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2) In the WELCOME section of the page, click Click here if you have forgotten your username or password. 
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3) Enter the PROGEN username or the email address used in PROGEN in the appropriate field then click 
“Continue.” 
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4) Click Go Back to PROGEN® Login 

5) The page will go back to the PROGEN login page. An email containing the username and password will 
be sent to the user’s email address. 
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Chapter 3 – PROGEN Window Layout 

Many of the commands, keyboard shortcuts, menus, and file management hierarchy shown within PROGEN 
are the same as within Windows Explorer.  This makes it easier to navigate in PROGEN.  In addition, ALL of 
the PROGEN items listed in the ‘TREEVIEW’ (shown below) use the same commands for navigating.  
Usually, there will be several ways of navigating through different functions of PROGEN.  Displayed below 
are the most common techniques used. 

The PROGEN Explorer Window  NOTE 
See PART 1 for 
information on launching 
and logging on to 
PROGEN.  

1) PROGEN opens to the MY PROGEN window. This window is very useful as a shortcut to the MOST 
RECENTLY OPENED JOB ORDERS. It saves from time of drilling down through the menus. By 
clicking one of the items in the MY PROGEN window or selecting from the folders on the left side of the 
window, the user can drill down to the job needed. 

 
2) The typical PROGEN window shows what the PROGEN explorer looks like.  
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a) The panel on the left is the ‘TREEVIEW’. 

b) The panel on the right contains the ‘LISTVIEW’ or ‘DETAILS’.  The folder icon selected on the 
‘TREEVIEW’ side will display the details contained within it on the ‘LISTVIEW’ side of the 
window. 

 
3) Double click to expand the ‘TREEVIEW’ folder icons or to drill down on the ‘LISTVIEW’ side, just as 

in Windows Explorer. 
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4) Some of the basic computer skills needed to open and manage files and windows are: 

a) CLICK or DOUBLE CLICK – To do this, depress and release the left mouse button once or twice 
while having the mouse screen pointer located over the folder or file to be selected. 

b) RIGHT CLICK –  

i) Depress and release the right mouse button while having the mouse screen pointer located over 
the item, activating a drop down menu. 

ii) Click the left mouse button to select an item from the drop down menu.  

 

Drag and Drop information 

1) A convenient feature of PROGEN is the ‘DRAG AND DROP’ feature.  The advantage of this feature is 
that information already entered can easily be copied into another folder. One difference between the 
‘DRAG AND DROP’ in PROGEN and the ‘DRAG AND DROP’ in Windows Explorer is that PROGEN 
copies information from one folder to another folder and never moves it out of the current folder.  It is 
best used to: 

a) Copy LOCATIONS at the top level to the LOCATIONS folder in any JOB ORDER and copy 
LOCATIONS from one JOB ORDER to another. 

b) Copy CONTACTS at the top level to the PEOPLE folder in any JOB ORDER and copy PEOPLE 
from one JOB ORDER to another. 

c) Copy COMPANIES at the top level to the SUBCONTRACTORS folder in any JOB ORDER and 
copy SUBCONTRACTORS from one JOB ORDER to another. 

d) Copy BUDGET ACCOUNTS at the top level to the BUDGETS folder in any JOB ORDER and 
copy BUDGET ACCOUNTS from one JOB ORDER to another. 

e) Copy CONSTRUCTION TASKS from the TASK CATALOG to the PROPOSAL DETAILS folder 
in any JOB ORDER. 

f) Copy a JOB ORDER from one PROJECT folder to any other PROJECT. 

g) Copy a PROPOSAL or ESTIMATE from one JOB ORDER folder to any other JOB ORDER.  
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 NOTE 
For Users whose mouse 
has been reconfigured for 
left-hand use, the typical 
mouse click will be the 
right mouse button. 
Likewise, RIGHT CLICK 
will now be LEFT CLICK.  




