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This guide provides an overview of the following topics:    

 Covered Topics: 

 Find a Project 

 Edit a Project 

 Delete a Project 

 Add/Create a Project 
 

Find a Project 
1. Go to the project menu and select find project on the home page: 

 Note:  My Projects tab (This shows only those Projects that you are named as a team member)   

 

 

 

 

 

 

 

2. You may search projects by project title, company, contact person, region and job number.  For additional 

search options, use the advanced tab of the search criteria. 

 

3. Enter your desired search criteria and click green search button.  
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4. Below is an example of the types of results you should see when searching for projects: 

 

  

 
 

  

Edit a Project 
1. Click on the desired project’s name which leads to the project details page  

 

 

 

 

 

2. Edits can include updating project details and team - which includes project team members and observed 

parties. 
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3. Make the necessary changes and click on the Green Save Entire Page button. 

 

 

 

 

 

 

 

Delete a Project 
1. Follow the steps above for finding a project.  Then check the box to the left of the project and click the RED 

delete button at the top right hand area of the grid. 

 

*** Important – Deleting a Project creates significant data discrepancies.  If you have two or more identical 

Projects do not delete them.  Instead your account administrator should use the Merge record option from the 

Administration menu***  
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Create/Adding Projects 
1. Go to the Project menu and select Add Project. 

 

 

 

 

 

 

2. You will be presented with the option of either copying an existing project or creating a new one 

 

  

 

 

 

 

 

 

 

 

3. There are numerous attributes associated with a project which 

can be updated during creation or afterwards.  The list to the 

right provides a high level overview of how those attributes are 

classified. 

 

 

 

 

 

 

 

 

 


