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Chapter 1 Applications

The Workord;r Application

The Workorder Application is used to associate WBS numbers with
Contract numbers.

A project must first be entered here to obtain a contract number so that it
can be set up in the Trnseport PES application.

CZNOTE: Make sure your monitor resolution is set above 1280 x 800 pixels in
order to view this application at its optimal resolution.

E‘;WDRKORDER APPLICATION == ll
Workorder Report — Menu Bar
" L
[EEEE AT Toolbar
Division

CONTRACT | WBS | TP = “Diwsion 01 j

DAGODE1 3633332 ER=dd 1 —

DA0DDZ0 301 You can choose to Search By

FRLE 45067} search by either WBS or »c wes |

DAD00TS #74 TIP number. The >ew [

DAODOTT 351 corresponding field will d

DADOOT6 1SR} become enabled based

DAO00TS 1”1 on the value selected.

DADDOT4 1CR. Ll

DA00O72 45067.3.5T30 ER-5100AC

DAD0072D 1CR 2066155 Copy |
DAQDO72C 1CR.20461.32

DAD0072B 1CR.20461.31 Iodify |
DADD072A 1C 066055

DA00OT2 1C.066055 Delate |
DAD0071B 1CR.20081.37

DADDOT1A 1C.008078 ;I Close |

(Workorder Application Main Window)

Continued on Following Page
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The Workorder Application

(continued)

The Menu Bar

warkarder The Workorder Drop-Down Menu contains all
COPY actions that can be done to contract records.
INSERT
DELETE
MODIFY
REFRESH
YERSION
CLOSE

Toolbar Buttons

Copy: This button allows you to copy a record.

Insert: This button allows you to insert a new record.

Delete: This button allows you to delete a record.

Modify: This button allows you to change an existing record.

Refresh: This button refreshes the database.

@) | [@]| [5] [5|[d]| [&] |

Version: This button tells you what version of the application you
are using.

Close: This button closes the application.

® ﬁ

1-2 NC Department of Transportation
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The Trnseport Proposal and Estimates System (PES)

The Trnseport Proposal and Estimates System is used to produce
estimates and prepare proposals for prospective bidders.

Trns-port PES

File Edit Wiew Utlites Window Help

1xBaz

(Trnseport Proposal and Estimates System Main Window)

1-3
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The Trnseport Proposal and Estimates System (PES)

(continued)

The Menu Bar

CZNOTE: Some of the following drop-down menu options may be different
based on which window you have open at the time.

The File Drop-Down Menu contains all List
©Open Bid Letting List Open actions, Process Run options, and Data
Open Propogal List Import/Export actions.

Open Prime Project Lisk . .
Open Project List It also contains options to Close the current

Close window, access options for Print Setup, and Exit
the application.

Reference Tables »

Bun Process, .,

Process Stakus

Print Setup...

Irnpiort 4

Export

Exit

The Edit Drop-Down Menu contains all Record

Add Ins Add, Change or Delete options and Folder Add or
Change Change options.
Delete, .. shift+Del

It also contains options to Filter and Sort items
Tabbed Folder Add and contains the usual edit functions of Copy,
Tabbed Folder Change Paste, Copy Special, and Select All.

Eilker Ckrl4+F
Sark Ckrl4+3
Copy Chrl4+C
Paste ChEl+Y
Copy Special. ..
Select Al Chrla
Continued on Following Page
1-4 NC Department of Transportation
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The Trnseport Proposal and Estimates System (PES)

(continued)

Parent Ckel4+P

Project
Tabhed Eaolder

Zakeqory Lisk

PES Wrorksheet

Breakdown Lisk

Counky Information List
Pay Adjustment Indices Lisk

The View Drop-Down Menu contains options for
viewing data such as the Parent window, the
Project, or the Tabbed Folder.

It also contains direct links to the Category List,
PES Worksheet, Breakdown List, County
Information List, and Pay Adjustment Indices
List.

Litilities

Options...
Change Password, .
@enerake Suppork Request, ..

Define Cuskam Processes

Dovenload File
Ipload File
Copy Bid History File

Swvskemn Management

The Utilities Drop-Down Menu contains general
application Options, a Password Change utility, a
Support Request generator, and a list of Custom
Processes.

It also contains options to Download and Upload
Files and copy the Bid History File for external
use.

If you are a System Administrator, you will also
have access to System Management functions.

\Window

Tile
Laver
Cascade

Shiowy Toolbar

The Window Drop-Down Menu contains general
options for arranging the open application
windows and showing/hiding the toolbar.

Help Index F1
Help on Active Window  Shift+F1

Getting Started
Search...

about Trns' port PES

The Help Drop-Down Menu allows you to access
an Online Help file. You will also be able to view
a popup with general information about the
application such as the current version number.

Continued on Following Page
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The Trnseport Proposal and Estimates System (PES)

(continued)

Toolbar Buttons

[ ]

CZNOTE: The buttons shown on the toolbar will change according to the

function you are performing at the time.

Prime Projects Button: This button opens a list of prime projects.

Projects Button: This button opens a list of projects

Proposals: This button opens a list of contract proposals.

Bid Lettings: This button opens the bid letting list.

Vendors: This button opens the list of vendors.

Close: This button closes the current window.

Save Folder: This button Saves the current folder.

Filter: This button applies a filter to the current list.

Sort: This button sorts the current list.

Parent Window: This button makes the current window active.

]| [#]] []| =] ]| (=] | [ed]| [©] @] 3| =] ]

Project/Proposal: This button allows you to view project or
proposal details.

(@]

Category: This button allows you to view categories for a project.

PES Worksheet: This button allows you to view the PES
Worksheet.

Breakdowns: This button allows you to view the breakdown list
for a project.

@]

Project Counties: This button allows you to view the counties in
a project.

Pay Adjustment Indices: This button allows you to view the pay
adjustment indices in a project.

Continued on Following Page
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The Trnseport Proposal and Estimates System (PES)

(continued)

ﬁ"

Proposal Projects: This button allows you to view a list of
projects in a proposal.

(3]

Proposal Description: This button allows you to view/edit the
long description of a proposal.

Eil

Proposal Addendums: This button allows you to view the list of
addendums to a proposal.

Proposal Items: This button allows you to view the open list of
items in a proposal.

]

Special Provisions: This button allows you to view the list of
special provisions in a proposal.

Proposal Sites: This button allows you to view the list of site
locations for a proposal.

Proposal Sections: This button allows you to view the sections of
a proposal.

4

Letting Proposals: This button will show you associated letting
proposals.

[ ]

NC Department of Transportation
Division Letting Administration
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The Trnseport Letting and Awards System (LAS)

The Trnseport Letting and Awards System is used to process bid
lettings, award contracts and maintain the vendor file.

File Edit Yew Utlities Window Help

[1xBasz

(Trnseport Letting and Awards System Main Window)

1-8 NC Department of Transportation
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The Trnseport Letting and Awards System (LAS)

(continued)

The Menu Bar

CZNOTE: Some of the following drop-down menu options may be different
based on which window you have open at the time.

Cpen Bid Letking Lisk
Cpen Proposal Lisk
Open Prime Project List
Open Project Lisk
Close

Reference Tables

Fun Process, .,
Process Stakus

The File Drop-Down Menu contains all List
Open actions, Process Run options, and Data
Import/Export actions.

It also contains options to Close the current
window, view Reference Tables, access options
for Print Setup, and Exit the application.

Print Setup...

Irnpiort

Export

Exit
add Ins
Change
Delete. .. Shift+Del
Filter Chrl+F
Sark Chrl+5
Copy ChrlHiC
Paste ChrlYy
Copy Special...
Select Al CErla,

The Edit Drop-Down Menu contains Add,
Change or Delete options.

It also contains options to Filter and Sort items
and contains the usual edit functions of Copy,
Paste, Copy Special, and Select All.

Continued on Following Page
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The Trnseport Letting and Awards System (LAS)

(continued)

The View Drop-Down Menu contains options for
viewing data such as the Parent window, the

Wigw

Parent Crl+P Project, or the Tabbed Folder.
Tabbed Folder It also contains direct links to the Category List,
Letting Proposal List PES Worksheet, Breakdown List, County
Planhalder Yalid For Bidding List Information List, and Pay Adjustment Indices
List.
Litiities The Utilities Drop-Down Menu contains general
Cptions. .. application Options, a Password Change utility, a
Change Password... Support Request generator, and a list of Custom
zenerake Suppork Request, .. Processes.
Define Custam Processes It also contains options to Download and Upload
Download File v | Files and copy the Bid History File for external
Ipload File 3 use.

Copy Bid History File If you are a System Administrator, you will also

System Management ¥ | have access to System Management functions.

indow The Window Drop-Down Menu contains general
Tile options for arranging the open application
Laver windows and showing/hiding the toolbar.
Cascade

Show Toolbar

The Help Drop-Down Menu allows you to access
Help Inde:x F1 an Online Help file. You will also be able to view
Help on Active Window  Shift+F1 a popup with general information about the
Getting Started application such as the current version number.
Search...

About Trns: port L&S

Continued on Following Page
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Applications

The Trnseport Letting and Awards System (LAS)

(continued)

Toolbar Buttons

[ ]

CZNOTE: The buttons shown on the toolbar will change according to the

function you are performing at the time.

Prime Projects Button: This button opens a list of prime projects.

Projects Button: This button opens a list of projects

Proposals: This button opens a list of contract proposals.

Bid Lettings: This button opens the bid letting list.

Vendors: This button opens the list of vendors.

Close: This button closes the current window.

Save Folder: This button Saves the current folder.

Filter: This button applies a filter to the current list.

Sort: This button sorts the current list.

Parent Window: This button makes the current window active.

4 [#]| ]| [=]] [m]| [=]| [l [©] @] 3| =] ]

Letting/Proposal: This button allows you to view the
letting/proposal list.

@

Planholders: This button opens the list of planholders to change
their valid for bidding status.

Vendor: This button allows you to view the details of a vendor.

[ | [

Vendor Addresses: This button allows you to view the list of
addresses for a vendor.

Vendor Officers: This button allows you to view the list of
officers for a vendor.

Ha8

Work Classifications: This button allows you to view the list of
work classifications for a vendor

Continued on Following Page

NC Department of Transportation
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The Trnseport Letting and Awards System (LAS)

(continued)

Vendor Insurance: This button allows you to view the list of
insurance data for a vendor.

Vendor Affiliations: This button allows you to view the list of
affiliations to a vendor.

Vendor Inquiry: This button opens the Vendor Inquiry window.

1-12 NC Department of Transportation
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The Expedite Entry Application

The Expedite Entry application is designed for use by the highway
agency for entering paper-based bid data into the proper LOAD files.
Expedite Entry automatically reads an electronic proposal and all of its
amendments, and then allows you to enter a bidder identification code
and all the bid data for that bidder. It stores the results directly in the Flat
Bid File rather than in an Expedite file.

T Expedite Entry
File Edit Tools Wiew Help

=

For Help, press Fl Bid Total: $0.00

NC Department of Transportation 1-13
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The Expedite Entry Application

(continued)

The Menu Bar

The File Drop-Down Menu contains general file
actions such as Open, Save and Print.

It also contains options to Load Amendment
(Addendum) files, provides ways to customize
printing with Print Preview and Print Setup and
gives users an additional way to Exit the
application.

The Edit Drop-Down Menu contains the general
text-edit options Copy and Paste.

It also contains the option to Add a DBE Item to a
bid.

Qpen... Chrl+O
Save Ckrl+5
Load Amendment, ..
Print. .. Chrl+P
Prink Prevview
Prinkt Setup...
Exit
Copy Chel+C
Paste ChelHY
&dd DEE Ikem
Check Bid. ..
Clear Bid...
Jaink bid Ckrl-1

Impart Configuration, ..
Expart Configuration. ..

Qptions. .

The Tools Drop-Down Menu contains options for
bid functions such as Check Bid..., Clear Bid...,
and Joint Bid.

It also allows users to Import and Export
Configuration files and contains Options for
customization.

Wiga

v Toolbar
v Status Bar

W ItemGrid  Chrl-G

The View Drop-Down Menu allows you to
choose if you would like to view the Toolbar, the
Status Bar, or the Item Grid.

Help Topics

about Entry, .,

The Help Drop-Down Menu allows you to access
an Online Help file. You will also be able to view
a popup with general information about the
application such as the current version number.

1-14
October 3, 2013
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The Expedite Entry Application

(continued)

Toolbar Buttons

[ ]

CZNOTE: 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.

EE«

Open Amendment Button: This button opens a proposal
amendment file.

Save: This button saves the proposal/bid.

Print: This button prints the active document.

Tree View: This button shows items in a tree view.

Grid View: This button shows items in a grid view.

Check Bid: This button checks the current bid.

1] (S]] [m]| [3] | (]|

Clear Bid: This button clears the current bid.

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

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

CZNOTE: All applications are case-sensitive.

Access to the different options available in an application will be based
on User ID.

Based on your specific job function, you may see some windows and not
others that are shown in this User Guide.

IMPORTANT! When exiting the Trnseport PES and Trnseport LAS applications, be
sure to close the most recent window first and back out of each
window individually instead of closing the entire application using

the g button. If you exit everything at once, you will cause your
system to lock up!

1-16 NC Department of Transportation
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Applications

The Filter Dialog

The two Trnseport applications (PES and LAS) are equipped with a
filter dialog for long lists of data.

The name of the
column to filter by

Select an operator to
limit your information.
Descriptions of
operators are below.

Specified text
to search by

I x

— Where
Column: Operator: Value: \ 4
v
- ] =l
0K Cancel Advanced... | Show All
A A
— - Cancels & Shows every

Applies filter with closes filter record in the list.
selected options Opens Advanced Removes filter

Filter with more
specific options

Operator Definition
< Less than
<= Less than or equal to
<> Not equal to
= Equal to
> Greater than
>= Greater than or equal to
Contains Contains
Does Not Contain | Does not contain
Like Sounds like
Not Like Does not sound like

NC Department of Transportation
Division Letting Administration
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Save vs. Save As...

When you are entering data in the two Trnseport applications (PES and
LAS), you may encounter the following message:

PES Worksheet

Data has been modified
Click Yes to update the database.

Click Save As to store changes in a temporary
format and maintain the database lock.

Save As |

Always choose YES.

If you choose SAVE As, your information will not be able to be retrieved.
It will be saved in a temporary directory on the server, not in the working
records that you are currently processing.

1-18 NC Department of Transportation
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Applications

Changing Your Password (Trnseport Applications)

For the two Trnseport applications (PES and LAS) each user will be
assigned a User ID (usually your NCDOT network ID) and a generic,
first-time password.

It is important for you to change the password you are given the first time
you log in to these applications.

Litilities

Options...

Change Password, ..
Generake Support Request, .,

Define Custom Processes

Download File

pload File

Copy Bid Hiskory File

Swskem Management

PASSWORD field.

Step Action Result
1 From the UTILITIES drop-down menu, The Change
select, CHANGE PASSWORD. Password dialog
box will appear.
Change Password
UserlD: |USER
Old Password:
New Password:
Re-enter Password:
oK Cancel | Help |
(Change Password Dialog Box)
2 Type your old password in the OLD N/A

Continued on Following Page
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Changing Your Password (Trnseport Applications)

(continued)

Type your new password in the NEW
PASSWORD field.

F7NOTE: The new password must be
between 6 and 13 characters
long.

N/A

Re-type your new password in the RE-
ENTER PASSWORD field.

N/A

Click the OK button.

Your password will
be changed.

F7NOTE: This will be the password you will use to log in the next

time you access the application. Please make a note of it.

1-20
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Setting up a Project

Chapter 2 Setting up a Project

Generating a Contract Number

Logging Into Step Action Result
Rl 1 Open your web browser. N/A
2 Type https://gateway.dot.state.nc.us in the address bar.
3 Click the | button or press [Entes. The Citrix Login
Page will appear.
NCDOT Citrix
. User name: |
Password:
Use your DOT Active Directory Username/Password,
DOT Help Desk 1-300-368-2778
L]
CiTRIX
(Citrix Login Page)
4 Type your user name in the USER NAME N/A

field.

Continued on Following Page
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Generating a Contract Number

(continued)

5 Type your password in the PASSWORD N/A
field.
6 Click the LoG ON button. The Citrix Main
Window will

appear.

NCDOT CITRIX
. ' NMorth Carolina Department
\'\__,/ Of Transportation

NCDOT Citrix Messages

Preferences -

Logged on as: apjohnson

Log Off | Reconnect| Disconnect

Main

D

Appﬁcat'mns

Select view:

=

NCDOT BSIP

Lt

Trnsport_LAS

G

SPECS
Workorderswalk

Trnsport_PES

Hint: Click Reconnect to resume any paused published resources. x

Mo issues to report.

CiTRIX

Change Password

Logging Into the
Workorder
Application

(Citrix Main Window)

Click the WORKORDERXWALK icon.

e

#PELS]

The WORKORDER
APPLICATION dialog
box will appear.

Continued on Following Page
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Setting up a Project

Generating a Contract Number

(continued)

WORKORDER APPLICATION

Enter User Information

User ID: |

Password:

oK Cancel |

(Workorder Application Dialog Box)

8 Type your User ID in the USER ID field. N/A
9 Type your password in the PASSWORD N/A
field.
10 Click the OK button. The Workorder
Application window
will appear.

F7NOTE: If you are unable to log in, please contact the NCDOT
Help Desk at 1-800-368-2778 (1-800-DOT-ASST).

[ ]

®

Continued on Following Page
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Generating a Contract Number

(continued)

7] WORKORDER APPLICATION

Workorder Report

[2E=mezw

—
——

CONTRACT | WBS [ TP I iI “EII\‘::ISSII;HU -
DAODOEA 35333.32 EB-4411

DADDOBD 3701.2.11 ER-2973A Search By
DADDO7Y 45067.3.5T42 ER-5100AE ~ WBS
DADDOTS 3376231 B-4549

DAQ0OTT 33651.3.1 B-4314 e
DADDOTS 1CR.10461.15

DADDOTS 1CR.10941.9

DADDO74 1CR.10481.6

DADDO73 45067.3.8T30 ER-5100AC

DAODO72D 1CR 2066155

DADDOT2C 1CR.20461.32

DADDOT2B 1CR.20461.31

DADDOT2A 1C.066055

DAD0O72 1C.066055

DADDOTAB 1CR.20081.37

DADDOTAA 1C.008078 |

Add

Copy |
lmdify |
Delete |
Close |

(Workorder Application Window)

11

Click the ApD button to add a contract
record.

F7NOTE: You can also click the
INSERT button or select INSERT
from the WORKORDER drop-
down menu.

The Add
Workorder Record
dialog will appear.

Continued on Following Page
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Setting up a Project

Generating a Contract Number

(continued)

Add Workorder Record

Whbs Element:

Tip Number:

Work Order: [PADO0DES

DK

Cancel

(Add Workorder Record Dialog)

[ ]

Contract Numbers will have the following format:

Central Office:  CH#####
Division: D###HHH

[ ]

FZNOTE: The Contract Number will default in the CONTRACT
field. Depending on the number initially typed in, each
additional number will increment by 1.

12 Type the WBS Number in the WBS N/A
ELEMENT field.

13 If applicable, type the TIP Number in N/A
the Trp NUMBER field.

Continued on Following Page
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Division Letting Administration

2-5
October 3, 2013




Setting up a Project

Division Letting Administration User Guide

Generating a Contract Number

(continued)

14 Click the OK button. The following popup
will appear.
x
Mo
15 Click the YES button. The new record will

appear at the top of
the list.

2-6
October 3, 2013

NC Department of Transportation
Division Letting Administration




Division Letting Administration User Guide

Setting up a Project

Copying a Contract Record

F;ﬂ WORKORDER. APPLICATION
Workorder  Report

From the Workorder application window:

=lofx]

ECEL L

CONTRACT WBS TIP | ﬂ _Ei'_\fi';”n -
i DA00O110 45066.3.8T2 B-5179B

DAO0OGE 45067.3.5T43 ER-5100AF ~Search By

DAD00BS 1102816 -~ WBS

DAD00B4 33706.3.1 B-4452

DADDOG3E 1CR.20581.28 C TP

DAD00B3D 1CR.20581.27

DAO00B3C 1CR.20581.26

DAD00B3B 1CR.20581.25

DAOODB3A 1CR.20581.24

DAD00B3 1CR.20581.24

DADO0B2E 1CR.20891.16

DAD0062D 1CR.20891.15

DAO00B2C 1CR.20891.13

DAD00B2B 1CR.20481.23

DAD0DB2A 1CR.20481.22

DAD00B2 1CR.20481.22 =

Modify |
Delete |
Close |

(Workorder Application Window)

Step Action Result
1 Click on the record you wish to copy The Copy From
and click the Copry button. Workorder dialog
will appear.

o

Continued on Following Page
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Division Letting Administration

2-7
October 3, 2013




Setting up a Project Division Letting Administration User Guide

Copying a Contract Record

(continued)

Copy From Workorder DAOO110

-Copy to New Workorder

From Work Order:  |0A007170

To Work Order: DAOOM 1[:'J""~|

Ok Close
(Copy From Workorder Dialog)
2 Type the new work order number in N/A
the TO WORK ORDER field.
3 Click the OK button. The Copy From
Workorder dialog

will close and your
changes will be
saved.

F7NOTE: At this point, you will want to edit the workorder record
if you need to change the WBS and TIP numbers.

2-8 NC Department of Transportation
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Editing a Contract Record

F7NOTE: You will not be able to edit the Contract number. You
will only be able to edit the WBS and TIP numbers.

From the Workorder application window:

[}

@

E%] WORKORDER APPLICATION =ol x|

Workorder Report

EEES TS

CONTRACT WBS TIP | il _Igi':':i';nl_l - ]
Zr DAO0110 45066.3.5T2 B-5179B

DAODDGE 45067.3.5T43 ER-5100AF Search By

DADDDGS 1102816 ~wes |

DADDDG4 33706.3.1 B-4452

DAODOB3E 1CR.20581.28 cTme |

DAODOB3D 1CR.20581.27

DAODDG3C 1CR.20581.26

DAODDG3B 1CR.20581.25 Add

DAODOG3A 1CR.20581.24

DAO0DG3 1CR.20581.24 Copy

DAODDB2E 1CR.20891.16

DAODOB2D 1CR.20891.15 Modify |

DAODDG2C 1CR.20891.13

DAODDG2B 1CR.20481.23 Delete |

DAODDG2A 1CR.20481.22

DADDDG2 1CR.20481.22 T Close |

(Workorder Application Window)

Step Action Result
1 Double-click the record you wish to edit | The Edit
or Workorder Record
Select the record you wish to edit and dialog will appear.

click the MODIFY button.

Continued on Following Page
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Editing a Contract Record

(continued)

Edit Workorder Record

Work Order: |[PA00110B

Whbs Element: 45055-3-5T3|

Tip Mumber: |B-5173C

Ok Cancel

(Edit Workorder Record Dialog)

2 If applicable, edit the value in the WBS N/A
ELEMENT field.
3 If applicable, edit the value in the Tip N/A
NUMBER field.
4 Click the OK button. The Edit
Workorder Record

dialog will close and
your changes will be
saved.

2-10 NC Department of Transportation
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Setting up a Project

Deleting a Contract Record

From the Workorder application window:

F;ﬂ WORKORDER APPLICATION

Workorder Report

g =]

ECET A

CONTRACT WBS TIP I il _gi'\‘:':i;';no 1
2 DA00110 45066.3.5T2 B-51798

DAO0OGE 45067.3.5T43 ER-5100AF - Search By

DAODOBS 1102816 cwes |

DAODOB4 33706.3.1 B-4452

DAOODG3E 1CR.20581.28 cTe

DA00DB3D 1CR.20581.27

DA00DB3C 1CR.20581.26

DAO00B3B 1CR.20581.25

DAODDB3A 1CR.20581.24

DA0D0B3 1CR.20581.24

DAODDB2E 1CR.20891.16

DA00DB2D 1CR.20891.15

DA00DB2C 1CR.20891.12

DA000B2B 1CR.20481.23

DAODDB2A 1CR.20481.22

DAOD0B2 1CR.20481.22 =

Add

Copy

Modify |
Delete |
Close |

(Workorder Application Window)

Step Action

Result

Select the record you wish to delete and
click the DELETE button.

The following dialog
will appear.

Information

:l Delete record with work Crder DADO110B and WBS 45066, 3.5T37

X

Continued on Following Page
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Deleting a Contract Record

(continued)

If the Contract record you are attempting to delete has been
associated with a project in Trnseport PES, you will receive the
following message.

x

| Record existing in Trns*port. Please Delete in Trns*port First!

If you receive this message, you will need to go into the
Trnseport applications and remove the records associated with
this Contract number before you will be able to proceed with
the deletion.

2 Click the YES button. The selected
Contract will be
deleted.

2-12 NC Department of Transportation
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Creating a Project Estimate Template

The estimator is responsible for setting up projects for each section of the
proposal. The projects will have the following naming convention:

X#tHHHAE - XX
Work Order Number Suffix

Contract Numbers have the following format:

Central Office: CitHt##
Division: D######H#

The Suffix identifies the section of the project:

ST Structure projects
RW Roadway projects

Logging Into Step Action Result

Citrix 1 Open your web browser. N/A

2 Type https://gateway.dot.state.nc.us in the address bar.

3 Click the | button or press [Entes. The Citrix Login
Page will appear.

Continued on Following Page
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Creating a Project Estimate Template

(continued)

NCDOT Citrix

User name: |

Password:

Use your DOT Active Directory Username/Password,
DOT Help Desk 1-500-365-2775

CiTRIX

(Citrix Login Page)
4 Type your user name in the USER NAME N/A
field.
5 Type your password in the PASSWORD N/A
field.
6 Click the LoG ON button. The Citrix Main
Window will

appear.

Continued on Following Page
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Setting up a Project

Creating a Project Estimate Template

(continued)

0 NCDOT CITRIX
; " North Carolina Department

Of Transportation

NCDOT Citrix Messages Preferences -

Logged on as: apjohnson

Log Off | Reconnect | Disconnect

Applications

|
Main

(D

Select view:

G

= L

NCDOT BSIP Trnsport_LAS Trnsport_PES Workorderxwalk

Hint: Click Reconnect to resume any paused published resources. x

Mo issues to report.

CiTRIX

Change Password

(Citrix Main Window)

Logging Into the 7 Click the TRNSPORT_PES icon.

Trnseport PES
Application

Trnsport_PES

The Trnseport PES
Logon dialog box
will appear.

Continued on Following Page
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Creating a Project Estimate Template

(continued)

Enter User Information

User ID: |

Password: |

OK Cancel

Help |

BOSHTO Trms-port, the 8ASHTD Trmsport logao, FES,
and the PES logo are registered tradernarks of the
fraerican Association of State Highway and
Transportation Officials.

Fortions Copyright € 1997-2007 pASHTO, Portions
Copyright & 1334-2007 Irfo Tech, Inc.

CUSTOMIZED BY SPECS 59c -2

(Trnseport PES Logon Dialog Box)

8 Type your User ID in the USER ID field. N/A
9 Type your password in the PASSWORD N/A
field.
10 Click the OK button. The Trnseport
Proposal and
Estimates System
main window will
appear.
* Continued on Following Pag:
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Creating a Project Estimate Template

(continued)

Trns-port PES

Fle Edit Wiew Utlities Window Help

1xBas

(Trnseport Proposal and Estimates System Main Window)

Adding a Project I | Click the ProsECTS [®2] button. The Projects
window will appear.

Continued on Following Page
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Creating a Project Estimate Template

(continued)

- [0Ol x|
Proectlumber  FeteralStateProecthumber  Descrbton  wes

(Projects Window)

12 Right-click anywhere on the Projects A right-click menu
window. will appear.

Add
Change
Delete, ..

Tabbed Folder Add

Tabbed Folder Change
Tabbed Folder View

Project

Cateqgory Lisk

PES Worksheest

Breakdown Lisk

County Information Lisk
Pay Adjustment Indices List

Run Process...

13 Select TABBED FOLDER ADD from the The Add Project
menu. window will appear.

® o

Continued on Following Page
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Setting up a Project

Creating a Project Estimate Template

(continued)

ji Add Project

General |Counties| Categories | Fun-:in:;l Fay Adjust | Breakdowns | Worksheet | Attachments |

=]y

—f* page1—{" page2

Project Mumber:
TIP 1:
TIP 3:
Federal Aid Mumber:
Description (County / TIP):
Short Type of Work 1:
Project Location 1:
Project Location 2:
Federal Aid Prefix
Beginning Station:
Ending Station:

Spec. Year.

Proposal ID:

TIP 2:

TIP 4:

Division:

Unit System: |E

Route:

WBS Mumber:

General Tab

(Add Project Window — General Tab Page 1)

14

Type the project number in the
PROJECT NUMBER field.

FZNOTE: Attach the following suffix if
applicable:
-ST (for Structure projects)

As soon as you leave
this field, the
associated WBS
number will appear
in blue beside the

-RW (for Roadway projects) WBS NUMBER field.
Project Number: |DAQDDT10A-RW ~_ Spec. Year. Proposal ID:
TIP 1: TIP 2:
TIP 3: TIP 4:
Federal Aid Mumber: Division:
Description (County / TIP): \
Short Type of Work 1: I
Project Location 1: D
Project Location 2:
Federal Aid Prefix Lnit System: |E
Beginning Station: Route:
Ending Station: WBS Number: 45066.3.5T2
\/

o

Continued on Following Page
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Creating a Project Estimate Template

(continued)

15

Select the specification year from the
drop-down list in the SPEC. YEAR field.

N/A

16

If applicable, type the TIP number in
the TIP 1 field.

CZNOTE: If there are multiple TIP
numbers associated with the
project, type them into the
additional TIP fields.

N/A

17

Type the federal aid number in the
FEDERAL AID NUMBER field.

F7NOTE: If the project is state-funded,
type STATE FUNDED in this
field.

N/A

18

Select the division number from the
drop-down list in the DIvISION field.

N/A

19

Type the county name and TIP
number in the DESCRIPTION field.

N/A

20

Type a brief description in the SHORT
TYPE OF WORK 1 field.

N/A

21

Type the project location in the
PROJECT LOCATION 1 field.

F7NOTE: If this is more characters than
the field will accommodate, use
Project Location2 for the
remainder.

N/A

22

Select the federal aid prefix from the
drop-down list in the FEDERAL AID
PREFIX field.

N/A

FZNOTE: You will not need to type any values in the BEGINNING
STATION and ENDING STATION fields.

Continued on Following Page
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Setting up a Project

Creating a Project Estimate Template

(continued)

23

Select English, Metric or Neutral from
the drop-down list in the UNIT SYSTEM
field.

N/A

24

Type the route number in the ROUTE
field.

N/A

25

Type the WBS number (that appears in
blue) in the WBS NUMBER field.

