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1.Disclaimer
©Aurigo® Software Technologies Inc. All Rights Reserved.

While every reasonable precaution has been taken in the preparation of this document, Aurigo® Software
Technologies Inc. does not assume responsibility for errors or omissions, or for damages resulting from
the use of the information contained herein.

The software is provided strictly on an "as is" basis. All software furnished to the useris on a licensed
basis. Aurigo® Software Technologies Inc. grants the user a non-transferable and non-exclusive license to
use the software program delivered hereunder (licensed program). Such a license may not be assigned,
sublicensed, or otherwise transferred by the user without the prior written consent of Aurigo® Software
Technologies Inc. No right to copy a licensed program in whole or in part is granted, except as permitted
under copyright law. The user shall not modify, merge, or incorporate any form or portion of a licensed
program with other program material without written permission from Aurigo® Software Technologies Inc.
The user agrees to maintain Aurigo® Software Technologies' copyright notice on the licensed programs
delivered hereunder, and to include the same on any authorized copies it makes, in whole or in part. The
user agrees not to decompile, disassemble, decode, or reverse engineer any licensed program delivered
to the user or any portion thereof.

Aurigo® Software Technologies Inc. reserves the right to change any software or product to improve
reliability, function, or design.

Aurigo® Software Technologies Inc. does not assume any product liability arising out of, or in connection
with, the application or use of any product, or application described herein.

No license is granted, either expressly or by implication, estoppel, or otherwise under any Aurigo®
Software Technologies Inc., intellectual property rights.

Aurigo® Masterworks and all other Aurigo® Software Technologies, Inc., product or service names are
registered trademarks or trademarks of Aurigo® Software Technologies, Inc. in the USA, Canada and other
countries.

Other brand and product names are trademarks of their respective companies. Aurigo® Software
Technologies Inc.

www.aurigo.com


http://www.aurigo.com/
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2. Introduction to Using the Participant Guide

The Participant Guide helps you get started with the processes of acquisition (or Bidding) and e-Bidding
and quickly navigate through the various key processes of each module.

The options selected for use in this guide are for instructional purposes to showcase the entire lifecycle
of acquisition and e-Bidding. Field selections, other than the ones used in this guide, could possibly lead
to a varied workflow and may not be covered in this guide. For additional information on the application,
refer to the User Guide or Masterworks Online Help available with the application.

Note: You may notice screenshots containing information added throughout the document, even in
places where a new empty screen would typically be displayed. This practice eliminates the need for
multiple images, allowing a single screenshot to convey the essential details required to proceed with the
work effectively.
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3. Bidding

The Acquisitions or Bidding module provides automation of business processes once the engineer's
estimate is moved to the Final Estimate workflow status.

You can create advertisements, initiate estimate updates, create amendments, and publish it to the e-
Bidding module. Once the advertisements (or amendments, if available) are published, bidders
(contractors) log in to Masterworks e-Bidding module and update their bid information such as bid
prices, guarantee, number of days for A+B bidding and submit their bids. After the bid opening date and
time have passed, all the submitted bids are available to the acquisitions team to review each bid,
tabulate bids, and update incentive amounts.

If necessary, Masterworks also enables you to make changes to the final engineer's estimate in the
Bidding module.

You can also import paper bids. Once all the analysis is complete, you can select specific schedules and
award the bid.

The functional flow for Bidding module is as follows:

1. 3.1. Advertisement

a. 3.1.1. Create advertisements

b. 3.1.2. Publish advertisements

c. 3.1.3. Cancel advertisements

2. 3.2. Amendment

a.3.2.1. Create amendments

b. 3.2.2. Publish amendments

3. 3.4. Bid Opening and Review

a. 3.4.1. Review bids

b. 3.4.2. Import bids

c. 3.4.3. Award bids

The functional flow for e-Bidding module is as follows:

e 3.3.3.Submit bid responses

* 3.3.4. Modify submitted bid responses
* 3.3.5. Withdraw bids
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¢ 3.3.6. Acknowledge amendments

Bidding Permission Matrix

This section provides information on the roles and corresponding permissions for the respective forms.

Table 1: Table 1 - Advertisement

Role Create Edit View Delete Audit Log
Administrator Yes Yes Yes Yes Yes
Project Viewer - - Yes - -
Design Component - - Yes - -
Lead

Designer - - Yes - -
Lead Designer - - Yes - -
Design QA/QC - - - - -
Highway Design - - Yes - -
Manager

Project Manager - - Yes - -
A/E Designer - - Yes - -
A/E Lead Designer - - Yes - -
A/E Manager - - Yes - -
Acquisitions Yes Yes Yes Yes Yes
Construction - - Yes - -
Component Lead

Construction Admin | - - Yes - -
Staff

Construction - - Yes - -
Engineer

Highway - - Yes - -
Construction

Manager/QA QC

Construction - - Yes - -
Operations Engineer

Inspector - - Yes - -
Assistant Project - - Yes - -
Engineer

Project Engineer - - Yes - -
Regional Engineer - - Yes - -
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Table 2: Table 2 - Amendment

Role Create Edit View Delete Audit Log
Administrator Yes Yes Yes Yes Yes
Project Viewer - - Yes - -
Design Component - - Yes - -
Lead

Designer - - Yes - -
Lead Designer - - Yes - -
Design QA/QC - - - - -
Highway Design - - Yes - -
Manager

Project Manager - - Yes - -
A/E Designer - - Yes - -
A/E Lead Designer - - Yes - -
A/E Manager - - Yes - -
Acquisitions Yes Yes Yes Yes Yes
Construction - - Yes - -
Component Lead

Construction Admin | - - Yes - -
Staff

Construction - - Yes - -
Engineer

Highway - - Yes - -
Construction

Manager/QA QC

Construction - - Yes - -
Operations Engineer

Inspector - - Yes - -
Assistant Project - - Yes - -
Engineer

Project Engineer - - Yes - -
Regional Engineer - - Yes - -

Table 3: Table 3 - Bid Opening and Review

Role Create Edit View Delete Audit Log
Administrator Yes Yes Yes Yes Yes
Project Viewer - - Yes (Public - -

projects only)
Design Component - - Yes (Public - -
Lead projects only)
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Role Create Edit View Delete Audit Log

Designer - - Yes (Public - -
projects only)

Lead Designer - - Yes (Public - -
projects only)

Design QA/QC - - Yes (Public - -
projects only)

Highway Design - - Yes (Public - -

Manager projects only)

Project Manager - - Yes (Public - -
projects only)

A/E Designer - - Yes (Public - -
projects only)

A/E Lead Designer - - Yes (Public - -
projects only)

A/E Manager - - Yes (Public - -
projects only)

Acquisitions Yes Yes Yes Yes Yes

Construction - - Yes (Public - Yes

Component Lead projects only)

Construction Admin | - - Yes (Public - Yes

Staff projects only)

Construction - - Yes (Public - -

Engineer projects only)

Highway - - Yes (Public - -

Construction projects only)

Manager/QA QC

Construction - - Yes (Public - -

Operations Engineer projects only)

Inspector - - Yes (Public - -
projects only)

Assistant Project - - Yes (Public - -

Engineer projects only)

Project Engineer - - Yes (Public - -
projects only)

Regional Engineer - - Yes (Public - -
projects only)

Construction - - Yes (Public - -

Inspection A&E

projects only)

Manager

Inspector A&E - - Yes (Public - -
projects only)

Assistant Project - - Yes (Public - -

Engineer A&E

projects only)
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Role Create Edit View Delete Audit Log
Project Engineer A&E | - - Yes (Public - -

projects only)

3.1. Advertisement

An advertisement is a formal and competitive process to solicit bids for the project.

The Advertisement form enables you to create advertisements, define advertisement attributes, initiate
engineers’ estimate updates, and publish the advertisement to the e-Bidding module.

You can create only one advertisement for a project. The advertisement process is designed in such a
way that multiple bidders can compete for the same advertisement.

You can perform the following tasks:

. 3.1.1. Create advertisements
. 3.1.2. Publish advertisements
° 3.1.3. Cancel published advertisements

10
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3.1.1. Creating an Advertisement

Prerequisites

* The engineer's estimate must be in the Final Estimate workflow status.

* Therole of the logged-in user must be any of the following:
o Administrator
o Acquisition

For more information on role-specific permissions, refer to Table 1 — Advertisement Permission Matrix.
Overview

The Advertisement form enables you to create a new advertisement. You can create only one
advertisement for a project.

Steps

1. Inthe menu module, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypetosearch ¥ W A £ New 8] Workflow - [&] Reports ~ g Manage Users  m Mark Offline/Online &) More ~
i;] ~ 1] Project Code Project Name Project Description Business Unit
cplert Protect .
. . T T
E A Recent Projects . .
SIT MT NPS GLAC 14(4) 8 MT NPS- Test GL.. Rehabilitate Mary Gla... Reconstructionof 12...  Western Federal Lands
B SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NP5 GLAC 14(4) & MT NP5 GLACIER . Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands
m All Projects SIT T NPS GLAC 14(4) & MT NP5 GLACIER . Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
SIT MT NPS GLAC 14{4) & MT NP5 GLACIER .. Rehabilitate Many Gla_. Reconstructionof 12 .. Western Federal Lands
|

Figure 1: Navigation to Projects Module

11
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2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  "40)=Cl Lz |AILs
Q, Type ta search ¥ W A iy Select Dashboard: bs s ~  Made: isw v  fINew _FEdic [ Delete 5 Set As Default
L s -cemorssorzesm -

Raporl Viewer

General
E— Hadcer 1113 schadiilal srer |
View nzport

[4] =7 SIT-CAERFOFSLSPDR 2023-1(1) TS [~
& + Documents
= Doturment Search
= “rojec: Resort Gallory
® Froject Calennar
— lund Wanagsment
®m Project Zund st
m Project =und Iransactior
= Funding Aules
+ 2id tstimale Informalion
+ ziddirg

+ Cantracts
Figure 2: Expanding Projects Folder

3. Inthe navigation pane, expand Bidding, and then click Advertisement.
The ADVERTISEMENT list page is displayed.

PROJECTS ADVERTISEMENT
Q Typseto Search X v oA '-j _# Edit = & Assaciate *L" selectActions~  [20 Merge and Attach = £ Attachments A7 Manage
el @ view vo & Viorkiiow Userls) B Merge 2nd Download = Tt Customize List 7 acd
BT - chermors seoRaos 1) - New  |ff petere MY By show Pending On Useris) [2N Merge snd Email Repots M audrriog ~hone- %3 fear
Gamsral senenat worksLow e e s erens
[J] B solicitation Number Project Code Project Name Salicitation Procedure  Privacy Privacy Notice A+ Bidding

O = sIT CAERFO Fs LS?DR 2023 ..
|

& + Documents Ho razords o dlszlay,
B Document Sgarch
& Projet depar Gallery
 Project Calandar
4+ Fund Mznagemen:
— Eid Zstimarz Infarmaticn
= (511 -CA LRFD FS LSPOR 2.
® Cnginzers Cstmate
— Eiddirg
= Amerdment
m Hig Openng And Revisw

m Conlracs

[ 2

4
4 (] - ] st

Figure 3: List Page of the Advertisement Form

12
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4. Click New.
The ADVERTISEMENT page is displayed.

ADVERTISEMENT

[@ savesExit [ Save&Continue (®) Cancel 237 Workflow v  *L* Select Actions »

ADVERTISEMENT DETAILS "
Solicitation Number @ LSE2AFZIRODIOIS EE Number : F2-001
Project Code : SIT-CAERFOFSLSFOR 2023101 Project Name : ST-3lack Mounlain Ruad
()]
Solicitation Procedure @ Negot ated/arF v Competition Information : 55 Source, 43 %
Allow Paper Bids : [2 Privacy : :: Data is public
® Dsta cznnot be reizzsec
A+B Bidding : [} Privacy Notice " Saurce Selection infarmation - Se
Bid Opening Date and Time ©  06/26/202412.00°M & & Bid Opening Officer =  Rvan 1 lips
TimeZone ;KT v
Bid Opening Location @ _akewocd, L0
Bid Schedule Text : “BidderOfferor please note: Uefore preparing the bid, carefully read the Sclictation Provisions. Inse-ta unit bid piice, in &
-§<Lr'1p,ﬂ:lom for which a quantity appaars in the bid schedule. Mu'tiply the unit price by the quantity for each pay zem
Z'f"ﬂ?'o Should any mathematical check made by the Govemment show a mistake in the amount oid, ths
—t:-’:\su): L:;’allp,’;« Vi/hen the word “*LFSM'* [Lumd Sum) appears as a unit bid price, insert an amount for each lump
:'rlv p\:‘{'ena sum based on 2 “xed rate appears 75- any pav tem in the amcunt bid column, include the Govemment
'r—umsc “5r the item 'n the totz! bid amount. 'otal zll of the amounts bid %o each pay item anc show the te:zl bid
. - . Y
Figure 4: Advertisement
The Advertisement Details tab displays the following information:
Field Name Description
EE Number The estimate number of the final engineer's estimate is available as a
hyperlink. Upon clicking the link, the engineer's estimate opens in a new
tab.
Project Code The project code of the project.
Project Name The name of the project.
Bid Schedule Text The content from the Bid Schedule Text catalog of the library.
Note: Optionally, you can change the text as necessary for the specific
advertisement
5. Provide the appropriate information in the fields, as described in the following table:
Field Name Description
Solicitation Number Enter a unique alphanumeric code to identify the advertisement.
Solicitation Procedure From the drop-down list, select the appropriate solicitation
procedure.

13
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Field Name Description

Available options are Design-Build, Letter Contract,
Negotiated/RFP, Other, etc.

The drop-down list displays the solicitation procedures defined in
the Solicitation Procedure catalog of the library.

Allow Paper Bids Select the check box to enable importing paper bids in the

Bid Opening And Review form.

For more information on importing paper bids, refer to Section
3.4.2. Importing a Bid.

Competition Information From the drop-down list, select the appropriate competition
information.

The available options are Best Value—LPTA, Best Value—Trade
Off, Full & Open, Sole Source, 8a, etc.

The drop-down list displays the competition information defined
in the Competition Information catalog of the library.

Privacy Select the appropriate option.

If the Data cannot be released option is selected, then the Privacy
Notice field is displayed. The Privacy Notice field displays a
default value. However, you can edit it as necessary.

Note: For the records selected with the Data cannot be released
option, if you perform a Unit Price Search, those records are

A+B Bidding Select the check box to enable the combination of bid item cost
and time component for awarding a bid.
* Adenotes the cost of the actual bid item.
°* B denotes the time component associated with the bid
item.
Bid Opening Date and Time Select the date and time at which the bids received from
contractors will be opened for analysis.
* Click i, and select the date.
Note: You must select only future dates.
* Click ®, and select the time.
Bid Opening Officer Enter the name of the bid opening officer.
Time Zone Select the appropriate time zone.
Options available are EST, MT, PST, etc.
The drop-down list displays time zones defined in the Time Zones
catalog of the library.
The selected time zone determines when the bid opening date
and time have passed.
Note: The default value is set to the time zone of the division to
which the project belongs.
Bid Opening Location Enter the appropriate location for bid opening.
14
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6. To restrict the solicitation availability to a specific set of contractors, in the LISTING OF
CONTRACTORS ALLOWED TO SUBMIT THE BID section, perform the following steps:
a. Click Add.
The New LISTING OF CONTRACTORS ALLOWED TO SUBMIT THE BID dialog box is
displayed.

New LISTING OF CONTRACTORS ALLOWED TO SUBMIT THE BID X

Company Name ™ Key Stone Limited

Email ID : keystoneltd@amail.com

Phone Number : 2222223222

Company User *: | Steve

Save Cancel

Figure 5: Contractors Allowed to Submit the Bid

b. Provide the appropriate information in the fields, as described in the following table:

Field Name Description
Company Name To select the company name, perform the following steps:
i Click '

The Company Picker dialog box is displayed.

Company Picker x

661 Asphal: Busters

2205 Aepaliall LEC Test

2647 [« s
on g - - - Sp—
=T

Figure 6: Company Picker Dialog Box

15
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Field Name Description

Available options are active company names defined in the
Contractor Details catalog of the library.

ii. Click the appropriate company, and then click Select.

Email ID Enter the email address of the company.

Phone Number Enter the contact number of the company.

Company User To select the users, perform the following steps:
a. Click -

The Company User Picker dialog box is displayed.

Company User Picker x

O salected of total 4
I T
O roy a
O Jorey
D Steve
D Tes|Bidder1 v
nnmnu 40 w |items 1-4of4items

s

Figure 7: Company User Picker Dialog Box

Based on the company selected in the Company
Name field, the names of the users vary.
Available options are active users with the Bidder role
defined at the enterprise level.

b. Selectthe check boxes adjacent to the appropriate
users, and then click Select.

c. Click Save.
d. Optionally, perform the following steps, as applicable:

e Toeditarecord, click the appropriate record, click Edit, and then repeat steps 6b to 6c, as
applicable.
e Todelete arecord, click the appropriate record, click Delete, and then click OK.

7. Optionally, inthe ATTACHMENTS section, upload or link related files. For information on
attachments, refer to Section 4.1. Attachments.

16
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8. Toview all the advertisement items, click the Bid Items tab.

ADVERTISEMENT

B save&Exit [[g Save & Continue (%) Cancel [ Workflow »  *L* Select Actions

ADVERTISEMENT DETAILS | BID ITEMS G

BID ITEMS
e el e il e e ) L I s
Description . . Quantity
Letter Path No. Description ($) Number
CONSTRUCTI a
A Schedule A A0D40 152010000 ON SURVEY LPEM 1.000 42,000.00
AND STAKING l
CONTRACTOR
A Sehedule A () AODEN 15301-0000  QUALITY LPSM 1.000 51,000.00
CONTROL
A Schedule & A0Q20 15401-0000 CONTRACTOR LPSM 1.000 51,000.00
TESTING
CONSTRUCTI
A Schedule A \:l A0100 15501-0000 ON LPSM 1.000 30,000.00
SCHEDULE
SOIL
A Schedule & A0120 15701-0000 EROSION LPSM 1.000 50,000.00
CONTROL
STORM
WATER v
e ol T smsan A rman Anan R ineLs 1 Ann 1mAnA AR

ATTACHMENTS

oS

e o S N o N N

Mo Attachments zvailable

Link Document Upload Document v

Figure 8: Bid Items Tab
The Bid Items tab displays all the bid items that is published to the E-bidding module.

The following sections are displayed:

Section Name Description

BID ITEMS Details of the items from the final engineer's estimate.

A+B BIDDING This section is available only if the A+B Bidding check box is selected at
the Advertisement Details tab.

The BID ITEMS section displays the following information:

Note: You cannot make any changes to the items available in the BID ITEMS section.

Column Name Description

Schedule Letter The schedule letter as defined for the container in the final
engineer's estimate.

Container Path The name of the container as defined in the final engineer's
estimate.

Option The Pay Item No defined as Base or Option in the final engineer's
estimate. If a Pay Item No is defined as Option, then the checkbox
adjacent to the respective pay item is selected.

17



Federal Highway
Administration

Acquisition and e-Bidding
Participant Guide

Column Name

Description

Description

The description of the Pay Item No from the final engineer's
estimate.

Supplemental Description

The additional description of the Pay Item No as defined in the final
engineer's estimate.

Unit

The unit of the Pay Item No from the final engineer's estimate.

Quantity

The quantity of the Pay Item No as defined in the final engineer's
estimate.

Unit Price ($)

The unit price of the Pay Item No as defined in the final engineer's
estimate.

Alternate Number

The sub container name of the Pay Item No as defined in the final
engineer's estimate.

Description

The description of the Pay Item No from the final engineer's
estimate.

Supplemental Description

The additional description of the Pay Item No as defined in the final
engineer's estimate.

9. To add a schedule letter and its attributes, in the A+B BIDDING section, perform the following steps:

Note: This section is available only if the A+B Bidding check box is selected at the Advertisement Details

tab.

a. Click Add.

The New A+B Bidding dialog box is displayed.

New A+B Bidding

Schedule Letter *
Admin Cost ($)

Estimated Number of
Days
Minimum Number of
Days
Maximum Number of
Days

0.00

Figure 9: New A+B Bidding Dialog Box

b. Provide the appropriate information in the fields, as described in the following table:

Field Name

Description

Schedule Letter

From the drop-down list, select the appropriate option.
Available options are the schedule letters from the final

18
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Field Name Description
engineer's estimate. Once a letter is added to this field, you
cannot add the same letter again.

Admin Cost ($) Enter an estimated cost per day.
Estimated Number of Days Enter the total number of days estimated to complete the
work.
Note:

* You must enter positive numbers without decimals.

* The number of days must be within the range of the
minimum and maximum number of days.

Minimum Number of Days Enter the minimum number of days required to complete

the work.

Note:

* You must enter positive numbers without decimals.

* Inthe e-Bidding module, the bidder must enter the value
of the (A+B) Number of Days field greater than or equal
to this number.

Maximum Number of Days Enter the maximum number of days required to complete
the work.
Note:

* You must enter positive numbers without decimals.

* |Inthe E-bidding module, the bidder must enter the value
of the (A+B) Number of Days field lesser than or equal to
this number.

c. Click Save.

d. Optionally, perform the following steps, as applicable:
* Toeditarecord, click the appropriate record, click Edit, and then repeat steps 9b to 9¢, as

applicable.

* Todelete arecord, click the appropriate record, click Delete, and then click OK.

10. Optionally, in the ATTACHMENTS section, upload or link related files. For information on
attachments, refer to Section 4.1. Attachments.

11. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.
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3.1.2. Publishing an Advertisement

Prerequisites

The role of the logged-in user must be any of the following:
* Administrator

* Acquisitions

Overview

This section explains the positive and forward workflow actions to reach the Advertisement Published
workflow status. To move an Advertisement record through the defined workflow, perform the following

steps:
Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, iypetosearch X v oA ;:l New ;m_' Warkflow ~ @ Reports - f'e Manage Users I Mark Offline/Online &) More -
'x.] ~ 1] Project Code Project Name Project Description Business Unit
Splart Prolet -
. . T .
E 4 Recent Projects .

SIT MT NPS GLAC 14(4) B MT NPS- Test GL.. Rehabilitate Mary Gla... Reconstructionof 12...  Western Federal Lands
B SIT - CA ERFO FS LSPDR 2023-1(1)

SIT MT NP5 GLAC 14(4) & MT NP5 GLACIER . Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands
m . SIT T NPS GLAC 14(4) & MT NP5 GLACIER . Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

All Projects
SIT MT NPS GLAC 14{4) & MT NP5 GLACIER .. Rehabilitate Many Gla_. Reconstructionof 12 .. Western Federal Lands
|

Figure 10: Navigation to Projects Module

2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  1"40)=C1 Lz 1ALs
Q Type tosearch K W A g Select Dashboard: iy v Made: visw v  PiNew _gEdit T Delete 8} Set As Default
ﬁ 511 -CAERIQ 15 LSPDR 2023-111) -

Heporl Viewer

General
E—— Hurrier 1119 sichad sl srter |
View Report

JUEN] ? SIT- CAERFO FS LSPDR 20231(1) stermates =l
@ + Noruments

Ducument Search

Brajoct Resort Gallery

Project Calencar

= lund Managzment
m Project Sund List
m Project-und Transaction
= Funding Aules
+ Bid sstimale Informalion
+ Biddirg

+ Contracts

Figure 11: Expanding Projects Folder
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3. Inthe navigation pane, expand Bidding, and then click Advertisement.
The ADVERTISEMENT list page is displayed.

4. Inthe list page, select the appropriate record in the Draft workflow status, and then click

Select Actions.

