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New External Company Setup

The following guide outlines the steps necessary to request and have your company setup in
the Kahua project management system.

When your firm is set up in Kahua, a new “domain” is created for your firm. A domain is your
firm’s area within the Kahua network. Since your firm won’t need to purchase licenses to
Kahua, your domain will just exist. All projects at CU are located within the University of
Colorado domain and covered by the CU subscription license to Kahua.

KAHUA LOGIN: https://launch.kahua.com

Your first user will be your Kahua Domain Administrator. The links below are to Kahua Support
references that will cover more information than contained in this User’s guide.

1. Kahua Domain Administrators:
https://support.kahua.com/support/solutions/folders/24000010988

2. Kahua Domain Settings:
https://support.kahua.com/support/solutions/articles/24000058949-domain-settings

Company and Firms that have never used Kahua

The following steps are only to be completed once per company.

1. Submit a “New Firm / Company Setup Form” request.
https://ucdenverdata.formstack.com/forms/kahua company setup

2. CU Review - On completion of the form, CU will review the information. If there are any
questions, we’ll reach out to you with questions.

[CU Step: Ref CU User Guide — Adding Company and People to Kahua]

3. CU Invites First User to Kahua
The first user invited by CU will be the Software Site Administrator as provided in the
form submission. The site administrator will be able to access settings and

configurations for your domain.

Note: When accessing CU projects in Kahua, the platform settings within the CU
projects update to the CU project permissions and configuration settings.

[CU Step: Ref CU User Guide — Inviting New User to Kahua]
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4. Invitation Email

Your first user will receive an email like the image below. Click on the Open Kahua
button to continue setting up your company.

CU Denver | Anschutz - Kahua Invitation Inbox x e &z

@ Kahua (DEV) <outbordev@kahua.com> 5:55PM (O minutes ago) Yy “
@  tocufacprojrgeea v

Welcome

to Kahua

Ben fromCUA z has invited you to Kahua.
Kahua's collab ive proj platform lessly all
the experts needed to coordinate, i and te project

Additional Information

This invitation includes shares and licenses in order to collaborate with the
project team.

More info available at:
https://www.cuanschutz.edu/offices/facilities-management/construction-

Click the Open Kahua button below to get started.

Visit our website to learn more about Kahua.

kahua™

[ € Reply . <6 Replyall ~ Forward
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5. Kahua Account Confirmation

You will be redirected to a page requesting you confirm your email identity.

X +

(¢} 25 devproductionlaunch.kahua.com/?I=Q.. & ¥ % v

kahua ™ -

FL FN6alN6a

cufacg!
Switch Account
We need to verify your identity. Please check your

email for a login code.
The code expires after 15 minutes.

Having trouble? Resend code

Verify

You'll receive a code in an email similar to the image below. Enter it into the website to
verify your email account and continue to the next step.

Kahua Verification Code nbox x [=J]
@) Kahua (DEV) ouborder@hanuaco 602PM (2minutes ago) “«
i
kahua

Hello FN6a LN6a,

Please use the following code to verify your,
This code expires in 15
658864

f you did not request Kahu support

Kahua support

Thank You,
The Kahua Team

immediately without reading or forwarding to others.
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6. Company Confirmation

The Company Information screen is for you to confirm your company. Kahua will make
some suggestions and allow you to search to see if you firm already has a domain in
Kahua. Be aware that some firms have multiple domains already created. If you see
your company name and have any questions on what to do, please reach out to your CU

PM.

If ready to continue and create a new domain, click on the small link (see red box below)
that the bottom that says “Didn’t find your Company? Create new Company.”

X r

C 25 devproductionlaunch.kahua.com/?I=QKQQEX &

2% s §

k%hua ;

CBRE
A

Balfour Beatty

Search for your company

COMPANY INFORMATION

Suggested companies based on your email address. Are any of these your company?

LuICTIesLer, Vernong, us

QA Kahua Extensions
Alpharetta, Georgia, US

QA CBRE
Alpharetta, Georgia, US

SANDBOX - Balfour Beatty
Dallas, Texas, US

Didn't find your company above? Search for your company

Q General Contractor Company 6, LLC

B [ [o» [

Search results based on your company name. Are any of these your company?

AnyCity, Colorado, US
General Contractor Company 4

Anytown, Colorado, US

General Software Inc
Coral Gables, Florida, US

Gina General Contractor Co.

1

This is My Company

This is My Company

This is My Company

[ Didn't find your company? Create new ComF&‘X]

DEVPRODUCTION | 1.9.46.166 | |

Welcome to Kahua! To get started, you need to register with a company. Check the search results below to see if your company is already using Kahua. If you
don't see your company, Create a new one.

