
Purchasing Heritage Products via BidBuild Jobs

This document explains how to create and send a purchase order for Heritage products directly from a

BidBuild job, including selecting products, confirming vendor details, and submitting the order to Heritage.

Step 1: Open the Relevant Job in BidBuild

Navigate to the job set page where your BidBuild jobs are listed.

From the job set page, select the specific job that you want to order products from.

Then navigate within that job to the Finances and Budgets section.



Step 2: Access the Heritage Products Area

In this area of Finances and Budgets, locate the section where Heritage products are listed and available for

ordering.



Select the Heritage products that you would like to purchase.

Step 3: Create a Purchase Order

After selecting the products, choose the option Create Purchase Order.



Confirm that the vendor Heritage is already selected and that the chosen items appear correctly on the

purchase order.

Step 4: Configure Shipping Address and Contact Details

Select whether you want to use the job site address for delivery

or use the tenant address instead.



Enter all required contact information for the person responsible for the order, and add any relevant notes or

special instructions.

Step 5: Submit the Order to Heritage and Track Status

When all details are correct, select Send to Heritage Group to submit the purchase order. This sends the order

directly to Heritage for processing.

After Heritage receives and fulfills the order, you will receive a notification indicating that the product has been

received by Heritage and is in the process of being shipped to your selected address.


