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Introduction

Dodge Market Leader includes six main features, which are represented by the icons at the left in the Feature Tool Box shown below:
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The Dial-Up feature enables users who have DataLine Direct subscriptions to dial into Dodge and automatically download the reports for their subscription territories.
In addition, users who have regular DataLine subscriptions and wish to use the classic DataLine-DOS interface (instead of DataLine for Windows) to retrieve reports within their subscription territories can configure the Dial Up feature to connect to DataLine-DOS.
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The Report Manager enables you to import reports into your database, then search, sort and filter them electronically, as well as track leads and assign follow-up tasks.
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Market Leader has two built-in Calendars.  The Bidding Calendar shows you projects out for bid.  The To Do Calendar enables you to enter tasks to be carried out on specific dates, and automatically links your To-Do entries to the projects with which they are associated.
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The Contact Manager not only organizes your potential client contacts, but also dynamically links them to specific Dodge Reports.  Here, you can look up specific company names, or certain types of companies, and see the projects with which they are associated.
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The Direct Mailer is an easy to use word processor, in which you can design custom form letters to be used with Market Leader’s Mail Merge function.
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The Quick Quoter is a very basic spreadsheet application, which can be used to work up some pricing or perform calculations.

This training manual will cover use of the Dial-Up feature for retrieving DataLine Direct files, the Report Manager, Bid Calendar, Contact Manager and Direct Mailer in a single-user environment.
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Help

You can access Market Leader’s built-in help from any screen by clicking on the yellow question mark icon.  Alternatively, you can click on Help in the menu bar and select either Contents to get a list of the main Help topics, or select Search For Help On to get a dialog window in which you can type in a key word related to the topic of interest.  

The Market Leader installation CD contains a comprehensive User Manual which can be viewed on screen or printed.  To access it, insert the CD and wait for a menu.  Then select View User Manual.

For technical support Monday through Friday from 7:00 am to 8:00 pm EST, you may call the Dodge Help Desk at 1-800-393-6343, or e-mail to:  dodge_cust_svc@mcgraw-hill.com.

Sometimes when you call for help, you may be asked what version of Market Leader you are using.  You may also want to know this to be certain you have the latest version.  To find out the version you have, click on Help in the menu bar and select About Dodge Market Leader.  Your version and its release date will be shown in the window that appears.  This training manual covers features in Market Leader 3.6.

Importing Reports...

There are two basic types of files that are used for importing reports into Market Leader, depending on whether the reports came from Dodge or from another Market Leader database:

1. Reports from Dodge will be in a ZIP file (a compressed file that has .zip at the end of its name.) If you have a DataLine or DataLine Direct subscription, you will be importing ZIP files.  

2. Reports from another Market Leader database will be in an RXP file (a compressed file that has .rxp at the end of its name.)

Importing Reports Received From Dodge

The three most common methods by which reports may be received from Dodge are:   (1) E-mail, (2) Dial-up mailbox, and (3) Downloading while connected to DataLine.  No matter which of these methods applies to you, the most important consideration is that you save the file of reports in the correct location, so that Market Leader can find it when you want to perform an Automatic Import.  Your ZIP files containing the reports should normally be saved in your C:\Dml95nt\Download folder.  (Substitute a different drive letter, if Market Leader is not installed on your C drive.)  Your reports will automatically be downloaded to this folder if you retrieve them from a DataLine Direct dial-up mailbox.  If you receive reports via e-mail, you will need to specify this folder as the location to save the attached file each time you get an e-mail with reports.  If you use DataLine for Windows to download your reports, you need to configure DataLine so that by default it will always download to that folder.  This is done when you are in DataLine by clicking the File menu on the main screen and selecting Set Download Directory.

Reports E-Mailed from Dodge:

If you have accumulated more than one e-mail that has a file of reports from Dodge, and the files have the same name, you will need to rename any files you receive which have the same name as a file you have already saved in your Market Leader Download folder because you can’t put two files with the same name in the same folder.  While the exact steps may differ slightly, depending on the e-mail program you use, here is the general procedure:

1. In your e-mail program, open the message that you received which has the file of reports attached to it.

2. Click with your right mouse button on the attached file, and from the pop-up menu select Detach (or in some e-mail programs this may be Save Link As or Save Attachment.)  Alternatively, in some e-mail programs you can click on the File menu and select Save Attachment.  It’s important that you do not try to open or “launch” or decompress the file because Market Leader will do that for you after the file has been saved.

3. When the Save Attachment (or Save As...) dialog window appears, select the C:\Dml95nt\Download folder as the location where the attachment is to be saved.  (That is, the file is to be placed in the Download folder, which is a sub-folder under the Dml95nt folder on your C: drive.)
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If you already have a file in your Download folder with the same name as the one you are currently detaching, then in the area where it says File name, change the name of the file you are detaching to something else, but be sure to keep the ending as  .zip.  For example, in this illustration two hyphens and a number were added to the original file name, while keeping the ending as .zip.  You may use whatever names you wish, and long file names are OK.

5. Click on the Detach button.  (In some e-mail programs this may be a Save button.)  

6. If you have more e-mail messages with files of reports, follow steps 1 through 5 until you have saved all the files.

7. Minimize your e-mail program.  (After all the files have been saved, you should be able to delete all the messages that contained the files, but as a precaution we’re going to wait to delete them until after you have successfully imported them into Market Leader, so for now we will just minimize your e-mail program instead of closing it completely.)
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8. Open Market Leader, and single click on the Report Manager icon.
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The Import window will automatically appear when you enter the Report Manager if there are any ZIP files in .your Market Leader Download folder, and there will be a bullet beside  Automatic Import.   (If the Import window doesn’t appear, that indicates there are no ZIP files in your C:\Dml95nt\Download directory, so then you would have to click the red arrow Import icon and do a Manual Import to specify the location of your file(s) to be imported.)  Click to place a check mark beside Delete Data File(s) After Import.  For this type of import, it doesn’t matter whether either Append User Notes or Overwrite User Notes is selected because there are no user notes on the reports when they are coming directly from Dodge.

10. Click OK, and Market Leader will automatically decompress all the files you have in your C:\Dml95nt\Download folder and import the reports into your database.
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The Import Status window identifies the number of reports added and updated during the import.  Click the Close button when the import is finished.  Notice then that the gray Status bar at the bottom of the screen indicates that you are viewing All of your Most Recent Import, and the number of reports in that set is shown in a rectangle at the lower right as the Current Report Set.

12. Maximize your e-mail program (by

clicking on it on your Windows taskbar),

and delete the messages which contained the

files of reports you just imported.  You may

now close your e-mail program.

[image: image20.png]



[image: image21.png]Evpon Types
@ et e Fepartd =
® Erohnes Concel

I™ Bemave Cariage Retuns





Reports From DataLine Direct Dial-Up Mailbox:

Retrieving reports from DataLine Direct Dial-up Mailbox

If you have a DataLine Direct Mailbox, and a modem that has been properly installed on your computer, follow the steps below to retrieve reports from your DataLine Direct Dial-Up mailbox:

1. Open Market Leader, and click on the red phone for the Dial-Up feature.
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Before you can use the Dial-Up feature for the first time, you have to create your account.  To do so, click the Set Up Accounts icon.  Click the Add button and in the window that follows, enter a name for your account (such as “Dodge” or “DataLine”), your User ID and password.  Also put a check in the box beside Auto Dial to designate this account as the one you want automatically dialed each time you select Dial.  Then click the Save button to save your account information.  Back in the Accounts window, you must enter the name of the Download Directory where your downloaded files are to be placed.  Usually, this will be  c:\dml95nt\download, as shown in the illustration.  Finally, if you have to dial a 9 first on the phone line attached to your modem, type a 9 followed by a comma in the Dialing Prefix area.  This completes the one-time setup of your account.  You may click the Dial button in the Accounts window to commence dialing now, or click the Close button to return to the Dial-Up screen.
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3. At the Dial-Up screen, click the Dial icon (or click on File in the menu bar and select Dial.)

4. Wait while the dialer connects.  As soon as a connection has been established, your file of reports will be downloaded to the Download Directory you specified when you set up your account.  A window will appear with a bar graph showing the progress of the download.  (See illustration on previous page.)

5. When the download is completed, the window with the bar graph will disappear and the black screen will say “Transmission was successful....”  Within a few seconds, your modem will be automatically disconnected.   When this happens, click the Report Manager icon (which looks like a yellow legal pad.)

6. Import the reports by following steps 9 through 12 on the previous page.

Importing Reports From Another Market Leader Database

NOTE:  Market Leader was not designed to synchronize user-input data when reports are sent from one Market Leader database to another.  Any information in the fifteen User Fields and the Follow Up Tracking field in the recipient database is always overwritten by whatever is in those fields in the incoming reports.  The recipient chooses at the time of import whether their own user notes are to be overwritten on any reports they already have that are being imported from another Market Leader database, or whether user notes from the incoming reports are to be appended to the bottom of their notes.

It is generally recommended that you not make a regular practice of sending reports back and forth from one Market Leader database to another, while choosing to Append User Notes each time a file is imported because the notes will be doubled if the recipient subsequently exports the reports out and they are imported back into the original sender’s database.  The only way to get rid of the doubled notes is to manually edit them out.  While this may be acceptable on an occasional basis, manually editing doubled notes on a regular basis could be cumbersome. 

These instructions assume that you have received an e-mail containing an RXP file of reports which have been exported from another Market Leader database.  However you receive the file, you should save it in your  Dml95nt folder so that Market Leader can readily find it when you import.

1. In your e-mail program, open the message that you received which has a file of reports attached to it.

2. Click with your right mouse button on the attached file, and from the pop-up menu select Detach (or in some e-mail programs this may be Save Link As or Save Attachment.)  Alternatively, in some e-mail programs you can click on the File menu and select Save Attachment.  It’s important that you do not try to open or “launch” the file because Market Leader will do that for you after the file has been saved.

3. When the Save Attachment (or Save As...) dialog window appears, select the C:\Dml95nt folder as the location where the attachment is to be saved.