N/A

i Add Project

General | Counties | Cate

26

Click the PAGE 2 radio button:

Page 2 of the
General tab will
appear.

Continued on Following Page
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Creating a Project Estimate Template

(continued)

-1o/x]

General | Cnuntiesl Categories | Fun-:in;l Fay Adjust | Breakdowns | Worksheet | Attachments |

—{" page 1—{+ page 2

Estimated Amt. of F*rnject: Urban/Rural Class: |

Date of Quantity Estimatinn] 00/00/0000 ﬂ Longitude of Midpoint: |— (DDMMES)
Date of Cost Estimatinn:l 00/00/0000 @ Latitude of Midpoint: | (DDDMMES)
Control Group: ID.ALADM Quantity Estimator; |

Type of Road: | Cost Estimator: |

(Add Project Window — General Tab Page 2)

F7NOTE: Leave the ESTIMATED AMOUNT OF PROJECT field blank.

Continued on Following Page
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Creating a Project Estimate Template

(continued)

27 Type the date the estimate was taken N/A
in the DATE OF QUANTITY ESTIMATION
field.
F7NOTE: If you click the ﬂ button, a
popup calendar will allow you
to select the date so that it
appears in the field.
28 Select your control group from the N/A
drop-down list in the CONTROL GROUP
field.
29 Select the type of road from the drop- N/A
down list in the TYPE OF ROAD field.
30 Select Urban, Rural or [none] from the N/A
drop-down list in the URBAN/RURAL
CLASS field.
31 Type the name of the quantity N/A
estimator in the QUANTITY ESTIMATOR
field.
32 | Click the ™| savE FoLDER button. The information on
the General tab will
be saved

Continued on Following Page
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Creating a Project Estimate Template

(continued)

Counties Tab

-1o/x|

General Counties |Categor1&5 | FLmdingl Pay Adjust | Hreakdowns
Filter:| <Show All= |

Find County: |

33

Click the COUNTIES tab.

The Counties tab
will be brought
forward.

Worksheetl Attachments |

(4dd Project Window — Counties Tab)

34 | Right-click anywhere on the Counties A right-click menu
tab. will appear.
Eilker ...
Select Al
35 Select ApD from the menu. A blank line will
appear highlighted.

Continued on Following Page
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Creating a Project Estimate Template

(continued)

ii Add Project

General Counties | Categories | Fun-:in-;l Fay Adjust

Breakdowns

;Igli]

Wnrksheetl Attachments |

Find County: |

FiI!er:l =5

how All= j

04 CALDWELL -
s CaMDEMN
e CARTERET
mz CaswELL
ma CAT2WEA
o3 CHATHAM
020 CHEROKEE -
. | »
36 Click the drop-down box in the COUNTY | A list of counties
field. will appear.
37 Select a county in which work on the The county name
project will be performed from the list. | will appear in the
COUNTY NAME field.
38 Type the percentage of the project N/A
that will be executed in the selected
county in the PERCENT OF PROJECT
LENGTH field.
Repeat steps 34 - 38 for each county in which the project will
be executed.
39 | Click the | save FoLbER button. The information on

the Counties tab
will be saved

Continued on Following Page
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Creating a Project Estimate Template

(continued)

Categories Tab 40 Click the CATEGORIES tab. The Categories tab
will be brought
forward.

i1; Add Project _ ol x|

Generall Counties Categories | FL||'|-:i|'|-;| Fay Adjust | Breakdowns | Wnrksheetl Attachments |

Find Category: | Fir!er:| =3how All= j
‘Category At Descripion  Federal Work Category  Federal Construction C|

| KN i

~ page1 — page 2

oK

Cancel

Add I'I.I'Iurel

(Add Project Window — Categories Tab)

41 Right-click in the white space on the A right-click menu
Categories tab. will appear.

Eilter ...

Select All

Hide Detail

Continued on Following Page
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Setting up a Project

Creating a Project Estimate Template

(continued)

42 Select App from the menu. A blank line will
appear highlighted
and data entry fields
will appear below.
fi; Add Project ;lglﬁl
Generall Counties Categories |Fun-:in-;| PayAdjust || Ereakdowns | Wnrksheetl Aftachments |
Find Category: | Filger:|<8h0w.ﬂxllb j

Kl | i
~+ pagel — page?2
Category Mumber.: 0K
Category Description:
| Cancel
Proposal Section Numberiw =

Combine wiLike Categories: A

Federal Construction Class:l
Roadway ! Structure ID:|

Major Federal Work Code:
Length Along the Project (I'u'lilesﬂ(ilometers}:lD.DDDU

Width of Resurface fFeetn'Meters]l:kl.DElDD

Add Morﬂ

(Add Project Window — Categories Tab — New Record)

Continued on Following Page
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Creating a Project Estimate Template

(continued)

Creating the 43 Type 0000 in the CATEGORY NUMBER N/A
System Required field.
Category
44 Type SYSTEM REQUIRED N/A
CATEGORY in the CATEGORY
DESCRIPTION field.
45 Select 0010 from the drop-down list in N/A
the PROPOSAL SECTION NUMBER field.
F7NOTE: Leave the COMBINE W/LIKE CATEGORIES check box
checked.
46 Select 0000 from the drop-down list in N/A
the FEDERAL CONSTRUCTION CLASS
field.
47 Select 0000 from the drop-down list in N/A
the ROADWAY/STRUCTURE ID field.
; 48 a N/A
Adding a Click the kel button.
Roadway
Category F7NOTE: If you have already clicked the
AIDK button, ouiilltlot be
able to click the il
button.
If this happens, right-click and
select App from the right-click
menu to add additional records.
49 Type 0001 in the CATEGORY NUMBER N/A
field.
50 Type ROADWAY ITEMS in the N/A
CATEGORY DESCRIPTION field.
51 Select 0001 from the drop-down list in N/A
the PROPOSAL SECTION NUMBER field.
Continued on Following Page=
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Creating a Project Estimate Template

(continued)

F7NOTE: Leave the COMBINE W/LIKE CATEGORIES check box

checked.
52 Select RW from the drop-down list in N/A
the FEDERAL CONSTRUCTION CLASS
field.
53 Select RW1 from the drop-down list in N/A
the ROADWAY/STRUCTURE ID field.

F~7NOTE: The MAJOR FEDERAL WORK CODE field is used only for
federally-funded projects.

54 Type the roadway length in miles or N/A
km (not including length of structure)
in the LENGTH ALONG THE PROJECT
(MILE/KILOMETERS) field.

55 Click the PAGE 2 radio button. Page 2 of the
Categories tab will
appear.

~(" page1 — page 2

Station Id: | oK
Consultant Indicator; [
Mumber DfLanes:l Cancel

Primary County Cnde:| j
Add Mor

Cross Section Cnde:l
Roadway Length: |0.00
Depth of Resurface (In/MMY): |EI.EIEI

56 Enter all information that you have available that is requested
on this window.

57
If you wish to add additional categories, click the u’d LI
button and add the applicable information.

If you are finished adding categories, click the il button.

Continued on Following Page
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Creating a Project Estimate Template

(continued)

Categories for
Non-Participating
Items

58 Click the SAVE FOLDER button.

The information on
the Categories tab
will be saved.

F7NOTE: If any mandatory fields are left blank, an error message
will appear indicating which fields must be populated.

®

If you have non-participating items, you must create additional categories
for each municipality/utility company/developer/railroad/etc. To create
additional categories, repeat steps 42-52, substituting information as

needed:

e Type ROADWAY ITEMS — NPAR (NAME) in the DESCRIPTION

field.

e Select NPAR from the drop-down list in the MAJOR FEDERAL WORK

CLaAsS field.

e Leave the LENGTH ALONG THE PROJECT field blank.

F~7NOTE: You don’t need to enter any information on the Funding,
Pay Adjust and Breakdowns tabs. The required
information will default automatically after you set up the

associated projects.

2-30
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Setting up a Project

Copying a Project

2

When you have created one project (Roadway) for a proposal you will be
able to copy the project and change the applicable information for the
other sections (Structure/etc.).

You will also be able to copy any project if you are creating one that is
similar in the future.

Once you have successfully logged into Trnseport PES:

_lolx

File Edit Yiew Utlites Window Help

[1xBas

(Trnseport Proposal and Estimates System Main Window)

Step

Action

Result

1

Click the PROJECTS button.

The Projects
window will appear

Continued on Following Page
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Copying a Project

(continued)

'DADDT10A

Kl | [
(Projects Window)
Finding the 2 To find the project estimate template, The Filter dialog
Project Estimate click the FILTER Y| button. will appear.
Template

Continued on Following Page
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Setting up a Project

Copying a Project

(continued)

Where
Column:

Operator: Value:

|- | ] ]

0K Cancel | Advanced... | Show All
(Filter Dialog)
3 Select the column you wish to search N/A
from the drop-down list in the COLUMN
field

4 Select Contains from the drop-down list N/A

in the OPERATOR field.

5 Type the search criteria in the VALUE N/A

field.
F~7NOTE: Make sure this is in ALL
CAPS. PES is case sensitive.

6 Click the OK button. Every record
containing the
search criteria will
appear.

7 Find the project estimate template you N/A

wish to copy and click on it to select it.

Continued on Following Page
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Copying a Project

(continued)

Add Ins
Change

Delete. .. shift+Del
Tabbed Folder Add

Tabbed Folder Change

Eilker Ckrl4+F
Sork Ckrl4+3

Copy Special...

Select All Chrla,

From the EpIT drop-down menu, select | The Copy Project
COPY SPECIAL. dialog will appear.

X|

Copy Project Control Mumber: DADD110A-RW

Update WBS

Mew Project Control Number:l After Copying
WBS Mumber: The Project
(1] Cancel |
(Copy Project Dialog)
9 Type the new project number in the N/A
NEW PROJECT CONTROL NUMBER field.

10 Click the OK button. The new project will
appear on the
General tab.

Continued on Following Page
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Setting up a Project

Copying a Project

(continued)

{1 Project DAOO110B-RW

General |Counties| Categories | FLIncin:;l EayAdjust | Breakdowns | ‘Worksheet | Aftachments |

—1al x|

—(* page1—( page2

Project Mumber. DADD110B-RW
TIP 1: |B-5179B
TIP 3:
Federal Aid Mumber |STATE FLUMNDED

Spec. Year: |06
TIP 2:
TIF 4:
Division: [00001

Description (County / TIP):. |BUNCOMBE /B-5179B

Short Type of Work 1: |BRIDGE DECK PRESERVATION

Proposal 10:

Project Location 1:|-26, 1-40, 1-240, US-19/23 (FUTURE I-26), U3-25/70, SR-1001

Project Location 2: |& ISLAND ROAD
Federal Aid Prefix

Beqginning Station:

Ending Station:

Unit System: |E

Route: |I-25

WBS Number:|45066.3.5T2

Update WBS Number

1

You will need to update the WBS
Number to match the new project.

45066.3.5T3

(Copied Project)

11 Edit the existing fields on the General
tab (Pages 1 & 2) to match the
information contained in the new
(copied to) project.

N/A

12 Click the SAVE FOLDER button.

Your changes will
be saved.

NC Department of Transportation
Division Letting Administration
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Customizing a Copied Project

When you have copied the project template and changed the suffix to
reflect the proposal section, you will need to go into the project and
change the applicable information on the Categories tab.

Project DAOO110A-ST (0| x|

General |Counties| Categories | Fun-:in-;l Pay Adjust | Ereakdowns | Worksheet | Attachments |

—* paged1—(" page 2

Project Number: DAOOT10A-5T Spec. Year: |06 Proposal ID: DAOD110
TIP 1. |B-5179B TIP 2:
TIP 3 TIP 4:
Federal Aid Mumber:|STATE FUNDED Division: {00001

Description (County / TIP). |BUNCOMBE [ B-5179B
Short Type of Woark 1: |BRIDGE DECK PRESERVATION
Project Location 1: [I-26, 1-40, 1-240, US-19/23 (FUTURE I-26), US-25/70, SR-1001
Project Location 2: |& ISLAND ROAD

Federal Aid Prefix Unit System: |E
Beginning Station: Route: |I-26
Ending Station: WBS Mumber:|45066.3.5T2 45066.3.5T2
(Copied Project)

From the General tab of the copied project:

Step Action Result
1 Click the CATEGORIES tab. The Categories tab
will be brought
forward.

o

Continued on Following Page
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Customizing a Copied Project

(continued)

i1 Project DAOO110A-ST _ o] x|

Generall Counties Categories |FI.I|'.-'.:ir.;:| Pay --.:_ust| Breakdawns | Worksheetl Attachments |

Find Category: | Filler:l <Show All= j
RW

0001 ROADWAY ITEMS RWA1

L I

 page1 —{ page2

Category Mumber.:[0000
Category Description:|SYSTEM REQUIRED CATEGORY

| Cancel
Proposal Section Number:lDU1U

Combine wiLike Categories: [ Add More
Federal Construction Class:|0000
Roadway / Structure |D-j0000
Major Federal Work Code:
Length Along the Project (MiIesﬂ(iIometers}:lD.DDDD

Width of Resurface fFeetl’Meters):|U.0EIDD

HIEE

(Edit Project Window — Categories Tab)

Because you are may be editing this project template to reflect the
categories required by the associated proposal section, you may need to
delete a category and add a category.

If you need to delete a category:

Deleting a 2 Click on the row you wish to delete to N/A
Category select it.
3 Right-click on the row you wish to A right-click menu
delete. will appear.

Continued on Following Page
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Customizing a Copied Project

(continued)

Select All

Hide Detail
Copy Special

4 Select DELETE from the menu. The following

message will appear.

x

. | Youare about to delete the highlighted rows from the list. Do yau
' wish to continue?

5 Click the YES button. The following

message will appear.

x

& You are about to delete 1 row(s) from the list. Al the funds and
! iteme assodated with the categeries are alzo about to be deleted.
Do you wish to continue?

F7NOTE: Any items on the Worksheet tab associated with the category will

also be deleted.

6 Click the YES button. The selected row
will disappear.

Continued on Following Page
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Customizing a Copied Project

(continued)

7 | Click the =] SavE FoLDER button. The information on
the Categories tab

will be saved.

Adding a 8 Right-click in the white space on the A right-click menu
Category Categories tab. will appear.
Eilter ... E
Select All
Hide Detail
9 Select Abp from the menu. A blank line will
appear highlighted
and data entry fields
will appear below.
Adding Several different categories can be added at this point.
édditiona!r For Roadway Items, see Adding a Roadway Category on page 2-28.
ategory Types For Culvert Items, see Adding a Culvert Category on page 2-40.
For Wall Items, see Adding a Wall Category on page 2-42.
For Structure Items, see Adding a Structure Category on page 2-45.
For NPAR Items, see Categories for Non-Participating Items on page
2-30.
* Continued on Following Pag:
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Customizing a Copied Project

(continued)

Adding a Culvert | Step

Action

Result

Category

Type 0001 in the CATEGORY NUMBER
field.

F~7NOTE: When a project has more than
one category, this number will
increase sequentially as
categories are added.

N/A

Type CULVERT ITEMS in the
CATEGORY DESCRIPTION field.

N/A

Select 0002 from the drop-down list in
the PROPOSAL SECTION NUMBER field.

N/A

F7NOTE: Leave the COMBINE W/LIKE CATEGORIES check box

checked.

Select CV from the drop-down list in
the FEDERAL CONSTRUCTION CLASS
field.

N/A

Select CV01 from the drop-down list in
the ROADWAY/STRUCTURE ID field.

F7NOTE: Multiple culverts in the same
project should be numbered
sequentially. (CV01, CV02,
CV03..))

N/A

F7NOTE: The MAJOR FEDERAL WORK CODE field is used only for

federally-funded projects.

Type the barrel width measurement in
the SKEWED BARREL WIDTH IF OVER 20
FEET (MILES/KILOMETERS) field.

N/A

Type the barrel span measurement in
the BARREL SPAN (FEET/METERS) field.

N/A

Continued on Following Page
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Customizing a Copied Project

(continued)

Click the PAGE 2 radio button.

Page 2 of the
Categories tab will
appear.

" page1 —{* page 2

Station Id: |

Consultant Indicator: [
Fill Depth (FeetMeters): |

OK

Cancel

Primary County Cnde:l

Add Morg

Culvert Cnde:l

Box Length (FeetMeters): |0.00
Barrel Height (Feeh’l‘u‘leters}:m.ﬂﬂ

9

Type the station ID in the STATION ID
field.

N/A

10

If the plans were designed by a
consultant, check the CONSULTANT
INDICATOR check box

N/A

11

Type the fill depth in the FILL DEPTH
(FEET/METERS) field.

N/A

12

Select the county from the drop-down
list in the PRIMARY COUNTY CODE field.

N/A

13

Select the culvert code from the drop-
down list in the CULVERT CODE field.

N/A

14

Type the box length measurement in
the BOX LENGTH (FEET/METERS) field.

N/A

15

Type the barrel height measurement
in the BARREL HEIGHT (FEET/METERS)
field.

N/A

o

Continued on Following Page
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Customizing a Copied Project

(continued)

If you wish to add additional categories, click the jﬂdd Mor

button and add the applicable information.

16
If you are finished adding categories, click the il button.
17 | Click the =/ save FoLbER button. The information on

the Categories tab
will be saved.

—(+ pagel — page2
Category Mumber.|0001
Category Description: [WALL ITEMS

OK

Proposal Section Numher:lDDDS

Combine wiLike Categories: (<]

Federal Construction Class: |"'.fL
Roadway ! Structure 1D: |.".fL1

Cancel

Add M{:-rg

Major Federal Work Code:]] =]
Adding a Wall Step Action Result
Categor ,
gory 1 Type 0001 in the CATEGORY NUMBER N/A
field.
F7NOTE: When a project has more than
one category, this number will
increase sequentially as
categories are added.
2 Type WALL ITEMS in the CATEGORY N/A
DESCRIPTION field.
3 Select 0003 from the drop-down list in N/A
the PROPOSAL SECTION NUMBER field.
F7NOTE: Leave the COMBINE W/LIKE CATEGORIES check box
checked.
- Continued on Following Page'
2-42 NC Department of Transportation

October 3, 2013

Division Letting Administration




Division Letting Administration User Guide

Setting up a Project

Customizing a Copied Project

(continued)

4 Select WL from the drop-down list in N/A
the FEDERAL CONSTRUCTION CLASS
field.
5 Select WL1 from the drop-down list in N/A
the ROADWAY/STRUCTURE ID field.
F~7NOTE: Multiple retaining walls in the
same project should be
numbered sequentially. (WL1,
WL2, WL3...)
F7NOTE: The MAJOR FEDERAL WORK CODE field is used only for
federally-funded projects.
6 Click the PAGE 2 radio button. Page 2 of the
Categories tab will
appear.

(" page1 —{* page 2

Station 1d: |
Consultant Indicator: [

OK

Cancel

Primary County Cnde:l

Substructure Code |

Add Morg

Retaining Wall Type: |

Average Height [Feeh’l‘u‘leters}:lﬂ.ﬂﬂ
‘Wall Length {Feeb’l‘u‘leters}:m.ﬂﬂ

Type the station ID in the STATION ID
field.

N/A

If the plans were designed by a
consultant, check the CONSULTANT
INDICATOR check box

N/A

Select the county from the drop-down
list in the PRIMARY COUNTY CODE field.

N/A

Continued on Following Page
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Customizing a Copied Project

(continued)

10 Select the substructure code from the N/A
drop-down list in the SUBSTRUCTURE
CoDE field.
11 Select the type of retaining wall from N/A
the drop-down list in the RETAINING
WALL TYPE field.
12 Type the average height measurement N/A
in the AVERAGE HEIGHT (FEET/METERS)
field.
13 Type the wall length measurement in N/A
the WALL LENGTH (FEET/METERS) field.
If you wish to add additional categories, click the @
14 button and add the applicable information.
If you are finished adding categories, click the il button.
15| Click the ™| SavE FoLDER button. The information on
the Categories tab
will be saved.

®

®

Continued on Following Page
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Customizing a Copied Project

(continued)

% page1  page2

Category Mumber.|0001
Category Description:ISTRUCTURE ITEMS

OK

Proposal Section Number:lﬂﬂm
Combine wiLike Categories: [
Federal Construction CIass:lST

Roadway ! Structure ID:|EIRI:I1

Major Federal Waork Dnde:[

Length Along the Project EMiIesMilnmeters}:ID.EIEIEIEI

Cut to Out Superstructure Width (FeetMeters):|0.0000

Cancel

Add Morg

Bridge Length (FeetMeters):[0.0000 Mumber of Spans: Bl
Curb to Curb Superstructure Width (FeetMeters):10.0000 Bridge Superstructure Code:
Adding a Step Action Result
Structure 1 Type 0001 in the CATEGORY NUMBER N/A
Category
field.
FZ7NOTE: When a project has more than
one category, this number will
increase sequentially as
categories are added.
2 Type STRUCTURE ITEMS in the N/A
CATEGORY DESCRIPTION field.
3 Select 0004 from the drop-down list in N/A
the PROPOSAL SECTION NUMBER field.
F7NOTE: Leave the COMBINE W/LIKE CATEGORIES check box
checked.
4 Select ST from the drop-down list in the N/A
FEDERAL CONSTRUCTION CLASS field.
5 Select BRO1 from the drop-down list in N/A

the ROADWAY/STRUCTURE ID field.

C7NOTE: Multiple bridges in the same
project should be numbered
sequentially. (BRO1, BRO2,
BRO3...)

Continued on Following Page
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Customizing a Copied Project

(continued)

CZNOTE: If part of the structure contains non-participating items,
you will need to create a second Structure category.

In this category, the value in the MAJOR FEDERAL WORK TYPE

CobE field should be NPAR

The value in the ROADWAY/STRUCTURE ID field should remain

the same as the original.

CZNOTE: The MaJOR FEDERAL WORK CODE field is used only for

federally-funded projects.

Type the structure length in miles in
the LENGTH ALONG THE PROJECT
(MILES KILOMETERS) field.

N/A

Type the out-to-out superstructure
width measurement in the OUT TO OUT
SUPERSTRUCTURE WIDTH
(FEET/METERS) field.

N/A

Type the length of the bridge in the
BRIDGE LENGTH (FEET/METERS) field.

N/A

Type the curb to curb superstructure
width measurement in the CURB TO
CURB SUPERSTRUCTURE WIDTH
(FEET/METERS) field.

N/A

10

Click the PAGE 2 radio button.

Page 2 of the
Categories tab will
appear.

" page1 —* page 2

Station Id: |

Consultant Indicator: [

OK

Cancel

Primary County Cnde:|

Substructure Code

Add Morg

Over/Under Cnde:l
Stage Cnnstructinn:lj

Top Down Construction: [

Continued on Following Page
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Customizing a Copied Project

(continued)

11 Type the station ID in the STATION ID N/A
field.
12 If the plans were designed by a N/A
consultant, check the CONSULTANT
INDICATOR check box.
13 Select the county from the drop-down N/A
list in the PRIMARY COUNTY CODE field.
14 Select the substructure code from the N/A
drop-down list in the SUBSTRUCTURE
CoDE field.
15 Select the over/under code from the N/A
drop-down list in the OVER/UNDER
CoDE field.
16 If the construction will be done in N/A
stages, check the STAGE CONSTRUCTION
check box.
17 If this will be top down construction, N/A
check the Top DOWN CONSTRUCTION
check box.
If you wish to add additional categories, click the @
18 button and add the applicable information.
If you are finished adding categories, click the il button.
19| Click the =] save FoLpEr button. The information on
the Categories tab
will be saved.
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Chapter 3 Quantity Estimation

Importing Pay Iltems from NC Resurfacing Estimate

Design engineers can import their line items from a Resurfacing Export
file into Trnseport by following the steps below:

From the NC Resurfacing Estimate Main window:

-"m NC700.est - NC Resurfacing Estimate

File Actions  Wiew Help
aEE RS EEEHEE= T
= BaDmwmkai:
e O OO = [
I Fay ltems
* F& ltems ] B Joint Repair ] @ Line Remaval ] -+ Traffic Chrl ] ﬁ Hilling ] ? Other ] < Paint Markings ]
\ Fav't Sawing Polyurea Markings & Shoulder @ Stone ] 2222 Thermo Markings ]
@ Adiustments l B Asphat 2 Concrete ] d Ditching ] 42l Erosion Chrl ’K Excarvation
MILE
Adjustment: -
b4
Price: Add Delete | Reset |
| | Type Itern Mo | Quantity | Price | Tatal | »~
31 Milling &sphalt Pavement, 13" Depth 1297000000-E 710 4.00 2840.00
[Ep ASPHALT CONC BASE COURSE. ... 1483000000-E 730 55.00 43450.00
@ 3 ASPHALT COMC IMNTERMEDIATE .. 1432000000-E 2595 E0.00 17700.00
[BE! THERMOPLASTIC PAVEMENT Ma... 4685000000-E 105 1.00 105.00
B THERMOPLASTIC PAVEMENT Ma... 4E686000000-E 835 0.90 805.50
El B THERMOPLASTIC PAVEMENT Ma... 4655000000-E 30 3.00 50.00
&7 THERMOPLASTIC PAVEMENT Ma... 4702000000-E 35 4.00 140.00
Pimay: [ 000 [BE THERMOPLASTIC PAVEMENT Ma.. 4710000000 100 540 540,00
[BE 5" MOMOLITHIC COMCRETE I5LA... 2647000000-E 35.00 40.00 1400.00
Fural: 0.00 @10 16" CONCRETE CURE & GUTTER 2542000000-E 370 20,00 7400.00
En 2-6" COMCRETE CURE & GUTTER 2549000000-E 930 25.00 23250.00
Urban: 0.00 &1z 8" 412" Concrete Curb 2535000000-E 140.00 25.00 3500.00
Totak 181.103.00 @ 13 Concrete Wheelchair Bamps 2B08000000-H 1 120000 120000
otal e 514 4" Concrete Sidewalk 2591000000 25 35.00 875.00
&5 SEEDING & MULCHING 6024000000-E 0.20 10000.00 2000.00
@ 16 Aggregate Baze Course 1121000000-E 275,00 35,00 9625.00 o,
Ready ko pave MUM
(NC Resurfacing Estimate Main Window)
Once everything is correct and ready to be exported:
Exporting the Step Action Result
Trnseport Export 1 The followin
File Click the L'P] EXPORT TRNS*PORT FILE ‘llg
message will appear.
button. g pp

Continued on Following Page

NC Department of Transportation
Division Letting Administration

3-1

October 3, 2013



Quantity Estimation Division Letting Administration User Guide

Importing Pay Iltems from NC Resurfacing Estimate

(continued)

TrnsPort Export Successful

P Successfully created all TrnsPart Import files and saved them to:
\t/ i \Program Files\MCDOTYME Resurfacing Estimate

The exported file will be located in the same directory where the original
estimate file was stored..

& NC Resurfacing Estimate : El[z|
.'!’:

File Edit \iew Favaorites Tools  Help

>
Y

eﬁack = \_/' lﬁ }_\J Search (T Folders | |'cp |3 x

: Address |[h C:\Program Files\WCDOTYNC Resurfacing Estimate v | G0

Asphalt, adb MC700, sk
ADE File f M Resurfacing Estimate File
1KB i iad

MCFO0_0S112,csvw I F00_CWa001 110, Exk
Microsoft Excel Comma Separ... E Drocument
JEB S R

paink. txk PayItemErrorlog. bxk
Text Docurment Text Document
3KE 1KB

Resurface.exe SampleEstimate, est
M Resurfacing Estimate f M Resurfacing Estimate File
Morth Carolina Depk of Transp..,  HS0% 1KE

SampleEstimate_Mew Project, bxk w:‘ ; SamplePayItems.ini
Texk Document = Configuration Settings
1kKE z AKE

A separate file will be created for each project in the estimate.

The files will be named [Estimate File Name]_[Project Number].txt

Continued on Following Page
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Importing Pay Iltems from NC Resurfacing Estimate

(continued)

Once you have successfully logged into Trnseport PES:

The Projects

Importing the 2 Click the ™| PROJECTS button. ) )
window will appear

Trnseport Export
File into PES

-, Projects — | O |£I

DADOT10A-5T STATE FUNDED BUMCOMBE / B-51798 45066.3.5T2
DADO110B-RW STATE FUMDED BUMCOMBE / B-51798 45066.3.5T3
| Kl o

(Projects Window)

3 Right-click on the project you wish to | A right-click menu
edit. will appear.

F7NOTE: See Finding the Project
Estimate Template on page 2-
32 to locate the project.

®

Continued on Following Page
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Importing Pay Items from NC Resurfacing Estimate

(continued)

Add
Change
Delete. ..

Tabbed Folder Add
Tabbed Eolder Change

Tabbed Folder Yiew

Project

Cateqgory Lisk

PES Worksheet

Breakdown List

County Information Lisk
Pay Adjustment Indices Lisk

Run Process...

4 Select TABBED FOLDER CHANGE from
the menu.

The project will
open to the General
tab.

Item Interface in the DESCRIPTION
column.

5 Click the ATTACHMENTS tab. The Attachments
tab will be brought
forward.

6 Double-click the line with GeoPak Line | The GeoPak Line

Item Interface
window will appear.

Continued on Following Page
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Importing Pay Items from NC Resurfacing Estimate

(continued)

E:ﬂ SpecsGeopak - [GEOPAK - LINE ITEM INTERFACE FOR THE PROJECT DACO110A-RW |
File Window Help

_ o] x|
=12 x|

5

File name : I | Select File...
Specyesr: I 06
Praject numher : IDAUUHUA-P\W
Categony nurmber IDD':”
Starting line number :IDDD5
Ling itern increment ; |05
Line ltems tanipulation ak
Add to empty category
Append items to end
E it
o | 2l
[Feady A
(GeoPak Line Item Interface Window)
7 Click the SELECT FILE button. The Select File
dialog will appear.

Continued on Following Page
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Importing Pay Iltems from NC Resurfacing Estimate

(continued)

Select File

~IDADO11D_4506 /2010 12:2...

File pame:  [DAD0110_45066.3.5T2 Open

Files of type: | Text Files " TXT) =l ﬂl

(Select File Dialog)

Find the file you wish to import and N/A
click on it to select it.

This will be the file exported from NC Resurfacing Estimate.

Files will be named:
[Estimate File Name]_[Project Number].txt

Click the OPEN button. The file name and its
location will appear
in the FILE NAME
field.

FZ7NOTE: The specification year and number of the current
project will default into the SPEC YEAR and PROJECT
NUMBER fields.

Continued on Following Page
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Importing Pay Iltems from NC Resurfacing Estimate

(continued)

10

The CATEGORY NUMBER field will
default to 0001 (the participating
category).

If any items are non-participating,
change this to the appropriate non-
participating category.

If you have both, you will be able to
change this manually on the worksheet
tab after the import.

