
Lead Tab

To create a new project form, click on the green
“+!” button
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Complete all blue fields
*NOTE- Square
footage can be
found on the bid
sheet from the
Preconstruction
department
"Permitting
Description" should
be brief
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A blank form will open



Lead Tab

Change Yes/No boxes as necessary
*NOTE- Yes/No section will default to "No"

Complete the "Market
Sector(s)" section

There is typically
only one sector per
job

Complete "Project
Type(s)" section.

Select all that apply
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Permit cost will not always match initial value,
permit costs are typically only soft costs.

Current/final contract value should be
updated monthly

Once your project starts, go in and update your
start date

Project completion date may need to be updated
throughout the life of the project
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Lead Tab
Complete the "Detailed Marketing Description".
This should be very detailed. It can include:

Anything that is unique about the job                 
(i.e- finishes, design, building)
Anything that is challenging about the job
(i.e- site logistics)
Types of spaces
Unique aspects to highlight the project 

*NOTE- This box is not limited on space. It
will get bigger with more text. The more
detail for marketing, the better. 
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