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Accessing ProTrac

There are 3 ways to access
ProTrac:

Click on the ProTrac icon on i
your home screen

OR

Click on the ProTrac icon on the

LKCO dashboard
TARELEGRYWC - C(ONMBBRSHBAT

OR

via
https://remote/leekennedy.com/



https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fremote.leekennedy.com%2F&data=05%7C02%7Cmsantora%40leekennedy.com%7C301e175d8a2f4ec6878b08dcede63e0d%7C9c5c4d9ab71346a783770c83f83a50f7%7C0%7C0%7C638646820345526904%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=321Iqkq1H7nGhclJ5iB%2FroaoREe4UKvwBFRTEITZ9gg%3D&reserved=0

Job Numbers

Determine if a job exists or if you need to create a new job!

Use the "Search Word" field to find an
existing job. If there isn't a job number

created yet, the job number will show up as
lloooooll. Click on the

glasses to search

roject Information Sheet  initiatedby | regan Job#

4 |[sse] » | 41| x| & |SearchWont o |

roject Name |

Sireet Address

Floon(s) ! Suite:

sFt | [Sme] [Zp]

Vlead & Players 8 PreConVDC "8 Marketing “p Sales

eadiSales Contact | |J [Market Sector(s): | [Project Typeis): |

| ccommOmm G S Do

lidProposal Type Proconsirchon ] [] Acadamic 3 Amietic ) Ueary

vierview Date 8 | | [] CommercialDeveloper [] Bank ] Medical

Valk-Thru Date s | [ Govemment [] Classroom (] Museum
; [ Desrn [ Omees

oM [ ] PewbegWes [ ] OHsioic — MAF [ GamgeParing (] Rebgious

anan TS| - M Residantial [ i =

tct Information Sheet  miatedey | Job#: [
:| JJJM\\W 186769 00 || SenTTT
e CETEETETSTCETEmE

e Bra00n SYes

s/ St (7750 P
[Eity_[Boston [Shie | WA [ T [02108

1 A Players B PreConVDC % Marketng % Saies
falen Contact | | 9 | [Market Seciostak ] [Project Typeiz): |
et [Froposg -] [ InterioraiSp. Project [ AptConda [] Hote

Provosrg B hor | [ Assist Living [ Law
oposal Type Precodsinacton [ Acadermc [ Auhdesc ] Lt
ow Date a | [ CommercialDewioper (] Bask Ellld

hru Date 8

If the job does not ali'eady exist as Precon
or opportunities, you need to create a new
project form. Click on the green “+!"

button. Project Information Sheet  Initiated by |~
« |Es] » (oD | & [seanvin

Project Name  |veders Badd New Project
Strest Address |1 Design Center Place

Floor(s) / Suite;




Creating a New Job: Lead Tab

After clicking on the green “+!"” button, a
blank form will open.

Step I: Fill out the following required
fields in blue:

e Project Name

e Address

Project Information Sheet Initiated by | jbooras -| Jobi#: [ 00000 |- 00 | EXIT ‘
4 L & | Search ‘\Word: o’ E Send to VISTA | PROCORE |ﬂ i | |
Project Name | | Permitting Description:
Street Address
Floor(s) / Suite:
: ] [State] [2w]

W Lead A& Piayers B PreConVDC "8 Marketing % Sakes

Lead/Sales Contact | ] ﬂ [Market Sector(s). |

Interiors/Sp. Project {Condo Hotel
Project Status | | @ | nor | Bl . o 8 ﬁm Living 8 Law Firm
BidiProposal Type | 4 = (] Attietic (] Library
Interview Date 5 [ CommercialDeveloper 7] pank O Medical

Walk-Thru Date [] Govemment [] Classmoom [ Museum

RFP[ |RFQ | ] [ Healthcare/Sciences () Diring/Resturant [ Manprofit

1 Domn [T Officas




Creating a New Job: Lead Tab
(continued)

Step 2: Fill out the Bid/Proposal Type.

