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After logging into CMiC, click
on the blue Field button

Check to make sure the job
number is correct

Click the "Project" link at the
top to access Project
Maintenance

Click on the Edit button in the top right corner

https://app.screencast.com/IwrWSGFFZCRE2


Complete:
Notice to Proceed
Substantial Completion Date
Required Certificate Holders
Additional Insured

Click "Save" 
  

       when done

Click on the "Key Players" tab

Use the magnifying glass to
enter

Project Manager-
Signatory
Project Manager
(Company/ Contact)
Project Executive
(Company/Contact)

Click "Save" in top right
corner
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https://app.screencast.com/IwrWSGFFZCRE2


General Tab:
Customer - Your
selection will be
the signer of the
PCI and OCO

Key Players Tab: 
Architect
(Signatory) -
Your selection
will be the signer
of the PCI and
OCO

Defaults Tab:
Default RFQ
Review Period
Auto Calculate
Markups
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*NOTE

*NOTE: This only works for above the line billing. If the owner
requires the changes to be billed below the line, See Module 5


