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Chapterl Appl i cati ons

This User Guide will cover all steps in the Letting process and the
applicationg#oolsyou will need to complete them. This first chapter w
briefly explain each so that you will have a clearer understanding of
you need.

These are:

1 The Letting Admin Dashboard

1 AASHTOWare Project Preconstruction (AWP)
1 AASHTOWare Project Bids Entry

1 Bid Express (BIDX)

The Letting Admin Dashboard

o
@

TheLetting Admin Dashboard provides a central location to access ¢
systems required in the Letting Process.

The dashboard can be found on the NCDOT Preconstruction Projec

Home page.
Step Action Result
1 In the address bar of your web browse TheLetting Admin
type Dashboardpage

HTTPS://CONNECT.NCDOT.GOV/SITE/PR | will appear.
ECONSTRUCTION/PAGES/LADM. ASPx#
and press)

Return to Home

LETTING ADMIN DASHBOARD

Interested Parties/Authorized Bidders Contracts
Pay Items & Quantities (PI1Q) AASHTOWare Project Preconstruction (AWP)
Lock Management Vendor Directory

(Letting Admin Dashboard Paje

Continued on Following Page

[ ]
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The Letting Admin Dashboard

(continued)

You will have the same access that you have been assigned in
AASHTOWare Project Bids Entry . Based on your level of access,
some buttons may not be visible to you.

P
[ 4

[ ]

Interested Parties/Authorized Bidders

View/Edit List

Update Entries for Letting Date Move

Remove Interested Parties for Pulled Contracts

Interested Parties  From theView/Edit Listlink, you can add firms to the list of Interested
/| Authorized Parties. You will also be able to Export this form to Excel or Generat
Bidders the BIDX file here.

TheUpdate Entries for Letting Date Movink is providedbecauséf
you move a contract to a different letting (in AYV{Pou will need to
update the interested parties registered for that contract to connect t
to the correct letting.

When the advertisement for a contract is pulled/withdrawn in
AASHTOWare Project Preconstruction, the interested parties &
authorized bidders list entries for that contract need to be deléted
Remove Interested Parties for Pulled Contratitsk will allow you to
remove the Interested Parties from the contract(s).

Continued on Following Page
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The Letting Admin Dashboard

(continued)

Pay ltems & Quantities (PIQ)

Pay ltems & When you click this button, the following popup will appear.

Pay Items & Quantities X

Quantities (PI1Q)

Select a Division and Preconstruction project from the choice lists.
Click Go to Project to continue.

Division: 01 ~ Project: v

GO TO PROJECT

Lock Management

View Locked Sites

Lock This feature will allow you to submit a request to unlock a locked
Management Preconstruction project site. You will be abbdesearch for a project site
by Project ID, TIP, WBS or Project Description

Continued on Following Page
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Contracts

View Contracts and Associations

Assign Contract Number

Update Contract Associations for one contract

Change Contract Number

Contracts This is where you will set up your contracts. You will be able to assic
contract number from th&ssign Contract Numbelink.

From theUpdate Contract Associations for one contrdetk, you can
update the projects or WBS values are associated with a contract.

The Split or Merge Contractink is provided so that you can move
projects between two contracts if necessary.

TheView Contracts and Associationsk is provided so that you can
view contracts and the WBS values assodiatith them.You will be
able to add additional WBS numbers here.

Continued on Following Page
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The Letting Admin Dashboard

(continued)

AASHTOWare Project Preconstruction (AWP)
AWP Login
Division Letting Admin User Guide

AASHTOWare This is a direct link to the login page IRASHTOWare Project
Project Preconstruction (AWP).

E;WS;‘SUUC“O” You will also be able to download a copytbis User Guidefrom here.

P
[ 4

o
®

Vendor Directory

Directory of Firms

P
[ 4

[ ]

Vendor Directory From here you can search the complete listing of certified and

prequalified firms on th®irectory of Firms web page.

NC Department of Transportation
Division Letting Administration
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AASHTOWare Project Preconstruction

(AWP)

L]

P
[ 4

Logging In Step

Action

Result

1

In the address bar of your web browse

type

HTTPS://SPECSSERVICES.NCDOT.GOV

and presg

The AASHTOWare
Project Login
window will appear.

AASHTOWare

Project
/|

1[=]

DOT Active Directory

(AASHTQVare Project Login Windojv

1 NOTE: You will use the same Username / Password combinz
that you use to log intthe NCDOTDomain

Type theUser ID you use to log on to
your computer in th&JSErRNAME field.

N/A

Type thePasswordyou use to log on to
your computer in th®AsswoRbD field.

N/A

Click the =8 putton.

The AASHTOWare
Project Dashboard
window will appear.

Continued on Following Page

1-6
February 2, 2026

NC Department of Transportation
Division Letting Administration


https://specs.services.ncdot.gov/

Division Letting Administration User Guide Applications

AASHTOWare Project Preconstruction  (AWP)

(continued)

1 NOTE: If you havechangd your password and are experiencing issues,

rebooting your machine tmake sure your new passwasagynced
across all systems.

This is the first window youol
application.
Log Off
Menu Bar Actions Menu Button
1
: : v 0 0O
On this page: Quick Links T
L Online Hel
PROJECT NCDOT-Division 1 User P
Projects Code Tables
FProposals Districts
Lettings Item Bulk Editor
Find Bid Data Items
Vendors

(AASHTOWare Project Dashbogrd

[ ]

NC Department of Transportation
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AASHTOWare Project Preconstruction (AWP)

(continued)

e -

(Menu Baj
The Menu Bar Clicking this button will take you back to the
AASHTOWare Project Dashboard

If you need to revisit any area that you have visite
in your current session, click the dowrrow on the
Previous Activity button to view your activity

hi story. Youoll be abl
by clicking on its name in the list.

This button allows you to bookmark pages that yo
visit frequently

To bookmark a page, s8®okmarking a Page (My
Pages)on Page1-10.

To remove a bookmarked page, B&amoving a
Bookmark (My Pages)nPagel-11

®

o
@

Actions Menu v The Actions menuis a list of shortcuts to functions
. that can be performed regardless of where you
Actions  cyrrentlyare in the system.

The options on this menu change depending on
where you are in the system.

Online Help 9 Click this button to ope@nline Help for the
application in a new browser window.
Help
Log Off Button Ll) Clicking this button will end the active session.
Log off
)l Continued on Following Pag'e
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AASHTOWare Project Preconstruction  (AWP)

(continued)

Just beneath the Menu Bar are @ack Links.
Theseare like breadcrumbs and map out where you are in the syster

i T —
On this page: @e Data  Preconstruction P
(Quick Link3

1 NOTE: Reference Data is available only on the Dashboard.
This data is read only.

[}

@

On theHeading Bar of each section, there is an arrow.

When the headi(réis expanded to reveal the contents beneath, the ¢
. This is the default.

points downwar

v Preconstruction 9

Projects

Proposals

Lettings

Find Bid Data

(Preconstruction Menu Expanded

If you click anywhere on theleading Bar, the section will be collapsec
the arrow will be pointing to the rig., and the contents will be hidde

Preconstruction 0

(Preconstruction Menu Collapsgd

This is a toggle. Click anywhere on tHeading Bar once again to
expand the list.

® o

NC Department of Transportation 1-9
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Bookmarking a Page (My Pages)

In AASHTOWare Project Entry, when you are on a page that you ne
revisit frequently, you will be able to bookmark it.

After a page is bookmarked, you will be able to access it from the M
Pages button at the top of the page.

This can be done no matter where you are in the system.

When you are on the page you wish to bookmark:

Step Action Result

1 Click the down arrowon the right side | The REMEMBER THIS

of theMY PAGES button PAGE button will
appear in the menu.
My Pages b 4
M Remember this Page

(My Pages button Droown Meny

2 Click theREMEMBER THIS PAGE button. | Thename of the
page you are onvill

appear in the list
below the
REMEMBER THIS
PAGE button.

==

My Pages b 4

M Remember this Page
/
< Proposal Summary
@J’JDSS.".’ DA10354 - 2024CPTO1.06.10581.1 MARTIN ..

—_— —
(My Pages button Dropown Menu with bookmarked pgge

To go to this page again from anywhere in the system, you will be al
go here and click this link.

NC Department of Transportation
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Removing a Bookmark (My Pages)

When you have bookmarked a page, but no longer need it, you will |
able to remove it from the list of bookmarks.

This can be done no matter where you are in the system.

Step Action Result
1 Click theMY PAGESs button. TheMYy PAGE
(Not the down arrow. The button itself] OverviEw pagewill
appear.

All bookmarked
pages will appear.

|
v
o o @ O
Actions Help  Log off
My Page Overview
v My Page Overview v 9
Page Title Component Title Created Dt @
Proposal Summary Proposal: DA10354 - 2021CPT01.06.10581.11 Actions b 4
Views
Attachments
Links
Tracked Issues
(My PageOverview Page

2 Click the dropdown arrow at the right | A drop-down menu
side of thgpageyou wish toremove the | will appear.
bookmark from

3 SelectDELETE from the menu. The dropdown
arrow will change to

anundo arrow .

A There are
unsaved changes
message will appea
above thdHeader
Bar.

Continued on Following Page

NC Department of Transportation 1-11
Division Letting Administration February 2, 2026



Applications Division Letting Administration User Guide

Removing a Bookmark (My Pages)

(continued)

4 Click thesave button in theHeader A Save Complete
Bar. message will appea
above thdHeader
Bar.

The bookmark has been successfully removed.

[ ]

P
[ 4
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Switc hing Between User Roles

Switch Role X a
Ann Johnson '

NCDOT - CENTRAL LET ADMIN - DIV ONLY
+NCDOT - LETTING ADMIN (CENTRAL)
NCDOT - PRECON CODE TABLE EDITOR

NCDOT - PRECON REF WAGE DECISION
EDITOR

NCDOT-ADMIN ASST
NCDOT-CEST
NCDOT-DBEUSER
NCDOT-DIV 1 USER
NCDOT-DIV 10 USER

From theAASHTOWare Project Dashboard

Step Action Result
1 Click the down arrow on the right side| A menu of allUser
of theHomE button. Rolesyou have
access to will
appear.

A green checkmark
+" will appear next
to your current role.

2 To change roles, select a different rolg The green

from the list. checkmarkv” will
now appear next to
thenewly selected
role.

You now have all rights and permissions of this role and wil
able to switch back and forth when needed.

NC Department of Transportation 1-13
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AASHTOWare Project Bids Entry

TheProject Bids Entry application is designed for use by the highwa
agency for entering papbeased bid data into the proper LOAD files.

Project Bids Entry automatically reads electronic proposal files (and
amendments), then allows you to enter a bidder identification code &
bid data for that bidder.

The results are stored directly in the Flat Bid File rather than in a Prc

Bid file.

AASHTQWa re

Project Bids™ Entry

Recent

C901006.ebsx
DAS0401.ebsx

D Open Other Proposal

C\Bids\AASHTOWare Project Bids - Gen and Load\DAS0401.2bsx

Agency:
Letting Date:
Call Order:
Contract ID:
County:

Amendments:

DA90401.ebsx

NCDOT-DIVISIONS
03/25/2021

001

DAS0401

BERTIE

0

Item Total: $0.00

(Project Bids Entry Main Window

Continued on Following Page
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AASHTOWare Project Bids Entry

(continued)

The Menu Bar

FILE

COpen Proposal

Open Letting

Load Amendment

Save

Print
Print Quote

Print Preview

Recent Files

Exit

Ctrl+0O

Ctrl+L

Ctrl+5

Ctri+P
Ctrl+Q

EDIT

1§
&
=]
[
¥
y

=]

58]
LA
28
IT
[

|

TheFile Drop-Down Menu contains general file actions
such a®penProposal, Open LettingSave Print Quote
andPrint.

It also contains options tooad Amendmen{Addendum)
files, view one of sever&ecent Filesand customize
printing with Print Preview It also gives users an
additional way tdexit the application.

TheEdit Drop-Down Menu contains the general tegtit optionsCut,
CopyandPaste

Continued on Following Page

NC Department of Transportation
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AASHTOWare Project Bids Entry

(continued)

1

TOOLS
Check Bid F4
Mark as Joint Bid Ctrl+)

Auto Load Amendments

Import Proposal

Export Proposal

TheTools Drop-Down Menu contains options fol
bid functions such aSheck Bid, Mark as Joint
Bid, Auto Load AmendmentgndView
Amendment Summary.

It also allows users timport andExport Proposal
files and contain®ptionsfor customization.

View lcon Labels

View Statusbar

Options
VIEW TheView Drop-Down Menu allows you to choose if you would
View Toolbar like to view theToolbar, Icon Labels or theStatus Bar.

HELP

TheHelp Drop-Down Menu allows you

View Help
Product License

Copyright and Third Party License Motices

About AASHTOWare Project Bids Entry

to access a@nline Helpfile. You will

F1 also be able to view a popup with gener
information about the application such a
the current version number.

Continued on Following Page
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AASHTOWare Project Bids Entry

(continued)

Toolbar Buttons

1 NOTE: The buttons shown on the toolbar will change according to the
function you are performing at the time.

= Open Button: This button opens a proposal file.

= Load Amendment Button: This button opens a proposal
amendment file.

H Save:This button saves the proposal/bid.

= Print: This button prints the active document.

v Check Bid: This buttonchecks the current hid

4 Clear Bid: This button clears the current bid.

NC Department of Transportation 1-17
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Setting Up AASHTOWare Project Bids Entry

The first time you open AASHTOWare Project Bids Entry on your
machine, you will need to specify the Output Path.

Fromyour Desktop

Sho I'El: ut

AASHTOWare

Project Bids™ Entry

Recent

C901006.ebsx
DA90401.ebsx

D Open Other Proposal

Step Action Result
1 Doubleclick the AASHTOWare TheProject Bids
Project Bids Entry icon. Entry application

will appear.
?2) - %

Agency:
Letting Date:
call order:
Contract ID:
County:

Amendments:

C\Bids\AASHTOWare Project Bids - Gen and Load\DAS0401.ebsx

DA90401.ebsx

NCDOT-DIVISIONS
03/25/2021

001

DA90401

BERTIE

0

Item Total: $0.00

(Project Bids Entry Main Window

Continued on Following Page
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Setting Up AASHTOWare Project Bids Entry

(continued)

[ ]

®

DEFAULT = DEFAULT BIDDER ID | BUSINESS NAME ADDRESS

2 Click OpTIONS. TheOptions panel
will appear.
Options (€=
Update and maintain your user profile details. +

ch
?

3 Click OuTPUT PATHS.

TheOutput Paths
panel will appear.

Choose the Load config file to use when saving the EBSX data to AASHTO data files.

Current Config Path:

CABids\AASHTOWare Project Bids - Entry\Resources)\LoadConfig.xml

Current Cutput Path:

CA\Bids\AASHTOWare Project Bids - Gen and Load

Options | €=
E}
™

BROWSE
BROWSE

o
@

[ ]

Continued on Following Page
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Setting Up AASHTOWare Project Bids Entry

(continued)

Click theBrowsE button.

The following dialog
will appear.

Browse For Folder

Chose Output Directory

X

W . SYSTEM (C:)
3634ddad4627F11127f7h5a1b7aaae
BarCode
A Bids
AAMSHTOWare Project Bids - Entry

cu

Imports
MSTA Admin
MewCOST
PerfLags
PMCT

Pregram Files

<

AAMSHTOWare Project Bids - Gen and L

Make New Folder

Navigateto C:\BidS\AASHTOWare
Project BidsT Gen and Load.

1 NOTE: A shared network drive and
directory may also be
selected based on division
preference.

N/A

Click theOK button.

The specified path
will appear in the
CURRENT OUTPUT
PATH field.

Click the B SAVE EXPORT SETTINGS
button.

The export directory
has been saved
successfully.

Continued on Following Page
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Setting Up AASHTOWare Project Bids Entry

(continued)

Options | €=

8 Click OpTioNs arrow tohide the panel | An empty
AASHTOWare
Project Bids Entry
window will remain.

At this point you will be able to:
1 Close the window.
1 Open a Proposal.
1 Open a Letting.

NC Department of Transportation 1-21
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Bid Express

Setting Up Bid Express

Please ensure you have installed the |afkstosoft Edge browser
before you enable clicknce settings within the web browser.

Fromyour Desktop

Step Action Result
1 In the address bar of your web browsg The following page
type EDGE://FLAGS/#EDGE-CLICK -ONCE | will appear.
and presg
im} L Experiments x4+ - B s
& C {® Fdge | edge://flags/#edge-click-once 6 E =
Q Search flags Reset all
ClickOnce Support
When enabled, file downloads that request ClickOnce handling will invoke the ClickOnce
application with the server-provided URL. This feature flag will be overridden if your -
organization configures the "Allow users to open files using the ClickOnce protocol” poligf. — Defaul
Windows Default
#edge-click-once E?saatgid:i
Enable Experimental Developer Control Center
If enabled, Microscft Edge will expose developer-targeted settings via the edge://developer
. Default v
page. - Mac, Windows, Linux
#edge-developer-control-center
2 SelectEnabledfrom the dropdown list | This message will
to the right ofCLICK ONCE SUPPORT. appear at the botton
of the page.
Your changes will take effect after you restart Microsoft Edge
3 Click theRESTART button at the bottom| The Edge browser
of the page. should close and
reopen.
Continued on Following Page
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Setting Up Bid Express

(continued)

You will return to the same page. Your settings have been
saved.

You have enable@lickOnce Support.

[ ]
[ ]

To test: trydownloadingbids onwww .BIDX.COM for a letting
within the last 90 days.

NC Department of Transportation 1-23
Division Letting Administration February 2, 2026


http://www.bidx.com/

Applications Division Letting Administration User Guide

If you experience a Contact Application Vendor Error
(BIDX)

Fromyour Desktop

Step Action Result

1 TypeRunin the search band press | TheRun application
J . will appear.

Al Apps Documents Web  More v

Best match

Run
App

Apps

Run
B Command Prompt > App
2 Online Support >
Search the web
£ run - see web results > i) Open file location
Settings (4+) = Pin to Start

= Pin to taskbar

ie run‘ )

2 Click Open TheRun dialog will
open.
I Run pod
=7 Typethe name of a program, folder, document, or Internet

= rescurce, and Windows will open it for you.

Open: | | o
QK Cancel Browse...
3 Type%appdata%in the OPeN field. N/A
4 Click the OK button. The following
window will appear.

[ ]

Py
®

Continued on Following Page
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If you experience a Contact Application Vendor Error

(continued)

(BIDX)

®

[ ]

| 4 = | Roaming
Home Share View
[
Move to X Delete ~ e
= -
Pinto Quick Copy Paste Copy to Rename New
access al | folder
Clipboard Organize Mew
4y « AppData p Roaming v | O
~
AASHTOware » Mame
Credentials Adobe
Current Resume DataRecommendations
Screen Captures Epson
& OneDri Hewlett-Packard
nelrive
HP
a Ann Johnson ICAClient
J 3D Objects InstallShield
AppData Microsoft
Microsoft Teams
Local i
Synaptics
Locallow
Teams
Roaming webex
Adohe i 58
13 items

E

Select

v]

Properties
Open

Search Roaming

Date modified

Typ
File
File
File
File
File
File
File
File
File
File
File

File ¥

'

5 Click on theAppDatafolder. N/A
6 Doubleclick on theLocal or Local N/A
Settingsfolder.
1 NOTE: This is a hidden folder.
7 Doubleclick on theAppsfolder. N/A
8 Delete the2.0folder. The 2.0 folder will
be deleted.

®

Once you have completed these stepspen Bids and retry.

NC Department of Transportation
Division Letting Administration
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Things to Know Before You Begin

Although the letting process with be relatively the same, the softwart
you are using has changed.

If you need assistance in AWP, please coraagthelp@ncdot.gav
This email has been set up specifically for your use.

While performing any procedure in this user guide, it is important to
always leave youc key on. This way all information you type int
the applications will have the same format and will be easier to sear
for.

1 NOTE: All applicationsare casesensitive.

Access to the different options available in an application will be bas
onUser ID.

Based on your specific job function, you may see some windows an:
others that are shown in this User Guide.

1-26
February 2, 2026
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Chapter2 Pr o ettup

Assigning a Contract Number

[ 4

L

Here you willgenerate (or provide) a contract number for a contract \
plan to let.

Contract Number Contract numbering reflects the organization who will let the contrac
Format plus a sequential number.

Always begins with D

\
Division Contract Number DA#H#HH#H#
-

Alpha Character indicating Division —
(A=1, B=2 ,é N=14) 5 Digits

Always begins with C

/
Central Contract Number CHH#HHHH
6 Digits
Step Action Result
1 In the address bar of your web browsg TheLetting Admin
type Dashboardpage

HTTPS://CONNECT.NCDOT.GOV/SITE/PR | will appear.
ECONSTRUCTION/PAGES/LADM. ASPx#
and press)

Return to Home

LETTING ADMIN DASHBOARD

Interested Parties/Authorized Bidders Contracts

AASHTOWare Project Preconstruction (AWP)

Vendor Directory

Pay ltems & Quantities (P1Q)

Lock Management

Continued on Following Page
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Assigning a Contract Number

(continued)

®

2 Click theCoNnTRACTS button.

The list of options
will appear.

3 Click the Assign Contract Numbelink.

TheAssign
Contract Number
pagewill appear.

LETTING ADMIN DASHBOARD

Assign Contract Number

Let By: .

Use existing contract number created with prior tool

Indicate which organization will let this contract then either choose Generate Contract or Use Existing.

Return to Home

4 Selectthe organizationfrom the drop
down list in theLET By field.

N/A

1 NOTE: If a contract number has been created previously with
another application, click thHese EXISTING CONTRACT
NUMBER CREATED WITH PRIOR TOOL toggle.
A CoNTRACT # field will appear. Type the contract

numberin this field.

5 Click the GENERATE CONTRACT button.

1 NOTE: If you used a previously
generated contract number,
click theUseExisTING button.

A pop-up message
will display
indicating the new
(or existing) number
has been added.

Please make a note of this number. You will need it.

The number has now been saved in the master list, but it is

yet associated with any projects.

Continued on Following Page
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Assigning a Contract Number

(continued)

6 Click theOK button. Theldentify
Contract
Associationspage
will appear.

After you have assigned a Contract Number, you need to identify on
more projects that will be let using this contract number.

Return to Home

LETTING ADMIN DASHBOARD

|dentify Contract Associations

Identify the Precon site and WBS information to be associated with this contract. The WBS information will be stored in the Precon site for use with the Pay Items and
Quantities tool later.

Let By: Division 01
No Preconstruction Site for project

New Contract Number: DA10002

Precon Site Name: Associate Project

Enter project until recognized, then press Associate

Division: County: TIP:

Actions Construction WBS Project ID

There are no records to show

7 Typethe preconstruction project N/A
numberyou wish to associate with the
new contractin thePRECON SITE NAME
field.

8 Click the AssocIATE PROJECT button. The associated
preconstruction
project will appear a
the bottom of the

page.

Repeasteps7 & 8 for any additional preconstruction projects
you wish to associate with the contract.

o
®

Continued on Following Page

[ ]
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Assigning a Contract Number

(continued)

[ ]

[ ]

If you wish to remove a preconstruction project from the

contract, click th( DELETE icon under the preconstruction
project record.

9 To adda WBS numbeto a TheNew WBS
preconstruction project, click thedpp | dialog will appear.
WBS button.
New WBS X
Construction WBS:
Enter ONLY OMNE Construction WBS
Funding source for this project
MNOTE: This field would not accept any special character except dot () and space
10 | Typethe WBS numbein the N/A
CONSTRUCTION WBS field.
11 | Selectthe preconstructionproject you N/A
wish to associate this WBS wifrom
the dropdown list in theProJECT field.

12 Click theSusmiT button. TheWBS and
associated
preconstruction
project ID will

appear in ascending
alphanumeric order.

Repeasteps9-12 to add additional WBS numbers.

Continued on Following Page
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Project Setup

Assigning a Contract Number

(continued)

[ ]

The WBS numbers you provide here will be stored in the
Preconstruction project sites on SharePoint and made avail
for thePay Items and Quantities (PIQ)tool so that they can
be selected when pay items are added.

[ ]

13

When you are finished, click ttgave
AND EXIT button.

TheContract
Associations saved
message will appea

14

Click theOK button.

You will return to
theLetting Admin
Dashboard

NC Department of Transportation
Division Letting Administration
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Updating Contract Associations for One Contract

If you want to update information fanecontract, use this option. It wil
allow you to add or update the projects or WBS values that are assc
with this contract.

P
[ 4

From thelLetting Admin Dashboard:

L]

Step Action Result
1 Click the CoNTRACTS button. The list of options
will appear.
2 Click theUpdate Contract Associationy TheUpdate
for one contractink. Contract

Associations for
one contractpage
will appear.

Contract: DA10001

Return to Home

LETTING ADMIN DASHBOARD

Update Contract Associations for one contract

Enter contract number (not TIP or WBS) until recognized.

3 Typethe Contract Numbein the N/A
CONTRACT field.
4 Click theConFIRM DETAILS button. TheConfirm
Contract
Associationspage
will appear.

Continued on Following Page
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Project Setup

Updating Contract Associations for One Contract

(continued)

Return to Home

LETTING ADMIN DASHBOARD

Confirm Contract Associations

Identify the Precon site and WBS information to be associated with this contract. The WBS information will be stored in the
Precon site for use with the Pay Items and Quantities tool later.

