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Adding a Project

To add a project in Trackbase Pro, open the Project screen.
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Click on the pencil icon. [image: image3.png]


  The Add/Edit window opens.
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Enter the details of your project into the appropriate boxes. For the Location box, use the drop down box to select the project location. You do not need to type pound signs or commas into the Value box as Trackbase Pro will insert these for you.
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Once you have entered all the details you have regarding the project, click on the ‘OK’ button to continue. The main project window will open showing the information you have entered and will allow you to enter more details. Double click the details area at the bottom of the screen to add more information.

Please note: Remember to enter a postcode against the project.  If you do not, the project will not show up on selections or in searches.
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You will see the window shown below, where you can use the bottom toolbar to add information to the cascading windows.
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To add the Stage of the Project, click the Stage icon [image: image8.png]


.  This will open the window below, where you can select the project stage by clicking on the box to the right of the stage your project is currently at. 

Click ‘OK’ to continue.
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To add Materials, click the icon [image: image10.png]


.

You will notice that when you highlight some items in the list, for example ‘Structure’ as shown below, the right hand arrow at the top-left of the window becomes bold. This means that you can add further information. Click on the black arrow to ‘drill down’ to more detailed information.
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To add the ‘Industry’, use this icon [image: image11.png]


.  

To add ‘Categories’, use icon [image: image12.png]



To add the ‘Development Type’, use icon [image: image13.png]


.

To add information about the Area, Storeys and Start/End dates of the project, click on the cascading window labelled ‘Other’ and enter the details into the appropriate boxes.
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Once you have added all your project details, click on the exit button at the bottom of the screen. You will be returned to the main project screen where you will see all the project details you have entered.
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