This is My Company

This is My Company

This is My Company

This is My Company

22| =
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7. Complete Company Information
Complete all the fields regarding your company.
Complete all the finds in the Account Information Section, including your Password.

When complete, click the “Complete Registration” button at the bottom right of the page.

v K Kahua X + _ O
(] 25 devproductionlaunch.kahua.com/?2I=QKQQEX & % v $ & O @ :
®

COMPANY INFORMATION

Please enter company info.

Change Compan
@ Industry Role s

Country 2

Address Line 1

Address Line 2

City

State / Province v " Postal Code
Currency

(USD) US Dollar v

ACCOUNT INFORMATION

First Name Last Name
FN6a LN6a
Password ‘B *(@ Confirm Password ‘5

Shared Projects

The ing project and ications are being shared by University of Colorado.
Project: Anschutz Test 2
Applications:

*(C] Accept project creation and application shares

(O] Accept Terms of Service Agreement Complete Registration

DEVPRODUCTION | 1.9.46.166 | | [ =
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8. Account Creation

Kahua will start the creation of your company domain and user account. It only takes a
few moments.

Click the Sign In button once ready.

v K Kahua X o

C 2% devproductionlaun.. & ¥ @ v $ & O &

Account creation complete. You can sign in now.

Completed

DEVPRODUCTION | 19.46.166 | | [ =
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9. Signin

Enter your password and click the Right Arrow button.

x  +

s devproductionlaunchkahua.com/21=QKQ... & & G v $ & O &

kahua®™~ -

FL FN6aLNé6a

cufac l.com

Switch Account

Password ‘ﬁ I

Forgot your password?

Switch To Desktop Download The App
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10. Main Kahua Page
On successful sign in, you'll be redirected to the Kahua Main Page. At this point, this
page will be blank of most information. For users working a project, this page will
populate with message, tasks, and project information.

To return to this page at any time, click the HOUSE icon.

v K Kahua x  +
C 2% devproductionlaunch.kahuz EQKQQEX Q & G v S &0
K kahua <« @ / Selecta Project

Apps General Contractor Company 6, LLC Help Center
E Project Finder Y My Projects & o
o3 Dashboard
a Calendar *
Q search Your "My Projects” list is empty

Select th name in Project Finder
View All Projects
2 Open Tasks @ [£ openapp C ) Unread Messages @ (£ openapp C
YOU HAVE NO OPEN TASKS YOU HAVE NO UNREAD MESSAGES

+2),  Add Person DEVPRODUCTION | 1.9.46.166 | | [ =
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11. Recommended User Settings Update

We recommend updating some personal user settings to finish setting up your account.

a. CLICK on your INITIALS located at the TOP RIGHT of the page.

v K Kahua x  + - ] X
C % devproductionlaunch.kahua.com/?1=QKQQEX QU % G v $ & O @

@ / Selecta Project

“x kahua «

E Project Finder Y My Projects (GRS

Dashboard

b. Click MY SETTINGS on the dropdown menu.

X +

(¢ 25 devproductionlaunch.kahua.com/?|=QKQQEX

FN6a LN6a

General Contractor Compan@6,

My Settings

Lock Screen

Visit kStore

Help

Diagnostics

About Kahua

Download Kahua for Windows
Dark Theme

Split Screen

Sign Out
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c. Inthe GENERAL tab of MY SETTINGS, update each of the following settings:

We recommend you turn on all the options that are shown with an arrow in the
image below:
i. Send copy of received messages to my email — Kahua will forward a copy
of your Kahua Messages to your email address.
1. Immediately Check Box — Sends an email immediately.

2. Send Summaries atabout - Kahua will send a summary
email to you listing all the activities since the last summary
message.

ii. Timezone — Select your local timezone.

iii. Show Project Number — This displays each project’s unique number near
the HOUSE icon at the top of the screen.

iv. Show Account Details In Window — This changes your INITIALS at the
top right of the page to your Full Name.

v. Only Display Page after Entire Page Loads — We suggest turning this on
to improve the interface experience. If left off, long pages of information
only load is it is being scrolled onto the screen.

vi. Click SAVE button to save changes.

v K Kahua x EH - m]

(6] 25 devproductionlaunch.kahua.com/?1=QKQQEX QU W G v $ & O \",;

General Message Options

. Copy inbound emails that include inbox@kahua.com to my Inbox.

‘ . Send copy of received messages to my email

’ Immediately
N Send summaries Daily ~ atabout 4:00 PM -

Send summaries when | have no new Messages or open Tasks

Note: Some external notifications may contain confidential information.