4. Click on Save (or Detach).  You may now minimize your e-mail program.  (You don’t have to close it completely just yet because you will want to come back into it to delete that e-mail message after you have successfully imported the reports into your Market Leader database.)
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5. Open Market Leader, and single click on the Report Manager icon.

6. Next, click the Import icon, which is a red arrow.

7. In the Import dialog window, click to place a bullet beside External Report Set.  Under Import Options, check the box  beside Delete Data File(s) After Import, and click to place a bullet beside your choice of either Append User Notes or Overwrite User Notes.  Then click OK.  (NOTE:  The Auto Assign function is discussed later in this training manual.)
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In the Specify External Report Set dialog window, double click on the name of your RXP file (or single click on it and click the Open button) to start the import.
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9. The Import Status window identifies the number of reports added and updated during the import.  Click the Close button when the import is finished.  Notice that then the gray Status bar at the bottom of the screen indicates that you are viewing All of your Most Recent Import, and the number of reports in that set is shown in a rectangle at the lower right as the 
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Current Report Set.
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10. Maximize your e-mail program (by clicking on it on your Windows taskbar), and delete the message which contained the file of reports you just imported.  Then you may close your e-mail program.

 Customizing Tool Box Icons

You will find it easier and faster to perform routine tasks in Market Leader if you click on icons for the tasks, instead of  making selections from menus.   Market Leader provides a tool box of icons which can be customized to include the ones you want, in the order you want.  It is recommended that you include all of the available icons in your tool box, if your screen display is at least 800 x 600 resolution, which is SVGA.  Newer monitors and laptop screens have this resolution or better.  Screens with lower resolution cannot display all the available icons, so in that case you would need to include in the tool box only the ones most important to you, and use menus to perform other tasks.
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To customize your tool box icons in the Report Manager, click on Options in the menu bar, select Tool Box, then Customize.  In the Customize Tool Box window, the “>” symbols represent small spacers that can be placed between icons (here called “Buttons.”)  To make room for as many icons as possible, you can start by removing all the “>” symbols from the right window pane.  To do so, click on a “>” symbol in the right pane and click the Remove button.  Do this for every “>” in the right pane.  Next, click on each available icon in the left pane, and click the Add button.  Next, arrange the icons in the right pane so they are in a meaningful order.  To do so, highlight an icon to be moved and click either the Move Up or Move Down button.  Click OK when finished.  If you have room, you can go back later and add spacers between your icons by including the “>” symbol, but it isn’t necessary.

This is the suggested order for the icons in the Report Manager tool box.  (After Mail Merge comes Add To Do, Edit User Fields, User Notes and Delete Reports.)
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After you customize the tool box in the Report Manager, go into the Contact Manager and customize the tool box to include all the available icons, using the same methods as described above.

This is the suggested order for the icons in the Contact Manager tool box.  (After Mail Merge comes User Notes and Delete Contacts.)
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Customizing User Fields

The fifteen user fields in the Report Manager are for entering relatively short amounts of data (up to 80 characters per field) that’s important to your business.  This information becomes part of the report and is printed at the end of the report, along with your notes, when you choose to print Full Reports.
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To change the labels of the user fields and/or to add information to the user fields, click on the Edit User Fields icon (or click the User menu and select Edit Fields.)  In the Edit User Fields window, click on a field label to edit its name, or click in the white data entry area to the right of the field label to add information to that field.  Click Save when you are done.
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When you enter data in the user fields, the first, second and fourth fields will accept numbers only, no alphabet characters.  User field 4 is for currency amounts, and the data will be displayed with a dollar sign.  User field 3 is for date type data, and you may enter any valid date.  User fields 5 through 15 are for text type data, and you may enter anything in them, up to a maximum of 80 characters.

The illustration to the right is provided to give you an idea  what some users name their user fields.  Here, user fields 1, 2 and 9 through 15 are not used.

For consistency with any others in your company who may also use Market Leader, you may want to name your user fields the same.

You can do searches in Market Leader to find reports based upon data you have entered in any of the user fields.  You should try to be consistent in the way you enter data in these fields, if you want to be able to search for what you entered later.
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Multiple Projects List View
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Click the View List icon to display all the reports in your Current Report Set in an easy to read format so that you can quickly scan them and select some for viewing, printing or deleting.  You can maximize this window, if it’s not already full-screen.  The type of information displayed in the columns of the list can be customized to meet your needs by clicking on the Customize List button at the top of the screen.
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Grouping Reports Into Useful Sets

[image: image82.png]


Market Leader provides many ways to filter and group your reports into useful sets.  The number of reports in the Current Report Set is indicated on the Status Bar in a rectangle at the lower right 
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Status Bar

The left end of the Status Bar tells what reports are in the Current Report Set.  In the illustration above, it’s all of the most recently imported reports.  By default, each time you import reports into your database, Market Leader will automatically group the reports and show you all of your most recently imported reports as the Current Report Set.  The assumption is that you will have already reviewed the rest of the reports imported previously into your database, and that you want to focus on the new or changed reports just imported.
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In most cases when you import reports, some of them will be added as totally new to your database, and some will be updates on reports you already had.  (There is only one versionof any report in your database, since updates simply overwrite the information that has changed in the existing report.)  You can segregate the updated reports from the added reports.  To do so, click on Search in the menu bar, select Most Recent Import, and then select Added.  Click OK when Market Leader tells you how many reports were found, and the Status Bar will then say that you are viewing the Most Recent Import - Added reports, and tell you how many are in that Current Report Set.
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If you want to view just the reports that were updated during the most recent import, click on Search in the menu bar, select Most Recent Import, and then select Updated.  Click OK when Market Leader tells you how many reports were found, and the Status Bar will then say that you are viewing the Most Recent Import - Updated reports, 
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and tell you how many are in that Current Report Set.
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As you are reviewing reports, you can narrow down the number of reports in the Current Report Set to only those which you have selected so that you can perform some action on the selected reports, such as printing, deleting or assigning them to a tracking list.    There are two ways to individually select reports.  One way is to select them from a one-line list, and the other way is to use the little white check box at the right end of the Status Bar.

To select reports from a list:  
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Click the List icon in the tool box (or click the View menu and select List of Current Reports).  The Current Report Set will then be displayed in a one-line list.  Select the reports you want by clicking the gray box that’s to the left of the first column.  (The selected reports will become highlighted.)  To select more than one report, if the reports are not adjacent to each other, hold down the Control key while you select additional reports.  To select a range of reports that are adjacent to each other, select the first one, then hold down the Shift key while you select the last one, and the entire range will become highlighted.  You can perform one of three actions on the reports you select from the list:  You can View the full reports, Delete or Print them.  If you click the View button, you will be returned to the Full Reports view, and the Status Bar will indicate that you are viewing just (selected) reports within whatever set you had.
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The check box will be checked for each of these reports to indicate that they are selected.

To select reports by using the check box:

While you are reviewing full reports, cick the little white box at the right end of the Status Bar to select a report.  To clear the check mark and un-select a report, simply click it again.  Use the navigation arrows to the right of the check box to move forward or backward through your reports as you select the ones you want.  The inner two arrows move forward or backward one report at a time, while the outer two arrows move to the first or last report in the set.

When you are finished making your selections, click on the View menu and choose Selected Reports to limit the reports you are viewing to just those you selected from within whatever set you had.

You can quickly view All reports in your entire database or All of the reports in your most recent import with just one mouse click.


Click the All icon in the tool box to view all reports in your entire database as the Current Report Set.

Click the Recent icon in the tool box to view All of the reports in your most recent import (including both added and updated reports) as the Current Report Set.

For more specific needs, you can perform a Custom Search in Market Leader to create a set of reports based on criteria you specify.  Any Custom Search that you set up can be saved as an AutoSearch to make it easy to use again later.

Click the Custom Search icon in the tool box to bring up a window where you can select the criteria to be used for your search.

Click the AutoSearch icon in the tool box (or click the Search menu and select AutoSearch) to bring up a window with a list of your previously saved searches, where you can select one to be run or deleted.  

In the Custom Search window, the main categories you can use for setting up a search are shown on the left side.  Clicking on a category will produce appropriate sub-categories to the right.

Click the OK button to confirm all your selections from each main category.  You can then go on to make selections from other categories, if you wish.  Each category name from which you have made selections changes to RED to indicate that it will be used in your search.

Once you create a search, you can either run it immediately or save it as an AutoSearch.  If you’d like to try it out before saving it as an AutoSearch,  you can run it now, and then after viewing the reports, you can go back into the Custom Search window and click the Last Search Load button to put your search criteria back into place.  At this time you can work on the search further, or save it as an AutoSearch.

Each time you run a search, whether it’s a Custom Search or an AutoSearch, you always have a choice of whether to apply the search to all the reports in your entire database (the default), all the reports in the most recent import, the new reports Added during the most recent import, the reports Updated during the most recent import, or all the User Reports you added to the database yourself.  

If you don’t want to search your entire database by default, click the down arrow to the left of the Run button and choose from the list provided.  Then click Run to execute your search.

In the Custom Search window, you can save any search you have created so that you can run it again later without having to set it up over again.  To do so, 

click the AutoSearch Save button.  Then in the Save AutoSearch dialog window, enter a name for your search and a description that will remind you what the search does when you are ready to run it later.  You may optionally enter any further descriptive information about the search in the Notes area below.  Then click OK to save the search.

There are two ways you can run a search that has been saved:  (1) From the Custom Search window, and (2) From the window where you are viewing full reports.


To run an AutoSearch from the Custom Search window, click the AutoSearch Load button.  Then in the AutoSearch dialog window, select the search you want and click the Load button.  You will see that the search categories used in your search change to RED to indicate that your search criteria have been loaded.  At this time, you can click the Run button to execute your search.  (If you don’t want to search your entire database, remember to click the down arrow beside Run and choose from the list provided before you execute your search.)

If you wish to revise an existing AutoSearch, first load it as described above.  Then make any changes needed in the search categories.  Click the AutoSearch Save button when finished, and you will be prompted whether to overwrite the existing search with that name.  If you click Yes, the search will be re-saved with that name.  If you click No, you can change the name to save it as a new AutoSearch.