& Lead Va Players 8 PreConDC %) Marketing “p Sales

Lead/Sales Contact | | gl [Market Sector(s): | |Project Type(s): |
. |E| “OT‘ [] InteriorsiSp. Project [] AptiConda [] Haotel
) [ Assist. Living [ Law Firm
Bid/Proposal Type ~| O Acadermic [] Athiletic [ Library
Interview Date [] Commercial/Developer [] Bank ] Medical
T s | DGt | Diowen e
RF GMP [ Healthcare/Sciences [ Dining/Resturant [] Nenprofit
Interiew ) [ Darm [ oOffices
cM NO_ | Negoiated [ ek . M.Fidr (] GaragefParking [ Religious
Bulder's Risk [ No | Preconstruction [J Residential = I [ Lab/Research [] Retad
MAWBE (Vo Inrma [] Retal [] Theater/Entertainment [ Other ..
Cart.FR\BIRP | No ~ VDL
Constuton e Pomit Ty




Creating a New Job: Lead Tab
(continued)

Step 3: Fill out the Market Sector. This
should be Academic,
Commercial/Developer, Government, or
Healthcare.

Players 8 PreConf/DC %8 Marketing “® Sales

Lead/Sales Contact | | @ ( [Market Sector(s): | Project Type{s):
Project Status | . | EI HOT I N InteriorsiSp. Projec [ AptiCondo (] Hotel
) [] Assist. Living ] Law Firm
Bid/Proposal Type || [ Acaderic [ Athistic 0 brary
Interview Date 8 [] CommercialiDevsloper [] Bank (] Medical
Walk-Thru Date Conceptual Estimate
=Ml Fee & General Conditions [ Government ] CIIBISEM‘H (] Museum
REP] Jlowe [] HealthcarefSciences O DiningResturant (] Nonprofit
Interdens : [] Darm [ Offices
M No_ | jegotiated OHstorie  MAd [ GaragelParking O] Religious
Budder's Risk [ No - Preconstruction [] Residential = [] Lab/Research [] Retad
MAWBE (Vo | E‘;?;}Es'd [] Retai _, [] Theater/Entertainment [ Ofher ..
Cert PRABIRP | No - |WDC
Gonsircton Type pormit Type




Creating a New Job: Lead Tab
(continued)

Step 4: Select the Project Team. Fill out
the Project Executive, the Project
Manager, the Chief Estimator (always
Allan Fiddes), and the Head Estimator
(always Ryan Kennedy).

| 8 |
| 8|
| % |
] 8 |
| s |
| % |
| 8 |

Project Manager

Supenntendent
General Super,
Assistant PM
Cheif Esfimator
Head Est.VDC

Masonry ] Doors
Metals [ Glass

[] Ceiling

a
0 0 Oyl

sFt: | JEt_| [State] |Z®| I
¥ Lead) & Flayers @ FreConVDC 8 Marketng % Sales
Lead/Sales Contact | | = [Market Sector{s): | Project Type(s):
Frolect Status 1 = | wor| [ InteriorsiSp. Project O AptiConde O Hotel
Bld::'r al I aLl P [ Assist. Living 0] Law Fim
oposal Type | - 0] _ (] Athletic [ Ubrary
Interview Date 8 [ CommercialiDeveloper [] Bank [] Medical
palkamujlate - [ Govemment [ Classraom [ Museurn
RFP [ |RF@ o|[ ] (3 Healthcars/Sciences 8 DiningiResturant 8 Nonprofit
A Dorm Offices
S i Q st~ MPdr O GaragelParking () Religious
Builder's Risk GreenlEED [ ] [J Resdentad = [ LablResearch [ Refal
: Bond Required [ Retail [ Theater/Entertainment [ Other ..
F Tax Exernpt
\ S — e E—
Conract Type [ oiing Fomat [

Walue to Base the Permit on
Initial Value
Current/Final Contract Value

-

M |

I

Project Start Date [ ]
Project Completion Date [ |
.2 | Substantial Compl. Date | ]

] Plumbing [ Spnkler  Other;
[ HVAC [ Electrical |

[ Flearing
[ Fant

Detailed
Marketing
Description:




Creating a New Job: Players

Tab

Required: In the Players tab, fill out the
following by clicking on them:

e Client

 Billing

e Architect
**Note: The Client and Billing are usually the
same person, and you can click “Same as
Client” for this information.

