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DISTRICT AND BUILDING LEVEL ACCESS 

District and Building Level Project  Access  

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. 

Primary navigation is down the left column.
Announcements are controlled by the company across all projects.

Overview:
Projects -  the number of projects that the user can access.
Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.
Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)

Projects with Active Tasks:
This is a list of the user’s projects that have active tasks.
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BUILDING ACCESS 

Building Project View will allow you building Level Access 

Clicking on the Building Project 
 will take you to its home page 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. 

Primary navigation is down the left column.
Announcements are controlled by the company across all projects.

Overview:
Projects -  the number of projects that the user can access.
Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.
Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)

Projects with Active Tasks:
This is a list of the user’s projects that have active tasks.
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BUILDING PROJECT HOME PAGE 

Click Collaboration to 
access the Task Double Click on Task to 

Open 

Presenter
Presentation Notes
Logs are the primary areas where work is done in the application.  In the next slides we will be discussing the types of logs and how to use them.



COMPLETE THE PROPOSAL 
CREATION STEP 

Open the record and Accept the Task. 
Review Attachments and Comments. 
General Block: 
  

 Enter Title 
 Enter the proposed change order amount , 
 Enter Contract Days Changed (if applicable) 
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Scroll 
down 
page 



COMPLETE THE PROPOSAL CREATION STEP 

To enter the cost proposal amounts: 
 Click Add  

 
 Note: If you are taking money away 

(deducting) from the contract, this 
proposal will LOCK the contract 
SOV and no application for payment 
can be created until this change 
order is approved or withdrawn. 
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ADD LINE ITEMS 

Secondary screen will open 
 

 
 Click the Select Button next to WBS code. 

OR 
 Click Select next to Reference 

ONLY If you are taking money away 
(deducting) from a current line in your 
Contract SOV 
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HOW TO SELECT WBS CODE 

Click the collapse button to 
minimize the line item list 

Click the (+ ) symbol next to 
line 128 
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SELECT WBS CODE 

Click the plus (+) symbol next 
to the line that 
corresponds with the line 
item you wish to add 
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SELECT WBS CODE 

The field will expand. 
Choose the specific line 
item.  

Click Select 
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SELECT WBS CODE 

Complete highlighted boxes 

 If an EDGE certified subcontractor or 
supplier will be utilized for this part of 
the change order, select and plug 
them into the line item 

Once line item is complete, click OK. 
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CONTINUE ADDING LINE ITEMS 

Note:  We have Referenced the SOV line number from which money is being removed (deducted) from.  
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CONTINUE ADDING LINE ITEMS 

Line item information appears in the Line Item List block and in the General block(UPPER FORM). 

Difference should equal 0.00 when all line items are entered. 

Repeat this process to enter all of the detailed cost line items. 
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COMPLETE THE PROPOSAL CREATION STEP 

You must attach any supporting documentation, by first uploading it into document manager 
and attaching to the record. If you are unsure how to upload into document manager 
please see page   of this packet.  
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COMPLETE THE PROPOSAL  
Once you have completed your Proposal, Select Submit and Click Send 
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