
Sign Project Damage 
Description and 
Dimension (DDD)

228

Must have the 
correct roles to 
perform this task



Locate Tasks 
Step 1: 

Click Bell
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Step 2: Click Review next to 
the project needing signature

Step 1: Click 
My Tasks then 

select Tasks



Project Details Damage Description & Dimensions

Scroll down to Damage 
Description and Dimensions bar
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Review Damage Description & Dimensions (DDD)
Step 1: Expand the Damage 

Description & Dimensions bar
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Step 2: 
Review DDD 



Project Details

Click Sign DDD 
to approve
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Click Send Back 
if changes are 

needed



Project Signature
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Click on 
Click to Sign



Enter Signature & Style
Step 1: Type Name
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Step 2: Select 
Signature Font 

Style

Step 4: Click 
Sign

Step 3: Enter 
Password



Submit Signed Project

235

Click Submit



Confirm Signed Project Submittal 
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Click Yes