N/A

F7NOTE: If the project is empty, the STARTING LINE NUMBER field
will contain 0005. This will be the beginning number of

the item list.

The Line Item Increment field will contain 005. The
line items will increase by this increment.

11

Click the Abbp TO EMPTY CATEGORY
radio button.

FZNOTE: If you wish to append the items
to an existing list, click the
APPEND ITEMS TO END radio
button.

The items will be
added to the empty
Worksheet tab.

12

Click the OK button.

The interface will
validate the data and
generate a message
indicating the
number of records
that have been
imported.

CZNOTE: If the Item Number is not in the Master Pay Item List
and/or a Quantity in a Resurfacing row is zero, an error
report will be generated. The line items that appear on the
error report must be manually entered on the Worksheet.

If you have an error, it will be indicated in the message

that appears.

Continued on Following Page
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Importing Pay Iltems from NC Resurfacing Estimate

(continued)

x

v, Total number of records read ¢ 19
f.-' Total number of records written : 19

Successfully updated all the line items

13 Close the project. N/A

14 Re-open the project. N/A

F7NOTE: This must be done to refresh the data.

15 Click the WORKSHEET tab. The Worksheet tab
will be brought
forward.

FZ7NOTE: The Resurfacing items should appear on the worksheet
tab.

Resurfacing Error The Resurfacing error report will appear in the same folder as the original
Report Resurfacing import file. It will be named ERR_(name of the original
file).

You will need to correct any errors and add the pay items on the report
manually.

FZ7NOTE: If you are unable to add an item, it may not be in the Master Pay
Item List (MPIL).
Check the MPIL online. Then contact the Help Desk with
questions about what item to use.

3-8 NC Department of Transportation
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Importing Pay Items from GeoPak

Roadway Design engineers can import their line items from a GeoPak
file into Trnseport by following the steps below:

Once you have successfully logged into Trnseport PES:

From the Projects window:

-10] |
DADO110A-ST STATE FUMDED BUMCOMBE / B-5179B 45066.3.5T2
DADO110B-RW STATE FUMDED BUMCOMBE /B-5179B 45066.3.5T3

| Kl L

(Projects Window)
Step Action Result

1 Right-click on the project you wish to | A right-click menu
edit. will appear.

CZNOTE: See Finding the Project Estimate Template on page 2-
32 to locate the project.

Continued on Following Page
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Importing Pay Items from GeoPak

(continued)

Add
Change
Delete. ..

Tabbed Folder Add
Tabbed Eolder Change

Tabbed Folder Yiew

Project

Cateqgory Lisk

PES Worksheet

Breakdown List

County Information Lisk
Pay Adjustment Indices Lisk

Run Process...

Item Interface in the DESCRIPTION
column.

2 Select TABBED FOLDER CHANGE from The project will
the menu. open to the General
tab.

3 Click the ATTACHMENTS tab. The Attachments
tab will be brought
forward.

4 Double-click the line with GeoPak Line | The GeoPak Line

Item Interface
window will appear.

Continued on Following Page
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Importing Pay Items from GeoPak

(continued)

F:ﬂ SpecsGeopak - [GEOPAK - LINE ITEM INTERFACE FOR THE PROJECT DAOOT10E

File Window Help

~ol x|

=151

x|

File narme : ||

SpEeCyYear: I 0G

Projectnumber:  |DADDT10B-R

Category number : IDD':”
Starting line number :IDUU5

Select File... |

ine item i - |00&
Line item increment oF.
Line lterns kanipulation
Add to empty categony
Append items to end Ext
<] | _>I_I
[Feady L
(GeoPak Line Item Interface Window)
5 Click the SELECT FILE button. The Select File
dialog will appear.

Continued on Following Page
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Division Letting Administration

3-11
October 3, 2013




Quantity Estimation

Division Letting Administration User Guide

Importing Pay Items from GeoPak

(continued)

=™ Select File £|

=3

Loalk in: . Geopak j L] IfF '

+| Date modified

B-5179C 11/15/2010 12:2...

< | ]

File pame:  [B-5175C Open
Files of type: ITe:.i Files {* TXT) j Cancel |
(Select File Dialog)
Find the file you wish to import and N/A

click on it to select it.

Click the OPEN button. The file name and its
location will appear
in the FILE NAME
field.

FZ7NOTE: The specification year and number of the current
project will default into the SPEC YEAR and PROJECT
NUMBER fields.

The CATEGORY NUMBER field will N/A
default to 0001 (the participating
category).

If all items are non-participating, change
this to 0002.

If you have both, you will be able to
change this manually on the worksheet
tab after the import.

Continued on Following Page
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Importing Pay Items from GeoPak

(continued)

CZNOTE: If the project is empty, the STARTING LINE NUMBER field

will contain 0005. This will be the
the item list.

beginning number of

The Line Item Increment field will contain 005. The
line items will increase by this increment.

9 Click the ADD TO EMPTY CATEGORY The items will be
radio button. added to the empty
FZ7NOTE: If you wish to append the items Worksheet tab.

to an existing list, click the
APPEND ITEMS TO END radio
button.

10 Click the OK button. The interface will

validate the data.
F7NOTE: If the Item Number is not in the Master Pay Item List
and/or a Quantity in a GeoPak row is zero, an error
report will be generated. The line items that appear on the
error report must be manually entered on the Worksheet.
If you have an error, it will be indicated in the message
that appears.
x
@ Total number of records read  : 28
W Total number of records written : 28
successfully updated all the line items
11 Close the project. N/A
12 Re-open the project. N/A

F7NOTE: This must be done to refresh the data.

Continued on Following Page
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Importing Pay Items from GeoPak

(continued)

13 Click the WORKSHEET tab. The Worksheet tab
will be brought
forward.

FZ7NOTE: The GeoPak items should appear on the worksheet tab.

GeoPak Error The GeoPak error report will appear in the same folder as the original
Report GeoPak import file. It will be named ERR _(name of the original file).

You will need to correct any errors and add the pay items on the report
manually.

FZNOTE: If you are unable to add an item, it may not be in the Master Pay
Item List (MPIL).
Check the MPIL online. Then contact the Help Desk with
questions about what item to use.

3-14 NC Department of Transportation
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Importing Pay Iltems from SAPW

If you receive a SAPW file that you must import into Trnseport, do the
following:

Once you have successfully logged into Trnseport PES:

From the Projects window:

-10] |
DADO110A-ST STATE FUNDED BUNCOMBE / B-5179B 45066.3.5T2
DADO110B-RW STATE FUNDED BUNCOMBE / B-51798B 45066.3.5T3

| Kl L

(Projects Window)
Step Action Result
1 Right-click on the project you wish to | A right-click menu
edit. will appear.

CZNOTE: See Finding the Project Estimate Template on page 2-
32 to locate the project.

Continued on Following Page
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Importing Pay Iltems from SAPW

(continued)

Add
Change
Delete. ..

Tabbed Folder Add
Tabbed Eolder Change

Tabbed Folder Yiew

Project

Cateqgory Lisk

PES Worksheet

Breakdown List

County Information Lisk
Pay Adjustment Indices Lisk

Run Process...

2 Select TABBED FOLDER CHANGE from
the menu.

The project will
open to the General
tab.

3 Click the WORKSHEET tab. The Worksheet tab
will be brought
forward.

4 Select IMPORT, then LOAD WORKSHEET | The Select Input

DATA from the FILE drop-down menu. File dialog will
appear.

Continued on Following Page
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Importing Pay Iltems from SAPW

(continued)

;. Import CSV Format X

Lookin: | . SAPW ~| & & ef B

Mame =
=

<

File name: |SAP‘.’I.|' Load B-5175E

Open

Files of type:  |CSV Format (*.CSV)

j Cancel |

(Select Input File Dialog)

9 Find the file you wish to import and N/A
click on it to select it.

10 Click the OPEN button. The file data will
appear on the
Worksheet tab.

11| Click the | SAvE FoLpER button. The information on
the Worksheet tab
will be saved

o

Continued on Following Page
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Importing Pay Iltems from SAPW

(continued)

If you receive this message one of the following has occurred:

x

Field 'Ttem Mumber' contains an invalid value,

e There is an error, (typographical or lowercase character) in
this field. You will need to correct it in order to move on.

e The item you have chosen has been rendered obsolete by
changes in business rules dealing with the payment of items.

FZ7NOTE: This occurs when entering the item number and will not
allow you to continue without correcting it.

3-18 NC Department of Transportation
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Adding Pay Iltems Manually

Pay items are grouped by categories. Estimators will enter items and
quantities needed to complete a project in the appropriate category. Do
not enter any items (except force account items) in Category 0000.

@ ®

Once you have successfully logged into Trnseport PES:

From the Projects window:

BU BE /B-51798 3
DADOT10A-3T STATE FUMDED BUNCOMBE /B-51798 45066.3.5T2
DADOT10B-RW STATE FUNMDED BUNCOMBE /B-5179B 45066.3.5T3
KN o

(Projects Window)

Step Action Result

1 Right-click on the project you wish to | A right-click menu
edit. will appear.

F7NOTE: See Finding the Project Estimate Template on page 2-
32 to locate the project.

Continued on Following Page
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Adding Pay Items Manually

(continued)

Add
Change
Delete. ..

Tabbed Folder Add
Tabbed Folder Change

Tabbed Folder Yiew

Project

Cateqgory Lisk

PES Worksheet

Breakdown Lisk

County Information Lisk
Pay Adjuskment Indices Lisk

Run Process...

Select TABBED FOLDER CHANGE from
the menu.

The project will
open to the General
tab.

Click the WORKSHEET tab.

The Worksheet tab
will be brought
forward.

Right-click anywhere on the Worksheet
tab.

A right-click menu
will appear.

Filker ...

Select Al

Select ADD from the menu.

A blank line will
appear highlighted.

[ ]

®

Continued on Following Page
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Adding Pay Items Manually

(continued)

Click the III down-arrow

button beneath the CATEGORY NUMBER
column.

The Categories
dialog will appear.

Project DADD110A-5T

L

SYSTEM REQUIRED CATEGORY
STRUCTURE ITEMS

| o

OK Filter | Sort | C.Ellmell Help |

(Categories Dialog)

Click on the category to select it.

FZNOTE: Category 0000 is only used for
Force Account Items.

N/A.

Click the OK button.

The CATEGORY
NUMBER field will
contain the selected
category.

Continued on Following Page
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Adding Pay Items Manually

(continued)

Click the III down-arrow

button beneath the ITEM NUMBER
column.

The Items dialog
will appear.

i 06 Unit Systems "N','E'

0000400000-M
0000700000-M
0000720000-M
00002800000-M
00002810000-M
0000820000-M

L

MOBILIZATION

COMNSTRUCTION SURVEYING
FIELD OFFICE

FIELD OFFICE

GEMERIC MISCELLAMEOQLUIS ITEM (M
GEMERIC MISCELLAMEOLUIS ITEM (M
GEMERIC MISCELLAMEOQLUS ITEM (D

0K Filter | Sort | Cancel

LS LE
MO

MO

MHR

DAY

(Items Dialog)

10

Click on the item to select it.

F7NOTE: To make it easier to find
specific items, see Filtering
Data in the Item List on page
3-42 or Creating a Saved
Filter on page 3-45.

N/A

If you would like to add multiple items at the same time, hold
down the key and click each item you wish to add.

11

Click the OK button.

All information
associated with the
selected item(s) will
fill all applicable
item fields.

Continued on Following Page
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Adding Pay Items Manually

(continued)

12 Type the item quantity in the N/A
BREAKDOWN QUANTITY field.

If you added multiple items, you will
need to do this for each item you added.

F7NOTE: This field is formatted to accept
whole numbers and up to 3
decimal places.

FZ7NOTE: If you added multiple items, you will now have a line for
each item selected.

If consecutive items fall within the same category follow these
steps:

For any new lines that do not contain category numbers:

a Click on the CATEGORY NUMBER The Category
column heading Number column
will be selected.

F7NOTE: Make sure the first line of the selected area contains the
category number you wish to use.

b Select RANGE FILL, then FILL DOWN The selected
from the EpIT drop-down menu. category number
will fill all the way

down that column

All Master Pay Items should be available in the list of items.

If an item you need is not in the list, pick an appropriate generic
or skeleton item and customize it for you use.

Continued on Following Page
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Adding Pay Items Manually

(continued)

13 For generic and skeleton items, you N/A
must type the entire description in the
SUPPLEMENTAL DESCRIPTION field,
especially for resurfacing items.
CZNOTE: This field is required for generic and skeleton items and
can accommodate up to 40 characters.
An additional SUPPLEMENTAL DESCRIPTION field is
provided if needed.
Supplemental descriptions must be uniform in their
syntax. See Appendix B for examples.
When all of the pay items have been entered, you must:
e Assign Breakdown IDs
e Assign Breakdown Item Line Numbers
e Assign Project Item Line Numbers
FZ7NOTE: This will also need to be done after each new session.
Assigning 14 Type 001 in the first field in the N/A
Breakdown IDs BREAKDOWN ID column.
CZNOTE: BREAKDOWN ID is a system-
required field and will always
have a value of 001. If
information is pulled from the
NC Resurfacing Program, it
will have an extra leading zero.
15 Click on the BREAKDOWN ID column The Breakdown ID
heading column will be
selected.
16 Select RANGE FILL, then FILL DOWN Each line of the
from the EpIT drop-down menu. Breakdown ID
column will be
populated with 001.

Continued on Following Page
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Adding Pay Items Manually

(continued)

Assigning
Breakdown Item
Line Numbers

Assigning Project

Item Line
Numbers

IMPORTANT!

17 Double-click the ITEM NUMBER column | The items will be
heading. listed in ascending
% order.
FZNOTE: You can also click the
SORT button on the Toolbar.

18 Select ASSIGN LINE NUMBERS, then The Breakdown
BREAKDOWN ITEMS from the EpIT drop- | Item Line No.
down menu. column will be

populated.

19 Select ASSIGN LINE NUMBERS, then The Project Item
PROJECT ITEMS from the EpIT drop- Line Number
down menu. column will be

populated.

20 | Click the ] SavE FoLDER button. The information on

the Worksheet tab
will be saved

If you receive this message one of the following has occurred:

Error

Field 'Ttem Mumber' contains an invalid value.

X

e There is an error, (typographical or lowercase character) in
this field. You will need to correct it in order to move on.

e The item you have chosen has been rendered obsolete by
changes in business rules dealing with the payment of items.

CZNOTE: This occurs when entering the item number and will not
allow you to continue without correcting it.

You MUST always sort the ITEM NUMBER column in ascending order
and generate new Breakdown and Project Item Line Numbers after
EACH SESSION.

NC Department of Transportation
Division Letting Administration
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Editing Pay Items

Data-Entry Fields

Inserting Pay

On the Worksheet tab, data-entry fields will have a white background.

To edit text:

Click in any blank field and type
Select existing text and overwrite it or press the key to
delete it.

To insert line items on a worksheet:

Item Rows
Once you have successfully logged into Trnseport PES:
From the Worksheet tab:
Step Action Result
1 Right-click on the row you wish to add | A right-click menu
an item before or after. will appear.
Insert Row
Add Row to End
Delete, ..
Filker ...
Sork ...
Select Al
2 If you wish to add a row BEFORE the | A blank row will
selected row, select INSERT ROW from appear.
the menu.
If you wish to add a row at the bottom
of the list of items, select ADD ROW TO
END.
* Continued on Following Pag:
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Editing Pay Iltems

(continued)

3 Fill in the item information.
CZNOTE: Seec Adding Pay Items Manually on page 3-19.

Be sure to:
e Sort items by Item Number in ascending order
e Assign Breakdown IDs
e Assign Breakdown Item Line Numbers
e Assign Project Item Line Numbers

4 Click the |"H#] SAVE FOLDER button. The edited
information will be

saved

Deleting Pay Item To delete line items on a worksheet:

Rows
From the Worksheet tab:
Step Action Result
1 Right-click on the row you wish to A right-click menu
delete. will appear.
F~7NOTE: If you wish to delete multiple rows, hold down the
key and click each row you wish to delete.
If the rows are sequential, you can hold down the
key and click the beginning and ending rows in the
sequence.
Insert Row
Add Row to End
Delete. ..
Filter ...
Sark .,
Select All
i Continued on Following Page'
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Editing Pay Iltems

(continued)

2 Select DELETE from the menu.

The following
message will appear.

x

b You are about to delete the highlighted rows from the list. Do you

¥ wish to continue?

3 Click the YES button.

The row will be
deleted.

Assign Breakdown IDs

4 Be sure whenever you have deleted rows to:
e Sort items by Item Number in ascending order

[
e Assign Breakdown Item Line Numbers
e Assign Project Item Line Numbers

S Click the SAVE FOLDER button.

The edited
information will be
saved
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Alternate Items

In certain situations, contractors are given the option of selecting between
multiple items to bid. The way to indicate this is with the ALTERNATE
CoDE field.

The Alternate Code is used to differentiate between groups of alternates
and alternates within a group. The first two characters identify the
alternate group and the third character identifies the alternate number.

For example, to define two Roadway items as alternates for one another,
the user would enter AA1 in the ALT CODE field for the first item and
AA2 in the ALT CobE field for the second item. The fact that both codes
begin with AA indicates that a bidder should choose among them.

!XX|1(— Sequential Number
Alternate Group

If a contractor is allowed to choose between 3 different items, for each
ITEM NUMBER, the ALTERNATE CODE fields need to be filled with codes
XX1, XX2, and XX3.

Item Number Example (Single) Roadway Alternate Code Example
0312000000-E AA1
0315000000-E AA2
Item Number Example (Group) Roadway Alternate Code Example
0315000000-E AB1
0316000000-E AB1
0376000000-E AB2
0377000000-E AB2

To indicate that an item is an Alternate Item:

Once you have successfully logged into Trnseport PES:

From the Worksheet tab:
Step Action Result
1 Enter Pay Item information normally. N/A
(See Adding Pay Items Manually on
page 3-19.)
Continued on Following Page
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Alternate Items

(continued)

For each alternate item, type an

alternate code in the ALT CODE field.

N/A
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Force Account Items

You may be required to add items to Federally Funded projects for work
that will be performed by state forces. These are Force Account items.
For force account items, quantity estimators will enter materials, labor,
and equipment costs in the supplemental description and mark these as
non-bid items.

To indicate that an item is an Force Account Item:

Once you have successfully logged into Trnseport PES:

From the Worksheet tab:
Step Action Result
1 Right-click on the row you wish to add | A right-click menu
an item after. will appear.

Insert Row
Add Row to End

Delete, ..

Eilker ...

Sork L,

Select All

Select ADD Row TO END from the menu.

A blank row will
appear.

Select 0000 from the drop-down list in
the CATEGORY NUMBER field.

FZNOTE: This is the category number to
be used for all Force Account
[tems.

N/A

Click the L * | down-arrow

button beneath the ITEM NUMBER
column.

The Items dialog
will appear.

Continued on Following Page
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Force Account ltems

(continued)

MOBILIZATION
0000400000-M COMNSTRUCTION SURVEYIMG
00007 00000-M FIELD OFFICE LS LE
00007 20000-M FIELD QOFFICE MO
0000800000-M GEMERIC MISCELLAMEDQUS ITEM (M e
0000810000-M GEMERIC MISCELLAMEDUS ITEM (M MHR
0000820000-M GEMERIC MISCELLAMEDUS ITEM (D DAY
L4 | _>|_I
0K Filter | Sort | Cancel | Help |
(Items Dialog)
5 Click on the item to select it. N/A
IMPORTANT! ALL force account item numbers are 9 series.
NEVER use any of the other item numbers for Force Account
Items.

If you would like to add multiple items at the same time, hold
down the key and click each item you wish to add.

6 Click the OK button. All information
associated with the
selected item(s) will
fill all applicable
item fields.

7 Type 1 in the BREAKDOWN ITEM N/A
QUANTITY field.

8 Type the total dollar amount of the N/A
Force Account in the ESTIMATED UNIT
PRICE field.

Continued on Following Page
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Force Account ltems

(continued)

Type a description of the item in the
SUPPLEMENTAL DESCRIPTION field.

F7NOTE: All Force Account items require
an entry in the SUPPLEMENTAL
DESCRIPTION field.

N/A

This should be in the following format:
MAT $XX, LAB $XX, EQUIP $XX or
XXSF AT $XX.XX PER SF (or XXM2 AT $XX.XX PER M2)

For example MAT $2,500, LAB $500, EQUIP $500
or 12.5M2 AT $125.27 PER M2.

10 Type Y in the STATE MAT FLAG field. N/A
11 Type Y in the PRICE LOCK FLAG field. N/A
12 Type 001 in the first row in the N/A
BREAKDOWN ID column.
F7NOTE: BREAKDOWN ID is a system-
required field and will always
have a value of 001.
If information is pulled from
the NC Resurfacing Program, it
will have an extra leading zero.
13 Click on the BREAKDOWN ID column The Breakdown ID
heading column will be
selected.
14 Select RANGE FILL, then FILL DOWN Each line of the
from the EpIT drop-down menu. Breakdown ID
column will be
populated with 001.
15 Double-click the ITEM NUMBER column | The items will be
heading. listed in ascending
order.
FZ7NOTE: You can also click the
SORT button on the Toolbar.

Continued on Following Page
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Force Account ltems

(continued)

16 Select ASSIGN LINE NUMBERS, then The Breakdown
BREAKDOWN ITEMS from the EpIT drop- | Item Line No.
down menu. column will be

populated.

17 Select ASSIGN LINE NUMBERS, then The Project Item
PROJECT ITEMS from the EpIT drop- Line Number
down menu. column will be

populated.

I8 | Click the ™| sSAvE FOLDER button. The information on

the Worksheet tab
will be saved
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Customizing the Worksheet View

Before you begin the estimation process, you should know how to hide,
display, and move worksheet columns as well as sort and filter data.

Once you have successfully logged into Trnseport PES:
From the Worksheet tab:

ji; Trns-port PES

File Edit View Utilites Window Help

Hiding Columns

([1BaE | BE | & | VI | ¢

Project DAOD110A-ST _ o] x|
Generall Counties | Categories | FL||'|-:i|'u;| PayAdjust | Breakdowns  Worksheet | Attachments |
Find Project ltem Line Number: Flger:|<5h0w All= |

0001 MOBILIZATION 3
0oo1 0oo1 4400000000-E WORK ZOME SIGNS (STAT) SF
Qoo Qoo 4405000000-E WORK ZOMNE SIGNS (PORT) SF
000 0001 4410000000-E WORK ZOME SIGNS (BARR) SF
0001 0001 4415000000-M FLASHING ARROW PHNL TYPE C EA
0001 0001 4420000000-M CHAMGEABLE MESSAGE 3IGN EA
0oo1 0oo1 4430000000-M DRUMS EA
Qoo Qoo 4435000000-M COMES EA
0001 0001 4445000000-E BARRICADES (TYPE I} LF
000 0001 4455000000-N FLAGGER Mo
0001 0001 4465000000-M TEMPORARY CRASH CUSHIONS EA
0001 0001 4470000000-M REZET CRASH CUZHION EA
0oo1 0oo1 4480000000-M THMIA EA

Qoo Qoo 4485000000-E PORT COMC BARRIER LF —
0001 0001 4500000000-E RESET PORT CONC BARRIER LF
0001 0001 4510000000-M LAW ENFORCEMENT HR

¥ | L | -

L] o

|Ready A

(Worksheet Tab)

[ ]

Continued on Following Page
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Customizing the Worksheet View

(continued)

Insert Row

Add Row to End shift+Ins
Delete, .. Shift+Del
Generate Worksheet Report »

Perform Calculation

HIDE COLUMNS.

Hide colurmns
IIpdake with Hiskarical Price
R.ange Fill »
Step Action Result
1 From the EpIT drop-down menu, select | The Hidden

Columns dialog will
appear.

P Hidden Columns

|

Category Number

Units

Breakdown ID¥
[tem Humber
Description

Lump Sum Units

Breakdown tem Quantity
Estimated Unit Price

Extended Amount

Supp. Desc. Required
Supplemental Description
Supplemental Description Part Two
Estimated Quantity

Breakdown Item Line No.

Proposal Line Humber
Supplemental Proposal Description
Project Item Line Number

Show All

Cancel

(Hidden Columns Dialog)

Click on the names of the columns you
wish to hide.

The column names
you selected will
appear highlighted.

Continued on Following Page
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Customizing the Worksheet View

(continued)

FZNOTE: You should hide the following columns:

Exception Fund Code
Breakdown Item Comment

e Revised Item Price

Breakdown Item Generic Number 1
Breakdown Item Generic String 1

Click the OK button

The columns you
selected will be
hidden.

Displaying If a column is hidden and you wish to see it, follow this procedure.

Hidden Columns

®

Insert Row
Add Row to End Shift+Ins

Delete, .. Shift+Del

Generate Worksheet Report
Perform Calculation

Hide colurmns
IIpdake with Hiskarical Price
R.ange Fill

From the Worksheet tab:

Step

Action

Result

1

From the EpIT drop-down menu, select
HIDE COLUMNS.

The Hidden
Columns dialog will
appear.

Continued on Following Page
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Customizing the Worksheet View

(continued)

P Hidden Columns il

Cateqgory Number Y
Breakdown ID

[tem Number

Description

Units Show All
Lump Sum Units _—
Breakdown ltem Quantity
Estimated Unit Price
Extended Amount OK
Supp. Desc. Required
Supplemental Description
Supplemental Description Part Two

Estimated Quantity Cancel
Breakdown Item Line No.
Proposal Line Number
Supplemental Proposal Description
Project ltem Line Number |
(Hidden Columns Dialog)

2 Click the SHOw ALL button. The hidden columns
will appear at the
end of the
worksheet.

FZ7NOTE: You will not be able to unhide columns individually.
Instead, you would SHOW ALL, then repeat the Hiding
Columns procedure for the columns you want hidden.

Continued on Following Page
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Customizing the Worksheet View

(continued)

Moving Columns  You will be able to click and drag to re-arrange columns.

From the Worksheet tab:
Step Action Result
1 Click the heading of the column you The column has
wish to move. Keep holding down the been moved to its
mouse button and drag it to its new new destination.
location on the worksheet.

Here is a suggested order of columns:

Category Number

Breakdown ID

Item Number

Description

Units

Lump Sum Units

Breakdown Item Quantity

Alt Code

. Supplemental Desc Required
1 0 Supplemental Description

11. Supplemental Description Part Two
12. Estimated Unit Price

13. Extended Amount

14. Price Lock Flag

15. State Mat Flag

16. Supplemental Proposal Description
17. Proposal Line Number

18. Breakdown Item Line Number
19. Project Item Line Number

20. Combined Flag

21. Price Source

22. Estimated Quantity

23. Fixed Price

O SN SR W NN

Continued on Following Page
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Customizing the Worksheet View

(continued)

Sorting Data You will be able sort the data in ascending or descending order by
column.

On the Worksheet tab, double-click any column heading to sort by that
column. Double-click again to reverse the sort order.

From the Projects or Worksheet tab:

Step Action Result

1 Click the [*2] SORT button on the The Sort dialog will
toolbar. appear.

pi Sort il

Column
P | ) AsC () DESC

Inserts an
Adds an additional additional sort
sort row after the row before the
row shown row shown
Apply Cancel Add Insert | Delete | Help |
(Sort Dialog)
Cancels the Deletes the
operation selected row
2 Select the column you wish to sort N/A
from the drop-down list in the COLUMN
field.
3 Click the ASC radio button for N/A
ascending or the DESC radio button for
descending.
i Continued on Following Page'
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Customizing the Worksheet View

(continued)

4 Click the AppPLY button.

The data will be
sorted according to
the specified criteria.

FZ7NOTE: You will also be able to access the Sort dialog from the

Inserk Fow
Add Row to End

Delete, ..

Generake Worksheet Report
Perform Calculation

Hide calurmns

Ipdate with Historical Price
Range Fill

Consistency Checking
Assign Line Mumbers

Eilker

Copy
Paske

Select Al

Referencing On

right-click menu or by selecting SORT from the EpIT
drop-down menu.

Shift+Ins

Shift-+Del

Zkrl+F
Ckrl+5

Chrl+Z
Chrl+Y

Chrl+a

Continued on Following Page
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Customizing the Worksheet View

(continued)

Filtering Data in From the Worksheet tab:

the Item List

FZ7NOTE: We do not recommend filtering items on the Worksheet tab itself,
only within the Items dialog.

;11 Trns-port PES =|al x|
File Edit Wew Utlites Window Help
1B B#E | =5 viE | ot
{15 Project DAOD110A-ST =]
Generall Countiesl Categories | Fun-:ir.-;l PayAdjust | Breakdowns \Worksheet | Aftachments |
Find Project Item Line Number: | Filger:|=5h0w All= j
0001 MOBILIZATION 5
0001 0001 4400000000-E WORK ZOME SIGNS (STAT) SF
0001 0001 4405000000-E WORK ZONE SIGNS (PORT) SF
0001 0001 4410000000-E WORK ZONE SIGNS (BARR) SF
0001 0001 4415000000-N FLASHING ARROW PML TYPE C EA
0001 0001 4420000000-N CHAMGEABLE MESSAGE SIGN EA
0001 0001 4430000000-N DRUMS EA
0001 0001 4435000000-N CONES EA
0001 0001 4445000000-E BARRICADES (TYPE Iy LF
0001 0001 4455000000-N FLAGGER MD
0001 0001 4465000000-N TEMPORARY CRASH CUSHIONS EA
0001 0001 4470000000-N RESET CRASH CUSHION EA
0001 0001 EA
0001 0001 Down-Arrow Button [ cone garrIER LF
0001 0001 45000000J00-E RESET PORT CONC BARRIER LF
0001 0001 451000080 |LAW ENFORCEMENT HR
¥ | ¥
KN r
|Ready v
(Worksheet Tab)
Step Action Result
1 Click the ¥ | pown-arrOW The Items dialog
button beneath the ITEM NUMBER will appear.
column.
CZNOTE: The items available to your unit will be listed in
ascending order by item number.
Continued on Following Page
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Customizing the Worksheet View

(continued)

MOBILIZATION
0000400000-M COMNSTRUCTION SURVEYING
0000700000-M FIELD QFFICE LS s
0000720000-M FIELD QFFICE MO
0000800000-M GEMERIC MISCELLAMEOQUS ITEM (M MO
00003810000-M GEMERIC MISCELLAMEQUS ITEM (M MHR
0000820000-M GEMERIC MISCELLAMEOQOUS ITEM (D DAY
L | _>I_I
0K Filter | Sort | Cancel | Help |
({tems Dialog)
2 Click the FILTER button. The Filter dialog

will appear.

x
Where
Column: Operator: Value:
0K Cancel | Advanced... | Show All
(Filter Dialog)
3 Select the column you wish to filter by N/A
from the drop-down list in the COLUMN
field.
i Continued on Following Page'
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Customizing the Worksheet View

(continued)

4 Select an operator from the drop-down N/A
list in the OPERATOR field.

Operator Definition
< Less than
<= Less than or equal to
<> Not equal to
= Equal to
> Greater than
>= Greater than or equal to
Contains Contains
Does Not Contain | Does not contain
Like Sounds like
Not Like Does not sound like
5 Type the value you wish to filter by in N/A
the VALUE field.
6 Click the OK button. Only the filtered
items will appear in
the list.