Timezone

N (UTC-05:00) Eastern Time (US & Canada)

Default Language
English

Regional Format Settings
English

Regional Format Examples:
Date: 12/31/2020
Time: 10:33 PM

Partition Navigator

N . Show project number

Advanced Display

N . Show Account Details In Window
N . Only Display Page After Entire View Loads (Increases Load Time)

Google Drive

Enable Google Drive Uploads

\“
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d. UPDATE PROFILE INFORMATION

The PROFILES tab in MY SETTINGS, is the location for users to update their
contact information.

The PUBLISH button will make your personal profile viewable to all users in the
Kahua Community / Network.

v *K Kahua x -

s devproductionlaunch.kahua.com/?|=QKQQEX

FN6a LN6a

Vv DETAILS

Prefix

First Name

Middle Name

Last Name

Suffix Change Picture

Title

Company General Contractor Company 6, & v

Office Primary Office &

Email cufacproj+gcéa@gmail.com Please contact support@kahua.com to change your email address

Direct

Mobile

Fax
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12. KAHUA COMMUNITY NETWORK

As mentioned in the previous step, the KAHUA COMMUNITY is a public phone book for
all users in Kahua that publish their profiles. To access the COMMUNITY:
a. Click APPS > ALL APPS > CONTACTS > COMMUNITY

v K Kahua X o+ [m} X

[¢] 25  devproductionlaunch.kahua.com/?1=QKQQEX Q W @ v $ & O

x kahua «

Apps g Recent Q

@ / General Contractor Company 6,LLC / Apps E] [l 8 e ot Coranr 20

T: Project Finder All Apps e All Apps
Administration Calendar
o3 Dashboard a
Document Management @ Communications
a Calendar
Index Management 28, Community
Q  search

F° Company Profiles
@ Compliance Tracking

@ Configuration

IZI Contacts e > i1 People

123 CSICodes i3 Companies

[b Daily Reports fii  Community g
OF Dashboard $i  Employee Profile

E Design Review >
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b. You can search the community with the search box.

c =

x kahua le B 8 B o

People

Apps B ———
‘earch to find people and cOmpanies i the kanua global community to add to your local Contacts app
Q

?: Project Finder

Filters PEOPLE YOU MAY KNOW

- People you may know
2o Dashboard Companies you may

know FN6aLN6a o

a Calendar General Contractor Company 6, LLC
Denver, Colorado
Q,  search
FN41 LN41
A9, Contacts General Contractor Company 4 Add To Contacts

Anytown, Colorado

FN4A LN4A o

o bo Jo Do

General Contractor Company 4 Add To Contacts
Anytown, Colorado
FN3-1 LN3-1
General Contractor Company 3 Add To Contacts
AnyCity, Colorado
29 matches found
$E,  AddParsn © Loading = 3 DEVPRODUCTION | 1.9.46.166 | | [ -
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13. AUTO ACCEPT NEW USERS IN YOUR COMPANY

a. While it is ultimately your firm’s decision, we recommend AUTO ACCPETING
new users if your company has its own internet domain name for email
addresses. If auto accepting is not turned on, your company administrator must
approve each new user CU invites to Kahua from your company.

b. To update your ‘domains’ settings to allow auto accepting, navigate to:

i. APPS > ADMINISTRATION > DOMAIN SETTINGS > AUTHENTICATION

v K Kahua x  +
C 2 devproductionlaunch.kahua.com/?I=QKQQEX QU @ v $ & O &
K kahua « @ / General Contractor Company 6,LLC / Apps [El (| FL gﬁih’:‘;mumw“w
Apps g Recent Q
?: Project Finder All Apps Administration
Administration Company Profiles
EE Dashboard e po
Document Management ig; Configuration
a Calendar
Index Management Log DevLogs
Q,  search
@ Domain Settings > 3% Authentication
9. Groups i1 Domain Defaults
B Installed Apps i Data Store
[-:j Licenses 231 Getting Started Settings
I o (¢ Project Tasks
42, Add Person DEVPRODUCTION | 19.46.166 | | [ [
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ii. Add your company email domain name to the “Allow Requests to be
approved automatically” box.

iii. You can also update password security settings for your users on this

screen.

v K Kahua X  + = m] X
C 25 devproductionlaunch.kahua.com/?|=QKQQEX Q W G v $ & O @ :

E E FL FN6a LN6a
General Contractor Company 6,LLC

Authentication Domain Defaults Data Store Getting Started Settings

/ Domain Settings

@ / General Contractor Company ...

x kahua e

Apps

CHANGE DOMAIN NAME
E Project Finder

\ Allow request for the following email domains to be approved automatically (separate by comma or semi-colon).
Dashboard I customdomain.com I

[
oo

Calendar PASSWORD STRENGTH REQUIREMENTS
Minimum characters 8
Searcls Minimum upper case characters 1

