
 

 ©2019  V4_101719 

  

 

Builder’s Gateway 
 

Introduction 
Use the Builder's Gateway to get on-demand access to your orders, documentation, contacts, 

jobs, leads, upcoming events and more.   
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Featured Announcements 

At the top of the page is the Featured Announcement section which contains news and 

information relevant to your organization. Announcements may include product notifications, 

price changes, promotions, deadlines, and shipping updates.  

 

 

Navigation 
1. Click the forward and backward buttons to move through the announcements. 

2. If the announcement is longer than the tile display, click the Read More button to 

view additional content. 
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Tiles 

 

 

Collapse Tile 
1. You can collapse and move the tiles on the home page to customize your 

view.   

2. For example, if a tile has an up arrow in the right corner, you can click the 

arrow to collapse the tile. 

3. Click the arrow again to reveal the tile details. 

 

Rearrange Tiles 
1. You can also rearrange a tile by grabbing the tile and dragging it to a new 

location. 

2. This changes your view only, not your company’s view. 
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Side Menu  

 
The side menu is always available on any page.   

1. Click the Hamburger icon to expand the 

side menu. 

2. Click a link to go to a specific page.  For 

example, click the Builder’s News page. 

This page contains articles of interest for 

builders. 

3. Some sections have additional links.  

4. Click the arrow to reveal the additional 

section links. 

5. The Resource Center contains links to 

additional product information such as 

documents and product manuals. 

6. A menu option will be available for you to go 

to the Pricing Software download page.  

On the Pricing Software page, you can 

view installation and release notes, required 

components and download the pricing 

software. 
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Profile 
 

1. Click the Profile icon to You can change your 

profile picture, update your contact information, 

change your password or update your 

dashboard settings. 

2. Select which alerts you want to receive (email 

or text) and how often you want to receive 

them. Select the tiles you would like to show or 

hide on your dashboard. 

3. After updating any information, click Save to 

keep the updates or Cancel to exit without 

saving the changes.   

4. You will have to click Save in each section that 

is changed.   

5. Any time the profile information changes, you 

will receive an email notification. 

 

Information 
 

1. Click the Information icon to access the 

Information and FAQs page.  

2. The Information and FAQs page has the latest 

information about the Builder’s Gateway.   

3. Please contact your Builder Service 

Representative or District Manager if you have 

questions or need assistance as you begin to 

utilize the Builder’s Gateway. You can find 

contact information in the Contacts tile. 
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Customize Dashboard 
Select the tiles you would like to show or 

hide on your Dashboard. Click Apply 

when you are done. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Footer  
The website footer contains links to the terms of use, privacy policy and feedback. 

Clicking the feedback link opens your email account with the feedback email address 

pre-populated.
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Home  
Click the Home icon to quickly return to 

the Builder's Gateway Home page from 

any page. 

 

 

 

Quick Access Buttons 
The quick access buttons at the top of the Home page point to links set up by the brand. 
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Contacts 
The Contacts tile contains key contacts along with their 

job titles, phone number and email address. 

1. Hover over the contact icons to reveal 

information. 

2. Click the icons to call or email the contact. 

 

 

Job Board 
The Job Board tile contains jobs posted by all 

builders. 

For instance, if you are a general contractor in 

search of an erection crew, you can post your 

request on our job board and it will be shared across 

our customer base. This is a feature that is as 

valuable as posting an advertisement - and it’s 

completely free. 

1. Review any posts from other 

companies to see if you can help 

promote available jobs. 

2. Jobs will display for anyone 

accessing the Builder’s Gateway. 

3. To view all jobs, click View All Jobs. 

4. To post a new job, click Post a Job. 
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The Posted Job page displays all jobs including contact information and services needed. 

The My Jobs page displays jobs you have posted.   

 

 

Edit Jobs 

 

1. You can only edit or delete jobs you have added. 

2. You can edit information about a job that you have posted.   

 

1. Click Save to keep changes or Cancel to exit without saving changes. 

2. Uncheck the Active box to remove the job from the Job Board view. 
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Post a Job 

You can post a new job by filling out all the required information on the Post/Edit Job form and 

clicking Save. 
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Leads 
1. The Leads tile contains leads available 

for your company. 