FZ7NOTE: Clicking the SHOw ALL button on the Filter dialog will
remove the filter.

Continued on Following Page
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Customizing the Worksheet View

(continued)

Creating a Saved From the Filter dialog:

Filter
x
Where
Column; Operator: Value:
DK Cancel | Advanced... | Show All
(Filter Dialog)
Step Action Result
1 Click the ADVANCED button. The Advanced
Filter dialog will
appear.
i Continued on Following Page-
NC Department of Transportation 3-45

Division Letting Administration October 3, 2013




Quantity Estimation

Division Letting Administration User Guide

Customizing the Worksheet View

(continued)

P Advanced Filter

Associate With User ID

* UserID
N : - -
ame Il J IUSEH J " Control Group
— Build VWhere Condition
Column: Operator: Value:
g — | pecent|
— Select Where
= Column 1 Andi
{- Hame Operator Value(s) )- or
Insert Row | AddRow |  Delete Row |
Apply | [ save | Delete | cClose | Hep |
(Advanced Filter Dialog)
Type the name of the filter in the NAME N/A
field.
Select the column you are filtering by N/A
from the drop-down list in the COLUMN
field.
Select an operator from the drop-down N/A
list in the OPERATOR field.
Type the value you wish to filter by in N/A
the VALUE field.
Click the ACCEPT button. N/A

Continued on Following Page
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Customizing the Worksheet View

(continued)

7 If this is your only criteria, click the The following dialog
APPLY button. will appear.

If you would like to specify multiple
criteria, skip steps 7 & 8.

Filter Processing il

:l Do you wish to save changes?

8 Click the YES button to save.
Click the No button to apply the filter without saving.

i1 Advanced Filter il
Associate With User ID
& UserID
Name: - IUSER -
J I J I Control Group
— Build Where Condition
Columin: Operator: Value:

ltem Description 1 j ICnntainsj gIWGRK gcoeptl

— Select Where
(+ Column | Anal
(- Hame Operator Value(s) )- or

[tem Description 1 Contains [WORK

Insert Row | AddRow |  Delete Row |

Apply | [ save | Delete | cClose | Heip |

Continued on Following Page
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Customizing the Worksheet View

(continued)

9 Select AND or OR from the drop-down N/A
list in the AND/OR field.
10 Click the AbDD ROw button. A new row will
appear.
11 Select the column you are filtering by N/A
from the drop-down list in the COLUMN
field.
12 Select an operator from the drop-down N/A
list in the OPERATOR field.
13 Type the value you wish to filter by in N/A
the VALUE field.
14 Click the AcCEPT button. N/A
For additional criteria, repeat steps 9-14.
15 Click the AppPLY button. The following dialog
will appear.
x
16 Click the YES button to save.

Click the No button to apply the filter without saving.

Continued on Following Page
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Customizing the Worksheet View

(continued)

Using a Saved From the Filter dialog:

Filter

Operator: Value:

| | [] ]

2. Select the filter name

DK Cancel | Advanced... | Show All
(Filter Dialog)
Step Action Result
1 Click the ADVANCED button. The Advanced
Filter dialog will
appear.
x
Associate With User ID
from the drop-down — Name: | =] | [oseR ] . Userid
rom the drop-down " Control Group

list in the NAME

field. — Build Where Condition
Column: Operator: Value:
e [ — pecen|
— Select Where
Ll Column And!
(- Name Operator Value(s) ) or
Insert Row | AddRow |  DeleteRow |
3. Click the ApPLY
button. > Apply | [ save | Dejete | ciose | e |
(Advanced Filter Dialog)
NC Department of Transportation 3-49
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Chapter 4 Proposal Setup

[}

Setting up a Isroposal

Once all line items and quantities have been completely entered, you
must create a proposal. Once a proposal is built, it will be ready for final
check, final cost estimation, and entering of contract times.

L Trosport PES N ia &1

File Edit Wiew Utlites Window Help

[1xBaz

(Trnseport Proposal and Estimates System Main Window)

Once you have successfully logged into Trnseport PES:

Step Action Result

The Proposals

1 Click the PROPOSALS button. . !
window will appear.

®
4

Continued on Following Page
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Setting up a Proposal

(continued)

|0 x|
Comvactl  Osscipgon  wes

(Proposals Window)

2 Right-click anywhere on the Proposal A right-click menu
window. will appear.

Add
Change
Delete. ..

Tabbed Folder Add

Tabbed Folder Change
Tabbed Folder Yiew

Proposal

Proposal Project List
Proposal Descripkion
Addendurn List
Proposal Ikems
Special Provisions List
Sike Locations Lisk
Section Lisk

Letting Proposals

Run Process...

Continued on Following Page
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Setting up a Proposal

(continued)

Select TABBED FOLDER ADD from the
menu.

The Add Proposal
window will appear.

[Ene] Add Prc-posal

- ol x|

General | Description | Sites | Projects | Special Provisions | Sections | ltems | FY Schedule | Attachments |
—i* page1—{" page2
Contract ID:l Letting Mo.: Call:
Proj/ColTIP: |
Location: |
|
Route T].rpe:l SpecYe ar:l
Route Mumber: Proposal Type:l
Di\ﬂ'sion:l DBE or MB Goals [F’CT}:I
Control Group: |D.&L&DM WB Goals (PCT):.
Counties: | | Goal Type (DBE or MEIMEI}:l
| | TIP #]
wBs:|
(Add Proposal Window — General Tab Page 1)
General Tab 4 Type the contract number in the N/A
CONTRACT ID field.
5 Type the WBS number, County, and N/A
TIP number in the PROJ/CO/TIP field.
6 Type the location in the LOCATION N/A
field.
7 Select the type of route from the drop- N/A
down list in the ROUTE TYPE field.
8 Type the Route number in the ROUTE N/A
NUMBER field.
9 Select the division number from the N/A
drop-down list in the DIvISION field.

Continued on Following Page
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Setting up a Proposal

(continued)

10

Select D*LADM from the drop-down
list in the CONTROL GROUP field.

F7NOTE: The * will be your division
letter.

N/A

11

Select the county from the drop-down
list in the first COUNTIES field.

F7NOTE: If there are multiple counties
associated with the proposal;
select them from the drop-down
lists in the additional COUNTIES
fields.

N/A

12

Select the specification year from the
drop-down list in the SPEC YEAR field.

N/A

13

Select the type of proposal from the
drop-down list in the PROPOSAL TYPE
field.

N/A

14

If applicable, type the DBE or MB goal
percentage in the DBE OR MB GOALS
(PCT) field.

N/A

15

If applicable, type the WB goal
percentage in the WB GOALS (PCT)
field.

N/A

16

Select the goal type from the drop-down
list in the GOAL TYPE (DBE OR MB/WB)
field.

FTZNOTE: If no goals have been set, select
None.

N/A

17

If applicable, type the TIP Number in
the TIP field.

N/A

Continued on Following Page
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Setting up a Proposal

(continued)

18 Type the WBS Number in the WBS N/A
field.
 General | Description
‘ |-r'“ page 1@
19 Click the PAGE 2 radio button.—| Page 2 of the
General tab will
appear.
20 Select the resident engineer from the N/A
drop-down list in the RESIDENT
ENGINEER field.

21 If applicable, type the previous N/A
contract number in the PREV. LET AS
ConTID field.

22 Type the type of work in the SHORT N/A
TYPE OF WORK field.

Continued on Following Page
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Setting up a Proposal

(continued)

Cluster Indicator Whenever proposals are clustered for bidding, the projects involved will
be copied and the additional suffix “C” appended to the project number
(e.g., DO0001-RWC).

The cluster indicator is four characters long. The first two characters will
identify the cluster group. The last two characters identify the entire
cluster sequence (00) or indicate the individual proposals sequentially
(beginning with 01).

Cluster Indicator for entire cluster sequence:

XX00

Cluster Indicator for individual proposal within cluster:

XX01

F7NOTE: Once a clustered proposal has been created, any changes to
the information in individual projects will also have to be
made in the corresponding projects that make up the clustered

proposal.
23 If applicable, type the cluster indicator N/A
in the CLUSTER INDICATOR field.
Description Tab 24 Click the DESCRIPTION tab. The Description tab
will be brought
forward.

Continued on Following Page
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Setting up a Proposal

(continued)

-1o/x]

General Description | Sites | Projects |S|:e=:ielFr-::.isi-::ns Sections | ltems |FYScheduIe|Aﬂachments|

[-

[~

(4dd Proposal Window — Description Tab)

25 Type the description of the proposal N/A
into the large description field provided.

CZNOTE: If you have text copied from
another source, you will be able
to use the paste command.

Projects Tab 26 Click the PROJECTS tab. The Projects tab
will be brought
forward.

Continued on Following Page
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Setting up a Proposal

(continued)

-lolx|

General | Description | Sites PTOJeCTS Special Brovisions | Sections | ltems | F‘H"Schedulel Attachments |
Find Project Control Number: | Fi_lten|=3how All= j
Moves selected
projects up
L l 2
Moves all

projects up _)“"-l “l ‘!’l "'l

Projects Master List:

Find Project Control Number: | FiI1e-r:| =Show All= j
STATE FUNDED BUNCOMBE / B-5179B

DAODT10A-ST STATE FUNDED BUNCOMBE / B-5179B E 06

DAODT10B-RW STATE FUNDED BUNCOMBE / B-5179B E 06

| K »

(Add Proposal Window — Projects Tab)

27 Select the project(s) you wish to add to N/A
the proposal by clicking on them.

If you would like to select multiple projects at the same time,
hold down the key and click each project you wish to
select.

The projects will be
moved to the top of
the window. These
projects will be
associated with the
proposal.

28| Click the &

ADD SELECTED button.

Continued on Following Page
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Proposal Setup

Setting up a Proposal

(continued)

Items Tab

ji; Add Proposal

General | De

scription |

If you have mistakenly moved projects, select the incorrect

project in the top pane of the window and click the j

REMOVE SELECTED button.

29

Click the ITEMS tab.

The following
message will appear.

PES - Proposal Tab Folder X|

& System indicates that you have made changes to the propaosal or
| to the proposal projects which affect the proposal's items list.

‘fou should regenerate or manually assign Section & Line Mumbers,

30

Click the OK button.

N/A

Sites | Projects |S|:e=:i:3lPrc‘.-isicns

Sections

- ol x|

FY Schedule | Aftachments |

RESET FOR] 2710.000
0001 4430000000 DRUMS EA 200.000
0001 44300000004 DRUMS EA 1000.000
0001 4400000000+ WORK Z0NE SF 1337.000
0001 6054000000+ SEEDING AN ACR 1.600
0001 4405000000 WORK Z0NE =1 282.000
0001 44700000004 RESET CRAS EA 3.000
0001 4480000000+ THIA EA 4.000
0001 4485000000+ PORT CONC| LF 2710.000
0001 4415000000 FLASHING Af 6.000
0001 4905000000+ SMOWPLE P EA 78.000
0001 1560000000+ ASP FOR PL4 TON 15.000

Generate Section and Line Numbers |

(Add Proposal Window — Items Tab)

Continued on Following Page
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Setting up a Proposal

(continued)

31 Click the GENERATE SECTION AND LINE | The bid items
NUMBERS button. previously entered
on the project will
appear.
32| Click the || sAvE FoLDER button. The information on
the Items tab will be
saved
Sites Tab 33 Click the Sites tab. The Sites tab will be
brought forward.
ji Add Proposal _|— _||:| il
General | Description Sites | Projects | Special Brovisions | Sections | ltems | FY Schedule | Attachments |
Find Site Number: | Filler:l =Show All> |
KNl | i
-Site Details
(0], |
Cancel |
Addmore |
4| | i
(Add Proposal Window — Sites Tab)
34 Right-click anywhere in the white space | A right-click menu
on the Sites tab. will appear.
i Continued on Following Page'
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Proposal Setup

Setting up a Proposal

(continued)

Hide Detail

35

Select ADD from the menu.

A blank line will
appear highlighted.

36

Type the site number in the SITE
NUMBER field.

F=7NOTE: The first site number will be 00
for Overall Contract Time.
Intermediate items are
sequential (01, 02, etc.)

N/A

37

Select the contract times clause type
from the drop-down list in the
CONTRACT TIMES CLAUSE TYPE field.

F=ZNOTE: There are codes for final and
intermediate contract times.
Choose the appropriate code for
your situation.

N/A

38

If applicable, type the maximum site
time in the MAXIMUM NUMBER OF
DAYS/HRS field.

N/A

39

Type the availability date in the
AVAILABILITY DATE field.

F7NOTE: If you click the ﬂ button, a
popup calendar will allow you
to select the date so that it
appears in the field.

N/A

®

Continued on Following Page
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Setting up a Proposal

(continued)

40

If the availability date is a range, type
the ending availability date for the
project in the END OF AVAILABILITY
DATE field.

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

N/A

41

Type the completion date in the
SPECIFIED COMPLETION DATE field.

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

42

If applicable, type the amount of the
bonus in the BONUS field.

N/A

43

Type the site description in the
DESCRIPTIONI field.

F7NOTE: If the description is longer than
this field will accommodate,
use DESCRIPTION2 for the
remainder.

N/A

e [fthe SITE NUMBER is 00, the description will be Overall

Contract Time.

e Intermediate items are sequential (01, 02, etc.)

e Time and Lane Restrictions should always be last.

44

Type the type the amount of liquidated
damages in the LIQUIDATED DAMAGES
field.

N/A

45

Select the unit from the drop-down list
in the LIQUIDATED DAMAGES UNIT field.

N/A

Continued on Following Page
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Proposal Setup

Setting up a Proposal

(continued)

46 If applicable, type the amount of N/A
substantial liquidated damages in the
SUBSTANTIAL LIQUIDATED DAMAGES
AmMmT field.
47 If applicable, type the start time in the N/A
START TIME field.
48 If applicable, type the END TIME in the N/A
END TIME field.
If you wish to add additional contract times, click the @
49 button and repeat steps 36-48.
If you are finished adding contract times, click the il
button.
S0 | Click the ] sAvE FoLDER button. The proposal folder
will be saved

NC Department of Transportation
Division Letting Administration
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Additional Methods of Review & Entry

Reviewing Data

The above instructions tell you how and what needs to be
entered on the different tabs. The following is a list of
recommended additional tasks to perform while setting up

proposals.

Review any alternate items contained on any projects within the
proposal and update alternate IDs as needed to ensure that
alternates are combined across projects only when desired.

Review the project information (Items, Supplemental
Descriptions [checking to ensure combined items roll up
together], Force Accounts) and make corrections, if necessary.

Copying From
Project to

You may find it easier to create new proposals by copying from
associated projects (within the same contract).

Proposal
Step

Action

Result

Open the associated project.

N/A

Open a new proposal.

N/A

F7NOTE: Make sure all other windows within Trnseport PES are

minimized except the project and

proposal.

Select TILE from the WINDOW drop-
down menu.

The Project and
Proposal windows
will appear side by
side, making it easy
to copy information
from one to the
other.

Continued on Following Page
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Additional Methods of Review & Entry

(continued)

EIE]

File Edit View Utlites Window Help

[ixBos ®HE | S5 v | &)

i3 Add Proposal Bl[=E3]|.. . Project DAOO110ARW _ o] x|

General | Description | Sites | Projects | SpecialFrovsions | sections | tems 11.|_’| General |Cnurmes | categories | Furcinc| Fay Adiust | Breardouns | Worksheet | Attachments |
@ pagei " page2 % page1 (" page2
- .
Contract ID: Letting MNo.: call — X _ .
ProjiColTIP: Project Number: DADDT10A-RW Spec. Year: |06 =
) TIP 1:[B-51798 TIP 2:
Location: —
TIP3 TIP 4:
I Federal Aid Number:[STATE FUNDED Division: Joo001
Route Type SRETICTT N Description (County / TIP): [BUNCOMBE / B-51798
Route Number FATEEE T Short Type of Work 1: [ERIDGE DEGK PRESERVATION
Division: DBE or MB Goals (PCT): Project Location 1: [I-26, 1-40, 1-240, US-19/23 (FUTURE I-26), US-25/70, SR-10071
Control Group: |[DALADM WB Goals (PCT). Praject Location 2 |& ISLAND ROAD
Counties: Goal Type (DBE or MBAVB) Federal Aid Prefix Unit System: |E
TIP # Beginning Station: Route:l\-QB
WBs: Ending Station WBS NumherIIEDEE 38

Al o

Minimized Windows

=0l x| slolx|

|Ready

You will be able to copy and paste data from one window to the
other by using the various methods of copying and pasting.

Select Copry and PASTE from the EpIT drop-down menu.
Use keyboard shortcuts: + C to copy and +V to paste.

NC Department of Transportation 4-15
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Chapter 5 Cost Estimation

Generating Bid-Based Prices

This process assigns each pay item in the proposal an estimated unit price
based on historical information in the system.

By running the process, you will overwrite any previous pricing on all
items, unless the PRICE LOCK field is setto Y.

Once you have successfully logged into Trnseport PES:

Step Action Result

1 Click the 21| PROPOSALS button. The Proposals
window will appear.

_|o| x|

(Proposals Window)

2 Right-click on the proposal number. A right-click menu
will appear.

Continued on Following Page
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Generating Bid-Based Prices

(continued)

fdd
Change
Delete, ..

Tabbed Folder Add
Tabbed Eolder Change
Tabbed Folder Yiew

Proposal

Proposal Project Lisk
Proposal Description
Addendurn List
Proposal Ikems
Special Provisions Lisk
Site Locations Lisk
Section Lisk

Letting Proposals

Run Process...

Select RUN PROCESS... from the menu.

The Processes
dialog will appear.

Generate Preliminary Detail Estimate
Generate Proposal Schedule
Generate Section and Line Mo's

List Contract Proposals

List Proposal Addendums

oK Cancel | Help

X

(Processes Dialog)

Click on Generate Bid-Based Prices to
select it.

N/A

Continued on Following Page
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Generating Bid-Based Prices

(continued)

5 Click the OK button. The Generate Bid
Based Prices dialog

will appear.

Generate Bid Based Prices il

Proposed Letting DE[tEZED."UU."UUUD

Cancel |

Submit Parameters

(Generate Bid Based Prices Dialog)

6 Click the SuBmIT button. The following
message will appear.

Client Job Monitor X|

| Process PESGPBPA submitted.

7 Click the OK button. The following
message will appear.

FZ7NOTE: This could take several minutes before the process
completes.

x

| Profile PESGPEPA for process PESGPEP has completed

Continued on Following Page
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Generating Bid-Based Prices

(continued)

8 Click the OK button. N/A
Once the process has completed, you must determine if it was
successful.
9 Select PROCESS STATUS from the FILE The Process Status
drop-down menu. List window will
appear.

_lgix]

PESGPBP PESGPBPA  |Completed 011  |04:23 04:23

L | ]
(Process Status List Window)
10 Double-click the process name. The Process File
List window will
appear.

Continued on Following Page
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Generating Bid-Based Prices

(continued)

i1 Files for Process PESGPBPA — | Dlil

[ Show system files

[PROCLOG.TXT 2369 08M10/2011 16:24:33

(Process File List Window)

11 Double-click the PROCLOG.TXT file. | The file will open.

i1 Viewing File PROCLOG.TXT for Process PESGPBPA _ | I:Il Xl
—T— [+]+]

| = -l [EZ]efE] === B =

PLTE @ 08/10/2011:16:47 STATE HIGHWLY AGENCY PLGE 1 &

*=INFO,/WARNING/ERROR GENERATE BID-BASED BRICES PROCESSING LOG PESGEBE

* PRIMARY REFERENCE MESSAGE SPECIFIC REFERENCE

b

GENERATION OF BID FRICES WAS COMPFLETED. (M5G: APP0&0L1T7)
GENERATION OF FROPOSAL-LEVEL BID BASED PRICES WAS
COMPLETED. (MS5G: APP0G01E)

This report will tell
you if the process
ran successfully.

Done Print... Save As Text | Save As Rich Text

(PROCLOG.TXT File Window)

[ ]

o

Continued on Following Page
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Generating Bid-Based Prices

(continued)

12 Click the DONE button. The file will close
and you will return
to the Process File
List window.

CZNOTE: Prices are populated to the associated projects and
proposals in the system. This can be viewed through the
Worksheet tab on the proposal of associated projects.

After viewing the PROCLOG.TXT file, you may also want to
see the OUTPUT.TXT file. The OUTPUT.TXT file shows
what prices were assigned to the pay items and what those price
assignments were based on.

13 Double-click the OUTPUT.TXT file. The file will open.

Continued on Following Page
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Generating Bid-Based Prices

(continued)

=10l

[£]1]
| =] | (=]
STATE HIGHWRAY AGENCY DATE : 0B/10/11 &
ELGE : 1
GENERATE BID BASED PREICES
CONTELCT: DROO110 AREL: 13 COUNTY: BUNCOMEE PFROPOSED LETTING DATE: 01/10/11
CONTERACT DESCRIPTICN: 45066.3.3T2 450646.3.5T3 / BUNCOMBE MADISON / B-51789B B5179C WORK TYEE:
ITEM NUMBEE: 0000100000-N ESTIMRTE IS BRASED ON WEIGHTIED RAVEBRGES
50 TH EERCENTILE ITEM 75 TH PERCENTILE
QUANTITY QUANTITY QUANTITY
1.000 <= 1.000 < 2.000
BEST MATCHING AVERAGE: & 134361.88000 QUANTITY LEVEL: * WORK TYEE: #* ARERL: *
ESTIMLTED ERICE : & 134361.88000
ITEM NUMBEE: 1525000000-E ESTIMRTE IS BRASED ON EEGRESSION
TNIT ERICE = EXP |
44,8872 BASED VALUE
+ 359.9417 * 18437 S 1000000 LETTING DATE
+ -0.1667 * LOG |
237.000
) QUANTITY

+ -0.24391 LARERL 13

+ 0.0000 SELSON 1

+ 0.0000 Il Y0RK TYPE
ESTIMLTED ERICE : 5 87.44131

THE ITEM QUANTIITY IS5 BELOW THE STH FERCENTILE AND THEREFCRE THE QUANIITY FOR THE 5TH PERCENTILE WAS USED IN ESTIMATICH.

ITEM NUMBER: 1560000000-E ESTIMATE IS BRSED ON WEIGHTED AVERAGES
0 TH PERCENTILE ITEM 5 TH PERCENTILE
QUANTITY QUANTITY QUANTITY
7 <= 25.000 < 25.000
-
<] | ﬂ_l
Done Print... | Save As Text | Save As Rich Text |

(OUTPUT.TXT File Window)

14 Click the DONE button. The file will close
and you will return
to the Process File
List window.

15 Close the Process File List window. You will return to
the Process Status
List window.

®

Continued on Following Page
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Generating Bid-Based Prices

(continued)

You will need to delete your process from the list.

16 Right-click on the process name. A right-click menu
will appear.

17 Select DELETE from the menu. The following
message will appear.

i'11; Confirm Delete il
Delete row:
Process Name = PESGPBEP
Profile Name = PESGPBPA ?
Yes to All Ho Cancel |

18 Click the YES button. The process will be
deleted.

19 Close the Process Status List window. | You will return to
the Proposals
window.

20 Right-click on the proposal. A right-click menu
will appear.

Continued on Following Page
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Cost Estimation

Generating Bid-Based Prices

(continued)

Add
Change
Delete. ..

Tabbed Folder Add
Tabbed Folder Change

Tabbed Folder Yiew

Proposal

Proposal Project List
Proposal Descripkion
Addendurn List
Proposal Ikems
Special Provisions List
Site Locations List
Section Lisk

Letting Proposals

Run Process...

the menu.

21 Select TABBED FOLDER CHANGE from

The project will
open to the General
tab.

22 Click the ITEMS tab.

The Items tab will
be brought forward.

Continued on Following Page
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Generating Bid-Based Prices

(continued)
_lof x|
General | Description | Sites | Projects | Special Frovisions | Sections [tems |FYScheduIe| Aftachments |
34361.88000
0001|0002 |1525000000-E |ASP COMC SURF CRS SF9.54 TOM 237.000 87 44131
0001|0003 |1560000000-E |ASP FOR PLAMT MIX PGGR4-22 TOM 15.000 444 56000
0001|0004 |4400000000-E |WORK ZOME SIGNS (STAT) SF 3092000 349263
0001|0005 |4405000000-E |WORK ZOME SIGNS (PORT) SF 522.000 13.75000
0001|0006 |4410000000-E |WORK ZOME SIGNS (BARR) SF 458.000 8.19000
0001|0007 |4415000000-M |FLASHING ARROW PML TYPE C EA 14.000 3,220.88000
0001|0008 |4420000000-N |CHAMGEABLE MESSAGE SIGH EA 37.000 11,467 18000 .
0001|0009 |4430000000-N |DRUMS EA 1800.000 4618000 —
0001|0010 |4435000000-N |CONES You will only be 100.000 22 67000
0001|0011 |4445000000-E |BARRICADES (TYPE Il able to update 120800 Y 30.24000
0001|0012 |4455000000-M |FLAGGER unit prices that 204.000 177.05000
0001|0013 |4465000000-N [TEMPORARY CRASH CUSHIONS were assigned to 5.000 521168586
0001|0014 |4470000000-M |RESET CRASH CUSHION pay items. 5.000 2,203.11000
0001|0015 |4480000000-M [THIA 12.000 912047000
0001|0016 |4485000000-E |PORT CONC BARRIER LF 4210.000 2385000
0001|0017 |4500000000-E |RESET PORT CONC BARRIER LF 4210.000 5.68000
0001|0018 |4510000000-N |LAW ENFORCEMENT HR 1404000 54 62354
0001|0019 |4516000000-N |SKINNY DRUM EA 300.000 33.02836
0001|0020 |4685000000-E [THERMO PVT MKG LINES 430 LF 750.000 0.90917
0001|0021 |4686000000-E [THERMO PVT MKG LINES 4120 LF 144.000 077498

ol

Generate Section and Line Numbers |

1.-v

(Items Tab)

Note that the prices are entered to five decimal places.

23 Review the unit prices of the pay items, N/A
changing the prices at your discretion.
24 | Click the (] SavE FoLDER button. Your changes will
be saved.

If you need to add, delete, or change pay items, you must do
so at the project level. These options will be explained in a
following section.

F7NOTE: After making any changes at the project level, you must

generate section and line numbers at the proposal level

again.

5-10
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Locking In Prices

You will be responsible for the final costs associated with every pay item
in a proposal. With the Generate Bid Based Prices process, an average
cost was entered for the pay items. Once you have decided on a final cost
for a line item, you have the ability to lock in that price.

Although, you can change a price manually later if necessary, you should
perform this procedure once you are satisfied with a price.

Once you have successfully logged into Trnseport PES:

1 Click the PROJECTS button. The Proje?ts
window will appear.

- 1ol x|

DADDTI0A-ST STATE FUNDED BUNCOMBE / B-51798B 45066.3.5T2

DADO110B-RW STATE FUMDED BUMCOMBE / B-5179B 45066.3.5T3
| KA | o

(Projects Window)

2 Right-click on the project you wish to | A right-click menu
edit. will appear.

CZNOTE: See Finding the Project
Estimate Template on page 2-
32 to locate the project.

Continued on Following Page
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Locking In Prices

(continued)

Add
Change
Delete. ..

Tabbed Folder Add
Tabbed Folder Change

Tahbed Faolder Yiew

Project

Category List

PES Workshest

Breakdown Lisk

County InfFormation Lisk
Pay Adjuskment Indices Lisk

Run Process...

Select TABBED FOLDER CHANGE from
the menu.

The project will
open to the General
tab.

Click the WORKSHEET tab.

The Worksheet tab
will be brought
forward.

Continued on Following Page
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Locking In Prices

(continued)

‘15 Project DAOD110A-RW - [Of x|

General | Counties | Categories | Fundin;l Pay Adjust | Hreakdowns VWorksheet | Aftachments |

Find Project ltem Line Number: I— Flger:|<5how All= j
o001 0001 WORK ZONE SIGNS (STAT) S 3.49263 1337.000  4,669.646N
o001 o001 4405000000-E |WORK ZOME SIGMNS (FORT) SE 13.75000 240.000 3,300.000M
0001 0001 4410000000-E [WORK ZOME SIGHNS (BARR) SF 8.19000 347.000 2,841.930(M
0001 0001 4415000000-M |[FLASHING ARROW PMNLTYPE C  |EA 3,220.88000 6.000 19,325.280(M
o001 o001 4420000000-M |(CHAMGEABLE MESSAGE SIGH EA 11,467 18000 220000 252277 960N
0001 0001 4430000000-N [DRUMS EA 46.18000 200.000 36,944 000(M
0001 0001 4435000000-N_|CONES EA 22.67000 100000 226| Price Lock
0001 0001 4445000000-E |BARRICADES (TYPE Ill LF 30.34000 1032000 3131 Flag Field
o001 o001 4455000000-M |FLAGGER MD 177.05000 4.000 T0b=
0001 0001 4455000000-M [TEMPORARY CRASH CUSHIONS |EA 5,211.68586 2.000 10,423 372N
o001 o001 4470000000-M |RESET CRASH CLSHION EA 2,203.11000 2.000 4 406 220N
0001 0001 44830000000-M  [TMIA EA 912047000 2.000 T2963.760(M
0001 0001 4435000000-E |[PORT COMNC BARRIER LF 23.85000 1,500.000 35, 775.000(M
o001 o001 4500000000-E |RESET PORT COMC BARRIER LF 5.68000 1,500.000 8,520.000/M
0001 0001 4510000000-M  [LAW ENFORCEMENT HR 54 62354 2864.000 47,194 739N
o001 o001 4810000000-E  |PAINT PYMT MARKINGS 4° LF 0.14000 16,013.000 2241 820N
0001 0001 4320000000-E |[PAINT PVYMT MARKINGS 8" LF 0.50000 200.000 400.000/H
o001 o001 4905000000-N  |SMNOWPLE PYMT MREKER EA 50.54184 58.000 28931.433N

¥ | +* | I 538,501.239

| KN} i
(Worksheet Tab)

5 For each pay item you wish to lock the N/A
price of, type a Y in the PRICE LOCK
FLAG field.

6 | Click the ™| save FoLpEr button. Your changes will

be saved.
NC Department of Transportation 5-13
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Chapter 6 Letting Setup

Updating Project Control at the Project Level

When the project is ready to advertise (the proposals have been
finalized), the estimator must pass the proposals to the letting
administrator (if this is a separate person in your office) to set up a letting
in Trnseport.