ADVERTISEMENT

_f Edit o & Associate %" select Actions = | [20 Merge and Attach I:.I B Attachments A7 Manage
[ -l %’

@ View ;e ,.%._ Workflow User(s) rge and Download ?g Customize List ";? Add
@' Delete Ry 80 Showr Pending Qn Userls) Send for EE Revision rge and Email Rsp-or'[; ||_:—=a Audit Log "W:"‘E" “.? Clear
GENERAL WORKFLOW MAIL MERGE OTHERS FILTERS
B solicitation Number Project Code Project Name Solicitation Procedure  Privacy Privacy Notice A+B Bid
0
6982AF23R000015 SIT- CAERFO FSLSPD..  SIT - Black Mountain R... Negotiated/RFP Data cannot hereleas..  Source Selection Infor... D

Figure 12: Workflow Action - Publish Advertisement

5. Click Publish Advertisement, and in the Masterworks dialog box, click OK.
The record is moved to the Advertisement Published workflow status.

3.1.3. Canceling an Advertisement

Prerequisites

The advertisement must be in the Advertisement Published workflow status.
* The bidis not awarded.

* Therole of the logged-in user must be any of the following:

m  Administrator
m Acquisitions

Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iype to Search X W o 41 Mew B workflow ~  [3] Repors ~ 8y ManageUsers  Fg Mark Offine/Online € More ~
i.] 0  Project Code Project Name Project Description Business Unit
Selart Project -
T T T T
E 4 Recent Projects - . . -
SIT MT NP5 GLAC 14(4) 8 MT NP5- Test GL... Rehabilitate Many Gla... Reconstructionof 12 ...  Western Federal Lands
Al 51T - CA ERFO FS LSPDR 2023-1(1)
SIT MT NP5 GLAC 14(4) 8 MT NPS GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
@‘ All Projects SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands
SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
|

Figure 13: Navigation to Projects Module
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2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD 14001 = 1AL%
Q, Type o scarch X W A iy Select Dashboard: Lisse ~  Mode: | Vizw «  finew _#Edit T Delete % Ser As Default
E General
—— Fidder 1113 schadlal emrer | |
[4] = SIT-CAERFO FS LSPDR 2023.1(1) R =
J L

= Dowumenl Search
= Project Reoort Gallory
® Project Calencar
— und Managemenl
m Project Sund List
m Project-und [ransactior
= Funding Aules
+ Bid sstimale Informalion
+ Biddirg

+ Contracts
Figure 14: Expanding Projects Folder

3. Inthe navigation pane, expand Bidding, and then click Advertisement.
The ADVERTISEMENT list page is displayed.

4. Inthe list page, select the appropriate record in the Advertisement Published workflow status,
and then click Select Actions.

ADVERTISEMENT
_E Edit - 9‘) Assariate | 'r Select Actions ~ @ Merge and Attach - é) q‘?
© View :0 ‘Q—,, Workflow User(s) Cancel Advertisement rge and Download E] f'g Z? “',?
E Delete History tpo Show Pending On User(s) [8X Merge 2nd Email Re""_o"s H'_Eo'\ "ch'e" ".?
GEMNERAL WORKFLOW MAIL MERGE OTHERS FILTERS
g Solicitation Number Project Code Project Name Solicitation Procedure  Privacy Privacy Notice
6982AF23R000015 SIT - CA ERFO FS LSPD...  SIT - Black MountainR... Negotiated/RFP Data cannot bereleas...  Source Selection

Figure 15: Workflow Action — Cancel Advertisement

5. Click Cancel Advertisement, and in the Masterworks dialog box, click OK.
The record is moved to the Advertisement Canceled workflow status.
For more information on the changes after the record is canceled, refer to Section 3.1.4.
Advertisement Workflow Status.
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The following table provides the workflow status (current and subsequent status) of the Advertisement

record.

For information on setting a workflow status to the next status, refer to Section 4.3. Workflow Status

Transitions.

Phase

Current
Workflow
Status

Action
Stakeholders

Action

Subsequent
Workflow
Status

Comments

Draft

Administrator
Acquisitions

Publish
Advertisement

Advertisement
Published

After the record is
moved to the
Advertisement
Published workflow
status, the following
changes occur: The
The published
advertisement is
available in the e-
Bidding module.
The published
advertisement
cannot be

edited.

Send for EE
Revision

Pending EE
Revision

After the record is
moved to the
Pending EE Revision
workflow status, the
following changes
occur:

* The previous
Engineer’s
Estimate isin
the Final
Estimate
workflow
status and is
automatically
moved to the
Archived
workflow
status.

* Aversion of
the same
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Current
Workflow
Status

Phase

Action
Stakeholders

Action

Subsequent
Workflow
Status

Comments

Engineer's
Estimate
record is
automatically
created inthe
Draft workflow
status.

°* Anemailis
sentto the
users
assigned the
Lead Designer
role for the
project.

2 Pending EE
Revision

<System
Automated>

EE Updated

Once the newly
created Engineer's
Estimate version is
moved to the Final
Estimate workflow
status, Masterworks
automatically moves
the Advertisement
record to the EE
Updated workflow
status.

Note: This workflow
action cannot be
performed manually.
An emailis sentto
the users assigned to
the Acquisition role
for the project.

3. EE Updated

* Administrat
or

* Acquisition
S

Publish
Advertisement

Advertisement
Published

After the record is
moved to the
Advertisement
Published workflow
status, the following
changes occur:
* The published
Advertisemen
tis available
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Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
inthe e-
Bidding
module.

* The published
advertisement
cannot be
edited.

Send for EE Pending EE After the record is
Revision Revision moved to the

Pending EE Revision
workflow status, the
following changes

occur:

The previous
Engineer's
Estimate in
the Final
Estimate
workflow
statusis
automatically
moved to
the Archived
workflow
status.

Aversion of
the same
Engineer's
Estimate
record is
automatically
created in the
Draft workflow
status.

An email is
sent to the
users
assigned with
the Lead
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* Acquisition
s

Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
Designer role
forthe
project.
4 Advertisem | e Administrat | Cancel Advertisement
ent or Advertisement Canceled Note: You cannot
Published perform this

workflow action after
a bid is awarded.
However, you can
perform this
workflow action even
after the bids (both E-
bidding and Paper
Bids) have been
received in the
system and the Bid
Opening and Review
date is crossed.

Upon performing this
workflow action, the
following changes
occur:

* Authorized
users cannot
create
any new
advertisement
records.

* Inthee-
Bidding
module, the
advertised bid
appears as
read- only and
is
automatically
moved
to the
Cancelled
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Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
workflow
status.

* Anemailis
sentto all the
bidders
whose bid
was in the Bid
in Progress or
Submitted
workflow
status.

* Ifthe bids are
received from
a canceled
advertisement
, then the bids
are
automatically
canceled, and
the record is
displayed
on the Bid

* Opening and
reviewing the
list page
inthe
Cancelled
workflow
status.

* The bid
associated
with the
canceled
advertisement
thatisin the
Sent to Bidder
for Correction
workflow
status of the
Bid Opening
and Review
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Phase Current Action Action Subsequent Comments
Workflow Stakeholders Workflow
Status Status
form s also
set to
Cancelled.

3.1.5. Generating Advertisement Reports

Prerequisites

The role of the logged-in user must be any of the following:

* Administrator

* Acquisitions
Overview

Based on the roles assigned to you, you can generate a report that illustrates various types of
information.

Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypeto Search X W A 41 New [ workflow ~ [&] Reports ~ &y ManageUsers P Mark Offline/Online @) More ~
'x_] select Prcjert 0  Project Code Project Name Projeci Description Business Unit
selact Prejer -
.
A Recent Projects
SIT MT NPS GLAC 14(4) 8 MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
3l SIT- CA ERFO FS LSPDR 202311}
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
@ All Projects SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 .. Western Federal Lands
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionof 12 .. Western Federal Lands
|}

Figure 16: Navigation to Projects Module

28



Federal Highway Acquisition and e-Bidding
Administration Participant Guide

2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHEDARD  I'40J=C1 Lz IAILS

Q, Type o Scarch X W A iy Select Dashboard: Lissc ~  Made: | Visw ~  flNew _FEdit T Delete % Set As Default
General
—_— Fudder (RALES schadula rrer | |

U!_l J_| SIT - CA ERFO 75 LSPDR 2023.7(7) alterrates ()

G + Daruments

= Document Search

= PBrojc: Regort Gallory

® Project Calencar

= lund Wanagsmenl
m Project Sund List
m Project —und Transactior
= Funding Aules

+ Sid sstmale Informalion

+ Biddirg

+ Contracts
Figure 17: Expanding Projects Folder

3. Inthe navigation pane, expand Bidding, and then click Advertisement.
The ADVERTISEMENT list page is displayed.
4. Inthe list page, click Reports, and then click Bid Schedule Report.
The report is generated and displayed.
For more information on the various report features available, refer to Section 4.2. Standard Report

Functions.

3.2. Amendment

The Amendment form enables you to make changes to the published advertisement until the bid
opening date and time has passed. You can create an amendment to make changes in the bidding
schedule and to modify, add, or delete estimated bid items.

You can create an amendment only after the advertisement is published. The amendment is available to
the bidders in the e-Bidding module. The bidders must acknowledge the modified items and the updated
documents to submit the bid.

You can perform the following tasks:

e 3.2.1.Create amendments

e 3.2.2. Publish amendments
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3.2.1. Creating an Amendment

Prerequisites

* Therole of the logged-in user must be any of the following:
o Administrator
o Acquisitions
* For more information on role-specific permissions, refer to Table 2 - Amendment Permission
Matrix.
* The associated advertisement is in the Advertisement Published workflow status. For more
information on the advertising workflow, refer to Section 3.1.4. Advertisement Workflow Status.

* |fthere are any prior amendments, then the records must be in the Amendment Published
workflow status. For more information on the amendment workflow, refer to Section 3.2.3.
Amendment Workflow Status.

* The bid opening date and time of the published advertisement or the previously published latest

amendment have not passed.

Overview

Until the advertisement is published, the New button is disabled in the Amendment form. You can create

only one amendment at a time.
Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, iype to Search X W A 41 Mew [B workflow ~ [3] Reports + 8y Manage Users [ Mark Offine/Online ) More ~
n 0  Project Code Project Name Project Description Business Unit
. Selart Preject -
T T T T
E A Recent Projects - . . -
SIT MT NP5 GLAC 14(4) & MT NP5- Test GL... Rehabilitate Many Gla... Reconstructionof12 ...  Western Federal Lands
i3] 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
{a All Projects SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER Rehabilitate Mary Gla.. Recanstructionof 12 ... Western Faderal Lands
SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ...  Western Federal Lands

Figure 18: Navigation to Projects Module
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2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PRCJECTS PROJECT DASHBOARD  P40)=C1 D= lalLs
Q, Type o scarch X W A iy Select Dashboard: Lisse ~  Mode: | Vizw «  finew _#Edit T Delete % Ser As Default
D sicemorssonzm - v

General
EE— Hirddter 1113 Schadils) arrer |
View Report

U!_l “71 SIT - CA ERFO FS LSPDR 2023-1(1) alterrates ‘:l
@ + Doruments
= Dowumenl Search
= Project Reoort Gallory
® Project Calencar
— und Managemenl
m Project Sund List
m Project-und [ransactior
= Funding Aules
+ Bid sstimale Informalion
+ Biddirg

+ Contracts
Figure 19: Expanding Projects Folder

3. Inthe navigation pane, expand Bidding, and then click Amendment.
The AMENDMENT list page is displayed.

PROJECTS AMENDMENT
Q. Type to search X v A [ workflow ~ [ Reports ~ Bt ExcelExport = (3 wore + T
m AL D 6 Lo 200 e |:| Solicitation Number Amendment Number Amendment Type Advertisement Date  Bid Opening Date and Time  Time Zone

ceneral I = MMy b B G

Na recores T display.
B = cacrro s LsPor zacs2024

@ + Documents

= Document 5zarch

= Proect Repert Gallery

= Project Calendar

+ Fund Maragement

— Bid Csbmale (nformation
— (CACRFOF5 LSPOR 230

®m [rginesr's Cslimate

— Bidding

= Adverlisernent

= Bit Opering Ard Rev s

4
> ® Contracts nnuu Paps 1 ol

Figure 20: List Page of Amendment Form
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The AMENDMENT page is displayed.

AMENDMENT

E._‘ Save & Exit ['6 Save & Continue

AMENDMENT DETAILS AMEMDMENT

Solicitation Number :
*
Amendment Type :

Bid Opening Date and Time *:

Engineer's Estimate Update * -@-‘r’es

Required
Amendment Reason

679854 30000FARC

*L" select Actions ~

@ Cancel

¥ wWorkflow ~

Amendment Number @ <Auta Generafzc>

Bid ltems Change X Advertisement Date : 07/23/2024

: EST

07/23/2024 9:00 AM Time Zaone

O No Allow Paper Bids

Bid Items Change

Figure 21: Amendment Details Page

The Amendment Details tab displays the following information:

Field Name

Description

Solicitation Number

The solicitation number as defined in the published advertisement.

Bid Opening Date and
Time

The date and time as defined in the published advertisement or the
latest published amendment, as applicable.

Note: You can also modify the details with future dates as
necessary. For information on entering the details, refer to step 5.

Amendment Number

On saving the record, a unique amendment identification number is
automatically generated.

Advertisement Date

The date when the advertisement was published.

Time Zone

The time zone as defined in the published advertisement.

Allow Paper Bids

The check box selection as defined in the published advertisement.
Note: You can also modify the selection as necessary.

5. Provide the appropriate

information in the fields, as described in the following table:

Field Name

Description

Amendment Type

From the multi-select drop-down list, select the amendment type.
Available options are Bid Items Change, Administrative Change, and
Bid Opening Date Change.

The drop-down list displays the active amendment types defined in
the Amendment Types catalog of the library.

Bid Opening Date and
Time

Select the date and time at which the bids received from contractors
will be opened for analysis.

* Click i, and select the date.
Click , and select the time.
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Field Name Description
Note: The entered date and time must be later than the current date
and time.

Engineer's Estimate Select the appropriate option, as applicable.

Update Required

Amendment Reason Enter the appropriate reason for modifying the published
advertisement.

6. If an engineer's estimate is updated due to an amendment, the changes made in the engineer's

estimate is available in the Amendment Items tab.
To view the changes made in the engineer's estimate, click the Amendment ltems tab.

AMEMNDMENT

[a Save & Exit ['8 Save & Continue @ Cancel E{T Workflow = *§* Select Actions =

ANMENDMENT DETAILS ~ AMENDMENT ITEMS

AMENDMENT ITEMS

ey
Change Container Schedule Pay Item Supplem... Alternate
Descripti... o Quantity
Type Path Letter No. Descripti... Mumber

SURVEY AND

New 12321 Schedule A A 15214-2000 STAKING, LPSM 1.000 1.500.00
RETAINING

WALL

Figure 22:Amendment Items Tab

Note: The Amendment Items tab displays relevant information in the AMENDMENT ITEMS section only
if the Engineer's Estimate Required field is selected as Yes and the Amendment record is moved
through the Pending EE Revision workflow status. For more information on the amendment workflow,
refer to Section 3.2.3. Amendment Workflow Status

The AMENDMENT ITEMS section displays the following information:

Note: You cannot make any changes to the items available in the AMENDMENT ITEMS section.

Column Name Description

Change Type Based on the change type of the pay item, the value is displayed.

e New: Anew payitem is added.
e Update: The quantity of the existing pay item is modified.
e Delete: The existing pay item is deleted.
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Column Name

Description

Line-ltem No

The line-item number as defined in the Final Estimate

Container Path

The name of the container as defined in the latest engineer's
estimate in the Final Estimate workflow status.

Option

The check box selection is displayed based on whether the Pay Item
No is defined as Base or Option in the latest engineer's estimate in
the Final Estimate workflow status. If a Pay Item No is defined as
Option, then the check box adjacent to the respective pay item is
selected.

Schedule Letter

The schedule letter as defined for the container in the latest
engineer's estimate in the Final Estimate workflow status.

Pay Item No The pay item number from the latest engineer's estimate in the Final
Estimate workflow status.
Description The description of the Pay Item No from the latest engineer's

estimate in the Final Estimate workflow status.

Supplemental Description

The additional description of the Pay Item No as defined in the
latest engineer's estimate in the Final Estimate workflow status.

Unit The unit of the Pay Item No from the latest engineer's estimate in
the Final Estimate workflow status.

Quantity The quantity of the Pay Item No as defined in the latest engineer's
estimate in the Final Estimate workflow status.

Unit Price ($) The unit price of the Pay Item No as defined in the latest engineer's

estimate in the Final Estimate workflow status.

Alternate Number

The sub container name of the Pay Item No as defined in the latest
engineer's estimate in the Final Estimate workflow status.

7. Click Save & Exit to save the record and return to the list page.

Optionally, click Save & Continue to save the record and continue on the same page. Click

Cancel to discard the added information and exit the page.
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3.2.2. Publishing an Amendment

Prerequisites

The role of the logged-in user must be any of the following:
* Administrator
* Acquisitions

Overview

This section explains the positive and forward workflow actions to reach the Amendment Published
workflow status. To move an Amendment record through the defined workflow, perform the following
steps:

Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypeto search X W A 41 New [ workflow ~ [£] Reports ~ &g ManageUsers D Mark Offline/Online () Mare +
n @  Project Code Project Name Project Description Business Unit
4 Selart Prajar -
A Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

A SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NP5 GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

@ All Projects SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ...  Western Federal Lands
SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

L}

Figure 23: Navigation to Projects Module
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2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  1P<0)=C1 Lz 1alLs
Q Type toscarch X W A g Select Dashboard: iy v Made: Vi v PINew _gEdit [0 Delete 1} Set As Default
ﬁ 511 -CAERID 15 LSPDR 2023-111) hd

Heporl Viewer

General
EE— Hirddter 1113 Schadils) arrer |
View Report

U!_l “71 SIT - CA ERFO FS LSPDR 2023-1(1) alterrates ‘:l

@ + Doruments
= Dowumenl Search
= Project Reoort Gallory
® Project Calencar
— und Managemenl
m Project Sund List
m Project-und [ransactior
= Funding Aules
+ Bid sstimale Informalion
+ Biddirg

+ Contracts

Figure 24:Expanding Projects Folder

3. Inthe navigation pane, expand Bidding, and then click Amendment.
The AMENDMENT list page is displayed.

PROJECTS AMENDMENT
Q Type w0 Search X W oA new [ workflow ~ [ Reports = Bt Excel Export = (2 More ~ T
iq - D Solicitation Number Amendment Number Amendment Type Advertisement Date  Bid OpeningDate and Time  Time Zone
CA ERFOFS LSPOR 23072024 =

E General MMy = MMddAyyyry bz = &
E [] 67985420000FARD Agol Bid Items Change 07/23/2024 07/23/2024 2:00 AM EsT
EE T CALRFO S L5PDR 23072024

@. + Documents
= Document Search
= Praject Repart Gellery
= Praject Colerdar
+ Fund Mznagement
+ Uid Lstimate Informaticn
— Uidding
= Advertisement
= [id Opening And Review

= Contracts

Figure 25: List Page of the Amendment Form
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4. Inthe list page, select the appropriate record in the Draft workflow status, and then click

Select Actions.

AMENDMENT

F edic @ view TI pelete [ warkflow - [#] reports + € wmore - 1 Seleded X Y
Solicitation Number Amendment Number dvertisement Date  Bid Opening Date and Time  Time Zone

Send for EE Revision

Publish Amendment v rddtyyy E MM/ddiyyyy b o

67985430000FARO E Aoal ~ 7/23/2024 07/23/2024 9:00 AM EST

Figure 26: Workflow Action — Publish Amendment

5. Click Publish Amendment, and in the Masterworks dialog box, click OK.
The record is moved to the Amendment Published workflow status. For more information on the
changes after the record is published, refer to Section 3.2.3. Amendment Workflow Status.
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3.2.3. Amendment Workflow Status

The following table provides the workflow status (current and subsequent status) of the Amendment
record.

For information on setting a workflow status to the next status, refer to Section 4.3. Workflow Status
Transitions.

Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
1 Draft * Administrator | Publish Amendment | To perform this
¢ Acquisitions Amendment | Published workflow action,

ensure the following
conditions are met:

°* The
advertisement
isnotinthe
Advertisement
Canceled
workflow
status.

* The bid
opening
date and time
of the
advertisement
or the
previously
published
latest
amendment
have not
passed.
After the record is
moved to the
Amendment
Published workflow
status, the following
changes occur:

* The published
amendmentis
available in
the e- Bidding
module.
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status

* The published
amendment
cannot be
edited.

°* Inthee-
Bidding
module, the
submitted
bids are
moved to
the Bid in
Progress
workflow
status and a
notification
email is sent
to all the
bidders who
have
submitted the
bid.

Send for EE Pending EE To perform this
Revision Revision workflow action, the
Engineer's Estimate
Update Required
field must be
selected as Yes.
You can change the
selection of the
Engineer's Estimate
Update Required
field until the record
is in the Draft
workflow

status.

Note: An
Amendment record
can be resent for EE
Revision only once.
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Current
Workflow
Status

Phase

Action
Stakeholders

Action

Subsequent
Workflow
Status

Comments

If there are any
further revisions
required, then a new
Amendment record
must created.

After the record is
moved to the
Pending EE Revision
workflow status, the
following changes
occur:

* The previous
Engineer's
Estimate in
the Final
Estimate
workflow
status is
automatically
moved to the
Archived
workflow
status.

* Aversion of
the same
Engineer's
Estimate
record is
automatically
created in the
Draft
workflow
status.

* Anotification
email is sent
to the users
assigned with
the Lead
Designer role
for the
project.
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
2. Pending EE | <System - EE Updated Once the newly
Revision Automated> created Engineer's

Estimate version is
moved to the Final
Estimate workflow
status, the following
changes occur:

°* The
Amendment
record is
automatically
moved to the
EE Updated
workflow
status.

* Anotification
email is sent
to the users
assigned with
the
Acquisitions
role for the
project.

Note: This workflow
action cannot be
performed manually.

3 EE Updated e Administrator | Publish Amendment | To perform this
Amendment | Published workflow action,
ensure the following
conditions are met:

* The
advertisement
isnotinthe
Advertisement
Canceled
workflow
status.

* The bid
opening date
and time of
the

* Acquisitions
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status

advertisement
or the
previously
published
latest
amendment
have not
passed.
After the record is
moved to the
Amendment
Published workflow
status, the following
changes occur:

* The published
amendmentis
available in
the e-Bidding
module.

* The published
amendment
cannot be
edited.

Send for EE Pending EE After the record is
Revision Revision moved to the
Pending EE Revision
workflow status, the
following changes
occur:

* The previous
Engineer's
Estimate in
the Final
Estimate
workflow
status is
automatically
moved to the
Archived
workflow
status.
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status

* Aversion of
the same
Engineer's
Estimate
record is

* automatically
created inthe
Draft
workflow
status.

* Anotification
emailis sent
to the users
assigned with
the Lead
Designer role
for the
project.

3.3. e -Bidding

The e-Bidding module in Masterworks ensures a highly confidential bidding process. Once an
advertisement is published, a bid in the Published workflow status is automatically created in the e-
Bidding module, soliciting bidders to bid. The bid is displayed in the CONTRACTOR BIDDING LIST page.

To access the e-Bidding module, bidders must log in to Masterworks using the registered username and
password.

Note: To create an account with a Bidder role, refer to Section 3.3.1. Bidder Accounts.

The e-Bidding module enables bidders to review published advertisements and bid on them. The bidders
can update the bid prices, bid guarantees, and contact information, and submit their bids before the bid
opening date and time expires. They can also revise the submitted bids for suggested corrections.