Let By: Division 01

Contract Number: DA10001

Precon Site Name: Associate Project

Enter project until recognized. then press Associate

Division: County: TIP:

Actions Construction WBS Project ID +Add WBS
39392.31 B-2500

Precon Projects Asssociated with this contract

Project ID: B-2500
TIP: B-2500
Division: 01

County: Dare

To add additional projects to the contract:

5 Typethe Preconstruction site name N/A

(usually the TIP)in the PRECON SITE
NAME field.

6 Click theAssoclATE PROJECT button. The associated

project will appear a
the bottom of the

page.

[ ]

Py

Continued on Following Page
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Updating Contract Associations for One Contract

(continued)

Repeatteps 5 & 6for each additional project.

®-
[

To add additional WBS numbers to this project:

[ ]

7 Click the+ADpp WBS button. TheNew WBS
dialog will appear.
New WBS X
Construction WBS:
Enter ONLY ONE Construction WBS
Funding source for this project
MNOTE: This field would not accept any special character except dot () and space
8 Typethe WBS numbein the N/A
CONSTRUCTION WBS field.

9 Click thesusmIT button. The WBS numbers
will appear in
ascending
alphanumeric order.

Repeasteps7-9 for each additional WBS.
10 | When you are finished adding projects Your information

and WBS numbers, click tigave AND
ExiT button.

has been saved.

If Pay Items and Quantitieshave already been stored in a
project and a changse made to the WBS values, an error

message will appear.

For assistance in correcting the existing items to point to the
corrected WBS values, contdeteconstructionhelp@ncdot.go

2-8
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Spitting or Merging a Contract

This option allows you to move projects between two contracts. If yo
had previously defined a contract as containing multiple projects anc
you need to split one or more of those off into another contract, or if
wish to combine projects in multipt®ntracts into oneontract this is
the tool to use.

P
[ 4

L]

Existing From thelLetting Admin Dashboard:
Contracts .
Step Action Result
1 Click the CoNTRACTS button. The list of options
will appear.
2 Click the Split or Merge Contractink. | TheSplit/Merge
Contract pagewill
appear.
Returr H
LETTING ADMIN DASHBOARD
Split/Merge Contract
This tool will allow you to move projects between two contracts. Select the two contracts that you wish to work with. If you need an additional contract number for one of
them, press Generate Contract. At the bottom of the screen, drag and drop the project(s) to the contracts where they should go, then press Next. To manipulate several
contracts, use this process more than once.
Existing contracts Contracts to Sp\iu‘Merge
3 Selectthe organizationfrom the drop | The list of existing
down list in theLET By field. contracts will appea
in the left column.
4 You will be selecting 2 contracts. Click N/A
onthe first contract numbeto select it.
NC Department of Transportation 29

Division Letting Administration February 2, 2026
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Spitting or Merging a Contract

(continued)

o

5 Click the App button. The selected contra
will be moved to the
right column.

6 Click onthe second contract numbéeo N/A

select it.

7 Click the App button. The selected contra
will be moved to the
right column.

New Contract If you are adding aew contract as the second contract:
6 Click the GENERATE CONTRACT button. | The following
1 NOTE: This is the new number that yq message will appea
intend to move the existing | &nd the new contrag
projects into. will appear in the
right column.

connectgcncdot.gov says

Mew contract: DAT0003 added!

Both contracts and the associated projects will appear at th:

bottom of the page.

DA10003

DA10002

R-5844

Remove Associations

Remove project(s) from
contract.

®

Continued on Following Page

NC Department of Transportation
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Spitting or Merging a Contract

(continued)

8 Drag and drop the projects to move N/A
them from one contract to another.

1 NOTE: If you wish to remove thprojectassociations
completely, drag the projects und®EMOVE

ASSOCIATIONS.
9 When you are satisfied with your TheHandle
changes, click thBExT button. Contract
Split/Merge page
will appear.

Each Contract will appear with the Projects listed beneath it
Underneath these, the associated WBS values will be listed
including their current alphabet letter assigned to correspon
the letters assigned in AASHTOWare Project Preconstructic
(AWP).

Two toggles will appear beneath and slightly to the right.

1. Reorder/Relabel the WBS values

1 NOTE: If you already had the previous letter order set up in AW
you may not want these WBS values reordered and
relabeled. If yolDO want the WBS values to be reordere:
& renamed, beginning from Aise this toggle
The letters will be left as they are unless this toggle is
selected.

2. Use the previous contract number for export

1 NOTE: If you already have Projects set up in AWP using the
previous contract number in the name, you may want to
ensure that the Pay Items and Quantities tool continues
export the pay items using the old name, so they will img
into AWP correctly. If yowse this toggleit will continue
to use the other contract number for export, even thougt
reference purposes, the new contract number will be ust
If you have multiple projects involved and there are mult
answers for a given contract, contac
PreconstructionHelp@ncdot.govto specify exactly which
contract # you would like used for the export for each of
projects.

Continued on Following Page
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Project Setup

Spitting or Merging a Contract

(continued)

[ ]

[ ]

10 | After validating the results & making
your selections, click thBave AND ExIT
button.

The following
message will appea

1 NOTE: The Contract and WBS information used by the PIQ t
in each of the listed projects will also be updated.

connectqc.ncdot.gov says

Contracts associations updated!

11 Click theOK button.

You will return to
theLetting Admin
Dashboardpage.

NC Department of Transportation
Division Letting Administration
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Setting Up a Contract Cluster

o
o

A contract cluster is a way of offering different options to the bidders
For example, we could offer them project A and project B to bid on
separate projects, or they could choose to bid on them both combine

into a new project (Project C). Projecin@uld be what is referred to as
project cluster.

After the letting, you will know which contract numbers are needed.

1.

To create a new contract, s&gsigning a Contract Numberon
Page2-1.

To combine contracts (2 contracts at a time),Sy@ting or Merging
a Contract on Page2-9.

1 NOTE: At thistime, the original numbering of the WBS values in ea
project should stay the sar
if they are all in ongroject

2-14
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Finding a Project

From theAASHTOWare Project Dashboard

Step Action Result
1 In thePreconstruction section, click TheProject
PROJECTS. Overview page will
appear

]

w

e @9
Actions Help Log off

Project Overview

w Project Overview

Q | Type search criteria or press Ente Advanced

Enter search criteria above to see results (07 | Show first 10

2 The search filter requires 3 characters and will continue aut
filtering the list as you type.

Criteria Result

Project Number The project

Partial Project Number A list of projects that contain the criteria

WBS Number The project(s) associated with the WBS Number

Partial WBS Number List of projects that associated with a WBS that contains the criteria
TIP Number The project(s) associated with the TIP Number

Partial TIP Number List of projects that are associated with a TIP that contains the criteria
iStateo List of all state-funded projects

County / Partial County | List of projects associated with the county

3 Click onthe ProJeCT NUMBER you wish | The project will
to open open.

Py
®

Continued on Following Page

[ ]

NC Department of Transportation 2-15
Division Letting Administration February 2, 2026



Project Setup Division Letting Administration User Guide

Finding a Project

(continued)

P

o

Clearing the To clear the contents of tiseArRcH box (and any other filter selections
Search & Filter you have chosen), click tt2 CLEAR button to the right of theearcH
Criteria box. /

Project Overview

Q| ba104 (J Advanced) Showing 34 of 34

Advanced Search  Clicking theApvanceb link provides more advanced search options.
Options

Editing Systemn Default | « Delete this setting X

Filters

Sort

Apply Settings
Save as or Apply without saving

[ Make this the default setting.

Save and Apply

2-16
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Project Setup

Adding a Project

From theAASHTOWare Project Dashboard

+ Preconstruction 9

Projects -
Proposals Actions ®
Lettings
Find Bid Data Open
Tasks
Import
(Preconstruction Menu
Step Action Result
1 In the Preconstruction section, click A menu will appear.
the dropdown arrow to the right of
PROJECTS.
1 NOTE: You can also perform this step
from theProject Overview
Pageshown onPage2-15.
2 Click App. The Add Project
page will appear.

Continued on Following Page

NC Department of Transportation
Division Letting Administration
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Adding a Project

(continued)

®
[ ]

Overview
Add Project

+ Add Project

General Project ID#* Federal/State Project Number *

Counties
Divisions Project Description (County/TIP) * Controlling Project
Workflow Q O

Federal Aid Prefix
Short Type of Work *

Tabs Q

Primary Project County 1D

Location *

a Primary Project Divizgion 1D

Spec Year#*
Project ltem Total

Unit System #
Quantity Estimator

WBS Number#*
Cost Estimator

TIP1
Urban/Rural
TIP2
Route Number
TIP3
Type of Road
TIP 4
(AddProject Page General Tab
General Tab 1 NOTE: Fields marked with a red asterisR @re required to save the
project.
Continued on Following Page
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Adding a Project

(continued)

P
[ 4

Project Number The estimatoris responsible for setting up projects for eaehbtion of the
Format proposal The projects will have the following naming convention

1 NOTE: The contract number assigned in tieting Admin Dashboard is
used as the project numbe&his procedure is oRage2-1.

Always begins with D

\
Division Contract Number %#####— XX — sufiix

Alpha Character indicating Division ~—
(A=1, B=2 ,é N=14) 5 Digits

Always begins with C

Central Contract Number é######— XX — sufix
—i

6 Digits

The Suffix identifiesthe section of the project:

ST Structure projects
RW Roadway projects

®

3 Turn on CAPS LOCK by pressing the N/A
c key.

All information entered into the systen
must be inALL CAPS.

4 Typethe project numbein the N/A
PrROJECT ID field.

1 NOTE: Attach the following suffix if
applicable:
-ST (for Structure projects)
-RW (for Roadway projects)

This field will not be able to be
changed after you save the project.

Continued on Following Page
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Adding a Project

(continued)

5 Typethe county name and TIP numbe N/A
in thePROJECT DESCRIPTION
(CouNnTY/TIP) field.

& Helpful Hint 1 NOTE: No punctuations needed in this field
Example: JOHNSTON WAYNE B-4321
6 Typea brief descriptionin the SHORT N/A
TYPE OF WORK field.
& Helpful Hint Example: GRADING, DRAINAGE, PAVING & CULVERT
7 Typethe project locationin the N/A

LocaTioN field.

& Helpful Hint 1 NOTE: This isaTO/FROM type of description
Example: 1-40 FROM US-70 TO 1-440

TheLocaTioN field can accommodate 120 characters.

8 Select thespecification yeafrom the N/A
drop-down list in theSPec YEAR field.

9 SelectEnglish or Metric from the drop N/A
down list in theUniT SysTewm field.

10 | Type theWBS numberin theWBS N/A
NUMBER field.

11 If applicable, ype theTIP Numberin N/A
theTIP 1 field.

If there are additional TIP Numbers,
type them in the remaining 3 TIP fields
(TIP 2, TIP 3andTIP 4)

12 | Type thefederal aid numbeiin the N/A
FEDERAL /STATE PROJECT NUMBER field.

1 NOTE: If the project is statéunded,
type STATE FUNDED in this
field.

Py
@

Continued on Following Page
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Adding a Project

(continued)

prefix from the dropdown list in the
FEDERAL AID PREFIX field.

13 Leave theCONTROLLING PROJECT check N/A
boxunchecked.
14 | If applicable, seledhe federal aid N/A

ThePRIMARY PROJECT COUNTY andPRIMARY PROJECT DIVISION
information will be added on theounTIES andDivisiONs tabs.

TheProJecT ITEM TOTAL Will be updatedhfteritems are added to the

project.
15 | Typethe name of the Quantity N/A
Estimatorin the QUANTITY ESTIMATOR
field.
(Format: First Initial Last Name withou
spaces.e.,JSMITH)
16 | Typethe name of theCostEstimatorin N/A

the CosTESTIMATOR field.
(Format: First Initial Last Name withou
spaces.e.,JSMITH)

1 NOTE: I f vy ou don 6 Quakilya Gost\Estimatorsineeat this

time, you will be able to edit these fields

later.

17

SelectU (Urban), R (Rural) or None
from the dropdown list in the
URBAN/RURAL field.

1 NOTE: Leaving this field blank is equg
to selectingNone

N/A

18

Typethe route numbeiin theRouTE
NuUMBER field.

N/A

19

Select thaype of roadfrom the drop
down list in theTyPE oF RoAD field.

N/A

Continued on Following Page
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Adding a Project

(continued)

®

[ ]

Add Project

There are unsayved changes.

x

20 | Click thesave button in theHeader The project will be
Bar. saved TheProject
Number and
Description will
now appear in the
Header Bar.
& Helpful Hint It is important that you save each time before going to anott
tab to prevent losing any entered data.
21 | On the left side of the page, click on th TheCountiestab
Countiestab. will appear.
Add Project
~ Add Project Ea~e
;-Te:- m 1 added
S County ID = Pct* w Primary = x
Q | Begin typing to search or press Ente
Warkflow
(AddProject Pagd CountiesTab)
Counties Tab 22 Click theNEw button A row will appear
for the County.
23 Start typingthe Countyin theCounty | The county will
ID field appear in the result
list.
24 Click onthe county in the result listo | The selected County
select it. will appear in the
CouNTY ID field.

Continued on Following Page
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Adding a Project
(continued)

25 | Typethe percentage of the project tha N/A

Divisions Tab

in thePcr field.

will be executedn the selecte@¢ounty

If you have multiple counties, the sum of the percentages in

PcT fields should equal 100%

Repeat step22-25 for each county in which the project will be

executed.

If you have more than one county, checkRRenarRY check
box to indicate the primargounty the project will be executed

n.

26 Click theSave button in theHeader
Bar.

A Save Complete
message will appea
above theHeader
Bar.

27 | On the left side of the page, click on th

TheDivisionstab

Warkflow

Divisionstab. will appear.
Cwerview
Add Project
v Add Project [ - Rl ?)
Geners 1 3dd
Mew aaged
Counties
Diwvision IO + Supplemental Description + Frimary = x
Divisions
il a

(AddProject Pagd DivisionsTab)

28 Click theNEw button.

A row will appear
for theDivision.

®

Continued on Following Page
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Adding a Project

(continued)

®

o
®

29 | Click in theDivision ID field and press | A drop-down list of
J divisions will
You can also start typing in this field appear.
and the results will auto filter in the
drop-down.
30 | Selectthe divisionfrom the list. The selected
Division will appear
in theDivisioN ID
field.
31 Leavethe SUPPLEMENTAL DESCRIPTION N/A
field blank No additional description is
needed.
Repeat step28-31 for each division in which the project will
be executed.
If you have more than one division, check EravARY check
box to indicate the division &t will be managing the
construction of theroject.
32 | Click thesave button in theHeader A Save Complete
Bar. message will appea
above théHeader
Bar.
Workflow Tab 33 | On the left side of the page, click on th TheWorkflow tab
Workflow tab. will appear.
Add Project
v Add Project [ - R ?]
Geners Workflow
Counties -
Dwisions WorkflowPhase
Workflow -
(AddProject Pagd WorkflowTab)
)} Continued on Following Pag;
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Project Setup

Adding a Project

(continued)

34 SelectNCDOT T Division Workflow
from the dropdown list in the
WoRrkFLOW field.

Your selection will
appear in the
WoRKFLoOwW field.

35 | SelectDLADM from the dropdownlist
in theWoRrKFLOW PHASE field.

Your selection will
appear in the
WORKFLOW PHASE
field.

36 Click theSave button in theHeader
Bar.

A Save Complete
message will appea
above thdHeader
Bar.

[ ]

[ ]

NC Department of Transportation
Division Letting Administration

2-25
February 2, 2026




Project Setup

Division Letting Administration User Guide

Copying a Project

When you have created one projdRbédway for a proposal you will be
able to copy the project and change the applicable information for th
other section§Structure/etq.

You will also be able to copy any project if you are creating one that

similar in the future.

1 NOTE: If you have a culvert, wall, or bridge on your project, you must

create &RW and aST project.

From within a project, on thieroject Summary page:

Overview  Categories and ltems  Item Alternate Summary  Item Pricing  ltem Worksheet  \Wage Decisions
Project Summary
v Project: DA10457-RW - MARTIN TIP-011521
Proposal: DA10457 Actions ®
General Project ID Fedga e
Counties DA10457-RW ST e
Divisions Project Description (County/TIP) * Cont Change Project Spec Book
. Create Proposal
Workflow MARTIN TIP-011521 Q ] Export Project To Estimator
Fede Validate Project
Short Type of Work * Views
BG!
MILLING AND RESURFACING IN MARTIN COUNTY a Attachments
Prim Issues
. Links
ion * 058 1
Location Reports
US17 FROM US 64 FROM BERTIE COUNTY LINE @  Prim Project Cost Estimate Report
| Project Quantity Estimate
Spec Year* 001y Structure Cost Estimate Report
Proje Structure Quantity Estimate
18- ITEM SPEC YEAR 18 | =
0044 00
(Project Summary Page
Step Action Result
1 From the dropdown arrow at the right | The Copy Project
side of theHeader Bar selectCopy. window will appear.
Continued on Following Page
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Project Setup

Copying a Project

(continued)

Overview

Copy Project

New Froject ID *

DA10457-RW

Project Description (County/TIP)
MARTIN TIP-011521

Federal/State Project Number

STATE FUNDED

State Project Number

w Copy Project: DA10457-RW

Spec Year

18 - ITEM SPEC YEAR 18

Unit System

English

Project Type

Urban/Rural

R - RURAL

(Copy Project Windoyv

The number of the project you have ju
copied will appear in thEw PROJECT
ID field.

Overwrite this number witthe number
of the project you are creatinffom this
project.

N/A

Click anywhere on the page to set foc
outside of theNew PrRoJECT ID field.

TheCopy button on
the right side of the
Header Bar will
become enabled.

Click theCopy button on the right side
of theHeader Bar.

The new project will
be saved. The new
Project Number
and Description

will now appear in
theHeader Bar.

Continued on Following Page
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Copying a Project

(continued)

You will now be able to edit information on all tabs of the project.

The information on th&/orkflow tab will be reset.

5 Click on theWorkflow tab. TheWorkflow tab
will appear.
Overview  Categories and ltems  Iltem Alternate Summary  Item Pricing  [tem Worksheet
Project Summary
v Project: DA10457-ST - MARTIN TIP-011521
Proposal:
General Workflow
Counties M
Divisions WorkflowPhase
Workflow B
(Copy Project Window Workflow Tab
6 SelectNCDOT 1 Division Workflow Your selection will
from the dropdown list in the appear in the
WoRrkrFLow field. WoRrkrFLow field.
7 SelectDLADM from the dropdownlist | Your selection will
in theWorkFLow PHASE field. appear in the
WORKFLOW PHASE
field.
8 Click thesave button in theHeader A Save Complete
Bar. message will appea
above thdHeader
Bar.
2-28 NC Department of Transportation
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Project Setup

Categories

Fromwithin a project on theProject Summary page

Project Summary

Overview CCategories and ltems ) ltem Alternate Summary  Item Pricing  Item Worksheet

v Project: DA10457-RW - MARTIN TIP-011521

Adding Step

Action

Result

Categories
link.

1 Click the CATEGORIES AND ITEMS quick | TheProject

Category and Iltem
Summary page will
appear.

Overview  ltem Altemate Summary  Hem Pricing  Project
Project Category and Item Summary
~ Project: DA10457-RW - MARTIN TIP-011521
General Project ID

Categories DA10457-RW

Iltem Allemnate Sets

ltems MARTIN TIP-011321

Short Type of Work *

Location *

Spec Year#*

13 - ITEM SPEC YEAR 18| ~

Unit System *

Project Description (County(TIP)#*

MILLING AND RESURFACING IMN MARTIN COUNTY

U517 FROM US 64 FROM BERTIE COUNTY LINE

Q

Q

=]

Federal/State Project Number *

STATE FUNDED

Controlling Project

O

Federal Aid Prefix

BG - BUILD GRANT | =

Primary Project County 1D
055 - MARTIN

Primary Project Division 1D

001 - DIVISION 1

Project ltem Total

330,044.00

Quantity Estimator

English =
MEOLAND
WES Number * *+
(Project Category and Item Summary Pag8eneral Tab
2 Click theCategoriestab. The Categoriestab

will appear.

o

Continued on Following Page
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Categories

(continued)

[ ]

P
[ 4

General

Categories

Iltems

Overview  ltem Alternate Summary  ltem Pricing  Project  Item Worksheet

Project Category and Item Summary

v Project: DA10457-RW - MARTIN TIP-011521

Q, | Type search criteria or press Enter -4 Advanced Showing 3of 3

Iltem Alternate Sets

v 0001 - ROADWAY ITEMS -
Category ID* = Primary County Code ¥

0001 058 - MARTIN -
Category Description* ¥ Cross Section Code ¥

ROADWAY ITEMS a R0O00 - RESURF - EXISTING (ANY NUMBER OF L... -

Length Along the Project (Miles/Kilometers) ¥
Proposal Section Number ¥
5.5000
0001 - ROADWAY ITEMS -
Number of Lanes ¥
Federal Construction Class ¥
2
RW - ROADWAY DESIGN -

Roadway/Structure ID ¥

(Project Category and Item Summary Pédgeategories Tap

Adding a 3 Click theNEw button. Cgtegory input fieldg
Roadway will appear.
Categor . .
gory 4 Typea 4-digit number in the N/A
CATEGORY ID field.
Begin at 0001.
5 TypeROADWAY ITEMSin the N/A
CATEGORY DESCRIPTION field.
6 Select0001from the dropdown list in N/A
the PRoPOSAL SECTION NUMBER field.
The value in th&®rorPosAL SECTION NUMBER field, controls
which fields will appear on the right side of the page.
7 SelectRW from the dropdown list in N/A
the FEDERAL CONSTRUCTION CLASS
field.
- Continued on Following Pag;
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Project Setup

Categories

(continued)

Work Codefrom the dropdown list in
the M AJOR FEDERAL WORK CODE field.

8 SelectRW1from the dropdown list in N/A
the RoADWAY STRUCTURE ID field.
9 If applicable, seledhe Major Federal N/A

1 NOTE: TheMaJor FEDERAL WoRK CopE field is used only for federally

funded projects.

10 | Leave theCOMBINE LIKE CATEGORIES N/A
check box checked.

11 | If applicable, selecY or N from the N/A
drop-down list in theCONSULTANT
INDICATOR field.

12 | Selectthe Primary Countyfrom the N/A
drop-down list in thePRIMARY COUNTY
Copk field.

& Helpful Hint The following 3 fieldqsteps 1315) are required for correct
reporting of construction lane miles.

13 | Selectthe crosssection coddrom the N/A
drop-down list in theCROSSSECTION
Copk field.

14 | Typethe roadway length in miles or kn N/A
(not including length of structurejn
the LENGTH ALONG THE PROJECT
(MILES/KILOMETERS ) field.

15 | Typethe number of lanesin the N/A
NUMBER OF LANES field.

16 | Once you have entered all information A Save Complete
for this category, click théave button | message will appea
in theHeader Bar. above théHeader

Bar.

[ ]

®

Continued on Following Page
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Categories

(continued)

1 NOTE: If there is more than orstructureon the project, a category will

need to be set up for eastiucture

Adding a Fromwithin a project on theProject Category and Item Summary
Structure page Categoriestab
Categor .
gory Step Action Result
3 Click theNEw button. Category input fields
will appear.
4 Typea 4-digit number in the N/A
CATEGORY ID field.
Begin at 0001.
5 TypeSTRUCTURE ITEMSin the N/A
CATEGORY DESCRIPTION field.
6 SelectO0M from the dropdown list in N/A
the PROPOSAL SECTION NUMBER field.
The value in th&rorPosAL SECTION NUMBER field, controls
which fields will appear on the right side of the page.
7 SelectST from the dropdown list in the N/A
FEDERAL CONSTRUCTION CLASS field.
8 SelectBR0O1from the dropdown list in N/A
theRoADWAY STRUCTURE ID field.
1 NOTE: Multiple bridges in the same
project should be numbered
sequentially. (BRO1, BR02,
BRO3¢é)
1 NOTE: If part of the structure contains ngarticipating items, you will
need to create a second Structure category.
In this category, the value in tiMeaJOR FEDERAL WORK TYPE CODE
field should beNPAR.
Thevalue in theRoAabwAY /STRUCTURE ID field shouldremain the same
as the original
)} Continued on Following Pag('e
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Categories

(continued)

9 If applicable, seledhe Major Federal N/A
Work Codefrom the dropdown list in
theMAJOR FEDERAL WORK CODE field.

1 NOTE: TheMAaJor FEDERAL WORK CopE field is used only for federally
funded projects.

10 Leave theaCoMBINE LIKE CATEGORIES N/A
check box checked.

11 | If applicable, selecY or N from the N/A
drop-down list in theCONSULTANT
INDICATOR field.

12 | Selectthe Primary Countyfrom the N/A
drop-down list in thePRIMARY COUNTY
Cope field.

13 | Selectthe over/under codérom the N/A
drop-down list in theOVER/UNDER
Cope field.

14 | Typethestation ID in theSTATION ID N/A
field.

15 | Typethebridge numberin theBRIDGE N/A
NumBER field.

16 | Typethelength along the projecin the N/A

LENGTH ALONG THE PROJECT
(MILES/KILOMETERS ) field.

1 NOTE: The mileage should be calculated based on fill face tc
face lengthFor dual structuregnly the longest structurt
mileage is used. This does not apply to rehab or
preservation projectdlileageis shownfor all structures.

