Module 4:
Uploading Documents
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*NOTE- Confirm what documents need to be uploaded
with the Lead Estimator for the project.
The documents may include:
1.Drawings
2.Specifications
3.LKCo Documents
a.*LKCo Documents include contractual information
and must always be uploaded to the other
documents folder in the L: Drive
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« Click on the
“Documents’” tab, and
choose the
corresponding folder
to upload
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« A new window will load, select a folder.
o *NOTE-Always select “Do not format before
uploading”

Upload Documents - Document Type Selection

Plzase selact the type of file below that vou are trying to upload

L

drawing
%ﬂ not ever format files in this Upload
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o Another window will open. Drag and drop the
document into the screen
o *NOTE- Make sure pop-ups are unblocked

& appisgft.com/multi-file-upload.htmi?docType=Drawing&folderld=5045272&batchld=0badda97-53dd-42...

Test Project- Training Purposes
Files will be placed in the Drawing folder,

Drop files or folders here, or select files.

Cancel Start Upload
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o Once the documents have dropped in for upload they
will be listed at the bottom of the screen

e Click, “Start Upload”
o *NOTE- Documents cannot be dragged from email.

FA Document Upload - Google Chrome O

& app.sqft.com/multi-file-upload.html?docType=Drawing&folderld=5045272&batchld=0badda97-53dd-42...

Test Project- Training Purposes
Files will be placed in the Drawing folder.

Drop files or folders here, or select files.

iSqFt-Uploading Documents.dbcx 13Kb

Cancel Start Upload

*NOTE- When uploading the

LKCO Documents folder, you can [ Manage Folders= | 4 Upload
drag and drop the whole folder i i1 brawings (0)

into the upload screen. This will = Specifications (1)

create a sub folder in the “Othe :; dij;:m;::z::m o)
Documents Folder”
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