To run an AutoSearch from the window where you are viewing full reports, click the AutoSearch icon in the tool box (or click the Search menu and select AutoSearch.)  In the AutoSearch dialog window, highlight the search you want, click the down arrow beside “Entire Database” and make another selection if you don’t want to search your entire database, then click OK to immediately run your search.  


Note that there is a Delete button in this AutoSearch dialog window, but there is no Delete button if you load an AutoSearch from the Custom Search window.  Click the Delete button to remove any unwanted AutoSearches.

Using “Geography” Search Category

To search for reports in the Custom Search window based on the project site states or counties, or on international geography, click the Geography category, and the USA states will appear.  (You can click the Canada button to see the Canadian states and provinces.)  To select an entire state, simply click it and it turns RED.  To un-select it, click it again and it turns back to BLUE.  To select individual counties within a state, click on the state so that a down arrow appears to the left of the state name.  Click the down arrow, and a list of counties will drop down.  Hold down your Control key while you click on the desired counties to select them.  (If you don’t hold down the Control key, only one county at a time can be selected.)  Click the OK bar at the top of the county list when finished selecting counties.  The red number to the left of the state name indicates how many counties have been selected. When finished selecting all the desired geography,.click the OK button.

Note:  Cook County in Illinois is one of the few counties in the U.S. that in Dodge Reports is divided into sections.  If you want to be certain that your search produces all of Cook county, you should select Chicago North, Chicago South, Cook, Cook North, Cook South and Cook West.

If you want to select all the States at one time, click with your RIGHT mouse button on any empty gray area below the states, and a popup menu will enable you to Select All the states (or Clear All of your selections.)

Using “Site Zip Code” Search Category


To search for reports in the Custom Search window based on the project site zip code, click the Site Zip Code category.  In the Zip Code entry area that appears to the right, you may enter only one zip code.  (The entry area will scroll to accept a lot of characters, but your search will produce zero reports if you enter more than one zip code.)  To ensure that your search will retrieve not only 5-digit zips, but also any “zip plus four” variations, you must use an asterisk at the end of the zip code you enter.  An asterisk is a “wild card” that is used to catch any characters in its place.  For example, to retrieve not only the 5-digit zip code “60615,” but also the “zip plus four” variation “60615‑2243,” you would enter the zip code as “60615*”.  If you left off the asterisk, your search would retrieve only reports with the 5-digit zip code “60615.”  

You may enter a partial zip code with an asterisk at the end to retrieve reports with zip codes that begin with the numbers you typed.  For example, if you enter “606*,” your search will retrieve reports with any zip code that begins with “606.”

If you want to search for more than one zip code at a time, see Tips for Searching for Text Strings in this manual.

Using “Text” Search Category

To search for reports in the Custom Search window based on key words that appear in the reports, click the Text category, and the following sections of the reports that may be searched will appear to the right:


Plan Room -- In this entry area, you may type in the names of one or more cities where Dodge Plan Rooms are located to search for projects for which Dodge has plans in those Plan Rooms.  Do not enter the state abbreviation.  Separate multiple cities with a semicolon ( ; ).  You may enter up to 250 characters.

Project Title -- In this area, you may type in any word or combination of words that you want to find in the project titles. Separate multiple key words with a semicolon ( ; ).  You may enter up to 250 characters.

Project Location -- The text you type in this area is searched for in the entire Project Location text combined, which includes the site city, street address, county, state and zip code.  For example, you may type in one or more city names to search for projects located in those cities. Separate multiple key words with a semicolon ( ; ).  You may enter up to 250 characters.

Project Status -- The key words you type in this area are searched for in the Status area of the reports. Separate multiple key words with a semicolon ( ; ).  For example, you could enter  “ASAP;NDS;as soon as possible;no date set” to search for reports which mention indefinite bid dates in the status.  You may enter up to 250 characters.

Project Notes -- The text you type in this area is searched for in the Reporter Notes section of reports (not the User notes.)  You may enter up to 250 characters.

Project Details -- The key words you type in this area are searched for in the structural and material details section of the reports. Separate multiple key words with a semicolon ( ; ).  You may enter up to 250 characters.  If you want your key words to be found in either the project details or the project title,  type the words in both entry areas.  Alternatively, you can type the words in one of the entry areas and use Copy and Paste to paste the words in the other entry area.  (To use Copy and Paste, highlight the words in one entry area, then hold down your Control key while pressing the letter C to copy.  Then click your mouse in the other entry area and hold down your Control key while pressing the letter V to paste the words in the second entry area.)

Company Name -- You may enter one or more company names in this area to search for reports with those companies named on them.  Separate multiple company names with a semicolon ( ; ).  You may enter up to 250 characters, so as a rule of thumb, this would allow you to search for approximately 15 company names in a single search.

All of the Above -- The text you type in this area is searched for in all the above report sections at the same time. Separate multiple key words with a semicolon ( ; ).  There is a limit of 5 words or phrases that can be used here.   If you enter too many words or phrases, you will get an error message when the search runs, telling you that the query is too complex.

After entering your key words, click OK to confirm, and then Run to run the search.

See Tips for Searching for Text Strings in this manual for additional ideas for using text searches.

Using “User” Search Category

To search for reports in the Custom Search window based on information you entered in any of the 15 User fields or in your Notes, click the User category, and the following entry areas will appear to the right:

When you search for data that you have entered in the numeric or currency fields (User fields 1, 2 and 4), you can search for a range of values.  To do so, click the button representing the field you wish to search, and then enter From and To numbers in the prompt which follows.  To search for a specific number, enter it as both the From and To value.  

When you search for data that you have entered in the Date field (User field 3), you can search for a specific date, a range of dates or a “prior to” date.  To do so, click the User field 3 button (in this example labeled SpecFax Date) and select the date(s) wanted in the prompt which follows.

To search any of the other inidividual user fields, including your user notes, simply type the key words or names to be searched for in the corresponding field.  Separate multiple key words with a semicolon ( ; ).  You may enter up to 250 characters.

There is a limit of 3 words or phrases that can be used if you search All User Text Fields (including notes), but you may find it useful to search using this entry area if you want to search multiple fields at once.  In the illustration above, “ABC Company” would be searched for in any of the user fields, including the user notes.

Locating a Report by Report Number

You can go quickly to any report you have in your database, if you have its report number.  To do so, first click the All icon in the Report Manager tool box, to make All Reports available as the Current Report Set.  (If you omit this step, you may not find your report, even though it is in your database, because it is not in the Current Report Set.)  Then click the Reports menu and select GoTo.  Enter a report number in the dialog window, following the example given, and click OK.

If the report is in your database, Market Leader will go to it.

Marking Reports

As you review your reports, one of your goals should be to classify them into categories that make sense for your business.  Once you have taken the time to read them, you can save future effort by marking them with the category to which you’ve assigned them.  When you encounter the same reports later, you won’t have to read them as thoroughly again because one glance will tell you how you have classified them.  Market Leader provides two ways to mark and classify your reports:  Tracking Lists and Follow Up Tracking.  Once you have assigned reports to Tracking Lists or Follow Up Tracking, you can easily find them again by doing a search for your tracking list name(s) or your follow up tracking designation.


Tracking Lists


To create tracking lists, click the Tracking Lists icon, which looks like a bulls-eye, in the Report Manager tool box.  In the Tracking Lists window, click the Create New List button, enter a name for your tracking list, and click OK.  You can create as many tracking lists as you want for classifying your reports into meaningful groups.  Click Done when finished.

Tip:  It wouldn’t make sense to create tracking lists based on criteria that change, such as “Planning Stage” because you would have to move reports out of the tracking list when the action stage changed.

When you have one or a set of reports that you want to assign to a tracking list, click the Tracking Lists icon, highlight the tracking list you want to assign to, click to place the bullet beside either Current Report or Current Set of Reports, and click the Assign to List button.  

Market Leader writes the name of the tracking list on the Project Summary tab of the report(s) and tells you that it’s done.  Click OK, and then click Done to exit from the Tracking Lists window.

If necessary, you can assign the same report to different tracking lists.

You can easily retrieve reports you have assigned to tracking lists by doing a search, either a quick and simple search from the Tracking Lists window or a more powerful search from the Custom Search window.  In the Tracking Lists window click the Search button, and all the reports in the highlighted tracking list that are in your entire database will be retrieved.  Using this method, you can search for only one tracking list at a time, and the scope of the search will always be your entire database.  In the Custom Search window, click on Tracking Lists as the category you wish to search, and a list of all your tracking lists will be presented.   Select one or more tracking lists and click OK.  Now you can determine the scope of your search before running it.  If you don’t want it to search for all reports in the selected tracking list(s) in your entire database (the default), click the down arrow to the left of the Run button and select the scope from the list provided.  For example, if you choose Most Recent Import - Updated, you can quickly view reports you are tracking that have changed.  Then click Run to execute the search.

Follow Up Tracking

Follow Up Tracking is similar to Tracking Lists, in the sense that both enable you to mark and classify reports.  The Project Summary tab in the Report Manager shows your Tracking List name(s) and your Follow Up Tracking designation.

To assign reports to Follow Up Tracking (for example, a name, region or 

territory number or priority level) , click the Follow Up Tracking icon, which looks like a briefcase, in the Report Manager tool box.  In the Follow Up Tracking window, type in what you want as the Follow Up Tracking designation.  Try to keep it short and simple to avoid a lot of typing.  Click to place the bullet beside either Current Report or Current Set of Reports, and click OK.

You can retrieve reports based on their Follow Up Tracking designation by doing a search.  In the Custom Search window, click on Follow Up Tracking as the category you wish to search.  Then you must type in the Follow Up Tracking designation you wish to search for because there is no list from which to choose.  This requires that you remember what your Follow Up Tracking Designations were, and that you type them in correctly.  Before running the search, decide if you’d like to run it against your entire database, or just Updated reports from your most recent import, the latter choice enabling you to view reports that have changed, which you previously assigned to Follow Up Tracking.

Follow Up Tracking differs from Tracking Lists in the following ways:

1. You can assign a project to only one Follow Up Tracking designation, but to more than one Tracking List.

2. You get a pick list to choose from when you assign projects to Tracking Lists, but you must type in your Follow Up Tracking designations to assign them. 

