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BG-4 FACPAC HOW-TO
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First locate the project for which you want to create a BG-4 
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Once the desired project is opened on your screen, click on the CONTRACTS tab.
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After you are in the CONTRACTS tab, you will see the contract listed for the contractor. Click on the ICON below the Actions column.
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This will bring up the contract summary for the contractor, and here you can create the BG-4. Click on CREATE BG4
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After selecting CREATE BG4, you will fill in the required information just as you would on the BG-4 you already submit.
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Enter dates as applicable to the project
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Enter dates as applicable to the project
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Enter dates as applicable to the project
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Leave BG4 Date and BG4 Board Order Date BLANKas I will fill these in with the correct dates.
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After you are finished entering the required information, click SAVE
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After you hit SAVE at the end of entering the required information, it will bring you to this screen (the BG 4 Tab) and list the BG-4 you have just entered. Click on the ICON below actions to view and print the BG-4 for signatures and then forwarding to me.
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After clicking the ICON it will bring up your BG-4 with the information you just entered. Click on PRINT to print the BG-4 form and sign the appropriate line, forward to the contractor for signatures, then forward to me as normal.
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DO NOT HIT PROCESS AT THIS STAGE. PLEASE ONLY PRINT THE DOCUMENT THEN SCROLL DOWN AND CLICK SAVE.THIS ENABLES ME TO GO IN AND ATTACH THE FINAL SIGNED BG-4 FORM AND BOARD APPROVAL AND THEN I WILL BE THE ONE TO PROCESS TO KDE. IF YOU HIT PROCESS, IT WILL DELAY THE FINAL PAYMENT.
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***PLEASE CALL ME WITH ANY QUESTIONS***
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