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Click on the
“Projects” tab

Click on
“Create New
Project”
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A new window will open. Input:
Project name 
Project number/ Job number
Project Description

Under “Add a Project Location”, click “Edit”. Input:
Project Location- Address is from drawings

Click “Save
Under” Add a Bid Package”, input:

Bid package title 
Bid Date and Time
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Click the “Create
Project” button

*NOTE
To edit project
information,
click on the
“Details” tab

Click on “Edit
Project” 

Click “Save Project” when Edits are complete

On the right-side treeview,
under “Primary Contact”,
click “Update Contact”

Select the lead Estimator
as the primary contact for
the project