FZ7NOTE: You will not be able to view or access the project after performing
this procedure if you are not the Letting Administrator.

To change control settings, perform these instructions on each project
that will be in the letting:

F7NOTE: This must be done both at the Project and at the Proposal level

@ ®

Once you have successfully logged into Trnseport PES:

Step Action Result

1 Click the PROJECTS button. The Proj e?ts
window will appear.

_|o| x|

: DADD110A CSTATEFUNDED ~ BUNCOMBE /B-5179 ~ 45066.3.5T2
DADD110A-ST STATE FUNDED BUNCOMBE / B-5179B 45066.3.5T2
DADO110B-RW STATE FUNDED BUNCOMBE / B-51798B 45066 3.5T3

Kl | B

(Projects Window)
2 Right-click on the project number. A right-click menu

C7NOTE: See Finding the Project will appear.
Estimate Template on page 2-
32 to locate the project.

Continued on Following Page
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Updating Project Control at the Project Level

(continued)

Add
Change
Delete. ..

Tabbed Folder Add
Tabbed Folder Change

Tahbed Faolder Yiew

Project
Category List
PES Workshest
Breakdown Lisk

County InfFormation Lisk
Pay Adjuskment Indices Lisk

Run Process...

Select TABBED FOLDER CHANGE from The project will

the menu.

open to the General
tab.

{15 Project DAOO110A-RW _ ol x|

General | Countiesl Categories | Fun-:ingl FayAdjust | Breakdowns | Worksheet | Attachments |

—(+ page1— (" page2

Project Number:

TIP 1:

TIP 3

Federal Aid Number:
Description (County / TIP):

Short Type of Work 1:

Project Location 1

Project Location 2:

Federal Aid Prefix

Beginning Station:

Ending Station:

DADDT10A-RW
B-51798

Spec. Year
TIP 2:
TIP 4:

STATE FUMDED

Division:

06 Proposal ID: DA0O110

00001

BUNCOMBE / B-5179B

BRIDGE DECK PRESERVATION

I-26, |-40, 1-240, US-19/23 (FUTURE I-26), US-25/70, SR-1001

& ISLAMD ROAD

Linit System:

Route:

WBS Mumber:

E
I-26
45066.3.5T2 45066.3.5T2

(Project Window — General Tab)

Continued on Following Page
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Letting Setup

Updating Project Control at the Project Level

(continued)

—(" page 1+ page 2

4 Click the PAGE 2 radio button. Page 2 of the
General tab will
appecar.
P Project DAOO110A-RW - | Dlll
General | Countiesl Categoriesl Fl.lr.-'.:ir.;:l Pay Adjust | Breakdowns | Worksheetl Attachments |
Estimated Amt. of Project. |0.00 Urban/Rural Class: |U
Date of Quantity Estimation] 08/09/2011 g Longitude of Midpoint: (DDMMSS)

Date of Cost Estimation:| 00/00/0000 @ &

Latitude ofMidpoint:l (DDDMMES)

Control Group: |[eEEIT had Quantity Estimator: |A._I
Type of Road: INTR Cost Estimator:|

(Project Window — General Tab Page 2)

5 Select D*LADM from the drop-down
list in the CONTROL GROUP field.

F7NOTE: The * will be your division
letter.

N/A

6 Click the SAVE FOLDER button.

Your changes will
be saved.

Repeat this process for all projects in this proposal.

When you are ready to advertise, changing the CONTROL
Grour to D*LADM will make this information accessible only
to the Letting Administrator.

NC Department of Transportation 6-3
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Updating Project Control at the Proposal Level

When the project is ready to advertise (the proposals have been
finalized), the estimator must pass the proposals to the letting
administrator (if this is a separate person in your office) to set up a letting
in Trnseport.

CZNOTE: You will not be able to view or access the project after performing
this procedure if you are not the Letting Administrator.

To change control settings, perform these instructions on each proposal
that will be in the letting:

CZNOTE: This must be done both at the Project and at the Proposal level

Once you have successfully logged into Trnseport PES:

Step Action Result

1 Click the *2] PROPOSALS button. The Propqsals
window will appear.

_|O| x|

DAOO110 450 45 3 /BUNMCOMBE MADISOMN B-517¢ 450

(Proposals Window)

2 Right-click on the proposal number. A right-click menu
will appear.

Continued on Following Page
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Letting Setup

Updating Project Control at the Proposal Level

(continued)

fdd
Change
Delete, ..

Tabbed Folder Add
Tabbed Folder Change

Tabbed Folder Wiew

Proposal

Proposal Project Lisk
Proposal Description
Addendurn Lisk
Proposal Ikems
Special Provisions Lisk
Sike Locations Lisk
Seckion Lisk

Letting Proposals

Run Process...

3 Select Tabbed Folder Change from the
menu.

The proposal will
open to the General
tab.

/1. Proposal DA00110

ol x|

General | Descriptionl Sites | Projects |Sr:e::i:—.lFr-:-.izi-:-nz| Sections | ltems |FYScheduIe|Aﬂachments|

—+ page1—{" page2

Contract ID: DADD10 Letting Mo.: L110110A

Call: 001

Proj/ColTIP: |4-5EIEE.3.ST2 45066.3.5T3 / BUMCOMBE MADISON / B-51798B BS179C

LGC&TiGﬂZlI—EE, [-40, I-240, US-19/23 (FUTURE I-26), US-25/70, SR-1001

|&% ISLAND ROAD

Raoute T].rpe:ll— Spec Year:lﬂﬁ—
Route Mumber: IEE Proposal Type:lR&s
Dwision:[00001 DBE or MB Goals (PCT)J3.00
[Control Group:DALADN ] wBGoals (PcTy[
Counties [011 057 Goal Type (DBE or MBAWBY[DBE
| | TIP #|B-5179B

WBS:[45066.3.5T2

45066.3.5T2

(Proposal Window — General Tab)

Continued on Following Page
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Updating Project Control at the Proposal Level

(continued)

4 Select D*LADM from the drop-down N/A
list in the CONTROL GROUP field.

FZ7NOTE: The * will be your division
letter.

S Click the || SAVE FOLDER button. Your changes will
be saved.

Repeat this process for all proposals in this letting.

When you are ready to advertise these proposals, changing the
CONTROL GROUP to D¥LADM will make them accessible only
to the Letting Administrator.

6-6 NC Department of Transportation
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Letting Setup

Setting Up a Bid Letting

At the time of advertisement:

Logging Into Step Action

Result

Citrix 1 Open your web browser.

N/A

2 Type https://gateway.dot.state.nc.us in the address bar.

3 Click the '™ button or press [Entes.

The Citrix Login
Page will appear.

NCDOT Citrix

User name: |

Password:

Use your DOT Active Directory Username/Password,
DOT Help Desk 1-500-365-2775

CiTRIX

(Citrix Login Page)

4 Type your user name in the USER NAME
field.

N/A

Continued on Following Page
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Setting Up a Bid Letting

(continued)

5 Type your password in the PASSWORD N/A
field.
6 Click the LoG ON button. The Citrix Main
Window will
appear.

0 NCDOT CITRIX
. ' NMorth Carolina Department
\'\__,/ Of Transportation

NCDOT Citrix Messages Preferences —

Logged on as: apjohnson

Log Off | Reconnect| Disconnect

D

Applications

Main Select view: | Icons | v

B =

SPECS
NCDOT BSIP Trnsport_LAS Trnsport_PES Workorderxwalk

)

=

Hint: Click Reconnect to resume any paused published resources.

Change Password

Mo issues to report.

CiTRIX

(Citrix Main Window)

Logging Into the 7 Click the TRNSPORT_LAS icon. The Trnseport LAS

Trnseport LAS “i Logon dialog box

Application will appear.
Trnsport_LAS

Continued on Following Page
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Setting Up a Bid Letting

(continued)

Enter User Information

User ID: |

Password: |

0K Cancel

Help |

BASHTO Trns-port, the MASHTO Trns-port logo, LAS,
and the LAS logo are registered tradermarks of the
Prnerican fssociation of State Highway and
Transportation Cfficials.

Portions Copyright € 1997-2007 pOSHTO, Portions
Copyright & 1334-2007 Info Tech, Inc.

CUSTOMIZED BY SPECS  5.9¢c -2

(Trnseport LAS Logon Dialog Box)

8 Type your User ID in the USER ID field. N/A

9 Type your password in the PASSWORD N/A
field.

10 Click the OK button. The Trnseport

Letting and
Awards System
main window will
appear.

Continued on Following Page
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Setting Up a Bid Letting

(continued)

File Edit %ew Utlites Window Help

1xBaz

(Trnseport Letting and Awards System Main Window)

Adding a Bid 1| Click the Bip LETTINGS £ button. The Bid Lettings
Letting Package window will appear.

Continued on Following Page
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Setting Up a Bid Letting

(continued)

_{ofx]

(Bid Lettings Window)

12 Right-click in the white space on the A right-click menu
Bid Lettings window. will appear.
Tabbed Folder Add

Fun Process., ..

13 Select TABBED FOLDER ADD from the The Bid Letting
menu. Tabbed Folder -
Add window will
appear.

Continued on Following Page
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Setting Up a Bid Letting

(continued)

" Bid Letting Tabbed Folder - Add

General

Letting Proposals |

Planholders

Addenda

Letting Mumber:

Date of Letting: | 00/00/0000 gl

Time of Letting:
Status of Letting:

(Bid Lettings Tabbed Folder — Add Window — General Tab)

14 Type the letting number in the N/A
LETTING NUMBER field.
Letting Number Letting Number format is as follows: Letter which
identifies your
Format division
L for LETTING |— LYYMMDDy (A=1, B=2, etc.)
Letting Date
15 Type letting date in the DATE OF N/A
LETTING field.
CINOTE: If you click the ﬂ button, a
popup calendar will allow you
to select the date so that it
appears in the field.
) Continued on Following Page'
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Setting Up a Bid Letting

(continued)

16 Type the letting time in the TIME OF N/A
LETTING field.

IF7NOTE: Use the format H:MM PM

For example:

10:00 AM
2:00 PM
1:45 PM

17 Select SCHD from the drop-down list in N/A

the STATUS OF LETTING field.
18 | Click the M| savE FoLpER button. Your letting has now
been set up.
NC Department of Transportation 6-13
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Linking Proposals to a Letting

Once you have successfully logged into Trnseport LAS:

Step

Action

Result

1

Click the BID LETTINGS button.

The Bid Lettings
window will appear.

i -, Bid Lettings

— 0| x|

(Bid Lettings Window)

Right-click on the bid letting that either
contains your proposal or the one you
set up to place your proposal in.

A right-click menu
will appear.

Continued on Following Page
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Letting Setup

Linking Proposals to a Letting

(continued)

Tabbed Folder Add
Tabbed Folder Change

Tabbed Folder View

Lekting Proposal List
Planhalder Walid Far Bidding Lisk

Run Process...

Select TABBED FOLDER CHANGE from
the menu.

The Bid Letting
Tabbed Folder
window will open to
the General tab.

Click the Letting Proposals tab.

The Letting
Proposals tab will
be brought forward.

Bid Letting Tabbed Folder - Letting L110110A

General Letting Proposal5| Planholders | Addenda | Attachments |
rilgen|{5hnwm|:= j

Find Call Order: I

Kl

=] 4

]

~* pagel " page2

Call Drder:l

Letting Status:| C AwD C CAN C CM

Contract 1D: |

Awarded 1u’endor:l
PASS DATADSS: [

|

ﬁ Status Date:l 00/00/0000 @ Cancel
ﬂ Awarded Amount: |
Advertisement Date: | 00/00/0000 @ Add/More

OK

2l

(Letting Proposals Tab)

®

Continued on Following Page
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Linking Proposals to

(continued)

a Letting

Right-click in the blank area on the

Letting Proposals tab.

A right-click menu
will appear.

Select ApD from the menu.

A blank line will
appear highlighted.

F7NOTE: The CALL ORDER NUMBER field will default to the next

available call order number.

Click the ¥ button beside the

CONTRACT ID field.

The Proposals
dialog will appear.

]
45066.3 ST2 45066 3 ST3 / BUNCOMBE MADISON / B-5 -.

OK Filter | Sort | {:an{:ell

Help |

CZNOTE: Only proposals not already associated with a letting will

appear in this dialog.

7 Click on the contract ID to select it. N/A
8 Click the OK button. The selected
Contract ID will

appear in the
CONTRACT ID field.

Continued on Following Page
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Letting Setup

Linking Proposals to a Letting

(continued)

Type advertisement date in the
ADVERTISEMENT DATE field.

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

N/A

10

If you have additional proposals to link,

. Add M
Click the J button and repeat

steps 6-9.

If you are finished linking proposals,

click the ﬂ button

N/A

11

Click the SAVE FOLDER button.

The proposals have
been linked to the
letting.

IMPORTANT!

Unless you wish to UNDO everything you have just done, DO

NOT move on to the next procedure.

The next procedure is called Unlinking a Proposal from a
Letting. Do not perform this procedure unless you specifically
wish to unlink the proposals from the letting.

NC Department of Transportation
Division Letting Administration

6-17
October 3, 2013




Letting Setup Division Letting Administration User Guide

Unlinking a Proposal from a Letting

IMPORTANT! Please DO NOT perform this procedure unless you are certain you wish
to unlink a proposal from a letting.

There may be an occasion when a proposal is pulled to be advertised at a
later date. Under these circumstances, you will need to unlink the
proposal after it has already been set up and linked to a letting.

To unlink a proposal, do the following:

Once you have successfully logged into Trnseport LAS:

Step Action Result

1| Click the 2 Bip LETTINGS button. The Bid Lettings
window will appear.

(Bid Lettings Window)

2 Right-click on the bid letting that A right-click menu
contains the proposal you wish to will appear.
unlink.

Continued on Following Page
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Letting Setup

Unlinking a Proposal from a Letting

(continued)

Tabhed Faolder Add
Tabbed Folder Change
Tabbed Faolder View

Letting Proposal List
Planhalder Valid Far Bidding Lisk

Run Process, ..

Select LETTING PROPOSAL LIST from the
menu.

The
Letting/Proposals
Bid Letting
Package window
will appear.

. Letting/Proposals Bid Letting Package

=]

(Letting/Proposals Bid Letting Package Window)

Right-click on the proposal that you
want to unlink from the bid letting.

A right-click menu
will appear.

Continued on Following Page
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Unlinking a Proposal from a Letting

(continued)

Change

Tabbed Folder Change
Tabbed Faolder Wiew

Letking Proposal

DBE Contract Comrnitrments Lisk

Flanhalders Lisk
Bidder Information Lisk
Bid Tab Estimation

Run Proc

Select RUN PROCESS... from the menu.

The Processes
dialog will appear.

- Processes

Generate Bid Letting Summary
Generate Bid Tab Analysis
Generate Bid Tab Edit Report
Generate Planholder Reparts
Initialize Letting Proposals

List Bid Tabs

List Bidders

-

oK Cancel | Help |

X|

=

(Processes Dialog)
Select DELETE PROPOSAL FROM BID N/A
LETTING.
Click the OK button. The following

message will appear.

Continued on Following Page
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Unlinking a Proposal from a Letting

(continued)

Delete Warning (1 of 1) Xl
The following tables will be affected:
Bidder's Notes =
Contract Bid Tabs
DBE Contract Commitments s

Vendor Bid Information

-
4 k

Do you want to perform this delete?

Yes Mo |

This process will not actually delete the proposal. It will simply remove
the selected proposal from the letting list. You will still be able to access
the proposal in PES after you run this process.

This will however result in the loss of any planholder information
associated with the proposal from the letting.

8 Click the YES button. The following
message will appear.

Confirm Process Submission X |

Delete association:

Biﬂ Letting Package=L110110A
Letting Call Order=001 ?

Submit Parameters | Cancel

9 Verify that this is the correct proposal, The following
(check the call order number) then click | message will appear.
the SUBMIT button.

[ ]

®

Continued on Following Page
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Unlinking a Proposal from a Letting

(continued)

Client Job Monitor

| Process LASDLETA submitted.

X|

10

Click the OK button.

When the process
has completed the
following message
will appear.

FZ7NOTE: This could take several minutes before the process

completes.

DPS Status Monitor

l Profile LASDLETA for process LASDLET has completed

X|

11

Click the OK button.

12

Select PROCESS STATUS from the FILE
drop-down menu.

The Process Status
List window will
appear.

Continued on Following Page
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Unlinking a Proposal from a Letting

(continued)

T s Status List

Completed

LASDLET

(Process Status List Window)

The Process File
List window will

appear.

13 Double-click the process name.

o] x|

Files for Process LASDLETA
[~ Show system files

(Process File List Window)

14 Double-click the PROCLOG.TXT file. | The
PROCLOG.TXT

window will appear.

Continued on Following Page
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Unlinking a Proposal from a Letting

(continued)

=10l

—— 7]

| =l |=—|—||§|
bAIE : 0B/16/2011:16:08 STATE HIGHWLRY LGENCY ELGE 1 &
*=INFO/WEENING/ERROR DELETE BID LETTING PRCERGE PROCESSING LOG LASDLET
* PRIMLRY REFERENCE MESSLGE SPFECIFIC REFERENCE
I BIDLET QUERY PROPOSAL. SUCCESSFULLY DELETED FROM BID LETTING (MSG: LETTING FROPOSAL INFOEMATICHN

LETTING : L110l110A HNONE) LETTING : L110110A

CRLL : 001 CLLL : 001

LOONTID : DR0O0110

DELETION OF LEITING {(OR LETTING PROPOSZL) FROM LAS WAS
COMFLETED. (M3G: AFP04501)

I BILDLET QUERY
LETTING : L110110A&
CALL : 001

Done Print... Save As Text | Save As Rich Text
(PROCLOG.TXT Window)
15 Click the DONE button. The proposal has
been unlinked from
the letting.

You will need to delete your process from the list.

From the Process File List window:

16 Right-click on the process name. A right-click menu
will appear.

17 Select DELETE from the menu. The following
message will appear.

Confirm Delete il

Delete row:

Process Name = LASDLET
Profile Name = LASDLETA ?

Yes to All No Cancel |
18 Click the YES button. The process will be
deleted.
6-24 NC Department of Transportation
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Letting Setup

Initializing Letting Proposals

You must initialize a proposal in order to advertise it.

Once you have successfully logged into Trnseport LAS:

Step

Action

Result

1

Click the BID LETTINGS button.

The Bid Lettings
window will appear.

— 0| x|

(Bid Lettings Window)

Right-click on the bid letting that
contains the proposal you wish to
initialize.

A right-click menu
will appear.

Continued on Following Page
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Initializing Letting Proposals

(continued)

Tabbed Faolder Add
Tabbed Folder Change
Tabbed Folder View

Lekting Proposal Lisk
Planhalder Walid Far Bidding Lisk

Run Process...

3 Select LETTING PROPOSAL LIST from the | The
menu. Letting/Proposals
Bid Letting

Package window
will appear.

Letting/Proposals Bid Letting Package L

(Letting/Proposals Bid Letting Package Window)

Continued on Following Page
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Letting Setup

Initializing Letting Proposals

(continued)

Select the proposal(s) you wish to
initialize by pressing the key while
clicking on each one.

You can select a series of proposals by
clicking on the first one, pressing the

key, and then clicking on the
last one.

N/A

Right-click the selected proposals.

A right-click menu
will appear.

Change

Tabbed Folder Change
Tabbed Folder Yiew

Letking Proposal

DEE Contrack Cormmitrents Lisk
Planholders List

Bidder Information Lisk

Bid Tab Estimation

Run Process. ..

Select RUN PROCESS... from the menu.

The Processes
dialog will appear.

- Processes

Delete Proposal from Bid Letting
Generate Bid Letting Summary
Generate Bid Tab Analysis
Generate Bid Tab Edit Report
Generate Planholder Reparts

Initialize Letting Proposals
List Bid Tabs
List Bidders ;I
oK Cancel | Help |
(Processes Dialog)

Continued on Following Page

NC Department of Transportation
Division Letting Administration

6-27
October 3, 2013




Letting Setup

Division Letting Administration User Guide

Initializing Letting Proposals

(continued)

7 Select INITIALIZE LETTING PROPOSALS. N/A
8 Click the OK button. The Confirm
Process Submission
dialog will appear.
Confirm Process Submission il
Parameters Cancel |
9 Click the SumIT button. The following
message will appear.
FZ7NOTE: Make a note of the process name.
Client Job Monitor X|
(@B Process LASINITA submitted.
10 Click the OK button. The following

message will appear.

FZ7NOTE: This could take several minutes before the process

completes.

x

:l Profile LASIMITA for process LASINIT has completed

Continued on Following Page
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Initializing Letting Proposals

(continued)
11 Click the OK button. N/A
Once the process has completed, you must determine if it was
successful.
12 Select PROCESS STATUS from the FILE The Process Status
drop-down menu. List window will
appear.

=10l x|

LASINIT LASINITA Completed 081212011 03:03 pm [03:03 pm 03:03 pm 10.219.2 233

L« | o
(Process Status List Window)
13 Double-click the process name. The Process File
List window will
appear.

Continued on Following Page
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Initializing Letting Proposals

(continued)

| - Files for Process LASINITA _ O] x|

[ Show system files

(Process File List Window)

14 Double-click the PROCLOG.TXT file. | The file will open.

If the initialization was successful, the file will contain the
following text: INITIALIZATION OF PROPOSAL
COMPLETED and PROCESS INITIALIZE LETTING
PROPOSALS COMPLETED. There will be no warnings or

errors
Viewing File PROCLOG.TXT for Process LASINITA — I I:Illl
[£]1]
| S~ [p[zufx] EEEIE R I
bLTE @ 08/12/2011:15:03 STATE HIGHWAY AGENCY PAGE 1.
[*=INFO/WARNING/ERROR INITIALIZE LETTING PROPOSALS PROCESSING LOG LASINIT
* PRIMARY REFERENCE MESSAGE SPECIFIC REFERENCE
I LETTING PROPOSALS INITIALIZATION OF PROPOSAL COMPLETED. (MSG: APPOS003)
LETTING : L1101102
CALL : 001
b PROCESS INITIALIZE LETTING PROPOSALS COMPLETED. (MSG: Th's_report will tell
APPO5004) you if the process
“““““““““““““““““““““““ ran successfully.
=
<] ﬂ_l
Done Print... Save As Text | Save As Rich Text
(PROCLOG.TXT File Window)
Continued on Following Page
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Initializing Letting Proposals

(continued)

If the initialization is unsuccessful, try to determine the error(s)
and how to fix it/them from the system prompts.
If you are unable to resolve the error, call the Help Desk.

15 Click the DONE button. The file will close
and you will return
to the Process File
List window.

16 Close the Process File List window. You will return to
the Process Status
List window.

You will need to delete your process from the list.

17 Right-click on the process name. A right-click menu
will appear.

18 Select DELETE from the menu. The following
message will appear.

x

Delete row:

Process Name = LASINIT
Profile Name = LASINITA ?

Yes to All | Ho | Cancel |

19 Click the YES button. The process will be
deleted.

20 Close the Process Status List window. | You will return to
the Bid Lettings
window.
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Advertisement

Chapter 7 Advertisement

®

Before an advertisement for a letting can be generated, you must confirm
the following:

A. The bid letting you wish to advertise has been set up in Trnseport.

B. You have created a letting proposal for each proposal that will be
advertised.

C. All Project Control Groups have been changed to D*LADM
(The * will be your division letter.)

Printing the Advertisement

F=7NOTE: Please note that this is the ADVERTISEMENT REPORT for
CENTRAL LET PROJECTS and portions of this report MAY

NOT BE APPLICABLE for DIVISIONS.

This procedure can also be found in Appendix C — Reports:
Advertisement on page C-13.

Once you have successfully logged into Trnseport LAS:

Step

Action

Result

1

Click the BID LETTINGS button.

The Bid Lettings
window will appear.

Continued on Following Page
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Printing the Advertisement

(continued)

(Bid Lettings Window)

2 Right-click on the bid letting you wish | A right-click menu
to advertise. will appear.

Tabbed Folder Add
Tabbed Faolder Change

Tabbed Faolder Wiew

Letting Proposal Lisk
Planholder valid for Bidding Lisk

Fun Process.,..

3 Select TABBED FOLDER CHANGE from The Bid Letting
the menu. Tabbed Folder
window will open to
the General tab.

Continued on Following Page
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Advertisement
Printing the Advertisement
(continued)
4 Click the Attachments tab. The Attachments
tab will be brought
forward.

Bid Letting Tabbed Folder - Letting L110110M

General | Letting Proposals | Planholders | Addenda

Find : |

RPT17-BIDLET EXT

RW-BIDLET EXT
CR-BIDLET EXT
RPTZ2-BIDLET EXT
RPTZ20-BIDLET EXT

Bid Tabulations Report

Toview saved report(s)
Custom Reports Application
Estimate Vs Low Bidder Report
Proposal Summary Report

Attachments |

Fil;en|~:5hnw All= j

(Attachments Tab)

Double-click CUSTOM REPORTS
APPLICATION.

The SpecsReports
window will appear.

®

Continued on Following Page
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Printing the Advertisement

(continued)

[ specsReports - ||:||£I
File View Reports Window Help

|Ready A

(SpecsReports Window)

Continued on Following Page

7-4 NC Department of Transportation
October 3,2013 Division Letting Administration




Division Letting Administration User Guide

Advertisement

Printing the Advertisement

(continued)

Proposal Item Sheets

Advertisement

Engineer's Estimate »
Praoject Summary

Estimate Vs Low Bidder
Bid Tabulations

From the REPORTS drop-down menu,
select Advertisement.

The Enter
Following Date -
For Advertisement
& Invitation to Bid
Report window will
appear.

Enter Following Date - For Advertisement & Invitation

Advertizement D ate: 040040000 | ﬁ

] Cancel

X|

(Enter Following Date — For Advertisement & Invitation To Bid Report Window)

7

Click the ﬁ button.

A calendar will
appear.

Continued on Following Page
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Printing the Advertisement

(continued)

il 2011 Ll
« w
u Mo Tu We Th Fr S5a
12 3 &4 5 6 T
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26[27 28

75 30 3
8 Select the advertisement date from the N/A
calendar.
9 . oK, The Advertisement
Click the button. & Invitation to Bid
Report will appear.

Continued on Following Page
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Printing the Advertisement

(continued)

_{olx]

File View Reports Window Help

[&@ 1 <
[E Advertisement & Invitation To Bid Report - | Dlil

DIV NO. DIVISION ENGINEER LOCATION TOWN TELFFHONE j
00001 Jerry Jennings. PE 113 AIRPORT DRIVE, SUITE 100 EDENTON (232)482-7977
00002 C.E. Lassiter, I, PE POBOX 15387 GEEENVILLE (252) 330-3490
00005 H. Allen Pope, PE 124 DIVISION DRIVE WILMINGTON (910) 251-5724
00004  Robert W Lewis, PE POBOX 3163 WILSON (232)237-6164
00005 1. Wally Bowman PE 2612 NORTH DUKE STREET DUERHAM (919) 220-4600
00006  Gregory W Burns, PE POBOX 11530 FAYETTEVILLE (910) 486-1493
00007 James M Mills, PE POBOX 14996 GREENSBORO (336) 3343192
00008 Tim Johnson PE PO BOX 1067 ABERDEEN (910) 9442344
0000¢ 5. Pat Ivey,PE 375 SILAS CEEEK PARKWAY WINSTON-SALEM (336) 703-6300
00010  Barry S Moose, PE 716 WEST MATN STREET ALBEMARLE (704) 982-0101
00011  MMfichael A Pettyjohn, PE POBOX 2350 NORTH WILKESEORO  (336) 667-9111
00012 Mchael L Holder, PE POBOX 47 SHELBY (704) 480-3400
00013 Jay J Swain, PE POBOX 3279 ASHEVILE (328) 2516171
00014 Joel B Setzer, FE 253 WEBSTER ROAD SYLVA (328) 586-2141

L I _>I_|
ol )|_I
L

(Advertisement & Invitation to Bid Report Window)

You have now created the information for your advertisement

Continued on Following Page
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Printing the Advertisement

(continued)

At this point, you will need to do the following:

CZNOTE: In order to save the report as a PDF, you must first set
your default printer to deskPDF.
The procedure for Setting deskPDF as The Default
Printer are on page C-1.

1. Save the report as a PDF.
The procedure for Saving a Report as a PDF is on page
C-34.

2. Print the report.
The procedure for Printing a Saved Report is on page
C-36.

FZ7NOTE: Please note that the FIRST PAGE of this report may not be
applicable.

7-8 NC Department of Transportation
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Bid Preparation

Chapter 8 Bid Preparation

Creating the EBS File

Contractor bids are set up in the Expedite Entry application and exported
into Trnseport LAS.

Expedite entry will be used to record the contractor, the bid, DBE, MBE,
and WBE information.
Bid Preparation requires the following 3 steps:

1. Creating the EBS file

2. Creating the DBE NC.BIN file

3. Combining the output files

The EBS file is used by contractors to enter their bids using the Expedite
Bid application. It allows them to electronically submit bids and
DBE/MBE/WBE information.

Division personnel also use the EBS file to enter paper bids into the
Expedite Entry application.

Once you have successfully logged into Trnseport PES:

Running the EBS Step Action Result
File Generation =
Process 1| Click the I8 proposaLs button. The Proposals
window will appear.
) Continued on Following Page'
NC Department of Transportation 8-1

Division Letting Administration

October 3, 2013




Bid Preparation
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Creating the EBS File

(continued)

(Proposals Window)

FZ7NOTE: You can run the process on multiple proposals or just

one.

Right-Click on a propesal to select it.

A right-click menu
will appear.

If you would like to select multiple proposals, hold down the
key and click each proposal you wish to select.

Continued on Following Page
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Bid Preparation

Creating the EBS File

(continued)

fdd
Change
Delete, ..

Tabbed Folder Add
Tabbed Eolder Change
Tabbed Folder Yiew

Proposal

Proposal Project Lisk
Proposal Description
Addendurn Lisk
Proposal Ikems
Special Provisions Lisk
Sike Locations Lisk
Seckion Lisk

Letting Proposals

Run Process...

Select RUN PROCESS... from the menu.

The Processes
dialog will appear.

S Processes

X|

Generate Bid-Based Prices

:Generate Propos
Generate Section and Line Mo's
List Contract Proposals

List Proposal Addendums

Generate Preliminary Detail Estimate

al Schedule

Cancel |

Help |

(Processes Dialog)

Click on Generate Proposal Schedule
to select it.