Click the
bolded
names to
edit

~N

|
4 [[500] b | #r| K| & | Seeechiiod 6" |B)|  sendroPROCORE 1|
Project Hame DHM . Permitting Description:
SheetAddess [T Hamilen Place
Flotels) £ Sushe:
st aston Hale | WA [ 2 02108
L= an PruCor¥DC %) Maketing % Sales
“Client |Gy Healy/CRM Property Coip. | Contact Mame (FistiLast)  Posh Felleman ]
*Billing ]- City Fisalty/CRM Froperty Cotp. Contact Mame [Fust/Last]  Losh Ftteman
Architect 1 [Rede Archamets Iree. | Cantact Mame (FistiLact]  [evin Dbl |
Owner Rep/CH
RE/Developer |
Electiical Eng.
Mechanical Eng. Bl chaase el 3
Stiusctural Eng. I Company [ [City Really/CAM Propeiy Corp |ﬂ Mkt Types }k-nmm Company
|Hdurod!gﬂ]lh: Department/Location |[Main Difice iﬁ' TTEEIT I
B i Addetz 1 [320Warthingion Shest Refered By
Additional Insureds | fgders 2 (G IFF | §2 PamsseFromPropst
Bddress 3
Ciy [Brackine Stare[ M| Zp[T2005 RepestCient [
ManPhone  [B17-7515119 | B | Requesbppoval B | add Hew Company
. — | ManFax | | Appeoved O :
Competition \Web Sie | ] = Add Location
Cofrerems Add Contact
Job Followlips

E Contact [ JFetteman [ Feeh

Praf I | Tie| | Appeorved 0SSN 7
‘Wotk Phane | | x| | Actees B | Send to Viewpaoint
Motde [ ] B | Maing O
Fax |
Other Frone | ]
EMad Ackess | orLcom |_E_|J T

[

I:mm:l




Creating a New Job: Precon/
VDC Tab

Step : Fill out the Contract Type (always
TBD unless otherwise directed).

Project Name | | Parmitting Dascription:
Strest Addrass
Flaor(s) f Suite:
sFi: | |Eity | | State | [Zp]

& Lead & Flayers & PreCon/vDC )R Marketing *m Sales
Contract Type
Inthial vaiie

K Type: (Select Type) -
Cost Plus DbI-Clk for Job# ->| 00000.00
Reimbursable ? GMP . | | - R |
T Materials
Start Date <§BD m)
Completion Date Design-Build

Notes | Scope of work:

10



Creating a New Job: Precon/
VDC Tab (continued)

Step 2: Fill out Reimbursable (yes or no).

Project Information Sheet  initiatedby | regan -] Job#: [ 00000 |-[ 00 | BT |
;J;Jﬂﬂﬂmm MEJ Send tc PROCORE |ﬂ ' ] |
ProjectNeame | | Pemmitting Description:

Stret Address

Floon(s) / Suite:

SFt | |Gy | [Smte | 7]

& Lead &% Players Marketing % Sales
Type: Pre-Construction - |
,——i DbI-Clk for Job# | 70015.21 |
’ - k | &= ‘ YISTA-PROCORE ‘




Creating a New Job: Precon/
VDC Tab (continued)

Step 3: Fill out the start and completion
date (both are today’s current date).

Project Information Sheet  initiatedby | regan -] Job#: [ 00000 |-[ 00 | EXT |
] | o | 0| o |souavas a1
Project Name | ] Permitting Description:

Street Address
Floor(s) / Suite:

skt | | <7 [Swie] [Z]

! Lead &% Players (# PreCon'VDC )%) Marketing %% Sales

Contract Type
Initial Value

a Type: Pre-Construction - |
DbI-Clk for Job# | 70015.21 |

on IED & | =B ‘ Send to VISTA-PROCORE ‘

Start Date |

Notes | Scope of work:




Creating a New Job: Precon/
VDC Tab (continued)

Step 4: Fill out the Type.