17 | Typethe out-to-out superstructure N/A
width measuremenin theOuT TO OUT
SUPERSTRUCTURE WIDTH
(FEET/METERS) field.

Continued on Following Page
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(continued)

18 | Typethe curb to curb superstructure N/A
width measuremenin the Curs TO
CURB SUPERSTRUCTURE WIDTH
(FEET/METERS) field.

19 | Typethelength of the bridgen the N/A
BRIDGE LENGTH (FEET/METERS) field.

20 | Typethe number of spansn the N/A
BRIDGE NUMBER OF SPANS field.

21 | Once you have entered all information A Save Complete
for this category, click théave button | message will appea
in theHeader Bar. above théHeader

Bar.
Adding a If you have norparticipating items, you must create additional categc

Category for Non - for each municipality/utility company/developer/railroad/etc.

Participating Fromwithin a project on theProject Category and ltem Summary
ltems page Categoriestab:
Step Action Result
3 Click theNEw button. Category input fields
will appear.
4 Typea sequential 4digit number in N/A
the CATEGORY ID field.
Begin at 0001.
5 TypeROADWAY /STRUCTURE N/A
ITEMS 7 NPAR (NAME) in the
CATEGORY DESCRIPTION field.
6 Selectthe applicable section number N/A
from the dropdown list in the
PROPOSAL SECTION NUMBER field.
The value in th&rorPosAL SEcTION NUMBER field, controls
which fields will appear on the right side of the page.
)} Continued on Following Pag('e
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(continued)

Selectthe Federal Construction Class
from the dropdown list in theFEDERAL
CONSTRUCTION CLASSs field.

N/A

Selectthe 4character structure 1D
from the dropdown list in the
RoADWAY /STRUCTURE ID field.

1 NOTE: The value in tfs field should
remain the same as the origing

N/A

SelectNPAR from the dropdown list in
the M AJOR FEDERAL WORK CODE field.

N/A

10

Leave theCOMBINE LIKE CATEGORIES
check box checked.

N/A

11

If applicable, selecY or N from the
drop-down list in theCONSULTANT
INDICATOR field.

N/A

12

Selectthe Primary Countyfrom the
drop-down list in thePRIMARY COUNTY
Cobk field.

N/A

Leave theLENGTH ALONG THE PROJECT fi

eld blank.

13

Complete any other applicable fields
that remain.

N/A

14

Once you have entered all information
for this category, click théave button
in theHeader Bar.

A Save Complete
message will appea
above théHeader
Bar.

®

Continued on Following Page
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(continued)

1 NOTE: If there is more than one culvert on the project, a category will r
to be set up for eadulvert.

Adding a Culvert Fromwithin a project on theProject Category and Item Summary
Category page,Categoriestaly

Step Action Result
3 Click theNEw button. Category input fields
will appear.
4 Typea 4-digit number in the N/A

CATEGORY ID field.
Begin at 0001.

5 Type CULVERT ITEMS in the N/A
CATEGORY DESCRIPTION field.

6 Select0002from the dropdown list in N/A
the PrRoPOSAL SECTION NUMBER field.

The value in théroprosaL SECTION NUMBER field, controls
which fields will appear on the right side of the page.

7 SelectCV from the dropdown list in the N/A
FEDERAL CONSTRUCTION CLASS field.

8 SelectCVO01 from the dropdown list in N/A
theRoADWAY STRUCTURE ID field.

9 If applicable, seledhe Major Federal N/A
Work Codefrom the dropdown list in
the M AJOR FEDERAL WORK CODE field.

1 NOTE: TheMAJor FEDERAL WORK CopE field is used only for federally
funded projects.

10 Leave theComBINE LIKE CATEGORIES N/A
check box checked.

11 If applicable, selecY or N from the N/A
drop-down list in theCONSULTANT
INDICATOR field.

o
®

Continued on Following Page
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(continued)

12 | Selectthe Primary Countyfrom the N/A
drop-down list in thePRIMARY COUNTY
Copk field.

13 | Selectthe culvert codefrom the drop N/A
down list in theCuLvERT CoDE field.

14 | Typethestation ID in theSTATION ID N/A
field.

15 | Typethe culvert numberin the N/A
CULVERT NUMBER field.

16 | Typethe barrel width measuremenn N/A
the SKEWED BARREL WIDTH IF OVER 20
FT (MILES/KILOMETERS ) field.

17 | Typethe height of the barrein the N/A
BARREL HEIGHT (FEET/METERS) field.

18 | Typethe barrel span measuremetin N/A
the BARREL SPAN (FEET/METERS) field.

19 | Typethebox lengthin theBox LENGTH N/A
(FEET/METERS) field.

20 | Typethefill depthin theFiLL DEPTH N/A
(FEET/METERS) field.

21 | Once you have entered all information A Save Complete
for this category, click th@ave button | message will appea
in theHeader Bar. above thdHeader

Bar.

[ ]

®

Continued on Following Page

NC Department of Transportation
Division Letting Administration

2-37
February 2, 2026




Project Setup

Division Letting Administration User Guide

Categories

(continued)

1 NOTE: If there is more than ongall on the project, aewcategory will

need to be set up for eagiall.

Adding a Wall Fromwithin a project on theProject Category and Item Summary
Category page,Categoriestaly
Step Action Result
3 Click theNEw button. Category input fields
will appear.
4 Typea 4-digit number in the N/A
CATEGORY ID field.
Begin at 0001.
5 TypeWALL ITEMS in the CATEGORY N/A
DESCRIPTION field.
6 Select0003from the dropdown list in N/A
the PROPOSAL SECTION NUMBER field.
The value in th&rorPosAL SECTION NUMBER field, controls
which fields will appear on the right side of the page.
7 SelectWL from the dropdown list in N/A
the FEDERAL CONSTRUCTION CLASS
field.
8 SelectWL1 from the dropdown list in N/A
the RoADWAY STRUCTURE ID field.
1 NOTE: Multiple retaining walls in the
same project should be
numbered sequentially. (WL1,
WL2, WL3é)
9 If applicable, seledhe Major Federal N/A
Work Codefrom the dropdown list in
the M AJOR FEDERAL WORK CODE field.

1 NOTE: TheMaJjor FEDERAL WORK CopE field is used only for federally

funded projects.

Continued on Following Page
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(continued)

10 Leave theComBINE LIKE CATEGORIES N/A
check box checked.

11 | If applicable, selecY or N from the N/A
drop-down list in theCONSULTANT
INDICATOR field.

12 Selectthe Primary Countyfrom the N/A
drop-down list in thePRIMARY COUNTY
CopeE field.

13 Selectthetype of retaining wallfrom N/A
the dropdown list in theRETAINING
WALL TYPpE field.

14 Typethe station ID in the STATION 1D N/A
field.

15 Selectlength of the wallfrom the drop N/A
down list in theWALL LENGTH
(FEET/METERS) field.

16 Typethe average height measurement N/A
in the AVERAGE HEIGHT (FEET/METERS)
field.

17 | Once you have entered all information A Save Complete
for this category, click théave button | message will appea
in theHeader Bar. above théHeader

Bar.

®

Continued on Following Page
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(continued)

o
®

P
[ 4

Copying a The following procedure is useful if you need to create multiple struc
Category wall, or culvert categories.

Overview  Item Alternate Summary  Item Pricing

Project  Item Worksheet

Project Category and ltem Summary

v Project: DA10457-RW - MARTIN TIP-011521 0
General
Categories Type search criteria or press Enter | 4 | Advanced  Showing 2 of 2
Item Alternate Sets New
ltems > 0001 - ROADWAY ITEMS v
> 0002 - ROADWAY ITEMS - NPAR (MARTI Actions b
Copy
Delete
Exclude from Search Results
Insert Row
Tasks
Delete Category And Associated Data
Views
Attachments
Links
Tracked Issues
Step Action Result
1 Minimize the categories. N/A
(Click the arrow to the left of each
category until all categories are
displayed as one line.)
2 From the drogdown arrow at the right | A new row will
side of therow containing the appear beneath the
Category you wish to copyselect selected row.
Duplicate Row
Continued on Following Page
2-40 NC Department of Transportation

February 2, 2026

Division Letting Administration



Division Letting Administration User Guide Project Setup

Categories

(continued)

Overview  Item Alternate Summary  Item Pricing  Project  Item Worksheet
PI’OjECt Category and |te| There are unsaved changes. x
v Project: DA10457-RW - MARTIN TIP-011521
General
Categories Q, | Type search criteria or press Enter | # | Advanced Showing 2 of 2
1 added
Item Alternate Sets New
ltems > 0001 - ROADWAY ITEMS v
v 0001 - ROADWAY ITEMS X
Category ID* ¥ Primary County Code ¥
0001 058 - MARTIN 7
Category Description* ¥ Cross Section Code *
ROADWAY ITEMS Q RO00 - RESURF - EXISTING (ANY NUMBER OF L A
Length Along the Project (Miles/Kilometers) ¥
Proposal Section Number ¥
5.5000
0001 - ROADWAY ITEMS -
Number of Lanes ¥
Federal Construction Class ¥ 5
RW - ROADWAY DESIGN -
Roadway/Structure ID ¥
RW1 - ROADWAY 1 hd
3 Overwrite the number in theATEGORY N/A
ID field with anew 4digit sequential
number.
4 Change the remainder of the fields in N/A
newly created category.
5 Click thesave button in theHeader A Save Complete
Bar. message will appea
above theHeader
Bar.
Continued on Following Page
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Deleting The foll owing procedure i s use
Categories changing its type. (i.e., Roadway to Structure)
Overview ltem Aliemate Summary em Pric ng Project item Worksheet
Project Category and Item Summary
v Project: DA10456-ST - MARTIN U-5113 -0
General a > Advan
Categories =
tem Aternate Sets
ltems > AS v
> v
> N A C( Y UTIUT Actions ®
Tasks
Delete Category And Associated Data
Views
Attachments
Links
Step Action Result
1 Minimize the categories. N/A
(Click the arrow to the left of each
category until all categories are
displayed as one line.)

Continued on Following Page
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(continued)

From the dropdown arrow at the right
side of theow containing the
Category you wish to deleteselect
Delete

If you have items associated with this
category, seledeLETE CATEGORY AND
ASSOCIATED DATA.

1 NOTE: This will delete any items
associated with the category.

The dropdown
arrow for this

category will change
to anundo arrow.

This indicates that
the category is
flagged for removal
by the system.

Click theSave button in theHeader
Bar.

A Save Complete
message will appea
above théHeader
Bar.

NC Department of Transportation
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From theProject Overview page

Project Overview

w Project Overview

Q | da10457 -4

DA10457-RW  STATE FUNDED

Project Fed/State Project N...

DA10457-5T STATE FUNDED

2021CPT01.06.10581.1

WES Number

2021CPT01.06.10581.1

Advanced  Showing 2 of 2

MARTIN TIP-011521

Project Description (County/TIP)

MARTIN TIP-011521

A 4
L 4

Actions x
[ Copy |

R

Exclude from Search Results
Open

Tasks

Change Project Spec Book
Create Proposal From Project
Export Project To Estimator
Validate Project

Views

Attachments

Categories and ltems

Item Pricing

Item Waorksheet

Items and Alternates

(Project Overview Page

Step

Action

Result

selectDELETE.

From the dropdown arrow at the right
side of theproject you wish to delete

The dropdown
arrow for this project

will change to a
undo arrow.

This indicates that
the project is flaggec
for removal by the
system.

DA10457-RW STATE FUNDED

2021CPT01.06.10581.1 MARTIN TIP-011521

v

Project Fed/State Project Nu... WBS Number Project Description (c:ountym_PJ G}
DA10457-ST STATE FUNDED 2021CPT01.06.10581.1 MARTIN TIP-011521
Continued on Following Page
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(continued)

®
L 4

Py
o

If you wish toUndo a deletion, you can click thendo arrow at the end
of the deleted rowyou must do this before you save changes.

2

Click theSave button in theHeader
Bar.

A Save Complete
message will appea
above théHeader
Bar.

NC Department of Transportation
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Chapter3 Quantity Esti mati on

Exporting the Preconstruction File (from NC :
Resurfacing Estimate )

After creating an estimate file MC Resurfacing Estimate you will be
able to export this file so that it can be imported into AASHTOWare.

®- o
[ 4 @

FromNC Resurfacing Estimate

& 2022CPT.07.01.10171_2022CPT.07.01.201 71,5t - NC Resurfacing Estimate

File Actorns View Help

&) New v | EEEOEO®P
= Qpen.. CerdeQ
[ Sove CtileS l

Seve As |

Save Seftings “ o3 Concrete | gl Dicheg | 3 |

i Generate Semple Contract Template
Import Maps

Change Pay tem Database
Rownload Latest MPIL
Create a Copy of Sampie Pay Itern Databate
[Chpen [ —t— T
chyv(l':-ﬂur\n'.( @ ﬁ 9 ﬁ D Tp P % 5
. Bed Estimate
o Er\;mu}v. Estimate (EXpOI’t T00|ba)

123 Print Summary of Quantdies
& Print Typica! Sections Cinep
a Preview Summmary of Quantities
Preyrew Typical Sections -
[& . " B temaed Lint |
Pyint Setup |

) Scrateh Work Order
1 022CPTO7.01.10071 _202CPT.07.01.20171 et TP Trmsport impont file l
2 CATemp\Bonnie\testest [0 Prec omtruction import Fie ‘

3 2022CPTO7.01.10071 _2022CPT.07.01.20171 (1).ent Coulsly Map Shape Fie 1
4 2029CPT.07.06.10011 2021CPT.07,00.20011 2021CPT.O7.00.2041 1.ent € Contract Besurfacng Dats

1L Reguistion File
gt - -

(File Menu
You will be able to begin this procedure either fromRile Menu or
from theExport Toolbar:
Step Action Result
1 From theFile Menu, click EXPORT, The following dialog
then clickPRECONSTRUCTION |MPORT will appear.
FILE .
OR
From theExport Toolbar, dick theE
EXPORT PRECONSTRUCTION FILE button
- Continued on Following Pa.ge
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Exporting the Preconstruction File (from NC Resurfacing
Estimate)

(continued)

L 4

[}

Generate Preconstruction lmport Files >

Preconstruction Contract #:I DA10458 Fill List I

/\
<IWE!S = \Premnstrucﬁun Project #

2022CPT.07.01.10171
2022CPT.07.01. 20171 /DA104566 RW

WBS Numbers

2022CPT.07.01.10171 DA10456A-RW
Generate Import File Close |
2 Typethe contractnumberin the N/A

PRECONSTRUCTION CONTRACT # field.

Continued on Following Page
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Exporting the Preconstruction File (from NC Resurfacing

Estimate)

(continued)

o

Click theFiLL LisT button.

The project number
will appear in the list
next to each WBS
number.

For projects with multiple WBS numbers, an ordinal letter suffix
(beginning with A and ending with Z) will appear after the numeric
portion of the project number.

If the contract has more than 26 WBS numbers, the last digit of the
contract number will increment by one and the ordinal letter suffix st
over with A.

4

If you need to edit the project number,
select the project from the list. The
project information will appear in the
fields at the bottom of the popup wher
it can be edited.

N/A

To generate the Import File, click the
GENERATE IMPORT FILE button at the
bottom of the popup.

A dialog will appear
that will promptyou

to save the file in a

specific location.

Browse for Folder

>

w [ This PC
4 Downloads
I Desktop
J 3D Objects
=| Documents
J’! Music
m Videos

&= Pictures
i SYSTEM (C:)

OK, Cancel

Selectthe directory where you want to

save the filethen click thedOK button.

The following
message will appea

Continued on Following Page
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Exporting the Preconstruction File (from NC Resurfacing
Estimate)

(continued)

®

[}

Resurfacing Estimate >

l:o:l Successfully Created and Saved Preconstruction Import Files.

A separate file will be created for each project in the estimate.
The files will be name(Estimate File Name] [WBS].xml

1 NOTE: Because many types of payitems are combined, it is important
put extra emphasis on labeling all Generic Payitems @theric
clearlyvisiblein the item description.

®

[ ]
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Exporting the Preconstruction File (from the PIQ Tool)

The Private Engineeringirmsenter quantities and itenasing the Pay
Items and Quantities (PIQ)tool.

You will be able to use this tool to export the preconstruction file for
projects that exist there.

To access thBIQ tool:

Step Action Result

1 In the address bar of your web browsg The following page
type will appear.
CONNECT.NCDOT.GOV/SITE/PRECONSTR
UCTION /PAGES/DEFAULT .ASPX and
press]

Connect NCDOT
BUSINESS PARTNER RESOCURCES # Home ™ Help [ TeamSites @ Site Map

Doing Business ~ Bidding & Letting  Projects Resources  Local Governments Search

Preconstruction - Preconstruction Projects Home
Preconstruction information for NCDOT Highway and Bridge projects. Send any
problems or concerns to preconstructionhelp@ncdot.gov. Send ProjectWise issues to

dot.pwsupport@ncdot.gov.

& » Preconstruction

e
Find a Site Precon Announcements
_ Title

Preconstruction User Group Meeting

15401.1048012 Southdock Emergency

Our next Preconstruction User Group mesting is

scheduled for Thursday, June 24, 2021 from 1pm - 4pm,
attendees (1) of recent

15801.1027014 Currituck Bridge 7

15BPR.11 Camden 43 and 44
15BPR 23

15BPR.41 Dare No.9

15BPR 46 Help us ke on User Group Contact

List current. Please send an email to

(Preconstruction Projects Home P3ge

2 In theFIND A SITE field, type theTIP or N/A
WBSnumber.

As soon as you start typing in this fielg
the results will auto filter in the drep
down.

Continued on Following Page
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Exporting the Preconstruction File (from the PIQ Tool)

(continued)

®

[}

3 Selectthe projectnumberby clicking

on it when it appears in the filtered list

Theprojectpage
will appear

15BPR.131.3 - Previously 17BP.11.R.196 - 15BPR.131.3 -

Previously 17BP.11.R.196
Three EDB Bridge Replacements in Currituck and Dare Counties
Currituck; Dare

ﬁ » Division 01 Preconstruction » 15BPR.121.2 - Previously 17BP.11.R.196

No Announcements

i Disciplines & Team Collaboration Preconstruction Announcements
Home ¥ General
Precon Dashboard ~

C Dlsc{jl\es

Praoject Site

¥ Collaboration
* LET Preparation
* Ready for Construction

¥ ATLAS Tools

Consulting Firm Access Summary

Precon Project Map

roj dule
=+ Risk ent

+ |

mitments

Nc‘w‘Bem

0

i

(Preconstruction Project Page

4 Scroll to the bottom of the page and
click PAY ITEMS AND QUANTITIES in the
list on theleft.

ThePay Items and
Quantities Tool will
appear.

Continued on Following Page
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Exporting the Preconstruction File (from the PIQ Tool)

(continued)

=

Discipline: All

View All (default) or select specific Discipline, WBS, and Pay Item Category.

PlQ HELP RETURN TO 17BP.11.R.196

Pay Items and Quantities for 15BPR.131.3 - Previously 17BP.11.R.196

Export Pay Items
~——
Add Pay liem

wBS: All
Pay item  All h
Category:
Pay ltem# Description Supplemental Description Discipline
[Pay Itermd# ] | Description | | Supplemental Description |

1884000000-N GENERIC PAVING ITEM

GUARDRAIL ANCHOR

[ & ]
Fa i | 3215000000-N UNITS. TYPE Il
e

ELECTRICAL CIRCUIT
5245000000-N MARKERS

REINFORCED CONCRETE
g v 4048000000-E SIGN FOUN-DATIONS

If you would like to export a copy that
you can view in Excel, click this button.

(Pay Items and Quantities (PI

Roadway
TEST (RW)

Roadway
(RW)

Utilities (UT:

Structures
(8T)

>

Records per page: 25 v 140f4

Cost Estimate Builder

Q Toélpgg

5 To create the export file, click the
EXPORT PAY ITEMS button.

The followingpopup
will appear.

Continued on Following Page
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Exporting the Preconstruction File (from the PIQ Tool)

(continued)

Export Pay ltems

and Quantities for 15BPR.131.3 - Previously 177BP.11.R.1t$

must be handled in AWP.

Questions or concerns ab

IMPORTANT: The letting administrator may choose to lock "all but structures” or “structures” when exporting the XML files to
transition the work to AWP: Once locked in Preconstruction, any future updates to pay items & quantities for those disciplines

Future Contract#:
Project Description:
County:

Division:

Discipline:

oo =3

Preconstructionhelp@ncdot.gov for assistance.

cz01102
15BPR.131.3 - Previously 17BP.11.R.196

Currituck , Dare

All but Structures e
D Export all non-Structures items as Roadway

f multiple WBS values will be associated with this contract,
even if some are coming from another Preconstruction b
project site or a Resurfacing project, check here to ensure

the output files are named correctly.

D Check here, if you wish to override the WBS Suffix at the
time of XML Export.

out using this tool or the output files it generates. Contact

(ExportPay Items and Quantities Page

In theFUTURE CONTRACT# field, type N/A
the contract numbethe items need to
be exported to

In theDiscipLINE field, you will be able N/A
to selectAll but Structuresor
Structures

Continued on Following Page

3-8
February 2, 2026

NC Department of Transportation
Division Letting Administration



Division Letting Administration User Guide Quantity Estimation

Exporting the Preconstruction File (from the PIQ Tool)

(continued)

8 If you want all items not in the N/A
Structures category to be exported as
Roadway items, make sure tBerPORT
ALL NO N-STRUCTURES ITEMS AS
RoADWAY check box is checked.

1 NOTE: Division projects should only
be using Roadway and
Structure Items.

9 If the project contains multiple WBS N/A
numbers, make sure themMULTIPLE
WBS VALUES WILL BE ASSOCIATED WITH
THIS CONTRACT , EVEN IF SOME ARE
COMING FROM ANOTHER
PRECONSTRUCTION PROJECT SITE OR A
RESURFACING PROJECT, CHECK HERE TO
ENSURE THE OUTPUT FILES ARE NAMED
CORRECTLY . check box is checked.

10 | Click theGENERATE XML EXPORT The following dialog
button. will appear.

Please Confirm lock for pay items and quantities

Are you ready to lock the pay items and quantities for All but
Structures after the XMLs are generated?

NO-DON'TLOCK § YES-LOCK

Once the files are importedtdAASHTOWareProject, it becomes the
system of record, and all updates should be handled there.

Locking prevents having updates in 2 different systems.

11 | Click theYEes-Lock button. The file(s) will be
created in your
download folder.

Continued on Following Page
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Exporting the Preconstruction File (from the PIQ Tool)

(continued)

If everything has been entered correctiyhere are multiple WBS
numbers, multiple export files
be createdThey will be saved to youwowNLoADs folder.

The file(s) will be in the format that AWP needs for the impdittey
w 0 nn@dd to be opened.

3-10 NC Department of Transportation
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File Export Troubleshooting (P1Q Tool)

What if only one XML export file downloads?

If only one file downloads when multiple were expected, you will hav
make a ondime setting change in your browser to permit multiple
downloads without prompting in between.

You will need to tell your browser to trust the sitennect.ncdot.gouo
download files to your computer.

®-
@

[}

In the Chrome browser, follow these steps:

Step Action Result
1 In the top, right corner of the X The list of options
browser, click the three vertical will appear.
dots. @
2 SelectSettingsfrom the list. TheChrome
Settingspage will
appear.
3 From the list of options on the left side N/A
of the page, sele€RrRivACY AND
SECURITY.
Settings Q, Search settings
=  YouandGoogle Privacy and security
B Autofill
—  Clear browsing data
Q Safety check Clear history, cookies, cache, and mere '
<: é Privacy and security > Cookies and other site data
@ Third-party cookies are blocked in Incognito mode ’
@&  Appearance
. Security
Q SearhCagine @ Safe Browsing (protection from dangerous sites) and other security settings '
BN Default browser
" Site Settings N
0] On startup ~"  Controls what information sites can use and show (location, camera, pop-ups, and more)
Privacy Sandbox
Advanced 7 - Trial features are on e
4 From the list of options that appears, N/A

selectSITE SETTINGS.

Continued on Following Page
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File Export Troubleshooting (PIQ Tool)

(continued)

®

Py
o

5 Scroll toPErRMISSIONS and click the The list will expand.
drop-down arrow to the right of
ADDITIONAL PERMISSIONS.

6 Click AUTOMATIC DOWNLOADS. Automatic
Download Options
will appear.

7 Click theApp button to the right of TheAdd a site
ALLOWED TO AUTOMATICALLY dialog will appear.
DOWNLOAD MULTIPLE FILES .

Add a site

Site

[*]Jexample.com

Cancel Add

8 Typeconnect.ncdot.goin theSITE N/A
field.

9 Click theADD button Connect.ncdot.gov
will appear beneath
ALLOWED TO
AUTOMATICALLY
DOWNLOAD

MULTIPLE FILES .

312 NC Department of Transportation
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Importing the Preconstruction File into AWP

Regardl ess of whether youobveNCe
Resurfacing Estimateor thePay Items and Quantities PIQ) Tool, the

files wildl be in the same form
application generatdbem;the loading process is the same.