N/A

Continued on Following Page
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Creating the EBS File

(continued)

5 Click the OK button. The Proposal Price

Schedule Options
dialog will appear.

i1.; Proposal Price Schedule Options il

Proposal Cover Sheet: F
Proposal Schedule of ltems:
Proposal Estimate:

Special Pravisions Listing:
Special Provisions Text:
Quantity Sheet Summary:
DEE Interest Report:

< Generate Pass File to EBS: [_>

EBS Fass File Name: |F'ASSE-EEIS

ORI A

Submit Parameters | Cancel

(Proposal Price Schedule Options Dialog)

6 Check the GENERATE PASs FILE TO EBS N/A
check box.
7 Click the SuBmIT button. The following
message will appear.

Client Job Monitor X|

| Process PESGPPSA submitted.

Continued on Following Page
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Bid Preparation

Creating the EBS File

(continued)

Click the OK button.

The following
message will appear.

FZNOTE: This could take several minutes before the process

completes.

DPS Status Monitor

| Profile PESGPPSA for process PESGPPS has completed

|

Now you’ll need to go to the Process Status window to see if
the process was successful.

Open Bid Letting List
Cpen Proposal List
Zpen Prime Praject List
Open Project List
Cloze

Reference Tables

Run Process...

Process Status
Print Setup...

Import
Expork

Exit

Select PROCESS STATUS from the FILE

drop-down menu.

The Process Status
List window will
appear.

Continued on Following Page
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Creating the EBS File

(continued)

PES Process Status List

PESGPPS PESGPPSA Completed 0ansz011 1144 am (11:44 am 11:45 am

You can monitor
the progress of
your process in
this window.

Ll | +]
(Process Status List Window)
10 Once completed, double-click the The Process File
process name. List window will
appear.
FES Files for Process PESGPPSA - | Dlil
[~ Show system files
: output1 bt
outputz bt 926 08M52011 11:45:20
PROCLOG.TXT 1221 08152011 11:45:20
(Process File List Window)
11 Double-click the PROCLOG.TXT file. | The file will open.
Continued on Following Page
8-6 NC Department of Transportation
October 3,2013
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Creating the EBS File

(continued)
— |EI| Xl
—T= [£]¢]
| S =l [plrufe] === B B [
bAIE : 08/15/2011211:44 STATE HIGHWAY AGENCY PLGE 1 &
*=INFO/WARNING/ERROR GENERATE FROPOSAL SCHEDULE FROCESSING LOG PESGEES
* PRIMARY REFERENCE MESSAGE SPECIFIC REFERENCE
1 CONTRACT FROPOSAL MASTER GENERATION OF PROPOSAL SCHEDULE FOR PROPOSAL WAS
CONTID : DROOL10 COMPLETED. (MSG: APPO500&)
1 FROCESS GENERATE FROPOSAL SCHELDULE COMPLETED. (MS3G:
LPPOS004)
. This report will tell
you if the process
ran successfully.
=
<] ﬂ_l

Done Print... Save As Text | Save As Rich Text |

(PROCLOG.TXT File Window)

If the process was unsuccessful, try to determine the error from
the system prompts. If you are unable to determine the nature of
the error and to fix it, contact the Help Desk.

12 Click the DONE button. The file will close
and you will return
to the Process File
List window.

13 Close the Process File List window. You will return to
the Process Status
List window.

You will need to delete your process from the list.

14 Right-click on the process name. A right-click menu
will appear.

15 Select DELETE from the menu. The following
message will appear.

Continued on Following Page
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Creating the EBS File

(continued)

; Confirm Delete il

Delete row:

Process Name = PESGPPS
Profile Name = PESGPPSA 7

Yes to All No Cancel |
16 Click the YES button. The process will be
deleted.

17 Close the Process Status List window. | You will return to
the Proposals

window.
Downloading the Now you will need to download the EBS file from the
EBS File from the application server.
Application
Server Options...
Change Password...
Generate Support Reguest. ..

Define Custam Processes

RTF Template | #5LT File
IUpload File k Process Canfiguratian File
Copy Bid/Histary File Process IO File

System Management +

18 Select DOWNLOAD FILE, then PROCESS The Select 1/0 File
I/0 FILE from the UTILITIES drop-down | dialog will appear.
menu.

Continued on Following Page
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Bid Preparation

Creating the EBS File

(continued)

/111 Select /0 File

File Name: Directories:

|qehsfnamdir

OK

pass2ebs £ qbidhistdir

£ qbidtabdir
11 qedsstrocdir

;| Cancel

= qebsfnamdir

J Help

£ qexportdir
£ qfundseqdir

;I [ Exclusive

(Select I/0 File Dialog)

19 Double-click the qebsfnamdir directory | The files in this
folder. directory will appear

in the left pane of
the dialog.

20 Click on the pass2ebs file to select it. N/A

21 Click the OK button. The Save I/0 File
As dialog will
appear.

Continued on Following Page
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Creating the EBS File

(continued)

o Save I/O File As

X

Savein: | oo C5 (WClient) (V)

~| = E e E-

Mame = | v| Date modified | v| Type | v| Size 4|
J INIFILES 9152010 9:27 AM  File Folder —
|%|ad71.DLL 9/8/20036:23 PM  Application Exte. .. g
|| GdiPlus.dl 3312003 5:00 AM  Application Exte... 1,66
|| gomsfilt. pbd 8/20/2007 1:13PM  FED File 1r
|| gom5func,pbd 8/20/2007 1:13PM  PBD File 15
|| gom5stru.pbd &/20/2007 1:13PM  PBD File L

«

File name:

IpassEel:us

Save as type: INI Files (™)

(Save 1/O File As Dialog)

22

down list in the SAVE IN field.

Select C$ (\\Client) (V:) from the drop- N/A

P Desktop

EF Metwork
1 Johnson, Ann P
) Public

1M Computer
= Local Disk (C:)
@ D5 (WClient) (D)
,.g‘, CD Drive (E3)
o US (WCliert) (Q:)
L 58 (WClient) (R:)
o ES (WClient) (S:)
= User_Data (T3}

PADOTWDFSROOTOTNUS

o

Continued on Following Page

8-10
October 3, 2013

NC Department of Transportation
Division Letting Administration




Division Letting Administration User Guide Bid Preparation

Creating the EBS File

(continued)

23 In the SAVE IN field. Select \Program N/A
Files\Expedite5.9a\Gen from the drop-
down list.

e & (\\Cliert) (V-
, Program Files
| Expedite’ 9a

) Gen

24 Type .txt after pass2ebs in the FILE This will ensure that
NAME field. the file will be saved
as a text file.

25 Click the SAVE button. The file will be
saved in the
C:\Program
Files\ExpediteS5.9a\
Gen directory.

F7NOTE: If you have another pass2ebs file in this location, you
will receive a warning that it will be overwritten. Click
the YESs button to overwrite the file.

File already exists El

l . Do you wish to overwrite this file?

The pass2ebs file will be located in the C:\Program
Files\Expedite5.9a\Gen directory.

@ ®

Continued on Following Page
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Creating the EBS File

(continued)

Generating the Now you will need to open a command prompt window (DOS)
EBS File(s) in to generate the EBS file(s).
DOS

Accessories (B T Accessibility L
) Business Explarer ) Communications b
]j Roxio Easy C0 and DVD Creator 6 (3 = Command Prompk
I SAP Front End v 5 Caloulator
I/ sStartup I Y Paint
T Microsoft MET Framework SOK vz.0 k
A Adobe Acrobat 9 Pro
All P
e . Lo Adobe LiveCycle Designer ES 8.2
/) Microsoft OFfice Live Meeting 2007 3
) Microsoft Silverlight k
a
1y Start ) NCARPS .
26 From the START menu, select ALL The Command
PROGRAMS, then ACCESSORIES, and Prompt window
click on COMMAND PROMPT. will appear.

Command Prompt

Microsoft Windows XP [Version 5.1.26801]1
C(C» Copyright 1985-20801 Microsoft Corp.

C:~Documents and Settingssapjohnson>

(Command Prompt Window)

Continued on Following Page
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Creating the EBS File

(continued)

27 Type You have changed
cd\Program Files\Expedite5.9a\Gen your current
and press the key directory.
28 | Type gen and press the key. The file(s) for use in
CZNOTE: This is the command that will Expedite will
generate the EBS files. appear.

The string of characters you

typed in Step 27 changed the
directory to where the file is

located.

The files will have the following format:

DA00110.EBS
—F—

Contract Number

~ Command Prompt

Microsoft Windows HP [Uerszion 5.1.26001
CC>» GCopyright 1985-2001 Microsoft Corp.

C:~Documents and Settings“adapjobhnzon?* cd C:~Program Files“Expedite5.%a“Gen

C:~Program Files“Expedite5.%7a“Gen’* gen
Copyright (c> 2000 — 2018 by AASHTO. All Rights Reserved.

Testing Report Templates...
Writing Proposal File : DABW@116.EBS
1 Contracts processed.

C:“Program Files“Expedite5.%a“Gen_

(Command Prompt Window)

Continued on Following Page
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Creating the EBS File

(continued)

29 Close the Command Prompt window. | You have
successfully created
the *.EBS File(s).

F7NOTE: If you have not yet created the DBE_NC.BIN file for this letting,

minimize this window by clicking the E MINIMIZE button in the
top-right corner.

You will need to perform a similar action in the Command
Prompt window for this file. (See Creating the DBE_NC.BIN
File on page 8-15.)

8-14 NC Department of Transportation
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Creating the DBE_NC.BIN File

The DBE_NC.BIN file contains a listing of DBE/MBE/WBE firms. It is
used with the EBS file in Expedite and must be placed in the same folder
as the EBS file.

Once you have successfully logged into Trnseport PES:

Step Action Result

1| Click the %] VEnpORS button. The Vendors
window will appear.

10 BARMETT NURSERIES i M Y
100 AMERICAN MARKINGS CORP. i M Y
1000 JAMES DAVIDSON COMNETRUCTORS, INC. £ M Y
1001 BUTLER/WALTERS LAMNDSCARIMNG, INC. Z M Y
1002 WILFORD SIMP3ON, IMC. i M Y
1003 ATLANTIC MARIME, INC. £ M Y
1004 MAMNSION DECORATING OF NC Z M Y

1005 APAC-CAROLIMA, INC. i M Y |
1006 WILSON BRIDGE CO. INC. £ M Y
10069 S & JLOGGING Z M Y
1007 SOUTHWELL INDUSTRIAL SYSTEMS £ M Y
10070 VONCANMNON TRUCKING COMPANY S WEBE M M
10071 WEBB IMNC. 3 M M
10072 IROM RIDGE REBAR £ M Y
10073 MAMMA CORP. £ M Y
10074 PE&H, INC. £ M Y
10075 J. M. REED DBA REED FEMCING £ M Y
10076 SAMFORD IRRIGATION, INC. £ M Y
10077 CABLE-LA, INC. £ M Y

10078 BAILEY"S BACKHOE SERVICE £ M Y _I

(Vendors Window)
2 Select RUN PROCESS... from the FILE The Processes
drop-down menu. dialog will appear.
Continued on Following Page
NC Department of Transportation 8-15
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Bid Preparation

Creating the DBE_NC.BIN File

(continued)

s Processes

|

‘endor DBE/MBE/WBE Pass to Expedite

oK Cancel | Help |
(Processes Dialog)
3 Click on Vendor DBE/MBE/WBE N/A
Pass to Expedite to select it.
The Confirm

4 Click the OK button.

Process Submission
dialog will appear.

Confirm Process Submission

Parameters Cance

x|
'

5 Click the SuBMIT button.

The following

message will appear.

F7NOTE: Make a note of the process name.

Client Job Monitor

| Process VENDZEBSA submitted

X

Continued on Following Page
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Bid Preparation

Creating the DBE_NC.BIN File

(continued)

6 After the process has completed, select
PROCESS STATUS from the FILE drop-
down menu.

The Process Status
List window will
appear.

i1 Process Status List

Regular | Scheduled |

VENDZEBS VENDZEBSA 08ns2011

0229 pm |02:29 pm

=1al x|

02:30 pm

You can monitor
the progress of
your process in
this window.

(Process Status List Window)

After the successful completion of the process, the

OUTPUT.SQF file is created.
To verify that this file exists:

7 Once completed, double-click the
process name.

The Process File
List window will
appear.

Continued on Following Page
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Creating the DBE_NC.BIN File

(continued)

-8l ]

[~ Show system files

[ PROCLOG.TXT 862 08Ms5/2011 14:30:14

(Process File List Window)

If OUTPUT.SQF is not listed, review these steps and
troubleshoot your process.

If you are unable to determine the problem, contact the Help

Desk.
8 Double-click on the OUTPUT.SQF The file will open in
file. a new window.
Continued on Following Page
8-18 NC Department of Transportation
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Bid Preparation

Creating the DBE_NC.BIN File

(continued)

=11

=B

H+

|7]u x|

L+

Dl 23
-+
=
£l

YBE 10070
VEE 10034

VONCENHON TEUCKING COMPRANY

KINETR

PORTER SCIENIIFIC DBA PORIER ENVIRCONMENTAL
K & N TRUCEING
TATWC INTEEMATIOHAL INC

H RICHARDSON

& CO INC.

CONCERETE SPECIALTY CONTBACTORS INC.

M-W ELECTRIC,

INC. DBA M-W ELECTRICAL CONTRUCTICON

SIM CONMSTRUCTIION, INC.
SHEEMAN 3 DUDLEY 3R LCB& DUDLEY'S FENCE CO.

D'S TRUCKING
E S =
NEM TRUCKING

EVERGREEN LANDSCAFING,

SEEVICE IHNC

J ENTERFRISE3S, INC.

InCc
LL.C

ROSE KOENEGAY TRUCKING

P =
ROD BUSTERS,

J CONTBRACTING CO.,

TUBNER BACEHCE INC

LEE WILLIAMS AND CO.
EVERETT'S LOT

IHC.
IHC.
InC
CLEARTNG & GRLDING INC

FELNKIE THOMESON ENTERPRISES, INC.

DELCO
LEON"3
MUORFHY

INC
FENCE

& GUARDEBAIL, LLC

CONTRACTING SEEVICE INC

Print... Save As Text

2025 CARL 1|
160 IVY LAl
P. 0. BOK
2312 BOONE
2309 HIDEA
5104 SKY Li
POST OFFIC
P. 0. BOK
513 WHITE
4136 FIELD
PO BOX 140
1555 HOLLAI
POST OFFIC
386 YORK R
6545 HWY 4.
3010 RIDGE!
16528 SCO
2700 AMHER:
136 WYOMIN:
2402 FRED |
P. 0. BOK
218 E. BROI
POST OFFIC
176 MINNIE +
+

Save As Rich Text |

(Output.SQF File Window)

Select SAVE AS TEXT from the menu.

The Save File As
Dialog will appear.

Continued on Following Page
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Creating the DBE_NC.BIN File

(continued)

i1 Save File As Xl
Save i_r1:| , Gen j = ﬁ '
Mame = | vI Date modified | v| Type | v| Size |
|_|DADO110.ebs 03/15/201101:1... EBSFile 14K
|| pass2ebs 058/15/201101:1... Text Document 10 K
< | |
File name:  |OUTPUT e Save |
Save as type: IP-.II Files ) d Cancel |

10 Select C$ (\\Client) (V:) from the drop- N/A
down list in the SAVE IN field.
11 In the SAVE IN field. Select \Program N/A
Files\Expedite5.9a\Gen from the drop-
down list.
TS (WClienth (V-
) Program Files
12 Type OUTPUT.TXT in the FILE NAME N/A
field.
13 Click the SAVE button. The file will be
saved as

OUTPUT.TXT in
the c:\Program
Files\Expedite5.9a\
Gen directory.

Continued on Following Page
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Bid Preparation

Creating the DBE_NC.BIN File

(continued)

14

Close the Output.SQF File window.

You will return to
the Process File List
window.

15

Close the Process File List window.

You will return to
the Process Status
List window.

You will need to delete your process from the list.

16

Right-click on the process name.

A right-click menu
will appear.

17

Select DELETE from the menu.

The following
message will appear.

‘ Confirm Delete

Delete row:

Process Name = VEND2EBS
Profile Name = VEND2EBSA ?

X|

Yes to All Ho Cancel |

18 Click the YES button. The process will be
deleted.

19 Close the Process Status List window. | You will return to
the Vendors
window.

20 Close the Vendors window. N/A

Continued on Following Page
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Creating the DBE_NC.BIN File

(continued)

Now you will need to encrypt this file so that it cannot be changed.

Accessories T Accessibility L
/) Business Explarer T Communications b
Jj Roxio Easy C0 and DVD Creator 6 L4 ¢ Command Prompk
/A SAP Front End v 2 Caloulator
/) sStartup Y Paint
) Microsoft \MET Framework SDK v2.0 k
A Adobe Acrobat 9 Pro
all p
=l . Lo Adobe LiveCycle Designer ES 8.2

T Microsaft OFfice Live Meeting 2007 k
I Microsaft Silverlight »

-

15 Start ) NCARPS v

Encrypting the 21 From the START menu, select ALL The Command

File PROGRAMS, then ACCESSORIES, and Prompt window

click on COMMAND PROMPT. will appear.

Command Prompt

Microsoft Windows HP [Uerszion 5.1.26001
(C» Copyright 1785-2881 Microsoft Corp.

C:~Documents and Settings“apjohnzon’

(Command Prompt Window)

®

[ ]

Continued on Following Page
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Creating the DBE_NC.BIN File

(continued)

22 Type N/A
cd\Program Files\Expedite5.9a\Gen
and press the key

23 | Type gen /encrypt The OUTPUT.BIN
output.txt and press the key. file will be created.

¢+ Command Prompt

Microsoft Windows HP [Uerszion 5.1.26001
CC>» GCopyright 1985-2001 Microsoft Corp.

C:~Documents and Settings“apjohnzonXcd C:“Program Files“Expediteh.%?a“~Gen

C:“Program Files“Expedite5._.%a“Gen*gen sencrypt output.txt
Copyright <c> 2000 — 20689 by AASHTO. All Rights Reserved.

Encrypting and Compressing output.txt to output.bin ...
Done .

C:=“Program Files“Expedite5.%a“Gen>_

(Command Prompt Window)

The OUTPUT.BIN file will be located in the C:\Program
Files\Expedite5.9a\Gen directory.

24 Close the Command Prompt window. | The Command
Prompt window
will close.
Renaming the 25 In Windows Explorer, navigate to You have
File C:\Program Files\Expedite5.9a\Gen successfully created
and rename the OUTPUT.BIN file to the DBE_NC.BIN
DBE_NC.BIN. File.
NC Department of Transportation 8-23
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Creating the Letting Master on Portable Media

Once the .EBS and DBE_NC.BIN files have been created, you must
package them for distribution to the contractors. This can be done via the
web, cd, or other portable media.

In Windows Explorer:

Step Action Result

1 Navigate to the
C:\Program Files\Expedite5.9a\Gen directory.

A=

3
L

File Edit ‘iew Faworites  Tools  Help b

eﬁack - x_/.' lm x-__xl Search (i Folders = | B x n
leu:u

>

Address ||.ﬂ C:\Program Files\Expedites, 981 Een

iy passZebs. bxk = CUTPUT . Exk
== | TexkDocument == | TextDocument
= 10 KB = 147 KB

[ Ehib e
Expedite Eblib
InFo Tech, Inc,
| —rr| 5EMn, Bxe

Expedite Gen
Info Tech, Inc,

Gen.cfg
ZFi3 File
T2EKE

Pod, exe
Expedite Mod
Info Tech, Inc.

The files

Da00110,.EES
Expedite Bid Document
SKE

DBE_MC.bin
BIM File
59 KB

@18

(C:\Program Files\Expedite5.9a\Gen Directory)

2 Select all .EBS proposal files and the N/A
DBE_NC.BIN file.

F~7NOTE: Hold down the key and
click each file you wish to
select.

Continued on Following Page
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Creating the Letting Master on Portable Media

(continued)

3 Right-click on the selected files. A right-click menu
will appear.

Open
Prink
Corvert with deskPDF

Scan with OfficesScan Client

Cpen With, ..

& WinZip 3
Send To 3
Zuk

Create Shortcut

Delete
Rename
Propetties
4 Select Copy from the menu. The files will be
copied to the
Windows clipboard.
5 Navigate to the drive containing the N/A
destination media.
6 Right click anywhere within the A right-click menu
destination media folder. will appear.
Wig L
Arrange Icons By k
Fefresh

Cuskornize This Folder, ..

Paste Shorkcut
e [

Properties

Continued on Following Page
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Creating the Letting Master on Portable Media

(continued)

7 Select PASTE from the menu. The files will be
copied to the
destination media.

FZNOTE: The DBE_NC.BIN file must be stored in the same directory
as the .EBS files. Advise contractors of this fact as well.

This group of files is now the Master for this Letting.

Make copies as needed for distribution to the contractors. These files can
also be made available online.

F7NOTE: Before distributing to contractors, make sure all files (including
Addendums) can be opened in Expedite.

[ ]
[ ]
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Chapter 9 Additional Pre-Letting Procedures

Adding a Planholder to a Linked Proposal

In the Trnseport system, contracting companies who submit bids for
proposals must be associated with each proposal they bid. They are
referred to as Planholders and information about them will be entered for
each bid they submit.

By letting day, all the planholders should be added to a proposal you
expect to receive bids on. It is recommended that planholders be added
all along during the Advertisement period in order to cut down the
workload on Letting Day. This can occur at any time after
Advertisement.

CZNOTE: If you know your planholders before letting day, you can also enter
this information ahead of time.

Once you have successfully logged into Trnseport LAS:

Step Action Result

1| Click the 2 Bip LETTINGS button. The Bid Lettings
window will appear.

Continued on Following Page
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Adding a Planholder to a Linked Proposal

(continued)

(Bid Lettings Window)

2 Right-click on the bid letting to which | A right-click menu
you are adding planholder. will appear.

Tabbed Folder Add
Tabbed Folder Chanoe

Tabbed Folder Wiew

Lekting Proposal List
Planhalder Walid Far Bidding Lisk

Run Process...

3 Select TABBED FOLDER CHANGE from The Bid Letting
the menu. Tabbed Folder
window will open to
the General tab.

Continued on Following Page
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Adding a Planholder to a Linked Proposal

(continued)

4 Click the Planholders tab. The Planholders tab
will be brought
forward.

Bid Letting Tabbed Folder - Letting L1101 104 - | I:Ilﬁl
General | Letting Proposals Planholders | Addenda | Aftachments |
Find Call Order: | FiILer:| <Show All= |

Kl | [

—~ page1l — page2 ¢ pagel —{ page4d

0K

Cancel

Add Invoice

Bdd to Current Invoice

(Planholders Tab)

5 Right-click in the blank area on the A right-click menu
Planholders tab. will appear.
add Invvaice
Hide Dretail
6 Select AbDD INVOICE from the menu. A blank line will
appear highlighted.
)l Continued on Following Page-
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Adding a Planholder to a Linked Proposal

(continued)

Click the ¥ down-arrow button beside | The following dialog

the CALL ORDER field

will appear.

- L110110A £|

001 [DAOOT10 | | 10302010

oK Filter | Sort | Can{:ell Help |

Click on the applicable contract to
select it.

N/A

Click the OK button.

The CALL ORDER
field will be filled.

10

Click the ¥ down-arrow button beside | The following dialog

the VENDOR field

will appear.

Continued on Following Page

9-4
October 3, 2013

NC Department of Transportation
Division Letting Administration




Division Letting Administration User Guide Additional Pre-Letting Procedures

Adding a Planholder to a Linked Proposal

(continued)

1 [MACOMB
10 BARMETT MURSERIES Z M
100 AMERICAMN MARKIMNGS CORP. Z M
1000 JAMES DAVIDSOMN CONSTRUCTORS, INC. £ M
1001 BUTLERMWALTERS LAMDSCAPIMNG, INC. Z M
1002 WILFORD SIMPSOM, INC. £ M
1003 ATLAMTIC MARIME, INC. Z M
1004 MAMSION DECORATING QF MC Z [+ -
4 | | b
oK Eilter | Sort | Cancel | Help |
11 Click on the applicable planholder to N/A
select them.
F~7NOTE: You can use the FILTER button
to make it easier to locate the
applicable planholder.
12 Click the OK button. The VENDOR field
will be filled.

~(+ pagel  page2  page3  paged
Call Drder:ﬁm ﬂ Date/Time of Purchase: 08/M15/2011 15:30

Vendor: |353¢ ﬁ APPLE TUCK & ASSOCIATES, INC.
Valid for Bidding: [+ Contract ID: DADD10
Proposal Quantity: |0 Mumber of Plan Sheets: |0
Complete Plans City: |0 Proposal Mumber Held:

Plans wio Cross-Sect Gty IIZI Mumber of Label Sets:|_

13 Click the PAGE 2 radio button. Page 2 of the
Planholders tab will
appear.

Continued on Following Page
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Adding a Planholder to a Linked Proposal

(continued)

Click the ﬂ down-arrow button beside
the BILL-TO ADDRESS field

The following dialog
will appear.

3 C OFFICE BC RUTHER
04 oT 200 HWY. 221 5. RLUTHERI
05 oT P. 0. BOX 904 RUTHERI
06 oT 200 HWY. 221 5. RLUTHER!

i oT P.O. BOX 904 RUTHERI
0a oT P.O. BOX 904 RLUTHERI
09 oT P.O. BOX 904 RUTHERI
10 oT P.O. BOX 904 RUTHERI +
a | | 3
OK Filter | Sort | Cancel | Help |

15 Select the address with PQ in the TYPE N/A

column.

FZ7NOTE: There may not be a PQ (pre-qualified) address for some
subcontractors who do small contracts. If this is the case,
select the applicable address.

16 Click the OK button. The BILL-TO
ADDRESS field will
be filled.

17 | Click the ¥ down-arrow button beside | The following dialog

the SHIP-TO ADDRESS field will appear.

Continued on Following Page
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Additional Pre-Letting Procedures

Adding a Planholder to a Linked Proposal

(continued)

200 HWY. 221 5.

RUTHERI

05 07T P.O.BOX904 RUTHERI
0B OT 200 HWY. 221 5. RUTHER
o7 07T PO BOX904 RUTHERI
08 0T P.O.BOX904 RUTHERI
09 0T PO BOX904 RUTHERI

10 OT P.O.BOX 904

< |

RUTHTFI
4

oK Filter | Sort | Cancel | Help |
18 Select the address with PQ in the TYPE N/A
column.

FZ7NOTE: There may not be a PQ (pre-qualified) address for some
subcontractors who do small contracts. If this is the case,
select the applicable address.

19 Click the OK button. The SHIP-TO
ADDRESS field will
be filled.

20 The record will be

Click the ﬂ button on the added.
Planholders tab.

21 i
To add additional planholders, click the M button

and repeat steps 7-20.

The information on
the Planholders tab
will be saved

22 Click the SAVE FOLDER button.

NC Department of Transportation 9-7
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Chapter 10 Addenda

Occasionally, after a proposal has been advertised and the files are in
contractor’s hands to enter bids, changes may need to be made to the
status of an item, quantity, or any information that was originally sent
out. To facilitate these changes, NCDOT uses an addendum process to
amend the information that was distributed to the contractors.

Adding an Addendum Item

Once you have successfully logged into Trnseport PES:

Step Action Result
1 Click the 2] PrRoPOSALS button. The Proposals

window will appear.

(Proposals Window)

2 Right-click on the proposal to which A right-click menu
you wish to add an addendum. will appear.

@ ®

Continued on Following Page
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Adding an Addendum Item

(continued)

Add
Change
Delete...

Tabbed Folder Add
Tabbed Folder Change
Tabbed Folder View

Proposal

Proposal Project List
Proposal Description
Proposal Items
Special Provisions List
Site Locations List
Section List

LLething Proposals

Run Process...

3 Select ADDENDUM LIST from the menu. The Addendums
window will appear.

/: Addendums Proposal DA00110 _ ol x|

(Addendums Window)

4 Right-click in the blank area of the A right-click menu
window. will appear.

Continued on Following Page
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Addenda

Adding an Addendum Item

(continued)

Run Process...

Select ADD from the menu.

The Add
Addendum window
will appear.

i 1.; Add Addendum Proposal DAOO110

Page1|

- ol x|

Proposal Addendum Mo EEIEIEIEH
Date of Addendum: | 00/00Mmono

added.

Description: |
oK Add Hore Cancel
(Add Addendum Window)
F7NOTE: The PROPOSAL ADDENDUM No. field will contain the next
available addendum number in sequence.
6 Type the date in the DATE OF N/A
ADDENDUM field.
7 Type a description of the addendum in N/A
the DESCRIPTION field.
8 Click the OK button. This information
will be saved.
You will return to the Addendums window. The new
addendum will appear in the list.
9 Right-click on the Addendum you just | A right-click menu

will appear.

Continued on Following Page
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Adding an Addendum Item

(continued)

11, Addendums Proposal DACO110

Add
Change
Delete...

Addendum

Run Process...

10 Select ADDENDUM ITEMS from the menu. | The Addendums
window will appear.

i 1., Addendum Items Proposal DAGO110 Addendum 000001 - ||:||£I

L | i

(Addendum Items Window)

11 Right-click in the blank area of the A right-click menu
window. will appear.

Continued on Following Page
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Adding an Addendum Item

(continued)

Mew Item
Change Modify Item
Delete... Remove Item

Addendum Item

Run Process...

12 Select ApD, then NEW ITEM from the The Add
menu. Addendum Item
window will appear.

i1, Add Addendum Item Proposal DA00110 Addendum OC - |I:I|i|

Page1|

Project No. [HNRGEG—GG—_~ |
Category Mo
Estimate Line Mo
Addendum Action: A (A C D)

ltem Number: ¥
Estimated Quantity: |0.000 Specification Year: 06
Estimated Price: |0.00000 Supp. Desc. Required: []

Supplemental Descr:

Item Alternate Code: Mon-Bid ltem: []
Proposal Line Mumber: Exclude from Avg. Cost of Structure: [ ]
Source of Price; |E Combine with Like ltems: [
Est. Price Lock: [ ] Mon-Paricipating Fund Code: | ﬂ
(1] Add More Cancel |

(Add Addendum Item Window)

13 Select the project number from the N/A
drop-down list in the PROJECT No. field.

Continued on Following Page
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Adding an Addendum Item

(continued)

14 Select the related item category from N/A
the drop-down list in the CATEGORY NO.
field.

FZNOTE: Since some projects may have
multiple structures or Non-
Participating work, select the
appropriate category for the
funding source to which the
addendum refers.

15 Type the line number in the ESTIMATE N/A
LINE No. field.

F7NOTE: Before keying in this line
number, you should determine
where you want your item to
show up in the worksheet and
use a number that will place it
where you want it. You don’t
want to use duplicate line
numbers.