3. You get a pick list to choose from when you do searches for your Tracking Lists, but you must type in your Follow Up Tracking designation when you do searches for Follow Up Tracking.

4. Follow Up Tracking can be displayed as a column in the one-line List view of reports, but Tracking Lists cannot.

5. When you import reports that came from another Market Leader database, any Tracking Lists that were being used in the sender’s database are not transferred into the recipient’s database.  Tracking Lists are simply ignored during exports and imports.  Follow Up Tracking designations, on the other hand, do transfer when you import reports that came from another Market Leader database.  On any reports in the recipient’s database that are the same projects as in the sender’s database, the Follow Up Tracking fields in the recipient’s database are always overwritten by the incoming Follow Up Tracking fields. 

Most people use Tracking Lists to mark their reports instead of Follow Up Tracking because the pick-lists for Tracking Lists make them easier to use.  However, you may opt to use both.

Setting Up Auto Assign

Auto Assign is a time-saving feature that automates the task of assigning projects to Tracking Lists or Follow Up Tracking, based on the results of AutoSearches that are run at the time you import reports.  Before you can use this feature, you must set up AutoSearches and Tracking Lists in advance, so the system knows what you are looking for in the AutoSearches and how to assign the reports that result from running the searches.  To set up Auto Assign:


1. Click on the Import icon in the Report Manager tool box.

2. In the Import window, click the Setup Auto Assign button.

3. In the Import Auto Assign window, click to highlight the AutoSearch you want to use, and click to highlight the Tracking List name to which you want to direct those reports which meet the AutoSearch criteria.

4. Click on the Add > button to match the pair, and they will appear together in the Pairs area on the right side of the window.  Do this for all the pairs you want to create.

5. To un-select pairs, you can highlight the pair you want to un-select in the right window pane and click on the Remove button.

6. To un-select all pairs, you can click on the Remove All button.


7. Click OK when finished setting up pairs.

8. Back in the Import window, put a check in the box for Auto Assign Activated.  This check box enables you to “turn on” and “turn off” the Auto Assign feature, in case there are some imports when you don’t want the Auto Assigning to occur.  If the Auto Assign Activated box isn’t checked, any pairs you may have set up will be ignored.  If the Auto Assign Activated box is checked, but you don’t have any pairs set up, the feature simply doesn’t function.

Even if you use the Auto Assign feature, you may still manually assign projects to Tracking Lists or Follow Up Tracking as you are reviewing them.  In fact, it may require a human decision to determine the classification of some projects, so it would be impossible to set up AutoSearches to identify those projects.  Those you would manually assign when reviewing them.

Changing the On-Screen Sort Order


By default when Market Leader is installed, the sort order in which reports appear on screen is by Action Stage/Bid Date.  The primary sort level is in ascending order by Action Stage, and the secondary sort level is in descending order by Bid Date.  To change this sort order:

1. Click the Sort Reports icon in the Report Manager tool box (or click the Reports menu and select Sort.

2. In the Sort Order dialog window, the fields used in the present sort order are shown at the right.  The letters “A” and “D” before field names represent “ascending” or “descending.”

3. Clear the present sort order by highlighting an unwanted field in the right area and then clicking the Remove button.  Do this for all the unwanted sort fields.

4. To add fields to the Sort Order, highlight the desired field in the left area, click to place the bullet beside either Ascending or Descending, and then click the Add button.  Do this for any additional fields you want to add to the Sort Order. 

5. Once you have your sort fields placed in the right side, you can change the arrangement by selecting a field and clicking the Move Up or Move Down buttons.

6. When you have finished, click OK, or click Cancel to negate the process.

Deleting Reports

Reports can be deleted by either of two methods:  by clicking the Delete Reports (garbage can) icon when viewing full reports, or by clicking the Delete button after selecting some reports when viewing a list of reports.


Clicking the Delete Reports icon brings up a Delete dialog window, in which you can choose whether to delete just one report or a set of reports.  If you choose to delete by Date Range, a Delete Date Range dialog window appears, in which you can select the date range to be deleted, based on the report issue dates or the dates you imported the reports into your database.  After you make your selection and click OK, you will be prompted “Are you sure...?”  If you click Yes, the deletion will proceed.  By default if you use this method, any reports that you have assigned to tracking lists will not be deleted, unless you remove the check from the box beside Spare Tracked Reports before you perform the deletion.


When viewing a list of reports, you can select reports to be deleted and then click the Delete button to delete the selected reports.  You will be prompted “Are you sure...” and if you click Yes, the deletion will proceed.  Deleting by this method doesn’t spare tracked reports.  All the selected reports will be deleted, regardless of any tracking lists they may be in.

When you delete reports, the contacts that were associated with those reports are not deleted from your Contact Manager .  If they were not associated with any other reports, those contacts will then be “Orphan” contacts, remaining in your database until you delete them.  (See Orphan Contacts later in this manual.)

Exporting Reports for Sending to Another Market Leader Database

You can export some or all of the reports in your Market Leader database out to a file which can then be imported into another Market Leader database.  When you produce this type of export file, what gets exported is the Current Set of Reports, including your User notes and User fields and any Follow Up Tracking designations on those reports, plus the contacts associated with the Current Set of Reports, including their User notes and User fields.  Your tracking lists are not exported.  To export reports for use in another Market Leader database, follow these steps:


1. In the Report Manager, first get the set of reports you want to export because you will be exporting the Current Set of Reports.  If you want to export your entire database, then make your entire database the Current Set of Reports by clicking the All icon in the tool box (or click the Search menu and select All Reports.)


2. Click the Export icon in the tool box (or click the File menu and select Export.)

3. In the Export dialog window, the bullet beside Current Set of Reports will already be selected as the default.  Do not change this, and do not check the box beside Remove Carriage Returns.  Just click OK in this window.  (FYI:  The choices for Entire Database and Remove Carriage Returns are only used when the database is to be exported in a format that enables importing into an outside program, not into Market Leader.)


4. In the Specify Exported Report Set window, at the bottom where it says File name:, type in a name for the export file you want to create.  Do not add a file extension because the extension “.rxp” will be automatically added by Market Leader.

5. Click the Open button, and the exporting will begin.


6.  When the Export Status window says that the export is complete, click the Close button.  The exported file is now ready to be used for importing into another Market Leader database.  You can E-mail it to another Market Leader user, or send it via your network or on a diskette--whatever method works best for you.

NOTE:  Market Leader was not designed to synchronize user-input data when reports are sent from one Market Leader database to another.  Any information in the fifteen User Fields and the Follow Up Tracking field in the recipient database is always overwritten by whatever is in those fields in the incoming reports.  The recipient chooses at the time of import whether their own user notes are to be overwritten on any reports they already have that are being imported from another Market Leader database, or whether user notes from the incoming reports are to be appended to the bottom of their notes.

It is generally recommended that you not make a regular practice of sending reports back and forth from one Market Leader database to another, while choosing to Append User Notes each time a file is imported because the notes will be doubled if the recipient subsequently exports the reports out and they are imported back into the original sender’s database.  The only way to get rid of the doubled notes is to manually edit them out.  While this may be acceptable on an occasional basis, manually editing doubled notes on a regular basis could be cumbersome. 
Bid Calendar - Overview


To use the Market Leader Bid Calendar feature, click the Calendar icon.  The Bid Calendar displays projects in your database that are out for bid.  By default, if you enter the Bid Calendar from the Report Manager, the projects displayed will be only those from the Current Report Set that was active in the Report Manager.  A count of the number of reports is shown at the lower left.  Three icons are provided in the tool box for changing the set of reports that is displayed:


Click the View Entire Database icon to display all projects out for bid in your entire database.

Click the View Date Range icon to specify a range of bid dates to be displayed.

Click the View Current Report Set icon to display only projects out for bids from the Current Report Set.

The calendar on the right side allows for a quick overview of when projects are bidding.  The dates in RED indicate that projects are bidding on that date.  The dates in GREEN indicate national holidays.  The date in BLUE is the current date or the current selection.  You can select a date by clicking on it, then click the Day button to view what’s bidding on that date, or click the Week button to view what’s bidding in that week, or click the Month button to view what’s bidding in that month. (Note:  The All button to the left of the Month button is not for viewing all reports in your entire database.  It’s for viewing all reports in the active set, which may or may not be your entire database.)  You can click the Year at a glance button for a graphical display of what’s bidding in the selected year.


If you want to see the full reports for any project in the list, select the project(s) and then click the View Selected Reports icon.  To select a report, click the gray box to the left of the bid date.  To select more than one report, when the reports are not next to each other, hold down the Control key while you make additional selections.  To select a range of reports that are next to each other, select the first one, then hold down the Shift key while you click the last one, and the entire range will be selected.

Contact Manager



The Contact Manager displays the contacts you have in your database, and a list of projects in your database with which they are associated.  Contacts can be added, edited, searched, grouped, sorted, filtered, printed or mail merged.  Fifteen customizable user fields are available for adding your own information about a contact.  You may also keep detailed notes regarding conversations, meetings, letters sent, etc., by clicking on the Note icon, typing your notes and then clicking the Save button.


To view any of the projects associated with a contact, select the project(s) by clicking the gray box to the left of the report number, and then click the View Selected Reports icon.


Contacts are organized into the following pre-determined Groups:

· ALL - All the contacts in your entire database

· DODGE - All the contacts originating from Dodge Reports

· USER - All contacts you typed in yourself

· OTHER - Contacts imported from an outside database (such as ACT!)

· Current Report Set - Contacts associated with the Current Set of Reports that was active in the  Report Manager before you entered the Contact Manager

By default, if you enter the Contact Manager from the Report Manager, the contacts displayed will be only those from the Current Report Set that was active in the Report Manager.  The name of the active group and the number of contacts in it is shown in the upper left area of the screen.  You can switch to a different group by clicking the Switch Groups icon (or click the Groups menu and select Switch), and selecting the one you want.

Within the group that is active, you can view a sub-set of those contacts by selecting contacts from a list, or by performing a Custom Lookup, using criteria you specify.  The number of contacts in the Lookup is shown in the upper left area of the screen.  


To perform a lookup, click the Custom Lookup icon (or click the Lookup menu and select Custom).  One type of  lookup commonly performed is to lookup certain types of companies, such as architects, as in the illustration to the right.  If you want more than one firm type, hold down the Control key while you click on the firm types.  You could refine the lookup further by specifying a city or state in your lookup criteria. Click OK, and then the Lookup set of contacts displayed will be only the ones that match your lookup criteria.

There are four ways to find a specific company in your Contact Manager:

1. You can do a Custom Lookup and enter the name in the Company field.


2. You can get a list of companies by clicking the List icon.  The list will consist of all the companies in the current Lookup.  Select your company (or companies) from the list, and click OK.  Your selected company will become the new Lookup.

3. You can use the Find button that appears in the lower left corner of the main contacts screen.  Enter the name (or part of a name) and click Find, and Market Leader will go to the first instance of this company that it finds.



4. You can use the Find button that appears in the lower left corner of the List view.  Enter the name (or part of a name) and click Find.  Market Leader will find all companies that match the name you entered, and show them in a list.  Then you can select one or all of them, click the OK button, and that becomes your new Lookup.  Using the Find button in the list is a very useful way to find specific companies because if there is more than one found, they are all shown in a list, whereas the Find button on the main contacts screen goes only to the first company found.


Orphan Contacts

Orphan contacts are companies in your database that are not associated with any reports.  Companies can become “orphans” in two ways:  (1) You deleted all the projects with which they were associated.  (2)  They were unsuccessful bidders.  They came into your database in the first place because they were named as a bidder on a project.  However, in later updates to the project their name was dropped off the report because they were not awarded the job.  Companies you add to your database yourself are also technically orphans because when you enter them, they are not associated with any projects.  

When you delete reports from your Report Manager, Market Leader does not delete the contacts that were associated with those projects from your Contact Manager.  If they weren’t involved with any other projects, they simply become orphans.  Over time, if you delete a lot of projects and never check for orphans, you can accumulate hundreds of orphan contacts that are not useful to you anymore.  Excessive numbers of orphan contacts will swell your database size unnecessarily large and slow down its performance.  Therefore, once a month or so, or whenever you know that you have deleted a lot of reports, you should check to see how many orphan contacts you have, and delete them.

To check for orphans in the Contact Manager, first Switch Groups to the DODGE group.  To do so, click the Switch Groups icon (or click the Groups menu and select Switch), select the DODGE group and click OK.    Do not switch to the ALL group because that includes any User contacts that you added yourself, and they are orphans that you would not want to delete.

After switching to the DODGE group, click the Lookup menu and select Orphans.  The number of orphans you have will be shown as the Lookup.

To delete the orphans, click the Delete Contacts (garbage can) icon.  In the Delete Contact dialog window, select Lookup.

When prompted “Are you sure...” double check that the lookup is orphans, and click Yes to delete.


Direct Mailer - Overview

The Direct Mailer is a word processor that enables you to create form letters, which use fields from your database to merge into the letters.  After the form letters are created, you can then set up a merge with a “mailing list” data file that you create from selected contacts in the Report Manager or in the Contact Manager.  If you prefer, you may also create your form letters in Microsoft Word and then use the mailing list data file from Market Leader to perform the mail merge in Word.  (See Mail Merge Using Microsoft Word in this manual for directions.)

Click the Direct Mailer icon in the Market Leader feature bar to enter the Direct Mailer word processor.  When you enter the Direct Mailer, a new untitled document is opened automatically.  To open an existing document, click the File menu, select Open, and choose the file.  When you open a document, the current document is automatically closed.  If it has been changed and not saved, you will be prompted whether to save it.  A sample form letter is provided for you.  To open it, click the File menu, select Open, and double click on  Sample.hed to open it.  (The form letters created in the Direct Mailer have a proprietary format, with file names ending in .hed.) 

Detailed documentation for using every feature in the Direct Mailer can be found in the Market Leader user guide.


When you are ready to do your mail merge, you may use the Lookup of contacts in your Contact Manager for the merge, or you may use selected contacts associated with a set of reports in your Report Manager for the merge.

To set up a merge from the Contact Manager, first get the Lookup of contacts you want to use for the merge.  To do so, you may select contacts from a list or perform a custom lookup. 


Next, click the Mail Merge icon in the tool box, and the Mail Merge dialog window will appear.

If you want to do mailing labels, click to place the bullet beside Mailing Labels, and select the type of labels you want.  Place a check in the Print Preview box, and click Print to preview your labels on the screen.  From there, you can click the printer icon to send your labels to the printer.

If you want to do a mail merge using a form letter, click to place the bullet beside Form Letters.  Then type in a name for the “Mailing List” file that will be created with the names and addresses for the merge.  The name can be anything you want, but give it a .txt  file extension because it will be a text file.  Click the Print button to proceed to the next step.

In the Mail Merge Status window, when asked whether to “Merge and Print Letters Now?” click Yes to proceed to the next step.

Next, you must tell Market Leader the name of the form letter you created previously that is to be used for the merge.  Click the Select button, and 

the Select Form Letter Template window will appear.  Select your form letter, and click Open.



Market Leader now has all the information it needs to do the merge.

The Mail Merge Status window will tell you how many letters are about to be printed.  Click OK, and the letters will go straight to the printer.

To set up a merge from the Report Manager, first get the set of reports from which you would like to select contacts to be used for the merge.  To do so, you may select reports from a list or perform a search.


Next, click the Mail Merge icon in the tool box, and the Mail Merge dialog window will appear.


Select the type(s) of firms who are named on the reports that you would like to receive your letter.

Click to place the bullet beside either Current Report or Current Set of Reports to indicate whether just one report or the entire set is to be used.

If you want to do mailing labels, click to place the bullet beside Mailing Labels, and select the type of labels you want.  Place a check in the Print Preview box, and click Print to preview your labels on the screen.  From there, you can click the printer icon to send your labels to the printer.

If you want to do a mail merge using a form letter, click to place the bullet beside Form Letters.  Then type in a name for the “Mailing List” file that will be created with the names and addresses for the merge.  The name can be anything you want, but give it a .txt  file extension because it will be a text file.  Click the Print button to proceed to the next step.

In the Mail Merge Status window, when asked whether to “Merge and Print Letters Now?” click Yes to proceed to the next step.

Next, you must tell Market Leader the name of the form letter you created previously that is to be used for the merge.  Click the Select button, and the Select Form Letter Template window will appear.  Select your form letter, and click Open.

Market Leader now has all the information it needs to do the merge.  The Mail Merge Status window will tell you how many letters are about to be printed.  Click OK, and the letters will go straight to the printer.

Printing

Market Leader provides a number of different printing formats for printing project reports and contacts.  You select the print format from a list of available reports each time you do a print job.  The list of available reports differs, depending on whether you are printing while in the Report Manager, the Contact Manager or the Bid Calendar.  For example, the standard available reports in the Report Manager are Full Report, Report List and Bid Report List.  You can ignore any available reports that say (Text) because they were designed to be very plain for printing on dot matrix printers.


In the Print dialog window in the Report Manager, you can choose to print either the Current Report or the Current Set of Reports.  

In all the Print dialog windows, you may optionally type something in the Print Title area, and it will appear as a heading at the top of every page printed.  You can check the Print Preview box and click Print to preview the print job on screen before printing.  Then you can click the printer icon in the Print Preview window to start printing.

In the Print dialog window in the Contact Manager, you can choose to print the Current Contact, the Current Lookup or, if you have selected any of the reports appearing beneath the current contact, you can print the selected reports.

The standard available reports in the Contact Manager are Contact List and Contact Profile--or, if you choose to print any of the project reports you have selected under the current contact, the available reports will be the same as in the Report Manager.

Any available reports that say (User) in front of the name are additional print templates that do not come with Market Leader, but they have been added by the user to increase the variety of print  format options.


In the Print dialog window in the Bid Calendar, you can choose to print any of the following:

Current report - The first one at the top of the list of reports.

Selected reports - The reports you highlighted in the list.

All reports - All reports in the currently displayed list of reports.

The available reports in the Bid Calendar are the same as in the Report Manager.

Additional Printing Templates

In addition to the standard printing templates that come with Market Leader, you may obtain from your Dodge support person some additional printing templates that have been designed to give you more variety in printing, or to serve a specific need.  These templates are simply files with the extension .rpt that are to be copied onto your computer in the directory named  C:\Dml95nt\Usrrpts.  Once the files are copied into that folder, they will show up with the word (User) in front of their names in the list of available reports whenever you print.   The chart on the next two pages describes some of the most popular print templates, which you may request and add to your computer.

Additional Printing Templates

Following is a description of the data provided by report templates that can be added to Market Leader to increase the number of printing choices.  These templates can be useful for those who want to save paper and printing time, or print reports that don’t come standard with Market Leader. 

Report Name
Data Included in Report
Data Not Included, Comments

(User)

BRIEF.RPT
Report Number; Action Stage(s); Report Date; Last Report Date; First Report Date; Bid Date; Follow Up Tracking; Type of Work; Valuation; Project Title(s) and any sub-titles; Location text; All firms other than bidders; Plans By; All User fields, including User Notes, if data is entered in them.


Bidders; Plans & Bond Information; Details; Status; Project Notes.

Prints in Action Stage/Bid Date order.

No page breaks between reports.

(User)

BRIEFD.RPT
Report Number; Action Stage(s); Report Date; Last Report Date; First Report Date; Bid Date; Follow Up Tracking; Type of Work; Valuation; Project Title(s) and any sub-titles; Location text; Structural Details; All firms other than bidders; Plans By; All User fields, including User Notes, if data is entered in them.


Bidders; Plans & Bond Information; Status; Project Notes.

This report is same as BRIEF.RPT, except it adds Structural Details.

Prints in Action Stage/Bid Date order.

No page breaks between reports.



(User)

BRIEFDB.RPT
Includes same data as BRIEFD.RPT, plus adds Bidders.
Plans & Bond Information; Status; Project Notes.

This report is same as BRIEFD.RPT, except it adds Bidders.

Prints in Action Stage/Bid Date order. 

No page breaks between reports.