Additionally, published amendments are displayed in the e-Bidding module. The bidder must
acknowledge all the amendments before submitting the bid.

Only users with the Bidder role can access all the forms in the e-Bidding module. This ensures the
integrity of the entire e-Bidding process and security protocols.
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The e-Bidding module enables the bidders to perform the following functions:

* 3.3.3. Submit bid responses

* 3.3.4. Modify submitted bid responses
e 3.3.5. Withdraw bids

* 3.3.6. Acknowledge amendments

3.3.1. Bidder Accounts

You must have an account with the Bidder role to submit bids. There are two ways to create a bidder
account:

e 3.3.1.1. Self-registering a Bidder Account
* 3.3.1.2. Creating a bidder account by FHWA

After the accounts are created, the users with the Bidder roles can log in to the e-Bidding
module of Masterworks and submit bids.

3.3.1.1. Self-registering a Bidder Account

Overview

You can create your own account to log in to Masterworks and access the e-Bidding module. You can
create a new user account through the New Federal Lands System Bidder link and enter the personal
details. Once you've entered your information and completed the registration, an OTP will be sent to your
registered email address. After verifying the email OTP, you'll receive another OTP on your registered
phone number. Upon confirming the second OTP, your Masterworks account will be created, and the
Bidder role will be automatically assigned to you.

The bidder can now log into Masterworks through a link sent to the email address.
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Steps

1. Click the https://fhwatraining1.masterworkslive.com/ link.
2. Inthe login page, click New Federal Lands System Bidder.

"‘ LII:.S. Dce-’pc:rlmelnt lflf"l'rurrshpoﬂuﬁon
ederal Highway
.

Administration

® User Name
a |

New Federal Lands System Bidder Forgot password?

Password

UAT Build- eDelivery 23.1.1.20240819.15
© Aurigo Software Technologies, Inc. All rights reserved.

Figure 27: Login Page
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The BIDDER REGISTRATION page is displayed.

User Name

. "
First Name
Middle Name :
Last Name :

=

Password
confirm Pessword "
Email 1D %
Fhone "

=

Company :

Click Here to Add Company Details Manually

Select One

a

" I’I:S Iz;uulhnﬂil |u-i.Truura;.mwl.: ion
ederal Highway
@ Administration

USER REGISTRATION

Company Name :
UEI Number :
Buslness Type : None selected -

Address 1 :
Address 2 :
City :

state : | Select One
Zlp Code :
> Fhone Number :

EmailiD :

b 1% ONS X

Get Audio Code

Verification Code

Type the code from the image

s | e | v

Version : 23.1.1.20240919.15
VIAT Ruild. aNalivan,

Figure 28: Bidder Registration Page

3. Provide the appropriate information in the fields, as described in the following table:

Field Name Description

User Name Enter a unique identification name for the user account. The
user name is used to login to the application.

First Name Enter the first name of the user.

Middle Name Enter the middle name of the user.

Last Name Enter the last name of the user.

Password Enter a password for the user account.

Confirm Password

Enter the same password as entered in the Password field to
verify that you have entered correct password.

Email ID Enter the email address of the user.
Country Enter the name of the country where the user resides.
Phone Enter the mobile number of the user.
Note: Ensure the format of the phone number is xxx- Xxx-
XXXX
Company Select the name of the company.

Available options are active companies listed in the
Contractors library catalog.
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Field Name Description
Note: The contractors list will not display the names of sub-
contractors.

Upon selecting the company, the following fields are
automatically updated:

* Contact

* UEINumber

* Business Type

* AddressLine 1and Line 2

* City, State, Zip Code

*  Phone Number

* EmaillD
Click Here to Add Company Select the check box if the company name does not exist in
Details Manually the Company selection field.
Note: If the check box is selected, then the Company field is
hidden.
Enter the company name of the user.
Company Name Note: If the company name is being entered manually, then
all other details of the company, such as the Contact, UEI
Number, Business Type, Address, etc. must be entered
manually.
Contact By default, displays the details based on the selected
company.
However, you can edit the contact details if you are entering
the company details manually.
UEI Number By default, displays the details based on the selected
company.
Optionally, you can edit the contact details if you are
entering the company details manually.
Business Type By default, displays the details based on the selected
company.
Optionally, select the appropriate business type.
Address Line 1, Address Line 2 | By default, displays the details based on the selected
company.
Optionally, enter the address of the user.
City By default, displays the details based on the selected
company.
Optionally, enter the name of the city where the user
resides.
State By default, displays the details based on the selected
company.
Optionally, enter the name of the state where the user
resides.
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Field Name Description
Zip Code By default, displays the details based on the selected

company. Optionally, enter the zip code for the address
where the user resides.

Phone Number By default, displays the details based on the selected
company. Optionally, enter the mobile number of the
company.

Email ID By default, displays the details based on the selected
company.

Optionally, enter the email address of the company.

4. Inthe Verification Code field, enter the verification code as displayed.
Alternatively, perform the following steps, as applicable:
1. To change the verification code, click
2. To enable the audio code, click Get Audio Code.
5. Click Register.
Upon clicking Register, a page to enter the OTP is displayed.
Alternatively, perform the following steps, as applicable:
* Todelete all the information entered in the respective fields, click Reset.

* To cancel the registration process, click Cancel.
6. Enterthe OTP thatis sentto the registered email address.
Note: You can resend the OTP after 9- seconds if you are unable to find the initially sent OTP.
7. Enterthe OTP thatis sent to the registered phone number.
Note: Masterworks automatically approves the user with the Bidder role.
* Anexternal user account with Bidder role is created in the application.
* If a contractor registers through a manually entered company, a record for the contractor gets
created in the Contractor Details library catalog.
* Anemailis sentto the registered email address of the user with the link to log in to the
Masterworks application.

* Users wth the Bidder role have access only to the e-Bidding module.
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3.3.1.2. Creating a Bidder Account by FHWA

Overview

Only users assigned with the Administrator role can create user accounts with the Bidder role.
Steps

1. Inthe module menu, click Administration.
The ADMINISTRATION page is displayed.

ADMINISTRATION ADMINISTRATION
Q Type Lo Scarch ® v A L .
r| Application Settings
f-} [ System Cenfigurations % Establish sysrem configurations including email settings, reporr logos, and user statisrics.
fim i
E [ Functiona Configurations User Management
[ User Management I:' Create user groups, establish roles and permissions, authenticate pending registrations, and manage

users system wide.

Ik
[ Configuration ToolkiL
@ . Workflow Management

Daoc Extraction Admin &I
Create, Edit, Delete and Publish Workflows.

[| Form Builder

B8 create and maodify the forms to meet your business requirements.

Figure 29: Administration Page

2. Inthe navigation pane, expand User Management, and then click User Accounts.

users system wide.

Workflow Management

ADMINISTRATION ADMINISTRATION
Q, Type to Search X v S N
r| Application Settings
tl]' ™ Functional Configurations - ‘k' Establish system configurations including email settings, report logos, and user statistics.
= Feature Settings
L s E] User Management
EEEI = Bucget Management Create user groups, establish roles and permissions, authenticate pending registrations, and manage

- Issue Log Color Configur...
= Mobile Application Settin...

= Important Notificaticns

Create, Edit, Delete and Publish Workflows.

Form Builder

— Report Management
B0 create and modify the forms to meet your business requirements.

= Report Configurations
= Report Subscriptiens

® Business Unit

4 User Management

= Sccurity Reles

® Pormissions

= Auto Invite

= Pending Repistrations

u RBulk Import ArureAD Us.. w

Figure 30: Navigation to User Accounts
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The USER ACCOUNTS list page is displayed.

USER ACCOUNTS

O

lJ]OOOO0ODO0OOO0oOO0oOoDoDOoOoo

'y

=

[#] Reports

User Name

Rachel_ConstCam...

Ryan_ProjectEngi...
Ryan_AsstPrajecr..

Ryan_InspectorAE

=

Ryan DesignerofR...

Ryan_RegionalEn...
Ryan_ProjectEngi..
Ryan AsstProject...
Ryan_Inspector

Ryan_ConstinspA...

Ryan_ConstOpsEn...

Ryan_ConstContr...

Ryan_ConstCantr...

[“11 Excel Import / Export ~
First Name  Middle Na...
Rachel
Ryan
Ryan
Ryan
Ryan
Ryan
Ryan
Ryan
Ryan
Ryan
Ryan
Ryan

Ryan

) More ~

Last Name

Rosen

Denham

Denham

Denham

Denham

Denham

Denham

Denham

Denham

Denham

Denham

Denham

Denham

2345573'910...um

Email
Rachel_ConstComple...
Ryan_ProjectEnginesA...
Ryan_AsstProjectEngi..
Ryan_InspectorAE@au...
Ryan DesignerofReco...
Ryan_RegionalEnginee...
Ryan ProjectEngineer...
Ryan AsstProjectEngi...
Ryan_Inspector@aurig...
Ryan_ConstinspAEMa...
Ryan_ConstOpsEngine...
Ryan_ConstContrMan...

Ryan_ConstCantrQCM...

Is Active?

O &

(< Ja <

oQ

N << RN < BB <R <<

Figure 31: List Page of User Accounts
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3. Click New.

The ADD USER page is displayed.

ADD USER

[a Save & Exit L'S Save & Continue

*

User Name :

. *

First Name :
Middle Name :
Last Name :
Email *:

Fax :

Company :
Mobile Number :
Telephone :
Certificate Number :

%*
Password ":

%*

Confirm Password ™:

Type *:

@ Cancel

Internal

ASSIGN ROLES

Available Roles

A/E Designer

A/E Lead Designer

A/E Manager

A/E Support Tools

Address Line 1
Address Line2 :
Address Line3 :
City :
State
Country :
Zip Code :

Account Expiry Date :

Send Email Notification

. . R,
Business Unit ":

Associated Role(s)

e
S |

-

Figure 32: Add User Page

Acquisition and e-Bidding
Participant Guide

09/23/2026

:d

Select o

4. Provide the appropriate information in the fields, as described in the following table:

Field Name Description

User Name Enter a unique identification name for the user account. The
user name is used to log in to the application.
Note: Once the record is saved, you cannot edit the user
name.

First Name Enter the first name of the user.

Middle Name Enter the middle name of the user.

Last Name Enter the last name of the user.

Email Enter the email address of the user.

Fax Enter the fax number of the user for facsimile communication.

Company Enter the company name of the user.

Mobile Number Enter the mobile number of the user.

Telephone Enter the telephone number of the user.

Certificate Number Enter the access certificate number assigned to the user.
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Field Name Description
Type From the Type drop-down list, select External.
Password Enter a password for the user account.

The password must adhere to the settings as defined in the
AUTHENTICATION & LOGIN SETTINGS page.

Confirm Password

Enter the same password as entered in the Password field to
verify that you have entered the correct password.

Address Line 1, Address

Line 2, and Address Line 3

Enter the address of the user.

City Enter the name of the city where the user resides.

State Enter the name of the state where the user resides.
Country Enter the name of the country where the user resides.

Zip Code Enter the zip code for the address where the user resides.

Account Expiry Date

Enter a date until which the account is valid. The user is denied
access to the application after this date.

Send Email Notification

Select the business unit to assign to the user. Available options
are Federal Land Highways, Eastern Federal Lands, etc.

Business Unit

The drop-down list displays the active business units defined in

the Business Unit form of the Administration module.

5. To assign the Bidder role to the user, in the ASSIGN ROLES section, perform the following steps:

a. Inthe Available Roles box, click Bidder.
b. Click®.

The Bidder role is displayed in the Associated Role(s) box.

The consolidated set of permissions for this role associated with the user account are made

available to the user.
6. Click Save.
The user account is created with the Bidder role.

3.3.2. Logging into Masterworks using Credentials - Bidder

Prerequisites

You can access Masterworks using any modern web browser.
Itis preferable to use Google Chrome or Microsoft Edge.

Overview

You can log in to Masterworks using your network credentials.

52



Federal Highway Acquisition and e-Bidding
Administration Participant Guide

Steps

1. Click the https://fhwamasterworkslive.com/ link.
The login page is displayed.

"\ lil:.S. D&pcnn'nelmlj Jrﬂr;\poﬂu‘riun
ederal Highway
o

Administration

User Name
ah |

New Federal Lands System Bidder Forgot password?

Password

UAT Build- eDelivery 23.1.1.20240919.15
@ Aurigo Software Technologies, Inc. All rights reserved.

Figure 33: Login Page

2. Enterthe User Name and Password.
3. Click Login.
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3.3.3.Submitting a Bid Response

Prerequisites

The bid opening date and time have not passed.

Overview

The e-Bidding module enables you to view the advertised bids and submit bid responses.
Steps

1. Loginto Masterworks using your registered username and password.
The CONTRACTOR BIDDING LIST page displays the list of bids assigned to you.

CONTRACTOR BIDDING LIST

Q Typerescarch X W A Bt ExcelExport + (3 Mare ~ T
E‘g Solicitation Number Advertisement Date  Solicitation Procedure  Competition Information  Workflow Status Privacy Pending On Ro
MMy B
GIHZAFZIR00015 07/23/2024 Negotiated/RFP Sole Source, 8a Published Data cannot be releas... Bidder
S0L1 06/19/2024 Two-step Sealed Bid Other Submitted Data is public Bidder
50L1 06/17/2024 Design-Build Other Submitted Data is public Bidder
69056721R000016 06/26/2023 Negotiated/RFP MATOC Task Order Published Data cannot be releas...  Bidder

4
> (] < JRE[ > ] p—

Figure 34: Contractor Bidding List Page
2. Torespond to an advertised bid, in the list page, perform the following steps:

a. Selectthe appropriate record in the Published workflow status, and then click Select Actions.

CONTRACTOR BIDDING LIST

J el ® view [ workfow + © wore - T
Solicitation Numbker Advertisement Da edure  Competition Information  Workflow Status Privacy Pending On R«
Bid in Progress

GIB2AF23R000015  » 07/23/2024 Negotiated/RFP Sole Source, Ba Published Data cannot be releas... Bidder

SoL1 06/19/2024 Two-step Sealed Bid Other Submitted Data is public Bidder
Figure 35: Workflow Action — Bid in Progress

b. Click Bid in Progress, and in the Masterworks dialog box, click OK.
The record is moved to the Bid in Progress workflow status.
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The CONTRACTOR BIDDING LIST details page is displayed.

CONTRACTOR BIDDING LIST

[@ save &Exit [g Save & Continue  (®) Cancel [ Workflow -

ADVERTISEMENT  EID TEM DETAILS EIDDER DETAILS

Solicitation Number : 68309721543
Project Code : PCO11
Salicitation Pracedure ! Negotiated/R-P
A+B Bidding :
Bid Opening Date and Time : 03/17/20254:25 AM
Bid Qpening Location ! |akewoud, SO

No. of Amendments : 0

*L" Select Actions -

Advertisement Date : 03/17/2023
Project Name : Green Mourtgin Road
Competition Information @ Sole Source, fa
Allow Paper Bids :

Time Zone @ EST

Upload 2 complered, signed copy of the did guarantee and any ather information required from the Invitation for bid.

ATTACHMENTS

D File View Status Document Name

No Attachments avallable

Upload Document

File Size

Figure 36: Contractor Bidding List

In the CONTRACTOR BIDDING LIST page, the ADVERTISEMENT tab displays the following information:

Field Name Description
Solicitation Number The unique identifier of the published advertisement.
Project Code The code of the project.

Solicitation Procedure

The solicitation procedure as defined in the published
advertisement.

A+B Bidding

The check box selection as defined in the published
advertisement.

Bid Opening Date and Time

The date and time as defined in the published advertisement or
the latest published amendment, as applicable.

Bid Opening Location

The location as defined in the published advertisement.

No. of Amendments

The number of amendments published for the associated
published advertisement.

Advertisement Date

The date when the advertisement was published.

Project Name

The name of the project.

Competition Information

The competition information as defined in the published
advertisement.

Allow Paper Bids The check box selection as defined in the published
advertisement or the latest published amendment, as
applicable.

Time Zone The time zone as defined in the published advertisement.
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4. If any amendmentis made to the published advertisement, then a hyperlink text is displayed. In the
ADVERTISEMENT tab, click the hyperlink Click here to acknowledge Amendments before bid
submission.

For information on acknowledging an amendment, refer to Section 3.3.6. Acknowledging

Amendment.
Note: You must acknowledge all available amendments to submit a bid response.

5. To edit the bidding details, perform the following steps:
a. Clickthe BID ITEM DETAILS tab.

CONTRACTOR BIDDING LIST

[B save & Exit [o Save&Centinue (%) Cancel 3 Workflow ~ “§" Select Actions ~

a
ADVERTISEMENT BID ITEM DETAILS | BICDERDETAILS
BID ITEMS
G Line Iitem D ot Sunplemental D . Guanti Alternate
ion escription ental Description uanti
- No. L L & Number
v

A Schedule A ADDAD 15201-0000 CONSTRUCTION SURVEY AND LRSI 1.000 0.00
STAKING A
CONTRACTOR QUALITY

A Schedule & AQDS0 15301-0000 LPSI 1.000 0.00
CONTROL 4

A Schadule A AODED 15401-0000 CONTRACTOR TESTING LRSI 1.000 0‘00‘

a Schedule A AD100 15501-0000 COMSTRUCTION SCHEDULE LPSH 1.000 o

A Schedule & AQ120 15701-0000 SOIL EROSION CONTROL LPSh 1.000 D.ch

A Sehadule A A0140 15720-0000 STORM WATER POLLUTION LRSI 1.000 0.00
PREVENTION PLAN A

A+B BIDDING
Upload 2 completed, sgned copy of the bid guarantee and any other informastion reguired Trom the invitation lor bid.
ATTACHMENTS
L
4 L]

Figure 37: Bid Item Details Tab

The following information is displayed:

Section Column Name Description
BID ITEMS Schedule Letter The schedule as defined in the final
engineer's estimate.
Container Path The container name as defined in the final
engineer's estimate.
Option The check box selection as defined in the final
engineer's estimate.
Line Item No The line item number as defined in the final
engineer's estimate.
Pay Item No The pay item number from the final engineer's
estimate.
Description The description of the Pay Item No from the
final engineer's estimate.
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Section Column Name Description
Supplemental The supplemental description of the Pay Item
Description No as defined in the final engineer's estimate.
Unit The unit of the Pay Item No from the final
engineer's estimate.
Quantity The quantity of the Pay Item No as defined in

the final engineer's estimate.

Note: The quantity of the item is non-
editable if the Force Quantity field is selected
forthe itemin the Standard Items Table
catalog of the library. You can still save the bid
without entering quantities.

Alternate Number The sub container name of the Pay Item No as
defined in the final engineer's estimate.
Change Type The value is displayed based on the changes

done in the latest final engineer's estimate.
Available options are New and Update.
* [Ifanitemis added through
amendment, then the column displays
New for the respective item row.
* |fthe quantity of an item is modified
through amendment, then the column
displays Update for the respective

item row.
A+B BIDDING Schedule Letter The schedule as defined in the published
advertisement.
Minimum Number of The minimum number of days as defined in
Days the published advertisement.
Maximum Number of The maximum number of days as defined in
Days the published advertisement.

Note: The A+B BIDDING section is available only if the A+B Bidding check box is selected in the
published advertisement.

b. Inthe BID ITEMS section, in the Unit Price ($) column of the appropriate item row, click and enter
the unit price for the bid item.

Note:

* Upon entering the value in the Unit Price ($) column for an item row, the Amount ($) column
displays the value for the respective item row.
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°* The unit price of the item is non-editable if the Force Unit Price field is selected for the item in the
Standard Items Table catalog of the library. You can still save the bid without entering the unit
price.

c. Inthe A+B BIDDING section, in the (A+B) Number of Days * column of the appropriate item row,
click and enter the appropriate number of days.

Note: You must enter the value within the range of the minimum and maximum number of days.

6. To editthe bidder details, perform the following steps:
a. Clickthe BIDDER DETAILS tab.

CONTRACTOR BIDDING LIST

[EJ Save & Exit B Save & Continue ® Cancel M Workflow v 4" Select Actions +

ADVERTISEMENT ~ BID ITEM DETAILS BIDDER DETAILS &

BIDDER DETAILS INFORMATION

Bid Submitter Name : Test Bidder1 Bid Submitter Phone :
Company : Key Srone Limired Bid Submitter Email : TestZidderi@aurigo.com
Business Type *: atirmx

Remarks @

ADDRESSES

i)
Use Address for
7 Address 1 Zip Code Phone Number

-

Address 1 Address 2 Austin T 523523 421-421-4214
2400 Laksline Rd Austin T 578727 761288 7224 v
e
BIDDER GUARANTEE
Guarantee Type : Bio Cond ~ Guarantee Amount (S) 0.00
Bond or Check ¥ : v
4 | 4
Figure 38: Bidder Details Tab
Section Field Name Description
BIDDER DETAILS Bid Submitter Name | The first name and last name of the logged-in
INFORMATION user. Alternatively, you can modify the name
as necessary.
Company The company of the logged-in user. This

company name is displayed in the Bid
Opening and Review form.

Business Type The business type defined in the Contractor
Details catalog of the library for the company
of the logged-in user.
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Section Field Name Description

Alternatively, you can modify the business
types. Available options are 8a Firm, Emerging
Small Business, etc.

Bid Submitter Phone | The phone number of the logged-in user as
defined while creating the user account.

Bid Submitter Email | The email address of the logged-in user
as defined while creating the user
account.

Alternatively, you can manually enter the
email address.

ADDRESSES Is Default The check box selection as defined in the
Contractor Details catalog of the library for
the company addresses of the logged-in user.
Use Address for Bid The check box selection as defined in the
Contractor Details catalog of the library for
the company addresses of the logged-in user.
Address 1 The address as defined in the Contractor
Details catalog of the library for the company
addresses of the logged-in user.

Address 2 The address as defined in the Contractor
Details catalog of the library for the company
addresses of the logged-in user.

City The city as defined in the Contractor Details
catalog of the library for the company
addresses of the logged-in user.

State The state as defined in the Contractor Details
catalog of the library for the company
addresses of the logged-in user.

Zip Code The postal code as defined in the Contractor
Details catalog of the library for the company
addresses of the logged-in user.

Phone Number The phone number as defined in the
Contractor Details catalog of the library for
the company addresses of the logged-in user.

b. Inthe BIDDER DETAILS INFORMATION section, in the Remarks field, enter any remarks about the
bidder.
c. To manage addresses, inthe ADDRESSES section, perform the following steps, as applicable:

* To add an address, perform the following steps:
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The New Addresses dialog box is displayed.

New Addresses

Is Default
Use Address for Bid

Address 1
Address 2
City

State

Zip Code

Phone Number *

X
*1 2400 Lakeline Rd
*: Austin
o Tx v
*1 578727

761-288-7221

Save Cancel

Figure 39: New Addresses Dialog Box

ii.  Provide the appropriate information in the fields, as described in the following table:

Column Name Description

Is Default Select the check box to ensure the address is marked as
default address for the contractor.

Note:

If this check box is selected, the same address is
updated in the Contractor Details catalog of the library.
If you mark more than one address as default, then an
error message is displayed while saving the bid
response.

Use Address for Bid Select the check box to ensure the address is used for
bidding.
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Column Name

Description

Note:

* The default address is automatically selected as Use
Address for Bid. However, you can select any other
address by selecting this check box.

* |fyou mark more than one address as for bidding, then
an error message is displayed while saving the bid
response.

Address 1 Enter the address.

Address 2 Enter the address.

City Enter the city.

State From the drop-down list, select the state. Available
options are AZ, TX, LA, AK, etc. The drop-down list
displays the active states defined in the State/Territory
catalog of the library.

