II. ACEN® Working Website™ Tools - BidGetter™

Your ACEN Working Website™ is made up of a collection of modular Working Website™ Tools, customized for your
specific needs. The Working Website™ Tools work together seamlessly to exchange information with your clients,
customers, suppliers, employees, or associates.

Using the Working Website™ tools, your ACEN website works for you, 24/7—with a minimum of effort on your part.
What's more, as with all ACEN Tools, there’s no technical knowledge required.

Many Working Website™ Tools use the ACEN Contact Manager database as a basis for exchanging information. The
Contact Manager is an electronic list of contacts important to your business. Detailed information about the Contact
Manager can be found in Section I of this document.

e Overview

The Working Website™ Tools that use the contact database are:
1. Library™, a tool to post and share documents and information in a variety of useful ways;

2. Portfolio™, where you can post your best work for the world to come and see, and target the most important
folks—your customers and contacts;

Notifier™, a place to store your news, bulletins, and events, and broadcast them to your contacts; and

4. BidGetter™, where you can easily post and track your job bidding online.

o Definitions

Before we go further, let's demystify some jargon with a few definitions:

Contact is an individual associated with your website or business, such as a client, customer, or supplier (you
decide how to classify your contacts). A contact is eligible to receive news and information about your company via
your ACEN Working Website™ Tools. Typically, contacts manage their own accounts, deciding what options they do
and don't want.

Document is an electronic file, such as a Microsoft Word file or PDF (Acrobat) file that is posted on your website.
Typically, a document is associated with a specific project posted on your site. Interested users of your website can
easily download, view, and/or print these documents.



4. BidGetter™

BidGetter™ puts a planroom in your website, allowing you to easily bid your jobs. Individual bidders register on
your website, and are notified through your site and via e-mail of addenda and awards.

To view BidGetter™, click on the BidGetter link in the navigation bar (at left). The BidGetter™ module is displayed:
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The BidGetter™ page.

The BidGetter™ module consists of two main sections:
a. a list of Projects (displayed by default); and

b. a list of Documents.

Click on the links at left to navigate between these two sections. Note that Projects are displayed by default.



Project List

The Projects page contains a listing of projects (posted by you, by default):
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The Projects page.

Three general options are displayed at the top of the page:

Add a New Project enables you to add a new project by entering a title and description, then selecting access
permissions (who will be able to see it on your website).

Order Your Projects allows you to choose the order of displayed Projects.

View All Projects/View My Projects displays a list of all Projects, or just the ones you've posted. (Note that you
can only edit you own Projects.)

The Project List Toolbar
The Projects page includes a toolbar that allows you to edit and manipulate the projects in the list:
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Project list toolbar.

You can modify individual projects directly, or modify multiple projects at once. The principle is this: to modify an
individual project, click on the desired icon in that project’s row; to modify multiple projects, select the projects that
you want to modify, and then click on the desired icon in the toolbar.
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Deleting an individual project.

For example, if we want to delete the “Project Phase 1" project (see figure above), we simply click on “Delete”
under the Delete column in that same row.
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Deleting multiple projects.

If we want to delete both “Project Phase I” and “Project Phase V,” we select these two contacts by checking both
checkboxes ¥ (under the Select column) and then clicking “Delete” Til pelete in the Toolbar (see figure above).

Here are some definitions:

Check All selects all displayed projects

Clear All clears the checkboxes of all the displayed projects.

Activate makes the selected projects “active” or visible on the website.

Deactivate makes the selected projects “invisible” or “inactive” on the website. This is a convenient way to
temporarily “shut-off” a project.

Delete permanently removes the selected projects from the database (as in our example above).

Individual Project Controls
Each item in the project list has several useful controls, defined as follows:

Light Bulb ¢ or ¢ allows you to activate/deactivate any project. The yellow bulb indicates a visible project; a
gray bulb indicates an invisible project. Click to toggle the project on/off.

Project Name clicking on the project name displays a summary of that project (see “View Project Summary”
below). Note that clicking on the column label sorts the list by project.

Posted On clicking on the column label sorts the list by date posted.
Edit allows you to edit that project.
Delete permanently removes the selected project from the database (as in our example above).

