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Accessing ProTrac
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There are 3 ways to access
ProTrac:

Click on the ProTrac icon on
your home screen 

               OR

Click on the ProTrac icon on the
LKCO dashboard

               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


If the job does not already exist as Precon
or opportunities, you need to create a new
project form. Click on the green “+!”
button.

Job Numbers

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
"00000". 
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Determine if a job exists or if you need to create a new job!

Click on the
glasses to search



Creating a New Job: Lead Tab
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After clicking on the green “+!” button, a
blank form will open. 

Step 1: Fill out the following required
fields in blue:

Project Name 
Address

 



Creating a New Job: Lead Tab
(continued)
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Step 2: Fill out the Bid/Proposal Type.



Creating a New Job: Lead Tab
(continued)
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Step 3: Fill out the Market Sector. This
should be Academic,
Commercial/Developer, Government, or
Healthcare.



Creating a New Job: Lead Tab
(continued)
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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).

 



Creating a New Job: Players
Tab

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

Client
Billing
Architect

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

names to
edit



Step 1: Fill out the Contract Type (always
TBD unless otherwise directed). 

Creating a New Job: Precon/
VDC Tab
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Step 2: Fill out Reimbursable (yes or no).

Creating a New Job: Precon/
VDC Tab (continued)
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Step 3: Fill out the start and completion
date (both are today’s current date). 

Creating a New Job: Precon/
VDC Tab (continued)
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Creating a New Job: Precon/
VDC Tab (continued)
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Step 4: Fill out the Type. 



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).

Creating a New Job: Precon/
VDC Tab (continued)
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This is the Precon
number



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

Creating a New Job: Precon/
VDC Tab (continued)
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Step 7: Select the printer button to print.
Print the hardcopy and save the PDF. 

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

16



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.

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