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Adding a Letting  
 

Step 1: From the Home Dashboard, click the Lettings link. 

 
 
Step 2: From the Bid Letting Overview page, click the Component Action Arrow. 

 
 
Step 3: From the Component Action Menu, click Add. 

 
 
Step 4: Enter the following fields: 

• Bid Letting ID 
• Letting Date 

 
 
NOTE: You can optionally fill out the Letting Time and Letting Status fields. 
 
Step 5: Click the Save button. 

 