Zip Code Enter the postal code of the address.

Phone Number

Enter the phone number for the address.

iii.  Click Save.

* To edit an address, perform the following steps:

i. Click Edit.

The Edit Addresses dialog box is displayed.

Edit Addresses
Is Default
Use Address for Bid

Address 1
Address 2
City
State

Zip Code

Phone Number

.2
. 2

2400 Lakeline Rd

Austin
TX ~
578727

761-288-7224

Figure 40: Edit Addresses Dialog Box
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ii. Makethe necessary changes.
iii.  Click Save.

d. Inthe BIDDER GUARANTEE section, provide the appropriate information in the

fields, as described in the following table:
Field Name Description
Guarantee Type From the drop-down list, select the guarantee type. Available
options are Bid Bond, Cashiers Check, Irrevocable Letter of Credit,
etc. The drop-down list displays the active guarantee types defined
in the Guarantee Type catalog of the library.

Bond or Check Enter a unique alphanumeric identifier for the guarantee amount
that is submitted along with the bid.
Guarantee Amount ($) Enter the appropriate guarantee amount for the bid.

7. Inthe ATTACHMENTS section, upload or link files related to the bid guarantee. For information on
attachments, refer to Section 4.1. Attachments.

8. Click Save & Exit to save the bid response details.
Alternatively, click Save & Continue to save the added details and continue adding more details.
Click Cancel to exit the page.

9. To submit the bid, perform the following steps:
a. Inthe CONTRACTOR BIDDING LIST page, select the appropriate record in the Bid in Progress

workflow status, and then click Select Actions.

CONTRACTOR BIDDING LIST

7 Edit  © view R workflow ~ | “L® select Actions ~ | & More ~

Solicitation Number Advertisement Da 'rocedure Competition Information  Workflow Status Privacy Pending On Role(s)
Submit Bid

6982AF23R000015 E 07/23r2024 Negotiated/RFP Sole Saurce, 83 Bid in Progress Data cannot be releas... Bidder

S0L1 06419/2024 Two-step Sealed Bid Other Submitted Data is public Bidder

Figure 41: Workflow Action - Submit Bid

b. Click Submit Bid, and in the Masterworks dialog box, click OK.
The bid response is submitted, and the record is moved to the Submitted workflow status.
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3.3.4.Modifying a Submitted Bid Response

Prerequisites

* The bid is available in the Submitted workflow status.

* The bid opening date and time have not passed.
Steps

1. Inthe CONTRACTOR BIDDING LIST page, select the appropriate record in the Submitted
workflow status, and then click Select Actions.

CONTRACTOR BIDDING LIST

_5 Edit €@ View H Warkflow - @ More =
Solicitation Number Advertisement Dz Competition Information  Workflow Status Privacy Pending On Role(s)
Return te Bid in Progress

Wddine]
Mrddlyyy| L= Withdraw

G982AF23R000015 E 07/23/2024 Lole Source, 8a Submitted Data cannot be releas... Bidder

50L1 06/18/2024 Two-step Sealed Bid Other Submirted Data is public Bidder
Figure 42: Workflow Action — Return to Bid in Progress

2. Click Return to Bid in Progress, and in the Masterworks dialog box, click OK.
The record is moved to the Bid in Progress workflow status.

3. Select the bid, and then click Edit.
The CONTRACTOR BIDDING LIST details page is displayed.

CONTRACTOR BIDDING LIST

[@ save&Exit [g Save&Continug  (®) Cancel [ Workflow -~ “L" Select Actions =

ADVERTISEMENT  BID TEM DETAILS ~ BIDDER DETAILS

Solicitation Number ! 65809721543 Advertisement Date : 03/17/2025
Project Code : PCO11 Project Name : Grezn Mourtzin Road
Salicitation Pracedure ! Negotiated/R-F Competition Information : Sole Source, 8a
A+B Bidding : Allow Paper Bids :
Bid Opening Date and Time : 03/17/20254:25 AM Time Zone : EST

Bid Opening Location @ [akewood, 2O

No. of Amendments : 0

Upload o complered, signed copy of the dic guarantee ond any other information required from the invitation for bid.

ATTACHMENTS

File View Status Dacument Name

No Attachments avallable

Upload Document

Figure 43: Contractor Bidding List Page
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4. To edit the bidding details, refer to Section 3.3.3. Submitting a Bid Response.

To edit the bidder details, refer to Section 3.3.3. Submitting a Bid Response.

6. 6.Inthe ATTACHMENTS section, upload or link files related to the bid guarantee. For information
on attachments, refer to Section 4.1. Attachments.

o

7. Click Save & Exit to save the bid response details.
Alternatively, click Save & Continue to save the added details and continue adding more details.
Click Cancel to exit the page.

3.3.5. Withdrawing a Bid

Prerequisites

* The bid is available in the Submitted workflow status.

* The bid opening date and time have passed.
Steps

1. Inthe CONTRACTOR BIDDING LIST page, select the appropriate record in the Submitted
workflow status, and then click Select Actions.

CONTRACTOR BIDDING LIST

_ﬁ"‘ Edit 4@ view [ Warkflow - @ Mare -

Solicitation Number Advertisement Da Competition Information  Workflow Status Privacy Pending On Role(s)
Return to Bid in Progress

MMddiyyy| B |

G982AF23R000015 : 07/23/2024 5ole Source. 8a Submirted Data cannot be releas...  Bidder

50L1 06/15/2024 Two-step Sealed Bid Other Submitted Datais public Bidder
Figure 44: Workflow Action — Withdraw

2. Click Withdraw, and in the Masterworks dialog box, click OK. The record is moved to the
Withdrawn workflow status.
For more information on the changes after the bid is withdrawn, refer to Section 3.3.7. e-Bidding
Workflow Status.
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3.3.6.Acknowledging Amendment

Prerequisites

* Inthe CONTRACTOR BIDDING LIST page, the value in the No of Amendments field for the bid
must be greater than 0.

* The bid opening date and time have not passed.
Overview

After the bid is submitted, if any amendments are issued to the published advertisement, Masterworks
automatically moves the corresponding bid to the Bid in Progress workflow status.

Note: You must acknowledge all the available amendments to submit a bid.
Steps

1. Inthe CONTRACTOR BIDDING LIST page, select the appropriate record in the Bid in Progress
workflow status, and then click Amendment.
Alternatively, perform the following steps:
a. Inthe CONTRACTOR BIDDING LIST page, select the appropriate record in the Bid in Progress
workflow status, and then click Edit.
The CONTRACTOR BIDDING LIST page displays the number of amendments available and the
hyperlink text.

CONTRACTOR BIDDING LIST

m Save & Exit L'S Save & Continue @ Cancel ﬁ Workflaw = *§" Select Actions «

ADVERTISEMENT BID ITEM DETAILS EIDDER DETAILS

Solicitation Number : ¢/$354300C0FARO Advertisement Date : (//23/2024
Solicitation Procedure : Nepolialed/RFP Competition Information :
A+BBidding : Allow Paper Bids :
Bid Opening Date and Time : C7/22/2024 9:30 AM Time Zone : EST

Bid Opening Location @ Texes

No. of Amendments : 1

Click here to acknowledge Amendments before bid submission

Upload 2 completec, signed copy of the bid guarantee and any other information required frem the invitation for bid.

ATTACHMENTS

L e e e e PP

Na Attachments available

Link Document Upload Document

Figure 45: Contractor Bidding List
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b. Inthe ADVERTISEMENT tab, click the hyperlink Click here to acknowledge Amendments
before bid submission.
The EBIDDING AMENDMENT list page displays the amendments associated with the
submitted bid.

EBIDDING AMENDMENT

# workflow ~ Bit Exce Export « @ More ~ T
|:| Solicitation Number Amendment Number Amendment Type Advertisement Date  Bid Opening Date and Time  Time Zone Allow Pape

mntrdcryyy| B Mnrddiyyy e B @ O
D 67985420000FARO A001 Bid Items Change,Bid ... 07/23/2024 07/23/2024 230 AM EST

Figure 46: E-bidding Amendment List page

2. To keep yourself updated on the modifications made to the advertised bid and submit a well-
analyzed bid response, you must view the amendment before acknowledging it.
In the list page, select the appropriate record in the New workflow status, and then click View.
The EBIDDING AMENDMENT page is displayed.

EBIDDING AMENDMENT

® cancel [# Workflow ~ “§" Select Actions ~

AMENDMENT DETAILS AMENDMERN

Solicitation Number : 67985430000FARC Amendment Number : AQ01
Amendment Type : Bid Items Change, Bid Opcning Advertisement Date : 07/23/2024
Date Change

Time Zone : EST
Bid Opening Date and Time : 0//23/2024 9:30 AM

Allow Paper Bids :

Figure 47: EBidding Amendment Details Page

The AMENDMENT DETAILS tab displays the following information:

Field Name Description

Solicitation Number The solicitation number of the published advertisement.

Amendment Type The type of amendment as defined in the amendment.

Bid Opening Date and Time | The date and time as defined in the published amendment.

Allow Paper Bids The check box selection as defined in the published
amendment.

Amendment Number The unique identifier of the published amendment.

Advertisement Date The advertisement date as defined in the published
advertisement.

Time Zone The time zone as defined in the published advertisement.
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3. Toview the amendment items, click the Amendment Items tab.

EBIDDING AMENDMENT

@ Cancel L'ﬂ Workflow = °L" Select Actions ~

AMENDMENT CETAILS | AMENDMENT ITEMS

AMENDMENT ITEMS

Container Schedule Suppl Alternate
Path Letter Dm:ﬂptlnn Number
SURVEY AND
12321 Schedule A 15214-2000 STAKING, LPSM 1.000
RETAINING

WALL

Figure 48: Amendment Items Tab

Column Name Description
Change Type Based on the change type of the pay item, the value is displayed.

* New: Anew payitem is added.
* Update: The quantity of the existing pay item is modified.
* Delete: The existing pay item is deleted.

Line Item No The line item number as defined in the final engineer's estimate.

Container Path The name of the container as defined in the final engineer's
estimate.

Option The check box selection is displayed based on whether the Pay
Item No is defined as Base or Option in the final engineer's
estimate.

If a Pay Item No is defined as Option, then the check box
adjacent to the respective pay item is selected.

Schedule Letter The schedule letter as defined for the container in the final
engineer's estimate.

Pay Item No The pay item number from the final engineer's estimate.

Description The description of the Pay Item No from the final engineer's
estimate.

Supplemental The additional description of the Pay Item No as defined in the

Description final engineer's estimate.

Unit The unit of the Pay Item No from the final engineer's estimate.

Quantity The quantity of the Pay Item No as defined in the final engineer's
estimate.

Unit Price ($) The unit price of the Pay Item No as defined in the final
engineer's estimate.

Alternate Number The sub container name of the Pay Item No as defined in the

final engineer's estimate.
4. To acknowledge the amendment, perform the following steps:
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a. Inthe list page, select the appropriate record in the New workflow status, and then click Select
Actions.

EBIDDING AMENDMENT

Solicitation Number Hp Amendment Type Advertisement Date  Bid Opening Date and Time  Time Zone Allow Pap
Acknowledge
MMiddlyyy| 5 MM/ddigyyy 0 55 @) O
1

67985430000FARO E ADD Bid Items Change.Bid ... 07/23/2024 07/23/2024 9:30 AM EST

Figure 49: Workflow Action — Acknowledge

b. Click Acknowledge, and in the Masterworks dialog box, click OK. The record is moved to the
Acknowledged workflow status.
You can now click the e-Bidding module to return to the CONTRACTOR BIDDING LIST page and
make the necessary changes. For information on making changes to the bid response record, refer
to Section 3.3.3. Submitting a Bid Response.

3.3.7.e-bidding Workflow Status

The following table provides the workflow status (current and subsequent status) of the e-Bidding record.
For information on setting a workflow status to the next status, refer to Section 4.3. Workflow Status
Transitions.

Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
1 Published Bidder Bid in Bid in -
Progress Progress
2 Bid in Submit Bid Submitted To perform this workflow
Progress action, ensure the following

conditions are met:

* Allthe amendment
records are
acknowledged.

* The bid opening date
and time have not
passed.

* The unit price and
quantity are filled for
all the bid items.

* Atleastone
attachment related
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Phase

Current
Workflow
Status

Action
Stakeholders

Action

Subsequent
Workflow
Status

Comments

to bid guarantee is
uploaded.

Submitted

Bidder

Return to
Bid in
Progress

<System
Automated>

Bid in
Progress

You can perform this
workflow action if the bid
opening date and time have
not passed.

Note: You must
acknowledge the

available amendments to
resubmit the bid.

After the bid is submitted, if
any amendments are issued
to the associated
advertisement, the following
changes occur:

* The corresponding
bid in the e-Bidding
module is
automatically moved
tothe Bid in
Progress workflow
status.

* Anotification emailis
sentto all the bidders
who have submitted
the bid.

Note:

You must acknowledge the
available amendments to
resubmit the bid.

Bidder

Withdraw

Withdrawn

* You can perform this
workflow action until
the bid opening date
and time have
passed.

* The withdrawn bids
are not displayed in
the Bid Opening And
Review form.

* Note: This workflow
action
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Phase Current

Status

Workflow

Action
Stakeholders

Action

Subsequent
Workflow
Status

Comments

is not reversible.

<System
Automated>

Bid
Corrections
Required

Users assigned with the
Acquisitions role can send a
received bid for corrections,
if

required.

In the Bid Opening And
Review form, if a received
bid is moved to the Sent to
Bidder for Corrections
workflow status, the
following changes occur:

* The corresponding
bid in the
e-Bidding module is
automatically moved
to
the Bid Corrections
Required workflow
status.

* Anotification emailis
sent to the bidder
who have submitted
the bid.

4 Bid

Required

Corrections

Bidder

Re-submit

Submitted

To perform this
workflow action,
ensure the following
conditions are

met:

* Ifany
amendment
records are
available,
those are
acknowledged

* The unit price
and quantity
are filled for
all the bid
items.
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
* Atleastone
attachment
related
to bid

guarantee is
uploaded or
available.

3.4. Bid Opening and Review

Post bid opening date and time, all the submitted bids from the e-Bidding module are available in the Bid
Opening And Review form in the Received workflow status.

The Bid Opening And Review form enables you to:

* Analyze the bids received from various bidders

* Update incentive amounts

* Include A+B bidding components

* Import paper bids

* Send the bids received from the e-Bidding module for corrections, if applicable
* |dentify the best bidder and award the bid

* |dentify schedules, options, and alternates for awarding later during the construction phase
You can perform the following tasks:

* 3.4.1. Review bids

* 3.4.2.Import bids

* 3.4.3. Award bids
3.4.1.Reviewing a Bid

Prerequisites

* The bidis in the Received workflow status.

* Therole of the logged-in user must be any of the following:
o Administrator
o Acquisitions
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o Construction Component Lead
For more information on role-specific permissions, refer to Table 3 — Bid Opening and Review

Permission Matrix.

Overview

After the bid opening date and time have passed, the bids received from bidders are available in the Bid
Opening And Review form. The Bid Opening And Review form enables you to review the received bids.

Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q Iype to search X v oA ﬂ New  [# Workflow - @] Reports Fb Manage Users g Mark Offline/Online @ More ~
i_] 0  Project Code Project Name Project Description Business Unit
Selact Preject ~
T T hi T
E A Recent Projecrs - . . -
SIT MT NPS GLAC 14{4) B MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
3l SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NP5 GLAC 14(4) 8 MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
@ All Projects SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof 12 ...  Western Federal Lands
SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla.. Reconstructionof12 ...  Western Federal Lands
|

Figure 50: Navigation to Projects Module

2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHECARD  1'H0J=C1 i AILS

Q, Type o scarch X W A iy Select Dashboard: Liss ~  Made: vizw ~  flnNew _FEdic [ Delere %} Seras Defaul

4 AN s -
ﬂ S0 - CAERIO IS LEPDIR2023-1T) Reporl Viewer e
E General
EE— ridder 1119 scheduls smrer | |
View Rport

Uil “71 SIT - CA ERFO FS LSPDR 2023-1(1) alternates “'l
@ J + Dacurrents
= Dowumenl Search
= Broject Reoort Gallory
® Project Calenaar
= lund Management
u Project =und Lsr
w Project —und lransactior
® Funding Rulas
+ 5id culimale Informalion
+ Biddirg

+ Contracts

Figure 51: Expanding Projects Folder
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3. Inthe navigation pane, expand Bidding, and then click Bid Opening And Review.
The BID OPENING AND REVIEW list page is displayed.

PROJECTS BID OPENING AND REVIEW
Q Type o Searct X Vv A rj _ Edic o &° associate *L" selectactions~  [2W merge and Attzch = +
+ @ view ° &, workfiow usar(s) 91 wmerge and Download U +7
B | st ocarmeomsisrorzna| - New [ pelere MO Ay show Pending On Users) (B Merge and Email Report Hane- xy
General GENERAL WORKFLOW MAIL MERGE OTHERS FILTERS
_EILI - D g Contractor Total Bid Amount {$) (A+B) Bid Opening Date and Time  Awarded Schedules and Options Available for Later Award
A SIT - CALRFOD 75 LSFOR 2023- ..
§  + Docnenss .
D B Key Stone Limited 2,753.872.89 07/23/2024 3:20:00 AM

B Document Search
B Praject Report Gallery
B Project Calendar
+ Fund Mansgement
+ Bic Estimate Informaton
— giuding
B Adverisement
n Amendment

® Bid Opening And Review

® Conlracls
Figure 52: List Page of the Bid Opening And Review Form

4. Inthe list page, select the appropriate record, and then click Edit.
BID OPENING AND REVIEW
[D save&Exit [§ saveacontinue (8 cancel [ workflow °§* Select Acrions +
REVIEW BIDITEM: BIDDER CETAILS
[E BID TABULATION

Schedules and Options :  Sccct

Alternate :

Generate Bid Tabulation

BID TABULATION

Na racords ta display

[E SCHEDULE AWARD INFORMATION

Awarded Schedules and Optiens @ AX

Awarded Alternates :

Available for Later Award : sclec Passibly Awarded Schedule : 0.00
Authorized Amount ($)

Alternates available for Later -
Award

Bid Amount ($) * Award Date : (7/23/2024

Incentives Amount () : 200 Contract# : 69S2AF2ACH00004
Award Amount ($) 275387289 Task Order #
Authorized Amount (81 : 16 70 647 R Remarks a

Figure 53: Bid Opening and Review Details Page
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The BID OPENING AND REVIEW page displays the following information:

Note: This information is reviewed before awarding a bid.

Section Name Field Name Description

SCHEDULE Bid Amount ($) Based on the values selected in the Awarded
AWARD Schedules and Options field, it displays the
INFORMATION total amount of all bid items for the awarded

schedules and options. If alternate containers
are available,

then only the items added as awarded
alternates are considered for this calculation.

Incentives Amount ($)

Based on the values selected in the Awarded
Schedules and Options field, it displays the
total amount of all ancillary items for the
awarded schedules and options.

If alternate containers are available,

then only the items added as awarded,
alternates are considered for this calculation.

Award Amount ($)

Upon adding the values in the Awarded
Schedules and Options field, it displays the total
amount of total bid items and incentive items for
the awarded schedules and options.

Authorized Amount ($)

The sum of authorized amounts for all the

Possibly Awarded Schedule
Authorized Amount ($)

Based on the values selected in the Available for
Later Award field, it displays the total amount of
all bid items and ancillary for the schedules and
options available for awarding later.

5. To generate bid tabulation, in the BID TABULATION section, perform the following steps:
From the Schedules and Options drop-down list, select the schedules and options.

You can select multiple schedules and options. For example, A, B, etc.

b. Inthe Alternate field, perform the following steps:

i. Click

The Alternate dialog box is displayed.

Alternate

U selectad of total 0

Schedule Letter

4

QR an

40 ¥  items

Y | Line Number

T Payltem No. Y Payltem Desc T
>

Mc ‘tems to disglay

Figure 54: Alternate Dialog Box
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Available options are alternates added for the schedules and options in the final engineer's
estimate.

ii. Selectthe appropriate alternatives, and then click Select.

Note: If multiple alternates are available for a schedule or option, you can select only one from
each category.

c. Click Generate Bid Tabulation.

EID OPENING AND REVIEW

[ save&Exit [§ Save&Continue (X) Cancel & Workflow = "L° Select Actions =
REVIEW B0 IIEMS  BIDDER DEIALS

[=] BID TABULATION

Schedules and Options @ Ax

Alternate :

Generare Bid Tabulation

EID TABULATION

_m gy m
Contractor
2162850.00)

Key Stone Limited Receive d 2,753, 872,89 2,753,872.89

Figure 55: Generate Bid Tabulation Option

The BID TABULATION section displays the following information:

Field Name Description

Contractor The list of all the contractors (bidder) who submitted the
bid in the grid in individual rows.

Workflow Status The current workflow status of the bid in the BID

OPENING AND REVIEW list page.

<Schedule letter>: Bid Items Total ($) | The total amount of bid items for the schedule in the
(Engineer's Estimate ($) final engineer's estimate.

<Schedule Letter>: A+B Cost ($) The total of A+B Cost for the schedule.
Note: This column is displayed only if the A+B Bidding
check box is selected in the published advertisement.

<Schedule Letter>: Total ($) The sum of <Schedule letter>: Bid Items Total ($)
(Engineer's Estimate ($)) and <Schedule Letter>: A+B
Cost ($).

Bid Total ($) The sum of <Schedule Letter>: Total ($) and <Option>:
Total ($).
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Note:

* The number of columns vary based on the selected schedules and options that are used to generate
the bid tabulation.

* You can modify the values in the Schedules and Options and Alternatefields, and regenerate
tabulation as required.

6. To define the schedules to be awarded and the schedules to be considered for awarding later, in the
SCHEDULE AWARD INFORMATION section, provide the appropriate information in the fields, as
described in the following table:

Note: The information provided in this section is irrespective of the BID TABULATION section. You can
choose any combination of schedule letters to award.

Field Name Description
Awarded Schedules and Options | From the multi-select drop-down list, select the schedules and
options.

The list displays all schedule letters and options from the final
engineer's estimate.

Note: If a schedule or option is selected as Available for Later
Award, then you should not select it for awarding.

Awarded Alternates To select the awarded alternates, perform the following steps:

a. Click

©sslectad oftatal 0

4

oo-gg - e [H——
==
Figure 56: Alternate Dialog Box

The list displays all alternates added for the schedules and
options in the final engineer's estimate.

b. Selectthe appropriate alternates, and then click Select.
The list displays all schedule letters and options from the
final engineer's estimate.

Note:
* If multiple alternates are available for a schedule or option, you
can select only one from each category.

* |fan alternate is selected as Available for Later Award, then
you should not select it for awarding.

Available for Later Award From the multi-select drop-down list, select the schedules and
options for awarding later. The list displays all schedule letters and
options from the final engineer's estimate.
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Field Name

Description

Note:
If a schedule or option is selected as Awarded Schedules and
Options, then you should not select it for awarding later.

Alternates available for Later
Award

To select the alternates for awarding later, perform the following
steps:
a. Click -

E= =

Figure 57: Alternate Dialog Box

The list displays all alternates added for the schedules and
options in the final engineer's estimate.

b. Selectthe appropriate alternates, and then click Select.
The list displays all schedule letters and options from the
final engineer's estimate.

Note:

* If multiple alternates are available for a schedule or option, you
can select only one from each category.

* Ifan alternate is selected as Awarded Schedules and Options,
then you should not select it for awarding later.

Award Date From the calendar drop-down list, select the date for awarding the
bid.
Note: The date must not be earlier than the bid opening date and
time.

