Module 10:
Addendums

1- Create Addendum

e Click the “Addenda’” tab

e Click “+ Create Addendum”
o A new window will open

PROJECTS~ DIRECTORY ~ PREQUALTFICATION ~

6560838 - Test Project- Training Purposes - Lee Kennedy Co. inc.

Dashboard Details Documents (0) || Addenda (0) Bid Management | Transmittals Prequal Scopes

Addenda List
gr Create Addendum | 3 Delete | © & ™| Add/Remove Columns

Posted By Date Postad + Date Issued Files Motes
e Input:
o Title- This will auto-
populate, and edit if you

are just uploading RFI —
After creating §h addendum, a notice can be sent to all project participants,
responses Date Posted:
° ° Posted By: Lee Kennedy Co. inc,
o Notes- Add a description of | ... P
what is included in the I
addendum

o Clarification- Check this
box if the addendum

includes clarification
@ Cancel v Create Addendum
e Click, “Create Addendum”

when complete
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2- Create Addendum

« The addendum will now appear on the main screen,
under “Addenda List”.

o Click “Edit” to make edits

Addenda List
qr Create Addendum | 3 Delete | 2, Issue Motice | = |7 Add/Remove Columns

Title Posted By Date Posted « Date Issued Files

L]
# Edit  Addpndum 1 Jill Booras 12/8/2023 0 1

3- Create Addendum

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

e On the bottom

left-hand side of Folders
the screen, _1Manage Folder§ = i Upload
under “Folders”,

| Addendum 1 {0}
click “Upload”
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4- Create Addendum

e A new screen will open. Click on the type of document.

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

Upload Documents - Document Type Selection X

Please select the type of file below that you are trying to wpload

» |

éﬁf ,@ NG
%&l:t!&té t fil t ploa

5- Create Addendum

e A new screen will open. Drag and drop or select the file

you want to you want to upload
m "

i@ app.isqft.com/multi-file-upload.himi?docType= Other&folderld =5S048877 &batchid = 99ealbec-2300-4133-...

e Click “Start Upload”

Test Project- Training Purposes
Files will be placed in the Other folder.

Drop files or folders here, or select files.

*NOTE- Documents

cannot be dragged in
from em a i I Cancel ..Sl:art Upload
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1- Issue Notice

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

« Under “Addenda List”, click “Issue Notice”

Dashboard Details Documents (0) || Addenda (0) Bid Management || Transmit

'5 -
¢ Issue Motice

# Edit Addendum 1 Jill Booras 12/8/2023

Addenda List

g Create Addendum 3 Delete e, ™ Add/Remow

Title Date Posted Date Issued

2- Issue Notice

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

bidders”
Sebect Hecipients to Indude

HI

Select the reaplents you would like to recsive this addenda
notdfication,

@ Cancal | W Apply
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*NOTE- The Lead Estimator will direct the notice in the
message nhotice box

Create Transmittal

=] Send Transmittal | & Save asOrafl | @ Cancel

Detanks [ Fr._e_r..-!.-.-zrr:-. (1) K ﬂ:_l'.n-:'hmcnl': Email Preview | Fid Previes |
Dielavile

Tramsmiltal Type: Addenda

Terplate: | iSqFl Standard Addendum » | Manpoe Templates
Prequalfication: 7] Indwde Prequaldicatian Request
Tramsmettal Subject .ﬂ.ud.lrldla ! T.HI
lessage Note: | AN,

Please be sdvised that Addendum = 2 has been uplaaded to the Addendum Section,

Please Review and price aceordingly, if you have not done 5o alresdy
your intenbans o bid. ready pleade respond with

Thanis, |

3- Issue Notice

T T W O e

e Click the 7] Send Transmiftal & Save asDraft | @ Cancal

“Attachments” tab e , :
E DEE.E.*.E_‘ Recipients (1) Email

W Select File{sjls Ramoue Ssactad Filals

=

o Click “+ Select Files”

. v Name -
o *A new window

Click the Select Fila(s) button above to choose files to |

will open
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1- Adding Link to Addenda Notice

e Use the arrows to move the document selected from
“Available” to “Selected”

Select from the following:

Availabhe: Selected:

Documents - 0 currently selectad

(5l [] Drewings
¢ @) specifications

b &[] Other Documents
W| Al Addendn Documents
[ addendum 1 ina
|

ELl

Il

*NOTE

If the file is too large to add as an attachment, include the
link for the subcontractor to reference.
e Click “Include as Link”

e Click “Include as Attachment”

| Details Recipients (1] || Attachments (1) | Email Preview | Fax Previes

% SeleciFiss) & Remove Seisciad Flsls)

Allinks " Al AFachmenis

o
. Name « Date Uploadead  Sge Paper Sow  Pages Inchede as Link  Induds as Attach L
] Cover Sheet 12/8/2007 IBEKE 0wz | y( \/
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2- Adding Link to Addenda Notice

e Preview the email with the Lead Estimator

e Click “Send Transmittal”

=] Send Tmmiq B Save asDrafl | @ Cancel

Details Recipients (1) (| Attachments (1) Email Prey
Details
al Type: Custom Message
Template: | BulkMail
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