Add Docs [+ allows you to add downloadable documents to your project (and set any desired access
permissions).



Adding/Editing Projects

To add a project, click on “"Add a New Project” from the main Projects page (also see “The Project List,” above).
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The "Add a New Project” link.

To edit an individual project, click on “Edit” (from the Project List page, above) or on the Modify icon (from the
“Project Summary” page; see section below):
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Adding/Editing a project.

You may now add/edit the items on the form, including the project title, description, categories, documents, etc.
Note that this page also displays information about who posted the project.



Project Editing Toolbar

While editing a project, a toolbar appears at the top of the page:
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Here are some toolbar definitions:

Summary displays a non-editable summary of the current project.
Delete deletes the current project.
Modify allows you to edit the attributes of the project (this is the page you're currently on).

Set Access allows you to set access for the project (i.e., who can see the project; see “Setting Project Access,
Step 1” below).

Select Contacts allows you to select the contacts that have access to the project (see “Setting Project Access,
Step 2" below).

Plan Holders displays a list of individuals (potential bidders) who have viewed this project.
Bidders displays a list of individuals who have bid on this project.

Docs Intro allows you to edit the introduction and/or disclaimer text for this project.

Add allows you to add documents to your project.

View displays the “Project Summary” page, as above (see section below).

Download allows you to set access for the project (who can see the project).

* Note that the toolbar is divided into three sections: (1) Project, (2) Bidding Info, and (3) Documents:



Ordering Projects

To order your Projects, click on “Order Projects” from the main Projects page (see “The Project List,” above). The
“Order Projects” page is displayed:
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You may now re-order the Projects in the list by changing the numbers under “Project Position No.” at right. Click
“Submit” when you are done.

* Note: to sort alphabetically by name, change all the Position Numbers to “1” (or to any identical number).



Project Summary Page

The Project Summary page contains basic information about the project, including the project’s documents.
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Executive Summary

Project Bidder/Plan Holder
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Description ASA Limted is a closed-end investment company organized in 1958 to provide investors a vehicle
to invest in & portfolio consisting primarily of stocks of companies conducting, as a major portion of
their business, gold mining and related activities in South Africa. The Company is permitted to
invest up to 20% of the value of itz az=sets outside of South Africa and may alsoinvest up to 25%
of the value of its assets in gold or gold cedificates.

The Company is incorporated in South Africa and its shares are listed on the Mew York Stock
Exchange. t is registered in the United States as a diversified investment company under the
Investment Company Act of 1940, ASA Limited is managed internally by its directors and officers,
the majority of whom are &merican citizens. t maintains an office in Sandton, South Africa, and
employs contractors throughout the United States to provide itz accounting and shareholder
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Project Summary page.

* Note: on this page, information is not editable.



Setting Project Access

Step 1:

To set who can see your project, click on Select Contacts from the Project Summary Screen. The Groups and
Contacts page displays:
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o After vou have selected the Contacts whio have access to this Project, vou can notify them via email that thiz Project
haz heen posted on your website. The contacts belowy will receive a wehsite link in their email that they can click on
and go to your site. After they login to your website they can viewy thiz Project and documents under the Project that
they have access to . Everytime you edit this Project or add Documents to this Project you may want to zend an
email and notify them of the updstes to the Project. Cliek here to send an emsil.

Motitier Subscribers

Motitier Unsubscribers

Setting project access, Step 1.

Select a group to give that group permission to see the project. You can select from (1) Public (any visitor to the
website), (2) Registered User (any user registered on the website), or (3) any of the groups you created in the
Group Manager.

Click "Submit" when you're ready to proceed to Step 2.



Step 2: (a.k.a. “"Project Team”)

After hitting “Submit” in Step 1 above, the Contact Access page displays. This page contains more information
about the groups allowed to see your project (selected in Step 1). Here, you must set access for the individual
contacts within each group:
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Contacts who have Access to Topic - Zinc Is Our Friend...

o After you have selected the Cortacts whio have access to this Topic, you can notify them via email that this Topic
hasz been posted on your wehbsite. The cortacts belowy will receive a website link in their email that they can click on
and goto your site. After they login to your website they can viewy this Topic and documerts under the Togic that
they have access to | Everytime you edit this Topic or add documents to thiz Topic you may want to zend an emsail
and notify them of the updates to the Topic. Click here to send an email.

