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On the homescreen, click on the “Diretory” tab

Under “Manage Directory”, click on “Directory”
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Under “Company
Name” input the
name of the
company you are
searching for and
click the “Enter”
button on your
keyboard
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A new page will load, click on the company for whom
you are searching
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A new page will load again, click on the “Project
History” tab
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Click “Export”
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An Excel file
download. Filter
the information
by:

Project Name
Date
Bid Package
Post Bid
Status
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Compile and formate that information into the L:Drive
L:Drive-->PROJECTS-->Subcontractors & Unit
Prices--->Sub Bids & Award Sheets
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Make a copy of the template and fill in the appropriate
information


