule if you need a hard copy.

List View Month View

Sun Mon Tue Wed Thu Fri Sat

Framing (BT New Home Builder) Framing (BT New Home Builder)

11

Framing (BT New Home Builder) Framing (BT New Home Builder) Framing (BT New Home Builder) Framing (BT New Home Builder) Framing (BT New Home Builder)

124 13

Framing (BT New Home Builder) Framing (BT New Home Builder) Framing (BT New Home Builder) Framing (BT New Home Builder) Framing (BT New Home Builder)

19 20 21 22 23 24 Schedules

The list-view shows all scheduled items. Your Schedule items
will be highlighted in green. You can check the “Show Only My

Jul 2019

30

Schedule” at the top, under “Filter Your Results”, in order to view Embirg Roto (ER NewHoms | | Nen-uark
the items assigned to you. Once an item has been assigned to = Z - = = || 7 Foundstion
. . . HV{\C Rough (BT New Home HV{\C Rough (BT New Home HV{\C Rough (BT New Home HV{\C Rough (BT New Home
you, the builder can request your confirmation on the date and S S Suieen Saiden l Aok
. . . . . . . Day
time of the item. Simply click on the confirmation link and select 7777
" Accep t,, or ”Dec|ine," ;::E:Irr)lg Rough (BT New Home ;I:I::le)lrr)lg Rough (BT New Home ;I:I::le)lrr)lg Rough (BT New Home ;Llll::le)lrl)lg Rough (BT New Home 447k

Non-work
Day
Plumbing Rough (BT New Home
Builder) Framing

The Schedule view displays one month at a time. You can move

Plu_mbing Rough (BT New Home Plu_mbing Rough (BT New Home PIu_mbing Rough (BT New Home PIu_mbing Rough (BT New Home Structured Wil:ing Rough (BT 21 27
month-to-month by clicking on the arrows located to the left = e S ~ — e s e -

Structured Wiring Rough (BT Structured Wiring Rough (BT Structured Wiring Rough (BT Structured Wiring Rough (BT

and rlg ht Of the cu rrent month you are on. The same -Fllte rs are New Home Builder) New Home Builder) New Home Builder) New Home Builder) Framing
available to show only your schedule on the month view, as well. 1/
3

Non-work
Day

Y1,

Framing

Month Altems

t) BUILDERTREND




Main

Name Contains Total Size Date Last Updated

The Documents tab will let you view and download any
documents the contractor shares with you. The contractor can
upload their blueprints and specs, which means you will always EEREEE s o[ 4 9.8 MB 4-1-2019 8:54 AM
have access to these important documents. The Documents tab

is job specific. In order to view documents for a job, you will

need to select the job on the left-hand side when accessing

- ** Subcontractor Uploaded Files ** o[ Ho 0KB 5-18-2015 8:17 PM

c Name Contains =7} < Total Size File Modified Last Upload/Update
You will also see an option for “Subcontractor Uploaded Files.” 4
. i 58xKXFXD.pdf 0 0 203 KB 4-1-2019 8:54 AM 4-1-2019 8:54 AM
If you need to add any documents to share with your contractor, [ﬂ AR 8 8
you can do so after clicking on this folder. Once you click on this . I
) ) ] n Agreement.pdf 0 0 678 KB 4-1-2019 8:54 AM 4-1-2019 8:54 AM
option, you will have the option to add any documents.
A
i [ﬂ Cabinet Layout.pdf 0 0 301 KB 4-1-2019 8:54 AM 4-1-2019 8:54 AM
y
= [n Floor Plan.pdf 0 0 8.7 MB 4-1-2019 8:54 AM 4-1-2019 8:54 AM
I 8 Mame d €= Description [ Duration Uploaded Date +
B IMG_0001.MOV 0 0 00:15 5-3-2019 9:32 AM

The Videos tab is where you are able to view any videos that the
contractor has uploaded for you.

t) BUILDERTREND




Progress Photos

P H OT o S "] Enlarge » Name g € Description Size Date Taken

61

IMG_0004.PNG 0 0 KB 7-17-2018 10:52 AM
The Photos tab will let you view any photos the contractor has B _ -
uploaded into Buildertrend. You can download these pictures to - 2 ¢ KB B212018 SIS AN
keep for your records, as well. Each contractor has an option to
allow you to upload photos into certain folders. Any folder that ) .
. IMG_0054.JPG 0 0 ) 8-21-2018 8:18 AM
you are able to upload photos to, you will see a button to KB

"Add Photos” on a PC and “+" button in the top right of the
mobile app to add photos.

o
(==}

53.7
KB

3-14-2018 11:30 PM

- : IMG_0050.JPG e 3-14-2018 11:30 PM
ll! | KB
!

IMG_0054.JPG

o
[}

MESSAGES

The Messages tab is another way you can communicate with

Compose New Message

your contractor through Buildertrend. These messages will be Folders
specific to each job and are similar to any email dashboard.

To send a Message, click on the “Compose a New Message” Inbox
icon. You will then select who you want to send the Message to, Drafts

enter a subject and add your text. Once you are ready to send
the Message, click the send icon. You can read and reply to any
messages that are sent to you, as well. This feature helps keep Trash
all communication in Buildertrend for historical record.

Sent

t) BUILDERTREND




COMMENTS

The Comments tab is where you can view all comments that
have been made within Buildertrend. Comments are available
within each feature and allow you to communicate easily
through the platform, keeping all correspondence logged for
historical purposes. The Comments tab in particular is useful for
viewing comments without having to go to the specific item that
was commented on. Comments can be accessed job by job or
while viewing all jobs.