Add / Remowe People from : : _ Remove
& Topic Group List of Contacts in Topic Group
Select "Architects” for this Topic Al Contacts in Master Architects List Remove
% Lafarge Morth Smerica - OConnell Dion Remove
Olmsted & Vaux Landscaping, LLC
% Harman Ray Remave
Select "Colleagues” for this Topic -
% Zinc Corporation of America - DeLorraine Bil Remove
% Zinc Corporation of Ametica - woung karm Remove
Select ‘Investors’ for this Topic | Mo contacts have been selected for this Topic Group.

Setting project access, Step 2.

You may now make refinements to the groups you‘ve already selected by clicking on a group under the
“Add/Remove People...” column. Let’s try an example:
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When we click on the “Select ‘Colleagues’ for this Project” link, an options page is displayed:

Select Topic Colleagues for - "Zinc Is Our Friend...” Topic

o You can select contacts for - "Topic Colleagues® Group in one of two ways

Option 1: Set it equal to the Contacts inthe MWaster Colleagues List' at all times .
Option 2 Select Contacts from the current 'Master Colleagues List' andior from the 'Master Contact Registry'

| Update Topic Coleagues |

L8 Option 1
Equal to ALL Contacts in the - Master Colleagues’ List at all times.
(i.e.if you add a contact to the MWaster Colleagues List' they will automatically be added to this Topic Group, and if yau

delete a contact fram the ‘Master Colleagues List' they will be remaoved from this Topic Group. ¥ou may want to choose
this option when the contacts in & 'Master Group' remain same from Topic ta Topic.)

O Option 2

Select Contacts from the - ‘Master Colleagues’ List E‘Chack Al T Clear AN
O - Thomas - - Eeam Tom
- Colucci Tany - - Do John
O - [t AT ™ 33 - Eoss Ravelin
arFn_ Arirkheniza Tom ™ arencarn makhanstes blikariks
1 WININEY & D00, INC. - JONES Lhare 1 WG E. LSIEY INC. - Lisey ol
[~ | wvilliam E. Dailey Inc. - Diziley Dick [~ | wsilliam E. Dailey Inc. - Wioodwarth George
W | Zinc Corporation of America - Del otraine Bil [¥ | Zinc Corporstion of America - Laswler Mike
¥ | Zinc Corporation of America - “oung Morm

'Check All ] Clear All

| LUpdate Topic Colleaguss |

Refining project access.

You may select all contacts in this group (Option 1) or limit access to certain members in this group (Option 2).
If Option 2 is selected, be sure to double-check your selections before clicking “Update Project Colleagues.”

Add / Remowe People from : : _ Remowve
a Topic Group List of Contacts in Topic Group

Select "Architects’ for this Topic All Cortacts in Master Architects List Remaove

% Lafarge Morth America - OConnell Don Eemove
% Olmsted & Yaux Landscaping, LLC Harman Ra Remave
Select "Colleagues’ for this Topic| By  7ing Carparation of America - DeLorraine Bil Remove
% Zinc Corporation of America - Larwler hike Eemove
% Finc Carporation of America - Waune Marm Remaove

Refining project access.

In this example, we added Mike Lawler (from Zinc Corporation of America) to our list. Note the changes above.
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Selecting Project Contacts

Step 1:

To set who can see your project, click on Select Contacts from the Project Summary Screen. The Groups and
Contacts page displays:
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Project: Project Phase III

Frontend Groups and Contacts who have Access to this Project

o After vou have selected the Contacts whio have access to this Project, vou can notify them via email that thiz Project
haz heen posted on your website. The contacts belowy will receive a wehsite link in their email that they can click on
and go to your site. After they login to your website they can viewy thiz Project and documents under the Project that
they have access to . Everytime you edit this Project or add Documents to this Project you may want to zend an
email and notify them of the updstes to the Project. Cliek here to send an emsil.

