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Important Documents to Use

V|S|t WWW Sprlngfleld_OR gov HOME  ABOUTUS - |WANTTO - GOVERNMENT PAR\."?RS NEWSROOM  CONTACT US
to download Event PDFs and ELL iR e LR ETHRS '

the symbols image pack for
marking up the Event Layout.

Cpringfield
S
[rose[saourus w10 commenr oo susmes

Development and

romncoone : = These files can be found by clicking on the “Doing

Buildi

Business” tab and then clicking on the “Online Permits
and Forms” link.

Once inside the “Online Permits and Forms” page click
on the links to download a specific event location PDF
and the symbols image pack.

The symbol pack will be a zipped file. Q.‘, : B[} 2

You can open it up and access the files S —————_

by right clicking on the zip folder and o g .

selecting “Extract to”. Pick a convient —] 8 m m .

folder location and open it up. )v |
é;EM‘: ) 4aui— Ei@!f

e - Open the folder that contains the
) | T R T i downloaded Event PDF file. We will be
%f] g using this in just a moment.

) 2015-05-06 Central Lobby City Hall Lobby City Hall Plaza
Facility Use Form  Diagram Fillable  Diagram Fillable ing | Diagram Fillable
for Form.paf Form.paf Lot Diagram Form.paf
- Distribution.pdf Fillzble Formpdf — ~
' 6 items
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Predefined Layouts

In an effort to make this process as easy as possible, The City of Springfield has pre-approved the
following furnature layouts. Selecting one of these layouts may speed up the process of review. If
some of these layouts contain more furnature then neccesary, use a redline to cross out unnessary

furnature.

Friends of the Library Book Sale

*Note:

‘‘‘‘‘‘‘‘‘‘‘

stststst

M‘ai SPRINGFIELD CITY HALL LOBBY

- i L oo

Wellness Fair Layout

When using these predefined layouts be sure to include text that describes the number of
chairs required for the event. Also be sure to include additional text to describe miscellaneous items
represented with the green square or checkmark, as seen on page 2 “Symbols”.
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Symbols

The following symbols will be avilable to use in creating event layouts.

This symbol represents a 6’ rectangular table. It is provided as horizontal, vertical and
diaganol.

This symbol represents an 8’ rectangular table. It is provided as horizontal, vertical and
diaganol.

This symbol represents an six foot round table. It includes a 2.5’ buffer ring as a place
holder for chairs.

This symbol represents a chair. It can be used around rectangular tables or in rows for
presentations.

This symbol can be used to represent miscellaneous items. It can be resized to the
appropriate scale. Please use text to describe what this symbol represents.

This symbol represent miscellaneous items. It can be resized to the appropriate scale.
Please use text to describe what this symbol represents.

This symbol represent a 10’ x 10’ pop-up tent. Several can be placed together to form
larger tents.
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Tools to Edit the Event PDF

-:I FDFESEHHE About  Developers Support  Logout

The original online Free PDF editor & form filler.

Now with more options! Make your choice, online or desktop?

PDFescape Online PDF Editor PDFescape Editor for Windows

©Online PDF editor and form filler. Always free! A smart alternative to Adobe® Acrobat® for Windows.

‘ Free Online ’ == Try Desktop

\ 0 @ =- works with Windows 10, 8, 7, Vista & XP
||
e

mme\ eﬂux +1E 6+ Opera

PDFescape Online includes these features PDFescape Premium includes these features

%}Edit PDF Files Eé} o) S5 E 4

All PDFescape Online Features

ﬁ Annotate PDF Documents +

www.PDFescape.comv

In your browser, navigate to www.PDFescape.com. This is a free PDF editing website
that allows for easy customization. Much of the interface we will be using is simply a
drag and drop function. This is how we will open up our PDF and get to setting up our
layout. For ease of use click on the “Free Online” button.

Getting Started

To begin, choose a PDF file to open in PDFescape.

Eﬁh Create new PDF Document

After you clicked the “Free Online” button, p—
continue by clicking on “Upload PDF to CMM — m?
PDFescape.”

iy Load PDF Previously Opened

PDF files must be less than 10 MB and less than 100 pages.

Once clicked another box will open up that
will allow you to drag and drop the PDF.
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Opening the PDF

.o ‘ =neEl g
J=| )l » SOWAsymbals » Events v [ 4 ||| Search Events 2]
(€18} I &l
Organize + Include in library v Share with » Burn Mew folder =~ i @l

With the folder open that contains
*|  the PDF, simply click and drag over

7

. - o n 4 . : [P T
2015-05-06 Central Lobby City Hall Lobby City Hall City Hall Plaza the flle Into the WebSIte S Drop PDF
_ FacllityUseForm  Diagram Fillable  Diagram Fillabie  Museum Parking | Diagram Fillable »
@ for Form.pdf Form.pdf Lot Diagram Form.pdf Here bOX_
- Distribution.pdf Fillable Form.pdf —  «
6 items

&f] PDFescape - Free Online - % Y}

€ - C [1 www.pdfescape.com/open/ &=

After you drag and drop
the file, it will automatically
open up and you are on
your way to making the
edits that you want. Easy
as that.

