ProTec Building Services

Standard Operating Procedure

How to Save a “Bids Due Today” Filter on the Scheduling View
Steps

Step 1 Open the Schedule

From the left-hand navigation menu, click Scheduling.

Step 2 Remove any existing filters

Clear any filters currently applied to the calendar before starting, so the new view is built from a clean slate.

Step 3 Create a new view

Along the top of the calendar, click + New view.

Step 4 Name and save the view

Name the view something identifiable to your department, e.g. “[Department] - Bids” (for example, “360 - Bids”),
then click Save. Or, “Your Name — Bids”.

Step 5 Filter by department tag (or Project Manager)

Click Filters — Tags, then select only your department’s tag. Click Apply. Or if you only want to see your bids
(as an estimator), instead of tags you would select your name from “Project Manager” since those are the bids
assigned to you.

Step 6 Filter by calendar event type

Click Filters again — Calendar Event, then deselect everything except Bids. (Tasks can be left selected as well if
you also want to see tasks due that day — optional.) Click Apply.

Step 7 Adjust display settings
Click the gear icon in the top right corner and:

e Toggle ON “Expand Events” (if not already on)
e Toggle OFF “Display Days Off”

Step 8 Switch to Month view

Make sure you’re on Month view. Once the filter is saved, you can freely toggle to Week view as needed — the
saved filters and settings will carry over.

Step 9 Save the view

Next to the new view name, click Save Changes to lock in all the filter and display settings under that view.



Note: As of now, this view shows all bids due that day — sent, not yet sent, closed, and active alike.
We're working on a process change to filter this down to only bids that haven't been sent yet. In the
meantime, click into any bid to see where it stands in the process; from there, use "View Job" to open it
directly.
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