Contract Enter the contract number.
Note: This contract number information is retrieved to the
Contracts module.

Task Order Enter the task order number.
Note: This task order number information is retrieved to the
Contracts module.

Remarks Enter any appropriate remark for the bid.
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7. Toreview the bid items, click the BID ITEMS tab.

BID OPENING AND REVIEW

[E] Save & Exit

r_.a Save & Continue

@ Cancel

,ﬂ Workflow -

NEVIEW | BID ITEMS BIDDER DETAILS

[=1 BID ITEMS

Schedule Container | Line item P:y Item Supplemental Altemate
Option Quantity
Letter Path Description Number

=1 INCENTIVE ITEMS

Schedule A

Schedule A

Schedule A

Schedule A

Schedule A

CONSTRUCT

AD04D 15201-DOD0O 10N SURVEY
AND
STAKING
CONTRACT

ADOED 15301-D000  OR QUALITY
CONTROL

ADOED 15401-D000 CONTRACT
CORTESTING
CONSTRUCT

A0100 15501-0000 10N
SCHEDULE
SoIL

A0120 15701-D000  EROSION

CONTROL

*L" select Actions ~

LFSM 56,571.31 1.000 56,571.31 l
LPSM 230,295.32 1.000  230.295.32
LPSM 81,166.80 1.000 81,165.80
LPSM 15,614.02 1.000 15,614.02
LPSM 142,792.32 1000 142,792.32

£
Schedule Container .. Supplemental Estimate’s | Bid Unit Price Incentive
Description . . ..
Letter Path Description Unit Price ($) (5) Amount ($) b
4 S EEE———————————————

Figure 58: Bid Items Tab

The following information is displayed:

Section

Column Name

Description

Bid items

Schedule Letter

The schedule as defined in the final
engineer's estimate.

Option

The check box selection of the Pay Item No as
defined in the final engineer's estimate.

Container Path

The container name as defined in the final
engineer's estimate.

Line Item No

The line item number as defined in the final
engineer's estimate.

Pay Item No The pay item number from the final engineer's
estimate.

Description The description of the Pay Item No from the
final engineer's estimate.

Supplemental The supplemental description of the Pay Item

Description No as defined in the final engineer's estimate.

Unit The unit of the Pay Item No from the final
engineer's estimate.

Quantity The quantity of the Pay Item No as defined in

the final engineer's estimate.
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Section

Column Name Description

Unit Price ($) The unit price of the Pay Item No as defined in
the submitted bid in the e-Bidding module or
in the paper bid.

Amount($) The amount of the Pay Item No from the

submitted bid in the e-Bidding module.

Alternate Number

The sub container name of the Pay Item No as
defined in the final engineer's estimate.

INCENTIVE ITEMS

Schedule Letter

The schedule as defined in the final
engineer's estimate.

Option

The check box selection as defined in the final
engineer's estimate.

Container Path

The container name as defined in the final
engineer's estimate.

Line Item No

The line item number as defined in the final
engineer's estimate.

Pay Item No The pay item number from the final engineer's
estimate.

Description The description of the Pay Item No from the
final engineer's estimate.

Supplemental The supplemental description of the Pay Item

Description No as defined in the final engineer's estimate.

Unit The unit of the Pay Item No from the final
engineer's estimate.

Quantity The quantity of the Pay Item No as defined in

the final engineer's estimate.

Estimate's Unit Price ($)

The unit price of the Pay Item No as defined in
the final engineer's estimate.

A+B BIDDING

Schedule Letter

The schedule as defined in the published
advertisement.

(A+B) Number of Days
Bid

The number of days as defined in the
submitted bid in the e-Bidding module or in
the paper bid.

Estimated Number of

The estimated number of days as defined in

Days the published advertisement.
Minimum Number of The minimum number of days as defined in
Days the published advertisement.
Maximum Number of The maximum number of days as defined in
Days the published advertisement.

Admin Cost ($)

The admin cost as defined in the published
advertisement.

A+B Cost ($)

Calculated as: Admin Cost ($) x (A+B)
Number of Days Bid
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Note: The A+B BIDDING section is available only if the A+B Bidding check box is selected in the
published advertisement.

8. To enter the incentive amount for the ancillary items, in the INCENTIVE ITEMS section, in the Bid Unit
Price ($) column of the appropriate item row, click and enter the unit price for the ancillary item.
Upon entering the bid unit price, the Incentive Amount ($) column is automatically updated with the
same bid unit price value for the same item.

Note: For paper bids, this action is performed while importing the bid.

9. Ifchanges are required in the received bids, you must provide appropriate remarks before sending it
to the bidder.
To enter remarks for bid correction, perform the following steps:
a. Expandthe BID CORRECTION REMARKS section.

BID OPENING AND REVIEW

@ saveabxit [G savea continue () Cancel B workflow ~  *L' Select Actions ~

[E] BID CORRECTION REMARKS

Bid Correction Remarks : a

nd

ATTACHMENTS

Elm— T T

[0 ® ready Actions Copyltems ;  Administrator 07/23/2024 £:03 AM B0.34KE

Ltzmzunﬁ
]
4 »

Figure 59: Bid Correction Remarks Section

b. Inthe Bid Correction Remarks field, enter appropriate remarks to justify the need for bid
correction.
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10. To review the bidder details, click the BIDDER DETAILS tab.

EID OFENING AND REVIEW
[@ save & Exit
REVIEW BID ITEMS

BIDDER DETAILS INFORMATION

Bid Submitter Name *;

Company "

Is Paper Bid?

Remarks :

ADDRESSES

Address 1

EID GUARANTEE

Guarantee Type :

Bond or Check # :

[ savea continue (%) cancel [ Workflow ~

EIDDER DETAILS

2400 Lakelina Rd

Test Ridder1

Key Slone Limited

Address 2 Austin

Austin

Bid Bond hd

"%’ select Actions +

™ 578727

£
Zip Code Phone Number
™ -

BId Submitter Phone i 1528675206
Bid Submitter Email *: Tes(Bidder 1@aurigo.com

*
Business Type : 8aFirmx

523523 421-421-4214

761-288-7224 v

Guarantee Amount () 0.00

Figure 60: Bidder Details Tab

The following information is displayed:

Section Field Name Description
BIDDER DETAILS Bid Submitter Name The first name and last name of the bidder as
INFORMATION defined in the submitted bid in the e-Bidding
module.
Company The company of the bidder.
Is Paper Bid The checkbox is selected if the bid is imported
manually, otherwise, it's blank.
Bid Submitter Phone The phone number of the bidder as defined in the
submitted bid in the e-Bidding module.
Bid Submitter Email The email address of the bidder as defined in the
submitted bid in the e-Bidding module.
Business Type The business type as defined in the submitted bid
in the e-Bidding module.
Remarks The additional comments as defined in the
submitted bid in the e-Bidding module.
ADDRESSES Is Default The check box selection as defined in the
Contractor Details catalog of the library for the
company addresses of the bidder or the submitted
bid in the e-Bidding module, whichever applicable.
Use Address for Bid The check box selection as defined in the
Contractor Details catalog of the library for the
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Section

Field Name

Description

company addresses of the bidder or the submitted
bid in the e-Bidding module, whichever applicable.

Address 1

The address as defined in the Contractor Details
catalog of the library for the company addresses of
the bidder or the submitted bid in the e-Bidding
module, whichever applicable.

Address 2

The address as defined in the Contractor Details
catalog of the library for the company addresses of
the bidder or the submitted bid in the e-Bidding
module, whichever applicable.

City

The city as defined in the Contractor Details
catalog of the library for the company addresses of
the bidder or the submitted bid in the e-Bidding
module, whichever applicable.

State

The state as defined in the Contractor Details
catalog of the library for the company addresses of
the bidder or the submitted bid in the e-Bidding
module, whichever applicable.

Zip Code

The postal code as defined in the Contractor
Details catalog of the library for the company
addresses of the bidder or the submitted bid in the
e-Bidding module, whichever applicable.

Phone Number

The phone number as defined in the Contractor
Details catalog of the library for the company
addresses of the bidder or the submitted bid in the
e-Bidding module, whichever applicable.

BID GUARANTEE

Guarantee Type

The guarantee type as defined in the submitted bid
in the e-Bidding module or in the paper bid.

Bond or Check

The unique identifier for the guarantee amount as
defined in the submitted bid in the e-Bidding
module or in the paper bid.

Guarantee Amount ($)

The guarantee amount as defined in the submitted
bid in the e-Bidding module or in the paper bid.

11. Optionally, in the ATTACHMENTS section, upload or link related files.
For information on attachments, refer to Section 4.1. Attachments.

12. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to

save the record and continue on the same page. Click Cancel to discard the added information and

exit the page.
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3.4.2. Importing a Bid

Prerequisites

* Inthe published advertisement, the Allow Paper Bids check box is selected.
* Therole of the logged-in user must be any of the following:

o Administrator

o Acquisitions

For more information on role-specific permissions, refer to Table 3 — Bid Opening and Review
Permission Matrix.

Overview

In the Bid Opening and Review form, you can import a bid manually. The Excel Import / Export feature
enables you to manage paper bids. You can upload the updated Excel file with the necessary details
directly to the form.

The high-level process for importing a bid is as follows:

1. Add the appropriate bidder information in the respective fields.

2. Save therecord.

3. Export the template workbook.

4. Add the appropriate information in the template workbook.

5. Import the updated workbook.

6. Enterthe appropriate unit price value for the respective ancillary items.
Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS

Q lype to Search X woA +"_| Mew  [&] Workflow ~ @I Reports ~ fb Manage Users g Mark Offline/Online C Mare -

p O  Project Code Project Name Project Description Business Unit

ﬂ Selart Project - )

A Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

i3] SIT- CA ERFO FS LSPDR 2022-1{1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Mary Gla... Reconstructionof 12 .. Western Federal Lands

@ All Projects SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands

Figure 61: Navigation to Projects Module
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2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

Q, Type o Search

i

Ui‘ =7 SIT- CA ERFO FS LSPDR 2023-1(1)

0

PROJECTS

ST -CAERIO IS LEPDR2VE-1T)

General

+ Dacuments
= Docurment Search
= Froject Reosort Gallory
u Project Calencar
— lund Managzment
u Project Zund List
w Project ~and Transaction
u Funding 2ulas

Sid stimale Informalion

+

+

siddirg

+ Contracts

K Oow oA

PROJECT DASHBOARD  1'40=( |

iy Select Dashboard: Lis st

U= AILS,

~

Made: vVizw ~

£ New

Reporl Viewer -

Haricier (RAEE}

alternates

p—

|

|

Figure 62: Expanding Projects Folder

_F Edit 10l Delete £} Ser As Default

3. Inthe navigation pane, expand Bidding, and then click Bid Opening and Review.
The BID OPENING AND REVIEW list page is displayed.

Q, Type ta Scarch b4

&

&

PROJECTS

SIT - CA ERFO F5 LSPDR 2023-1(1)

General

+ Documents

" Document Scarch

® Project Report Gallery
= Project Calendar

+ Fund Maragement

+ bid Lstmate Information
— Didding

= Advertisemnent

= Amendmeant

VoA

T GIT- CAFRTO TS LSPDR 2023-1(1) ..

BID OPENING AND REVIEW

= Bid Opening And Review

= Contracls

¢ Edit =
+)(on @
New | {1 pelate
GENERAL
O 8 contracor

Mo records ro display.

& Assoriate

& Workflow User(s)

HISTOrY  Bgy show Panding On User(z)

WORKFLOW

Total Bid Amount ($) (A+B)

*L" select Actions «

MM vy

¥ Merge and Cownload

31 Merge and Email

MAIL MERGE

Bid Opening Date and Time

[ Merpe and Attach

Reports 13

OTHERS

Awarded Schedules and Cptions

Figure 63: List Page of the Bid Opening and Review Form
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BID OPENING AND REVIEW

[a Save & Exit B Save & Continue @ Cancel 3‘ Workflow -

REVIEW  EID TEMS  BIDDER DETAILS
[=! BID TABULATION

Schedules and Options @ AX

Alternate :

Generate Bid Tabulation

BID TABULATION

Acquisition and e-Bidding

Participant Guide

L select Actions -

A: Bid Items Total ($) (Engineer’s Estimate
‘Workflow Status A: A+B Cost [§) A: Total (%}
(%) : 50000.00)

Mo records ta display.

Figure 64: Bid Opening and Review Details Page

The BID OPENING AND REVIEW page displays the following information:

Field

Description

Bid Amount ($)

Based on the values selected in the Awarded Schedules and
Options field, it displays the sum of all bid items for the
awarded schedules and options.

Incentives Amount ($)

Based on the values selected in the Awarded Schedules and
Options field, it displays the sum of all ancillary items for the
awarded schedules and options.

If alternate containers are available, then only the items added
as awarded alternates are considered for this calculation

Award Amount ($)

Upon adding the values in the Awarded Schedules and
Options field, it displays the sum of total bid items and
incentive items for the awarded schedules and options.

Authorized Amount ($)

The sum of authorized amounts for all the CON type account
codes.

Possibly Awarded Schedule
Authorized Amount ($)

Based on the values selected in the Available for Later Award
field, it displays the sum of all bid items and ancillary for the
schedules and options available for awarding later. If alternate
containers are available, then only the items added as
alternates that are available for awarding later are considered
for this calculation.
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5. To enter the bidder information, perform the following steps:

a. Clickthe BIDDER DETAILS tab.

BID OPENING AND REVIEW

m Save & Exit L'.S Save & Continue @ Cancel m Workflow -

ROVICW DIDITCMS BIDDER DETAILS

BIDDER DETAILS INFORMATION

Bid Submitter Name "2 Mike
Company * Key Stene Limited
Is Paper Bid? :
Remarks :

ADDRESSES

Use Address fi
m

Address 1 Address2
2400 Lakeline Rd
BID GUARANTEE
Guarantea Type @ B Bond &

"% selecr Actions -

a
Biet Submitter Phone ™: | 123-86/-5109
Bid Submitter Email *: | mike@amal.com
Business Type *: | ma Firm X
a
v
%
e
Austin ™ 523523 4214214214 o
|
Austin ™ 578727 7612887224 v
Guarantee Amount ($) 0.00 -

Figure 65: Bidder Details Tab

The Is Paper Bid field is checked.

b.
described in the following table:

In the BIDDER DETAILS INFORMATION section, provide the appropriate information, as

Field

Description

Bid Submitter Name

Enter the first name and last name of the bidder.

Company

To select the company of the bidder, perform the following
steps:
i. Click
The Company Picker dialog box is displayed.

Company Picker x

ey Stone Lirriled s Fom a

Jacebs Lngnecrng Lrnergng small usiness

ESCO Censtruction Co Economica ly Dissevarmaged Wemen Gwnes Smiall Busingss

Warsran Qwned Sl Ausiness

n Corstruliv srinsll ussinvess Simall Disadvanlaged Bus ness

Charles Llestrical Sarvices LLC small Business 2mall Lisadvantaged Lus ness

arge Rusiness

Srriell Disahvarlaged Uusiness Sl Gus ness

eClin %03, ne

Large Lusiness

Netre Paving Corm. Sy

g -gg - - o

antaged Business

Small Brsimss Minman Cion ad Gl Furs ness

v
1 400t 79 tams

Figure 66: Company Picker Dialog Box
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Field

Description

Available options are active companies defined in the
Contractor Details catalog of the library.
ii. Selectthe appropriate company name, and then click
Select.
Upon selecting the company, the following updates

occur:

°* The Business Type field displays the business types as
defined in the Contractor Details catalog of the library for
the selected company. You can also modify the details as
necessary.

°* The ADDRESSES section displays the following
information:

O

Is Default: The check box selection as defined in
the Contractor Details catalog of the library for the
selected company.

Use Address for Bid: The check box selection as
defined in the Contractor Details catalog of the
library for the selected company.

Address 1: The address as defined in the
Contractor Details catalog of the library for the
selected company.

Address 2: The address as defined in the
Contractor Details catalog of the library for the
selected company.

City: The city as defined in the Contractor Details
catalog of the library for the selected company.
State: The state as defined in the Contractor
Details catalog of the library for the selected
company.

Zip Code: The postal code as defined in the
Contractor Details catalog of the library for the
selected company.

Phone Number: The phone number as defined in
the Contractor Details catalog of the library for the
selected company.

Bid Submitter Phone

Enter the phone number of the bidder.

Bid Submitter Email

Enter the email address of the bidder.

Remarks

Enter additional comments for the bidder.
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c. Tomanage addresses, inthe ADDRESSES section, perform the following steps, as applicable:

* Toadd an address, perform the following steps:
i. Click Add.
The New Addresses dialog box is displayed.

New Addresses X

Is Default : D

Use Address for Bid : |:|

Address1 *: 2400 Lakeline Rd
Address 2 *: Extension
*

City ":  Austin
State @ TX v

Zip Code *: 578727

Phone Number ": 761-288-7221

Save Cancel

Figure 67: New Addresses Dialog Box
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Provide the appropriate information in the fields, as described in the following table:

Column Name Description

Is Default Select the check box to ensure the address is marked as the default
address for the contractor.

Note:

* Ifthis check box is selected, the same address is updated in the
Contractor Details catalog of the library.

* Ifyou mark more than one address as default, then an error
message is displayed upon performing the save action.
Use Address for Bid Select the check box to ensure the address is used for bidding.
Note:
°* The default address is automatically selected as Use Address
for Bid. However, you can select other address by selecting this
check box for that address.

* Ifyou mark more than one address to use for bidding, then an
error message is displayed upon performing the save action.

Address 1 Enter the address.

Address 2 Enter the address.

City Enter the city.

State From the drop-down list, select the state. Available options are AK,
AL, IL, TX, etc. The drop-down list displays the active states defined
in the State/Territory catalog of the library.

Zip Code Enter the postal code of the address.

Phone Number Enter the phone number for the address.

Click Save.

To edit an address, perform the following steps:

Click Edit

The Edit Addresses dialog box is displayed.
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Edit Addresses X
Is Default :
Use Address for Bid :

Address 1 *: | 2400 Lakeline Rd

Address 2

City *: | Austin

State ":  TX w

Zip Code ™: 578727

Phone Number *: T61-288-7224

e [ e

Figure 68: Edit Addresses Dialog Box

ii.  Make the necessary changes.
iii.  Click Save.
6. Inthe BID GUARANTEE section, provide the appropriate information in the fields, as described in the
following table:

Field Name Description

Guarantee Type From the drop-down list, select the guarantee type. Available
options are Bid Bond, Cashiers Check, Irrevocable Letter of
Credit, etc.

The drop-down list displays the active guarantee types defined
in the Guarantee Type catalog of the library.

Bond or Check # Enter a unique alphanumeric identifier for the guarantee
amount that is submitted with the bid.
Guarantee Amount ($) Enter the appropriate guarantee amount for the bid.

7. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.
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Upon saving the record, all the bid items and its associated information are retrieved from the final
engineer's estimate and the published advertisement to the appropriate sections in the BID ITEMS
tab.

8. To export the Excel template workbook, perform the following steps:
a. Clickthe BID ITEMS tab.

BID OPENING AND REVIEW

[;J Save & Exit [.é Save & Continue ® Cancel ﬁ Workflow v °§' Select Actions ¥ @ More = *
a
RFVIFW BID ITEMS RIDDFR DFTAILS
[= BID ITEMS
Schedule Container | Line Item Supplemental Altemate
Descripti... Quantity
Letter Path Description Number
CONSTRUCT
Schedule A A0DO1 15201-0000 |ON SURVEY LPSM 0.00 1.000
AND
STAKING 4

[Zl INCENTIVE ITEMS

1
Pay . _ . .
Schedule .. Supplemental Estimate’s | Bid Unit Price Incentive ™
: Item Dascription g ti
w.—— — — — —— — — —— — — —— — — ——— ———— — ———————— ——————————— ]

Figure 69: Bid Items Tab

Note: You can export the template from any of the three tabs.

The following information is displayed:

Section Column Name Description
BID ITEMS Schedule Letter The schedule as defined in the final engineer's estimate.
Option The check box selection of the Pay Item No as defined in
the final engineer's estimate.
Container Path The container name as defined in the final engineer's
estimate.
Line Item No The line item number as defined in the final engineer's
estimate.
Pay Item No The pay item number from the final engineer's estimate.
Description The description of the Pay Item No from the final engineer's
estimate.
Supplemental The supplemental description of the Pay Item No.
Description
INCENTIVE Schedule Letter The schedule as defined in the final engineer's estimate.
ITEMS Option The check box selection as defined in the final engineer's
estimate.
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Section Column Name Description

Container Path The container name as defined in the final engineer's
estimate.

Line Item No The line item number as defined in the final engineer's
estimate.

Pay Item No The pay item number from the final engineer's estimate.

Description The description of the Pay ltem No from the final
engineer's estimate.

Supplemental The supplemental description of the Pay Item No as

Description defined in the final engineer's estimate.

Unit The unit of the Pay Item No from the final engineer's
estimate.

Quantity The quantity of the Pay Item No as defined in the final
engineer's estimate.

Estimate's Unit The unit price of the Pay Item No as defined in the final

Price ($) engineer's estimate.

A+B BIDDING | Schedule Letter | The schedule as defined in the advertisement.
Estimated The estimated number of days as defined in the
Number of Days | advertisement.

Minimum The minimum number of days as defined in the
Number of Days | advertisement.

Maximum The maximum number of days as defined in the
Number of Days | advertisement.

Admin Cost ($) The admin cost as defined in the advertisement.

b. Click Excel Import / Export, and then click Excel Template with Data.

BID OPENING AND REVIEW

m Save & Exit L-a Save & Continue @ Cancel B Workflow ~  °L° Select Actions ~

BID ITEMS

[=] BID ITEMS

Bt Excel Import/ Export®

Excel Import

Excel Template With Data (xsx)

™

Figure 70: Excel Import / Export

The Excel workbook template is downloaded to the local storage.

c. Open the saved Excel workbook template.

9. Inthe Excel workbook template, enter the appropriate information in the various columns, as

described in the following table:

Sheet

Column

Description

Bid ltems

Unit Price ($)

Enter the unit price for each bid item.
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Sheet Column Description
A+B Bidding (A+B) Number of Days Enter the appropriate number of days within the
Bid range of the minimum and maximum number of
days.
Note: This sheet is available if A+B Bidding check
box is selected in the published advertisement.

10. To import the bid, perform the following steps:
a. Inthe BID ITEMS tab, click Excel Import/ Export, and then click Excel Import. The IMPORT
DETAILS FROM EXCEL FILE page is displayed.

IMPORT DETAILS FROM EXCEL FILE

@ Back

Select File : | Choose File ‘ No file chosen
Upload

Figure 71: Import Details from Excel File

Note: You can import the workbook from any of the three tabs.

b. Click Choose File to select the Excel workbook with updated information. The Open dialog box is
displayed.
c. Selectthe appropriate Excel workbook, and then click Open.
d. Click Upload to import the information from the Excel workbook to the form.
e. Click Save.
On successful import, the success message is displayed.
f. Click Back.
The information in the Excel workbook are uploaded to the respective sections in the BID ITEMS
tab.
Additionally, the following updates occur:
* Inthe BID ITEMS section, the Amount ($) column displays the value of each bid item.
Calculated as: Quantity x Unit Price ($)
* Inthe A+B BIDDING section, the A+B Cost ($) column displays the cost for each schedule.
Calculated as: Admin Cost ( $) x (A+B) Number of Days Bid
11.To enter the incentive amount for the ancillary items, in the INCENTIVE ITEMS section, in the Bid Unit
Price ($) column of the appropriate item row, click and enter the unit price for the ancillary item.
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Upon entering the bid unit price, the Incentive Amount ($) column is automatically updated with the
same bid unit price value for the same item.

