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                                                       The Most Widely Used Web-based Software for Builders, Developers and Trade Partners



To:
All Trade Partners

From:
BuildTopia 
RE:
Save Time! Reduce Costs! Improve Communication!
As a trade partner currently doing business with a valued BuildTopia customer, you are invited to take advantage of the BTTradeNetwork, an Internet-based program where you can access our bid packages, purchase orders, and construction schedules online and in real time. 

Your Builder is ready to share the BuildTopia program with their trade partners and eliminate all the paper we send back and forth.  Sound good?

Your BuildTopia Builder may not be the only builder in the area and you will be able to access information not only for their projects, but also for any builder also using the application who asks you to bid on their projects!  
You will appreciate the following benefits of utilizing the BuildTopia system. 
· No Fee! Your BuildTopia Builder is paying for your online account with BuildTopia.  If your company finds you need more than three users, there is a $99 annual fee for each additional user, but most companies find they can effectively use the system with just a few users.  

· Easy Signup! 
· Download Documents! Eliminate “missed” faxes and trips to other offices to pick up bid package materials.  All documents are available and sent to you in your BuildTopia system. Just log in, get what you need. 
· Online Bidding! You will soon have take-off tools online, as well as working drawings, so you can do your estimates online in half the time.

· Track Construction Schedules! You can view the construction schedules for any community in which you are working.  Schedules are updated in real time, so you can plan your resources without running down the project superintendent.

· Review Purchase Order Status! You will know when POs are approved. 

Several trade partners are already online, and we’re looking forward to everyone coming on board! The following instructions will walk you through the two step process to get started with our partnership.
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 Create Your Trade Partner Account
If at anytime during the process you need assistance with creating an account, please call the BuildTopia Customer Support Center at 1-800-773-0711.
1. Open an Internet browser.

2. Type in the following address www.buildtopia.com.

3. Click on Customer Login (upper right hand corner).

4. Under Customer Support, click Create a Trade Partner Account.
5. Complete the form fields.  Any field designated with a red asterisk (*) is required information and will need to be completed before continuing.

6. Select the Next button.

7. Select the trades that your company is associated with.  The trades that you designate here allow BuildTopia customers to find you when they are searching for a particular trade.

8. Select the Next button.

9. Review the Service Agreement and select the Accept button to continue.  You can print the service agreement by selecting the Printer Friendly Version hyperlink at the top.

10. Congratulations, you have joined the BTTradeNetwork!  You can print this page for your records as it displays your login information.  Select the Login button to log in to BuildTopia. 

Once you have successfully created your BuildTopia Trade Partner account, contact your sponsor company and let them know what you entered as your company name.  This will enable them to create a link between their account and yours, so that you can begin to view information.
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 Learn How To Use BuildTopia 

There are several resources to help you learn how to use the BuildTopia system.  
· BTHelpSystem. Available from within the BuildTopia application.  After you log in to your account, select the Help hyperlink in the upper right hand corner.

· Custom Training. Contact the BuildTopia Customer Support Center at support@buildtopia.com or call us at 1.800.773.0711 to request custom training.  BuildTopia can deliver training online or at your office.
· Online Training. There are several online classes available to you free of charge.  To register for these classes, you are required to have a PIN.  If you do not have a PIN number, email the BTLearningCenter at btlearningcenter@buildtopia.com. We’ll email you a PIN number and directions for getting started.
Sincerely,

The BuildTopia Team
155 Gibbs St, Suite 520
Rockville, MD 20850
Office: 240-399-0110
www.buildtopia.com 
[









BuildTopia, Inc. 7825 Tuckerman Ln. Suite 214 Potomac, MD 20854
- 2 -
PH: 866.209.3724  (  FX: 301.765.1100  (  www.buildtopia.com
Revised: November 11, 2009