RFis

The RFI (Request for Information) section within Buildertrend is
a point of reference for any RFls on jobs that you have access
to. If you have a request for your contractor, you can create new
RFls and assign them to the contractor. RFls may be assigned
to you, as well. In this case, you are able to fill out any required
information and submit your response to your contractor.

t) BUILDERTREND

Date

4-16-2019

4-11-2019

Owners

-1 Basement Demo
We ran into a few hiccups. Mind stopping by?

Cameron Boettcher

1 IMG_0056.jpg

This is great!

Cameron Boettcher

To-Do at 1:14 PM

Photo at 10:26 AM

- 4-11-2019

No problem at all!

Internal users

Save & Release

RFI Title

Assigned To

--- Please Select ---

Due Date*

@ Date

v Custom Fields (0)

Admin users can add custom fields for this item in Setup.

Related
Add A Related Item

Question*

Font ~ | Size - A' mv

Attachments Add Create New Doc

Subs/Vendors

RFI Details ¥

RFI #

Boettcher | (Auto Assign #)

Viewable By
. -- No Sub/Vendor Selected --
Reminder
&= 2 Days
I U S = = = E K

*CB - BS/OP - 4510 L St - Boettcher



CHANGE ORDERS

The Change Orders tab grants access to view any Change

Orders that h.ave been approvgd the homeowner that are v.'l. 5-13-2019 Additional Skylight in Guest Bathroom
associated with you. You can view any attached documents,

notes and the full description of the Change Order.

Recent Change Order Activity

Date Title

BILLS/POS

Approval
The Bills/POs tab is where you can view all Purchase Order
information for POs that have been assigned to you. Within the Disclaimer
PO you will be able to review all pricing and scope information. A signature of Approval or Electronic Acceptance is required before purchase order is effective. This purchase order then becomes part of the
If there are any questions that arise, you have the ability to existing contract and is binding.
comment or create an RFIl for the PO. At the bottom of the
purchase order details, you will find the ability to approve -
or decline the Purchase Order. You will first need to click the | agree with the disclaimer m

disclaimer checkbox before approval.

You can approve Purchase Orders directly from your email or
you can log in to Buildertrend.

If you approve the Purchase Order, the next step would be
letting you builder know when your work is complete. This can
be done by clicking the request payment icon at the bottom
of the purchase order details screen, accessed by clicking on
the Purchase Order. This will notify the contractor that you are
requesting payment for your work.

Once your work has been verified by the contractor, they can
start making payments. The payment information will show the
amount paid for each PO.

t) BUILDERTREND




SELECTIONS

{ Back

Selection Details Selections

Clicking on the Selections tab will give you access to view any Selection Instructions
selections that require your involvement. By clicking on the title Categony: 04 - Countertops
of the Selection, you can view the choices for that Selection. You Location  Kitchor

can add comments using the comments button. You may be Db # of Choices: 3

able to add files or choices for this selection, as well. Deadline:  N/A

Kitchen Countertops

Approved Choices:

Clicking on the title of the choice will allow you to see additional
details pertaining to the choice. You may be able to add pricing
information, upload files and photos, as well as add additional
information.

CUSTOM FIELDS

Date Ordered Siding

No Date Selected Category: 06 - Exterior Selections

Location: Exterior
Delivered # of Choices: 2
Deadline: N/A

CHOICES Approved Choices:

¥ Arctic Wave - Granite [
Pending .

Landscaping

Dawn Mist - Granite Category: 10 - Landscaping

Location: Exterior

Alina White - Granite 0 # of Choices: 2
Pending Deadline: N/A

Approved Choices:

U
Pending

NO COMMENTS

Add Comment Appliances

Category: 03 - Appliances

t) BUILDERTREND




WARRANTY

Clicking on the Warranty tab will give you access to all Warranty Boettcher-0001  Plumbing Leak 0 0 Low 30 Day TBD I Bosticher [%} Set Appointment
Claims requiring your involvement. There are two different ways
a service appointment can be scheduled. Your contractor may

Upcoming Appointments

Claim # Title =7} < Priority Group Appointment Time Job Status / Action

Open Feedback on Past Appointments

schedule a day and time, then submit it to you. They may allow Claim# Title = 7] &) Priority Group Repair Was Performed Feedback Job
you to schedule the appointment manually, providing notes of Davidson-0001 Test 0 0 EMERGENCY 12 Month Fri, Dec 15, 2017 Pending Final Approval I Davidson Estate
homeowner availability. To accept or schedule the appointment, KKing-0001 Leak 0 0  EMERGENCY 12 Month Wed, Jan 30, 2019 10:30AM - 4:30PM Pending Final Approval I King Estate

click on the “Accept Appointment” or “Set Appointment” link.
Either approve or decline the date and time, or set your date and
time. Once you and the homeowner approve the appointment,
the system will consider it scheduled. If you decline the
appointment time you can request a new day and time.

SETUP

The Setup tab is where you can adjust your profile. You can Setup
update your username and password, the company name,
contact, address, as well as any phone numbers. Within the ? Help >

Setup tab, it will also show if you have a general liability and/or
workman'’s comp certificate on file with the contractor. From here,
you can update the email address and opt in for text message Logout
notifications by clicking on the “cell email” field. To save any

changes, click the save setup icon at the bottom of the page.

t) BUILDERTREND




