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Receiving a Notification from LeChase 
 

 
LeChase will notify you when a document, bid package, and/or other vital information is available on the 
PDM web vault.  You will receive this information via email from pdmupdates@kalblue.com.  
 
An example of a notification you may receive is an “Invitation To Bid” (ITB) like the one below. 
 
 

 
 



 3

Invitation to Bid Options 
 
 
The ITB email will give you two options: 

 
OPTION ONE: MORE INFORMATION 
 
• Follow the Click Here for More Information link to the portal provided to get more information 

and continue to the login page. 
NOTE: Your username and password are provided for easy access. 
 

• Below is in example of the Click Here for More Information link which has links to Click Here to 
View the Bid Package. 
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OPTION TWO: QUICK RESPONSE 
 
• Give LeChase a Quick Response by clicking one of the link responses. 

o Yes, I want to bid 
o No, I do NOT want to bid 
o Maybe, I am undecided at this time 

 
• When you select one of these options you will receive confirmation of your response selection 

like the one below. 
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Log In To A PDM Planroom 
 
 
University of Rochester - CTSB is a private project so you will be sent a user name, password and link to 
the portal which comes via the Invitation to Bid email.  

• Follow the hot link to the portal provided in the ITB email you receive from LeChase. 
• Enter your user name and password. 
• Click Login. 

 

 
 

 
 
You must agree to the LeChase Construction EULA service agreement: 
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Confirm Identity 
 
 
Once you have logged in you will be asked to update your information if need be. 
 

 
 
Click on the appropriate box: 

• Yes, this is me to confirm your identity.  
• No to update your information. Then enter the required information to update 

and click Complete Verification. 
 

 

 
 
NOTE: This is a one-time request upon you first login to the site.  In the future, you can edit 
your personal account information from the Manage Account link on the home page. 
 



 7

Link McGraw Hill Construction Account 
 
 
Link your existing McGraw Hill Construction account or create a FREE account. 
 
NOTE: This is a one-time request upon you first login to the site. 

 

 
 
If you have a McGraw Hill Construction account:  
Enter your email address associated to your McGraw Hill Construction account and click Submit 
New Email. You will be asked to verify additional information about your account.   
 
If you DO NOT have a McGraw Hill Construction account:  
Select Continue under the NO ACCOUNT box and create a FREE McGraw Hill Construction 
account.  The FREE account will give you access to future PDM features and limited access to 
McGraw Hill Construction site features. You can also upgrade your account to include additional 
subscriptions from McGraw Hill Construction. 
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View A Project 

 
 
Upon logging into a portal, the active project(s) will be displayed under the LeChase’s Plan Room tab.  
To view the project, click View to the right of the project name. 
 
 

 
 
 

Project Details 
 
 
Once you have clicked on the project you would like to view, click the Project Details tab below the 
name of the project. This is where additional information about the project will be listed. 
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Project Bid Package Documents 
 

 
To view the Bid Documents, click My Bid Packages. Bid packages you have been invited to bid will 
appear in the folder tree structure on the left hand side of the screen. 
 
 

 
 

 
To view the contents of a folder, click on that folder. To expand a folder, click on the + sign.  
From here you have the option of Downloading, Printing or Viewing a document by clicking the 
corresponding button to the right of the document.  
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Placing An Order 
 
You can place an order to have documents printed at your local Dataflow office.   
 
 To add documents to your cart: 

• Find the documents you want to order. 
• Select the documents. 

o Click the Select All button to order all documents displaying in the folder. 
o Select multiple non-consecutive documents by holding the Ctrl button on your keyboard 

and clicking with your mouse on each of the documents.  
o Select multiple consecutive documents by holding the Shift button on your keyboard 

and clicking with your mouse on the range of documents.  
• Click Order Hardcopy to add the selected items to your cart. 

 
 

 
 

 
• These selected documents have been added to your cart. If you have additional documents that 

you would like to order, please click the Continue Shopping button and repeat the steps above 
until you are ready to check out. 
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Shopping Cart 
 
 
Before checking out, make sure you have the correct number of full size and half size documents. You 
can change the number by clicking in the boxes to the right of the documents and typing the number 
you want. 
 

 
 
 
To change the quantity for all of the documents, place the correct number in the corresponding box at 
the top of the page then click Update Cart. 
 
 

 
 

 



 12

Checkout 
 

 
In your shopping cart click the Check Out button. 
 
Check Out (Step 1 of 2) 

• Select how you would like your order shipped, or if you would prefer select PICKUP and 
check the “Dataflow Rochester” location box. 

• Check the Fill with my account information box to ship to your account address or fill in 
all shipping information fields marked with a red asterisk. 

• Type any additional information in the Additional Order Info box.  
• When finished click the Next button. 
 

 
 
Check Out (Step 2 of 2) 
 
Review your order.  

• If you would like to change your order in any way, click the Back button.  
• If your order is correct, click the Place Order button. 
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When the order has been successfully placed, you will see the Order Confirmation screen.  
 
 

 
 
 
PLEASE NOTE: Our normal turn-around time for orders is 24 hours. We will make every effort to 
have your order ready, but please call in advance if your required pick up is less than 24 hours 
to avoid an unnecessary trip. 
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Order Details 
 
 
To view details associated with the order you just placed (or view information about any 
previously placed orders), click on the Manage Account link. 
 
Then click on the My Orders tab. 
 

 
 
 
Check the box next to any orders you would like to view and then click on the View Details 
button. You will see the associated Order Number, Order Date and Time, and the additional 
information you entered. All of your Ordered Items are also listed. 
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If you are unsure of what you need to order, please call Brian Bellaire at LeChase Construction. 
 

If you need help placing an order, please email dat_team@godataflow.com 
or call 866-829-2821 and ask to speak to a DAT member. 

 
For on-site assistance, please contact Greg Kuebel at 607-759-4842. 

Albany 
71 Fuller Road 
Albany, NY 12205 
518.463.2192 
albany@goDataflow.com 
 
Binghamton 
221 Washington Street  
Binghamton, NY 13901 
607.772.2001 
binghamton@goDataflow.com 
 
Corning 
Airport Corporate Park 
100 Hunt Center  
Horseheads, NY 14845 
607.562.2196 
corning@goDataflow.com 
 
Ithaca 
306 S Meadow Street 
Ithaca, NY 14850 
607.272.8589 
ithaca@goDataflow.com 
 

Utica
318-320 Columbia Street 
Utica, NY 13502 
315.735.6131 
utica@goDataflow.com 
 
Rotterdam 
2601 Guilderland Avenue 
Schenectady, NY 12306 
518.372.3995 
rotterdam@goDataflow.com 
 
Rochester 
320 N. Goodman Street  
Suite 200  
Rochester, NY 14607 
585.271.5730 
rochester@goDataflow.com 
 
Syracuse 
117 Metropolitan Drive 
Liverpool, NY 13088-3337 
315.457.0472 
liverpool@goDataflow.com 
 