From theAASHTOWare Project Dashboard

]

v

m m My Pag% = 9 O
Actions Help  Log off

On this page: Reference Data  Preconstruction HELITE x

Open Process History

PROJECT NCDOT-Division 1 User

Tracked lssues

: Cases
v Preconstruction 7] &4 @ m
Projects Code
Generate Report
Proposals Distr Execute Process
Lettings tem £y ecute System Interface
Find Bid Data

ltem¢ Global Attachments
Vend Global Links
Wagi My Settings

My Qutbox

(AASHTOWare Project DashboardActionsMeny

Step Action Result

1 From theAcTions menu at the top of | Thelmport page
the window, seledimport File. will appear.

1 NOTE: TheAcTioNs menu appears
wherever you are in the systen
so you will be able to perform
this procedure from any page.

This load is based on the project information within file you choose,
the project you have open in AWP.

|
v
IR © ©

Actions Help Log off

Import
v import ~ @
Select File....

(Import Pagé

Continued on Following Page
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Importing the Preconstruction File into AWP

(continued)

®

®
o

2 Click the SELECT FILE button. A dialog will appear
that will prompt you
to select the file
from the location
where you saved it.

3 Select the file and click theren button. | Information about
the file will appear.

|mp0rt There are unsaved changes. X
~ Estimator Import v 9
Select File...

2022CPT.07.01.10171_2022CPT.07.01.20171_2022CPT.07.01.10171.xml 2658 bytes

Action

® Import Project

O checkin Project

O Checkin Proposal

O Estimation Reference Data

Import Contract Progress Schedule Projection using xml file

O Import Item Mapping csv file

Name

DA10456A-RW

Description

ROADWAY ITEMS

Options

® pelete all existing items before loading

(Import Information Page
4 Review the information on this page tc N/A
make sure youobve
project.
5 Click thelmpPoRT button in theHeader | An Import
Bar. Succeedenessage
will appear above
theHeader Bar.

Continued on Following Page
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Importing the Preconstruction File into AWP

(continued)

|mpg|—t import succeeded.
Select Fike
MARTIN RE_2021CPTO1.06.10581.1 xml 1200 bytds Open Projest
(Import Pagé

o

Once the file has been successfully imported, a link will be
provided that will take you directly to the associated project.

6 Click the OPEN PROJECT link. TheProject

Summary page will
appear.

Overview  Categories and ltems  Item Alternate Summary  Iltem Pricing ( Item Worksheet ) Wage Decisions

Project Summary

v Project: DA10457-RW - MARTIN TIP-011521

Proposal: DA10457

General Project ID Federal/State Project Number*
Counties DA10457-RW STATE FUNDED
Divisions Project Description (County/TIP) * Controlling Project
Workflow MARTIN TIP-011521 a O
Federal Aid Prefix
Short Type of Work *
BG - BUILD GRANT | =
MILLING AND RESURFACING IN MARTIN COUNTY Q
Primary Project County ID
Location * 058 - MARTIN

US17 FROM US 64 FROM BERTIE COUNTY LINE @|  Primary Project Division ID

001 - DIVISION 1

(ProjectSummanPage

7 Click thelTem WorksHEET Quick Link. | TheProject Item
Worksheetpage
will appear.

o

Continued on Following Page
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Importing the Preconstruction File into AWP

(continued)

Overview  Categories and Hems

Project Item Worksheet

Project ltem Total
330,044.00

Q. | Type search criteria or press Enter | &

# ... # lte... Descr

Item Alternate Summary

v Project: DA10457-RW - MARTIN TIP-011521

ltem Pricing

Project

Advanced Showing Sof s

.. L. # Qua... # Price~ ExtAmt 5Su... # Suppl Descrw | |-

-

0001 0084 WICK DRAINS. LF M. 200.000 30.00000 6.000.00 Mo
0001 |0106... BORROW EXCAVETION CY M. 200.000 40.75000| 8.152.00 Mo v
0001 | 1220... INCIDENTAL STOME BASE T...N. 200000 37.82000 7.554.00 Mo v
0001 | 1245 SHOULDER RECONSTRUCTIOM 5. N, 200000 1.42154... 28432 MNo v
0001 | 1383... ASPHALT TREATED BASE COURSE T...N. 200000 30.00000 6.000.00 Mo b
0001 | 1385... SAMD ASPHALT BASE COURSE, TYPE F-1 T...N. 200000 30.00000 6.000.00 Mo b
0001 | 1396... SAND ASPHALT SURFACE COURSE, TYPE... T... N. 200.000 30.00000 6,000.00 Mo b
00 407 SAND ASFHALT SURFACE COURSE, TYPE... | T... M. 200.000 320.00000 6,000.00 Mo b

Mew Select fems..
Showing 8 of 8
(Project Item Worksheétage
You will be able to add/edit items from this page.
3-16
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Quantity Estimation

Adding Items to a Project Manually

Fromwithin a projecton

theProject Summary page

Project Summary

Proposal: DA10457

General
Counties
Divisions

Workflow

v Project: DA10457-RW - MARTIN TIP-011521

Project ID

DA10457-RW

Project Description (County/TIP) *
MARTIN TIP-011521

Short Type of Work *

MILLING AND RESURFACING IN MARTIN COUNTY

Location *

US17 FROM US 64 FROM BERTIE COUNTY LINE

Spec Year*

18 - ITEM SPEC YEAR 18 | ~

Overview  Categories and Items  Item Alternate Summary  Itemn Pricing (ltem Worksheet ) Wage Decisions

Federal/State Project Number*

STATE FUNDED

Controlling Project
Q (]
Federal Aid Prefix

BG - BUILD GRANT |~

Primary Project County ID
058 - MARTIN

o} Primary Project Division ID
001 - DIVISION 1

Project Item Total

330 044 O0

(Project Summary Page

Step

Action Result
1 Click thelTem WoRrksHEET Quick Link. | TheProject Item
Worksheetpage
will appear.

Continued on Following Page
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Adding Items to a Project Manually

(continued)

®
L 4

I
AL A
Help  Logoff

[}

Actions e
VEIVIEW categories and ems em Altemate Summary tem Pricing Project
Project ltem Worksheet
v Project: DA10456-RW - MARTIN U-5113 | e B 7]

Project item Total

Q & S efa -
> e Method C -
Method B
Method A
(Project Item Worksheet Pape
At this point there arthreeways you can add iteméSteps Z7)
A. Clicking theNeEw button at the bottom of the list.
B. Clicking theSeLecT ITEMS button (from filtered list)
C. Adding a row and populating information for a single line item
UseA & C for a few items. Us@8 if you are adding many items.
Method A 2 Click theNEw buttonat the bottom of | A blank row will
the page. appear
.9‘" I D:am"ﬁ U... L: .fI‘P UE‘:‘... SG # Suppl Descr £ L F x
New Select Iltems...
Doubleclick in theCAT ID field. The SEARCH box
will appear.
3
Pressthd key. A list of categories
will appear.
Continued on Following Page
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Quantity Estimation

Adding Items to a Project Manually

(continued)

[ ]

[ ]

4 Click on thecategoryto select it.

The selected
category will appear
in the CATEGORY ID
field.

5 Doubleclick in thelTem field.

The SEARCH box
will appear.

6 Typeall or part of the item name or
numberin the SEARCH box.

The list of items will
auto filter from the
criteria typed in the
SEARCH box.

1 NOTE: For generic items, includgenericbefore your criteria.
1 NOTE: All Force Account Itemsbegin with 9

7 Click onthe row containing the item
you wish to select

The item
information will be
populated into the
remaining fields.

Method B Use this method if you have several items to add.

2 Click theSeLecT ITEMS button at the
bottom of the page.

The Selectltems
dialog will appear.

Select ltems x

Category ID*

Q 0001
ROADWAY ITEMS .
Item Search Field
ltem Descr
0000100000-N MOBILIZATION
0000400000-N CONSTRUCTION SURVEYING

SUPPLEMENTAL FIELD SURVEYING

SUPPLEMENTAL SURVEYING OFFICE CALCULATIONS

FIELD OFFICE

FIELD OFFICE

0000800000-N GENERIC MISCELLANEQOUS ITEM

Unit

LS - LUMP SUM

LS - LUMP SUM

HR - HOUR(S)

HR - HOUR(S)

LS - LUMP SUM

MO - MONTH

MO - MONTH

(Selectitens Dialog)

Continued on Following Page
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Adding Items to a Project Manually

(continued)

3 Click in theCATEGORY ID field. A list of categories
will appear.
4 Click on thecategoryto select it. The selected

category will appear
in the CATEGORY ID

field.
5 Typeall or part of the item namer The list of items will
numberin thel TEM SEARCH field. auto filter from the

criteria typed in the
ITEM SEARCH field.

1 NOTE: For generic items, includgenericbefore your criteria.
1 NOTE: All Force Account Itemsbegin with 9

6 Click on the row containing the item | A green check will
you wish to select to the left of the iten appear to the left of
number. the selected item.

1 NOTE: You may select as many items as are applicable befo
proceeding.

7 Click the AbD TO PROJECT button. The item(s) will be
added to the project

TheQuanTiTY field
will appear
highlighted.

You will have to complete entry for all added items bejane cansave

This means that if you have addeldage quantity of items at oncgou
will have to enter all the quantities and supplemental descridiifon
applicable)efore saving.

Continued on Following Page
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Adding Items to a Project Manually

(continued)

P
[

I
[ tove =] wevoms < | wypages. ] Sl [

e and llems  Hem Alternate Summasy  llem Pcing

[ ]

p(OjQCt Item Worksheet There are unsaved changes. >

v Project: DA10456-RW - MARTIN U-5113

Project item Total

Q - -
7’ 0 ¢ 7 e ¢ Ow 7 O . /) ‘IA Lvt s o rall o/ A S 7 A :
1] Il f L : " “
“ X
- b
(Project Item Worksheet Page with New Itgms
Method C 2 Click thedrop-down arrow at the end | The following menu
of the first row. will appear.
[
I E XA DS
Tasks
Views Insert Rows Above Icon
3 Click thelnsert Rows Aboveicon. A blank row will be

added at the top of
the worksheet.

®

®

Continued on Following Page
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Adding Items to a Project Manually

(continued)

4 Doubleclick in theCAT ID field. The SEARCH box
will appear.
Pressthd key. A list of categories
will appear.
5 Click onthecategoryto select it. The selected

category will appear
in the CATEGORY ID
field.

6 Doubleclick in thelTem field. The SEARCH box
will appear.

7 Typeall or part of the item name or The list of items will
numberin the SEARCH box. auto filter from the

1 NOTE: For generic items, include criteria typed in the
genericbefore your criteria. SEARCH box.

1 NOTE: All Force Account Iltemsbegin
with 9.

Click on the row containing the item | The item

you wish to select. information will be
populated into the
remaining fields.

8 Double click in theQuanTiTY field or The following popup
press] . will appear.

7’

Guantity * 7 Price
i m ’
[-prry

9 Type thequantity of the itemin the The popup will

field provided and press . close, and the
quantity will appear
in theQuAaNTITY
field.

Continued on Following Page
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Adding Items to a Project Manually

(continued)

P o

Generic, Skeleton  If you are adding a generic or force account item, you will also need
(Fill in the Blank), fill the SupPPLEMENTAL DESCRIPTION (SuPPL DESCR) field.

f{ Force Account s js indicated by ¥ES in theSup RQ field.
ems

10 | If you are adding a generic item, doub| The following popup
click in theSuppL DESCR field. will appear.

Suppl Descr X

Apply
11 | Typethe supplemental description of N/A
the itemin the field. (80 characters)
Force Account For force account items, this should be in the following format:

ltems MAT $XX, LAB $XX, EQUIP $XX or
XXSF AT $XX.XX PER SF (or XXM2 AT $XX.XX PER M2)

i.e., MAT $2,500, LAB $500, EQUIP $500
or12.5M2 AT $125.27 PER M2.

Continued on Following Page
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Adding Items to a Project Manually

(continued)

12 | Click theAPpPLY button. Thesupplemental
description will
appear in th&uppL
Descr field.

13 | Click thesave button in theHeader A Save Complete
Bar. message will appea
above théHeader
Bar.

1 NOTE: If you are working on a project with a lot of items, sgwar edits
before loading the next 50 items. Withreanyitems, the system
may not be able to keep up with your edits unless you save
frequently.

The items willbe sortecased on item number.

1 NOTE: Forlike items withsupplemental descriptions to combine in the
proposal and reports, the supplemental descriptiarst match
exactly. (This includes spaces and punctuation.)

Repeat this procedure to add additional items.

®-
@

[ ]
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Copying an ltem

This procedure is useful when you have Generic or Skeleton items.

You will be able to copy an existing item and change the Supplemer
Description.

Fromwithin a project on theProject Summary page

Overview  Categories and ltems  Item Alternate Summary  Item Pricing( Item Worksheet )

Project Summary

v Project: DA10457-RW - MARTIN TIP-011521

R

Proposal: DA10457

General Project ID Federal/State Project Number *
Counties DA10457-RW STATE FUNDED

Divisions Project Description (County/TIP) * Controlling Project

Workflow MARTIN TIP-011521 O

Short Type of Work *

MILLING AND RESURFACING IN MARTIN COUNTY

Location*

US17 FROM US 64 FROM BERTIE COUNTY LINE

Spec Year*

18 - ITEM SPEC YEAR 18 | ~

330,044.00
Unit System *
English - Quantity Estimator
MBOLAND

WRS Number *

Federal Aid Prefix
BG - BUILD GRANT | =

Primary Project County ID
058 - MARTIN

Primary Project Division ID

001 - DIVISION 1

Project Item Total

(Project Summary Page

Step

Action

Result

1

Click thelTeEm WoRksHEET Quick Link.

TheProject Item
Worksheetpage
will appear.

Continued on Following Page
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Copying an Item

(continued)

Overview  Categories and ltems  Item Alternate Summary  ltem Pricing  Project

Project ltem Worksheet
v Project: DA10457-RW - MARTIN TIP-011521 O

Project ltem Total

330,044.00

Q, Type search criteria or press Enter | # | Advanced Showing 80f8

& ... # k.. Descr UE

=

. & Qu... # Pricew ExtAmt Su... # Suppl Descrw W0 W I

0001 0084... WICK DRAINS LF N. 200.000 30.00000 6,000.00 No v
0001 0106 BORROW EXCAVATION CY N. 200.000 40.76000 8.152.00 No @
0001 1220... INCIDENTAL STONE BASE T...N. 200.000 37.82000 7.564.00 No % = <>° Ea qp @ % @
0001 1245 SHOULDER RECONSTRUCTION S...N. 200.000 1,421.64 284,32... No Tasks
0001 1363... ASPHALT TREATED BASE COURSE T...N. 200.000 30.00000 6,000.00 No Views
0001 1385... SAND ASPHALT BASE COURSE, TYPEF-1  T...N. 200.000 30.00000 6,000.00 No I I I -v
0001 1396... SAND ASPHALT SURFACE COURSE, TYP... T...N. 200.000 30.00000 6,000.00 No v
0001 1407 SAND ASPHALT SURFACE COURSE, TYP T...N. 200.000 30.00000 6.000.00 No v
New Select ltems...
Showing 8 o 8
(Project Item Worksheet Page
2 Click thedrop-down arrow at the end | The following menu
of the row containing the item you wisl| will appear.
to copy.
_— L W R - T ]
f w
= R e
Copy Icon n
3 Click theCorpy icon. The row will be
copied to the
clipboard.
4 Click the dropdown arrow at the end o] The following menu
the row you would like to paste the will appear.
copied record beneath.
Continued on Following Page
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Copying an Item

(continued)

¥E Y AP)L S @
Tasks
Views Paste Copied Row Below Icon
5 Click thePAsTE CorIED ROw BELOW The row will be
icon. pasted beneath the

designated row.

6 You will be able to double click to edit N/A
any fields that need to be changed.

7 After youbve made|ASaveComplete
changes, click théave button in the message will appea
Header Bar. above theHeader
Bar.

NC Department of Transportation 3-27
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Deleting ltems

Fromwithin a project on theProject Summary page

Proposal: DA10457

v Project: DA10457-RW - MARTIN TIP-011521

Overview  Categories and ltems  ltem Alternate Summary  Item Pricing  ( ltem Worksheet ) Wage Decisions

Project Summary

Project ltem Worksheet

Project Item Total

v Project: DA10457-RW - MARTIN TIP-011521

General Project ID Federal/State Project Number*
Counties DA10457-RW STATE FUNDED
Divisions Project Description (County/TIP)* Controlling Project
Workflow MARTIN TIP-011521 a U
Federal Aid Prefix
Short Type of Work *
BG - BUILD GRANT | =
MILLING AND RESURFACING IN MARTIN COUNTY a
(Project Summary Page
Step Action Result
1 Click thelTem WoRrksHEET Quick Link. | TheProject Item
Worksheetpage
will appear.
Overview  Categories and ltems  ltem Alternate Summary  Item Pricing  Project

330,044.00
Q, | Type search criteria or press Enter | & | Advanced  spowing 5 of 2
# .. # He.. Descr U.. L ¢ Qua. ¢ Prices ExtAmt 5Su.. ¢ SupplDescrw F v # ®
0001 0084... WICKDRAINS LF N. 200000 30.00000 8,000.00 Mo Q = g @ ) 4:;, < m
0001 |0106... | BORROW EXCAVATION CY N, 200000 40.76000 8,152.00 Mo e
0001 1220... INCIDENTAL STONE BASE T.. N, 200000 37.82000 7.564.00 Mo Vs
0001 |1245... |SHOULDER RECONSTRUCTION S.. N, 200.000|1,421.840... 284,32 No b4
0001 1283... ASPHALT TREATED BASE COURSE T.. N, 200000 30.00000 8,000.00 Mo -
0001 |1285... |SAMDASPHALT BASE COURSE, TYPE F-1 T.. N, 200000 30.00000 8,000.00 Mo -
0001 1286... SAMDASPHALT SURFACE COURSE, TYPEF... T.. N. 200.000 30.00000 8,000.00 No -
0001 1407... SANDASPHALT SURFACE COURSE, TYPEF-1 | T... N. 200.000 30.00000 6,000.00 No b
MNew Select ltems...
Showing 8 of 8
(Project Item Worksheet Page
° °
® ]
Continued on Following Page
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Deleting Items

(continued)

®

®
o

2 Click thedrop-down arrow at the end | The following menu
of the rowcontaining the item you wish will appear.
to delete

Delete Icon

3 Click theDeleteicon. The row will be
marked for deletion.

Repeat this procedure for any additional items you wish to delete.

If you wish toUndo adeletion, you can click th® icon at the end of
the deleted rowYou must do this before you save changes.

4 Click thesave button in theHeader A Save Complete
Bar. message will appea
above théHeader
Bar.
Editing Item If you do not want to delete an item, you onled toeditit, you will be
Information able to doublelick the field you wish to edit and change the value in

field.
Be sure to save your changes before continuing.

NC Department of Transportation 3-29
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Alternate Items

In certain situations, contramsare given the option of selectibgtween
multiple itemsto bid The way to indicate this is with thhe TERNATE
Copk field.

TheAlternate Codeis used to differentiate between groups of alterne
and alternates within a group. The first two characters identify the
alternate group, and the third character identifies thiéernate number.

For example, to define two items as alternates for one another, the t
would enterAAl in theALT Cope field for the first item and\A2 in the
ALT Coopk field for the second item. The fact that both codes begin w
AA indicates that a bidder should choose among them.

!XX|1(- Sequential Number
Alternate Group (Alternate Set) (Alternate Member)

If a contractor is allowed to choose between 3 different items, for ea
ITEM NUMBER, theALTERNATE CoDE fields need to be filled with codes
XX1, XX2, andXX3.

Item Number Example (Single) Alternate Code Example
0312000000-E AAl
0315000000-E AA2
Item Number Example (Group) Alternate Code Example
0315000000-E AB1
0316000000-E AB1
0376000000-E AB2
0377000000-E AB2

If the project containélternate Items, they will need to be set up
Fromwithin a project on theProject Summary page

Cwerview C Categories and ltems ) ltem Alternate Summary  Item Pricing  Item Worksheet  Wage Decisions

Project Summary

v Project: DA10457-RW - MARTIN TIP-011521

Proposal: DA10457

Continued on Following Page

3-30 NC Department of Transportation
February 2, 2026 Division Letting Administration



Division Letting Administration User Guide

Quantity Estimation

Alternate Items

(continued)

Project Category and Item Summary
v Project: DA10457-RW - MARTIN TIP-011521

General Project ID

Categories DATD457-RW

Item Altemate Sets Project Description (County(TIP)*

tems MARTIN TIP-011521

Short Type of Work*
Location *

Spec Year#

18 - ITEM SPEC YEAR 18 |+

Unit System *

English v

WES Number *

MILLING AND RESURFACING IN MARTIN COUNTY

US17 FROM US 64 FROM EERTIE COUNTY LINE

Federal/State Project Number*

STATE FUNDED

Controlling Project

O
Federal Aid Prefix

BG - BUILD GRANT | =

Primary Project County ID

058 - MARTIN

Primary Project Division 1D

001 - DIVISION 1

Project ltem Total

330,044.00

Quantity Estimator

MBOLAND

Step Action Result
1 Click the CATEGORIES AND ITEMS quick | TheProject
link. Category and ltem
Summary page will
appear.
Overview  Iltem Altemate Summary  lem Pricing  Project  Kem Worksheet

(Project Category and Item Summary Pag8eneral Tab

Click theltem Alternate Setstab.

Theltem Alternate
Setstab will appear.

L

Continued on Following Page
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Alternate Items

(continued)

Overview  ltem Alternate Summary  ltem Pricing  Project  ltem Worksheet
Project Category and Iltem Summary
v Project: DA10457-RW - MARTIN TIP-011521
General
Categories Q|| & Advanced  Showing 2 of 2
Item Alternate Sets e Expand All
Iltems
> AltSetlD* ¥ Description* ¥ Project Items v
AA AN Q 0
> BB BB a © v
3 Type the2-letter alternde setin the N/A
ALT SET ID field.
4 Typea brief descriptionin the N/A
DEscCRIPTION field.
& Helpful Hint It is recommended to repeat the value fromahle Set ID field

in theDEscRIPTION field.

Repeatteps 3 and 4or eachAlternate Set

1 NOTE: To create more than ordternate Set, you will need to
click theNeEw button to generate a new row.

5 Click thesave button in theHeader A Save Complete
Bar. message will appea
above thdHeader
Bar.
Flagging ltems Once this procedure has been completed, you will be able to flag ite
As Alternate alternates of each other. There are two ways to do this:

A. From theProject Item WorkSheet
B. FromtheProject Item Alternate Summary page.

Continued on Following Page
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Alternate Items

(continued)

Method A

Step Action Result
1 Enter Item informatiomormally. N/A
(SeeAdding Items to a Project
Manually onPage3-17.)
2 Foranalternate item, doublelick the The SEARCH box
ALT SET field. will appear.
3 Press thd key. The list ofAlternate
Setswill appear.
These are the value
you entered in the
previous procedure.
4 Select arAlternate Setfrom the list. TheAlternate Set
selected will appear
in theALT SeT field.
5 Doubleclick theALT MBR field. The SEARCH box
will appear.
6 Type thel-digit Alternate Membelin TheAlternate
the SEARCH box and press the  key. | Member will appear
in theALT MBR
field.
Repeat these steps for eadternate Item.
7 Click theSave button in theHeader A Save Complete

Bar.

message will appea
above théHeader
Bar.

Continued on Following Page
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Alternate Items

(continued)

Method B FromtheProject Summary page

Overview  Categories and ltems C ltem Alternate Summary ) ltem Pricing  ltem Worksheet  Wage Decisions

Project Summary

v Project: DA10457-BW - MARTIN TIP-011521

Proposal: DA10457

Step Action Result
1 Click thel TEM ALTERNATE SUMMARY TheProject Item
Quick Link. Alternate
Summary page will
appear.
Qverview Categor\es and ltems Item Pricing Project Item Worksheet
Project Item Alternate Summary
v DA10457-RW - MARTIN TIP-011521 vO
Project Item Total
330,044.00
Q IT-;pe search criteria or press Enter Search for Project ltems Showing 1of 1
Expand All
» CatiD Descr Cat Alt Set ID Cat Alt Mbr ID Project Items
0001 &, ROADWAY ITEMS 8
2 Expand the category that contains the| The category will
Alternate Items. expand to reveal all
items.
Continued on Following Page
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Quantity Estimation

Alternate Items

(continued)

®
L 4

[}

Overview  Categories and ltems  Item Pricing  Project  Item Worksheet
Project Item Alternate Summary
v DA10457-RW - MARTIN TIP-011521 Save JRJ 9
Pro]ect Item Total
330,044.00
Q, | Type searc er ress Ente Sesrch for Project ltems Showing 1 of 1
Expand All
w CatiD Descr Cat Alt Set ID Cat Alt Mbr ID Project Items
0001 & ROADWAY ITEMS 8
Proj Line Num Item Descr Unit Suppl Descr -
0005 0084000000-E WICK DRAINS NEAR
Quantity Price Ext Amt
200.000 30.00000 6,000.00
0010 0106000000-E BORROW EXCAVATION CY -CUBIC™ v
200.000 40.76000 8,152.00 -
0015 1220000000-E INCIDENTAL STONE BASE TON - TON(E h 4
200.000 37.82000 7.,564.00 - +
3 Foranalternate itemselect the-letter | TheAlternate Set
alternative sefrom the dropdown list | selected will appear
in theALT ST ID field. in theALT SET field.
4 Foranalternate item, type thkedigit N/A
sequentialAlternate Membelin the
ALT MBRID field.
Repeat these steps for eddternate Item.
5 Click theSave button in theHeader A Save Complete
Bar. message will appea
above thdHeader
Bar.
& Helpful Hint On reportsAlternate Items will appear at thend of the

associateghroposal sectiar(Roadway, Culvert, Wall, or

Structure)

NC Department of Transportation
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Validating a Project

Fromwithin a project on theProject Summary page

Overview  Categories and ltems  ltem Alternate Summary  Item Pricing  ltem Worksheet  Wage Decisions

Project Summary

v Project: DA10457-RW - MARTIN TIP-011521

Proposal: DA10457 Actions ®
Add New
General Project ID Fede e
| Copy
Counties DA10457-RW STA Tasks
Divisions Project Description (County/TIP) * Cont Change Project Spec Book
) Create Proposal
Points MARTIN TIP-011521 [} U Export Project To Estimator
Workflow Fedd Validate Project
Short Type of Work * | Views
BC Attachment
MILLING AND RESURFACING IN MARTIN COUNTY a { Atlachments
Prim lssues
. Links
ion* 053 .
Location Reports
US17 FROM US 64 FROM BERTIE COUNTY LINE Q Prim Project Cost Estimate Report
Project Quantity Estimate
Spec Year* 0017 Structure Cost Estimate Report

Proje _Structure Quantity Estimate
18 - ITEM SPEC YEAR 18 | ~

330,044.00
Unit System*

English v Quantity Estimator
MBOLAND
WES Number*

Step Action Result

1 From the dropdown arrow at the right | The Project
side of theHeader Bar selectvValidate | Validation Results
Project popup will appear.