Motitier Subscribers

Motitier Unsubscribers

Setting project access, Step 1.

Select a group to give that group permission to see the project. You can select from (1) Public (any visitor to the
website), (2) Registered User (any user registered on the website), or (3) any of the groups you created in the
Group Manager.

Click "Submit" when you're ready to proceed to Step 2.
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Adding Documents

Step 1:

Click on the “"Add"” icon in the toolbar to add a document to your project:

Summary Delete
T Bidaing o =
Modify ok sablact = Bidders poee Add View Download

Access Contacts Holders Intra

£ @ ] & ] 3] I [EN B
Adding documents, Step 1-A.

Enter any memo information you desire, and select the groups eligible to see the project:

Add a new Project Order Projects Back to all Projects
Summary Delete
T Project | Bidding Info [ bocuments |

Modify el porinc il Bidders LS Add View Download
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Project: Project Phase I

Create a BIN For Documents

Select Document Attributes
Project Hame Project Phase |

Doc Type |specitications &7

Sub Type ISpecificaﬂons ----- 03-Doors & Windowes LI
Meme (Doors & windows are uzeful, beautiful, and required by -
Iz .

141 characters left

Active Document & .. (" g
Select Groups Eligible for Document Access

7 Registered Contacts

Select from above
But not from both

| Continue to Upload [: |

Adding documents, Step 1-B.

Or select from below

Click "Continue to Upload" when you're ready to move on to Step 2.
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Step 2:

After clicking “Continue to Upload” an upload page is displayed:

Project: Project Phase I

Upload Documents

Please note that any ", or "F signs and other special characters that appear in
the Document file names that you are uploading will be replaced by an
unierscore *_" sign.

Place Documents in the BIN

Project Project Phase |
Posted By Jeff Belt
Doc Type Specifications
Sub Type 03-Doors & Windows
Memeo Doors & windows are useful, heautiful, and recuired by law.
Posted for Registered Contacts,

Files | Size |

|Seled%| Select Folder || Remove || Remaove Al

Adding documents, Step 2.

Click “Select” to upload individual files from your computer, or click “Select Folder” to upload entire folders. Use the

“Remove...” buttons to remove uploads from the list.

21|
. 21 x|
Look v [=5 My Documents = =@ o GTES
St Feller
> 5 ] Deshlop
. =5 My Documents
W _:|wrﬁ'r\lﬁ
Eloben coramd tir- o | ) My Phsic
(= My Pictures.
L0 My et
w4 My Computer
T
Recyde B
A Irnemat Doplorer
[ — [Litin_Speacd 1015 pet =l I—M[@]
Flesoippe  [aFaer ) =l |
. A mrre | e

Addling documents: the "Select” and "Select Folder” dialogs.

Clicking “Select” or “Select Folder” displays a dialog box. Browse to the file/folder you want to upload and click
either “Save” or "Scan.” From the “Upload Documents” page, click “Upload”

| Select || Select Falder || Remave || Remaove Al |

Adding documents, Step 2. the Upload button.
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You may now verify your uploaded files in the Project Documents page:

ACEN BidGetter™

Add a new Project Order Projects Back to all Projects
Sumimary Delete
et Bidcing Info
Madify i, kit b, Bidders e Add View Download
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Project: Project Phase I
Project Documents

[fcheck Al 1Clear Al ' Activate FDeactivate |i] Delete =] Download Docs

Document Title Posted By Posted For m

r G ?lirgirg_ci_s uare (po) g;g?;%ua Motifier Subscribers Edit
-r@ %& (i) j;f; g';:;oa Registered Contacts Edit
-9 Sg:ithBeﬁ (it ﬁg?;%oa Motifier Subscribers Edit
ro9 % E(lgifJ gggjaagéua Matifier Subscribers Eclit
r@ ?TE% (g j‘;f; E';Eua Registered Cortacts Edlit
O Edit

= Urban Sprawl NYS (pdf) Jett Bett :
(ﬂ) 459.258 KB %]5 120 052003 Registered Cortacts o

Check Al i]Clear Al G Activate @ Deactivate [I] Delete =] Download Docs
Adding documents, Step 2: verify your uploads.

