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[bookmark: _2.1_When_do]2.1 When do I create a new Project Workspace?
We recommend you create a new project workspace for each matter (eg a new business sale).
[bookmark: _2.2__How]2.2  How to create a new Project Workspace
1. From your Dashboard, click “Create Project” and select a Project Type (eg Mergers & Acquisitions). 
1. As you created the Project, you are now the “Project Owner”.

	💡  Tip — Who Should Be the Project Owner?
The user who creates a Project is automatically the Project Owner. We recommend the Account Owner (or a representative of the Account Owner) should create a new Project Workspace (not your client).



[bookmark: _2.3__How][bookmark: _(a)_How_to]2.3 How to edit a new Project workspace
1. After creating the project, open the Project's “Dashboard”, to edit the Project Details including: 
2. the project name, 
2. Transaction Type: e.g. Asset sale, 
2. your Client's Role in this transaction: e.g. Seller (sell-side)
2. any other Project Details.
1. When you’re done, click “Save”.

[bookmark: _(b)_How_to]2.4 How to import and assign Requests for Information (RFIs) to the Project Workspace
Optional step (depending on the project)
(a) Why import RFIs? 
RFIs are the checklist that drives document collection for a new project (normally document collection from your client). Rather than creating your own RFIs one by one which can be time consuming, Due lets you import a template RFI list with a couple of clicks that you can customise if required.
(b) How to import RFIs to the Project Workspace
To import RFIs:
1. From within the Project Workspace, navigate to the “RFI” tab.
1. Click “+ Create RFI” button, then select “Import From Report Template” from the drop-down list. Search for a suitable template using key words (e.g. “Seller’s RFI List”).
1. Select a suitable template, for example, select Seller's RFI List. Click Import. This will import RFIs from the selected template.
1. Review the imported RFIs and customise as needed.

	💡  Supplementary User Guide
If you want to customise the imported RFIs or create your own RFI list, refer to the supplementary user guide “How to customise Requests for Information (RFIs)”.



(c) How to assign RFIs to a user(s) responsible
The Project Owner can assign the relevant RFIs to a Project User by following the instructions below. The assignee is responsible for either responding to the RFIs or re-assigning them to the appropriate person within the Project Workspace.
To do so:
1. Navigate to the RFI tab in the Project Workspace which lists all the RFIs that were imported.
1. Select all RFIs you want to assign to a project user, click the “Assign” button and select the relevant assignee from the Assignee drop-down list.
1. The assignee will receive an email notification when the RFIs are assigned to them and when you send assignees a reminder.

[bookmark: _(c)_Import_a][bookmark: _2.5_How_to]2.5 How to import a template folder structure to the Project Workspace 
Optional step (depending on the project)
(a) Why import a template folder structure?
By using a template folder structure, it helps ensure the documents are uploaded into the correct folders in the Project Workspace’s Data Room, helping users find the documents they are looking for.

(b) How to import a template folder structure to the Data Room
Rather than creating folders one by one, Due lets you import a standard folder structure.
1. From within the Project Workspace, navigate to the “Data Room” tab.
1. Download the template index (click here) in .xlsx format.
1. Click Import from Index button, then upload your template folder structure (.xlsx format). Follow the prompts.

	💡  Supplementary User Guide
If you want to customise the template folder structure, refer to the supplementary user guide “How to Customise a Template Folder Structure”.




