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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.

=]
w My Projects search filter... | Create Mew Project Helo

Active View [ Archived View Click Here Help
Title Location Start Da¢ Budget Est.
Tender Project Belgian..., 4810 24 Aug, 02 51,00 Matify | Delete
BIC Test Project Belgian..., 4810 17 Aug, I S2000000,00 Motify | Delets

2. Document Title—Not Required when loading a Zip File.

A document title is no longer required when uploading zip files.
Document Title no longer required

when uploading a Zip File.
Project documents
Please upload and label your project documentation here,

=

Document Title:

(NOTE: Please label documents with meaningful names for tradesman)

File: Folder;
P:\My Documents\BUILDING INDUSTRY 0| Browse... none

(NOTE: "Zip fifes " wil be sutfomatically extracted by our spsfem. Lise 2o

file for guick uioad)




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.

Added project documents file name filter. ..

Date Document Title File Mame | Folder Company

09 Jul 09 | Test Quote - BIO Test | 0B077-M... | - [~ | /Editf
09:55 Praject - Windows 1259,05 KB Link
26 May | test purchace order doc | Sitewor... - Test Plumbing B J Edit
09 09: 28 2630,86 KB Company Link
27 May | tes Cabinet... - Test Supplier B J Edit [
09 14:20 378.18 KB Comparny Link
26 May | Test Purchass Order 0EOF7-M... |- Test Supplier |— J Edit [
09 1318 878,04 KB Company Link
09 Moy | As constructed Ascons.. | Architectural [~ | /Editf
09 10:00 |drainage plans 149,32 KB Link
26 May | Caonstruction Motes Constru... | Architectural B | Edit [
09 05:22 5543.06 KB Link

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

: 2 Windows Open
between each of your browser windows. =
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