16 Click the ¥ down-arrow button beside | The Items dialog

the ITEM NUMBER field. will appear.

/1106 Unit Systems ‘N', E X
MOBILIZATION
0000400000-M CONSTRUCTION SURVEYING
0000700000-N FIELD OFFICE LS £
0000720000-N FIELD OFFICE MO
0000800000-N GEMERIC MISCELLAMEQUS ITEM (MO) MO
0000810000-N GEMNERIC MISCELLANEQUS ITEM (MHR) MHR
0000820000-N GEMERIC MISCELLANEQUS ITEM (DAY) DAY
L | _»I_|
oK Filter | Sort | Cancel | Help |

(Items Dialog)

® o

Continued on Following Page
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Addenda

Adding an Addendum Item

(continued)

17

Click on the item to select it.

CZNOTE: To make it easier to find
specific items, see Filtering
Data in the Item List on page
3-42 or Creating a Saved
Filter on page 3-45.

The item number
will appear in the
ITEM NUMBER field.

18

Type the quantity in the ESTIMATED
QUANTITY field.

N/A

19

Type the price in the ESTIMATED PRICE
field.

N/A

20

If applicable, type the alternate item
code in the ITEM ALTERNATE CODE
field.

N/A

21

Type the proposal line number in the
PROPOSAL LINE NUMBER field.

FZ7NOTE: This should be the next
proposal line number in
sequence. (By adding this
number to the end of the other
line numbers, all previous
references to line numbers do
not need to be revisited.
Always add items to the end
of the items list, never to the
middle.)

N/A

22

E (Estimated) will default in the
SOURCE OF PRICE field.
Do not change it.

N/A

23

Ensure the EST PRICE LOCK check box
is unchecked.

FZ7NOTE: This is VERY important! If this
box remains checked, it will
lock in the estimated price as
the contractor’s bid and it will
be unable to be changed.

N/A

Continued on Following Page
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Adding an Addendum Item

(continued)

24 Check the COMBINE WITH LIKE ITEMS N/A
check box.

25 If applicable, check the EXCLUDE FROM N/A
AVERAGE COST OF STRUCTURE check
box.

26 Add M
If there are additional items to add, click the ﬁ button
and repeat steps 2-14.

27 If item entry is complete, click the The item will be

DK listed in the
button. Addendum Items
window.

i1, Addendum Items Proposal DA0O110 Addendum 000001

ol x|

(Addendum Items Window)

28

After you Add, Modify, or Remove an item, you must re-

initialize the letting proposal.

See Initializing Letting Proposals on page 6-25.
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Creating an Addendum for Iltem Modification

If an item in the proposal has been distributed to contractors and needs to
be modified, an addendum for item modification should be created and
distributed to all proposal/planholders. It will modify the previous
addendum item for that proposal line number.

Once you have successfully logged into Trnseport PES:

Step Action Result

1 Click the PROPOSALS button. The Propqsals
window will appear.

(Proposals Window)

2 Right-click on the proposal to which A right-click menu
you wish to add an addendum. will appear.

Continued on Following Page
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Creating an Addendum for Item Modification

(continued)

Add
Change
Delete...

Tabbed Folder Add
Tabbed Folder Change
Tabbed Folder View

Proposal

Proposal Project List
Proposal Description
Proposal Items
Special Provisions List
Site Locations List
Section List

LLething Proposals

Run Process...

Select ADDENDUM LIST from the menu.

The Addendums
window will appear.

i i:; Addendums Proposal DAOD110

— 0l x|

(Addendums Window)

Right-click in the blank area of the
window.

A right-click menu
will appear.

Continued on Following Page
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Creating an Addendum for Item Modification

(continued)

Run Process...

Select ADD from the menu. The Add
Addendum window
will appear.

“:IA::I::I Addendum Proposal DAOD110 _ | Dlil

P&ge1|

Proposal Addendum Mo.: EEIEIEIEI‘I
Date of Addendum: | 00000000

Description: |
(1] Add More LCancel
(Add Addendum Window)
FZ7NOTE: The PROPOSAL ADDENDUM No. field will contain the next
available addendum number in sequence.
6 Type the date in the DATE OF N/A
ADDENDUM field.
7 Type a description of the addendum in N/A
the DESCRIPTION field.
8 Click the OK button. This information
will be saved.
You will return to the Addendums window. The new
addendum will appear in the list.
9 Right-click on the Addendum you just | A right-click menu

added. will appear.

[ ]

o

Continued on Following Page
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Creating an Addendum for Item Modification

(continued)

i1.; Addendums Proposal DA0O110

_____ - 3 DIFY ITEM Add

Change
Delete...

Addendum

Addendum Items

Run Process...

10 Select ADDENDUM ITEMS from the menu. | The Addendums
window will appear.

“:Ihddendum Items Proposal DA0OO110 Addendum 000001 _ ||:||£I

L | 0

(Addendum Items Window)

11 Right-click in the blank area of the A right-click menu
window. will appear.

Continued on Following Page
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Guide Addenda
Creating an Addendum for Item Modification
(continued)
Mew Ttem

Giange

Delete... Remove Item

Addendum Item

Run Process...

12 Select AbD, then MODIFY ITEM from the | The Add
menu. Addendum Item

window will open.

| 1.; Add Addendum ltem Proposal DADO110 Addendum

Pﬂrge1|

- ol x|

Project Mo.:
Category Mo
Estimate Line Mo
Addendum Action:
[tem Mumber:
Estimated Qiuantity:
Esztimated Price:
Supplemental Descr:

[tem Alternate Code:
Proposal Line Mumber:

DADD110A-RW
nooo

C (ACD)

¥

0.000
0.00000

Specification Year: 06
Supp. Desc. Required: []

Mon-Bid ltem: []
Exclude from Avg. Cost of Structure: [

(1] Add More Cancel

(Add Addendum Item Window - Change)

13 If applicable, select the correct project N/A
number from the drop-down list in the
PROJECT No. field.

14 Select the correct category number N/A

from the drop-down list in the
CATEGORY No. field.

[ ]

®

Continued on Following Page
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Creating an Addendum for Item Modification

(continued)

15 Select the correct estimate line number The item
from the drop-down list in the Estimate | information will

Line No. field. appear.
16 | Click the ¥ down-arrow button beside | The Items dialog
the Item Number field. will appear.
;1106 Unit Systems 'N', E X
MOBILIZATION
0000400000-M CONSTRUCTION SURVEYING
0000700000-M FIELD OFFICE L3 3
0000720000-M FIELD OFFICE M
0000300000-M GEMERIC MISCELLAMEDUS ITEM (M) MG
0000310000-M GEMERIC MISCELLAMEQUS ITEM (MHR) MHR
0000820000-M GEMERIC MISCELLAMEQLIS ITEM (DAY DAY
Kl | _'*I_I
oK Filter | Sort | Cancel | Help |
(Items Dialog)
17 Click on the item to select it. The item number

will appear in the

F7NOTE: To make it easier to find
ITEM NUMBER field.

specific items, see Filtering
Data in the Item List on page
3-42 or Creating a Saved
Filter on page 3-45.

18 Type the quantity in the ESTIMATED N/A
QUANTITY field.

19 If applicable, type the supplemental N/A
description in the SUPPLEMENTAL
DESCR field.

20 If applicable, type the alternate item N/A
code in the ITEM ALTERNATE CODE
field.

Continued on Following Page
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Addenda

Creating an Addendum for Item Modification

(continued)

21 If applicable, type the proposal line N/A
number in the PROPOSAL LINE NUMBER
field.
22 oK The new Addendum
Click the 4 button. will be listed in the
Addendum Items
window.

After you Add, Modify, or Remove an item, you must re-

initialize the letting proposal.

See Initializing Letting Proposals on page 6-25.
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Creating an Addendum for Iltem Removal

If an item in the proposal has been distributed to contractors and needs to
be removed, an addendum for item removal should be created and
distributed to all proposal/planholders. It will remove the previous
addendum item for that proposal line number.

Once you have successfully logged into Trnseport PES:

Step Action Result

1 Click the PROPOSALS button. The Propqsals
window will appear.

-; Proposals

(Proposals Window)

2 Right-click on the proposal to which A right-click menu
you wish to add an addendum. will appear.

Continued on Following Page
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Addenda

Creating an Addendum for Item Removal

(continued)

Add
Change
Delete...

Tabbed Folder Add
Tabbed Folder Change
Tabbed Folder View

Proposal

Proposal Project List
Proposal Description
Proposal Items
Speial Bravisions List
Site Locations List
Section List

Letting Proposals

Run Process...

Select ADDENDUM LIST from the menu.

The Addendums
window will appear.

i i:; Addendums Proposal DAOD110

— 0l x|

(Addendums Window)

Right-click in the blank area of the
window.

A right-click menu
will appear.

Continued on Following Page
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Creating an Addendum for Item Removal

(continued)

Run Process...

5 Select ADD from the menu. The Add
Addendum window
will appear.

“:IA::I::I Addendum Proposal DAOD110 _ | Dlil

P&ge1|

Proposal Addendum Mo.: EEIEIEIEI‘I
Date of Addendum: | 00000000

Description: |
(1] Add More LCancel
(Add Addendum Window)
F7NOTE: The PROPOSAL ADDENDUM No. field will contain the next
available addendum number in sequence.
6 Type the date in the DATE OF N/A
ADDENDUM field.
7 Type a description of the addendum in N/A
the DESCRIPTION field.
8 Click the OK button. This information
will be saved.

You will return to the Addendums window. The new
addendum will appear in the list.

9 Right-click on the Addendum you just | A right-click menu
added. will appear.

o

[ ]

Continued on Following Page
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Creating an Addendum for Item Removal

(continued)

i1.; Addendums Proposal DA0O110

Add
Change
Delete...

Addendum
Addendum Items

Run Process...

10 Select ADDENDUM ITEMS from the menu. | The Addendums
window will appear.

“:Ihddendum Items Proposal DA0OO110 Addendum 000001 _ ||:||£I

L | 0

(Addendum Items Window)

11 Right-click in the blank area of the A right-click menu
window. will appear.

Continued on Following Page
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Creating an Addendum for Item Removal

(continued)

Mew Ttem
Change Maodify Item
Delete. .. Remove Item
Addendum Item
Fun Process...

12 Select AbD, then REMOVE ITEM from the | The Addendum
menu. Item window will
open.

] =] b3

Project Mo.:
Category Ma.:
Estimate Line Mo
Addendum Action: O (A C 0)

ltem Mumber:
Estimated CQuantity: 0.000 Specification Year: 06
Estimated Price: 0.00000 Supp. Desc. Required: []

Supplemental Descr:

ltem Alternate Code: Mon-Bid ltem: []
Proposal Line Mumber: Exclude from Avg. Cost of Structure: []
Source of Price: E Combine with Like ltems: [
Est. Price Lock: [] Maon-Paricipating Fund Code:
(1] Add More Cancel

(Add Addendum Item Window - Remove)

13 If applicable, select the correct project
number from the drop-down list in the
PROJECT No. field.

o

Continued on Following Page
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Addenda

Creating an Addendum for Item Removal

(continued)

14 Select the correct category number N/A
from the drop-down list in the
CATEGORY No. field.
15 Select the correct estimate line The item
number from the drop-down list in the | information will
ESTIMATE LINE No. field. appear.
16 ‘ 0K The new Addendum
Click the 4 button. will be listed in the
Addendum Items
window.

After you Add, Modify, or Remove an item, you must re-

initialize the letting proposal.

See Initializing Letting Proposals on page 6-25.
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Changing an Addendum Item

i 1., Addendum Items Proposal DAQOO72 Addendum 00000

0001

L] |

(Addendum Items Window)

From the Addendum Items window:

Step Action

Result

1 Right-click on the Addendum Item.

A right-click menu
will appear.

Add 3

Delete...

Addendum Item

Run Process...

2 Select CHANGE from the menu.

The Addendum
Item window will
open.

Continued on Following Page
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Changing an Addendum Item
(continued)

i 1.; Addendum Item 0003 Proposal DA0OO72 Addendum OQOC - ||:||£|

Project Mo.. DAQDOT2A-RW
Category Ma.: 0001
Estimate Line Mumber: 0003
Addendum Action: A (A C D)

ltem Mumber: |0344000000-E ﬁ 18" SIDE DRAIM FIPE
Estimated Cluantity: |25.000 Specification Year. 06 LF
Estimated Price: [10.00000 Supp. Desc. Required: []

Supplemental Descr.

[tem Alternate Code: Mon-Bid ltem: []
Proposal Line Mumber: (0043 Exclude from Avg. Cost of Structure: [
Source of Price; |E Combine with Like ltems: [<]
Est. Price Lock: [] Mon-Paricipating Fund Code: | ﬁ
(1] Cancel

(Addendum Item Window — Change Mode)

[ ]
[ ]

3 Edit any information you wish to N/A
change.

CZNOTE: If an item was originally added as a bid item but should
be a non-bid item, that item must be deleted in one
addendum and then added in a separate addendum as a
non-bid item.

If an addendum item that has already been distributed
needs to be changed, do another complete addendum. Doing
so will override the previous addendum item for that
proposal line number.

4 0K
When you are finished making changes, click the —
button.
Continued on Following Page
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Changing an Addendum Item

(continued)

5 After you Add, Modify, or Remove an item, you must re-
initialize the letting proposal.

See Initializing Letting Proposals on page 6-25.
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Deleting an Addendum ltem

i1, Addendum Items Proposal DAODO72 Addendum 00000

L | 0

(Addendum Items Window)

From the Addendum Items window:

Step Action Result
1 Right-click on the Addendum Item. A right-click menu
will appear.
Add 3
Change
Addendum Item
Fun Process...
2 Select DELETE from the menu. The following
message will appear.
Continued on Following Page
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Deleting an Addendum Item

(continued)

& You are about to delete the highlighted rows from the list. Do you
" wish to continue?

3 Click the YES button.

The Addendum will
be deleted.

10-26
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Completing the Addenda Process

After the addenda have been prepared, you are ready to distribute these
changes to the contractors. This process will be the same as creating the
EBS file. The only difference is that the files created will have the
addendum number as their extension.

Step Action Result

1 Re-run the PASS2EBS file process.
See Creating the EBS File on page 8-1.

ommand Prompt

Microzoft Windows XP [Version 5.1.26001
CC» Copyright 1985-20801 Microsoft Corp.

C:~Documents and Settingssapjohnzonicdsexpeditesgen

C:sExpeditegen>gen
Copuright <c> 20808 — 2887 by AASHTO. All Rights Reserved.

Testing Report Templates

Reading original Proposal File : DABA116.EBS
Writing Amendment File : DAAA118.A81

1 Contracts processed.

C:~Expedite~genx>

CZNOTE: The original .ebs file created at advertisement along with any
previous addendum files must be in your current working directory
C:\Program Files\Expedite5.9a\Gen.

The process will generate an addendum file as described above.

2 Give this Addendum file to the contractors.
FZ7NOTE: Do NOT give them the complete .EBS file again.

NC Department of Transportation 10-27
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Completing the Addenda Process

(continued)

3 To apply the new file, the contractors N/A
must be instructed to load their copy of
the original .EBS file into the Expedite
Bid application.

10-28 NC Department of Transportation
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Addenda
Applying an Addendum in Expedite
Step Action Result
1 Launch the Expedite Entry The Expedite Entry
Application. window will appear.

T Expedite Entry

File Edit Tools %iew Help
=5

S=]E3

For Help, press F1

Trms port

xpe?/te

Electronic Bidding System

AASHTO Trns-part, the AASHTO Tms=pert lags, Trns-par
Expedite, and the Expedile logs are registered trademarks of the

Portions Copyright & 2000-2008 AASHTO

American Association of State Highway and Transportation Officials

Bid Total: $0.00

(Expedite Entry Window)

From the FILE menu, select OPEN.

The Open Proposal
dialog will appear.

Continued on Following Page
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Applying an Addendum in Expedite

(continued)

Open Proposal

Look in: | =3 Gen

E. DAO0110,EBS

by Recent
Dacuments

-

Desktop

7,

iy Documents

8

o

ky Cormputer
‘3 File name: | j \ﬂl
by Metwork,  Files of lpe: |E:-:|:|eu:|ite Files [*EB¥ j Cancel
Flaces
Help
(Open Proposal Dialog)
3 Navigate to the directory containing N/A
your .EBS files.
4 Click on the proposal you would like to N/A
open.
5 Click the OPEN button. The following dialog
will appear.

Continued on Following Page
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Addenda

Applying an Addendum in Expedite

(continued)

Set Bidder 1D

Pleaze enter a new Bidder D

Bidder ID: |

[temn Bid Options
[v Load previously saved Bids

X
_ GConcel |

Cancel

6 Type the bidder ID number of the
contractor in the BIDDER ID field.

N/A

FZ7NOTE: The Bidder ID can be obtained through the Vendor List

s
( Vendors button in Trnseport LAS) or Planholder
] .
List ( Planholders button in Trnseport LAS).

7 Click the OK button.

The proposal will
open in the Expedite
Entry application.

o

Continued on Following Page
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Applying an Addendum in Expedite

(continued)

File Edit Tools ‘iew Help
=FEHEEH S HEE X
= Line Item Quantity Unit Unit Price Extenszion |
Section 0001 1.137.677.65
ROADWAY ITEMS
000l 00001 00000-H LUMP LS 585, 00,0000 55.000.00
When you re-open an FIDEILIZATN P
EBS file, the DBE 000z 1525000000-E 237.000 TOM 75.0000 17.775.00
information will appear A5P COMC SURF CRS SF9.54
to have disappeared. 0003 1560000000-E 15.000 TON 75,0000 5 665,00
Do not re-enter this ASP FOR PLANT Mix PGE4-22
information. It is still
there. Although you 0004 4400000000-E 2092000 SF 5.0000 15.460.00
can’t see it, it has been WORK ZONE SIGNS [STAT)
saved with the bid. 0005 4405000000-E 522.000 SF 12,0000 E.264.00
WORK ZONE SIGNS [PORT]
0006 4410000000-E 489.000 SF £.5000 3.901.50
WORK ZONE SIGNS [BARR]
0007 4415000000-M 14.000 EA 2,875.0000 41 E50.00
FLASHING ARROW PNL TYPE C &
For Help, press F1 Bid Total: 6,256, 646,45
(Expedite Entry Window - Proposal)
From the FILE menu, select LOAD The Open

AMENDMENT... Amendment dialog

will appear.

F7NOTE: If the addendum file is in the same folder as the .EBS
file, it will be applied automatically when the .EBS file is
opened.

o

Continued on Following Page
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Applying an Addendum in Expedite

(continued)

Open Amendment File

Look in: |l.f,\ Gen ﬂ I'fi‘€ EH-
E. =] paoo110.001
by Recent
Documents
[
Desktop

7,

iy Documents

8

o

ky Cormputer
@ o B
by Metwork,  Files of lpe: |.ﬁ.mendment [Cra00110.0%) ﬂ Cancel
Flaces
| Open as read-only Help
(Open Amendment File Dialog)
9 Select the Addendum file from the list. N/A
10 Click the OPEN button. The Addendum will
be applied.

The contractors need to make changes to their bids accordingly.

Continued on Following Page
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Applying an Addendum in Expedite

(continued)

The addenda items may be made available to the contractors via the
Internet or via the portable media of their choice. Regardless of the
method chosen to distribute addenda, new hardcopy proposal sheets
will be printed and sent to each contractor.

F7NOTE: Whenever you create an addendum file, open it in Expedite Bid to
make sure it will work properly when the contractor receives it.

FZ7NOTE: Don’t move files from the Gen directory until a letting is complete.
Make copies if you need them to be portable, but the original
should remain until the letting is over. Once the letting is complete,
copies should be archived.
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Chapter 11 Letting Day Activities

On letting day, a lot of activities come together simultaneously. Many
tasks are required, and they are all included here for informational
purposes. The purpose of this chapter is to make sure all steps have been
taken to ensure a successful letting.

NC Department of Transportation 11-1
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Processing Hand-Entered Bids with Expedite

IMPORTANT!

Some contractors prefer to submit their bids in paper form only. These
paper bids must be converted into an electronic format that can be
combined with the other electronic bids submitted to NCDOT for
comparison. The application used for this is called Expedite Entry.

Before any bids can be entered through Expedite Entry, you must place
all .EBS bid files for the letting on the network so that the person
entering this information can access them.

Paper bids entered via the Expedite Entry application will create a bid file
named XtabDat.DAT in the C:\Program Files\Expedite5.9a\Load
directory of each bid entry operator’s PC. This program allows the entry
of bid data from several bidders by differentiating them by using
different bidder IDs.

Make sure to delete the XtabDat.dat and xdbedat.dat files from the
previous letting BEFORE entering bids for a new letting.

All Programs

M Expedite

) Entry 5.9a help

@ Expedite 5,93 Readme
s, Expedite Bid 5.9a

) Expedite Bid 5.9a Help
' Expedite BondCheck 5,93

T Expedite Entry 5,95

»

'| Log <Ff E| Shut Dowvin

EXPEDITE ENTRY.

If you have an Expedite Entry icon on
your desktop, you will be able to click it
to access the application.

Step Action Result
1 From the START menu, select ALL The Expedite Entry
PROGRAMS, then EXPEDITE, and click on | application will

appear.

Continued on Following Page
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Letting Day Activities

Processing Hand-Entered Bids with Expedite

(continued)

‘T Expedite Entry
F

CBX

File Edit Tools Mew Help
=
For Help, press F1 Bid Tatal: $0.00
(Expedite Entry Main Window)
2 Select OPEN from the FILE drop-down The Open Proposal
menu. dialog will appear.

Continued on Following Page
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Processing Hand-Entered Bids with Expedite

(continued)

Open Proposal

Laak in: |l.f} Gen ﬂ IfF -
;j. DF'.DDIID.EBS

by Becent
Dacuments

r—r":
[
Deszktop

2

by Documents

or

G

tdy Computer
.g File name: | j \ﬂl
by Metwork  Files of tupe: |E:-:|:ueu:|ite Files [*EEY] j Cancel
Flaces
Help
(Open Proposal Dialog)
3 Navigate to the correct .EBS file for the N/A
letting. Click on this file to select it.
4 Click the OPEN button. The Set Bidder ID
dialog will appear.

F7NOTE: The Bidder ID can be obtained through the Vendor List
pE .
( Vendors button in Trnseport LAS) or Planholder
]
List ( Planholders button in Trnseport LAS).

o

Continued on Following Page
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Processing Hand-Entered Bids with Expedite

(continued)

Set Bidder 1D

X
Fleaze enter a new Bidder D

Bidder ID: |

Cancel

[tem Bid Options
v Load previouzly zaved Bids

(Set Bidder ID Dialog)

5 Type the bidder ID number of the N/A

contractor in the BIDDER ID field.

6 Click the OK button. The window will
populate with the
items from the
letting.

F7NOTE: Check the Title Bar to make sure the title bar it indicates
that all of the amendments (addendum) to the contract are

included.
The First time The Expedite application will default to make you enter
you use Expedite extensions for each of your line items.

The first time you use Expedite, go to the TOOLS drop-down
menu and select OPTIONS.

@ ®

Continued on Following Page
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Processing Hand-Entered Bids with Expedite

(continued)

Entry Options

Mizc. | File Names] Load Files

Drata Extry Optionz D ata Load Options

[v Erter Unit Price
Uncheck

: a4 ot
this box e d [ Load Baze |bems Oy
[ Ignore Fixed Price Flag

[ Load Baze Sections Only

[v Reload Bids if Available

Mizcellaneous
¥ Save Before Printing Price Mismatch W arhing Sound
¥ Check Before Printing " Quiet

+ Speaker Beep
v Delete W arnings

" Default Beep
[v Show Splazh Screen at Startup ' Exclamation Beep
~

v Save Window Position on Exit Asternizk Beep

] | Cancel Apply Help

(Set Bidder ID Dialog)

Remove the check mark in the ENTER EXTENSION check box.

Once you select this, you will not have to change it again.

7 Type the unit price for each line item N/A
from the paper copy of the bid in the
UNIT PRICE field.

8 After all individual unit prices have
been entered, make sure the online bid
total matches the total of the paper bid.

Continued on Following Page
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Processing Hand-Entered Bids with Expedite

(continued)

FZNOTE: If you find an error in the contractor’s bid, consult
Section 103: Award and Execution of Contract in the
Standard Specification for Roads and Structures

(Spec Book).
10| Click the (M| savE button. The bid has been
saved electronically.
FZ7NOTE: You can save at any time. You
don’t need to wait until the end.
This will ensure that you don’t
lose any work to system
outages, etc.
The Xtabdat.dat file has been created. This file is located in
the C:\Program Files\Expedite5.9a\Load directory.
11 If you have more than one bid to enter, repeat steps 2-10.

If this is the only bid you need to enter, close the Expedite
Entry application.

NC Department of Transportation
Division Letting Administration
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Adding DBE/MBE/WBE Entries In Expedite Entry

Step Action Result
1 Launch the Expedite Entry The Expedite Entry
Application. window will appear.
T Expedite Entry E|@|FX|
File Edit Tools %iew Help
=5
Trms port
1,06%7/'1‘6’
Electronic Bidding System
AASHTO Trns-part, the AASHTO Trnssport logo, Trns=port
Expedite, and the Expedite logo are registered trademarks of the
s Copyight & 20002008 ARSLTD
For Help, press F1 Bid Total: $0.00
(Expedite Entry Window)
2 From the FILE menu, select OPEN. The Open Proposal
dialog will appear.
Continued on Following Page
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Adding DBE/MBE/WBE Entries In Expedite Entry

(continued)

Open Proposal |E| [z|
Look in: |l.f,\ Gen ﬂ I'fi‘€ EH-
E. DP.I:IIIIIII:I.EBS

by Recent
Dacuments

-

Desktop

7,

iy Documents

oy

ky Cormputer
i e | £
by Metwork  Files of bype: |E:-:|:nedite Filez [F.EB™) ﬂ Cancel
Places
Help
(Open Proposal Dialog)
3 Navigate to the directory containing N/A
your .EBS files.
4 Click on the proposal you would like to N/A
open.
5 Click the OPEN button. The following dialog
will appear.
Continued on Following Page
NC Department of Transportation 11-9
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Adding DBE/MBE/WBE Entries In Expedite Entry

(continued)

Set Bidder 1D

3
Pleaze enter a new Bidder D

Bidder ID: |

Cancel
[temn Bid Options
[v Load previously saved Bids

6 Type the bidder ID number of the N/A
contractor in the BIDDER ID field.

FZ7NOTE: The Bidder ID can be obtained through the Vendor List
s
( Vendors button in Trnseport LAS) or Planholder
] .
List ( Planholders button in Trnseport LAS).

7 Click the OK button. The proposal will

open in the Expedite
Entry application.

o

Continued on Following Page
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Adding DBE/MBE/WBE Entries In Expedite Entry

(continued)

"I Expedite Entry - DA0D0110.EBS (0 Amendments) DADO110
File Edit Tools Yew Help

FEFEH S EE v X

10Jant01

Line Item Quantity Unit Unit Price Extension =

Section 0001 1.137.677.65

ROADWAY ITEMS

0001 00007 00000-H LUMP LS 55.000.0000 55.,000.00
MOBILIZATION o

OO0z 1525000000-E 237.000 TOM 75.0000 17.775.00
ASP COMC SURF CRS SF9.54

0003 15e0000000-E 15.000 TOM 379.0000 5.685.00
ASPFOR PLANT MIx PGE4-22

0004 4400000000-E 3.032.000 SF 5.0000 15.460.00
WORK ZOME SIGMS [STAT)

0005 4405000000-E 522000 SF 12.0000 £6.264.00
WORK Z0ME SIGMS [PORT)

0006 4410000000-E 459.000 SF 25000 3.5 .50
WORK Z0ME SIGMS ([BARR)

0007 4415000000-M 14.000 E& 2.975.0000 41,650.00
FLASHIMG ARROW PML TYPE C -

For Help, press F1 Bid Total: 6,256,646,45

(Expedite Entry Window - Proposal)

8 Click on the applicable folder: The applicable panel
DBE LIST will appear.
MBE LIST
WBE LIST.

Continued on Following Page
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Adding DBE/MBE/WBE Entries In Expedite Entry

(continued)

“T" Expedite Entry - DAOD110.EBS (0 Amendments) DAOO110
File Edit Tools Wiew Help

EEFEE HFEE X
10Jan001
= Schedule OF Ikems

Letting Date: (01-10-11 Contract 10 |DA00T10

CEE List
@ Call Order; |00 DBE entries; |0
DEE total entered: 000% or 000
DEBE Goal: 300%  or 187.693.39

<GOALMOT MET:

ADD DBE

Far Help, press F1 Bid Total: 6,256,646,45
(DBE List Panel)
9 Click the ADD DBE button. The applicable panel
will appear.

If you clicked the DBE List folder, the DBE Entry panel will appear.

DIsaDvaWTAGED BUSIMESS EMTERPRISE

M arne: |<L|nknn:nwn> ﬂ ID:|
Address: |

zed A vl DBE Itemsz Taotal:
Will L ze Quote:; -

El
=l

DBE tatal enterad: 000z o n.0a
DBE Goal: E.O0% ar 0.00
<GOAL MET»
&dd DBE [tem
Bid Taokal: 0.00
(DBE Entry Panel)

Continued on Following Page
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Letting Day Activities

Adding DBE/MBE/WBE Entries In Expedite Entry

(continued)

If you clicked the MBE List folder, the MBE Entry panel will appear.

MINORITY BUSINESS EMTERFPRISE

M arne: |<L|nknn:nwn> ﬂ ID:|

Address: |

Jzed &z » | MBE Itemz Tatal:
fill ze Qluate: -

MEE tatal entered: 000z o Q.00
MBE Goal: hO0% ar 0.00
<G0AL MET»
Add DEE [tem
Bid Takal: 0,00
(MBE Entry Panel)

Continued on Following Page
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Adding DBE/MBE/WBE Entries In Expedite Entry

(continued)

If you clicked the WBE List folder, the WBE Entry panel will appear.

WOMEMS BUSIMESS EMTERFPRISE

M are: |<L|nknn:nwn> ﬂ D | ﬂ
Address: | |
Uzed Az l—Ll WEE Items Toatal: l—

Wil Use Guote: I—L|

"WEE total entered: 0.00% o n.0a
WHE Goal: E.00% o n.0a
<GE0AL MET >
&dd DBE [tem
Bid Total: 0.00
(WBE Entry Panel)

10 Select the vendor name from the drop- | The ID and ADDRESS
down list in the NAME field. fields will be filled
automatically.

CZNOTE: If you haven’t saved the DBE_NC.BIN file in the
C:\Program Files\ExpediteS5.9a directory, the vendor
list will not contain any information.

The procedure for Creating the DBE_NC.BIN File is on
page 8-15. This is the file you should use.

