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Changing Your Password
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STEP 1
Go to https://connect.pdqlocks.com/, enter your email and password, and log in. 

STEP 2
Click on the settings button at the top right of the screen.
*You must be on the Dashboard to access your settings*
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STEP 3
Update your password.



Adding Users
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STEP 1
Go to https://connect.pdqlocks.com/, enter your email and password, and log in. 

STEP 2
Click on User Admin. Either button works. 
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STEP 3
Add New

STEP 4
Enter their full name, email, and password. 
Then select what you’d like them to have access to view. If you’d like to select 
more than one thing, hold SHIFT while you click. Then press Save Account.



Architectural Substitution Request
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PDQ CONNECT
Click on the “Architectural Substitution Request” menu option to begin the process. 

CREATE A NEW FORM
A new page will open, looking like below. If you already created a project, they will show on the top.
Click on “Create a New Form” to start a new request.
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PROJECT NAME AND ARCHITECT
Fill out the project name and architect information
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SALESPERSON INFO
Fill out the Salesperson information. Upload a company logo to be used for the letter head of 
the cover letter.
•	 For independent reps and distributors, this will be your company logo
•	 For direct reps, use the PDQ logo
•	 These must be in an approved format

•	 	 .jpg, .jpeg, .png, .gif, .bmp
•	 They must be smaller than 4MB in size
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PROJECT DETAILS
Fill out the hardware that is specified for the project in each category. When you have completed the 
top three boxes, click the ADD button.

•	 The added product will show below with the PDQ equivalent product.
Add further products that you would like to submit for the project and click the ADD button.
When all products are included, click the SUBMIT button.
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EMAIL WITH ATTACHMENT
Within 5-10 minutes, an email will come into your inbox looking like below. 
The attachment will be a PDF file that has your substitution request. The PDF is fully editable 
with Adobe Acrobat or Bluebeam.
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COVER LETTER
The first page of the PDF file is a cover letter to the architect. You can edit the PDF with Adobe 
Acrobat or Bluebeam. You can also add an electronic version of your signature at the bottom.
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SUBSTITUTION REQUEST FORM
The second page of the PDF is a Substitution Request form in approved CSI/AIA format for 
the first product you selected. You can edit this with further information and your electronic 
signature on the form using Adobe Acrobat or Bluebeam.
You will have one of these for each product you identified in the Project Details form.
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SUBMITTAL SHEETS
The final pages of the package are the Architectural Submittal Sheets of the PDQ products. These 
can be edited with Adobe Acrobat or Bluebeam by adding highlights or arrows to identify the lever 
designs, functions, finishes, etc.
You will have a set of these for each product identified in the Project Details form.



14

ARCHITECTURAL SUBSTITUTION REQUESTS
Once you are done editing the package, email off to the architect for consideration. Once you get 
approval for PDQ products:

•	 If you are a distributor, request a quote from your rep for the project and bid for the project 
accordingly

•	 If a rep, find distributors that are willing to bid the project with PDQ and provide them a 
quote to go after it.

If you have any questions, reach out to pdqconnect@pdqlocks.com