Upload File
Choose a PDF file to upload and open in PDFescape.

Choose File | No file chosen
Uplozd

) PDFescape ™ ™= B =

Fe  SO%  100% 200%

DEVELOPMENT & PUBLIC
WORKS DEPT. (NW WING)

o LT e
5 (Cyy NI S
. g 1
o e T
| Miscellaneous I ) ) ) EVENT N .
5 0 Chai I o O e ow lets get into the
: § ] details of setting up
> MR 8 Y o the layout.
O LIBRARY EENEEENEEN |
[a) @ EENEEEEREE.
| NN ..
[ NN RN
w Springfield Publicll oo 00 pee—
2L BRARY i
m i

Page 5




Opening More Tools

¢¢¢¢¢¢¢¢¢¢

DEVELOPMENT & PUBLIC
WORKS DEPT. (NW WING)

On the upper left hand side
you will see a selection of =
tools to choose from.

Clicking on the “More”

Easel

Miscellaneous
Chair I o 5 i

6’ Round Table

6' Table

5 Tble
button will open up the list A — R |
and show all of the tools. @ EEEEEEE L
Springfield Public| | RN 1]
LIBRARY
STAIRS -~ I I |

SPRINGFIELD CITY HALL LOBBY

DEVELOPMENT & PUBLIC
WORKS DEPT. (NW WING)

8’ Table

Easel ! | {111 IS I S -

::A:;c:l\aneous EENE | | I ’EVAEV:'J NOW that a” the tools
DPPSURPRPOR I o are visible click on the
S R R e contacr “Image” button.

LIBRARY

Springfield Public|

LIBRARY

SPRINGFIELD CITY HALL LOBBY
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Adding Images

) PDFescape. ™= ™= W =

Add Image Tool
Imege F o e

Clicking on the “Image”
button opens up the “Add
Image Tool” box.

Drop File Here

[ 1.+ SOWAsymbols » SIZED » v 44 || search sizeD
-

Organize * = Preview w Share with Slide show Print  » = « @

B

Symbols.zip 6' Round.png 6' Table.png 8 Tablepng Chair.png

To start placing items for
the event floor plan, drag
and drop a symbol into

the “Drop File Here” box.

You will be doing this
each time you want to
add a different symbol.
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Placing Images

PDFescap
‘ T Click ancleiwsmon page to insert a new object. Click here to disable.
Eil
E DEVELOPMENT & PUBLIC
a WORKS DEPT. (NW WING)
P
[m]
v

Now that you have
drag and dropped an

Easel

image, you are ready . SEmmmsEs EEEEnnwEnnn U

to begin placing the . el X

image. B e AN EEEREE RN conmicr
LIBRARY N N N - 1 ! 1 . b |

Springfield Public|

LIBRARY

SPRINGFIELD CITY HALL LOBBY

T Click anywhere in the
DEVELOPMENT & PUBLIC | floor plan Where you

WORKS DEPT. (NW WING)

aaaaaaaaaaaaaa

&
Z = - | — - would like to add the
= ‘ 0 ™ image. You can add
. — H-HHH multiples of that item.
weersos R The items are already
s & Round Tl EENE NN - sized acording to the
r = p° e~ | documentsale.
LIBRARY | |

Springfield Public|

LIBRARY

simply repeat the
process described
on page 5.

& SEESARSEnSan EanES To add other items,

SPRINGFIELD CITY HALL LOBBY
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Miscellaneous Items

DEVELOPMENT & PUBLIC
'WORKS DEPT. (NW WING)

Use the rectangular tool
feature to designate

Eose I . miscellaneous items.

Miscellaneous | I - |

i R - Once you click and set the
gl rectangle you can resize it
6’ Table Dl | | ot I O I CONTACT:

8’ Table

SEEN 1 using the corners, by
Al SEEEEN e ]

S clicking and dragging.

Springfield Public ~ "RS0N° 0000 feeeee—
LIBRARY {000

BN STAIRS

SPRINGFIELD CITY HALL LOBBY

sorder wiae: [T Border:

Click and drag on page to insert a new sbject. Click here to disable.