®

Continued on Following Page
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Validating a Project

(continued)

L Project Valdation Resuits | AASHTOWare Project™ - Google Orrome = 0 X

B specsqsenncesncdotgov

Project Validation Results

(Project Validation Results Popup

Project Validation has run, and the project has been checked for err
Any errors that are found will be displayed in this popup.

The following types of messages can be ignored:

1 Project Midpoint
1 Invalid Price (blank) You have only entered quantities.

1 Fund PackagesWe use WBS numbers.

[}

®
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Chapter4 Pr o p oSseatlu p

Finding a ProszaI

L]

From theAASHTOWare Project Dashboard

Step Action Result
1 In the Preconstruction section, click TheProposal
PROPOSALS. Overview page will
appear.

Proposal Overview

v Proposal Overview

Q | DA1045 & | Advanced  showing 3 of 3

Proposal WBS WBS,County,TIP -
DA10450 2021CPT01.06.10581.1 @, 2021CPT01.06.10581.1 MARTIN TIP-011521

DA10450C 2021CPT01.06.10581.1 @, 2021CPT01.06.10581.1 MARTIN TIP-011521 v
DA10451 2021CPT.01.06.10581.1 @, 2021CPT.01.01.10581.1 MARTIN TIP-011521 v

2 The search filter requires 3 characters and will continue aut
filtering the list as you type.

Criteria Result

Proposal Number The proposal. (This is the actual contract number.)
Partial Proposal A list of proposals that contain the criteria

Number

WBS Number The proposal(s) associated with the WBS Number

Partial WBS Number | List of proposals that associated with a WBS that contains the criteria

TIP Number The proposal(s) associated with the TIP Number
Partial TIP Number List of proposals that are associated with a TIP that contains the criteria
County / Partial List of proposals associated with the county
County
3 Click on thePROPOSAL NUMBER Yyou Theproposabwill
wish to open. open.
NC Department of Transportation 4-1
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Creating a Proposal From a Project

N IMPORTANT We only recommendoingthis processnly if you have one WBS
number.

P
[ 4

o

Follow the procedure fdfinding a Project on Page2-15.
From theProject Overviewpage:

Project Overview

v Project Overview save A 4 e
Q DA10457 & Advanced  showing 1 of 1

Project Fed/State Project Nu... WBS Number Project Description (County/TIP) v
DA10457-RW  STATE FUNDED 2021CPT01.06.10581.1  MARTIN TIP-011521 Actions x

Copy

Delete

Exclude from Search Results
Open

Tasks

Chan

Create Proposal From Project

Step Action Result

1 From the dropdown arrow at the right | TheCreate
side of theproject you are creating the | Proposal From

proposal from selectCREATE Project page will
PROPOSAL FROM PROJECT. appear.
& Helpful Hint Instead of selectinGrREATE PROPOSAL FROM PROJECT, right-

click on it and seledDPEN LINK IN NEW TAB . This way, you will
be able to copy and paste information from one tab to the o

Actions *
Copy

Delete

Exclude from Search Resulis

Cpen

Tasks

Change Project Spec Book

Create Pronnzal From Proigrt

Exp Cpen link in new tab

3 ;

Continued on Following Page
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Creating a Proposal From a Project
(continued)
Create Proposal from Pro There are unsaved changes. x
+ Add Proposal o 2]
Proposal ID* Proposzal Status
WE 5 Number * Status Date
WES.County,TIP * Primary County *
Primary Divizion *
Type of Work*
Cluster Indicator
Location *
Resident Engineer
Q| Begin typing to search or press Enter
Goal Type
- Route Type
Goal Percent
Route Number
Advertisement Date
Rejected
O
Previous ID
Proposal Type
(Create Proposal From Project Pape
2 The number of the project you have ju N/A

copied will appear in thBrRoPOSAL ID
field.

Overwrite all or part of this number wit
the number of the proposal you are
creatingfrom this project.

1 NOTE: Remember to remove tR8T or -RW suffix.

Continued on Following Page
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Division Letting Administration

4-3
February 2, 2026




ProposalSetup

Division Letting Administration User Guide

Creating a Proposal From a Project

(continued)

On theGeneraltab, information from the project will be
carried over into the following fields. You will be able to
change them.

COuUNTY, TIP
PRIMARY COUNTY

PRIMARY DIVISION

For instructions omompleting all fields beginning with the
Generaltab, consult the procedure beginning Bage4-6.

Click thesave button in theHeader A Save Complete
Bar. message will appea
above théHeader
Bar.

4-4
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ProposaSetup

Adding a Proposal

Once all line items and quantities have been completely entered, yo
must create a proposal. Once a proposal is buili]libe ready for final
check,final cost estimation, anehtering ofcontract times.

From theAASHTOWare Project Dashboard

On this page: Reference Data  Preconstruction

PROJECT NCDOT-Division 1 User

v Preconstruction

]

Projects
Proposals v
Lettings Actions ®
Find Bid Data

Open

Tasks

Check In

(Preconstruction Menu
Step Action Result
1 In thePreconstruction section, click A menu will appear.
the dropdown arrow to the right of

PROPOSALS.

1 NOTE: You can also perform this step
from theProposal Overview
Pageshown onPage4-1.

Click Abp.

The Add Proposal
page will appear.

Continued on Following Page
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Adding a Proposal

(continued)

®
[ ]

Overview

Add Proposal

v Add Proposal 2]
Proposal ID* Primary County *
-
WES Number * Primary Divigion#*
-
WES,County,TIP * Cluster Indicator
(=]
Resident Engineer
Type of Work *
Q | Begin typing to search or press Enter
Q
Route Type
Location * -
=1 Route Number
Goal Type
- Proposal Type

Goal Percent

Rejected
.
Previous 1D
-,
(AddProposal Pagé General Tab
General Tab 1 NOTE: Fields marked with a red asterisk @re required to save the
proposal
Continued on Following Page
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ProposaSetup

Adding a Pro posal

(continued)

Turn onCAPS LOCK by pressing the
c key.

All information entered into the system
must be inALL CAPS.

N/A

Typethe proposalnumberin the
PropPosaL ID field.

ProposalNumberswill have the
following format:

Central Office: CH#t##
Division: D# T

This field will not be able to be
changed after you save theroposal.

N/A

Type theWBS numberin theWwBS
NumBER field.

N/A

Typethe WBS number, County Name,
and TIP numberin the
WBS,CouNTY.TIP field.

N/A

Typethe type of workn the TYPE OF
WoORK field.

N/A

& Helpful Hint

Example: GRADING, DRAINAGE, PAVING & CULVERT

Typethe locationin theLocATION
field.

N/A

& Helpful Hint

1 NOTE: ThisisTO/FROM type of description.
Example: I-40 FROM US70 TO 1-440

TheLocaTioN field can accommodate 120 characters.

SelectDBE or Nonefrom the drop
down list in theGoAL TypE field.

1 NOTE: If no goals have been set, selg
None

N/A

10

If applicable, ype thegoal percentage
in theGoAL PeRCENT field.

N/A

Continued on Following Page
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Adding a Proposal

(continued)

Cluster Indicator

11 Leave theREJECTED check box N/A
unchecked.

12 | If applicable, type thereviouscontract N/A
numberin thePrevious ID field.

13 | Select thgrimary countyfrom the N/A
drop-down list in thePRIMARY COUNTY
field.

14 | Select theorimary divisionfrom the N/A
drop-down list in thePRIMARY DIVISION
field.

Whenever proposals are clustered for bidding, the projects involved
be copied and thadditionals uf f i x ACO appended
(e.g, DOO00XRWC).

The cluster indicatois four characters long. The first two characters w
identify the cluster group. The last two characidestify the entire
cluster sequence (00) or indicate the individual proposals sequential
(beginning with01).

Cluster Indicator for entire cluster sequence:
XX00
Cluster Indicator for individual proposal within cluster:

XX01

1 NOTE: Once a clustered proposal has been created, any change:
the information in individual projects will also have to be
made in the corresponding projects that make up the clusi
proposal.

15 If the proposal is part of a clusteype N/A
the clusterindicatorin the CLUSTER
INDICATOR field.

Continued on Following Page
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ProposaSetup

Adding a Proposal

(continued)

®

[ ]

16

To assign &esident Engineerto this
proposal, start typing the name of the
Resident Engineem the RESIDENT
ENGINEER field. When the name of the
ResidentEngineer appears, select it
from the list.

N/A

17

Select theoute typefrom the drop
down list in theRouTE TYpE field.

1 NOTE: If you select Route Type a
Route Numberis required.

N/A

18

Type theroute numberin theRouTE
NuUMBER field.

1 NOTE: If you have entered Route
Number, aRoute Typeis
required.

N/A

19

Select thaype of proposafrom the
drop-down list in thePROPOSAL TYPE
field.

N/A

~ Add Proposal

Add Per05a| There are unsaved changes.

£~ 0

20

Click theSave button in theHeader
Bar.

The proposabill be
saved. Thé’roposal
Number and
Description will
now appear in the
Header Bar.

Continued on Following Page
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Adding a Proposal

(continued)

®

[ ]

Projects Tab 21 On the left side of the page, click on th} TheProjectstab
Projectstab. will appear.

This tab is where projects are linked to the proposal.

COverview  Addenda  ltem Pricing  Locations  Proposal Vendors  Sections and ltems  Wage Decisions
Proposal Summary
v Proposal: DNO4117 - 2023CPT01.06.10581.1 POLK 1-6028C
Bid Letting:
General 0
nera 0 changed
Time
Workflow
(Proposal Summary PageProjectsTab)
22 | Click the SELECT PrROJECTS button. A Searchdialog will
appear
Continued on Following Page
4-10
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Adding a Proposal

(continued)

P
[ 4

o
®

Select Projects

Search Filter

Select: All| None
Project
L DNO4117A-RW
L DNO4117A-ST

v DNO4117B-5T

Q| dno4 / & Advanced  spowing 2ef3

3 selected
Project Description (County/TIP)
POLK 1-6028C
POLK 1-6028C

POLK [-6028C

Add to Proposal

23

Type thecriteria used to find the projedn the SEARCH FILTER .

The SEARCH FILTER requires 3 characters and will continue
auto filtering the list as you type.

Criteria

Result

Project Number

The project

Partial Project Number

A list of projects that contain the criteria

TIP Number

The project(s) associated with the TIP Number

Partial TIP Number

List of projects that associated with a TIP that contains the criteria

County / Partial County

List of projects associated with the county

24

Click onthe Project(s) you wish toadd | A check mark will
appear to the left of
the selected
project(s)

[ ]

o

Continued on Following Page
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Adding a Proposal

(continued)

®

[ ]

25

Click theAbDp To PROPOSAL button.

The selected
project(s) will
appear on the
Projectstab.

Overview Addenda  ltem Pricing  Locations

Proposal Summary

Propesal Vendors ~ Sections and ltems

Wage Decisions

v Proposal: DN04117 - 2023CPT01.06.10581.1 POLK 1-6028C

Bid Letting:
General Select Projects 0 changed
Projects
Tie Project Project Description (County/TIP) Fed/State Project N... WBS Number Control Proj ¥ -
Worklow DNO411TA-RW @, POLK 1-6028C STATE FUNDED 2023CPT01.06.10581.1
DNO4117A-ST @ POLK I-6028C STATE FUNDED 2023CPT01.06.10581.1 b
DNO4117B-ST @, POLK I-6028C STATE FUNDED 2023CPT01.06.10581.1 O b 4
pal
1 NOTE: DO NOT checkthe ConTROL PROJ check box.
26 | Click thesave button in theHeader A Save Complete
Bar. message will appea
above théHeader
Bar.
RepeatSteps 2-26 if you need to add additional projects to tl
proposal.
If you have added a project to the proposal by mistake, see
Removing a Project from a Proposabn Page4-30.
Continued on Following Page
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Adding a Proposal

(continued)

P

[ ]

Overview  Addenda  ltem Pricing  Locations  Proposal Vendors  Sections and ltems  Wage Decisions
Proposal Summary
v Proposal: DN04117 - 2023CPT01.06.10581.1 POLK |-6028C
Bid Letting: Actions ”®
General Add New
Select Projects. .. Task ed
Projects
T Project Project Description (County/TIP) Fed/State Projec.. v
ime =
Workflow DACLTA RV & POLK 1-6028C STATE FUNDED Export To Bids
' ’ Generate Unique Project Line Numbers
DNO4117A-ST @ POLK I-6028C STATE FUNDED Send files to HICAMS v
Validate Proposal
DNO4117B-ST @ POLK I-6028C STATE FUNDED \Wage Decision Assignment Processing v
Views
Addenda
Attachments (0}
Generating 27 From the dropdown arrow at the right | The Execute
Sections & side of theHeader Bar selectAuto Processwindow
Assigning ltems GENERATE SECTIONS will appear.

Execute Process

w Execute Process - Auto Generate Sections v 9

Settings Jof4 * | 3

Set Parameters =

Mo parameters for this Process.

28 | Click theExecuTe button. The process status
will appear in a new
tab.

1271572823 2:14:47 PM: Info - Starting Proposal Sections Update...
1271572823 2:15:13 PM: Info - Start - Processing Proposal ID: DMN@4117
12/15/2823 2:15:13 PM: Info - Start - Processing Proposal Section: €881
1271572823 2:15:13 PM: Info - Start - Processing Proposal Section: 2283
12/15/2@823 2:15:13 PM: Info - Start - Processing Proposal Section: 0@@d
1271572823 2:15:13 PM: Info - Start - Processing Proposal Section: 8082
1271572823 2:15:14 PM: Info - Proposial Sections Update Completed.
12/15/2823 2:15:14 PM: Info - Attaching to Process History. To this logged User DOThapjohnson2
12/15/2823 2:15:16 PM: Info - There were no errors.
1271572823 2:15:16 PM: Info - End log for PropsalSectionUpdeteProcessing
Continued on Following Page
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Adding a Proposal

(continued)

o
®

®

The main things to look for in this window are the sections,
that there were no errors.

This process will also appear in tReocess Historylist.

You will not need it and will not need to refer to it later, so if
you wish to delete it, sd@eleting a Proces®nPagel3-1.

o

29

When you are finished with this window, close the tab, and
return to the proposal.

1 NOTE: When you close the tab, you will be on theecute
Processpage so you will need to select the Proposal
Summary from the Previous drajmwn.

 ome - NS - ] My P -]

Execute

Settings | Sel Dashboard

Frevious x

Proposal Summary

Froposal: ONOG11V - 2023CPTO1.06.10581.1 POLK -,

Proposal Overview I

Froposal Qverview

Freconstruction

30

From theProposal Summarypage, TheProposal
click on SecTions AND ITEMS at the top | Sections and Items
of the window. window will appear.

Cwverview  Addenda  Item Pricing  Locations Proposal\u’endors@s. an@‘u’u’age Decisions

The section descriptions will appear based on how you ente
them in the project categories.

The ID numbers will autgenerate sequentially. These are:
0001 Roadway ltems

0002 Culvert Items

0003 Wall ltems

0004 Structure Items

o

[ ]

Continued on Following Page
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ProposaSetup
Adding a Proposal
(continued)
Overview  Addenda ltem Pricing Locations  Proposal  Proposal Vendors  Wage Decisions
Proposal Sections and ltems
v Proposal- DN04117 - 2023CPT01 06.10581 1 POLK 1-6028C (2]
Bid Letting: Actions o
Proposal Sections There are no actions available. od
New ]
Proposal ltems Tasks
Cat Alt Set ID Cat Alt Member ID  Total Lif€_Assign Items to Sections v
Proposal and Project e - Bt Line Numb
ltems 12.317.855.50 enerate Unique Project Line Numbers
ID* » Description* ¥ Views
Attachments (0)
0001 ROADWAY ITEMS '
Issues
Links
73.600.00 73,600.00 v
noo2 CULVERT ITEMS Q
925,812.50 925,812.50 v
0003 WALL ITEMS Q
3,571.6656.29 3,571,666.29 v
0004 STRUCTURE ITEMS Q

31 From the dropdown arrow at the right | The Assign Items to
side of theHeader Bar selectAssIGN Sectionspage will
I TEMS TO SECTIONS. appear.

Overview  Item Pricing  Locations  Proposal  Proposal Vendors  Sections and ltems  Wage Decisions

Assign ltems to Sections

~ Proposal: DN04117 - 2023CPT01.06.10581.1 POLK 1-6028C E3-0
Projects = DNO4117A-RW - POLK -6028C | = 1of3 € & 0 changed

Project ltems Mixed  NoneO 1D Description Cat Alt Set ID Cat Alt Member ID
ébum - ROADWAY ITEMS Mixed  NoneO (40001  ROADWAY ITEMS

(B) 0002 CULVERT ITEMS
(C) o003 WALL ITEMS

(D) 0004 STRUCTURE ITEM

Click the arrow to the left of each section to expand the list
items within it.

L

Continued on Following Page

NC Department of Transportation

4-15
Division Letting Administration

February 2, 2026



ProposalSetup Division Letting Administration User Guide

Adding a Proposal

(continued)

®
[ ]

1 NOTE: There may only be one section.

Overview  ltem Pricing  Locations  Proposal  Proposal Vendors — Sections and ltems  Wage Decisions

Section ID

Assign ltems to Sections

v Proposal: DN04117 - 2023CPT01.06.10581.1 POLK 1-6028C

Projects | DNO4117A-RW - POLK 1-6028C | = 0 changed

Al Project tems Mixed  Non Description Cat Alt SetID Cat Alt Member 1D
s 0001 - ROADWAY ITEMS Mixed = Non

0005 0000100000-N LS MOBILIZATION

0010 0000400000-N LS CONSTRUCTION SURVEYING

0015 0036000000-E CY UNDERCUT EXCAVATION

0020 0043000000-N LS GRADING

0025 0134000000-E CY DRAINAGE DITCH EXCAVATION

0030 0141000000-E LF BERM DITCH CONSTRUCTION

0035 0192000000-N HR PROOF ROLLING

0040 0195000000-E CY SELECT GRANULAR MATERIAL
0045 0196000000-E S5Y GEQTEXTILE FOR SOIL
STABILIZATION

0050 0199000000-E SF TEMPORARY SHORING
0055 0255000000-E TON GENERIC GRADING ITEM

0060 0255000000-E TON GENERIC GRADING ITEM
0065 0318000000-E TON FOUNDATION CONDITIONING
MATERIAL, MINOR STRUCTURES

0070 0320000000-E SY FOUNDATION CONDITIONING

(A) 0001 ROADWAY ITEMS

(B) 0002 CULVERT ITEMS
(C) 0003 WALL ITEMS

(D) 0004 STRUCTURE ITEM

On the right side of the window is a list of sections and their
corresponding letter ID.

1D Description Cat Alt SetlD Cat Alt Member ID
{(A) 0001 ROADWAY ITEMS

On the left side of the window is the list of items.
There are 3 columns o&dio buttons:

1 Mixed: This indicates that theéagms aren multiple
sections
1 None The item isndt assign

1 SectionID: The item is assigned to the section

Mixed ' Nonel A®
Mixed ' Nonel A®

0 @
o @
Continued on Following Page
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ProposaSetup

Adding a Proposal

(continued)

[ ]

®

32

Make sure every item is assigned to &
sectionby clickingthe appropriate
SecTION ID radio buttonto the right of
each item

1 NOTE: Make sure no itemisave the
NoNE radio button selected.

N/A

33

Once you have completed all changes
click thesave button in theHeader
Bar.

A Save Complete
message will appea
above thdHeader
Bar.

Assign ltems to Sections

Projects  DN04117A-RW - POLK |-6028C | =

DNO4117A-RW - POLK 1-6028C
All Projet pND4117A-5T - POLK 1-6028C

» 0001
DN04117B-ST - POLK I-6028C

v Progusar DNO4117 - 2025C°T01.06.10581_ 1 POLK 1-6028C

Overview  Item Pricing  Locations  Proposal  Proposal Vendors  Sections and ltems  Wage Decisions

10of3 & &

Mixed ' NoneQ A® BO cO po | 1D Description
Mixed = Nonel A® BO CO DO

(B) 0002 CULVERT ITEMS

(C) 0003 WALL ITEMS

(D) 0004 STRUCTURE ITEA

(A) 0001 ROADWAY ITEMS

0 changed

Cat Alt Set ID Cat Alt Member ID

If there is more than one project, you

will be able b switch between projects
by selecing each project from the drop

down list under théleader Bar.

RepeatSteps 33-35 for each project.

N/A

If items are added to a project that has

been linked to a

proposal, you can check them here to make sure they have

assigned to the correct section.

o
®

[ ]

Continued on Following Page

NC Department of Transportation
Division Letting Administration

4-17
February 2, 2026



ProposalSetup Division Letting Administration User Guide

Adding a Proposal

(continued)

& Helpful Hint Once this section is completeis helpful to go tdPricing
Items on Page4-31to check for the following

1 Make sure no items are listed outside of a section.

1 Check allLS items to make sure they rolled up together,
guantity equals 1.00.

1 Check all generic and skeleton (fill in the blank) items tc
make sure they combined propei(ly not, correct the
supplemental descriptions to match exagtly

Overview  ltem Pricing  Locations ( Proposal ) Proposal Vendors  Sections and ltems  Wage Decisions

Assign ltems to Sections

w Proposal: DNO4117 - 2023CPT01.06.10581.1 POLK 1-6028C

Contract Times 35 Click theProPosaAL Quick Link at the | TheProposal
top of the window. Summary window
will appear.
36 | On the left side of the page, click on thh TheTime tab will
Time tab. appear.
& Helpful Hint Refer toAppendix A - Contract Times on PageA-1 for a list
of contract times.
37 Click theNEw button. A set of fields will
appear.

[ ]

o
@

Continued on Following Page
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Adding a Proposal

(continued)

P
[ 4

[ ]

Overview  Addenda  Item Pricing  Locations  Proposal Vendors  Sections and tems  Wage Decisions
Proposal Summary
+ Proposal: DN04117 - 2023CPT01.06.10581.1 POLK 1-6028C - e
Bid Letting:
General
Projects Q| Type search criteria or press Enter | 2| Advanced  snowing 110 11
Time i 0 added | 0 marked for deletion | 0 changed
forkiow v 00 - OVERALL CONTRACT TIME Yes v
Time ID* + Availability Date * +
00 10/29/2018 =]
Time Description* ¥ End of Availability Date
OVERALL CONTRACT TIME Q =]
Liquidated Damages Rate* ¥
Time Type* ¥
FCD - (FINAL) AVAILABILITY & COMPLETION DATE - a0
Nombor of Tims Unie = Liquidated Damages Units of Time* v
1- DOLLARS PER DAY v
Substantial Liquidated Damages Amount ¥
Time Unit +
Days >
Bonus ¥
Main Proposal Time ¥
Specified Completion Date* ¥
02/28/2022 =]
(AddProposalPagei TimeTab)
38 | TypeaTime ID in theTive ID field. N/A
(This field is equivalent to the site
number field used previously.)
1 NOTE: The firstTime ID will be 00for
Overall Contract Time.
Intermediate items are
sequential (01, 02, etc.)
& Helpful Hint TheTime IDs should be in the same order as listed in the ac
proposal andhe numbers should match
Continued on Following Page
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Adding a Proposal

(continued)

39 | Start typingthe description of the As you type, items
contract timein theTiME DEsSCRIPTION | that closely match
field. your selection will

1 NOTE: There are codes for final and | 8PPear.

intermediate contract times.
Choose the appropriate code f
your situation.

If the TIME ID is 00, the description will b®verall Contract Time.

Intermediate items are sequent{éll, 02, etc.)
(These should be in the same order as listed in the actual propo
and numbers should matgh

1 Time and Lane Restrictionsshould always be last.

40 | Selectthe contract time typé&om the N/A
drop-down listin the TiME TYPE field.

