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Click the “Addenda” tab

Click “+ Create Addendum”
A new window will open

Input:
Title- This will auto-
populate, and edit if you
are just uploading RFI
responses
Notes- Add a description of
what is included in the
addendum
Clarification- Check this
box if the addendum
includes clarification

Click, “Create Addendum”
when complete

1- Create Addendum
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The addendum will now appear on the main screen,
under “Addenda List”. 

Click “Edit” to make edits

NOTE- Confirm with the Lead Estimator if they want
the addendum sorted by subfolders

On the bottom
left-hand side of
the screen,
under “Folders”,
click “Upload”

2- Create Addendum

3- Create Addendum
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A new screen will open. Click on the type of document. 

Cleck the bottom box if you don’t require iSqFt to format
the document for upload

A new screen will open. Drag and drop or select the file
you want to you want to upload

Click “Start Upload”

*NOTE- Documents
cannot be dragged in
from email

4- Create Addendum

5- Create Addendum
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*NOTE- Once the addendum has been reviewed by the Lead
Estimator, you can issue a notice

Under “Addenda List”, click “Issue Notice”

A new window will open. Click “All non-declined
bidders”

1- Issue Notice

2- Issue Notice
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*NOTE- The Lead Estimator will direct the notice in the
message notice box

Click the
“Attachments” tab

Click “+ Select Files”
*A new window
will open

3- Issue Notice
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1- Adding Link to Addenda Notice

If the file is too large to add as an attachment, include the
link for the subcontractor to reference. 

Click “Include as Link”

Click “Include as Attachment”

Use the arrows to move the document selected from
“Available” to “Selected”
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2- Adding Link to Addenda Notice

Preview the email with the Lead Estimator

Click “Send Transmittal”