Project Name l I Permitting Description:
Shtreet Address
Floor(s) | Suite:
st | e | [State | | 2p]

% Lead & Flayers %) Marketing “g Sales
Contract Type | ~ | B Select Type)
Initial Value | $0 | Db i (Select Type)
Reimbursable ? No |~ PreCon E:emcp z:'lnsltv:mst::n
Start Date [ | pC

Completion Date | |

Notes | Scope of work:




Creating a New Job: Precon/
VDC Tab (continued)

Step 5: Once everything is all filled out,
double click the yellow box below “Type” for
job number.

Select if it's an interiors vs. general building
(this will appear after you have double
clicked for job number).

Project Information Sheet  initisted by | regan -] Jobi#: [ 00000 |-[ 00 ] et |
Jﬂﬂi & | SearchWord: LE Send to PROCCRE |j ' I |
ProjectNeme | | Permitting Description:

Street Address

Floor(s) / Suite:

sFt [ [ < p— [Siie | [Zp]

W Lead & Players R PreConVDC s Marketing *® Sales

Contract Type [ | g€: Pre-Construction
Initial Value [ ] DEi-Clk for fhb# -> T0015.21
Reimbursable 7 PreCon 5

Start Date [ |

Completion Date | |

Notes | Scope of work:

This is the Precon
number

14



Creating a New Job: Precon/
VDC Tab (continued)

Step 6: Send out automatic email with the
link to the folder tree in the L-Drive. This will
generate automatically.

Project Information Sheet initiatedby | regan -] Job#: [ 00000 |-[00] ext |
J_'_Iﬂi] & | Search Word: LEI send 1o PROCORE |ﬂ " J |
Project Name | IPllniﬂiuDﬂnﬂm:
Street Address

Floor(s) | Sute
st | JEty ] [Sate ] [@p]

& Lead 4 Players Marketing *® Sales

Contract Type [ -] Type: Pre-Construction
kel Valus | ] Dbi-Clk for Job# ->[ 70015.21 |

Reimbursable ? FreCon EI & | = | send to VISTA-PROCORE |

Start Date [ |

Notes | Scope of work:

15



Creating a New Job: Precon/

VDC Tab (continued)

Step 7: Select the printer button to print.
Print the hardcopy and save the PDF.

Project Information Sheet  initistedby | regan -] Job#: | 00000 |-[ 00 | et |
Mﬂﬂﬂﬂs Grch Word. it | | & nd to PROCORE |J |
Street Address
Floor(s) / Suite:
sFt | | [Sae]  [Zo]
& Lead o Players Marketing “® Sales
Contract Type | Type: Pre-Construction - |
Initial Value [ DbI-Clk for Jobit > 70015.21 |
Rembursaie pracan lEl Ce D= | -
Start Date |
Compietion Date [

Notes | Scope of work:

16



Creating a New Job: Precon/
VDC Tab (continued)

Step 8: Send to VISTA-PROCORE and click
yes through pop-up screens (determine yes
or no for interiors vs. general building)

Once the job is sent to Procore, set up the

project in CMIC.

** Note: If creating a job from scratch (before
Preconstruction), do not fill in/double-click for

estimating number.

Notes | Scope of work:

Project Information Sheet  initiatedty | regan -] dob#: [ 00000 |-[00] Exr |
1 b | % | x| & |SearchWord o | B Send to PROCORE |j " J |
Project Name | | Permitting Description:
Street Address
Floor(s) / Suite:
st[ |y | [Smie]  TZp]
b Lead & Players (& PreConVDC %) Marketing *p Sales
Contract Type | | Type: Pre-Construction - |
Initial Value | | Dbl-Clk for Job# -
Reimbursable 7 PreCon 3 ‘ = ‘ send to VISTA-PROCORE
Start Date | |
Completion Date | |

17



