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1. One Click Project Archive 
 
Archiving old projects is  very simple.  Click the “start date” for the project concerned.  Our 
system will automatically update the status of your project to Archive, “close” all of your pro-
ject requirements and move your project to your “Archive View” screen. 
 
Archiving old projects ensures that you are only dealing with enquires for projects that you 
are currently working with. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

2. Document Title—Not Required when loading a Zip File. 
 
A document title is no longer required when uploading zip files. 

Click Here 

Document Title no longer  required  
when uploading a Zip File. 



3. Multiple Delete for Project Documents 
 
Multiple Delete Function—Has been introduced for both Project  & Supplier Documents in 
the  “Edit Project” and “Document Management” screens. 

Helpful Hints 

Open Multiple Browsers to speed up your document upload. 
 

 

Your BIO profile allows “multiple log in’s”  at one time.  To speed up the process of  docu-
ment upload you can open 1 or 2 extra browser windows and log into each one at the same 
time. 
 
In order to use this feature you will have to create and save your project first.  For  those of 
you who have the template feature, please make sure you insert your template. 
 
Once you have created and saved your project, - Go back to your project through the “edit 
project” link and start uploading your documents.  - alternating 
between each of your browser windows. 

 

2 Windows Open 


