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*NOTE
Before you begin in CMiC, you will need to email Christina
Clyde (CClyde@LeeKennedy.com) to set up a client. You will
need:

Company Name
Company Address
Company Telephone Number
Contact Name

To setup a vendor in CMiC, you will need to email Christina
Clyde with the following information:

Company Name (*NOTE-DBA name may be different. See
example below)
Company Remit-To Address

This many not be the same as on the W-9. 
This is where the payment will be mailed

Company Telephone
Contact Name

mailto:cclyde@leekennedy.com
mailto:CClyde@leekennedy.com
mailto:CClyde@leekennedy.com
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1 - Create a Project

2 - Create Project

After logging into
CMiC, click on the
blue Field button

Click on "Job
Setup"

Click on "Create
Project"

Click on "Add New"

https://app.screencast.com/ynUGyUmlIV0KA


Type the project number generated from Protrac
Use the People and Culture website to access
the Protrac Playbook

Give the project a "Project Name"
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3 - Create a Project

4 - Create a Project
Complete
mandatory fields (*)
under the General
tab

Click on the
Address tab and
input the address
of where the
project is located

https://www.peopleandculturelkco.com/protrac
https://app.screencast.com/ynUGyUmlIV0KA


Click the magnifying glass to select the 
Department
Job Department
     *NOTE: Default Department should be "00 - Company 
       Level"

Click "Save" when complete

Click on the Job Info tab

Scroll down to Job Setup and review populated fields
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5 - Create a Project

6 - Create a Project

https://app.screencast.com/ynUGyUmlIV0KA


8 - Update Job Info

Click on "Job
Setup"

Click on
"Update Job
Info"
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7 - Update Job Info

Search for the job number and click "Go"
Click on the pencil to edit

https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG


Confirm the required fields (*) under "Job Detail"
are correct

Use the magnifying glass next to "Project
Manager" to search for the PM
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9 - Update Job Info

https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG


Click on the magnifying glass next to "Cost Code
Template"

Choose option based on your department

Click "OK"

*NOTE- This template should be used when you are
opening a new job and don't have a budget yet. This
will allow you to begin charging with the codes
from the template

Click on "Automatically Apply Template to Job"

Click "Save"
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https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG


Click on the "Job Billing" tab

Confirm:
"Default Billing Type"
     *Note: Select "PC" if the contract is lump sum 
       and "COST" if the contract type is 
       cost-plus or GMP
Default Invoice Format
"Billing Rate Table"- Set to "DFLT"
"JB Map Code"- Set to "DFLT"
"Retainage Code"

Click "Save" in the top right corner
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10 - Update Job Info

https://app.screencast.com/Qh5SrpN5UC6r4?conversation=XGEwopdYAZEGovzIrBjAGG


Click on "Add New"
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12 - Create Contract

11 - Create Contract

Click on "Job Setup"

Click on "Enter
Contract"

https://app.screencast.com/OLZjyc0yLIENL
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13 - Create Contract

14 - Create Contract

Click on the "Defaults" tab to confirm the retainage

Enter job number and press
enter

Fields will autofill
Review the "Contract Date"
Click "Save"

*NOTE- Use the "Description" tab to edit

*NOTE- If you are not ready
to upload your budget, but
will need to make manpower
projections, refer to Page 20
(Adding Custom Phase
Codes)

https://app.screencast.com/OLZjyc0yLIENL


Field--> Job Setup--> Maintain Cost Codes
Enter job number
Click "Insert" under "Cost Code Detail"
Enter the "Cost Code" and "Description"

Make sure "Billing" and "Active" boxes are checked
Click "Add/Remove" categories, select the proper cost type
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*NOTE: 
Adding Custom Phase Codes

To add on Billing side:
Field-->Job Setup-->Enter Contract
Enter job number
Click the pencil to go to the job
Under "Contract Information", click "Add New Bill Codes"
Select "New Bill Codes Only", click "OK"
Check that the phase code appears down below the billing
items window



Select the job

Input "Actual Start Date"

Press "Start Job"
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15 - Start Job

To start job, click  
on "Job Setup"

Click on "Start
Job"

16 - Start Job

https://app.screencast.com/ZZIZsQrKkyi1m