12. In the ATTACHMENTS section, upload or link files related to the bid guarantee. For information on
attachments, refer to Section 4.1. Attachments.

13. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue the same page. Click Cancel to discard the added information and exit the
page.

To review the imported bid, refer to Section 3.4.1. Reviewing a Bid.

3.4.3. Awarding a Bid

Prerequisites

* Therecordisinthe Received workflow status.

* Therole of the logged-in user must be any of the following:
o Acquisitions
o Administrator
o Overview

Awarding is the process of short listing and awarding contracts to the most competitive bid.
The Bid Opening And Review form enables you to award the reviewed bids.
For more information on reviewing a bid, refer to Section 3.4.1. Reviewing a Bid.

Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iype to Search ¥ W o 41 Mew B workflow ~  [3] Reports ~ 8y ManageUsers By Mark Offine/Online &) More ~
i_] Selart profert 0  Project Code Project Name Project Description Business Unit
Selart Prejec -
T T T T
E 4 Recent Projects - . . -
SIT IMT NP5 GLAC 14(4) 8 MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionof 12 ...  Western Federal Lands
Al SIT - CA ERFO FS LSPDR 2022-1{1)
SIT MT NP5 GLAC 14(4) 8 MT NPS GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
@ All Projects SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands
SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands

Figure 72: Navigation to Projects Module
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2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS
Q, Type to Search b3
ﬁ 511 -CAERIT IS LSPDR 2023-1UT)
E General

[ =7 SIT- CAERFD FS LSPDR 2023-1(1)
|

@

+ Noruments
= Documnent Search

= Froject Reoort Gallary
® Project Calencar

— und Managemenl

m Project Zund List

® Project -und [ransaction

= Funding Aulas
+ Sig mslimale Information
+ Biddirg

+ Contracts

FROJECT DASHBODARD  [740J=C 1 D=lAILS

re iy Select Dashboard: L st -

Made: | Vizw v fIvew _FEdit [0 Delete %} Ser s Default

T Reporl Viewer -

fadder 1114

Alternates

schadulsl srrer | |
View neport

]

Figure 73: Expanding Projects Folder

3. Inthe navigation pane, expand Bidding, and then click Bid Opening And Review.
The BID OPENING AND REVIEW list page is displayed.

PROJECTS BID OPENING AND REVIEW
Q Type 1o Search X Vv A r] _fF dit - & Associate *§* selectactions~ 20 merge and Attach = N +
=+ @ view Fe &, werkdflow User(s) 11 Merge and Download I=| = W 7
I |7 ocarmrorsisenr o) - New [ pelete MY By show Pending On User(s) [EW Merge and Email Regorts L “Mone- i
General GENERAL WORKFLOW MAIL MERGE OTHERS FILTERS
_Elu - D g Contractor Total Bid Amount [$) (A+B) Bid Opening Date and Time Awarded Schedules and Options Available for Later Award
N SIT - C4 [RFO 75 LSPDR 2023-..
@ + Ducurments §
D B Key Stone Limited 2.753.872.89 07/22/2024 3:20:00 AM

= Ducument Sesrch
= Project Report Gallery
= Project Calendar

+ Fund Management

+ Bid Estimate Informaton

— Bidding
= Adweriizement

= Amendment

= Bid Opening And Review

= Conlracls

Figure 74: List Page of the Bid Opening and Review Form
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4. Inthe list page, select the appropriate record in the Received workflow status, and then click Select

Actions.
BID OPENING AND REVIEW
_rf Edit - 00 Associate [;" Merge and Attach - é) ";?
+rj @ View ".'o '—S‘-' Workflow User(s) Mark as Non-Responsive Download M gﬂ XP “;?
New il Delete Ry &g show Pending On User(s) Send to Bidder for Corrections  EMail Re'f_or“ IE, —-ND‘I'TE-— *;
GENERAL WORKFLOW RGE OTHERS FILTERS
'11 Contractor Total Bid Amount ($) {A+] Mark as Withdrawn Awarded Schedules and Options  Available for Later Award
MNddiyyyy 57 &
g Key Stone Limited 2,753,872.89 07/23/2024 3:20:00 AM A

Figure 75: Workflow Action — Award

5. Click Award, and in the Masterworks dialog box, click OK.
The record is moved to the Awarded workflow status.

3.4.4. Bid Opening and Review Workflow Status

The following table provides the workflow status (current and subsequent status) of the Bid Opening and

Review record.

Note: You can perform workflow actions on the Bid Opening And Review record only if the bid opening
date and time have passed.

For information on setting a workflow status to the next status, refer to Section 4.3. Workflow Status

Transitions.
Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
1 Received Acquisitions Award Awarded You can award only
Administrator one bid in a project.

To perform this
workflow action,
ensure the following
conditions are met:
°* Inthe
SCHEDULE
AWARD
INFORMATION
section, the
Awarded
Schedules and
Options,
Contract, and
Award Date
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
fields are
filled.

* The Authorized
amount must
be greater than
or equal to the
Award
Amount.

After the record is
moved to the
Awarded workflow
status, the following
changes occur:

* Anotification
email is sent to
the users
assigned with
the Lead
Designer and
Construction
Admin Staff
role for the
project.

* The available
bids in the Bid
Opening
And Review
form cannot
be edited.

Note: The following
Fields remain editable
even after the Bid
Opening and Review
record is awarded:
* Award Date
* Contract Task #
* Order#

Send to Sentto To perform this

Bidder for Bidder for workflow action,

Corrections

Corrections
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Current
Workflow
Status

Phase

Action
Stakeholders

Action

Subsequent
Workflow
Status

Comments

ensure the following
conditions are met:
°* Thebidis
received
through the e-
Bidding
module.
°* The Bid
Correction
Remarks field
is not empty.
After the record is
moved to the Sent to
Bidder for Corrections
workflow status, the
following changes
occur:

°* The
corresponding
bid in the
e-Bidding
module is
automatically
moved to
the Bid
Corrections
Required
workflow
status.

* Anotification
email is sent to
the bidder who
have
submitted the
bid.

Mark as
Non-
Responsive

Non-
Responsive

Mark as
Withdrawn

Withdrawn

You can perform this
workflow action only
if the bid is manually
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status

imported to the Bid
Opening And Review
form.

2 Sentto <System - Received Once the bidder
Bidder for Automated> resubmits the bid in
Corrections the e-Bidding module,
the following changes
occur:

°* The
corresponding
bid in the Bid
Opening And
Review form is
automatically
moved to the
Received
workflow
status.

* Anotification
email is sent to
the users
assigned with
the
Acquisitions
role for the

project.
3 Non- * Acquisitions | Move back Received -
Responsive e Administrator | to Received
4 Withdrawn To perform this

workflow action,

ensure the following

conditions are met:

* Thebidis

manually
imported to
the Bid
Opening
And Review
form.
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Phase Current Action Action Subsequent | Comments
Workflow Stakeholders Workflow
Status Status
* Nobidis
moved to the
Awarded
workflow
status.
5 Awarded * Acquisitions | HideButton | Close -
* Administrator
* Construction
Component
Lead

3.4.5. Generating Bid Opening and Review Reports

Prerequisites

The role of the logged-in user must be any of the following:

* Administrator

* Acquisitions

Overview

Based on the roles assigned to you, you can generate reports that illustrate various types of information.

Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS
Q, Iypeto search b4
ﬂ Selact Praject

E 4 Recent Projects

3] SIT- CA ERFO FS LSPDR 2023-1(1)

G

All Projects

PROJECTS

41 Mew [ workflow ~  [3] Reports ~

0  Project Code

SIT T NPS GLAC 14(4) & MT NP5- Test GL...

SIT MT NPS GLAC 14(4) & MT NPS GLACIER

SIT T NPS GLAC 14(4) & MT NP5 GLACIER

SIT MT NP5 GLAC 14(4) & MT NP5 GLACIER

fh Manage Users
Project Name
Rehabilitate Many Gla...
Rehabilitate Many Gla...
Rehabilitate Mary Gla...

Rehabilitate Many Gla...

P& Mark Offline/Cnline

Project Description

Reconstructionof 12 ...
Reconstruction of 12 ..
Reconstruction af 12

Reconstruction of 12 ...

Figure 76: Navigation to Projects Module
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2. Inthe list page, double

PROJECTS
Q, Type ta Search X W oA
ﬁ 51 -CAERIO IS LSMDIR 2023-1T) -
E Sonsral

[J] T SIT-CAERFD FS LSPDR 2023.1(1)
@ J + Daruments
= Document Search
= PBrojc: Regort Gallory
® Project Calencar
= lund Wanagsmenl
m Project Sund List
m Project —und Transactior
= Funding Aules
+ Sid sstmale Informalion
+ Biddirg

+ Contracts

3. Inthe navigation pane,
AND REVIEW list page

Acquisition and e-Bidding
Participant Guide

-click the appropriate project, and then click the project folder to expand it.

PROJECT DASHEDARD  I'40J=C1 Lz IAILS

iig Select Dashboard: bis st Made: | visw ~  flNew _FEdit T Delete % Set As Default

Reporl Viewer

Frdrier RREE] schadlel strer

|

altermates [ ]

Figure 77: Expanding Projects Folder

expand Bidding, and then click Bid Opening and Review. The BID OPENING
is displayed.

PROJECTS BID OPENING AND REVIEW
Q, Type 1o Searct % v oA rj _f Edit . & Associate *§" select actions = [2W Merge and Actach - 5 “7
&l @ view %0 &, workfiow usen(s) [T Merga and Download I=| = %’ 1w
LT | or-caercorsiseor2023) - Newt [ pelere MY By show Pending On Userfs) [E¥ Merge and Email Reports [ ~E= i
General GENERAL WORKFLOW MAIL MERGE OTHERS FILTERS
W - O & contractor Total 8id Amount ($)(A+B)  Bid Opening Date and Time  Awarded Schedules and Options  Available for Later Award
T SIT - €4 ERFO 75 LSPDR 2023-..
@ + Docurments
[0 B Keystone Limited 2,753.872.89 0742342024 3:20:00 AV

= Docurment Search

= Project Repart Gallery
Project Calendar

Fund Mansgement

Bie Estimate Informaton
Bicding

® Adverizement

® Amendment

® Bid Opening And Review

= Conlracis

Figure 78: List Page of the Bid Opening And Review Form
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4. Inthe list page, click Reports, and then click the appropriate report.

A

Reports IE --None--

w -

E. Details Report

C E List Page Report

E. Bid Analysis Report
E- Bid Tabulation Report

E- Obligation Tabulation Report

E. Awarded Bid Schedule Report

Figure 79: Bid Opening and Review Reports

The report is generated and displayed. You can generate the following reports:

* Awarded Bid Schedule Report
* Bid Tabulation Report

* Obligation Tabulation Report
* Bid Analysis Report

For more information on the various report features available, refer to Section 4.2. Standard Report
Functions.
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4. Appendix

4.1. Attachments

You can upload or link files in the Documents folders to every record. You can also upload any humber of
attachments, regardless of size, to a record or while performing workflow actions for a record.

The following sections explain how to upload or link, access, and download attachments in a form or
workflow:

* 4.1.1. Attaching a File to a Form

* 4.1.2. Attaching a File to a Workflow

* 4.1.3. Accessing and Downloading Attached Files

* 4.1.4. Deleting Attached Files

You can annotate and delete attachments.

4.1.1. Attaching a File to a Form
You can upload files to a form and link a file in the Documents folders of a form.
Note: The Upload and Link New Document option is the most preferred and used method to link files to

a form by the FLH team.
The Project Fund List form is used for illustration purposes.

Uploading Files to a Form

To upload files, perform the following steps in the ATTACHMENTS section:
1. Click Upload Document.

PROJECT FUND LIST

m Save & Exit [_-‘o Save & Continue @ Cancel & workflow v £ Select Actions ~ + ¥
ALLUUIIL INUIINET  « 101 0USDUL 72U 1L O8ULINLY 7 UU.US. | A

Account Priority : CONO3-CONO04 V.

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure (S) : 0.00

Remaining Amount ($) : 0.00

Notes : -

Y%

oL

e e e g e ey

No Attachments available

4

Figure 80: Using Upload Document Option
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The Open dialog box is displayed.

Open

€ 2o o b
Organize ~ New folder
% Home

il Desktop »
4 Documents #
J Downloads #

P8 Pictures @

0 Music » Adding_an_Engineers_Estimate_Item_ditaAddin...
£ videos » _
File name:

Acquisition and e-Bidding
Participant Guide

« FHWA > Publishe... v C Search Published PDF P

Name

@ AD1_Library_Management_PG_ditamap-10001-..,
m A01_Library_Management_PG_ditamap-10002-...
L*j A01_Library_Management_PG_ditamap-10002-..,

[:9 A01_Library_Management_PG_ditamap-10004-...

A01_Library_ Management_PG_Draft

Adding_an_Engineers_Estimate_Item_dita-1000...

Figure 81: Open Dialog Box

2. Toupload a single file, click the appropriate file.
Optionally, to upload multiple files, press and hold CTRL, and then click the appropriate files.

104

All files

-3 0

Date modified

5/24/2023 3:08 PM

5/25/2023 5:23 PM

5/25/2023 523 PM

5/30/2023 11:04 AM

5/29/2023 10:06 PM

6/21/2023 1229 AM

6/15/2023 1:03 PM

Open Cancel
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3. Click Open.

€ Open X
&« 3> ~ A [0H« FHWA > Publishe.. wo O Search Published PDF o
Organize = New folder = - [

™ Home Name B Date modified

A0 _Library_Management_PG_ditamap-10001-...  5/24/2023 2:08 PM

[-‘3 AD1_Library_Management_PG_ditamap-10002-..  5/25/2023 5:23 PM
Il Desktop » E‘] AD1_Library_Management_PG_ditamap-10002-...  5/25/2023 523 PM
B pocuments # AD1_Library_Management_PG_ditamap-10004-..,  5/30/2023 1104 AM
L Downloads # A01_Library_Management_PG_Draft 5/29/2023 10:06 PM
PS Pictures F Adding_an_Engineers_Estimate_ltern_dita-1000...  6/21/2023 12:29 AM
ﬁ Music F3 Adding_an_Engineers_Estimate_ltern_ditafddin..  6/15/2023 1:03 PM
& videos » —_—

File name: ' v All files e

Open Cancel

Figure 82: Open Option

The files are uploaded to the form and displayed in the ATTACHMENTS section.

4. The name of the file is updated in the Title column.
Optionally, in the Title column, enter the tiles for the files attached.

PROJECT FUND LIST

Save & Exit [© Save & Continue (%) Cancel [ Workflow ~ °§' Select Actions ~ + 3
ALLUMIIL INUIIWET | 1D 10USOUL Y EU | LO4U.LIN.V /UV.US, | =

Account Priority : CONO3-COND4 v

Authorized Amount (S) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure (S) : 0.00

Remaining Amount ($) : 0.00

Notes : A

Y%

ATTACHMENTS

Uploaded By Uploaded Date Flle Size

4 >

Figure 83: Uploaded File
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Linking a File to a Form
You can link a file to a form using any of the following options:

Masterworks Document: This option enables you to link files available in the document folders of a
project or contract. The document folders are available based on the selected document folder
structure in the PROJECT DETAILS page.

Note: This option helps users avoid uploading the same files multiple times in a project.

Upload and Link New Document: This option enables you to upload new files to the document
folders of a project or contract and link them to the respective form. The document folders are
available based on the selected document folder structure in the PROJECT DETAILS page.

Note: This option helps users upload new files into the document folder structure from the respective
form without navigating to the document folder.

The Upload and Link New Document option is the most preferred and used method to link files to a
form by the FLH team.

External Document: This option enables you to link files from an external location.

Linking a File to a Form — Masterworks Document Option
To link a file available in the Documents folders, perform the following steps:

Inthe ATTACHMENTS section, click Link Document.

PROJECT FUND LIST

[@ save&Exit [ Save&cContinue @) Cancel [# Workflow ~ ‘" Select Actions ~

ALLUUIL INUIIINET  « 10 10USDULY LU 1.O4U.CINY £ UU.US. | a

Account Priority : CONO3-CONO04 v
Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure (S) : 0.00
Remaining Amount ($) : 0.00

Notes :

ATTACHMENTS

oL

0 s oot Joion [ [t [omssne [

No Attachments available

Link Document Upload Document

4 »

Figure 84 : Using Link Document Option
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The Link Document dialog box is displayed.

Link Document X

@ MasterWorks Document O Upload and Link New Document O External Document

Folder : Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS

Clear Search

No Link available

Figure 85: Link Document Dialog Box

2. Click Masterworks Document.

Link Document X

@ MasterWorks Documient O Upload and Link New Document O External Document

Folder : Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS d

Figure 86: Using Masterworks Document Option

3. Inthe Folder drop-down list, select the appropriate document folder where the files exist.
The list of files in that folder is displayed.

Link Document X

@ MasterWorks Document O Upload and Lin< New Document O External Document

Folder : Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS

Clear Search
E s i Eoaftes et

Fund Management in FHWA.docx Document - FM Mike Ross 07-27-2023 3:17 AM

Figure 87: List of Documents
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4. Perform any of the following steps, as applicable:
*  From the list of files, select the appropriate files.

* To search for a file, in the box, enter any search criteria for the file, click Search, and then select
the appropriate files.

Link Document X

@ MasterWorks Document l'_::l Upload and Link New Document l'_:) External Document

Folder : |SIT- CAHBP CR104{1) ET AL, 5IT - TRINITY COUNTY HBP BRIDGES ~ «

‘ ‘ Clear Search
e R T

Mo Link available

R

Figure 88: Using Search Option

You can specify search criteria such as the extension of the file type, the date or time the file was
uploaded, the name or title of the file, or the username of the user who uploaded the
file. Optionally, to view all the files in the selected folder, click Clear Search.
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5. Click OK.
The files are linked to the form and are displayed in the ATTACHMENTS section.

PROJECT FUND LIST

[E] Save & Exit B Save & Continue ® Cancel m Workflow v £ Select Actions + ‘ ¥
a
Account Priority : CONO3-CON04 v
Authorized Amount (S) 0.00
Expended Amount (S) 0.00
Probable Expenditure (S) : 0.00
Remaining Amount ($) : 0.00
Notes -
Y
ATTACHMENTS
Elm ity oo e |
RESTORATION OF
Fund Management in
NORTHERN Dorument - FM ~ Mike Ross 07-27-2023 3:25 AM 12.77KB
FHWA.docx
RAILS/Documents
v
q4 3

Figure 89: Linked Document

Note: The Url/Link column displays the path to the folder where the document is available. You can
click the folder path to open the folder.

6. Inthe Title column, enter the titles for the linked files.
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Linking a File to a Form - Upload and Link New Document Option

To upload afile to a folder in the Documents folder structure and link the file to the respective form,
perform the following steps:

Note: The Upload and Link New Document option is the most preferred and used method to link files to a
form by the FLH team.
1. Inthe ATTACHMENTS section, click Link Document.

PROJECT FUND LIST

[a Save & Exit B Save & Continue @ Cancel m Workflow v *&" Select Actions ~ + ¥
AMULUUIIU INUTIDET - 131 0USDUL/ 20 135U INLY /UL U, | &

Account Priority : CONO3-CONO04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes -

Y%

ATTACHMENTS

oL

I e ey e o e o e

No Attachments available

Link Document Upload Document

v
< 4
Figure 90: Using Link Document Option
The Link Document dialog box is displayed.
Link Document X
@ MasterWorks Document O Upload and Link New Document O External Document
Folder : Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS v

Clear Search

No Link available

Figure 91: Link Document Dialog Box

110



Federal Highway Acquisition and e-Bidding
Administration Participant Guide

2. Click Upload and Link New Document.
Link Document X

O MasterWorks Document @ Upload and Link New Document O External Document

Folder : Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS v

Figure 92: Using Upload and Link New Document Option

3. Inthe Folder drop-down list, select the appropriate folder to upload files.
4. Click OK.

A confirmation dialog box is displayed.
5. Click OK.

The NEW DOCUMENT page is displayed.

MNEW DOCUMENT

[a Save B EI{_[ @ Cancel

g

Title : FHWA Restoratinn of Northem Bz

Mew Document Select files

Template Document : [ (Usec as Template Decument for Mall Merge)

Workflow : MNaons b

Figure 93: New Document Page

6. Touploadfiles, inthe New Document section, drag and drop the appropriate files.
On uploading and saving the files, the files are uploaded to the selected folder in the Folder drop-
down list and linked to the respective form.

7. Inthe Title column, enter the titles for the linked files.
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Linking a File to a Form - External Document Option

To link a file to an external storage system, perform the following steps:
1. Inthe ATTACHMENTS section, click Link Document.

PROJECT FUND LIST

[a Save & Exit B Save & Continue

ALLUUIIL INUIIIUET .

Account Priority :
Authorized Amount ($) :

Expended Amount ($) :

Probable Expenditure ($) :
Remaining Amount ($) :

Notes :

ATTACHMENTS

oL

® cancel [ workflow ~ °§" Select Actions ~

12 10US4DUL 7 LU 1.04U.CIN.V / UU.U4. |

CONO03-CON04 ho
0.00

0.00

0.00

0.00

0 s oo [ [ [omr i [

No Attachments available

Link Document Upload Document

4

Figure 94: Using Link Document Option

2. Click External Document.

Link Document

O MasterWorks Document

(:) Upload and Link New Document

Url/Link :  https://

Title :

ko

Click OK.

4

@ Cxternal Document

Figure 95: Using External Document Option

In the URL/Link box, enter the URL to the file in the external storage system.
In the Title box, enter the title for the linked file.

The file is linked to the form and is displayed in the ATTACHMENTS section.
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4.1.2. Attaching a File to a Workflow

Overview

You can upload files to the specific records of a form while performing a workflow action.
The Project Fund List form is used for illustration purposes.

Steps
1. Inthe list page of a form, select the appropriate record.
ez vy +ue > SIT- TRINITY COUNTY HBP BRICG... - Fund Manageent > Project Fund List
PROJECTS PROJECT FUND LIST
Q 1ype e search X v A _fril ©Vew @ deee [ Workllow - M repors « Mail Merge ~ @ More B
i_} S RN oL P B = O 8  Project Fumi D Fund Source Name Fund Source Cade Account Number Accaunl Priorily Waorkflow Stalus
E Sencral i 7| 7]
m SR YT e D PFL 1 CONDT CONO1 15860600 10401- 540.C... Published
{a_ + Patnments
= Document Search
= Project Report Callery
= Project Calendar
— rund Management
= Project Fund Lisl
= Project fund Irarsaction
Figure 96: Using Select Actions Option
. . 'L’ select Actions ~ . . .
2. Click Select Actions , and then click the appropriate workflow action.
The Masterworks dialog box is displayed.
MAETE A ars x
Hotes 5
St Daps T Complets far Mewr Blage {1]
ATTACHMENT:

uplosded By | Uploaded Date
O AT aChTenEs avpilabie

Liptoad Docurment

Figure 97: Masterworks Dialog Box
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3. Inthe ATTACHMENTS section, click Upload Document.
The Open dialog box is displayed.