You're finished!



Downloading Documents

¢ Single Documents

To download individual documents to your computer, check the document(s) you wish under the “Select” column

at left, then click "“Download Docs” in the toolbar:

I ¥ osrTME 11/21/2003 Unsubscribers ==t

r (‘P accriscriat (txt) Jett Bet Matifier Subzcribers |, Matifier it
59.10 111972003 Unsubscribers =

— cm activities 05 (oo Jeff Bel e -

Downloading document(s).

e Multiple Documents

Click on the “Download” icon in the toolbar to download the project’s document(s) to your computer:

ACEN BidGetter™®

Adlel a new Proiect firder Proiects Rack to all Proiects
Summary Delete
Bidding info
| |
Madify G et b Bidders o Add View Download

5 % ©® > & 0@ B =

Project: Project Phase I

Frontend Download Documents

o Usze this directory tree to browwse the Documents of your Project organized under DocTypes and SubTypes just like
wioul vwould on your owen computer. To vievw & file, click on its name. To dovwnload & single file right click on the
Documert and select save target as.

| | Dproject Phase I
I & Clerints-trdividual
|| E"DDD-General
LR @content_square.jpg
I_ E"DSpecifications
- T @-Jos-poors & windows
el Bidder_39.csl.l
3 l_ @content_square.jpg
-~ Desktop.ini
- @DlanHolder_SQ.csu
| @Sampledpg
o v @Urban_Sprawl_NYS.pdf
& zp [ Download fiesifolders |

Downloading documents, Step 1.

Select folders or individual files using the displayed list, then click *“Download files/folders” at bottom.
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This displays a download dialog box. Click “*Open” to open the file(s) directly, or click “"Save” to choose location on

your computer that you'd like to download the document(s):

File Download x|

@ ou are downloading the file;

ACEMdownload £ip from dewv.acen.com

Would you like to open the file or zave it to pour computer?

Cancel Mare Infa

¥ | Slnaps ask before opening this tope of file

Download dialog box.

Choose a location on your computer to save the document(s):

savens 2/ x|
Save in: I@ My Documents j [ f_“f( v
My Pictures
My Wiebs
File name: IAEEN download Zip j Save I
Save as tupe: |WinZip File: j Cancel |
g

Choosing a location to download.

Click “Save” to start the download. Download time will vary depending on the size of the document(s) and your
internet connection speed.
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Documents

You may view and manage your documents in the Documents section. Clicking on “Documents” at left brings you

to the Manage Documents page:

ACEN Engine Room

Manage Documents Posted By Jeff Belt
Bidgetter 2,
BTEN Add a New Document View All Documents

ACEN BidGetter™®

13
2,

3

@ To keep track of changes you make to a Document...

Scroll to the Document Hame
Click on the "Maodify leon” for the Document
Change Document Attributes and/or Upload a Hew Document

Frontend

1 r @
2 rC %
3 r ¥

From this page, you may now add, edit, delete, activate/deactivate, or download documents.

Project IProjec:t Phase | v[
Doe Type ISpecificationS vi
Sub-Type IDB-Doors & Windoves VI

Document Hame I

Check Al 1 TClear All G Activate @Deactivate [I] Delete =] Download Docs
Document Title = Posted On~
ﬁg gl 1240/2003
g%‘:'(—%ﬂpg) 12102003
:lg;a;s ?(Qarawl BY'S (pof) 12402003

The Manage Documents page.

By default, only the documents you posted are displayed. To display a list of all documents posted, click “View All

Documents” at top right. To view the list by different Projects, by all Projects, by Doc Type / Sub-Type, or by

Document Name, use the drop-down boxes:

Document Hame

Project |F‘rojeu:t Fhaze | LI

Doc Type ISpecificatinns vl

Sub-Type |DB-Dnors A Windows LI

p

Viewing documents by different categories.
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Adding Documents

To add a new document click the "Add a New Document” link at top. Follow the instructions under the chapter

“Adding Documents” above.

Add a New Document

ety

Proiect [

Adding a document.

