Module 1
Creating a Project
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o A new window will open. Input:

o Project name
o Project number/ Job number
o Project Description
« Under “Add a Project Location”, click “Edit”. Input:
o Project Location- Address is from drawings
= Click “Save
« Under” Add a Bid Package”, input:
o Bid package title
o Bid Date and Time

Create Project

@ Cancel i Create Project
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e Click the “Create

Project” button

ADD A PROJECT LOCATION
# Bt

ADD A BID PACKAGE ¢lea
Bid 7 ige Tithe: | AN Trades

Bid Dabe: | 17472024

i Time! |02 (50 00 (M| PW 32 |ET |

e On the right-side treeview,,_. ... .m
under “Primary Contact”, ¢ . :
Update Confact ?T:;:m @
° I ) Jill Booras Phone: Brad Frary
click “Update Contact 122 Quncy tere -
Vg, S e
« Select the lead Estimator s
as the primary contact for =

the project

Hi, Jill BO0Oras rrom LEee Kenne

WRIDYFL topy

« To edit project L
H ° 6560838 - Test Project- Training Purposes - Lee Kenned
information,

click on the
“Details” tab

PROJECTS - DIRECTORY = PRE()

Dashboard Details Documents (0) Addenda {0) Bid Managemen

Project Details (7)

# Edit Project Perform Takeoff | = Copy Project | (= Print

Project Information

e Click on “Edit BRSO S

P . l ) HOME PROJECTS ~
rOJe 6560838 - Test Project- Trair
Dashboard Details Documents (0

« Click “Save Project” when Edits are complete

EH Save Project

@ Cancel . Perf

Project Information

Legal Title:




