
COCONSTRUCT™ 1

COCONSTRUCT™

Trade Partner Guide
Welcome to your project!
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When you receive a bid request through the system, you will be provid-
ed with the project name and address, scope of work and requested 
costs to bid as well as important instructions. 

When you receive these requests, here’s what you can do:

Bid Requests

Review the request details including scope, 
cost details and notes. 

Indicate your plan to submit a bid (just 
click the “Yes” or “No” button at the top of 
the email).

If you have any questions regarding the 
request just reply to this email to send 
those questions back to us. 

When you’re ready to prepare your bid, 
return to this email and use the green 
“Download Plan Room Files” button to 
download the plans and other relevant 
documents.  

1. 

2.

3.

4.

5.
Prepare your bid as normal and 
submit to us by replying to the bid 
request email. You can reply with 
an attachment or text in the body 
of your email reply.
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Purchase Orders

When you receive a purchase order through the system, you will be provided 
with the project name and address, scope of work and agreed upon pricing. 
Any files relevant to the PO will be attached to the email you receive. 

When you receive a PO, here’s what you can do:

Review the details
of the purchase order including scope, 
pricing and any file attachments.

If you have any questions or comments 
regarding the PO, simply reply to the 
email to send those back to us. 

At the top of the PO email, indicate your 
acceptance of the purchase order and 
sign if requested.

1. 

2.

3.

Print a copy of the PO for your 
records using the “View Printable 
Version” button. 
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You will receive task assignments to alert you to work that we’ve scheduled 
you to do. The taks assignment email includes all of the information you need 
including the task description, project name and address (with directions link!), 
any relevant details of the work and the assigned dates if applicable. 

When you receive task assignments, here’s what you can do:

Review the task details and dates to make sure you’re available

Review any relevant riles that might be attached 

Confirm the task if requested. 

Put us on your calendar!

If there are any changes to the task information or dates, you’ll receive another 
“Updated” task assignment email letting you know of those changes. As noted 
below, you can also receive a summary email to remind you of all your upcoming 
tasks, so you don’t have to worry about keeping up with all of these individual emails. 
If you aren’t receiving that already, let us know and we can turn those on! 

Task Assignments

1. 

2.

3.

4.

5.

If you have any questions or aren’t available on the assigned dates, please just reply to the 
email to let us know. We can easily communicate back and forth on each individual task 
you’re assigned to and work out any details or other arrangements. 
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You may receive task summary emails one or more days 
each week. This is a single email that will summarize your 
overdue and upcoming tasks for our projects. 

From this email you can easily see the project name and 
address, task names, details and dates. You can also confirm 
your availability for tasks by clicking the “Confirm” link next 
to each item. 

Task Summaries
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As with the items above, anytime you receive an email from the system you can simply 
reply to those notifications to communicate back with us. This makes sure that the 
right people get notified of your response and that things stay organized for accurate 
tracking of information and decisions. 

You may also receive direct comments on your tasks or other items. This email alert 
with tell you who is reaching out and which project and item the message is related to. 

+ Note who your response will be shared with. This will be noted 
at the bottom of your alert email. 

+ Simply reply with any additional questions or comments. 

You’ll always be able to see any previous comments from other users on that thread, so 
there’s no need to sort back through other emails to follow the trail of communications. 

Communications

When you receive a comment email, you can: 