41 | Type themaximum site timein the N/A
NUMBER OF TIME UNITS field.

42 | SelectDaysor Hours from the drop N/A
down list in theTime UNIT field.

43 Checkthe M aIN PrRopPosAL TIME check N/A
boxif this is the main contract time.

1 NOTE: The next fields are date field§you click theCALENDAR

button, a popup calendar will allow you to select the date so the
appears in the field.

44 | Typethe completion datén the N/A
SPECIFIED COMPLETION DATE field.

45 | Typethe availability datein the N/A
AVAILABILITY DATE field.

Py
®

Continued on Following Page
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Adding a Proposal
(continued)
46 If the availability date is a range/pte N/A
theending availability date for the
contractin the END OF AVAILABILITY
DATE field.
47 | Typethe liquidated damages rate the N/A
LIQUIDATED DAMAGES RATE field.
48 | Selectthe unit of time from the drop N/A
down list in theL IQUIDATED DAMAGES
UNITS OF TIME field.
49 | Type theliquidated damageamountin N/A
the SUBSTANTIAL LIQUIDATED DAMAGES
AMOUNT field.
50 If applicable, type thamount of the N/A
bonusin theBonus field.
Repeat step37-50 for eachcontract time
51 | Click thesave button in theHeader A Save Complete
Bar. message will appea
above thdHeader
Bar.
52 | On the left side of the page, click on th TheWorkflow tab
Workflow tab. will appear.

Continued on Following Page
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Adding a Pro posal

(continued)

[ ]

P
[ 4

Overview  Addenda  Item Pricing  Locations  Proposal Vendors  Sections and ltems  Wage Decisions
Proposal Summary
v Proposal- DN04117 - 2023CPT01.06.10581.1 POLK 1-6028C O
Bid Letting:
General Workflow
Projects NCDOT-Division Workflow | =
Time WorkflowPhase
Workflow DLADM - Division Letting Admin |

(AddProposalPagei Workflow Tab)

Workflow Tab 53 SelectNCDOT T Division Workflow Your selection will
from the dropdown list in the appear in the
WoRrkrFLow field. WoRrkrFLow field.

54 | SelectDLAM from thedrop-downlist Your selection will

in theWorkrFLOw PHASE field. appear in the
WORKFLOW PHASE
field.

55 | Click theSave button in theHeader A Save Complete
Bar. message will appea
above théHeader
Bar.

P Py
[ 4 ®

Continued on Following Page
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Adding a Proposal

(continued)

®
[ ]

Fiscal Years 56 Click theGeneraltab, to return to the | The GENERAL tab
Proposal Summaryi Generaltab. will appear.
57 | Click theReLoAD buttonC on your N/A
browser.

1 NOTE: This button is located in the
header bar of your web
browser.

58 | On theProposal Summarypage, from | A menu will appear.
theHeader Bar, click the dropdown

arrow.
Overview Addenda  Item Pricing Locations  Propesal Vendors  Sections and ltems  Wage Decisions
Proposal Summary
v Proposal: DN04117 - 2023CPT01.06.10581.1 POLK 1-6028C Save e
Bid Letting: Actions o
General Proposal ID Co Add New
DNO4117 Tasks
Projects Auto Generate Sections
Time WBS Number* pri Export Proposal To Estimator
. | Export To Bids
Waorkflow 2023CPT01.06.10581.1 0

. Generate Unique Project Line Numbers

WBS,County, TIP* pri Sendfiles to HICAMS
Validate Proposal

0 06.105 u |
2023CPT01.06 105811 POLK 1-6028C Q ! Wage Decision Assignment Processing
cn Views
Type of Work * Addenda
GRADING, DRAINAGE, PAVING, SIGNALS, RETAIN | Attachments (0)
WALLS, & 5TRS. Re BigEniry
Location *
|=ET
SR 1138 (SILVER CREEK RD}, SR 1151 (GREEN Q pr ltem Pricing
RIVER COVE RD), IN POLK COUNTY Links
Cral Tuna Eennris

59 SelectFiscaL YEARS from the menu TheFiscal Year
Summary page will
appear.

o
®

Continued on Following Page
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Adding a Proposal

(continued)

®
[ ]

Overview

Fiscal Year Summary

v Proposal: DN04117 - 2023CPT01.06.10581_1 POLK 1-6028C

Q | Type search criteria or press Enter | & Advanced

0 added | 0 marked for deletion | 0 changed

No rows found matching criteria.

60 | Click theNEw button. A new row of fields
will appear.
61 | Typethe current fiscal yeain the N/A

FiscaL YEAR field.

62 If applicable, typehe percentage of N/A
time elapsed in the current fiscal year
in thePERCENT TIME ELAPSED field.

63 | Typethe percentage of funding N/A
allocated to this fiscal yean the
PERCENT FUNDING ALLOCATED field.

Overview

Fiscal Year Summary

v Proposal: DN04117 - 2023CPT01.06.10581.1 POLK I-6028C

Q  Type search criteria or press Enter | ¥ | Advanced  Showing 2 of2

0 added | 0 marked for deletion | 0 changed

New
Fiscal Year* ¥ Percent Time Elapsed ¥ Percent Funding Allocated -
2023 80.00 = 100% 80.00
2024 20.00 20.00 v
Continued on Following Page
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Adding a Proposal

(continued)

Make sure the sum of the percentages in PaHTENT TIME
ELAPSED andPERCENT FUNDING ALLOCATED fields equal 100%
each.

64 | Click thesave button in theHeader A Save Complete
Bar. message will appea
above théHeader
Bar.

Repeat step811 65 for each fiscal year.
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Copying A Proposal

L]

Use this procedure only whenlegting a proposal.

You will need to remember to add the copied proposal number in the
Previous ID field on theGeneral tab of the new Proposal.

Follow the procedure fdfinding a Proposalon Page4-1.

From theProposal Overvievpage:

Q. | Type search criteria or press Enter | # | Advanced

WBS WBS,County,TIP

2021CPT01.06.10581.1 @ 2021CPT01.06.10581.1 MARTIN B-5673 A

Proposal

DA10557 ons
Delete...

Tasks

Step Action Result
1 Click the dropdown arrow on the right | A drop-down menu
side of the project. will appear.
Proposal Overview
v Proposal Overview save IR 4 9

Exclude from Search Results

2 SelectCopyfrom the menu.

The Copy Proposal
page will appear.

Continued on Following Page
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ProposaSetup

Copying a Proposal

(continued)

®

[ ]

Overview

Copy Proposal

v Copy Proposal: DA10557 - 2021CPT01.06.10581.1 MARTIN B-5673

New Proposal ID*

DA10558
WBS,County,TIP
2021CPT01.06.10581.1 MARTIN B-5673
WBS Number

2021CPT01.06.10581.1

3 Overwritethe Proposal Numbein the
ProPOSAL ID field with thenew
Proposal Number

TheCopry button
will become
enabled.

4 Click theCory button.

The new Proposal
will appear on the
Proposal Summary
Page.

Continued on Following Page
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Copying a Proposal

(continued)

[ ]

P
[ 4

COwerview  Addenda  ltem Pricing  Locations  Proposal Vendors  Sections and ltems

Proposal Summary

Wage Decisions

Proposal DA10777 - 2021CPT01.06.10581.1 MARTIN B-5673 X

Successfully Saved

v Proposal: DA10777 - 2021CP1U1.Ub. 51
Bid Letting:
General Proposal ID Contract ID
Q Projects ) DA10TTT DA10TTT
Time: WBS Number* Primary County *
Workflow 2021CPT01.06.10581.1 058 - MARTIN | =
WBS,County, TIP* Primary Division*
2021CPT01.06.10581.1 MARTIN B-5673 Q 1-DIVISION1 | =
Cluster Indicator
Type of Work*
MILLING AND RESURFACING IN MARTIN COUNTY Q
Resident Engineer
Location * Q, | Begir ear ess Enter
US 17 FROM US 64 FROM BERTIE COUNTY LINE @ Proposal ltem Total
Goal Type
DBE - DISADVANTAGED BUSINESS ENTERPRISE | Route Type+
. USR-USROUTE -
You will be able to change any of the informationtib@ General tab
except theProPosAL ID that you have just entered.
If, for any reason you need to changeRRerPosAL ID, send an email to
awphelp@ncdot.gov
If you need assistance, sédding a Proposal- General Tabon Page
4-6.
*On Step 12remember to add th@revious proposal numbet
5 When you have finished entering TheProjectstab
information on the&Generaltab, click will appear.
the PROJECTS tab.
- Continued on Following Pag;
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Copying a Proposal

(continued)

P
[ 4

[ ]

Cwerview  Addenda  Item Pricing  Locations  Proposal Vendors  Sections and ltems  Wage Decisions

Proposal Summary

v Proposal: DA10777 - 2021CPT01.06.10581.1 MARTIN B-5673

Bid Letting:

General
Select Projects...
Projects

No rows found matching criteria

Time

Workflow
The projects from the copied proposal have not been copied.
You will be able to add projects here.
From herecheck and correct proposal data by following the steps in
Adding a Proposalon Page4-5.
If you wish to copy a proposal that is linked thedting, you must first
unlink it from theLetting before it can be copied.
The procedures fddnlinking a Proposal From a Letting areon Page
5-8.
After that you will be able to rénk the correct proposal to the letting
(Linking Proposals to the Lettingon Page5-4) and if necessary, delet
the extraneous propos@dleting a Proposalon Page4-36).

NC Department of Transportation 4-29

Division Letting Administration February 2, 2026



ProposalSetup Division Letting Administration User Guide

Removing a Project from a Proposal

If a project has been added by mistake, you can disconnect it from tl
proposal by doing the following:

P o
[ @

Follow the procedure fdfinding a Proposalon Page4-1.
From theProposal Summaryage:

Overview Addenda IltemPricing Locations Proposal Vendors  Sections and ltems  \Wage Decisions
Proposal Summary

v Proposal: DA10777 - 2021CPT01.06.10581.1 MARTIN B-5673

Bid Letting:

General

Selact Projects...
Projects
- Project Project Description (County/TIP) Fed/State Proj... St Proj Num Control Proj... -
ime

okt DA10408-5T @ MARTIN TIP-011521 STATE FUNDEL Actions b

Workflow
Impart Project Data

as!s
Export Project To Estimator
Views
Attachments
Links
Tracked Issues
Reports
Project Cost Estimate Report
Project Quantity Estimate
Structure Cost Estimate Report
Structure Quantity Estimate
Step Action Result

1 Click the dropdown arrow on the right | A drop-down menu

side of the project. will appear.

2 Select,REMOVE. A SaveComplete
message will appea
above theHeader
Bar.

This will disassociate the selected project from the proposal
4-30 NC Department of Transportation
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ProposaSetup
Pricing Items
From theAASHTOWare Project Dashboard
Step Action Result
1 In thePreconstruction section, click TheProposal

PROPOSALS.

Overview page will

appear.

Q| DA1044

Proposal

DA10450

DA10450C

DA10451

Proposal Overview

v Proposal Overview

WBS

2  Advanced  skowing3of3

WBS,County, TIP

2021CPT01.06.10581.1 @ 2021CPT01.06.10581.1 MARTIN TIP-011521

2021CPT01.06.10581.1 @, 2021CPT01.06.10581.1 MARTIN TIP-011521

2021CPT.01.06.10581.1 @ 2021CPT.01.01.10581.1 MARTIN TIP-011521

Save A 4 e

Find the proposal using the procedureRaige4-1.

P
[ 4

From theProposal Summaryage

[ ]

Chverview

Addenda @ Pricing ) Locations  Proposal Vendors  Sections and ltams  Wage Decisions

3

Click thelTem PRrRICING quick link.

ThePrice Proposal
Items page will
appear.

Continued on Following Page
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Pricing Items

(continued)

Bid -Based
Pricing

P

o

This process assigns each pay item in the proposal an estimated un

based on historical information in the system.

By running the process, you will overwrite any previous pricing on al

items, unless therice field is locked.

Overview  Addenda  Locations

Price Proposal ltems

Proposal ltem Total

330,044.00

Q | Type search criteria or press Enter
> 1D Description
noot ROADWAY ITEMS

Proposal  Proposal Vendors  Sections And ltems

Wage Decisions

v Proposal: DA10557 - 2021CPT01.06.10581.1 MARTIN B-5673

Actions

There are no actions available

Task
Search for Proposal ifems Views
Attachments
lssues
Total Proposal ltems Links

330,044.00 8

Save and Price All ltems

and All

v

4 SelectSAVE AND PRICE ALL ITEMS from
the dropdown list in theHeader Bar.

A Pricing Complete
message will appea
above théHeader
Bar.

Overview  Addenda  Locations

Price Proposal Items

Proposal Item Total

330,044.00

Proposal  Proposal Vendors  Sections And ltems

Wage Decisions

Pricing complete.

v Proposal: DA10557 - 2021CPT01.06.10581.1 MARTIN B-5673

1 NOTE: Prices are populated to the associated projects and
proposals in the systerfihis can be viewetiom the
Item Worksheet quick link on projectslinked to the

proposal

Continued on Following Page
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Pricing ltems

(continued)

Manual Pricing S Expand the first proposal section by | The list of items in
clicking thel>] arrow to the left of the | thesectionwill
ID field. appear.

6 If there are empty price fieldgygethe | TheExT AmT field
price for the itemin thePrICE field. will be calculated.

Repeat for eactemainingitem.

If the proposal contains multiple sections, repeat steps 5 an
for each section.

7 Click thesave button in theHeader A Save Complete
Bar. message will appea
above thdHeader
Bar.
NC Department of Transportation 4-33
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Validating a Proposal

Fromwithin aproposal, on th@roposal Summary page

Overview  Addenda  Item Pricing  Locations  Proposal Vendors  Sections and ltems  Wage Decisions
Proposal Summary
v Proposal: DA10557 - 2021CPT01.06.10581.1 MARTIN B-5673
Bid Letting: Actions n
General Proposal ID Cont Add New
B | Tasks
Projects DA10557 DM_ Export Proposal To Estimator
Time WBS Number* Primi Export To Bids
) | Generate Unigue Project Line Numbers
Workflow ® | 2021CPT01.06.10581.1 0
WBS,County,TIP* Prim VIEWS
. Addenda
2021CPT01.06.10581 1 MARTIN B-5673 a 1-1 Atachments
Clusf Bid Entry
Type of Work* . Fiscal Years
MILLING AND RESURFACING IN MARTIN COUNTY a | Issues
Resil Item Pricing
. Links
(Proposal Summary Paye
Step Action Result
1 From the dropdown arrow at the right | The Proposal
side of theHeader Bar selectValidate | Validation Results
Proposal popup will appear.
Proposal Validation Results Help
Project 'DA10457-RW': Project does not contain Fund Packages.
Project does not contain a Project Midpoint.
Proposal 'DA10457" is valid.
(Proposal Validation Results Popup
Continued on Following Page
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Validating a Pro posal

(continued)

Proposal Validation has run, and the proposal has been checked for
errors. Any errors that are found will be displayed in this popup.

The following types of messages can be ignored:

1 Project Midpoint
1 Fund PackageisWe use WBS numbers.

[ ]

[ ]
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Deleting a Proposal

From theProposal Overview page

Proposal Overview
v Proposal Overview v 9

Q | Type search criteria or press

nter | 4 Advanced

Proposal WEBS WBS,County,TIP

DA10557 2021CPT01.06.10581.1 @ 2021CPT01.06.10581.1 MARTIN B-5673 Actions x

| Copy
gpy Proposal and Project
®clude from Search Results
Tasks
Export Proposal To Estimator
Export To Bids
Generate Unique Project Line Numbers
Validate Proposal
Views
Addenda

e

(ProposalOverview Page

Step Action Result

1 From the dropdown arrow at the right | The Proposal
side of theproposalyou wish to delete | Power Deletedialog
selectDELETE. will appear.

Continued on Following Page
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ProposaSetup

Deleting a Proposal

(continued)

Proposal Power Delete x

Delete only this proposal.

Delete Proposal

Delete this proposal and its projects.

Delete Including Projects

2 If you wish to delete only the proposal
click theDELETE PROPOSAL button.

If you wish to delete the proposal and
projects associated with it, click the
DELETE INCLUDING PROJECTS button.

The proposal will be
removed from the
list and aDelete
Successfumessage
will appear above
theHeader Bar.

Proposa| Qverview Delete successful X
v Proposal Overview m v e
Q| Dat04g | & Advanced s 1or1
The previously highlighted row is not in the current search results. Show previously highlighted row. %
NC Department of Transportation 4-37
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Letting Setup

Chapter5 Let t3 entgu p

Finding a LettiFlg

From theAASHTOWare Project Dashboard

Step

Action

Result

1
LETTINGS.

In the Preconstruction section, click

TheBid Letting
Overview page will
appear.

Bid Letting Overview

v Bid Letting Overview

Q 121050 e d Advanced  Showing 1 of 1
Bid Let Letting Date Letting Time Bidders List Cutoff Date Letting Status L 4
L210505A 05/05/2021 2:00 PM 05/04/2021 SCHD - SCHEDULE
2 Typethe letting numberin the search | The letting will
filter. appear in the results
The results will auto filteas you type.
Letting Number Letting Number format is as follows: Letter which
identifies your
Format division
L for LETTING |—> L)Y YMMDD}* (A=1, B=2, efc.)
Letting Date
3 Click on theLETTING NUMBER you wish | Theletting will
to open. open.

NC Department of Transportation
Division Letting Administration
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Creating a Letting

From theAASHTOWare Project Dashboard

On this page: Reference Data  Preconstruction
PROJECT NCDOT-Division 1 User
v Preconstruction 0
Frojects
Proposals
Lettings v
Find Bid Data Actions ®
Open
Quick Add
Tasks
Import Xtab from Bids
(Preconstruction Menu
Step Action Result
1 In the Preconstruction section, click A menu will appear.
the dropdown arrow to the right of
LETTINGS.
1 NOTE: You can also perform this step
from theBid Letting Overview
Pageshown onPage5-1.
2 Click Apbp. TheAdd Bid
Letting page will
appear.
Continued on Following Page
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Creating a Letting
(continued)
Overview
Add Bid Letting
v Add Bid Letting Save I 9
Bid Letting ID * Letting Time *
Letting Date * Letting Status *
@ -
Bidders List Cutoff Date *
]
(AddBid Letting Page
General Tab 1 NOTE: Fields marked with a red asterisk @re required to save the
Letting.
3 Turn onCAPS LOCK by pressing the N/A
c key.
All information entered into the system
must be in ALL CAPS.
4 Typethe bid letting IDin theBiD N/A
LETTING ID field.
Letting Number Letting Number format is as follows: Letter which
identifies your
Format division
L for LETTING —> LEYMMD@* (A=1, B=2, etc.)
Letting Date
5 Typethe letting daten theLETTING N/A

DaTE field.

1 NOTE: If you click theCALENDAR
button, a popup calendar will
allow you to select the date so
that it appears in the field.

[ ]

o
®

Continued on Following Page
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Creating a Letting

(continued)

6 Typethe dateonebusinesday before N/A
the letting daten theBIDDERS LIST
CuToFF DATE field.
1 NOTE: If you click theCALENDAR
button, a popup calendar will
allow you to select the date so
that it appears in the field.
7 Typethe letting timein theLETTING N/A
TIME field.
1 NOTE: Use the formaH:MM PM
For example:
10:00 AM
2:00 PM
1:45 PM
1 NOTE: Do notinclude any extraneous punctuation in the lettil
time. (NO PERIODS)
8 SelectSCHD (Scheduledjrom the N/A
drop-down list in theLETTING STATUS
field.
9 Click theSave button in theHeader The project will be
Bar. saved.The Bid
Letting Number
will now appear in
theHeader Bar.
Linking You will select the proposals that will be linked to the letting
Proposals to the this tab.
Letting
10 | Click on theProposalstab. TheProposalstab
will appear.
)l Continued on Following Pag;
5-4 NC Department of Transportation

February 2, 2026

Division Letting Administration



Division Letting Administration User Guide

Letting Setup
Creating a Letting
(continued)
Overview Purchases Status
Bid Letting Summary
+ Bid Letting: L210505A O
General
Proposals Q. Type search criteria or press Enter | 2¥ | Advanced  snowing 2 012
Workflow
Select Proposals U changed
Cal... Prop... WBS, County,TIP Advertisement ... Publish Auth. Bi... Proposal Status Adde...
004 DA10357@ 2021CPT01.06.10581.1 MARTIN TIP-011521 03/08/2021 BY-Yes ~ EXEC - EXECUTED 0
005 DA10455&, 2021CPT01.06.10581.1 MARTIN B-5673 03/08/2021 B Y-Yes > LET-LET 0 v
(Letting Proposalgab)
11 | Click theSELECT PROPOSALS button. TheSelect
Proposalsdialog
will appear.

Select Proposals x

Clears search

Q, | Type search criteria or press Enter @Advanced
Select:

Enter search criteria above (o see results (OF | Show first 10

Click on thePROPOSAL NUMBER(S) YOU
wish toadd to the letting

12 | The search filter requires 3 characters and will continue aut
filtering the list as you type.
(SeeFinding a Proposalon Page4-1.)

13

A green check mark
will appear to the
right of the selected
proposal(s).

Continued on Following Page
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Creating a Letting

(continued)

14

Click theApD TO LETTING button. The proposds) will
be added to the
letting.

Repeat stepsl1 14 until all proposals have been added.

15

Typethe call numberin the CALL N/A
NuMBER field.

1 NOTE: These numbers will be
sequential and will begin at
001 i.e.,001, 002 003 etc.

At this point you will skip thePuBLISH AUTH. BIDDERS and
PROPOSAL STAT Us fields.

You will be editing this field later in the Letting process. The
instructions for this are found Betting the Publish
Authorized Bidders Field on Page9-1.

Only type a date in th&pvERTISEMENT DATE field when the
proposal is ready for advertisemevitu can also do this from
theproposal itself.

16

Click thesave button in theHeader A Save Complete
Bar. message will appea
above théHeader
Bar.

If you need to remove aroposalfrom theletting, follow the
procedure folJnlinking a Proposal From a Letting on Page
5-8.

If you wish to copy a proposal that is linked thedting, you
must first unlink it from thé.etting before it can be copied.

The procedures faCopying A Proposalareon Page4-26.

After that you will be able to rénk the correct proposal to the
letting (Linking Proposals to the Letting on Page5-4) and if
necessary, delete the extraneous prop@sakfing a Proposal
on Page4-36).

Continued on Following Page
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Letting Setup

Creating a Letting

(continued)

®

[ ]

Workflow Tab 17

Click on theWorkflow tab.

TheWorkflow tab
will appear.

Qverview

General
Proposzals

Workflow

Purchases Status

Bid Letting Summary

v Bid Letting: L210505A

Workflow

WorkflowPhase

(Letting WorkflowTab)

18

SelectNCDOT 1 Division Workflow
from the dropdown list in the
WoRkFLow field.

Your selection will
appear in the
WoRKFLOwW field.

19

SelectProcess Bid$rom thedrop-down
list in theWoRkFLOw PHASE field.

Your selection will
appear in the
WORKFLOW PHASE
field.

20

Click theSave button in theHeader
Bar.

A Save Complete
message will appea
above théHeader
Bar.

NC Department of Transportation
Division Letting Administration
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Unlinking a Proposal From a Letting

Py
®

There may be an occasion wheproposal is pulled to be advertised a
later date. Under these circumstances, younedd to unlinkthe
proposal after it haalreadybeen setip and linked to a letting.

To unlink a proposal, do the following:

N IMPORTANT! PleasedDO NOT perform this procedure unless you are certain you w
to unlink a proposal from a letting.

Follow the procedure fdfinding a Letting on Page5-1.
From theBid Letting Summary page:

Step Action Result
1 Click onthe Proposalstab. TheProposalstab
will appear.

Overview Purchases  Stafus
Bid Letting Summary

+ Bid Letting: L210505A ~+0

General

- i
Q. Type search criteria or press Enter Advanced  showing2 of2

Waorkflow

Select Proposals... 0 changed

Cal... Prop... WBS,County,TIP Advertisement ... Publish Auth. Bi... Proposal Status Adde...
004 = DA10357@ 2021CPT01.06.10581.1 MARTIN TIP-011521 03/08/2021 fY-Yes v EXEC - EXECUTED 0
005 = DA10455&, 2021CPT01.06.10581.1 MARTIN B-5673 03/08/2021 BY-Yes ~ LET-LET 0 @

(Bid Letting Summaryi ProposalsTab)

2 Click thedrop-down arrow to the right | A menu will appear.
of the proposal you wish to unlink.

Continued on Following Page
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Unlinking a Proposal From a Letting

(continued)

®

[ ]

Overview  Purchases  Status

Bid Letting Summary

v Bid Letting: L210505A vO
General

Proposals Q, | Type search criteria or press Enter | & | Advanced showing 2 of2

Workflow

Select Proposals...

C... Pro... WBS,County,TIP Advertisem... Publish Auth.... Proposal Status ¥ Ad...
00 DA1035@, 2021CPT01.06.10581.1 MARTIN TIP-0- | 03/08/2021 Actions ®

00 | DA1045862021CPT01.06.10581.1 MARTIN B-567 | 03/08/2021 | xclude from Search Resuits
| Tasks
Export Proposal To Estimator
Export To Bids

Postpone. ..
Validate Proposal

Views
Attachments

Bid Entry

Links

Open

Proposal Vendors
Tracked Issues
Reports

Bid Tah

3 Verify that ths is the corregproposal | The proposal will be
(check the call order numbethen removed and placeqg
selectRemove from the menu. back in the list of

available proposals.

