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1
Click on the “Bid Management” tab
Click on “Act on Selected Users”
Click on “Create Transmittals”

2

Click on the “+” to
select the category

A new window will
open, click on the
name of the
subcontractor to
whom you’d like to
send the transmittal 
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1- Resend Transmittals

Click on the “Projects Tab”
Click on “Managed Projects”
Click on the name of the project

Click on the “Transmittals” Tab

2- Resend Transmittals

Click on the book icon under “Log”
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3- Resend Transmittals

Click on the check box next to the company you
want to resend

Click “Resend Transmittal(s)”

Click on the “Recipients” tab

Click on the icon next to the contact’s name

4- Resend Transmittals
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5- Resend Transmittals

Check the box next to the name of the person to
whom you’re sending the ITB

Click “Apply”

Click on the “Attachments” tab

Check all of the attachments that are listed

6- Resend Transmittals
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7- Resend Transmittals

Click “Send Transmittal”
*iSqFt will automatically refresh and send you a
confirmation email that the ITB was resent
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