DEVELOPMENT & F
WORKS DEPT. (NW

Click on the red colored
square on the top bar to

Easel

Miscellaneous

char @ M1l el LU Er i NAME:
change the color. ; § Round Toble :

& Table L T e e e CONTACT:
8 Table

LIBRARY N S N N N S

IELD CITY HALL LOBBY

s =2
Border wiatr: [IERS

xxxxx

DEVELOPMENT & PUBLIC
WORKS DEPT. (NW WING)

[T
=
)
/
el | 7 B T i | e e e e e e
ol B et
N = | a4ttt t+—+++++trt++
o G611~ Y S L S S ) S A A S S S S A R
W Yoy IINEEEEEEEEENEEREEEEEEEE R
Char o+ttt
,,,,, 1 4 il DATE:
=] .
= G6RoundTable @+ 1+ + 1 {1 1 1 L L L 4 1 1 1 L L L4 £ £ £ 1 1 TIME:

& Toble I .2 N N N S S |

........... CONTACT:
8’ Table

IIBRARY. ——1 1 L 2 | -

ISpringfield Public|

LIBRARY T

SPRINGFIELD CITY HALL LOBBY
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Adding Text

DEVELOPMENT & PUBLIC

WORKS DEPT. (NW WING)

To add text, click on the text
button in the tools section.
This will allow you to
describe some of the items in
the floor plan.

B = e NENEE
2

Fe o S0%  100% 200%

DEVELOPMENT & PUBLIC

WORKS DEPT. (NW WING)

Easel

W Miscellaneous  J++
Chair

= 6" Round Table

-

6 Table
8' Table
LIBRARY  e—p—

Easel

Miscellaneous EVENT

YT
Chair 1 T B B B B

..... { I - DATE:
&' Round Table TME:

¢ Table ] [ CONTACT:

8’ Table - i
LIBRARY N N | | I S I

Springfield Public|

LIBRARY

EEEEEEEEEEEEES Easels can be represented

o O O O e using the checkmark feature.

........ DATE:

RERRERERE e Click on the checkmark button,
then click on the map where

Springfield Public]
LIBRARY

SPRINGFIELD CITY HALL LOBBY

...... CONTACT:
easels will be required.

Page 10




Reselect and Duplicate

To reselect a previously
added feature, right click
on the feature. Use the
delete button on the
keyboard to remove an
item.

Easel
Miscellaneous
Chair

6’ Round Table
&' Table
8" Table
LIBRARY

Springfield Public

LIBRARY

SPRINGFIELD CITY HALL LOBBY

DEVELOPMENT & PUBLIC ||
WORKS DEPT. (NW WING)

[C]7ype here to describe your miscellaneous item
Il -
- _ &

Easel
Miscellaneous 1 1 1 N S S (S S S S S S S -
Chair O O I O

Y = INENEEE

6 RoundTable @ =

n 0

6’ Table
8 Table
LIBRARY

Springfield Public
LIBRARY

SPRINGFIELD CITY HALL LOBBY
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DEVELOPMENT & PUBLIC
WORKS DEPT. (NW WING)

L

EVENT
NAME:

DATE:

TIME:

EVENT
INAME:

DATE:

Move Object Forward
""" Move Object Backward
Move Object to Front

Move Object to Back
Delete Object
Duplicate

Object Properties. .

To duplicate a previously
added feature, right click
on the feature. With the
pull down list open click
on duplicate.




Saving and Download

Easel S S S A ) -

Miscellanecus &+ + N [ I S, ..o B S S -
Chair

6' Round Table S N N N I I S

6’ Table

8’ Table s S | N N IO I I I [
LIBRARY s i e o EUGENE-
SPRINGFIELD

[ . \ FIRE
ave & Download PDF... DEPARTMENT

CONFERENCE
ROOM 3
DEVELOPMENT
) AND CITY | L | AND
Public Meeting MANAGER'S IHEEN ] PUBLIC

Room I OFFICE WORKS
Electrical Qutlet DE(I;;:I}JII:{‘ EGP;T

10 15 20 25 30 35 40 45 50 JESSE MAINE

) I . [ - —— MEETING ROOM

Structural Column

Feet

Fire Extinguisher
4 AED

Once you are finished editing your PDF layout, you can save and download the
finished product by clicking the green square on the left hand side of the window.
The file will download and appear in both the bottom of the browser window and
inside the default download folder. Edits made to this PDF before saving are now
static and can not be changed using the reselect feature described above. Add this
file as an attachment to the email addressed to the appropriate party.

Important Links

- http://www.springfield-or.gov/DPW/ResourceCenter.htm

- http://www.pdfescape.com/open/
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Contacts

City Manager’s Office — Amy Sowa at (541) 726-4666 or email at asowa@springfield-or.gov.

City Manager’s office will determine if a section around City Hall, the lobby, or rooms are available on a
particular date or time. The City Manager reserves the right to deny any request. The applicant must
reimburse the City for any additional or unanticipated costs incurred by city staff with the event.

Emergency Egress

Couvce S
I/

Each event map has areas that are
greyed out. These areas need to
remain clear for emergency egress
according to fire code. No furnature
may be placed in these areas. Appi-
cations with furnature in the greyed
out areas will result in the application
being returned for corrections.

“‘i SPRINGFIELD CITY HALL LOBBY

b

RINGFIELD

PI

ENTRANCE

LIBRARY

Booths and displays can not block ;
fire extingusihers, fire strobe lights, .
fire alarm pull stations and AED. :
These areas are shown on the map
according to the legend.
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