(User)

2LINESF.RPT
Report Number, Report Date, Main Project Title (no subtitles) and Follow Up Tracking are on line 1.  Action Stage, Bid Date, Location text and Valuation are on line 2.


This is a concise,  two-line list that prints 24 projects per page.

Prints in Action Stage/Bid Date order.



(User)

FIRMLIST.RPT
Prints a list of contacts, including the following data for each contact:  Firm name, Contact, Address, City, State, Zip, Phone, Fax
IMPORTANT:  Should only be printed when in the Contact Manager, NOT when in the Report Manager.  If you attempt to print this contacts list when in the Report Manager, only a page with a header--but no contacts--will print.  You can easily print all the contacts from the current set of reports when the Lookup in the Contact Manager is “Current Set of Reports.” 

In the Contact Manager, this report template prints your selection of either the current contact or the current lookup.  

Contacts print alphabetically by company name, about 29 per page.



(User)

WORDFULL.RPT

WORDLIST.RPT
Prints full reports.

Prints a list of reports.
These two special printing templates were designed specifically for using the Market Leader print preview window to export reports in Microsoft Word format.  This enables users to create a file which can be e-mailed to others.

See the section on Exporting Reports As a Microsoft Word File later in this manual for directions for using these two printing templates.

(User)

FIRMJOBS4.RPT


Prints a list of contacts, and under each contact is a three-line list of the projects they’re on.  Contact data includes:  Firm name, Contact, Address, City, State, Zip, Phone, Fax, Note, Bidder Rank & Bid Amount.  Project data includes:  Role of the contact on the project (e.g., Owner, Architect, Bidder, etc.), Project title, Location, Action Stage(s), Dodge Report No., Report Date,  Bid Date and Valuation.  For Bid Results stage reports, the firm’s bidder rank and bid amount are shown, if given in the Dodge Report.
IMPORTANT: Should only be printed when in the Contact Manager, NOT when in the Report Manager. 

In the Contact Manager, this report template prints your selection of either the current contact or the current lookup.

Prints only firms associated with projects; orphan contacts do not print.

Contacts print alphabetically by company name.



(User)

Top 25 Firms.rpt
Prints a list of the top 25 Firms in the Lookup set of the Contact Manager, as determined by the total valuation of the projects with which they are associated, with the following exceptions:

Bidding roles do not print (e.g., “Bidder,” “Sub Bidder,” and “Low Bidder”) and are not included in the rankings.  “Subcontractor” roles where no specific specialty is given do not print and are not included in the rankings.  

“Subcontractor” roles where a specific specialty is given (e.g., “Plumbing,” “Fire Protection”) do print and are included in the rankings.

The firms evaluated in the rankings are those in the Lookup in the Contact Manager, with the exception that firms in the lookup whose only role(s) are as bidders or as “Subcontractor” without a specific specialty do not print and are not counted in the rankings.

For the ranked firms, their name, address and phone number prints, followed by a one-line summary of their associated projects which includes their role on the project, Dodge Report No., Report Date, Project Title, City & State and Maximum Valuation.  When projects have an estimated valuation range, the high dollar amount is used.  The sum of the valuations for each company is also given.

Companies print in the order of their ranking, from high to low, based on the total valuation of their associated projects. Projects print in Dodge Report number order.

Because the data available when you use this print template is only whatever is in your Market Leader database, and in many cases estimated project valuations are used, it is not meant to be a precise ranking of firms, but it can provide valuable insights to help you identify firms that may be of interest.
IMPORTANT:  Should only be printed when in the Contact Manager, NOT when in the Report Manager.

You may perform Lookups based upon any combination of the usual Lookup criteria, such as firm type, city or state of contacts, etc.  You may also do a search in the Report Manager for the type of projects wanted, then switch to the Contact Manager, where the Group will then be contacts associated with the reports from that search (the current set of reports.)  You may then, if desired, perform a Lookup in the Contact Manager to further refine the types of firms you want to be included in the printout.

When you include firm types in a Lookup, keep in mind that General Contractors may sometimes be shown in the Contact Manager with a Specialty of Bidder or Low Bidder.  If you were to perform a Lookup for General Contractors only, such firms would not be included in your Lookup, even though they may be associated with one or more projects as a General Contractor.  To avoid such misses, if you want General Contractors, include not only General Contractor, but also Bidder and Low Bidder firm types in your Lookup.

When you include firm types in a Lookup, keep in mind that Electrical Engineers may sometimes be shown in the Contact Manager with a Specialty of Mechanical Engineer if they are performing a dual role, and Mechanical Engineers may likewise be shown with a Specialty of Electrical Engineer.  To make sure you get these firms no matter which Specialty is shown for them, include both of those firm types in your Lookup.

(User)

Top 50 

Firms.rpt
Same as  Top 25 Firms.rpt, except it prints the top 50.
Same as  Top 25 Firms.rpt.

(User)

25 Most Active Firms.rpt
Same as Top 25 Firms.rpt, except it ranks firms according to the number of projects with which they are associated, instead of the valuation of the projects.  If a firm has more than one role on a project, the project is only counted once, but the separate roles are shown in the list of projects.
Same as Top 25 Firms.rpt.

(User)

50 Most Active Firms.rpt
Same as  25 Most Active Firms.rpt, except it prints the top 50.
Same as Top 25 Firms.rpt.

To install any additional report templates, simply copy the template files you want to use into your Usrrpts folder, which is a sub-folder under the Dml95nt folder.  In a typical Market Leader installation, this would usually be on your C: drive in the following directory:     C:\Dml95nt\Usrrpts

Substitute a different drive letter, if your Market Leader is not installed on drive C:.

Once the report template files are installed in this directory, they will appear in the print dialog window as “Available Reports” to print whenever you choose to print.

You may wish to do a print preview to see what some of the reports look like before actually printing them..
Database Maintenance

You should back up your Market Leader database regularly, so that if disaster ever strikes and you lose your database, you can recover by retrieving the backup copy.  In addition, you should regularly compact your database to keep its physical size on your hard disk as small as possible for optimum performance.  When you delete reports or contacts out of your database, the actual size of your database does not shrink until you compact it.  


You can access the Market Leader maintenance utility from your Windows desktop, but Market Leader cannot be open when you do so.  With Market Leader closed, click the Windows Start button, select Programs, Select Dodge Market Leader for Windows 95 & NT, and select Maintenance.  This will bring up the Dodge Market Leader Maintenance window.  Also, if you open Market Leader and receive a reminder that your database is due to be backed up, and you click Yes when asked if you want to run the Maintenance utility, Market Leader will close and the Maintenance window will appear

You can change the reminder interval, if you wish.  

There should normally be checks in the boxes beside Repair and Compact.  This enables Market Leader to perform those two housekeeping functions immediately before it backs up your database.  There are also buttons at the bottom of the window for Repair and Compact, which you can click if you want to perform either of those two operations independently of doing a backup.

Click the Backup button to perform the backup, selecting Yes if prompted whether to overwrite the previous backup.

Before you Exit from the Maintenance window, you can check the box beside Auto initiate backup when it is due to simplify your backups.  When this option is selected, Market Leader uses the settings you have entered in the Maintenance window and automatically performs a backup the next time one is due when you open the program.  In that case, instead of asking if you want to close Market Leader and open the Maintenance utility, you will simply see “Please wait while your database is backed up....”  Wait until you are informed that the database backup was successful.  Then when you click OK, Market Leader will open.  

NOTE:  The automatic backup function is for single-user databases only, not for databases that are shared on a network.

Tips for Searching for Text Strings

Market Leader can perform some powerful searches where it finds strings of text characters that you have entered.  Text string searches are performed in the Report Manager not only when you select Text as your search category, but also when you select Site Zip Code, Follow Up Tracking, User text fields (fields 5 through 15) or User Notes.  Text string searches are also performed in the Contact Manager when you do a Find to locate companies by name, or when you do a Lookup by Keyword.  The rules which govern how text string searches are performed will vary, depending on which of these text areas you are searching.  To take full advantage of Market Leader’s text string searching capability, it will help you to understand the rules.  First, we will give you some general rules, and then we will list the areas where you can perform text string searches, and give you rules and tips for each.

General Rules

1. An asterisk ( * ) can be used as a wild card to indicate that you will accept any characters or words in place of the asterisk.

2. You can search for only one text string at a time when you are searching Site Zip Code, Follow Up Tracking or when using the Find feature in the Contact Manager.

3. You can search for multiple text strings in the same search when you have selected Text as your search category, or when you have selected User as your search category and you are searching user text fields 5 through 15 or user notes.

4. A semicolon ( ; ) must be used as a separator when you are entering multiple text strings to be found, but you must not begin or end a text string with a semicolon.

Rules and Tips for Searching the Text Category or User Text fields or User Notes
1. You can search for multiple text strings in the same search.  When you enter multiple text strings, separate them with a semicolon.

2. By default, your text string will be found either free-standing or embedded within other characters.  In other words, Market Leader automatically wild cards both ends of the string of text you are searching for.  For example:

If your text string is surface,

If your text string is cabl
If your text string is row,

Market Leader could hit on:

Market Leader could hit on:
Market Leader could hit on:

surfaces


cable

row
surfaced


cables

rows
subsurface


cabling

brown

subsurfaces


cabled

crown

applicable

narrow

3. You can avoid having Market Leader wild card both ends of your text string by forcing it to find a space at the beginning and/or end of your search string.  You can use asterisks and/or semicolons to do so, but keep in mind that you must not start or end what you type with a semicolon or a space.  For example, if you want it to hit on only the word surface, you could enter your search string as * surface *, which tells it to look for the word surface surrounded by spaces, with anything before and after the spaces.  If you want to hit on any word that begins with cabl, you could enter your search string as * cabl.  By default, Market Leader will wild card the right end of your string, so you will get the variations that you want, but the presence of the space before the c prevents it from finding cabl embedded after some other characters.  If you want to hit on either row or rows and nothing else, you could enter your search string as * row ; rows *.  The semicolon separating the words enables you to get a space after row and before rows, but since you can’t begin or end with a semicolon or a space, the asterisk serves that purpose at the beginning and end.