Minimum lower case characters 1
Domain Settings

® oL O

Minimum numbers 1

Minimum special characters 1
ACCOUNT SECURITY REQUIREMENTS

. Lock user sessions after 15 minutes of inactivity
Expire user sessions after 1 minutes of inactivity
Expire user sessions after 1 minutes
After 3 failed login attempts, prevent login for 5 minutes

Users must change their password every 90 days

Users cannot reuse last 10 passwords

RESET TO DEFAULT

. DEFAULT AUTHENTICATION

+2)\  Add Person = B DEVPRODUCTION | 1.9.46.166 | | [ [
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14. Company Domain

To demonstrate how to navigate to the Root of your Company Domain in Kahua, use the
following steps:

1. Click on PROJECT FINDER in left menu
2. Click on ALL PROJECTS tab

3. Click on HOUSE icon

4. Click on YOUR COMPANY NAME

v K Kahua X or = a X
C 23 devproductionlaunch.kahua.com/?|=QKQQEX

/ General Contractor Company 6, LLC

x kahua e

Apps NEW

ALL PROJECTS MY PROJECTS RECENT PROJECTS
?3 Project Finder g e Q
.3 G’

EE Dashboard

N Name
a Calendar - General Contractor Company 6, LLco v
Q Search
+2)\  Add Person DEVPRODUCTION | 1.9.46.166 | | [ [

The page will update with Your COMPANY NAME at the top of the screen, this indicates
you are in the ROOT of your company’s domain.

v K Kahua X +
C 23 devproductionlaunch.kahua.com/?I=QKQQEX Q % % v $ & O V
K kahua «~ A / General Contractor Company 6,LLC / Apps
Apps Recent Q
E Project Finder All Apps All Apps
Administration Calendar Configuration 1 De|
08  Dashboard = & E
Document Management @ Communications [Z] Contacts > Log De
a Calendar
Index Management 9 Community 123 CSlICodes Do|
Q,  search
?o Company Profiles Ib Daily Reports @ Do
@ Compliance Tracking EE Dashboard {'} Fie]
o C
+2)  Add Person DEVPRODUCTION | 1.9.46.166 | | [ =
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15. Company Domain Licensing
Your firm does not have to purchase any licenses to work on CU Projects in Kahua.

Let’'s navigate to an application to demonstrate the error your firm’s users will receive
when accessing applications in your unlicensed domain.

1. Click on APPS in the left menu.
2. Click on ALL APPS.

3. Click on MENU EXPAND button.
4. Click on PROJECTS.

v K Kshua x  +
C 2% devproductionlaunch.kahua.com/?1=QKQQEX Q W G v $ & O &
K kahua |(— @ / General Contractor Company 6,LLC / Apps [E] E
HH Apps g Recent Q
% Project Finder All Apps e All Apps
e Administration £ calendar T Field Observations % Project Finder [Z) Tasks
08  Dashboard
Document Management G3J Communications IE File Manager Project Tasks 2 Users
) calendar
Index Management 48 Community 48 Groups grn Projects == Work Packs
Q  search X
B, Company Profiles B Installed Apps Punch List Libraries >
@ Compliance Tracking A Issues Punch List Libraries (Depreca..
£§3 Configuration m Licenses E] Punch Lists
@& contacts > (@ Locations %2 QR Codes
123 CSlICodes V@ Materials Catalog B Recycle Bin
m Daily Reports @ Media Manager @ Report Manager
OF Dashboard 48 Meetings 2y rFis
[ Design Review > [ Messages Q_ Search
LoG DevLogs 123 OmniClass Codes «  Share Manager >
2D Document Types [ Packaged Submittals > [ submittals
9 @ Domain Settings > 3 Project Directory > 123 Supplemental Codes
! e ]
+2)  Add Person DEVPRODUCTION | 19.46.166 | | [ =
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A License message will appear in a red box across the top of the page. When
accessing a project in a CU domain, this message will disappear.

v K Kahua X +
C 23 devproductionlaunch.kahua.com/?1=QKQQEX
K kahua l(— @ / General Contractor Company 6, LLC / Projects
Apps A A license is required to open this app. Please contact your administrator to have a license assigned or purchase a license
from the Kahua kStore.

E Project Finder B B NEW MORE Vv

Default v = B
EE Dashboard Q c 8

D AN Number Name Type StartDate EndDate Status References
I
B  calendar O o001 Anschutz Test 2
Q  search
L@  Projects
1 htem(s

+2)\  Add Person = B DEVPRODUCTION | 1.9.46.166 | | [ [
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For more user information and guides on using Kahua, please visit the CU
Anschutz Project Management Information System webpage at:

https://www.cuanschutz.edu/offices/facilities-management/construction-
projects/project-management-information-system
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