P o
[ 4 L

This processwill notactuallydeletethe proposal. Iwill simply remove
the selectegbroposal from the letting list. Yowill still be able to access
the proposal after you run this process.

P
[ 4

[ ]
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Chapter6 Wage Deci si ons

[ ]

Finding a Reference Wage Decision

From theAASHTOWare Project Dashboard

Step Action Result
1 In theREFERENCE DATA section, click | TheWage Decision
oNn WAGE DECISIONS. Overview pagewill
appear.
/ Is Latest Modification
Q| Type search criteria or press Enter & | AJvanced  showing & of 225 —
Search Filter 0 changed

Decision Num Constr Type Issuing Auth Mod Descr Publication Dt -
BLD_NC20230020 3 - BUILDING Federal Q1 04/21/2023
BLD_NC20230020 3-BUILDING Federal Qo 01/06/2023 v
BLD_NC20230021 3-BUILDING Federal Q2 04/21/2023 h 4
BLD_NC20230021 3 - BUILDING Federal Q1 031772023 -
BLD_NC20230021 3-BUILDING Federal Qo 01/06/2023 h 4
BLD_NC20230022 3-BUILDING Federal Q1 04/21/2023 h 4
BLD_NC20230022 3-BUILDING Federal Qo 01/06/2023 v
BLD_NC20230023 3 - BUILDING Federal Q2 042172023 hd

2 The search filter requires 3 characters and will continue aut
filtering the list as you type.

Criteria Result

Decision Number The unique identifier of the Reference Wage Decision

Decision Numbers will contain a prefix denoting what construction type
they are:

HWY  Highway
BLD Building
HVY Heavy

Partial Decision Number | A list of Reference Wage Decisions that contain the criteria

Publication Date The date the associated record is published or scheduled to be
published

Py
®

Continued on Following Page

[ ]
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Finding a Reference Wage Decision

(continued)

Click on theDEecIsION NUMBER you
wish to open.

TheWage Decision
Modification
Summary page will
appear.

Overview  Simple ‘Basic’ Full

General Decision Number

BLD_NC20230021

Decision Date

01/06/2023

NC20220021

State/Province

NC - North Carolina
Wage Construction Type
3 -BUILDING
Meodification Description
1

Publication Date *

Wage Decision Modification Summary

w Wage Decision: BLD_NC20230021 - County: Anson County in North Carolina.

Wage Decision Description

County: Anson County in North Carolina.

Exclusion Area

Superseded General Decision Number

Issuing Authority

Federal

N

Comments

03M17/2023
4 Click theBasic link at the top of the TheWage Decision
window. Basic Viewwindow
will appear
5 Scroll to the bottom of the page. N/A
0 changed | Expand All
@Identifier Date Zone Areas
MN/A 01/06/2023 9
6 In theWage Decision Basisection, The list of Craft

click thel2] arrow next td DENTIFIER .

Codeswill expand.

Continued on Following Page
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Wage Decisions

Finding a Reference Wage Decision

(continued)

1000 - CARPENTERS

700 - LABORERS-SEMI SKILLED

v Wage Decision Basic v e
“ Identifier Date Zone Areas
MNIA 01/06/2023 9
Craft Code
400 - ELECTRICIANS Actions
600 - IRONWORKERS
Views
100 - PIPEFITTER/PLUMBERS Attachments (0)
Links

Tracked Issues

0 changed | Expand All

a

w
1100 - CEMPNT MASONS -
7 Click thedown arrow on the right side | A menu will appear.
of thecraft codeyou wish to view.
8 SelectOren from the menu. TheWage Decision
Classifications
Basicwindow will
appear.
At the bottom of the page, in théage Decision Basic Details
section, all details for the selected craft code will appear.
Union Identifier * Union Identification Date *
MNiA 01/06/2023
Wage Craft Code =
400 - ELECTRICIANS
& Wage Zone Counties
0 changed
County ID + -
Q 004
ANSON
v Wage Decision Classifications
0 changed
Decision Class ¥ Rate » Fringe ¥ Mod Effecti... ModRate ¥ ModFringe ¥ -
Q 401 29.230 12.830 03A17/2023 30.280 13.040
ELECTRICIAN
Comments ¥
NC Department of Transportation 6-3
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Viewing a Wage Decision in a Proposal

[ 4

Follow the procedure fdfinding a Proposalon Page4-1.

From theProposal Summaryage:

Overview  Addenda  Item Pricing  Locations  Proposal Vendors  Sections and ltems ( \Wage Decisions)
Proposal Summary
v Proposal: DA10557 - 2021CPT01.06.10581.1 MARTIN B-5673
Bid Letting:
General Proposal ID Contract ID
Projects DA10557 DA10557
Time WBS Number* Primary County *
Workflow 2021CPT01.06.10581.1 058 - MARTIN | =
WBS,County,TIP * Primary Division *
2021CPT01.06.10581.1 MARTIN B-5673 Q 1-DIVISION 1 | =
Cluster Indicator
Type of Work *
MILLING AND RESURFACING IN MARTIN COUNTY Q
Resident Engineer
Location* Q  Begin typing to search or press Enter
US 17 FROM US 64 FROM BERTIE COUNTY LINE Q Proposal Item Total
330,044.00
Goal Type
DBE - DISADVANTAGED BUSINESS ENTERPRISE | ~ Route Type*
USR - US ROUTE | =
Goal Percent
Bouta Numbar
Step Action Result
1 Click thewace DEecisions link at the TheProposalWage
top of the window. Decision Overview
pagewill appear.
Continued on Following Page
6-4
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Viewing a Wage Decision in a Proposal

(continued)

Overview Addenda Locations Proposal Proposal Vendors — Sections and ltems

Proposal Wage Decision Overview

~ Proposal: DA10557 - 2021GPT01.06.10581 1 MARTIN B-5673 E3-0

Bid Letting:
Projects | DA10450-ST - MARTIN TIP-011521 |§ 10f6 & &
v  Name Description Percent Primary

058 MARTIN 10000 Yes

0 alati
Select Wage Decisions.. 0 marked for deletion | 0 changed

Decision Num Mod Descr Publication Dt Constr Type Issuing Auth Description -

HWY_NC20230091 @0 01/06/2023 1 - Highway Federal @ Counties: Beaufort, E

The wage decisions have been added to every project in th
proposal.

You will be able to view each project from tAeoJecTs drop-
down list or by clicking the navigation arrows.

Overview Addenda Locations Proposal Proposal Vendors — Sections and ltems

Proposal Wage Decision Overview

~ Proposal: DA10557 - 2021CPT01.06.10581 1 MARTIN B-5673 E2~0
Bid Letting:

Projects  DA10450-5T - MARTIN TIP-011521

DA10450-ST - MARTIN TIP-011521
v NaW b §0451-5T - MARTIN TIP-011521 Percent Primary
058 DA10452-ST - MARTIN TIP-011521 100.00  Yes
DA10453-ST - MARTIN TIP 011521
DA10455-5T - MARTIN TIP-011521

0 marked for deletion | 0 changed

Select Wi b a10557.RW - MARTIN TIP-011521
Decision Num Mod Descr Publication Dt Constr Type Issuing Auth Description -
HWY_NC20230091 a0 01/06/2023 1 - Highway Federal @, Counties: Beaufort, E

NC Department of Transportation 6-5
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Assigning a Wage Decision to a Proposal/Project from
the Proposal

In order to assign a wage decision to a proposal:

1 The proposal must have at least one project with at least one
County assigned to it.

1 The Letting Date must be lateraththe Wage Decision Date.

P o

Follow the procedure fdfinding a Proposalon Page4-1.
From theProposal Summaryage:

Overview  Addenda  Item Pricing  Locations  Proposal Vendors  Sections and ltems  Wage Decisions

Proposal Summary

v Proposal: DA10557 - 2021CPT01.06.10581.1 MARTIN B-5673

Bid Letting: Actions ®
A "

General Proposal 1D Contra Add New

DA10557 DA10 Tasks

Projects - Export Proposal To Estimator

Time WES Number* Primar Export To Bids

- Generate Unique Project Line Numbers

Workflow 2021CPT01.06.10581.1 058 -

Send files to HICAMS
Vali
Wage Decision Assignment Processing

WBS,County,TIP * Primar

2021CPT01.06.10581.1 MARTIN B-5673 a 1- O
Cluste Addenda
Type of Work* Attachments (0)
MILLING AND RESURFACING IN MARTIN COUNTY Q Bid Entry
Reside Fiscal Years
N lssues
Location Qs Item Pricing
US 17 FROM US 64 FROM BERTIE COUNTY LINE = o Linke
Step Action Result
1 Click the down arrow on the right side| A drop-down menu
of the Title Bar. will appear.
2 SelectWAGE DECISION ASSIGNMENT TheExecute
PROCESSING from the menu. Processpage will
appear.

P o

Continued on Following Page
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Wage Decisions

Assigning a Wage Decision to a Proposal/Project from the

Proposal

(continued)

Execute Process

Settings  Set Parameters = 3of4

Letting Date *

Enter the Letting Date for thiz prod

i

zal - MMDDAYYYY

Include Highway Wage Decisions

Thiz will inciude Wage Decizions with construction fype of Highway

Include Heavy Wage Decisions

Thiz will inciude Wage Decizions with construction type of Heavy

]}

Include Building Wage Decisions

Thiz will inciude Wage Decizions with construction fype of Buiiding

]}

v Execute Process - Wage Decision Assignment Processing v 9

€ 3

3 Typethe Letting Datein theLETTING

DATE field. (or select it from th
calendar)

N/A

1 NOTE: By default, tha NcLUDE HIGHWAY WAGE DECISIONS
check boxs checked This will add the appropriate
Highway Wage Decisionto all projects in the proposal

BuUILDING WAGE DEcIsIoNs check box.

4 If applicable, check thexcLube HEAvY N/A
WAGE DEcisIoNs check box.
5 If applicable, check thixcLube N/A

6 Click theExecuTe button.

Theresults of the
process will appear
in a new browser
tab.

Continued on Following Page
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Assigning a Wage Decision to a Proposal/Project from the

(continued) o .
5/17/2@823 18:13:59 AM: Info - Start of WageDecisicnAssignmentProcessing. Version: 2023.4.28.1
5/17/2@23 18:14:85 AM: Info - Processing proposal Id: DA1@557
5/17/2823 18:14:85 AM: Info - Project Counts: 6
5/17/2@23 18:14:85 AM: Info - Deleted Wage Decisicns: HWY_NC2023@891 for Project Naeme: DALlB451-5T
571772823 18:14:89 AM: Info - Deleted Wage Decisions: HWY_NC208238891 for Project MName: DA18452-ST
5/17/2823 18:14:18 AM: Info - Deleted Wage Decisicns: HWY_NC282300891 for Project Name: DALGAS®-5T
5/17/2823 18:14:18 AM: Info - Deleted Wage Decisicns: HWY_NC28230891 for Project Name: DALGAS3-5T
5/17/2823 18:14:11 AM: Info - Deleted Wage Decisicns: HWY_NC28238891 for Project Name: DALGAS5-5T
5/17/2823 18:14:11 AM: Info - Deleted Wage Decisicns: HWY_NC28230891 for Project Name: DALGSS7-RU
5/17/2823 18:14:12 AM: Info - Added Wage Decisions: NC28220891 for Project Mame: DA1@451-5T
5/17/2823 19:14:12 AM: Info - Added Wage Decisions: NC28220891 for Project Mame: DA1@452-5T
5/17/2823 18:14:12 AM: Info - Added Wage Decisions: NC28228991 for Project MName: DA1845@-5T
5/17/2@823 18:14:12 AM: Info - Added Wage Decisions: NC28228@91 for Project Name: DA18453-5T
5/17/2823 18:14:12 AM: Info - Added Wage Decisions: NC28228991 for Project MName: DA1B455-5T
5/17/2823 18:14:12 AM: Info - Added Wage Decisions: NC282208@91 for Project Mame: DA18557-RW
5/17/2@23 18:14:14 AM: Info - Completed Processing proposal Id: DA1BSS7
5/17/2823 18:14:14 AM: Info - End of WageDecisionAssignmentProcessing

The wage decisions will be added to every project in the

proposal.

1 NOTE: Each time this process is run, the previous results will
deleted and replaced by the results of the new proces

6-8 NC Department of Transportation
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Assigning a Wage Decision to  Multiple
Proposal s/Project s from the AWP Dashboard

In order to assign a wage decision to a proposal:

1 The proposal must have at least one project with at least one
County assigned to it.

1 The Letting Date must be lateraththe Wage Decision Date.

From theAASHTOWARE Project Dashboargage:

G T e

Aclions Help  Log off

On this page:  Reference Data  Preconstruction Actions 5
Open Process History
PROJECT NCDOT-Division 1 User Tracked Issues

—— O I - R )

; Import Fil
Projects Code1 MPOTTHE
. Generate Report
Proposals Distrig]
Lettings Item B
Execute System Interface
Find Bid Data Items

Global Attachments
Vendot Giobal Links
Wage | w1y Settings

My Outbox

Step Action Result
1 From theAcTions menu at the top of | TheExecute
the window, seledExecuteProcess Processpage will
appear.
2 SelectWAGE DECISION ASSIGNMENT TheSelect Data
PROCESSING. page will appear.
3 Typethe proposal numbem the The list of proposals
SEARCH box. will be filtered by
the value in the
SEARCH box.

Continued on Following Page
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Assigning a Wage Decision to

from the AWP Dashboard

(continued)

Multiple Proposal s/Project s

4 Click onthe Proposalto select it.

A green check mark
will appear next to
the selected
proposal.

1 NOTE: You will be able to select multiple proposals here.

Execute Process
v Execute Process - Wage Decision Assignment Processing Execute S 4 9
Settings | Select Data - 20f4 €
Q Enter search criteria or hit enter 4
Advanced  showing 1007 72
Select Al None 2 selected
Proposal WBS,County,TIP Advertisement Date Letting Date
DADDA95 2021CPT.01.05.100281.1, ETC DARE,  04/21/2021 05/19/2021
+  DA10350 2021CPT01.06.10581.1 MARTIN TIP-0  03/08/2021 03/25/2021
DA10351 2021CPT01.06.10581.1 MARTIN TIP-0  03/08/2021 03/08/2021
v DA10352 2021CPT01.06.10581.1 MARTIN TIP-0  03/08/2021 03/30/2021
DA10353 2021CPT01.06.10581.1 MARTIN TIP-0  03/08/2021 03/11/2021
- >
5 | Click theRicHT ArrROw 2] button. TheExecute

Process Parameters
page will appear.

[ ]

Py
®

Continued on Following Page
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Assigning a Wage Decision to
from the AWP Dashboard

Multiple Proposal s/Project s

(continued)

Execute Process

w Execute Process - Wage Decision Assignment Processing v 9
Settings  Set Parameters = 3of4 € 9

Letting Date *

Enter the Letting Date for thiz propozal

]

MDD YYY

Include Highway Wage Decisions

Thiz will include Wage Decizions with construction fype of Highway

Include Heavy Wage Decisions

hiz will include Wage Decisions with construction type of Heavy

]}

Include Building Wage Decisions

Thiz will include Wage Decizions with construction type of Buiiding

]}

6 Typethe Letting Datein theLETTING

DATE field. (or select it from th
calendar)

N/A

1 NOTE: By default, tha NcLUDE HIGHWAY WAGE DECISIONS
check boxs checked This will add the appropriate
Highway Wage Decisionto all projects in the proposal

BuUILDING WAGE DEcIsIoNs check box.

7 If applicable, check thexcLube HEAvY N/A
WAGE DEcisIoNs check box.
8 If applicable, check thixcLube N/A

9 Click theExecuTe button.

Theresults of the
process will appear
in a new browser
tab.

Continued on Following Page
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Assigning a Wage Decision to  Multiple Proposal s/Project s
from the AWP Dashboard

(continued)

[ ]
[ ]

5/17/72023
571772823
5/1772023
5/17/72023

:@8@:41 PM: Info - Project Counts: 1

1@@:41 PM: Info - Added Wege Decisions: HWY_NC28232831 for Project Name: DA18352-Rl
1@@:42 PM: Info - Completed Processing proposal Id: DAL@352

:@8@:42 PM: Info - End of WageDecizionfssignmentProcessing

571772023 5:88:17 PM: Info - Start of WageleciziondssignmentProcessing. Version: 2823.4.28.1
51772023 5:00:34 PM: Info - Processing proposal Id: DAL@3Sa@
571772023 5:88:34 PM: Info - Project Counts: 1
51772023 5:08:34 PM: Info - Deleted Wage Decisions: HWY _NC28238891 for Project Name: DA18358-RW
571772023 5:080:38 PM: Info - Deleted Wege Decisions: HVY_NC2823886%9 for Project Mame: DALS358-Rl
5/17/2023 5:00:39 PM: Info - Added Wage Decisions: HWY_NC28238831 for Project Mame: DA1A358-Ri
571772023 5:00:41 PM: Info - Completed Processing proposal Id: DAL8358
5/17/2823 5:88:41 PM: Info - Processing proposal Id: DA18352

5

5

5

5

[ ]
L]

The wage decisions will be added to every project in the
proposal.

o
®

[ ]

1 NOTE: Each time this process is run, the previous results will
deleted and replaced by the results of the new proces

o
®

[ ]
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Chapter7 Adverti sement

Before an advertisement for a letting can be genengbedmustconfirm
the following

A. The bid letting yowishto advertise halseen set up in AWP.

B. You have created a letg proposal for each proposal that vioié
advertised.

C. All Workflow Phaseshave been changedRvocess Bids
(First in theLetting, then in the associat&toposalsthat will be
advertised.)

Changing the Workflow Phase

Follow the procedure fdfinding a Letting on Page5-1.
From theBid Letting Summarypage:

Overview Purchases Status
Bid Letting Summary
v Bid Letting: L210505A
General Bid Letting ID Letting Time *
Proposals L210505A 2:00 PM
Letting Date * Letting Status *
05/05/2021 ] SCHD - SCHEDULED ~
Bidders List Cutoff Date *
05/04/2021 i
In the Letting Step Action Result
1 On the left side of the page, click on th TheWorkflow tab
Workflow tab. will appear.
2 SelectNCDOT Division Workflow Your selection will
from the dropdown list in the appear in the
WoRkFLOw field. WoRKFLOw field.

Continued on Following Page
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Changing the Workflow Phase

(continued)

In the Proposals

®

SelectProcess Bid$rom the dropdown
list in theWoRrkFLow PHASE field.

Your selection will
appear in the
WORKFLOW PHASE
field.

Click theSave button in theHeader
Bar.

A Save Complete
message will appea
above thdHeader
Bar.

®

[ ]

On the left side of the page, click on th
Proposalstab.

TheProposalstab
will appear.

Overview Purchases Status

Bid Letting Summary

v Bid Letting: L210505A

General
Proposals

Workflow

Q | Type search criteria or p

Select Proposals...

C... Pro...

00

00

WBS,County,TIP

DA1035@, 2021CPT01.06.10581.1 MARTIN TIP-0

DA104585 2021CPT01.06.10581.1 MARTIN B-567

Actions

ess Enter | & | Advanced skowingzorz| Add New

Vali
Advertisem..,
Views

03/08/2021 | Attachments

03/08/021 | 'SSues
Links

Donnrtc

(Bid Letting Summary PageProposals Tap

Click the dropdown arrow at the right
side of theHeader Bar.

A list of options will
appear.

SelectChange Proposal Phasieom the
list.

TheChange
Workflow Phase
page will appear.

SelectNCDOT 1 Division Workflow
from the dropdown list in the
WoRKFLOW field.

Your selection will
appear in the
Workflow field.

Continued on Following Page
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Changing the Workflow Phase

(continued)

9 Click the Arrow at the bottom of Thenextpage wil
the page to go to the next page. appear.
Change Workflow Phase
Progress:
Select Workflow Select Proposals Select Phase
eSeIect Proposals:
From Phase
Q | Type search criteria or press Enter | & | Advanced snowmgzarz Mo Filter -
Select @None 1 selected
Proposal WES,County,TIP Proposal Status ~ Phase
DA10357 2021CPT01.06.10551.1 MARTIN TIP-011521 AWD - AWARDEL
<:DZ>A1D4555 2021CPT01.06.10581.1 MARTIM B-5673 LET - LET
€«

10 | Click to the left of each proposgbu Once selected, a
wish to advertise to select the proposg green check mark

1 NOTE: If you wish to select all the will appear to the

proposals, cliclaLL . left of the proposal
11 : i Thenextpage will
Click the Arrow at the bottom of aopear bag
the page to go to the next page. bpear.
Change Workflow Phase
~ Change Proposal Phase (2]
Progress:
Select Workflow Select Proposals Select Phase
e Select Phase:
New Workflow *
NCDOT-Division Workflow | =
New Phase *
< Process Bids | =
‘ Change Proposal Phase
Continued on Following Page
NC Department of Transportation 7-3
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Changing the Workflow Phase

(continued)

®
L 4 ®

12 | SelectProcess Bid$rom the dropdown | Your selection will
list in theNEw PHASE field. appear in thé&lew
PHASE field.
13 | Click the CHANGE PROPOSAL PHASE The following
button. message will appea
above thdHeader
Bar.
Letting Summary
Chaﬂge Workflow Phase Proposal Phase changed for selected proposals. o

You will return to the first page of théhange Workflow
Phaseprocess.

Click LETTING SUMMARY at the top of the page to return to th
Letting Summary page.

7-4 NC Department of Transportation
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Uploading Bid Data Files to NCDOT.gov

This procedure populates the library of files that the Interest
Parties/Authorized Bidders need to see for the proposals th
are bidding on.

| f a document set hasnot b ¢
need to create one.

To access thBidding and Letting page:

Step Action Result

1 In the address bar of your web browseg The following page
type will appear.
HTTPS://INSIDE .NCDOT.GOV/STAGE/CON
NECT/LETTING / LAYOUTS/15NMEWLST
Ss.AsPx and presd

Johnson, Ann P £33

Connect NCDOT
BUSINESS PARTNER RESOURCES # Home ™ Help [ TeamSites ® Site Map

Doing Business = Bidding & Letting Projects Resources Local Governments a

Bidding & Letting + Site contents

A > Connect NCDOT » Bidding & Letting

Tentative Letting Lists Lists’ Libraries' and other Apps & SITE WORKFLOWS [ RECYCLE BIN (0)

Central
12 Month Let List
Resources

12 Month Division Letting
List

12 Month Archives

ed 16 months ago

Design-Build

Roadside Environmental 12 Month Letting Text

Consultants

Modified 12 months ago

J
Aggregate Bid
(: Submissions Content
Modified 16 months ago
J
|

Aviation

12 Month Tentative Lets

Aggregate Bids

- hl
.
!}3
S E S

168 items

Moadified 2 years ago

Aggregate-Bidding- Aviation Content

Documents

Modified 16 months ago

ed 27 hours ago

Bridge Letting

Aviation Documents Bicycle Pedestrian

31 items

-

=z 0 _— =
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-
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&

3
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P

[ ]

B

-
-
-
-

=

Design Build Program

3258 items

Modified 5 days ago

Division 10 Letting
4060 items

Maodified & days ago

Division 13 Letting

2857 items

Maodified 23 hours ago

Division 2 Letting

4671 items

Meadified 26 minutes ago

Division 5 Letting
2897 items
Madified 4 days ago

Division § Letting

3006 items

Modified 24 hours ago

NN HF

Design Build Resources

20 items

Modified 8 months ago

Division 11 Letling

2774 items

Modified 2 weeks ago

Division 14 Letting
Archive (2012 - 2015)

2998 items
Modified 16 months ago

Division 3 Letting

3769 items

Modified 24 hours ago

Division 6 Letting

3575 items
Modified 2 hours ago

Division 9 Letting
2275 items

Modified 6 days ago

Division 1 Letting

3860 items

Modified 48 minutes ago

Division 12 Letling
3103 items

Modified 26 hours ago

Division 14 Letting
3921 items
Medified 51 minutes ago

Division 4 Letting
3002 items
Medified 30 hours ago

Division 7 Letting

4564 items
Meodified 2 hours ago

Division Content -
Hurricane-Response

2 items

A | 50 51 | )

Medified 3 months ago

Click onthe letting folder for your
Division.

The list of lettings
will appear.

o

Continued on Following Page
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(continued)

®
[ ]

Johnson, Ann P =

.
Connect NCDOT

BUSINESS PARTNER RESOURCES #® Home ™ Help [ TeamSies ® Sile Map

Doing Business | Bidding & Letting Projects Resources Local Governments

Bidding & Letting + Division 1 Letting
Division 1 Letting
4 » Connect NCDOT » Bidding & Leffing
@New I Upload 3 Sync W
All Documents Web ... Find a file el
m v O Name Let Contract Type  Letting Document Type  Description  County  Let Status  Modified Project Contract
(Locally
& ;‘fnme:iﬁ_te'ed POC Let December 6, 2021
a 01-02-2013 . POC Let March 27, 2018 DA0D142
A 01-05-2022 w POC Let January 11
T orm2017 e POC Let March 27, 2018
i 01-15-2014 s POC Let March 27, 2018
i 01-15-2020 s POC Let January 15, 2020
Creating a Letting If you need to create a new document set for the letting, foll
Document Set these steps, otherwise skipStep 15
A new Document Set will need to be created for each new
Letting.
3 In the top left corner of the window, | The SharePoint
click theFiLEs tab. toolbar will expand.
4 Click the dropdown under thé&lew A drop-down menu
button. will appear.

