
Sign Project Scope 
and Cost
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Must have the 
proper roles to 
perform this 
task



My Tasks
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Step 1: Click 
Notification Bell

Step 2: Click  Review next to 
the Project you need to sign



Project Details 
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Scroll Down to Scope & Cost 
Summary bar



Review Project Scope
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Expand Scope & Cost 
Summary bar

Review Scope 



Review Project Cost Summary
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Step 1: Click Cost tab

Step 2: Review Cost 



Sign Project
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Click Sign Scope & Cost



Applicant DDD Scope & Cost Approval
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Scroll down to the 
Sign Document bar



Applicant DDD Scope & Cost Approval
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Click To Sign



Sign Project DDD Scope & Cost Pop Up Box
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Step 1: Type 
Name

Step 3: Enter 
Password

Step 4: Click Sign

Step 2: Select Signature 
Font Style



Submit Signed Project
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Click Submit



Submit Signed Project Pop-Up Box
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Click Yes