Editing Documents
To edit a document, click “Edit” next to the document you wish to edit.

Hcheck All {IClear Al ) Activate §Deactivate [I] Delete =] Download Docs

Document Title = Posted On~ Modify

5 |Reskiop (ini) )
! L v 043 KB 12/10/2003 Ed

% Sample (jpg) '
2 r v 989 KB 12102003 Edit

5 Utban Sprawl NY'S (pef) )
s L v 489.28 KB 12110/2003 Edit

Edliting a document.

The Manage Documents page will be displayed:

Manage Document

View Maodify Deleta

e = 0]

Document: Desktop

Edit Document Attributes

‘ Changes you make to a Document are archived for reference under the Document’s
History.

Project Phase |

Sub Type |08-Doors & Windowys LI
Document Title IDBSHDD

Coors & windows are usetul, beautiful, and reguired by -
I

characters left

Document Link Desktop.ini
| ” Browse... ‘
(click on the Bromse button to edit or upload a new document)

Select Groups Eligible for Document Access
I Registered Contacts
Select from above

But not from both
Or select from below

Editing a document.

After you're finished making your changes, click “Submit.”
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Deleting Documents
To remove a document, select the checkbox in the item'’s row, then click “Delete” in the toolbar:

Echeck All ﬁclear Al @ Activate @Dea:livatﬁ I[u\]l Delate EchvwnIl:lacI Docs

# Select State Document Title~ Posted On~ Modify
o Desktop (ini) "
1. r L7 ] 124 02003 Eclit
g Sample (hg) .
2. vl L7 e 121042003 Exlit
—_— - Urban Sorawmed MYS (odf) e .

Deleting a document.

Activating/Deactivating Documents

An active document is visible* on the website, and is indicated by a yellow light bulb; an inactive document is
indicated by a gray bulb. Click on the light bulb to activate/deactivate a document:

Dresktap (ini)
1. Il 7] o 124042003

Sample (o)
2. Il 7 S8 124042003

= Urban Sprawel MYS (pdf)
3. - 7 R 1241012003

o
=

o
=

o
=

Activating/deactivating a document.

*Note: Documents under an inactive project will not be displayed. However, if any of those documents are cross-
listed under another visible project, those documents will still be displayed.

Downloading Documents

¢ Single Documents

To download individual documents to your computer, check the document(s) you wish under the “Select” column
at left, then click "“Download Docs” in the toolbar:

1 ¥ ganu@ 1 2H 02003 MRELISLET 20 LU LS cuiL
- Urban Sprawel MNYS (pdf) Jeff Belt : .
r v 459,28 KB 121062003 e Clantk s ECi

Downloading document(s).

e Multiple Documents

To download documents to your computer, check the document(s) you wish under the “Select” column at left, then
click “Download Docs” in the toolbar:

fcheck Al iTClear Al G Activate ‘@ Deactivate [I] Delete =] Download Docs

e ment it roseaty rosearor € e
r

@, 02 () Jeff Bett Motifier Subscribers | Motifier Edit
377 KB 1162172003 Unsubscribers -
I (;) accrijzcript (txd) Jeff Bet Motifier Subscribers | Motifier Edit
69.10 KB 111872003 Unzubscribers =

o activities 05 (jpg) Jeff Bett s . .

Ird ¥ BT 111003 Motifier Subscribers Edit

Downloading document(s).
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This displays a download dialog box. Click *Open” to open the file(s) directly, or click “*Save” to choose location on

your computer that you'd like to download the document(s):

File Download

@ You are downloading the file:

ACEMdownload ip from dev. acen.com

Wwould you like to open the file ar zave it b pour computer?

open |

Cancel More Info

X

[V | Always ask before opening this type af fils

Download dialog box.

Choose a location on your computer to save the document(s):

Save in: I@My D ocuments j L] |‘=_“F EH-

2|

My Music

My Pickures
My Webs
File name: IAEEN download Zip j Save I
Save as tupe: |WinZip File j

Cancel /L

Choosing a location to download.

Click “Save” to start the download. Download time will vary depending on the size of the document(s) and your

internet connection speed.
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