
 

  

Estimator Training: Locating Project 



 

 

 

1. Select “Groups (G:)” drive 

 

  

Click “Groups (G:)”  

Locating Project 



 

2. Select “Sales” Folder 

 

  

Click “Sales”  



 

3. Select “Day to day take off’s” folder 

 

  

Click “Day to day take off’s”  



 

4. Select “Upcoming Deliverables” folder 

 

  

Click “Upcoming Deliverables”  



 

5. Cut “Job” folder (example: (due 2026-02-20) Crenshaw Square – WPIC ) 

 

  

RIGHT-Click “(due 2026-02-20) Crenshaw Square - WPIC”  

LEFT-Click “Cut”  

LEFT-Click “Day to day take off’s” folder in top menu  



 

6. Paste Job folder in “Day to day take off’s” folder 

 

RIGHT-Click “Paste”  



 

7. Open & select “Shortcut” folder (example: Crenshaw Square – WPIC – Shortcut) 

 

Click “Crenshaw Square – WPIC - Shortcut”  


