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Create Bill 
Note: Only assigned user to access Tender Documents can perform this action. 
 

1. Click at the small box icon on the top right corner and click “Project Builder Module”. 

 
 

2. Click at project name or blank row below it, and then click at “Add Bill”. 

 
 

3. Select “Normal Bill”; 
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4. Fill up the bill name (as accordance to the Tender BQ received) and select “Standard” 
bill type. 

 
 

5. Can add level if you want (to group bills with heading). Click at which row you want to 

insert heading and then click “Add Level”. 

 
 

6. Can indent/outdent bill under the “Level” description. 
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7. Can cut & paste bill. Right click at a bill and select “Cut”. Then right click at the row that 

you want to paste and select “Paste” (it will paste above the selected row). 
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