4. When you search the Text category, you can enter up to approximately 250 characters in your search string if the text section to be searched is Plan Room, Project Title, Project Location, Project Status, Project Notes, Project Details or Company Name.  If you are searching “All of the Above,” you can enter a maximum of five search words/phrases, separated by semicolons. (A two-word phrase would count as one search phrase.)  If you are trying to maximize the number of characters you can get in a single search, it can be useful to type them out first in your word processor, using a mono-spaced font such as Courier, so you can then count characters to get an idea how close you are to the maximum. If you want to search for multiple site zip codes in a single search, you can usually get satisfactory results if you enter them as a Project Location text search.  The Project Location includes the site’s address, city, state, county and zip code, so occasionally you might hit on a street address number which has five digits that are the same as a zip code you want to find, but typically the numbers in street addresses have fewer than five digits, so you’re not likely to get very many false hits.  You can enter as many as 35 five-digit zip codes, followed by an asterisk and separated by semicolons, in a single Project Location text search without exceeding the character limit. 

5. If you want to search for multiple companies in a single search, and have immediate access to the projects with which they are associated, you can do it as a Company Name text search when in the Report Manager, and of course you can save it as an AutoSearch.  This is sometimes preferable to looking up individual companies or groups of companies when in the Contact Manager. As a rule of thumb, about 15 firm names can readily be used in a search without exceeding the character limit for a Company Name text search.

6. If you enter a search string in more than one of the text sections that can be searched, such as Project Title, Project Location, Project Details, etc., Market Leader uses OR logic when performing the search and will hit on reports that match any one of the categories.  If you want to search both the project title and the details for your text string, you must enter it in both the Project Title and Project Details entry areas.  When the search is performed, Market Leader will hit on reports which have either the words you entered for Project Title or the words you entered for Project Details.  You could not, for example, enter school as a Project Title text search along with window as a Project Details search and expect to get schools that have windows mentioned in the details.  You would get both reports with school in the title and reports with window in the details.

7. If you want to search for all the reports on which you have entered any User Notes, you can search the User Notes field for the slash character “ / “ because the date stamp in your notes always includes this character (if you don’t change it.)

Rules and Tips for Searching Site Zip Code
1. You can search for only one zip code at a time.  Semicolons and multiple entries are not allowed.

2. You must include an asterisk as a “wild card” at the end of any five-digit zip codes you enter, to account for “zip plus four” zip codes, which have a hyphen and four more numbers following the main number.

3. Since the search is confined to only the zip code field of reports, you can enter partial zip codes to get a range of zips that begin with certain numbers without the hazard of hitting on numbers contained in a street address.

4. Market Leader doesn’t automatically wild card either end of the characters you enter for a zip code, so if you want to enter a partial zip, you must enter an asterisk at one or both ends.  For example, if you enter *606, you will get zip codes that begin with anything and end with 606.  If you enter 606*, you will get zip codes that begin with 606 and end with anything.

5. Canadian zip codes frequently, but not always, have an embedded space or hyphen.  For example, “T7Y M7T”.  When doing a zip code search, you must enter the space or hyphen to get the correct results.  The best way to ensure that your search catches the zip either with or without the hyphen or space is to use a wild card in the middle where the space or hyphen is likely to be.  In this example, you would enter it as “T7Y*M7T”.

6. If you want to search frequently for a lot of zip codes at once, consider setting up an AutoSearch which uses a Project Location text search, as described in tip #4 above.

Rules and Tips for Searching Follow Up Tracking
1. You can search for only one text string at a time.  Semicolons and multiple entries are not allowed.

2. Market Leader doesn’t automatically wild card either end of the characters you enter for a Follow Up Tracking search.  It looks for an exact match.

3. You can prevent Market Leader from seeking an exact match, and look for anything embedded in the Follow Up Tracking field, by including one or more asterisk wild cards in your search string.  An asterisk at the left end of your search string will cause it to find your search string if it is at the right end of the field with anything preceding it.  An asterisk at the right end of your search string will cause it to find your search string if it is at the left end of the field with anything following it.  An asterisk at both ends of your search string will cause it to find your search string embedded anywhere in the Follow Up Tracking field.  

4. The functionality of the Follow Up Tracking field allows only one data value to be placed in the field.  This can sometimes be troublesome for users who would like to assign a report to more than one Follow Up Tracking value; for example, assigning it to more than one sales person.  One work-around for this limitation is to insert two short values in the Follow Up Tracking field, separated by a slash, and then use wild card searches, as described above, when you want to retrieve all the reports associated with either of the values.  For example, if you wanted to assign a report to two sales people whose last names were Winter and Marsh, you could enter Winter/Marsh in the Follow Up Tracking field.  Then any time you wanted to find all the reports assigned to Winter, you could search for *Winter*.  You would use no spaces before or after the name, so that you could hit on Winter/Marsh or Marsh/Winter.  Any time you wanted to find all the reports that have been assigned to more than one sales person, you could search for */* in the Follow Up Tracking field, to find a slash mark embedded anywhere in the field.

5. The Follow Up Tracking field can contain a maximum of 30 characters.

6. You must be consistent in what you enter in the Follow Up Tracking field, or you won’t be able to search for it later.  For example, you should not enter “William” sometimes and other times “Bill.”  You should keep a list of the allowable values that can be placed in the Follow Up Tracking field, so you know what you can search for later.  Since there is no pick-list to choose from when entering this data, it’s also a good idea to keep it short and simple to avoid potential typing errors.

7. It’s not possible to do a search for reports which have nothing entered in the Follow Up Tracking field, but an easy way to find such reports would be to change the sort order in the Report Manager to Follow Up Tracking, Ascending, and then view all reports in a one-line list, which has been customized to include the Follow Up Tracking field.  Reports with no Follow Up Tracking assigned would be at the top.

Rules and Tips for Using Find in the Contact Manager

1. A Find occurs only within the Lookup.  If a company you are trying to find is not in the Lookup set, even though they may be in the currently active Group or somewhere in your entire database, the Find feature will not find them.  To make sure all of your contacts are available when you want to do a Find, first Switch Groups to the ALL group.  Switching groups automatically sets the Lookup to everyone in that group.

2. You can do a Find for only one name (or portion of a name) at a time.  Semicolons and multiple entries are not allowed.

3. There are two Find buttons in the Contact Manager which enable you to locate companies by name, and the results they display are somewhat different.  If you use the Find button that’s on the lower left corner of the main contact screen, and at least one company is found, the display moves to the first company found.  If there was more than one company found, there is no way to know this because it doesn’t group them so that the next company found is right behind the previous company found when you move forward to the next company.  If you use the Find button that’s in the List window, and at least one company is found, all the companies found are displayed next to each other in the one-line list, which makes it easy to tell if you got multiple hits.  Then from the list you can select some or all of the companies found, click OK, and that becomes your Lookup.  The most useful way to do a Find is from the List window.

4. Market Leader automatically wild cards only the right end of the string of text you enter for a Find.  In other words, you can enter just the start of a company name, and the Find will hit on any company whose name begins with what you entered, but it will not hit on company names that contain your search string if it wasn’t at the start of the name.  For example, if you enter Paschen and click Find, you can find a company named Paschen Contracting, but you cannot find a company named F H Paschen. 

5. You can use an asterisk wild card at the left end of the string of text you enter for a Find, in order to catch any company whose name has your search string embedded within it.  For example, to search for Skidmore Owings & Merrill, you could enter not only Skidmore, but also *Owings or *Merrill.

Exporting Reports As a Microsoft Word File

Some Market Leader users have asked how they can send reports to others who do not have Market Leader on their computers.  Instead of faxing the reports, they wanted to be able to send them as a file in a format that others could use.  Since almost everyone has Microsoft Word, that format would be the most suitable.   For that purpose, two special printing templates that can be added to Market Leader were designed to enable you to export reports in Word format when you are in the Print Preview window of the Report Manager.  These templates are named WordFull.rpt (designed to print full reports) and WordList.rpt (designed to print a list of reports).  

Because these two templates were designed specifically for the best possible printing in Word, you should use them only when you want to export in Word format, and not when all you want to do is print some reports in Market Leader (in which case you would use the standard Full Report or Report List templates.)  This is because page numbering and graphical boxes can’t be exported, so the special Word templates are designed without these elements.

To make these special templates available to Market Leader, they must first be copied into the folder named Usrrpts, which is a sub-folder under the Dml95NT folder, where Market Leader is installed.  (This is usually the C:\Dml95NT\Usrrpts folder.)  Once they are installed, they will show up in the available list of reports that can be printed whenever you choose to print.

Follow these steps to export reports in Microsoft Word format:

1. Click the Printer icon in the Report Manager tool box to bring up the Print dialog window.

2. Click to place a bullet beside either Print Current Report or Print Current Set of Reports.

3. Scroll down through the list of available reports and select either (User)WordFull.rpt  or  (User)WordList.rpt.

4. (Optional) In the Print Title box, type a title to appear at the top of each page.

5. Click to place a check mark in the box beside Print Preview.

6. Click the Print button.

7. In the Print Preview window, click the icon at the top that looks like an envelope.

8. In the Export window, where it says Format, click the down arrow and scroll all the way down to the bottom, and select Word for Windows document.  The default destination is Disk file, so do not change it.  Click OK.

9. In the Choose Export file window, where it says Save in:, click the down arrow and select the drive where you want to save the exported file.  When you do so, the window pane below will display all the folders on that drive.  Double click the folder where you want to save the file.  You might want to save it in you’re my Documents folder, where Word documents are usually stored.  Just remember where you put it, so you can find the file later.

10. At the bottom, where it says File name:, the default name for the export file will be the same name as the special printing template, with a  .doc  extension.  You will want to give it a different name, one that is more meaningful to you, but keep the  .doc  extension.

11. Click the Save button, and your reports will be exported as a Word document file.

Now you can attach that file to an e-mail message, or transfer it via your network, to anyone who doesn’t have Market Leader on their computer.

Mail Merge Using Microsoft Word

In addition to doing mail merges from within Market Leader, you can also take the “Mailing list” data file created during the early part of the merge process in Market Leader and use it to perform mail merges in Microsoft Word.  Some people are already comfortable doing mail merges in Word, and some like the ability to preview the merge letters on screen before printing them that is provided by Word, but not Market Leader.  

