
(Best) Practice 
Makes Perfect

Get up and running as easy as 
EstimateOne, two, three.



Welcome one and all.

If you’re new – it’s great to have 
you on board. If you’ve been 
around for a while – it’s still great 
to have you.

Introduction
We’re here to run you through some of the best ways 
to be using EstimateOne. We know all the tricks to 
make sure you’re getting the most out of your account. 
After all, we designed the thing – we’ve worked out all 
the best unhidden secrets. 

If reading is not your thing – feel free to call us on 
1300 705 035, we’re always up for a chat. 

Happy quoting, 
The EstimateOne team 
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The 
Process

Get up and running as easy as 
EstimateOne, two, three.



Finding a project

Using the noticeboard 
Using search

Working with builders

Using the Invites and Requests tab 
Using the Builder Directory

Organising workflow

Using your watchlist 
Using EstimateOne as a team 

Using notes to talk with your team

and that’s it!



Finding a project

With hundreds of projects open at any 
one time, no one has enough time to 
go through each and every one. It’s 
important you know how to find the best 
projects, fast! 

The first thing you should be doing is making sure you’re 
getting the filters to work for you. 

If you only work in Canberra, let’s only show jobs in 
Canberra. Are you an electrician? Let’s just show jobs 
where electricians are needed. 

It’s worth your while taking a moment to go through 
each ‘filter bubble’ and customising it to your needs. 
It’ll take five minutes now but it could save you hours 
down the track.
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If you’re the type of person who 
knows exactly what you’re looking for, 
the search bar is the place to be. 

With our search, you can look up any word or phrase, 
and we’ll show you the projects where it’s mentioned 
within the documentation. 

Do you supply a particular product? 
We’ll find the jobs you need to keep an eye on.

Want to see where your competitors have been 
spec’d? We’ll show you.

Work in a niche trade and can never find jobs of 
interest? We’ll dig them out for you.

Pro tip

It’s worth having a few different tries with some 
different wordings/phrases. This search is looking 
for an exact match, so tenses and plurals might 
give different results. It’s a bit like fishing, the more 
lines you have in the water the more fish you’re 
going to catch. 

All you need to do is type the word or phrase in the 
search bar and hit Search – simple as that. If you 
look below the projects listing in the results, you can 
see some context to how it’s mentioned within the 
documents. 

Using search
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Organising workflow

So you’ve found a couple of projects 
– now what? 

You could fill out endless notebooks and spreadsheets, 
or you can let us do the heavy lifting. 

First things first, there’s no point working in silos. 
It’s a good idea to invite a few teammates to your 
EstimateOne account. Head over to the Team tab to 
add your colleagues to the team using the Invite new 
team member button. 

Pro tip

If you think you or your company have more than 
one account open, or if some emails are ending 
up where they shouldn’t – shoot us an email to 
support@estimateone.com. We’ll be able to sort 
it out for you quick smart.
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Now that’s sorted, it’s time to make sure your team 
is taking advantage of the EstimateOne time saving 
hacks. One thing everyone should be doing is adding 
projects to the ‘Watchlist’ – this is so you can remain in 
the loop and collaborate with teammates on tenders.

To add a project to your ‘Watchlist’, mark it off as either 
‘Interested’, ‘Quoting’ or ‘Quoted’ via the drop down 
box to the right of the projects listing. You don’t need to 
worry about this alerting the builders, this is just for you 
and your team. 

Once you’ve got a couple of projects on the ‘Watchlist’, 
you’re going to want to start leaving a few notes for your 
teammates to read.

Head to the Watchlist tab and click on one of the 
projects you’d like to leave a note against. Scroll down 
to the notes section of the slider and type in any info 
you’d be keen to share with your team. When a project 
has a note, it will surface this speech bubble icon. 

Pro tip

We send you daily updates if things change for all 
the projects on your ‘Watchlist’. So make sure you 
keep your ‘Watchlist’ full and we’ll do the heavy 
lifting for you. 
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Working with builders

When push comes to shove, to win the 
job you’re going to have to maintain 
pretty close contact with the builders. 

For all your builder communications, you’ll need to head 
to the Invitations and Requests tab. A project can pop 
up on this page one of two different ways:

1. You were invited to quote directly by the builder

2.  You’ve viewed / downloaded a package from 
a builder.

Projects here are ordered by the package you 
have downloaded/been invited to. This is unlike the 
‘Noticeboard’ and ‘Watchlist’ where all the builders and 
packages are nestled under the one project name. 
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Pro tip

As soon as you know whether or not you’re going 
to quote on a project – mark off your intentions 
and let the builders know. Letting them know early 
keeps you in their good books and saves needless 
follow up calls – it can even increase your chances 
of repeated invites.

We recommend checking this page regularly. We flag 
any packages that are out of date here – and the last 
thing you want to be doing is quoting from old docs. 

It’s worth keeping in mind that what you do on this page 
will alert the builders. When you mark a project as either 
Quoting or Not Quoting this will be mirrored in the 
builder’s records. 
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We know how it is, over time you prefer to work with 
some builders more than others. We’ve got a handy 
way for you to make sure you never miss out on an 
opportunity with the builders you work with best. 

Jump over to the Builder Directory, and in the search 
bar type in the builders you prefer to work with. When 
you find the builder, tick off the star next to the name to 
add them to your favourites. 

Now all you need to do is periodically jump into the 
Builder Directory and filter by your favourite builders. 

And that’s it! We hope this gets you and 
your team up and running. If you’re still 
scratching your head – give us a buzz. 
We’re always happy to chat. 
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1300 705 035   support@estimateone.com