2. You can view all the leads for your 

company by clicking View all Leads. 

 

 

 

 

 

 

 

 

 

 

Leads Page 

 

1. The Leads page contains additional information about your company’s leads. 

2. If you delete a lead from the Leads page, it deletes it for everyone in your company.  
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Events 
1. The Events tile contains upcoming events 

that may be relevant to your company.  

2. Click the Calendar icon to download the 

event information to your calendar. 

3. You can view all the event details for your 

company by clicking View all Events. 

 

 

 

 

 

 

 

 

 

 

1. The Events page contains detailed information about upcoming events. 

2. Click the Calendar icon to download the event information to your calendar.   

3. Click More Information to go to detailed event information. 

4. Use the Filter by dropdown box to select the type of events to view – for example, only 

trade shows. 
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Orders 
The Orders tile contains open orders including type, status and order date. 

 

Navigation 

1. Use the navigation icons on the bottom of the tile to advance from page to page or to 

go to the last page. 

2. Sort the view by clicking the column headers. 

3. Quickly access order details by clicking the order row. 

4. Use the +/- icon to expand the row and view additional order details. 

 

5. The expanded view displays 

additional order information. 

 

6. To view the complete order 

details, click View Order 

Details. 
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Order Details 

 

The Basic Order Information area contains the order details including what stage each phase 

of your order is in.  

1. The order stages include Received (In Clarification), Engineering, Detailing, Manufacturing 

and Shipped. 

2. You can bookmark the order. The bookmark list can be displayed as a tile on the home 

page. Bookmarking the order adds it to the bookmark tile which can be found on the 

Dashboard. Once an order is bookmarked, it will be noted as "Bookmarked" the order details 

page. 

3. You can archive an order if you no longer need access to it. Archiving the order moves it 

from open orders to archived orders.   

4. The order will be stored in your company’s Archived Order tab on the Order Management 

page and still visible to all users in your company. 

5. Click Print to print the order details on your selected printer. 

6. Create or edit notes about the project in the My Project Notes section. The notes are not 

submitted as part of the order. Anyone at your company can view project notes. 

7. Click Download All Files to download all the documentation for the project. 

8. Click the Download icon on a section header to download all the documents under that 

section. Click the "+" icon to expand and view the documents contained in the section. Once 

the drawing is expanded, click the Download icon to open the document in another browser 

window and view it. 

9. The Contact Info tab contains contact information for the order. 

10. The Jobsite Info tab contains jobsite information for the order including contact information 

and address. 
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Order Management Page 
 

 

1. Click View All Orders to access the Orders Management page. 

2. The Order Management page displays open and archived orders. 

3. Use the navigation icons to advance from page to page or to go to the last page. 

4. Use the tabs to navigate between Open and Archived Orders. 

5. Orders can be filtered by a date range by entering the start and end dates.  

6. Click the column title to sort orders by that column. 

7. Use the +/- collapse icon to view additional order details in the Order Management page.  

8. Additional order detail information appears.  Click View Order Details for complete order 

information. 

9. Click Card View to change the Open Orders view to a card view. Click List View to change 

back a list view of Orders. 

10. Use the checkbox in the Archive column header to select all the orders. You can also select 

or deselect individual orders to archive. Click Archive Selected to archive the selected 

orders.  The selected orders will be moved to the Archived Orders Tab. 

11. Click the Download button to download a list of all your orders on the tab you are viewing.  

If your view is filtered, your download file will only contain the filtered files for the tab you are 

currently viewing. 
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Archived Orders 
 

 

1. Your company can create folders to organize archived orders.  Folder names can be edited, 

and folders can be deleted.  Orders cannot be deleted. 

2. Use the +/- icon to expand folders which contain additional archived orders for your 

company. 

3. Use the Grabber icon to drag and drop orders into folders. 

4. Click the Unarchive icon to move an order back to the Open Orders tab and the Orders tile 

on the dashboard. 

5. Use the checkbox next to Actions to select all the orders. You can also select or deselect 

individual orders to unarchive. Click Unarchive Selected to unarchive the selected orders. 

 

Search Orders 

 

1. You can quickly find order details by searching for a specific job number, order name or 

customer PO. 

2. Click Search after typing the search item in the search box to display the results. 

 


