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How to Download Plans

1. You need the FREE MaxView Reader in order to download the plans. 

To download the free reader, on the Bid Schedule detail page, 
under “Tools – Free Downloads”, click on “Download MaxView Reader – Free”.

2. To download the plans, under “Download All Plans” click on “Download Plans –
MaxView Required”. 
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3. On the next confirmation page, confirm that you would like to download the plans by 
clicking the “Download Plans” button. 

4. The following pop-up will be displayed asking you to open the MaxView file. Select 
“Open With MaxView MFC Application (default)” and press OK. 

If this pop-up doesn’t appear, verify that you have MaxView Reader installed 
(see above Step 1). 
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5. MaxView should open up with the plans listed on the left (called the Document 
Explorer).

6. Note that the icon of the Earth on the bottom right indicates that the plans are still on 
the web and haven’t been downloaded yet. 
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7. To view one of the pages, double-click the name on the list on the left. The page will 
then be displayed on the right. 

8. This does not download the file to your computer, it just puts it in your cache.
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9. To download the actual plan file, click on the checkbox to the left of the name in the 
list of file names. Repeat this for each file you would like to download.

10. To quickly select all files, click on the checkbox next to the project name on the very 
top of the list
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11. Once you have selected the files you would like to download, select File on the top 
left corner of the MaxView screen. Then select “Copy Document for Off-line 
Viewing…”. This will allow you to specify where you would like the plan files saved 
on your computer.
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12. The following pop-up will appear asking you where you would like to save your plan
files. Click the arrow to the right of the “Save In” box to find the directory on your 
computer where you would like to save the files.

13. The create a new folder in the current directory, click on the folder icon with the star:
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14. When you have the correct directory where you would like to save the files, click on 
the Save button.

15. To save the files that you have checked, click on “Copy all the files that are
BOOKMARKED in the Document Explorer. The number of files you are downloading
will be displayed on the right hand columns.

16. To begin the download, click on the “Begin Download and Copy” button.
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17. The status of the download will be displayed on the bottom of the page.

18. When the download is complete, a pop-up will be displayed indicating that the 
download was successful.
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19. When the download is complete, a pop-up will be displayed indicating that the 
download was successful. The individual files are now in the directory you specified.

20. You have the option to switch to viewing the documents you downloaded (“off-line”) 
or continue viewing the on-line documents. Select “Yes” to view the documents off-
line (from your computer).

21. You can now see the downloaded files. Note that the icon on the bottom right
Now shows a hard drive (replacing the earth icon). The hard-drive icon indicates
That you are viewing files on your computer, NOT from the web.
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CONGRATULATIONS 

You have now successfully 
downloaded the plan files!