€ o
<« 4 v N « FHWA > Publishe... Vv (@] Search Published PDF P
Organize ~ New folder =cv B 0
£ Home Name Date modified
(= A01 _Library_Management_PG_ditamap-10001-...  5/24/2023 3:.08 PM

) A01_Library_Management_PG_ditamap-10002-...  5/25/2023 5:23 PM

il Desktop » £ A01_Library_Management_PG_ditamap-10002-..,  5/25/2023 523 PM
‘_‘; Documents # [Jﬂ A01_Library_Management_PG_ditamap-10004-...  5/30/2023 11:04 AM
+ Downloads # @ A01_Library_ Management_PG_Draft 5/29/2023 10:06 PM
P8 Pictures & @ Adding_an_Engineers_Estimate_ltem_dita-1000..  6/21/2023 12:29 AM
@ Music » @ Adding_an_Engineers_Estimate_ltem_ditaAddin..  6/15/2023 1:.03 PM
£9 videos » —_—
File name: ~ | Allfiles
Open Cancel

Figure 98:0Open Dialog Box

4. Toupload a single file, click the required file.
Optionally, to upload multiple files, press and hold CTRL, and then click the required files.
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5. Click Open.
£ open <
&« > v A TH « FHWA > Publishe., W Search Published PDF 2
Organize =  Mew folder =- 0 @
™ Home Name B Date modified
A0 _Library_Management_PG_ditamap-10001-...  5/24/2023 3:08 PM
AD1_Library_Management_PG_ditamap-10002-..  5/25/2023 5:23 PM
Bl Desktop * AD1_Library_Management_PG_ditamap-10002-...  5/25/2023 523 PM
[ pocuments # AD_Library_Management_PG_ditamap-10004-_,  5/30/2023 11:04 AM
J4 Downloads # A0 _Library_Management_PG_Draft 5/29/2023 10:06 PM
W Pictures A Adding_an_Engineers_Estimate_ltem_dita-1000...  6/21/2023 12:29 AM
6 Music FY Adding_an_Engineers_Estimate_ltermn_ditadddin..  6/15/2023 1203 PM
B videos > —_—
File name: | “| Al files ~
Open Cancel

Figure 99: Using Open Option

The name of the file is automatically updated in the Document Name column

6. Optionally, in the Title column, enter the title for the attached file.

Masterworks y
Wetes @ Approved
Sat Days To Camplete for Hext Stage 3 IR
ATTACHMENTS

Document Name | Tithe File Size

Figure 100: Updating Title for the Attached File
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7. Click OK.

You can access the attached file from the Workflow Status and History dialog box.
For more information, refer to Section 4.2.2. Viewing the Workflow History

4.1.3. Accessing and Downloading Attached Files

You can access files that are attached to forms and workflows.
The Project Fund List form is used for illustration purposes.

* Toaccessfiles attached to a form (from the list page):
1. Inthe navigation pane, click the required form.
The form list page is displayed.

PROJECTS PROJECT FUND LIST
Q. Type to Search x| v A .C'] New R’T Warkflew - [;] Reparts [“J Excel Export « @ Mars -
II'} 0 B ProjectFund D Fund Source Name Fund Source Code Fund Source Type Fund Description
SIT - CA ERFO ¥5 LSPOR 2023-1(1) =
T T T T T
m_ @ o @ @ @
O PFL-4 CONO4 CONOS CON CLINGO101: ERFO
TE|E| =71 51T - CA CRFO FS L3PDR 2023-1(1)
- O PFL-3 COND3 COND3 CON Option X
@. + Decumerts
O PFL-2 CONDZ CONDZ CON CLINGO101: ERFO
= Decument Search
|:| PFL-1 COMO1 COND1 CON CLINQO101: Mon-ERFO

® Froject Repert Gallery
® Froject Calendar

= Fund Management

= Project Fund List

m Project Fund Transaction

= Funding Rules

Figure 101: Project Fund List Page

116



Federal Highway Acquisition and e-Bidding
Administration Participant Guide

2. Click More, and then click Attachments.
PROJECT FUND LIST

.ﬁ New &T Workflow - - Reports [‘!it Excel Export ~ @ More

D g Project Fund ID Fund Source Name Fund So urce Type

=g Customize List

£) Attachments

O o epr4 canog COND4 B! audit Log

O PFL-3 COND3 COND3 Ty
O PFL-2 CaND2 COND2 CON
O PFL-1 COND1 COND1 CON

Figure 102: Using Attachments Option

The attachments of all the records are listed.

PROJECT FUND LIST DOCUMENTS

O Back @ More ¥

wwad| B2 & |

D PFL-2 / CONO2 Project_Fund_List_Att 1 Angela PDF 7574.29 KB 12/14/2023 6:32 AM
achments_FHWA

Figure 103: List of Attachments

Optionally, to view files attached to a record, select the appropriate record and then click
Attachments.

PROJECT FUND LIST

_0' Edit @ View @' Delete RT Workflow ~ B Reports ¥ @ Mail Merge ~ @ More ~

|:] g Project Fund ID Fund Source Name Fund Source Code Fund Sq Description
é) Attachments

I _|ﬁ Audit Log l

PFL-2 : cone2 CONO2 coN

D PFL-1 CONO1 CONO1 CON TS90

Figure 104: Viewing Files Attached to a Record
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* Toaccess and download files attached to a record (from the details page):
1. Inthe navigation pane, click the appropriate form.
The form list page is displayed.

PRODJECTS PROJECT FUND LIST
G. Type to Search K WA .QI Mew El] Warkflow = [;] Reports ~ PJ Excel Export = @ More =
1 Project Fund ID Fund Source Name Fund Source Code Fund Source T Fund Descriptian
IY  si-caeseo s spoR 0z - () J ype 4

General

(] PFL4 CONO4 CONO4 CON CLINGO101: ERFO
;’|HE| =71 SIT- CACRFO FS LSPOR 2023-1(1)
- O PFL-3 COND3 CONO3 CON Option X
@. + Documaents
(] PFL-2 CONDZ COND2 CON CLINGO101: ERFO
® Document Search
O PFL-1 CONO1 coNo1 CON CLINGO101: Non-ERFO

Project Report Gallery

Froject Calendar

= Fund Managerment

= Project Fund List

= Project Fund Transaction

= Funding Rules

Figure 105: Project Fund List Page

2. Inthe list page, select the appropriate record, and then click View.
The form details page is displayed.
PROJECT FUND LIST

_i Edit |® View E Delete  [# Workflow v  “§" Select Actions ~ L‘;‘] Reports ~ [é_l Mail Merge ~ @ More ~
D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description
U PFL4 s CONO4 CONO4 CON

Figure 106: Using View Option

118



Federal Highway Acquisition and e-Bidding
Administration Participant Guide

3. Inthe ATTACHMENTS section, select the appropriate files, and then click ...
PROJECT FUND LIST
_i Edit @ Cancel M Workflow ~ f ¥

a
Account Priority : CONO03-CONO4

Authorized Amount ($) : 0.00
Expended Amount ($) : 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes : a
Y
ATTACHMENTS

B e e

2 © Ready NA Mike Ross 07-27-20234:31AM  12.77KB
D ® Ready PFL with data.jpg NA Mike Ross 07-27-2023 4:30 AM 92.13KB
v
4 >
Figure 107:: Project Fund List Page in View Mode
* Toaccess and download files attached to a workflow:
1. Inthe navigation pane, click the appropriate form.
The form list page is displayed.
PROJECTS PROJECT FUND LIST
Q, Typeto Search X WA 1 new B workiiow ~ [ Reports ~ B excelexport ~ () more ~
i“] 1T CA ERFO FS LSPOR 2025.101] = D 7] Praject Fund 1D Fund Source Name Fund Source Code Fund Source Type Fund Description
General
- O PFL4 COMO4 CONO4 CON CLINOO101: ERFQ
TE = SIT- CALRFO FS LSPDR 2023101
D PFL-3 COND3 COND3 CON Opticn X
@. + Decumerns
D PFL-2 CONDZ COND2 CON CLINOD101: ERFO
* Peeumen search (] PFL-1 CONO1 CcoMo1 coN CLINOO101: Non-ERFO

8 Froject Report Gallery
= Froject Calendar

= Fund Management

= Project Fund List

B Project Fund Transaction

= Funding Rules

Figure 108: Project Fund List Page

2. Inthe list page, select the appropriate record.
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3. Inthe WORKFLOW group, click History.
The Workflow Status & History dialog box is displayed.

Workflow Status & History X
Workflow Status Hide ~
......... Selected Status —— CUrrent Status
Approve @
Workflow History Hide A
Workflow Status : Published Workflow Status: Approved
Received On : 07-26-2023 7:34:08 AM Received On: 07-27-2023 5:32:06 AM
Action : Approve Action :
Action Notes : Action Notes :
Action By : Mike Ross Action By :
Due Date: 07-26-2023 7:34:08 AM Due Date: 07-27-2023 5:32:06 AM
Action Status : Action Completed Action Status : Action Pending

Figure 109: Workflow Status & History Dialog Box
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4. Toview all the attachments and complete workflow history, click More Details.
The History page is displayed.

HISTORY

® Close
Record Identifier : PFL-4/CONO4
Workflow Status

Hide »

--------- Selectec 5tatus ——  Current Status

- l ————————[>9 pudlished —DE Approved

Publish Approve

>

4
Warkflow History Hide ~

Action Pencing Action Completed I Action Failed [l Workflow Completed

g  status Received On Action Action Notes Action On Action By

Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10

Figure 110:History Page

5. Inthe ATTACHMENTS section, select the appropriate documents, and then click A

HISTORY
@ Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 ‘
g Publishet 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-2023 5:32 AM =
»
Show Workflow History Report
ATTACHMENTS
=10
. File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size

Figure 111: Using Download Option
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4.1.4. Deleting Attached Files

Prerequisites
You can delete a file only if you have attached it.

Overview
You can delete files that are attached to forms. You cannot delete files that are attached while
performing a workflow action.

The Project Fund List form is used for illustration purposes.

Steps
1. To access the appropriate file attached to a form to be deleted, perform the following steps:

a. Inthe navigation pane, click the appropriate form.
The form list page is displayed.

" 8 oo
ederal Highway
(@ Administration

PROJECTS PROJECT FUND LIST
O\ Type to Search X Vv A .ﬁ New Eﬂ Workflow ~ [g] Reports v E? Excel Export ~ @ More ¥
ﬁ = = = D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type
SIT - TRINITY COUNTY HBP BRIDGES v
Y 2 T
E -_ (7 (7] (Y]
D PFL-2 CON02 CONO2 CON

D@E] ™91 SIT - TRINITY COUNTY HBP BRIDGES
D PFL-1 CONO1 CONO1 CON
@ + Documents
= Document Search
m Project Report Gallery

m Project Calendar

= Fund Management

m Project Fund List

Figure 112: Project Fund List Page

b. Click More, and then click Attachments.
The attachments of all the records are listed.
PROJECT FUND LIST

.D New [¥ workflow = “ Reports = E}f Excel Export ~ @ More =

D g Project Fund ID Fund Source Name FundSo _ urce Type
=gz Customize List

P Attachments

(0 B0 pr4 CONO4 CONO4 B Audit Log

0O PFL-3 CONO3 CONO3 o
0O PFL-2 CON02 CONO2 CON
0O PFL-1 CONO1 CONO1 CON

Figure 113: Using Attachments Option
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c. Various document management features are available for attachments.

PROJECT FUND LIST DOCUMENTS

O Back @ More ~

e e e e e e e
Y . MM/dd| B5 @ B .

[:] PFL-2 / CONO2 Project_Fund_List_Att 1 Angela PDF 7574.29 KB 12/14/2023 6:32 AM
achments_FHWA

Figure 114: List of Attachments

il
2. To delete an attachment, select the appropriate file, and then click .

ATTACHMENTS
=K 2

. . Ready F!-I!ﬂl PrDJECt Fund List =z gela 12/14/2023 6:32 AM  7574.20KB

B

Figure 115: Using Delete Option

4.2. Standard Report Functions

Performing all report-related activities is similar in procedure throughout the application.
All tasks that you can perform are based on the roles assigned to you in a project and the permissions
granted to the roles.

For information on roles, refer to Security Roles in the A02 Administrator Guide.

The standard report functions include the following:
* 4.2.1. Generating and Viewing Reports

o 4.2.1.1. Generating a report

o 4.2.1.2. Printing a report

o 4.2.1.3. Saving a report in various formats

o 4.2.1.4. Updating report to view the latest information

* 4.2.2.Subscribing to a report
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4.2.1. Generating and Viewing Reports

You can generate reports for different information views for all the forms in the application.
Masterworks enables you to use report filters to generate reports with specific information.
You can perform the following report functions:

* 4.2.1.1. Generating a report
* 4.2.1.2.Printing a report
* 4.2.1.3. Saving a report in various formats

* 4.2.1.4.Updating report to view the latest information

4.2.1.1 Generating a report

Overview

You can generate various reports that comprise information based on the roles assigned to you and the
various projects to which you are invited.

For a few reports, you can use the filter criteria to provide information for the relevant fields and generate
the reports.

The Project Fund List form is used for illustration purposes.

Steps
1. Perform any of the following steps, as applicable:
e Inthe form list page, click Reports, and then click the appropriate report.

PROJECT FUND LIST

.ﬁ New EH Workflow ~ =] Reports v Fit Excel Export ~ @ More -

[ B Project Fund D Fund Source Code
[=. List Page Report

] PFL-2 CONO2 CONO2

Figure 116: Using Reports Option
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e Inthe project navigation pane, click Project Report Gallery, and then double-click the
appropriate report.

PROJECTS PROJECT REPORT GALLERY

Qg x| v

v  Acquisition Reports

ﬁ SIT - CA ERFC 7S LSPDR 2023-1{1| =

E General Awarded Bid Schedule Report

DE|E| "7 SIT - CA ERFC FS LSPDR 2023-1(1) Bid Analysis Report
@ + Documenis Bid Schedule Report

= Document Search Bid Tabulation Report

= Project Report Gallery Obligation Tabulation Report

= Praject Calendar
= Fund Management
= Project Fund List
n Project Fund Transaclion
® Funding Rules
+ Bid Estimate Information
+ Bidding

+ Contracts
Figure 117: Project Report Gallery Navigation Page
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* Inthe project navigation pane, expand the contract folder, click Contract Report Gallery, and
then double-click the appropriate report.

PROJECTS CONTRACT REPORT GALLERY
ﬁT SIT-CA CRFO FSLSPDR 2023-1(1) | = Rgctap=SUrders
General Change Order By Date Report
[N 4« Contract Modifications

+ Confligurations
@' ® Centract ltems CM Affected Pay Item Report

+ Prograss Tracking Contract Modification Report

+ Billings & Payments ~ General(Contract dashboards)

= Contract Modifications @i S R

= Submitals Grand pay item summary report

= Contract Report Gallery

v Progress payments

+ Subcontract
Government Receiving Report

® Contract Closcout Status
Pay MNote Report

= Claims
Pay Note Summary Repart

B Freedom of Infarmation ...
Progress Payment Report

® Request for Equitable A
Progress Payment Repart{Contractar's Version)

u CDR NAVIGATIOMN PAGE

> Frogress Payment Schedule Summary Report
m DR NAVIGATION PAGE = v

Figure 118: Contract Report Gallery Navigation Page
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2. Iffiltering options are necessary, select the appropriate information in the relevant fields, and then

click View Report.

The report is generated and displayed.

LIST PAGE REPORT

@ Back

@ Subscribe

Include Pending on Users and Rales | No

| View Report

4 of 1 P Find | Next  [Q1w £ yoi
A
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account |Account |Autherized |Expended Remaining
Fund ID |Source |Source |Type |Source |Description [Number |Priority |Amount($) |Amount (%) Amount (4
Name Code Category
PFL-1 CONC1 |CONO1 |[CON |FLAP This project | 1516043 0.00 0.00 Q.00
fund list for |027201.5
fund source | 40.CN.V7
category 00.04.16
FLAP. 0400000
0.25255
PFL-2 CONQ2 |CON02 |CON |FLAP 1516043 |CON02- |0.00 0.00 Q.00 v
. ] [

Figure 119: Using View Report Option
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4.21.2

Steps

Printing a Report

1. Generate the required report.

For more information, refer to Section 4.2.1.1. Generating a Report.

2. Inthereporttoolbar, click Print Report @

LIST PAGE REPORT

@ Back

Include Pending on Users and Roles

@ Subscribe

No

Acquisition and e-Bidding
Participant Guide

4 | af 1 P Find [ Next  [Qlw | fzh
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account [Account |Authorized |Expended Remaining
Fund ID |Source |Source |Type |Source | Description [Number |Priority |Amount($) |Amount ($) Amount (4
Name Code Category
PFL-1 CONO1 |CONO1 |CON |FLAP This project [1516043 0.00 0.00 0.00
fund list for |027201.5
fund source |40.CN.V7
category 00.04.15
FLAP. 0400000
0.25255
PFL-2 CONQ02 |CONO02 |[CON |FLAP 1516043 [CONO2- [0.00 0.00 0.00
. ] 3

Figure 120: Using Print Report Option
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4.2.1.3 Saving a Report
Steps
1. Generate the required report.

For more information, refer to Section 4.2.1.1.
2. Inthereporttoolbar, click Export, and then cli

PROJECT STATUS REPORT

Acquisition and e-Bidding
Participant Guide

Generating a Report

ck the required option.

@ Back g Subscribe
Report Version Active Projects v Percent Complete Greater Than 90
Positive § Value Difference 100000 Negative $ Value Difference 100000
View Report
4 [1 Jof1 o @

Find | Next |[a -

Excel
PDF

CSV (comma delimited)

Project Number Project Name Contract number COE

Figure 121:

Acceptance
Award Date Original FCD Modified FCD Date

Exporting a Report
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4.2.1.4

Steps

Viewing Latest Information in a Report

1. Generate the required report.
For more information, refer to Section 4.2.1.1. Generating a Report

2. Inthereporttoolbar, click Refresh <

LIST PAGE REPORT

@ Back

Includs Pending on Lsers and Roles

@; Subscribe

View Report

Ma

Acquisition and e-Bidding
Participant Guide

1 o 1 Find | Next [av i,
F
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account |Account |Authorized |Expended Remaining
Fund ID |Source Source |Type |Source |Description [Number |Priority |Amount($) |Amount (%) Amount (4
Name Code Category
PFL-1 CONQ1 |CONO1 |CON |FLAP This project 1516043 0.00 0.00 0.00
funda list for [027201.5
fund source|40.CN.V7
category 00.04.16
FLAP. 0400000
0.25255
PFL-2 CONG2 |CONO02 |CON |FLAP 1516043 |[CONO2- |0.00 0.00 0.00 v

4 EEEEEEEEEEEE———

Figure 122: Using Refresh Option

4.2.2. Subscribing to Reports

Prerequisites

*  You must have access to the report.

Overview

The logged-in user is assignhed with the permission to generate the report.

You can subscribe to reports, and subscribed reports are delivered to the specified email addresses or
saved in the specified file location. You can configure subscriptions so that the reports are delivered

periodically in the specified format.
Additionally, you can create multiple subscriptions for a single report with varied subscription options.
You can subscribe to a report using any of the following methods:

Email: The report is delivered through email to the specified email addresses in the specified
formats.

Note: Only Masterworks registered email address is allowed to receive the subscribed reports.

1
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File Share: The reports are saved to the specified location in the specified formats

Note: Users with the appropriate permission can subscribe themselves or others to a report. Only
users with the Administrator role can remove or end an active subscription once it is created.

Steps

1.

Open areport, and then click

BID ANALYSIS REPORT

@ Back g Subscribe

Subscribe

Bidder: Missouri River Contractors, LLC

Maximum Deviation 9% :

View Report

Figure 123: Subscribing a Report

The subscription dialog box is displayed.

SIT Testing Build- FHWA eDelivery

Delivery Option Schedule Details

Please select the delivery option

@ E-Mail O Windows File Share

To

Becc

Reply-To
Subject i
Priority

Comment

Report Format
Start Date

Enable schedule stop

(Use (;) to separate multiple e-mail addresses.)

Normal

Include Report
Include Link

PDF

07-27-2023

|
Figure 124: Subscription Dialog Box
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Note: To subscribe to a report, you must fill the fields with red asterisks.

2. Inthe Please select the delivery option section, perform either of the following steps, as
applicable:
* Click E-Mail to receive the report through email.
* Click Windows File Share to save the report to the specified location.

3. Based onthe delivery option selected, perform the following steps:

E-Mail Windows File Share

a. Inthe To box, enter the email a. Inthe File Name box, enter the file name
addresses of the recipients of the for the report.
report. b. Selectthe Add a file extension when the file

b. Inthe Reply-To box, enter the email is created check box to save the report file
addresses of the recipients to whom name with the extension of the file format
the reply email must be delivered. as required for the report.

c. Inthe Subject box, enter the name of c. Inthe Path box, enter the path of the
the report or any other appropriate shared file location where the report must
subject for the email. be saved.

d. From the Priority drop-down list, select Note: To configure the shared file location
the priority of the email. If the selected in the application, you must provide the file
priority is High, the email will be sent as path location to the Administrator.

a High Priority notification. d. From the Report Format drop-down list,

e. Inthe Comment box, enter any select the format in which the report must
comment for the email. Comments are be generated and saved.
included in the body of the email. e. Inthe Credentials used to access the file

f. Selectthe Include Report check box to share section, enter the credentials to
deliver the reportin the selected format access the shared location and save the
as an email attachment. report.

g. Selectthe Include Link check box to f. From the Overwrite options section, click
deliver the link to the reportin the any of the following options:
report delivery email. The recipient can * Overwrite an existing file with a newer
view the report on the application only version - When saving the report at the file
if the recipient has the required location at the scheduled time, if a file with
permissions on the report. the same name exists, then the existing file

h. From the Report Format drop- down is overwritten by the latest report.
list, select the formatin which the * Do not overwrite the file if a previous
report must be generated and delivered version exists - When saving the report at
to the specified email addresses. the file location at the scheduled time, if a

i. From the Start Date list, click the date file with the same name exists, then the
from when the report must be report is not overwritten by the latest
delivered. report, and the report is not saved at the

j. Selectthe Stop this schedule on file location.
check box, and then select the date * Increment file names as newer versions are
until the report must be delivered. added - When saving the report at the file

132



Federal Highway
Administration

Acquisition and e-Bidding
Participant Guide

location at the scheduled time, if a file with
the same name exists, then the latest
report is saved with the same name
appended with a sequential number.

g. From the Start Date list, click the date
from when the report must be saved.

h. Select the Stop this schedule on check
box, and then select the date up to when
the report must be saved at the file
location.

4. To setthe frequency of report delivery, click the Schedule Details tab.
SIT Testing Build- FHWA eDelivery

Delivery Option

() Hourly

() paily

() Weekly

() Monthly

(®) Once

Schedule Details

Runs only once

Start time (hh:mm) "

X

Figure 125: Schedule Details Tab

5. From the delivery frequency options, click the appropriate option:

once on preset days, or
periodically as defined.

Option Description Steps
Hourly The report is delivered a. Click Hourly in the delivery options list.
every preset number of b. Inthe Run the schedule every section, enter the
hours. frequency of report delivery:
i.In the hours and minutes boxes, enter the time
period in hours and minutes the report must be
periodically delivered.
ii.In the Start time (hh:mm) box, enter the time (in
24-hour format) the report delivery must begin.
Daily The report is delivered a. Click Daily in the delivery options list.

b. Inthe schedule definition section, enter the
frequency of report delivery:

* Click Every Weekday to get the report
delivered on all weekdays, from Monday to
Friday.

* Click Repeat after this number of days, and
then, then in the box, enter the number of days
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Option

Description

Steps

to get the report delivered periodically once
every specified number of days.
c. Inthe Start time (hh:mm) box, enter the time (in
24-hour format) the report must be delivered.

Weekly

The report is delivered
every preset number of
weeks on preset days of
the week.

a. Click Weekly in the delivery options list.

b. Click Repeat after this number of weeks, and thenin
the box, enter the number of weeks to get the report
delivered periodically once every specified number of
weeks.

c. Inthe On day(s) section, select the days on which the
report must be delivered.

d. Inthe Starttime (hh:mm) box, enter the time (in 24-
hour format) the report must be delivered.