Continued on Following Page
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(continued)

®

BROWSE FILES LIERARY
Mew Upload Mew Edit
Document » Document  Folder ocument

m Project Letting Documents

lidding/Letting libraries
j Project Letting Document Link

A link outside the library for Project

Letting

Letting Project Document Set

Doc Sets for documents related to a

L

[ ]

SelectLETTING PROJECT DOCUMENT

SeT from the menu.

The following popup
will appear.

[ ]

o

Continued on Following Page
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Uploading Bid Data Files to NCDOT.gov
(continued)
NEW DIOCUMENT SET: LETTING PROJECT DOCUMENT SET X
% Spelling...
Name * [| ]
Let Date |
Project letting date
Let Status v
Division
The fourtee: OT Divisio
Let Doc Set Yes v
s this a letting document set?
Description
r
A description of the Document Set
Project
Either a project number or short description. Must be the same for all documents that are part of this project.
Let Contract Type POC w
ContractType
Used for Division Letting Contracts. Either POC or SBE

6 Typethe Letting Datein MM -DD- N/A
YYYY formatin theNawmE field.

7 Typethe Letting Datein theLET DATE N/A
field or select it from the calendar.

8 Selectthe status of theé_etting from the N/A
drop-down in theLeT StaTus field.

9 Selectthe Division from the dropdown N/A
in theDivisioN field.

o

Continued on Following Page

NC Department of Transportation
Division Letting Administration

7-9
February 2, 2026




Advertisement Division Letting Administration User Guide

Uploading Bid Data Files to NCDOT.gov

(continued)

10 | If necessary, typa brief descriptionin N/A
the DEscrIPTION field.

11 | Typethe Projects contained in the N/A
Letting or a brief descriptionn the
PROJECT field.

1 NOTE: What you type in this field mug
be the same for all documents
that are part of this project.

12 | SelectPOC or SBEfrom the dropdown N/A
in theLET CoNTRACT TYPE field.
13 | Typethe contract typen the N/A
CONTRACT TYPE field.
14 | Click theSave button. The newlLetting
Document Setwill
be created.

o
®

Continued on Following Page
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Uploading Bid Data Files to NCDOT.gov

(continued)

®

[ ]

Uploading Files 15

Click onthe Letting Document Set

The document set
for the selected
Letting will appear.

Version Comments

Content types that are available to this Document Set have been added or removed. Update the Document Set
05-17-2022
|‘| Division !
- 517/,
| Let Date 1712022
J erti
Let Status Advertised
View All Properties
Edit Properties
@ New 3 sync W
Find a file 0
v [0 Name LetContract Type Letting Document Type  Description  County LetStatus Modified Project ContractType  Divisio
Drag files here to upload
16 | Click UpLOAD. The following dialog
will appear.
ADD A DOCUMENT X
Choose 2 file | Choose File | No file chosen
Add as a new version to existing files
Destination Folder 105-17-20221

Continued on Following Page
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Uploading Bid Data Files to NCDOT.gov

(continued)
17 | Click theCHoOSE FILE button TheOpendialog
will appear.
18 | Selectthe file you wish to uploaé@nd | The name of the file
click theOPEN button. will appear in the
CHOOSE A FILE field.
TheDesTINATION FOLDER field will default tothe current
Letting Folder.
19 | If you wish to type angomments about N/A
this file, type them in th&ErsioN
ComMENTS field.
20 | Click theOK button. The following popup
will appear.
ADD A DOCUMENT ®
N ey Cut
_'E:k g Fes@ B comy 535
The document was uploaded successfully and is checked out 1o you. Check that the fields below are correct and that
all required fields are filled out. The file will not be accessible to other users until you check in
Content Type Project Letting Documents v
Document Content type for Bidding/Letting libraries
Name * Test Document .pdf
Description Description of the Document
Letting Document | plan Holder List v
Type For Project Letting - what kind of document is this?
Let Date 5/17/2022 B
Project letting date
Division 1 v
The fourteen NCDOT Divisions
Contract * [ v ]
County O Alamance Dalozss  Sxander O Alleghany O Ansen
O ashe ery O Beaurort O Bertie
_ ALL _ _
[ Bladen — e dnswick [J Buncombe U Burke
[ cabarrus O calawell O camden [ carteret
O caswell O catawba O chatham O cherokee
O chowan O clay O cleveland O columbus
O craven O cumberlana O currituck O pare
O pavidson O pavie O puplin O purham
O Edgecombe O Forsyth O Frankiin O Gaston
O gates O Graham O Granville O Greene .
Continued on Following Page
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Uploading Bid Data Files to NCDOT.gov

(continued)

21

SelectProject Letting Documents,
Project Letting Document Link, or
Documentfrom the dropdown list in
the CONTENT TYPE field.

N/A

The name of the uploaded document will appear it

field.

22

If needed, typea brief description of the
file in theDescription field.

N/A

23

Selectthe type offile from the drop
down list in theLETTING DOCUMENT
TvPE field.

N/A

The Letting Date will default in thieeT DATE field.
The Division will default in thédivision field.

24

From the dropdown in theCONTRACT
field, select eitheALL or aspecific
contract number

N/A

25

Click the check box beside each
CouNnTy that the file pertains to.

N/A

Continued on Following Page
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Uploading Bid Data Files to NCDOT.gov

(continued)
ADD A DOCUMENT X
L Henderson LJ Hertford L Hoke L Hyde N
[ iredel [ Jackson [ Johnston [ Jones
Oiee O Lenoir O Lincoln O macon
[ madison [ martin O mcpowell O meckienburg
[ mitchen O montgomery [ moore O Nash
O New Hanover O Northamptan O onslow O orange
O pamiico O pasquotank O pender O perquimans
O person O pitt O poik O randolph
O richmond O robeson O rockingham O rowan
O Rutherford () sampson [ scotland [ stanly
[ siokes O sumry O swain 2 Transylvania
O yrrell [ union O vance O wake
O warren ) washington O watauga O wayne
O wilkes 2 wilson 2 vadkin [ vancey
Full List of NC Counties
Let Status Advertised  w
File Category O Featured
O manual
[ Application
[J Spanish
For downloadable files and documents, Used by Content Query Web Part
Project
Either a project number or short description. Must be the same for all documents that are part of this project.
Let Contract Type
ContractType
Used for Division Letting Contracts. Either POC or SBE.
CT» . 6/9/2022 201 PM by
Johnson, Ann P
Last modified at 6/9/2022 2:01 PM by
Johnson, Ann P
The status of the letting will default in theT StaTus field.
26 | Click the applicablecheckboxin the N/A
FILE CATEGORY section.
27 In theProJECT field, type the project N/A
number or short description.
1 NOTE: What you type in this fieldhust
be the same for all documents
that are part of this project.
28 | SelectSBE or POCfrom the dropdown N/A
list in theLET CONTRACT TYPE field.
Continued on Following Page
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Uploading Bid Data Files to NCDOT.gov

(continued)

29 | If applicable, type a brief description ir N/A
the CONTRACT TYPE field.

30 Click theCHEck IN button, Within a few
seconds, the file will
appear in the list. It
will have a green
asterisks: next to it.
This indicates that
the file is new.

NC Department of Transportation 7-15
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Editing Bid Data File Information

If you need to edit the information you

provided about the fil

From the document set containing the file:

Step Action Result
1 Click on the 3 dots next to the name o| The following dialog
the file. will appear.
3 New T \pioaa = =
o an X
e — 5 DA00142_1_Invitation.pdf
Changed by Slachta, Christapher E on
v D Name 3/27/2013 10:45 AM
DAD0142_1_Invitation Shared with lots of people 1
i
https:/finsidegc.ncdot.gov/stage/connec | & !
v e E
}@
/
. -
2 Click on the 3 dots next to the word

OPEN.

The following dialog
will appear.

Continued on Following Page

7-16
February 2, 2026

NC Department of Transportation
Division Letting Administration



Division Letting Administration User Guide Advertisement

Editing Bid Data File Information

(continued)

®
[ ]

DA00142_1_Invitation.pdf X
Changed by Slachta, Christopher E on
I 3/27/2013 10:45 AM i
Shared with lots of people 4
F
https:/finsidegc.ncdot.gov/stage/connec | 4 |
5
i
OPEN [
Download !
Cq
Share
R
. of
Get a link N
15
POC Rename =5
W
Delete in
Cq
Copy RH
. . of
Version History 2
15
W
Advanced = in
Cq
3 Click on PROPERTIES. The following

message will appea

insideqgc.ncdot.gov says

You must check out this item before making changes. Do you want to

check out this item now?

4 Click OK. The dialog you
populated when you
uploaded the file
will appear.

o
®

Continued on Following Page

[ ]
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Editing Bid Data File Information

(continued)
DIVISION 1 LETTING - DA00O142_1 INVITATION.PDF X
o
oy X Cut
E Ca‘acel Fas@ [E Comy 5&
=
Commit Clipboard Actions
Content Type Project Letting Documents v
Document Cantent type for Bidding/Letting libraries.
Name * [PA00142_1_invitation ] pdf
Description Replacement of Bridges #54 & #55 on SR 1511 (Sutton Rd) ov
Letting Document | |nyitation to Bid v
Type hat kind of document is this?
Let Date 1/212013 B
Praject letting date
Division 1 -
Contract *
isement, select individual contract
s to the entire contract.
County O Alamance O atexander O alleghany O Anson
O Ashe O avery O Beaufort Bertie
[ Bladen [ Brunswick [J Buncombe [ Burke
O cabarrus O caldwel O camden O carteret
O caswell O catawba O chatham O Cherokee
O chowan O clay O cleveland O columbus
O craven O cumberland O currituck O pare
[ pavidson O pavie O puplin [ purham
O Edgecombe O Forsyth O Frankiin O Gaston
O Gates O Graham O Granville O Greene
O Guitford O Halifax O Hamett O Haywood
[J Henderson [ Hertford [ Hoke O Hyde
O irecell [0 Jackson O Johnston O Jones
5 Make your edits and click th&wve You will return to
button. the list. The file will
now be marked with
a green arrow.
%
This means that the
file is checked out tg
you, and you must
check it back in.
Continued on Following Page
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Editing Bid Data File Information

(continued)

Checking in a File

o
®

®

To check the file back in, click on the
three dots next to the name of the file.

The following dialog
will appear.

DA00142_1_Invitation.pdf X

Changed by =lachta, Christopher E on
3/27/2013 10:45 AM

Shared with lats of peaple

https:/finsideqc.ncdot.govistage/connec | ¥

OPEN

Click on the 3 dots next to the word

OPEN.

The following dialog
will appear.

DA00142_1_Invitation.pdf *

ed by Slachta, Christopher E on
f27/2013 10:45 AM

oy

Shared with lots of people

https:/finsidegc.ncdot gov/stage/connec | &

OFEN
Download

Share
Get a link

FOC Rename

Delete
Copy
Version History

FoC Properties

Advanced >

Continued on Following Page
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Editing Bid Data File Information

(continued)

®

o
®

8 Click on ADVANCED.

The following dialog

Version History

Froperties

Follow

Discard Check Out

Workflows

will appear.
Download wamp in B
‘eplaceme

Sh )

are Shared With
Get a link ) .

N Compliance Details

Rename
Delete Workflow history
Copy Schedule Workflows

9 Click onCHECK IN.

The file is checked
in and your changes
are saved.

Continued on Following Page
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Editing Bid Data File Information

(continued)

o
®

h ¢
¢

®

|l f you have checked out t
changes, or dono6t want to
DISCARD CHECK OuT from the menu instead.

Download jrame in B
eplaceme

share Shared With

Get alink Compliance Details

Rename Check In

Delete Workflow histary

copy schedule Workflows

Version History Fallow

Properties

Advanced = | Workflows

The following error message will appear.

insidegc.ncdot.gov says

If you discard your check out, you will lose all changes made to the
document. Are you sure you want to discard your check out?

— ErEE Ty v s

Click OK and your checkout will be discarded.

o
@

Continued on Following Page
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Editing Bid Data File Information

(continued)

®

o
®

Deleting a File If you upload a file by mistake or if you want to delete the fil
in order to replace it with a different version, you can delete
DA00142_1_Invitation.pdf *
Changed by Slachta, Christopher E on
| 3/27/2013 10:45 AM g
Shared with lots of people &
I
https:/finsidegc.ncdot.gov/stage/connec | X 13
5
i
OPEN = N
. Download _ |
Cd
Share
R
. of
Get a link 21
15
pOC Rename R
Cd
Copy ad
. . of
Version History 2
15
Poc Froperties R
Advanced = in
Cd

SelectDeLETE from the menu that appears when you click th
three dots next to the wof@PEN.

The following error message will appear.

insideqgc.ncdot.gov says

Are you sure you want to send the item(s) to the site Recycle Bin?

Click OK and the file will be deleted.

7-22 NC Department of Transportation
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Adjusting Estimate Prices After Advertisement &
Before Letting

Follow the procedure fdfinding a Proposalon Page4-1.
From theProposal Summaryage:

Step Action Result
1 Click theltem Pricing Quick Link. ThePrice Proposal
Items window will
appear.
Overview  Addenda  Locations Proposal  Proposal Vendors  Sections And ltems Wage Decisions

Price Proposal ltems

v Proposal: DA10457 - 2021CPT01.06.10581.1 MARTIN B-5673

Proposal ltem Total

330,044.00

Q | Search for Proposal #fems Showing 1 of 1

Expand All

> 1D Description Total Proposal ltems -

0001 ROADWAY ITEMS 330,044.00 8

(Price Proposal Items Page

2 Expand the section containing the iten N/A
by clicking the arrow.

3 Navigate to the item and change the N/A
amount in théPrice field.

4 Pressthd  key to move the cursor | TheSave button
from the edited field. will become

enabled.

5 Click theSave button in theHeader A Save Complete
Bar. message will appea
above thdHeader
Bar.

[ ]

[ ]
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Chapter8 Bi d Preparati on

Creating the EBSX File for One Proposal

The EBSX file is used by contractors to enter their bids usingrbject
Bids Bid application. It allows them to electronically submit bids and
DBE/MBE/WBE information.

Division personnel also use the EBSX file to enter paper bids into th
Project Bids Entry application.

Beginning with Advertisements on or after November 1, 2024, EBSX
files will need to be posted to the Connect letting site like CSDU pos
their EBSX files with each letting. You will still load them to Bid
Express. This gives bidding contractors one metbodownloading bid
files for all NCDOT lettings. It also allows us to support bidding
contractors more quickly on Division lettings.

P Py
[ 4 ®

Follow the procedure fdfinding a Proposalon Page4-1.
From theProposal Summaryage:

Overview  Addenda  ltem Pricing  Locations  Proposal Vendors  Sections and ltems  Wage Decisions

Proposal Summary

v Proposal: DA10457 - 2021CPT01.06.10581.1 MARTIN B-5673

Bid Letting: L230418A Actions o
Add New

General Proposal ID Cont ©
Tasks

Projects DA10457 DA Expon Proposal To Estimator

Time WBS Number* Prit Export To Bids
. Generate unique Project Line Numbers
Workflow 2021CPT01.06.10581.1 058 \/ujidate Proposal
WBS,County,TIP* Prim VIEWS
Addenda
A
2021CPT01.06.10581.1 MARTIN B-5673 a 1-1 Attachments
Clus) Bid Entry
Type of Work* Fiscal Years
MILLING AND RESURFACING IN MARTIN COUNTY a Issues
Resj 'tem Pricing
Links
Location * Q Reports

US 17 FROM US 64 FROM BERTIE COUNTY LINE Q Prop Bid Tab

| Bid tabs for awarded and executed projec

Goal Type ! Contract Cover Sheet

Rout Coniract ltem Sheet Report
DBE Interest Report

ush Engineers Estimate Report

DBE - DISADVANTAGED BUSINESS ENTERPRISE | =

Goal Percent

D.ows Estimate Versus Low Bidder Report

Continued on Following Page
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Creating the EBSX File for One Proposal

(continued)

®

[ ]

Step Action Result

1 From the dropdown arrow at the right | The Execute
side of theHeader Bar selectExport to | Processpagewill

Bids. appear.
2 Click theExecuTe button. This will launch the
process.
Now youoll n RraceksHistory page totsee if the
process was successful.
- +x 0 O
R I
Execute Process Process 'ExportToBids' Started, process historyi Actions x
Settings = Set Paramsters  + Jof4 Cases € 9
Import File
No parameters for this Process. Generate Report

Execute Process
Execute System Interface

Global Attachments

Global Links

My Settings

My Outbox
Checking the 3 From theAcTions menu at the top of | TheProcess
Status of the the window, seledDpen Process History Overview
EBSX File History. page will appear.

4 Locate the process you have just executed.

1 NOTE: Processes will be displayed with the most recent at th
top of the pageCurrently running processes will appea
at the bottom until they have finished running.

Continued on Following Page
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Creating the EBSX File for One Proposal

(continued)

[ ]

P
[ 4

There are 3 files that will be generated. These are:

Pass2ebs.txt | This is the file needed to generate the EBSX

file.
Export.log The only purpose of this file is to let you knoy
if the export has completed successfully.
Error.log This file will list any errors found during the

export process.

1 NOTE: TheExport.log andError.log files are for information only.

Process History Overview

w Process History Overview Save A 4 9
Process History Status
System Process Q, | Type search criteria or press Enter 4 Advanced  Showing 7 of 7 No Filter -
History
Scheduled
Payroll Import @, ExportToBids DOT\apjohnson2 Yes
Notifications
O 03/24/2022 4:58:39 PM 03/24/2022 4:59:15 PM pass2et "
Open link in new tab
Export.I¢ Cpen link in new window
Emorlo¢  Open link in incognito window
Copy link address
Process User ID Success
= — Get image descriptions from Google »
@ ExportToBids DOT\apjohnson2 Yes
Review... Start Time Finish Time Qutput Files Inspect

5 In theOuTPUT FILES section, righiclick | A right-click menu
on thepass2ebs.txfile. will appear.

6 SelectSa v e | ifronkthe @rspé The Save Asdialog
down menu. will appear.

Continued on Following Page
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Creating the EBSX File for One Proposal

(continued)

&
« v <« Bids » AASHTOWare Project Bids - Gen and Load ~ & Search AASHTOWare Project...
Organize = New folder SEER 0
" This PC 2 Name - Date modified Type
§ 3D Objects Documentation 2/11/2022 1:57 PM File folder
B Deskiop Samples 2/11/2022 1:57 PM File folder
=| Documents
4 Downloads
D Music
& Pictures
i Videos
4 SYSTEM (C:)
=~ DFSRootD1 (\\ch < 3>
File name: | pass2ebs ~
Save as type: | Text Document ~
~ Hide Folders Save Cancel
7 In theSave Asdialog, navigate to N/A
C:\Bids\AASHTOWare Project Bids i
Genand Load.
1 NOTE: If you haveProject Bid Entry
installed on our computer, you
will have this directory by
default.
8 Click thesave button. Thepass2ebs.txt
file will be saved to

1 NOTE: Do not change the file name.

your
C:\Bids\AASHTO
Ware Project Bids
I Genand Load
directory.

[ ]

If the C:\BidS\AASHTOWare Project Bids 1 Genand Load
directoryalready contains Bass2ebs.tAitle, either delete it or

overwrite it.

[ ]

When you are finished working with the files on fr@cess
History Overview page, you can delete them by following th
procedure foDeleting a Proces®n Page13-1.

o

Continued on Following Page
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Creating the EBSX File for One Proposal

(continued)

Command 9 At this point you will open the TheCommand
Prompt command promptwindow. Prompt window
1 NOTE: Ifitis notlisted in a menu or a will appear
shortcut, type command in the
Windows search boxn your
taskbar. It should appear first.
10 | Type Youdve ch
cd c\bids andpress thd  key. current directory to
c:\Bids\.

Microsoft Windows [Version 10.0.19844.1586]
(c) Microsoft Corporation. All rights reserved.

C:\Users\apjohnson2>cd c:\bids

11 | Typecd aand pres§ .(NotJ ) The first directory
beginning with A
will be displayed

12 | Continue to pres§  until the AASHTOWare Project Bids
T Gen and Loaddirectory is displayed in the command
prompt.

Microsoft Windows [Version 10.@

(c) Microsoft Corporation. All rigth

C:\Users\apjohnson2>cd c:\bids

c:\Bids>cd "AASHTOWare Project Bids - Gen and Load"

Continued on Following Page
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Creating the EBSX File for One Proposal

(continued)

13

Press]

The directory will change to:\Bids\
AASHTOWare Project Bids T Gen
and Load.

Youdbdbve <ch
current directory to
c:\Bids\AASHTOW
are Project Bidsi
Gen and Load

14

Typegenand presg

Thegererate
process will run.

Command Prompt

yrigh

Letting

c:\Bids\AASHTOWare Project Bids - Gen and Load>

The file created by this process wikve the following format:
DEO00268.EBSX

e

Proposal Number

15

Closethe Command Prompt window.

You have

an*.EBSX file.

successfully created

8-6
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Division Letting Administration User Guide Bid Preparation

Creating the EBSX File for Multiple Proposals

The EBSX file is used by contractors to enter their bids usingrbject
Bids Bid application. It allows them to electronically submit bids and
DBE/MBE/WBE information.

Division personnel also use the EBSX file to enter paper bids into th
Project Bids Entry application.

1 NOTE: Use this procedure if you are selecting multiple proposals not ir
same letting

Beginning with Advertisements on or after November 1, 2024, EBSX
files will need to be posted to the Connect letting site like CSDU pos
their EBSX files with each letting. You will still load them to Bid
Express. This gives bidding contractors one metbodownloading bid
files for all NCDOT lettings. It also allows us to support bidding
contractors more quickly on Division lettings.

From theAASHTOWare Project Dashboard

]
I T - BHE

Actions Help Log off

_ Actions o
On this page: Reference Data  Preconstruction

Open Process History

PROJECT NCDOT-Division 1 User Tracked Issues
g
Import File

Projects q
Generate Report

Proposals Dj
Lettings Ite

Execute System Interface

Find Bid Data e Global Attachments
Ve Global Links
My Settings
My Cutbox
(AASHTOWare Project DashboardActions Meni
Step Action Result
1 From theAcTions menu at the top of | The SelectProcess
the window, seledExecute Process page will appear.
2 Click EXPORT TO BIDS. TheExecute
Processi Export to
Bids page will
appear.
Continued on Following Page
NC Department of Transportation 8-7
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Bid Preparation Division Letting Administration User Guide

Creating the EBSX File for Multiple Proposals

(continued)

®

[ ]

3 In the SEARCH box, typethe proposal N/A
numberor any other searchable
information.

SeeProposal Search Criteriaon Page
4-1.

4 When the proposshppear, sele¢them | The proposalwill
be marked with a
green check mark.

RepeatSteps 3 & 4for each proposatith different search
criteriayou wish to create the EBSX file for.

1 NOTE: Proposals MUST be linked to a letting.

5 Click theExecuTe button. This will launch the
process.
Now youoll n RrazeksHistory page totsee if the

process was successful.

v 0 0
H ~ I Prvi ~ 1 MyPa -
Actions Hem Log off
i ) Actions b4
On this page:  Reference Data  Preconstruction
PROJECT NCDOT-Division 1 User Tracked Issues
1
Import File
Projects Cq
Generate Report
Proposals Dit
Execute Process
Lettings lte )
Execute System Interface
Find 8id Data . | Global Attachments
V& Global Links
My Settings
My Outbox
Checking the 6 From theAcTions menu at the top of | TheProcess
Status of the the window, seledDpen Process History Overview
EBSX File History. page will appear.

o
[ 4 @

Continued on Following Page
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Division Letting Administration User Guide

Bid Preparation

Creating the EBSX File for Multiple Proposals

(continued)

Locate the process you have just executed.

1 NOTE: Processes will be displayed with the most recent at th
top of the pageCurrently running processes will appea
at the bottom until they have finished running.

There are 3 files that will be generated. These are:

Pass2ebs.txt

file.

This is the file needed to generate the EBSX

Export.log

The only purpose of this file is to let you knoy
if the export has completed successfully.

Error.log

export process.

This file will list any errors found during the

1 NOTE: TheExport.log andError.log files are for information only.

Process

@ ExportToBids
Reviewe... Start Time

O 02/06/2023 5:24:31 PM

@ ImportXtabFromBids

O 01/31/2023 12:12:55 PM

User ID

DOT\apjehnson2
Finish Time

02/06/2023 5:25:07 PM

DOT\apjehnson2

01/31/2023 12:13:29 PM

Success

Yas
Output Files

pass2ebs.b
Cpen

Export.log

Error.log o

Coov link add
No Copy link address

BIDS_XTAE Get image descriptions from Google »

Error.log

Inspect

nk in new tab
nk in new window

nk in incognito window

8 In theOuTPUT FILES section, righiclick | A right-click menu
on thepass2ebs.txfile. will appear.

9 SelectSa v e | ifronmkthe drspe The Save Asdialog
down menu. will appear.

Continued on Following Page

NC Department of Transportation
Division Letting Administration

8-9
February 2, 2026






















































































































































































































































































































































































































































































































