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Lesson 05 
 
Accepting a Project Invitation 
________________________________________________________________________ 
 
 
Objectives 
 
 
This lesson will provide the user with an overview of how to sign up for a 
WEBCM account and accept a project invitation to participate in WEBCM 
project management.  At the completion of this lesson the participant will be 
able to: 
 

• Register for a user account. 
 
• Accept a project invitation. 
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WEBCM Registration 
 
 

• If the user does not have a WEBCM login ID, the user must register 
through the PrimeContract website. 

 
• Open the internet explorer. 
 
• Type the following URL address: [www.primecontract.com] 

 
 
 
 
 
 
 
 

• The following window will appear. 
 

 
 

• Click on Register as a new user. [1] 
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WEBCM Registration (Contd…) 
 

• Member Registration window will appear. 
 

 
 

• Complete the registration form. Then click  [1] 
 

• WRITE DOWN YOUR USER ID, PASSWORD, AND SECURITY 
QUESTION DOWN AND STORE IN A SECURE LOCATION! 
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WEBCM Registration (Contd…) 
 
 

• You will see the “Member Registration Thank You” window. 
 

 
 
• Click on  
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WEBCM Registration (Contd…) 
 

• The Log in window will appear. 
 

 
 
 

• Enter User ID and Password [1]. 
 

 
• Click on  [2]. 

 
• You will see the “PRIMECONTRACT PROJECT PARTICIPANT 

AGREEMENT”  window the first time you login. 
 

• Scroll down to the bottom of the agreement, and click on . 
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WEBCM Registration (Contd…) 
 
 
• Now, you will be in the PrimeContract site. Now you have completed the 

first step toward participating in WEBCM on NAVFAC projects. 
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Project Invitation 
 
 

• After the pre-construction conference, a project invitation to join the 
project in WEBCM will be sent to the contracting firm.  

 
• The Superintendent, Quality Control Manager, Construction Manager, 

and Contractor’s home office key personnel will get this email 
invitation. You must provide the following to the ROICC Project 
Engineer for the personnel requiring WEBCM access.  

 
o Last Name  
o First Name 
o Position Title 
o Email address  

 
• The invitation will appear in the users email inbox and look similar to 

the following. 
 

 
      

• The email will come from the Project Coordinator from the 
participating ROICC office and the subject will state “Invitation to 
Join Prime Contract Project”. 

 
• Open the email. 
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Project Invitation (Contd…) 
 

• The email will look like the following. 
 
 

 
 

• This email will provide the user with two web links. 
 
• The first link will allow the user to accept the project invitation. [1] 
 
• The second link allows the user to register for a WEBCM account if 

they do not have a webcm account. 
 
• DO NOT USE THIS LINK TO REGISTER!   
 
• See page 2 of this lesson to  Register with PrimeContract  

 
• Click on the first link to accept the invitation. [1] 
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Project Invitation (Contd…) 
 

• The following window will appear. 

      
• Log-in to WEBCM using your User ID and Password. 

 
• The user will see the welcome window. 

 
 

• Click on “Go to the project” link [1]. 
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Project Invitation (Contd…) 
 
 

• The user will be sent directly to the project in which they have been 
invited. 

 
 

• At this point the user will not have full access or not play any type of 
Role at this point. You may or may not see any folders on the project 
screen. 
 

• The ROICC office will get an email notification of your acceptance. 
Then the ROICC office will provide you with the proper access to use 
WEBCM. 
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Project Invitation (Contd…) 
 
• Log-in to WEBCM the following day.  The user should have access to 

that project [should be able to see many folders].  
 

• If the user does not have access or does not have complete access, 
contact your ROICC project manager to have this done. 
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