Monthly

The report is delivered
monthly on preset days of
a selected week.

a. Click Monthly in the delivery options list.
b. Select the months when the report must be
delivered.
c. Click one of the following options to schedule the
delivery of the report:
. On week of the month

i From the list of weeks, select the week the
report must be delivered.

ii.  Inthe On day(s) section, select the days
the report must be delivered in the week
previously selected.

. On Calendar day(s)

o Inthe box, enter the number of days of
the month the report must be delivered,
starting from the current day. For
example, if the current day is the 12" of
a month, and the calendar days set is
10, then the reportis sent for 10 days
from the 12th of every selected month.

d. Inthe Starttime (hh:mm) box, enter the time (in 24-
hour format) by when the report must be delivered.

Once

The report is delivered

once on the current day.

In the Start time (hh:mm) box, enter the time (in 24- hour

format) by when the report must be delivered.

6. Click Subscribe.
The report is delivered as scheduled.
Note: Only users with the Administrator role can unsubscribe to reports.
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4.2.3. Unsubscribing to Reports

Prerequisites
You are assighed the Administrator role.
Overview

You can stop the delivery of a subscribed report by unsubscribing to that report. Only a user with the
Administrator role can delete report subscriptions.

Steps

1. Inthe module menu, click Administration.
The ADMINISTRATION page is displayed.

ADMINISTRATION ADMINISTRATION

Application Settings
Gy

Estahlish system configurations including email settings, report lagos, and user statistics.

Q Type Lo Scarch X v A
ﬁ [ System Confligurations

figl i
& [ Functienal Configurations : User Management

Create user groups, establish roles and permissions, authenticate pending registrations, and manage
users system wide.

[ Configuration ToolkiL
{3} ) Workflow Management
= Doc kxtraction Admin

Create, Edit, Delete and Publish Workflows.

Uﬂj [ User Management

ﬂ Form Builder

B8 create and madify the forms to meet your business requirements.

Figure 126: Administration Page
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2. Inthe navigation pane, expand Functional Configurations, expand Report Management, and then
click Report Subscriptions.

ADMINISTRATION ADMINISTRATION
Q Type to Search X Vv A o .
Application Settings

) et -~ 0 : . . - - - - . Py
ﬂ [ System Configurations Establish system configurations including email settings, repart logos, and user statistics.

]} ™7 Functional Configuraticns User Management

Create user groups, establish roles and permissions, authenticate pending registrations, and manage
users system wide,

®m Feature Settings

i)

= Budget Management

Workflow Management
= Issuc Log Color Configurati.. 8

= %]

Create, Edit, Delete and Publish Workflows.
= Nooile Apolication Settings
Form Builder

=
il

= |mpertant Notifications

I
a

Create and modify the forms to meet your business requirements.

Report Managemeart

® Report Configurations

= Repert Subscriptions |

= Business Unil
[ User Management
[ Configuration Toolkit

= Dac Exiraction Admin

Figure 127: Navigation to Report Subscriptions

The REPORT SUBSCRIPTIONS LIST page is displayed.

REPORT SUBSCRIPTIONS LIST

Su Customize List | Audit Log

D Repert Name Created On Created By Delivery Type Schedule Details Path

|:| /fhwasitdm/UPSA... 05/02/2024 9:30 AM Lahoucine lo Quhssay... Email AT 9:30, starting 05/02/... Home >Ad-Hoc Unit Pri...
D /fhwasitdm/Engine... 01/11/2024 1:56 PM Lahoucine lo Quhssay... Email At 1:0, starting 01/11/2... Home >Projects »Laho...
D Mfhwasitdm/Summ... 10/11/202310:13 P Ninh Phan Email At 18:0, starting 10/11/... Home >Projects >Reha...
|:| /fhwasitdm/Constr... 07/17/2023 8:59 AM Rama File Share Every 1 hour(s)and0... Home >Projects

D Hhwasitdm/Constr... 07/11/2023 11:29 AM Kim Pellegrini Email At 9:0 on the first Mon ... Home >Projects

Qnoo oo i

Figure 128: Report Subscriptions List Page
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3. Selectareport subscription, and then click Delete.
A confirmation message is displayed.

REPORT SUBSCRIPTIONS LIST

| El' Delete ‘E{ Audit Log

D Report Name Created On Created By Delivery Type Schedule Details Path
tfhwasitdm/UPSA... E 05/02/2024 9:30 AM Lahoucine lo Quhssay... Email AL 9:30, starting 05/02/... Home >Ad-Hoc Unit Fri...
D ffhwasitdm/Engine... 01/11/2024 1:56 PM Lahoucine lo Quhssay... Ema At 1:0, starting 01/11/2... Home >Projects >Laho...

Figure 129: Delete Option

4. Click OK.

The selected report subscription is deleted, and delivery of the report is stopped for the user who was
subscribed to the report.

4.3. Workflow Status Transitions

A workflow automates a business process for stakeholders to evaluate a form, make decisions, and then
take an appropriate action. Workflows comprise various status, and each status is transitioned to the
next workflow status through actions taken by stakeholders of the current workflow status. Transitioning
a workflow status to the subsequent workflow status is performed in the way of a workflow action.

The following topics describe the various workflow related tasks:

* 4.2.1. Performing Workflow Status Transitions
* 4.2.2.Viewing the Workflow History

* 4.2.3. Selecting Workflow Users

* 4.2.4. Associating a Workflow

4.3.1. Performing a Workflow Action

Prerequisites

* A workflow is associated with the record.

* You are an action stakeholder for a particular status in the workflow.
* You are invited to the project.

* You have editing permission for the form or document.

* A workflow action is pending for you.

Overview

When a workflow action is performed on a record, the record is moved from the current workflow status
to the subsequent workflow status. A workflow status is transitioned to the subsequent workflow status
based on the workflow action conditions defined.
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Steps
1. Open aform list page or document list page.
Note: You can view the workflow status of a record in the Workflow Status column of the list page.
2. Perform any of the following steps, as applicable:
* Selectthe appropriate record.
PRGIECT FUND LisT

_F it © Vicw [ Dlete Bl Werkflaw = 8" SclectActions ~  [&] Reports = [B MailMerge = () More —

0 8 rrojectfundID Tund Source Name Fund Source Code Fund Source Type Tund Description Account Number Account Priority Workfiow Status

| i | L Y) \ | T | v}l L Y] L ] I 7]

PFL-4 CONO4 CONO4 CoN 1SFCA 14{4) Funding 15A7302501404 R4O.C... Approved

[N
S R EC R N pe e e I
]

PFLZ COoND2 CoNG2 CON FLAP Funding MT NPS GLAC 14.. 1517302607404 540.C...  COMNO2 CONO4 Approved L}

Figure 130:Selecting a Record

o Select multiple records that are in the same workflow status and have the same workflow
associated with them.

PROJECT FUND LIST

T Delete °8° SelectActions » (D More v

B Proecrundi +und Sourze Code Fund Source lype Fund Description Azcount Number Accoun: Priority Worktlow Status

) Awachments -
& | &3 | { (Yl &3]

|

Figure 131: Multiple Records with Same Status
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e Selectthe appropriate record, and then click Edit.

The Project Fund List page is displayed.

PROJECT FUND LIST

@ Cancel ﬁ] Workflow ~

Project Fund ID
Fund Source Name
Fund Source Code

Fund Source Type

Fund Source Category

Fund Description

Account Number

Account Priority

Authorized Amount (%)

Original Authorized Amount ($)

Expended Amount ($)

Probable Expenditure (%)
Remaining Amount ($)

MNotes

'i' Select Actions «

PFL-4
CONO4
CONO4

CON

GAOA

15F0A 14(4) Funding
4

15A7302601404 R40.CN.15F0.30
1730001426 25255

0.01

0.01

0.00

0.00

0.01

Figure 132: Editing a Record
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o

& Select Actions ~

3. Click Select Actions , and then click the appropriate workflow action.

PROJECT FUND LIST

@ cancel [B] workflow ~ || *&* Select Actians ~
Project Fu Return to Published
Fund Sourca NI Mark as Inactive
Fund Source Code : COMNO4
Fund Source Type :@: CON
Fund Source Category @ GAOA
Fund Description 15F0A 14(4) Funding
.
Account Number : 15A7302601404 R40.CN.15F0.30
1730001426 25255
Account Priority
Authorized Amount ($) : 0.01
Original Authorized Amount ($) : 0.01
Expended Amount ($) : 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.01
Notes

i

Figure 133: Using Select Actions Option — Details Page

Available actions are based on the definition of the associated workflow.
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The Masterworks dialog box is displayed.
MasterWorks »

Notes :|| Validated the information added for the fields.

Set Days To Complete for Next Stage : 2 ®

ATTACHMENTS

o e S e PR e

No Attachments available

Upload Document
[ o

Figure 134:Masterworks Dialog Box

5. Optionally, in the Notes field, enter the notes for the workflow transition.
You can access these notes from the Workflow History dialog box.
6. Inthe Set Days To Complete for Next Stage field, enter the number of days by when the workflow
action of the next workflow status must be completed.
Note:

°* The number mentioned in this field determines the due date to complete the workflow action for
the next workflow status.

* Ifthe field is empty, the application applies the default number of days set for the respective
workflow.

* Ifyou wantto override the default days set for the respective workflow, you need to enter the
appropriate number in this field.

MasterWorks b4
Notes : | Validated the information added for the fields.
P
Set Days To Complete for Next Stage :| 2 "'é)
ATTACHMENTS

G R L

No Attachments available

Upload Document

Figure 135:Set Days To Complete for Next Stage
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Optionally, inthe ATTACHMENTS section, you can upload or link related files.

For information on attachments, refer to Section 4.1. Attachments.

You can access these documents from the Workflow History dialog box. For more information, refer
to Section 4.3.2. Viewing the Workflow History.

7. Click OK.

Note:

You cannot revert certain workflow status to the previous workflow status.
You cannot edit or select certain fields in a form based on the current workflow status of the record.

4.3.2. Viewing the Workflow History

Prerequisites
A workflow is associated with the record.

Overview
You can view the business process progression of a record in the workflow history of the record. The
following details are available in the workflow history of every record:

Action taken at every workflow status

Date the workflow action was performed

Notes entered when the workflow action was performed

User name and user ID of the users who performed a workflow action
Documents attached during workflow transitions

The Project Fund List form is used for illustration purposes.
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Steps

1. Inthe list page of a form, select the appropriate record.
PROJECT FUND LIST

j Edit © View E Delete [# Workflow ~ *§" Select Actions ~ E] Reports ~ [é‘. Mail Merge ~ @ More ~

D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description

Em e e e e

PFL-3 CONO03 CONO3 FLAP Funding MT NPS GLACIER...

D PFL-2 CONO02 CONO02 CON FLAP Funding MT NPS GLAC 14...

Figure 136: Selecting a Record

2. Click Workflow, and then click History.

PROJECT FUND LIST
F Edit © view [l Delete | B workflow = | °f' Select Actions ~  [&] r
[J 8 Pproject Fund ID Ind Source Code
.Q History
Workﬂow User(s)
PFL-3 CONO3 CONO3

Figure 137: Using History Option
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The Workflow Status & History dialog box is displayed.
Workflow Status & History

Workflow Status Hide A

@ Published

Approve @

Selected Status

Current Status

Approved

Acquisition and e-Bidding
Participant Guide

X

Workflow History Hide ~

Workflow Status:
Received On:
Action :

Action Notes :
Aclion By :

Due Date:

Action Status:

Published Workflow Status:
07-26-2023 7:34:08 AM Received On:
Approve Action :

Action Notes :
Mike Ross Aclion By :
07-26-2023 7:34:08 AM Due Date:

Action Completed

Figure 138: Workflow Status & History Dialog Box

Action Status :

Approved
07-27-2023 5:32:06 AM

07-27-2023 5:32:06 AM
Action Pending

The Workflow Status section displays the current and the previous workflow statuses.
The Workflow History section displays the details of the workflow statuses.
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3. Toview the complete workflow history, click More Details.

Workflow Status & History X
--------- Selected Status e CUrrent Status
@ Published 4 Approved \
Approve @
Workflow History Hide ~
Workflow Status: Published Workflow Status: Approved
Received On: 07-26-2023 7:34:08 AM Received On: 07-27-2023 5:32:06 AM
Action: Approve Action :
Action Notes : Action Notes :
Action By : Mike Ross Aclion By :
Due Date: 07-26-2023 7:34:08 AM Due Date: 07-27-2023 5:32:06 AM
Action Status : Action Completed Action Status : Action Pending

Figure 139: More Details option
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The History page is displayed.

HISTORY

@ Close
A

Record ldentfier - PFL-A/CONOA
Workflow Status Hide ~
--------- Selected Selus — CUTTCMNL SWAWS
. e -

 Draf. .—J—D. Publizhed 'ﬁ Apprayved

=ublish Approve

4 »
Workflow History Hide A

Actian Pancing Actian Complerad B Action Failed B Warktlow Camalersd

9 staws Received On Action Action Notes Action On Action By

=o R4 =6k k

Dralt 07-26-2023 7:34 AM Publish 07 26-2023 7:34 AM User10
Figure 140: History Page

The Workflow Status section displays the progression of the workflow through the various statuses.
The Workflow History section displays the details associated with each of the workflow statuses.
The ATTACHMENTS section displays the list of documents attached when users performed workflow

actions on the selected record.
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4. Toview details associated with any of these workflow statuses, click the appropriate workflow
transition record in the Workflow Status section.

HISTORY

() Close
Record ldent©er - PR COMNUOS a
Workflow Status Hide ~
—————— selected StaTUE Current Status
i ' Y -
i |
! il
o pubisnee G ;
1 )
|
rublizh @ Approve W@ [ECEEEErEeret
[
[l »
Workflow History Hide ~
Actien 2znding Actlor Comglated M actlon Falled [ Workflow Completed
@ suatus Recsived On Action Actizn Nates Action ©n Action By Action By User Name Action Mes
approved 11/21/2023 8:37 AM
1 »

Show WorkHow History Report

Figure 141: Workflow Status Section

The Workflow History section displays the details associated with the selected workflow statuses.
The ATTACHMENTS section displays the files uploaded during the workflow transition of the selected
workflow statuses.

5. Toopen an attachment, inthe ATTACHMENTS section, in the Document Name column, click the
required file name.

HISTORY
@ Close
Draft 07-26-20237:34 AM Publish 07-26-2023 7:34 AM User10 >
g Published 07-28-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-2023 5:32 AM v
4 G — »
Show Workflow History Report
ATTACHMENTS
File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size
a NA 07-27-20235:32 AM.
g \

Figure 142: Clicking Document Name
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The documentis opened in the application viewer.

VIEWER

® Back [G) seve  eZs Princ

Edit - View ~ Page - Interactive - Annotations ~

«=s 1 /13 la am v alpEoenErI@ysBEa T

E rs
R [
[
G
FUND MANAGEMENT
IN FEDERAL
. HIGHWAY
= ADMINISTRATION
__Pnge 2
= _— Y/
5 ; MASTERWORKS
9 TE i . : 1 .
e NE BB E /" A H E W L2 ¢ 2T
Figure 143: Viewing a Document in the Application Viewer
6. Toview the workflow history as a report, click Show Workflow History Report.
HISTORY
@ Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 =
9 Published 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-2023 5:32 AM =
1 4
Show Workflow History Report
ATTACHMENTS
&
File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size

v

Figure 144: Using Show Workflow History Report Option
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The Workflow History Report is displayed.

WORKFLOW HISTORY REPORT

@ Back & Subscribe

4 4 |1 |0"1 Find | Next [av > m

Workflow History Report

Record Name: |Project Fund List Record Details: |Fund Source Name
Project Code: |Aurigo SIT MT NPS Project Name: |Aurigo - Test Rehabilitate Many
GLAC 14(4) & MT NPS Glacier Road & Many Glacier
GLACIER 14(1) - RKR Road
Status |Pending On Received |Action |Action User Action Due Date
Role(s) On Name On Qverride
Draft |A/E Designer, A/E |12/11/202 |Publish |[Administrat|12/11/20 [12/11/2023
Lead 32:28 AM or 232:28 |2:28 AM
Designer,A/E AM

Manager,Acquisit
ions,Administrat
or,Construction
Admin
Staff,Constructio
n Component
Lead,Design
Component
Lead,Designer,Pr
oject Manager

Figure 145: Workflow History Report Page

4.3.3. Selecting Workflow Users

Prerequisites
Workflows are published for the form.

Overview

At any workflow stage, you can select specific users to mandatorily take an action at the defined
workflow stage. These selected users must perform an action at the defined workflow stage to move the
workflow to the subsequent workflow stage. Only selected workflow users can perform the workflow
action.

149



Federal Highway Acquisition and e-Bidding
Administration Participant Guide

For document folders in the Document Management module, users selected at a folder level are
applicable to all sub-folders and document records within them. Additionally, you can select users at a
sub-folder level and at a document record level.

The Project Fund List form is used for illustration purposes.

Steps
1. To select users in the workflow of a module or document folder, perform the following steps:
a. Inthe list page of aform or the list page of a document folder, click Workflow, and then click
Workflow User(s).

PROJECT FUND LIST

..':I New M Workflow = #| Reports ¥ [‘\if Excel Export ~ @ More ~

] 0 rce Name Fund Source Code
d‘) Associate
,—%; Workflow User(s)
D v Po Show Pending On User(s) CONO4
B I i CONNR
Figure 146: Using Workflow User(s) Option
b. From the Available Workflows drop-down list, select a workflow.
The published workflows associated with the form are displayed.
Workflow User(s) X

Available Workflows: | --Selecr-- ¥

he artion fo mowve the workflow m news sTage

Mete: “#ndicates the smage has an achion --Selacl--

Custom Project Fund List

Figure 147: Published Workflows

The Workflow User(s) table is displayed.
The list of stakeholders for each stage and role is displayed.
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2. Alternatively, to select users in a workflow for a record of a form or a document, perform the following
steps:
* Selectarecord, click Workflow, and then click Workflow User(s).
PROJECT FUND LIST

_ﬁ"' Edit <€ View E’ Delete &I Workflow = [g] Reports = @.' Mail Merge ~ @ More =
E] g Project Fund ID i ind Source Code Fund Source Type
@ History
_i;; Workflow User(s)
O PFL-2 INO2 CON
PFL-1 i CcOND1 CONO1 I} CON

Figure 148: Using Workflow User(s) Option

The WORKFLOW USER(S) page with the associated workflow of the record is displayed.
Workflow User(s) X

Workflow assigned for record:  Custom Project Fund List

[ stage Role User Name First Name Last Name

G

A
v Stage: Inactive

w Role: Acquisitions

D Inactive Acquisitions Rama_Acquisitions  Rama

D Inactive Acquisitions Ryanp_Acquisitions Ryan Phillips
D Inactive Acquisitions Shirley_Acquisitions Shirley Anderson
D Inactive Acquisitions Dean_Acquisitions  Dean Umathum
D Inactive Acquisitions Antony Antony

v
>

nn = um Page 1 of 5

Note: * indicates the stage has an action which requires every selected user to complete the action to move the workflow to next stage

Save

Figure 149: Workflow User(s) Page

4

Only workflow stages following the current workflow stage are displayed, and the list
of stakeholders for each stage is displayed.
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3. Select the users for each stage to add to the workflow.
Workflow User(s) X

Workflow assigned for record:  Custom Project Fund List

D Stage Role IUser Name First Name Last Name

B e - —

Approved Administrator kishor Kishor E

3 |

D Approved Administrator Ramadevi Ramadevi
- | |
[J Approved Administrator Beale_Administrat... Beale Spencer

e N e O ENETaeS

nn[ﬂz 3 4 5 & 7 suu Page 1 0f 8

Note: "#' indicates the stage has an action which requires every selected user to complete the action to move the workflow to next stage

N

Figure 150: Using Filter Option

Optionally, you can filter the users using the following filters:
* Stage
* Role
* UserName
* FirstName

* LastName
4. Click Save.
Based on the defined workflow, any or all selected users must perform the workflow action on the
selected record.

The WORKFLOW HISTORY page displays the workflow actions performed by all users across all
stages of the workflow.
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4.3.4. Associating a Workflow

Prerequisites
*  Workflows are published for the form.
* The logged-in user is assigned Administrator role.

Overview

Once a workflow is published as the default workflow for a form, every record of the form that is created
in every project is associated with its default workflow. You can change the default workflow of a form.
The newly associated workflow is effective for this form only in this project. New records created for this
form in this project are associated with the newly selected workflow.

The Project Fund List form is used for illustration purposes.

Steps
1. Inthe navigation pane, click a form to open.

(‘ AFE Da:olwclvfﬁ \n'ﬁc'm on
ederal Highway
@

Administration

PROJECTS PROJECT FUND LIST
Q. Type to Search X W A 4 New [ workflow ~ [#] Reports ¥ [}t ExcelExport ¥ & More ~
I.] = s n D H Project Fund ID Fund Source Name Fund Source Code Fund Source Type
SIT - TRINITY COUNTY HBP BRIDGES 52
¥ 24 T Y
E General B2 &4 id 2
D PFL-2 CONO02 CONO2 CON

@B = SIT-TRINITY COUNTY HBP BRIDGES
O PFL-1 CONO1 CONO1 CON
@ 4 Documents

® Document Search

Project Report Gallery

Project Calendar

— Fund Management

s Project Fund List

Figure 151: Selecting a Form
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2. Click Workflow, and then click Associate.
PROJECT FUND LIST

4'.-] New R’_T Workflow ~ [g] Reports ~ [‘]f Excel Export ~ @ More ~

D g rce Name Fund Source Code

&, Workflow User(s)
D g 30 Show Pending On User(s) canol

0 9 rres oo CONO3
Figure 152: Using Associate Option

The Workflow Association dialog box is displayed.
Workflow Association X

DEFAULT WORKFLOW :

Custom Project Fund List
WORKFLOW OVERRIDE FOR THIS PAGE:

Mo Workflow Associated

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

-Select-- W Apply

Figure 153: Workflow Association Dialog Box

The DEFAULT WORKFLOW section displays the workflow name of the form that is marked as default
for the form in the application.

3. To associate a different workflow to the form in the project, from the APPLY A NEW WORKFLOW FOR
THIS LISTPAGE AND MODULE drop-down box, select the workflow to associate with the form for the
project.

Workflow Association x
DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

No Workflow Associated

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

-Selecr--

Custom Project Fund List

FHWAProject_WF
Project_WF

Figure 154: Using Applying a new Workflow for this List Page and Module Option
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Available options are the published workflows for the respective form.

Upon selecting the workflow, the WORKFLOW OVERRIDE FOR THIS PAGE field displays the
current workflow that is associated with the form for the project.
X

Workflow Association
DEFAULT WORKFLOW ;

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

FHWAProject_WF

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

Figure 155: Updated Workflow Override for this Page Field

If no selection is done in the APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE
field, then the WORKFLOW OVERRIDE FOR THIS PAGE field displays No Workflow Associated.

4. Optionally, to reset the workflow of the form for the project to the default workflow as defined for the
form in the application, click Remove adjacent to the WORKFLOW OVERRIDE FOR THIS PAGE field.

X

Workflow Association
DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

FHWAProject_WF

APPLY A NEW WORKFLOW FOR THIZ LISTPAGE AND MODULE :

—Select—- ~

Figure 156: Resetting to Default Workflow

5. Click Apply to save the changes.
The workflow properties are associated with the form.
The selected workflow is associated with the newly created records of this form within the project.
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