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HOW-TO GUIDE

RUN EVERY
JOB FROM
ONE SCREEN
See every project  at  a glance, st art  new jobs in seconds, and
build t emplat es so each one st art s set  up t he way you work.

SEE
Every job on one card

CREATE
New projects  in s econds

TEMPLATE
Set i t up once, reus e i t



THE PAGE

WHAT'S ON THE
PROJECTS PAGE
Every job you're running shows up as a card, wit h t he
numbers you need right  on it .

1 Active and archived 5 Project templates

2 Read a card 6 Template tasks

3 Create a project 7
Template team and
folders

4 Job details 8 Forms and statuses
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01
ACTIVE, ARCHIVED
AND SEARCH
PROJECTS ADMIN

Keep t he list  clean and find any job f ast .

01 Active  shows the jobs you're running now.

02 Archived holds finished jobs. Archive a job when it wraps up and it drops off your
active list.

03 Search projects finds a job by name.

04 Templates and Create Project  sit top right.
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02
READ A
PROJECT CARD
CARD ADMIN

Each card gives you t he job at  a glance.

01 Project name, project number and customer.

02 Job site address.

03 Tasks done out of total, and how many team members
are on the job, with their avatars.

04 Start date  and expected end date.

05 T wo shortcuts bottom left: Drawings and Tasks.

TAGS

Tags like "Residential" or "Invoiced" show on the card so
you can spot a job's status fast.
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03
CREATE A
PROJECT
NEW PROJECT ADMIN

Press Creat e Project  t o st art  a new job.

01 Template: start from one of your templates, or leave it
blank.

02 Project name.

03 Project code: leave it blank and it fills in from your project
settings (e.g. PR- 2026- 001), or type your own.

04 Customer: pick one, or press + to create a new customer
right there.
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FILL IN THE
JOB DETAILS
NEW PROJECT ADMIN

T he rest  of  t he f orm set s up who, where and when.

01 Status: where the job stands.

02 Team members: who's on the job.

03 Job site: the address, with a map pin.

04 Schedule: start and expected end date.

05 Tags and a Description, then press Create Project.

SUBTRADE · PROJECT DASHBOARD 06



05
PROJECT
TEMPLATES
TEMPLATES ADMIN

Set  a job up once, t hen reuse it  on every new project .

01 Press Templates on the Projects page, then New Template.

02 Build as many as you want: one per job type works well.

03 T he list shows how many tasks, members, folders and forms each template carries.

04 Use the icons to edit, copy or delete a template.
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TEMPLATE INFO
AND TASKS
TEMPLATES ADMIN

St art  wit h t he basics, t hen pre- load t he t ask list .

01 General: template name, description, project manager,
currency, timezone and tax settings.

02 Tasks: add each task with a priority, a start day and a due
day, counted from the project start.

03 Turn on Published to make the template available when
you create a project.
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07
TEAM AND
DRAWING FOLDERS
TEMPLATES ADMIN

Decide who's on t he job and how drawings are filed
bef ore it  st art s.

01 Team: tick the people who get added to every project
built from this template.

02 Drawing Folders: create the folders each job needs, like
"Architectural Phase 1".
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08
FORMS AND
STATUSES
TEMPLATES ADMIN

Assign t he f orms and set  t he workflow f or every new
job.

01 Forms: pick single forms, or turn on Entire folder so any
new form added to that folder is included automatically.

02 Status Configuration: set and reorder the statuses for
tasks, RFIs, change orders and purchase orders.

03 Press Add Status to create your own.

SET ONCE

Every project built from this template starts
with the tasks, team, folders, forms and
statuses already in place.
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09
NEED A HAND?
WE'VE GOT YOU.
St uck on any of  t he st eps above, or want  us t o help build your
first  project  t emplat e? Send us an email and our t eam will get
back t o you.

support@subtradesoftware.com
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