If you would like to write your form letters in Microsoft Word and use it to perform your mail merges using data from Market Leader, follow the steps below.  These directions apply to creating a mailing list file while in the Contact Manager, but the steps are similar for creating the mailing list file while in the Report Manager.

1. First, you need to get the contacts you wish to use for the merge, so that they are the Lookup in the Contact Manager. To do so, you may either select them from a list, or perform a custom lookup.

2. Click the Mail Merge icon in the tool box, and the Mail Merge dialog window will appear.

3. Click to place the bullet beside Form Letters.

4. Type in a name for the “Mailing List” data file that will be created with the names and addresses for the merge.  The name can be anything you want, but give it a  .txt  file extension because it will be a text file. 

5. Click the Print button, and Market Leader will create the mailing list file.

6. In the Mail Merge Status window, when asked whether to “Merge and Print Letters Now?” click  No.  You will then be returned to the Contact Manager.  You have now accomplished all you need to do in Market Leader.  The mailing list data file has been created, and by default it is located in your C:\Dml95NT directory, so this is where you will look for it when you are setting up your merge in Microsoft Word.

7. Exit from Market Leader, and open Microsoft Word.

8. In Word, click on the Tools menu and select Mail Merge.

9. Click the Create button under Step 1 Main document, and select Form Letters.

10. Upon choosing Form Letters, you will see a dialog window with two choices:  Active Window and New Main Document.  Choose Active Window.  You will complete the form letter later.

11. The next step is to specify a data source, in our case, the Dodge data source.  Click the Get Data button under Step 2 Data source, then choose Open Data Source.  Open the mailing list file you created in Market Leader.  Make sure your Files of type is set to All Files (*.*).  It will default to Word documents (*.doc).
12. Next, a dialog window will appear, with an option to Edit Main Document.  Click on this option and create your form letter.  Click where you want to insert a Date, Firm Name, Address or other information from your data source.  On the Mail Merge toolbar, click Insert Merge Field, and then click the field name you want.

13. After you insert all the desired merge fields and finish writing the main document, save your form letter for future use.  The next time you want to do a mail merge, you will simply select this template and merge.

14. Click the Tools menu, and choose Mail Merge.  The main document and data source are ready to merge.

15. Click the Merge button at Step 3.  Your mail merge is complete, and you are ready to print the letters.

Dodge Reports Action Stage Definitions

ACTION STAGE
WHAT IT MEANS
WHAT YOU CAN DO

PRE-PLANNING
Project is in formative stages.  Owner, location and valuation are identified, though architect has not yet been selected.
- Contact the owner to pre-sell or negotiate agreement for your 

   product, service or  trade.

- Mail your literature.

- Track important projects in Market Leader, for future action.

PLANNING
Architect and structural, mechanical and electrical engineers for the project have been selected.  Plans are being drawn and design decisions are being made in preparation for final planning.
This Report:  gives you the names, addresses (including zip codes), telephone and fax numbers of the selected architect and engineers, and lists more data on the project, including a description of the project’s content.

- Contact the architect and/or engineer to review product applications, 

   obtain product approval or influence specifications.

- Provide project manager with pertinent product literature..

- Contact owner.

- Determine if project is not “right” for you; pass up marginal jobs.

- Use personal calls or direct mail; attempt to negotiate a contract.

FINAL PLANNING
Project is within 6 months of start and one month of bid deadline.  Final building plans are being completed and product specifications are being written, prior to final approval or completion of contract negotiations.  Product decisions are being made.
This Report:  gives you names and addresses of additional engineers, tells you the job will be ready for bids within a month.
- Obtain product or service approval.

- Try for an exclusive specification.

- Get qualified for bidders list.

- Schedule for bidding or negotiation.

BIDDING
Final plans and specifications have been completed and are now available.  Owner is taking bids on General Contract, and bid due dates and prospective bidders are identified.
This Report:  provides a list of prime contract bidders, Additional bidders are listed at weekly intervals. This Report also tells where plans can be obtained, (plans will also be available electronically on DODGE PLANS, or on SCAN microfilm), and gives time and place to submit bids.
- Review plans and specifications.

- Make takeoffs.

- Prepare quotations.

- Increase profit and reduce estimating cost by selective bidding.

- Manufacturers can contact prime bidders, since they are “hot” 

  prospects with real, current needs.

- Update prospect lists for future promotional mailings.

- Use Market Leader to identify all projects associated with a 

  particular firm, to make your contacts count for more.

NEGOTIATING
Owners and architects are now negotiating with general contractors, if project is not being competitively bid.  Negotiating general contractors are identified who may soon have to contact subcontractors or suppliers.
This Report:  provides names of general contractor(s) involved in negotiations for the construction contract.

- Contact the negotiating general contractors to submit a price for your 

   trade or material.

- Negotiate for the order.

- Obtain subcontractor names.

BID RESULT
Low bidders on general contract are announced, along with low bid amounts.


This Report:  lists names and addresses of the low bidders on the prime contract, with the amounts of their bids.

- Contact low bidder and attempt to get a firm commitment.

- Request names of favored subcontractors, if available.

- Use Market Leader to build a group of contacts for future projects.

- Use Market Leader to look up all projects that GC may be bidding or 

  has under contract, so you have more potential project opportunities 

  to discuss when you call.

START
The General Contract has been awarded, and work is about to start (within 60 days.)
This Report:  shows name, address and phone number of successful GC, and indicates work will start soon.

- Make one more try for an order.

- Close out activity files.

- Ask for successful subcontractors.

- Check on your competition to see who is winning what.

- Use Market Leader to build a list of active and successful general

  contractors and competitive bidders for targeted future promotional

  efforts.

CONSTRUCTION
Subcontract awards have been made, and work has started on project.  Successful subcontractors on major trades (plumbing, HVAC, electric, etc.) who will work on project are announced.
This Report:  identifies major subcontractors who will work on the project.

- Make a final try for an order.

- Review successful subcontractors and build a mailing list.

- Get final commitment on materials quoted during bidding stage.

Dodge Estimated Valuation Codes


Contacts:


This tab displays the names, addresses, phone and fax numbers of the project’s owner, as well as any architects, engineers, general contractors, construction managers, consultants and subcontractors that are named on the project.








Bidders/Results:


This tab displays the names, addresses, phone and fax numbers of any bidders and/or low bidders on the project.





This area displays the location(s) of any Dodge Plan Room(s) where a copy of the plans and specifications is located for viewing by Dodge customers.  The number or letter in parentheses following the Plan Room location is the “Bin” number where the plans and specifications can be found in the Plan Room.





Plans/Bonds:


This tab displays information about where you can obtain a copy of the plans and specifications and how much it will cost, including any deposits, if applicable.


This tab also displays information about bonding requirements for the project.





Project Details:


The “Details” area of this tab provides information about the structure and materials, finishes and equipment required on the project.





The “Report Notes” area gives the Dodge reporter number, followed by any  special reporter notes, such as announcements of pre-bid meetings  or special requirements.





You can perform text searches in Market Leader to retrieve reports containing key words in the Details that are important to your business.





When you linger your mouse pointer on an icon, there should be a little bubble that tells what the icon does.  If you don’t see the bubble, click on the Help menu.  There should be a check mark beside Show Help Tips.  Click on Show Help Tips to remove the check mark.  Then immediately go back and click on Help, then on Show Help Tips to put the check mark back on.  This will make the bubbles appear again.











Click here to change months.














In the Customize List window, the data currently displayed in the columns is shown in the right pane, and the data which can be added as columns is shown in the left pane.  To add a field to the list, highlight its name in the Available Data pane and click the Add button.  To change the order in which the fields are displayed in the list, highlight a field name in the List Data pane and click the Move Up or Move Down button.  Click OK when finished.  You may then make the column widths narrower or wider by placing your mouse pointer on the vertical line that separates the column headers and dragging it to its new position.








Project Summary: 


This tab displays basic information about each project, such as the project title, location, valuation, action stage, bid date and the project’s status.  This tab also displays the names of any Tracking Lists to which a project has been assigned, as well as any Follow Up Tracking assignment.





























Click on a company name in this area, and the information specific to that contact displays in the area above.








When you open Market Leader, by default the current report set will be Most Recent Import - All.  If you would prefer it to be All Reports, you can click on the Options menu and select Search All Reports on Startup.








When entering company names, use an asterisk as a “wild card” in front of the first character you type, if you think the name you are entering might not be the beginning of the actual company name.  For example, if you entered Pelli, your search would not catch Cesar Pelli & Associates, but if you entered *Pelli it would because the asterisk allows it to catch anything preceding Pelli.











To select reports from the list, click in the gray box to the left of the first column, and your selected report will become highlighted.  To select more than one report, if the reports are not adjacent to each other, hold down the Control key while you select additional reports.  To select a range of reports that are adjacent to each other, select the first one, then hold down the Shift key while you select the last one.  To clear your selections, click the Clear All button.








Read the directions in this sample letter, and with a little experimentation you will soon be able to create your own form letters.
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Click on a company name in this area, and the information specific to that contact displays in the area above.





This area displays the categories of bidders that are being reported.  Click on a category, and a list of firms who are bidders in that category displays in the area to the right.





If the plans and specifications are available through the Dodge Plans service (via the Internet, on CD or on microfilm), the Dodge Plans SCAN number will be shown here.





The Project Status area tells what’s happening with the project and/or what is expected to happen.  This may include notations such as bids being taken, project under review by zoning boards, target start and completion dates, etc.  It may also include the method of contracting and notations regarding prevailing wage or minority requirements.





�








User:


This tab displays the information about the project that you enter yourself.  This information  becomes a part of the report and prints at the bottom whenever you print full reports.





You can perform text searches in Market Leader to retrieve reports based upon any words that you enter in the Notes or in the 15 customizable user fields.





You can enter long, free-form notes in the Notes area.  To do so, click the Note icon and the full screen will open up with a date stamp for your note.  Simply type in your note and click the Save button.





You can enter relatively short data that’s important to your business  in any of these 15 customizable User fields.  See the next page for how to do so.
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