11 Select Manufacturer, Subcontractor, N/A
or Supplier from the drop-down list in
the USED As field.

12 Select Yes or No from the drop-down N/A
list in the WILL USE QUOTE field.

To add additional vendors, right-click the applicable folder and

select from the menu.

Continued on Following Page
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Letting Day Activities

Adding DBE/MBE/WBE Entries In Expedite Entry

(continued)

To add DBE, MBE, or WBE items:

13 Click the App DBE ITEM button. The applicable item
entry panel will
appear.

DEE Item
Yendor [CALLIS CONTRACTORS INC
[tern: | ﬂ
Lluantiby: |EI.EIEIEI <Ower Committed:
Urit Price: |0.0000
Extension: |EI.EIEI
Mate:
DEE total entered: 0oox o 0.00
DEE Goal: EO0E or 0.00
<G0AL MET:
4dd DEE Item I
Bid Tatal: 0.00
(DBE Item Entry Panel)
14 Select the item from the drop-down list | The QUANTITY and
in the ITEM field. UNIT fields will be
filled automatically.

15 Type the price in the UNIT PRICE field. | The EXTENSION field
will be filled
automatically.

16 If applicable, type a note in the NOTE N/A

field.

Continued on Following Page
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Adding DBE/MBE/WBE Entries In Expedite Entry

(continued)

17 | Click the ™ SavE button. The new DBE,
MBE or WBE

records and Items
will be saved.
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Loading Hand-Entered Bids into LAS

Uploading the
Xtabdat.dat File

Once you have successfully logged into Trnseport LAS:

Step Action Result
1 Select UPLOAD FILE, then PROCESS I/0 The Select I/0 File
FILE from the UTILITIES drop-down dialog will appear.
menu.
i Select I/0 File Xl
Look in: I | Tmsport j - 5 Ef-
Mame = I"I Date modified I"I Type |v| Size #l
JINIFILES 12/02/2010 12:5... File Folder ——
|%| at71.0LL 09/08/2003 07:2... Application Exte... g
|%| GdiPlus. dll 03/31/2003 06:0... Application Exte... 1,6€
|| gomSfilt.pbd 08/20/2007 02:1... PBD File 1C
|| gomSfunc.pbd 03/20/2007 02:1... PBD File 1<
|| gomSstru.pbd 03/20/2007 02:1... PBD File L
. | ’
File name: | Qpen
Files of type: I,’-‘-.II Files ) ;I Cancel |

(Select 1/0 File Dialog)

2 Select C$ (\\CLIENT) (V:) from the drop-
down list in the LOOK IN field.

3 Navigate to the \Program N/A

Files\Expedite5.9a\Load directory.

8 C8 (WWCliert) (V)
) Program Files
| Bxpedite5.9a

A

| Gen

4 Click on the XtabDat.DAT file to select N/A

1t.

5 Click the OPEN button.

will appear.

The Save Process
I/0 File As dialog

Continued on Following Page
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Loading Hand-Entered Bids into LAS

(continued)

i1 Save Process I/O File As il

File Name: Directories: 0K
xtabdat.daf | —

£ cfbimptdir
7 deffilesdir Help

1 ecrplistdir

3 lasptsmdir

£ qarchdatdir

£ cibexptdir ﬂ Cancel

(Save Process I/O File As Dialog)

6 Double-click on the gbidtabdir N/A

directory to open it.

7 Click the OK button. The file has been
saved to the
gbidtabdir
directory.

FZ7NOTE: If you have another xtabdat.dat file in this location, you
will receive a warning that it will be overwritten. Click
the YES button to overwrite the file.

File already exists il

l . Do you wish to overwrite this file?

Uploading the Now you will need to repeat this process for the XDBEDat.DAT file.

X . Fil
dbedat.dat File 8 | Select UPLOAD FILE, then PROCESS /O | The Select 1/O File

FILE from the UTILITIES drop-down dialog will appear.
menu.

Continued on Following Page
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Letting Day Activities

Loading Hand-Entered Bids into LAS

(continued)

i . Select 1/0 File

Look in: I ; Load j L =% EH-
Mame = |v| Date modified |v| Type |v| Size *l
|_|BondChedk.ant 05/13/2008 09:0... CNT File
'BDI‘IdChEEk 05/14/2010 01:4... Application 1,82
'@'Bnndcheck 06132008 09:0... Help File z
|_|Entry.cnt 06/13/2008 09:0... CNT File
? Entry 05/14/2010 01:4... Application 1,0z
® Entry 06/13/2008 09:0... Help File Elw
a | | ,
File name: || COpen

Files of type: IF-.II Files ~.7)

(Select 1/0 File Dialog)

down list in the LOOK IN field.

Select C$ (\\CLIENT) (V:) from the drop-

N/A

10

Navigate to the \Program

Files\Expedite5.9a\Load directory.

N/A

i CS (WClient) (V)
) Program Files
| Bxpediteb.ga

Y-

) Gen

11

select it.

Click on the XDBEDat.DAT file to

N/A

12

Click the OPEN button.

The Save Process
I/0 File As dialog
will appear.

Continued on Following Page
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Loading Hand-Entered Bids into LAS

(continued)

s Save Process I/0 File As il
File Name: Directories: 0K
dehedat.dat |abidtabdir —

xdhedat.dat £ qarchdatdir ;l Cancel
xtabdat.dat 11 gbidhistdir
E= gbidtabdir J Help

£ qedsstrxdir
£ qebsfnamdir
£ qexportdir

(Save Process I/O File As Dialog)

13 Double-click on the gbidtabdir N/A

directory to open it.

14 Click the OK button. The file has been
saved to the
gbidtabdir
directory.

F7NOTE: If you have another xdbedat.dat file in this location, you
will receive a warning that it will be overwritten. Click
the YES button to overwrite the file.

File already exists il

I . Do you wish to overwrite this file?

Continued on Following Page
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Loading Hand-Entered Bids into LAS

(continued)

Running the Load
Bid Tabs Process

Now you will need to run the process that will load the bid tab
data you just uploaded into the appropriate letting.

15 Select IMPORT, then LOAD BID TABS The Confirm
from the FILE drop-down menu. Process Submission
dialog will appear.
Confirm Process Submission il
_ Submit | Parameters | Cancel |

16 Click the SuBMmIT button. The following

message will appear.
Client Job Monitor X|
B FProcess LASXTABA submitted.
17 Click the OK button.

The following
message will appear.

FZ7NOTE: This could take several minutes before the process

completes.

DPS Status Monitor

X|

Continued on Following Page
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Loading Hand-Entered Bids into LAS

(continued)

18 Click the OK button. N/A

Once the process has completed, you must determine if it was
successful.

19 Select PROCESS STATUS from the FILE The Process Status
drop-down menu. List window will
appear.

=10lx|

Completed

05:03 pm

| 2]
(Process Status List Window)
20 Double-click the process name. The Process File
List window will
appear.
Continued on Following Page
11-22
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Loading Hand-Entered Bids into LAS

(continued)

Files for Process LASXTABA

. xdbedat rej 08/18/2011 5

xdbedat sum 660 08/18/2011 15:57:26
xtabdatrej 0 08182011 15:57.25
xtabdat.sum 824 08182011 15:57:25

(Process File List Window)

If the xtabdat.rej file has a size larger than 0, you will need to
open it in order to see what errors are contained so that you will
be able to fix them.

21 Close the Process File List window. You will return to
the Process Status
List window.

You will need to delete your process from the list.

22 Right-click on the process name. A right-click menu
will appear.

Process Files

Run Process...

23 Select DELETE from the menu. The following
message will appear.

Continued on Following Page
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Loading Hand-Entered Bids into LAS

(continued)

+ Confirm Delete il

Delete row:

Process Name = LASXTAB
Profile Name = LASXTABA ?

Tes to All | No | Cancel |

24

Click the YES button. The process will be
deleted.

If the process is unsuccessful, try to determine the error/s and
how to fix it/them from the system prompts. If you received an
error, it may not apply to your project.

Read the PROCLOG file to ensure that the error is relevant. If
the error is relevant and valid, open the XtabDat.dat file in
UltraEdit, WordPad or other text editor and edit it to fix the
error(s). If you do not know how to fix the error(s), contact the
SPECS Help Desk.

Once all errors are fixed, repeat this procedure.

25

If this process has run successfully, all hand-entered bids have
been loaded.

IMPORTANT!

Make sure to delete the XtabDat.dat file from the previous
letting BEFORE entering bids for a new letting.

11-24
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Loading
Contractor
Information from
Portable Media

Copying the
Vendor File to
your hard drive.

Renaming the
vendor file

As mentioned earlier, some contractors submit their bids on paper forms.
Other contractors provide their bids in both forms (paper and electronic)
to NCDOT. The electronic forms must go through a process that allows
all bids to be combined for comparison purposes.

F7NOTE: These are .EBS files that will be converted to one .DAT file.

[}

@

Step

Action

Result

1

Rename the XtabDat.DAT & XdbeDat.DAT files in
C:\Program Files\Expedite5.9a\L.oad. These files will be
overwritten and you may need them for backup.

FZ7NOTE: Do not skip this step. It is VERY IMPORTANT.

Copy the .EBS file given to you from the vendor to the
C:\Program Files\Expedite5.9a\Load directory.

Repeat this process for each vendor.

Rename the .EBS file as shown below:

FZ7NOTE: If there are multiple vendors, do this for each.

DA00040_1234.EBS

1

T

Contract Number

Vendor Number

®

Continued on Following Page
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Loading Electronically Submitted Bids into LAS

(continued)

Accessories

Accessibility r

Business Explorer Carmrnunications k

Roxin Easy CD and DYD Creatar 6 L4 ¢ Command Prompk

r8 000 0

SAP Frant End v 5 Caloulator
Skartup Pl Y Paint
Microsoft (MET Framework SDK w2.0 r
fdobe Acrobat 9 Pro
AT Fs . Lo adobe LiveCycle Designer ES &.2
I Microsaft Office Live Meeting 2007 k
I Microsaft Silverlight b
74 start ) NCARPS ’
4 From the START menu, select ALL The Command
PROGRAMS, then ACCESSORIES, and Prompt window
click on COMMAND PROMPT. will appear.

Command Prompt

Microsoft Windows HP [Uerszion 5.1.26001
CC>» GCopyright 1985-2001 Microsoft Corp.

C:~Documents and Settings“apjohnzon’

(Command Prompt Window)

Continued on Following Page
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Loading Electronically Submitted Bids into LAS

(continued)

5 Type cd\Program Files\Expedite5.9a\Load and press the (Entes
key.

All Files

A 4
6 Type load *.ebs

Then press the key.

F7NOTE: This process will concatenate all of the bids received on
all portable media to create one XtabDat.DAT and one
XdbeDat.DAT file.

Now you will need to load the XtabDat.DAT and XdbeDat.DAT files
on the Letting Administrator PC into Trnseport.

Once you have successfully logged into Trnseport LAS:

Uploading the 7 Select UPLOAD FILE, then PROCESS I/O | The Select I/0 File
XtabDat.DAT File FILE from the UTILITIES drop-down dialog will appear.
menu.
i Select I/0 File Xl
Loalk in: I . Tmsport j L] IfF '
Mame = |v| Date modified |v| Type |v| Size -
JINIFILES 12/02/2010 12:5... File Folder —_
|%|atd71.DLL 09/08/2003 07:2... Application Exte... g
|| GdiPlus.dl 03/31/2003 06:0... Application Exte... 1,66
|| gomsfilt. pbd 08/20/2007 02:1... PED File 1r
|| gom5func,pbd 03/20/2007 02:1... PBD File 15
|| gom5stru.pbd 05/20/2007 02:1... PBD File Ly
a| | 3
File name: I Open I
Files of type: I,'i'-.ll Files %) j Cancel |

(Select I/O File Dialog)

Continued on Following Page
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Loading Electronically Submitted Bids into LAS

(continued)

Select C$ (\\CLIENT) (V:) from the drop-
down list in the LOOK IN field.

N/A

Navigate to the \Program
Files\Expedite5.9a\Load directory.

N/A

8 C8 (WWCliert) (V)
) Program Files
| Bxpedite5.9a

8 oad

| Gen

10

Click on the XtabDat.DAT file to select
it.

N/A

11

Click the OPEN button.

The Save Process
I/O File As dialog
will appear.

i1 Save Process I/O File As il
File Name: Directories: 0K
xtabdat.dat I —

£ cfbexptdir - Cancel
1 cfbimptdir
£ deffilesdir Help
£ ecrplistdir
£ lasptsmdir
1 qarchdatdir
(Save Process I/O File As Dialog)
12 Double-click on the gbidtabdir N/A
directory to open it.
13 Click the OK button. The file has been
F7NOTE: You may receive a message box saV.ed to ﬂ.le
asking if you want to overwrite | qPidtabdir
this file. If you receive this directory.
message, click the YES button.

e

Continued on Following Page
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Loading Electronically Submitted Bids into LAS

(continued)

CZNOTE: If you have another xtabdat.dat file in this location, you
will receive a warning that it will be overwritten. Click

the YES button to overwrite the file
File already exists

I . Do you wish to overwrite this file?

Xl

Uploading the 14

Xdbedat.dat File

Select UPLOAD FILE, then PROCESS I/O The Select I/0 File
FILE from the UTILITIES drop-down dialog will appear.
menu.
- Select I/O File X |
Lonl-:i_n:l , Load j = I'=‘_'\‘i‘€ Ed~
Mame = |v| Date modified |v| Type I"I Size 4|
| |BondChedk.ant 06/13/2008 09:0... CNT File
GBnndCheck 05/14/2010 01:4... Application 1,82
'@'Bnndcheck 0&6/13/2008 09:0... Help File z
| |Entry.ant 065/13/2008 09:0... CNT File
T Entry 05/14/2010 01:4... Application 1,0z
@ Entry 06/13/2008 09:0... Help File Elw
4 | | 3
File name: || Open
Files of type: I,'!-.II Files (=) ﬂ Cancel |

(Select 1/0 File Dialog)

15 Select C$ (\\CLIENT) (V:) from the drop- N/A
down list in the LOOK IN field.

16 | Navigate to the \Program N/A
Files\Expedite5.9a\Load directory.

Continued on Following Page
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Loading Electronically Submitted Bids into LAS

(continued)

8 C8 (WWCliert) (V)
) Program Files
| Bxpedite5.9a

A

| Gen

17

Click on the xdbedat.dat file to select N/A

1t.

18

Click the OPEN button.

The Save Process
I/0 File As dialog
will appear.

s Save Process I/0 File As

|

0OK

;| Cancel

File Name: Directories:
dehedat.dat |qbidtabdir
xdbedat.dat T qarchdatdir
xtabdat.dat 11 gbidhistdir
#= qbidtabdir

| Help

£ qedsstrxdir
1 qebsfnamdir
11 gexportdir

(Save Process I/0O File As Dialog)

19 Double-click on the gbidtabdir N/A
directory to open it.
20 Click the OK button. The file has been
FTZNOTE: You may receive a message box sav.ed to t}.le
asking if you want to overwrite qpldtabdlr
this file. If you receive this directory.
message, click the YEs button.

®

Continued on Following Page
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Letting Day Activities

Loading Electronically Submitted Bids into LAS

(continued)

CZNOTE: If you have another xdbedat.dat file in this location, you
will receive a warning that it will be overwritten. Click
the YES button to overwrite the file.

File already exists

l . Do you wish to overwrite this file?

X|

Mo
Running the Load Now you will need to run the process that will load the bid tab
Bid Tabs Process data you just uploaded into the appropriate letting.
21 Select IMPORT, then LOAD BID TABS The Confirm
from the FILE drop-down menu. Process Submission
dialog will appear.

This process creates a report that can detect errors such as incorrect line
numbers, non-existent bidders or vendors, and alternate items not coded

correctly.

* Confirm Process Submission

Parameters

X|

Cancel |

22 Click the SUBMIT button.

The following
message will appear.

Continued on Following Page
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Loading Electronically Submitted Bids into LAS

(continued)

Client Job Monitor

| Process LASXTABA submitted.

X|

23 Click the OK button. The following
message will appear.
F7NOTE: This could take several minutes before the process
completes.
x

24 Click the OK button. N/A
Once the process has completed, you must determine if it was
successful.

25 Select PROCESS STATUS from the FILE The Process Status

drop-down menu.

List window will
appear.

Continued on Following Page
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Loading Electronically Submitted Bids into LAS

(continued)

1 s Status List

Completed 08M15/2011 (0502 pm |05:03 pm 05:03 pm

L | o]
(Process Status List Window)
26 Double-click the process name. The Process File
List window will
appear.
Files for Process LASXTABA - | O | x |
[ Show system files
d e trE'j ............................................................................................................................ R e
xdbedat sum G660 08MBI2011 15:67:26
xtabdat rej 0 08M812011 15:57:25
wtabdat sum 824 08MBII20M1 158:67:25
(Process File List Window)
Continued on Following Page
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Loading Electronically Submitted Bids into LAS

(continued)

Ignore the following files: xdbedat.rej and xdbedat.sum. We do not use
these files.

If the xtabdat.rej file has a size larger than 0, you will need to open it in
order to see what errors are contained so that you will be able to fix them.

If the error is relevant and valid, open the XtabDat.dat file in UltraEdit,
WordPad or other text editor and edit it to fix the error(s). If you do not
know how to fix the error(s), contact the SPECS Help Desk.

Once all errors are fixed, repeat this procedure.

11-34 NC Department of Transportation
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Reconciling Bids in LAS

Once you have successfully logged into Trnseport LAS:

Step

Action

Result

1

Click the BID LETTINGS button.

The Bid Lettings
window will appear.

i - Bid Lettings

L

| B

(Bid Lettings Window)

Right-click on the bid letting that you
are currently working with.

A right-click menu
will appear.

Continued on Following Page
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Reconciling Bids in LAS

(continued)

Tabbed Faolder Add
Tabbed Folder Change
Tabbed Folder Wiew

Lekting Proposal Lisk
Planholder ‘alid for Bidding List

RFun Process,..

3 Select LETTING PROPOSAL LIST from the | The
menu. Letting/Proposals
Bid Letting

Package window
will appear.

Letting/Proposals Bid Letting Package L11

(Letting/Proposals Bid Letting Package Window)

4 Right-click on the contract that A right-click menu
requires changing. will appear.

Continued on Following Page
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Reconciling Bids in LAS

(continued)

Change

Tabbed Folder Chanoe
Tabbed Folder Wiew

Lekting Proposal

DBE Conkrack Commitrnenks Lisk
Planholders List

Bidder Information List

Bid Tab Estirnation

Fun Process.,..

the menu.

5 Select TABBED FOLDER CHANGE from

The
Letting/Proposal
will open to the
General tab.

6 Click the Bid Management tab.

The Bid
Management tab
will be brought
forward.

Letting/Proposal 001 Bid Letting Package L1101 10A

General Bid I.lanagementl Aftachments |

APPLE TUCK & wesine | | | |

| Kl

Vendor Number: [3534
Wendor Mame: APPLE TUCK & ASSOCIATES, INC.
Status OfBid | =]
Bidder's Total:
Corrected Total: Cost
Bid Edit Status:

—* Bidder Info. — Bid Tabs —{ DBEAVBE/MBE Commitments —{ Bid Notes — Bid Class Codes —{ Bid Time

Plus Time Total:
Plus Time Total:

50.00

-ol x|

cancel

Add More

HIE

(Bid Management Tab)

Continued on Following Page
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Reconciling Bids in LAS

(continued)

If there are multiple bidders listed in the top pane of the screen,
ensure that the correct vendor name is highlighted. The screen
default to the first vendor listed, which can cause confusion.

The Bid Tabs tab
will be brought
forward.

7 Click the BIp TABS radio button.

Letting/Proposal 001 Bid Letting Package L110110A

General BidHanagementl Attachments |

APPLE TUCK & A

| KN I 2l
—(" Bidder Info. — Bid Tabs — DBEWBE/MBE Commitments —{" Bid Notes —{ Bid Class Codes —{ Bid Time
P BT 55056 646 45 $6,256,646 45 0.000
oot s 0001 50.00000]  $1,137 677.65 51,137, 677.65NON 0.000
0001 |L 0001 5,000.00000 $55,000.00 $55,000.00 1.000/0001
ooz |L o001 575.00000 $17,775.00 $17,775.00 237.0000001
0003 L o001 5379.00000 $5,685.00 £5,685.00 15.000/0001
0004 |L 0001 $5.00000 515 ,460.00 515,460.00 3092.0000001
0o00s  |L o001 512.00000 56,264.00 56,264.00 522.0000001
o006 |L 0001 $8.50000 $3,901.50 £3,901.50 459.000/0001
0007 |L 0001 2,975.00000 541,650.00 $41,650.00 14.000/0001
oooe  |L o001 2,500.00000 $462,500.00 $462,500.00 37.000/0001
0009 L 0001 538.00000 568 ,400.00 568,400.00 1800.000/0001
0010 |L 0001 522.00000 52,200.00 52,200.00 100.000/0001
Ld | 2|
(Bid Tabs Tab)
8 Make changes as needed. N/A
Continued on Following Page
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Reconciling Bids in LAS

(continued)

IMPORTANT!

Select CONSISTENCY CHECKING from the | An error flag will
EpIT drop-down menu. appear next to all
lines which contain
an error.

This check will detect errors in the bid and place an X in the
ERROR FLAG column. Line items with no errors will have a & in
the ERROR FLAG column.

For items with errors, investigate to find the cause and correct
it.

F7NOTE: A contractor may only bid one side of the alternate. If
there are bids on more than one side, including $0 bids,
these bids must be cleaned out in the bid price and bid
extended amount fields.

Some items might be marked as an error when the Bid
Extended Amount equals the Calculated Extended Amount.
These cases are often caused by rounding (due to the bidder
carrying past 2 decimal places), which you are unable to see.
We have no control over this problem, so these instances are
acceptable.

If you ever need to correct a final total in a bid, YOU MUST go
into the details AND correct the SECTION TOTALS as well
because some reports use section totals instead of final totals.
After you do this, repeat step 9 and re-verify that all totals are in
order.

NC Department of Transportation
Division Letting Administration
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Adding Notes for Bid Irregularities

Each proposal that is received must conform to NCDOT
Specifications. If any of the rules are not met, you will have to
make a note of them to explain their inconsistencies.

General Bid Managementl Aftachments |

APPLE TUCK &

| K | 2l
—" Bidder Info. —® Bid Tabs — DBEMBE/MBE Commitments —¢ Bid Notes —{ Bid Class Codes —¢ Bid Time
P BT 55056646 45 $6 256,646 45 0.000
ooot s oo $0.00000] $1,137,677.65 $1,137,677.65NON 0.000
0001 L 000 5,000.00000 £55,000.00 $55,000.00 1.000/0001
0002 L 0001 $75.00000 $17,775.00 $17,775.00 237.000/0001
0003 L oo $379.00000 £5,685.00 $5,685.00 15.000(0001
0004 |L 0001 $5.00000 515,460.00 $15,460.00 3092.0000001
0oos L oom $12.00000 56,264.00 56,264.00 522.0000001
0006 L oo $8.50000 £3,901.50 $3,901.50 459.000/0001
0007 |L 0001 2,975.00000 541,650.00 $41,650.00 14.000(0001
0oos L oom 2,500.00000 $462,500.00 5462 500.00 37.000(0001
0009 L 0oom $38.00000 568,400.00 568 400.00 1200.000/0001
0010 |L 0001 $22.00000 52,200.00 $2,200.00 100.000/0001
Ld | |
(Bid Tabs Tab)
From the Bid Tabs tab:
Step Action Result
1 Click the BID CLASS CODES radio button. | The Bid Class
Codes tab will be
brought forward.
2 Right click in the blank area of the tab. | A right-click menu
will appear.
Continued on Following Page
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Adding Notes for Bid Irregularities

(continued)

Hide Cetail
Hide Bidders Lisk

3 Select ApD from the menu. A blank line will
appear highlighted.
4 Select the applicable code (rule that The CODE
was not followed) from the drop-down | DESCRIPTION field
list in the BID CLASS CODE field. will default.

FNOTE: This is a list of the rules that
contractors should observe
when submitting bids.

5 Click the BIp NOTES radio button. The Bid Notes tab
will be brought
forward.

Letting/Proposal 001 Bid Letting Package L110110A - | Ellil

General Bid Managementl Attachments |

APPLE TUCK & ASSOCIATES, INC.

L | 2

—(" Bidder Info. —{" Bid Tabs — DBEWBE/MBE Commitments — Bid Notes —{ Bid Class Codes —{ Bid Time

| =l

(Bid Notes Tab)

Continued on Following Page
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Adding Notes for Bid Irregularities

(continued)

Type an explanation of any irregularities
associated with the bid class code in the
field provided for that bid. Describe the
rule not followed in detail

N/A

F=7NOTE: Information entered into the Bip NOTES field and BIp
CrAss CODE entries will print out in Item C report and

Bid Tabs.

Click the SAVE FOLDER button.

The information will
be saved

[ ]

[ ]

11-42
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Processes Required for Bid Analysis

After all bids have been edited, corrected (if required), and
flagged (if required), it is now time to analyze them.

This is done by running 3 reports via processes in LAS.

e Generate Bid Tab Edit Report
e Generate Bid Tab Analysis
e Generate Bid Letting Summary

You will need to run all of these processes because the
information generated by them will populate tables within the
system that are needed for the letting to proceed and report
generation to occur properly.

From the Letting/Proposals Bid Letting Package window:

Once you have successfully logged into Trnseport LAS:

Step Action Result

1 Click the [E=4] Bip LETTINGS button. The Bid Lettings
window will appear.

o]

L110110A 011062011 10:00 AM

L | B

(Bid Lettings Window)

2 Right-click on the bid letting that you A right-click menu
are currently working with. will appear.

Continued on Following Page

NC Department of Transportation 11-43
Division Letting Administration October 3, 2013



Letting Day Activities Division Letting Administration User Guide

Processes Required for Bid Analysis

(continued)

Tabbed Folder Add
Tabbed Falder Change
Tabbed Falder View

Letking Proposal List
Planhaolder Walid For Bidding List

Run Process, ..

3 Select LETTING PROPOSAL LIST from the | The
menu. Letting/Proposals
Bid Letting

Package window
will appear.

Letting/Proposals Bid Letting Package L11 - | I:Ilil

(Letting/Proposals Bid Letting Package Window)

4 Right-click the proposal you are A right-click menu
working on. will appear.

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

If you would like to select multiple proposals at the same time,
hold down the (Ctrl) key and click each proposal you wish to
select.

If the proposals are sequential, you can hold down the
key and click the beginning and ending proposals in the
sequence.

Change

Tabbed Folder Change
Tabbed Faolder Wiew

Letking Proposal

DEE Conkrack Commikrnents Lisk
Planholders Lisk

Bidder Information Lisk

Bid Tab Estirnation

Run Process. ..

The Bid Tab Edit 5 Select RUN PROCESS... from the menu. The Processes
Report dialog will appear.

x

Delete Proposal from Bid Letting | a
Generate Bid Letting Summary

Generate Bid Tab Analysis
‘Generate Bid Tab Edit Report
Generate Planholder Reports
Initialize Letting Proposals

List Bid Tabs
List Bidders ;I
oK Cancel | Help |
(Processes Dialog)
6 Select GENERATE BID TAB EDIT REPORT. N/A
Continued on Following Page
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Processes Required for Bid Analysis

(continued)

7 Click the OK button. The Confirm
Process Submission

dialog will appear.

Confirm Process Submission x |

Submit

Parameters Cancel |

8 Click the SuMmIT button. The following
message will appear.

Client Job Monitor X|

9 Click the OK button. The following
message will appear.

CZNOTE: This could take several minutes before the process
completes.

x

10 Click the OK button. N/A

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

Once the process has completed, you must determine if it was

successful.
11 Select PROCESS STATUS from the FILE The Process Status
drop-down menu. List window will
appear.

=

Regular | Scheduled |

LASGBTE |LASGBTEB |Completed |0 1 o 042 -

(Process Status List Window)

12 Double-click the process name. The Process File
List window will
appear.

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

- Files for Process LASGBTEE

-8l ]

[ Show system files

- output1.bdt

PROCLOG.TXT 1216 081872011 16:48:50

(Process File List Window)

13 Double-click the PROCLOG.TXT file.

The file will open.

Viewing File PROCLOG.TXT for Process LASGETEB

| =l

=10lx|

~] [B7[ulx]

[EEE=1E B EE

bAIE : 08/18/2011:16:48
*=INFO/WAENING,/ERROR

STATE HIGHWAY AGENCY
GENERLTE BID TAE EDIT REFORT FROCESSING LOG

I LETTING PROPOSALS
LETTING : L110110&

GENERATION OF BID TAZB EDITS WAS SUCCESSFUL. (MSG:

e REEDS032) This report will tell
------------------------------------------ ----| you if the process |---
i PROCESS GENWNERATE BID TAB EDITS COMPLETED. (MSG: ran Successfu"y.

APPOS004)
ol f'
Done Print... Save As Text | Save As Rich Text
(PROCLOG.TXT File Window)

14 Click the DONE button. The file will close
and you will return
to the Process File
List window.

15 Close the PROCESS FILE LIST window. You will return to
the Process Status
List window

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

You will need to delete this process from the status list now.

16 Right-click on the process name.

A right-click menu
will appear.

Delete. ..

Process Files

Run Process.,..

17 Select DELETE from the menu.

The following
message will appear.

- Confirm Delete

Delete row:

Process Name = LASGBTE
Profile Name = LASGBTEB ?

Yes to All | No |

X|

Cancel |

18 Click the YES button.

The process will be
deleted from the list.

19 Close the PROCESS STATUS LIST
window.

You will return to
the
Letting/Proposals
Bid Letting
Package window:

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

Letting/Proposals Bid Letting Package L1

(Letting/Proposals Bid Letting Package Window)

Bid Tab Analysis 20 Right-click the selected proposal. A right-click menu
will appear.

If you would like to select multiple proposals at the same time,
hold down the key and click each proposal you wish to
select.

If the proposals are sequential, you can hold down the
key and click the beginning and ending proposals in the
sequence.

Change

Tabbed Folder Change
Tabbed Folder Wiew

Letting Proposal

DBE Conkrack Commiktrnenks Lisk
Planholders List

Bidder Information List

Bid Tab Estirnation

Run Process...

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

21 Select RUN PROCESS... from the menu. The Processes
dialog will appear.
]
Delete Proposal from Bid Letting | a
Generate Bid Letting Summary
iGenerate Bid Tab Analysis
Generate Bid Tab Edit Report
Generate Planholder Reports
Initialize Letting Proposals
List Bid Tabs
List Bidders ;I
DK Cancel Help
(Processes Dialog)
22 Select GENERATE BID TAB ANALYSIS. N/A
23 Click the OK button. The Bid Tab
Analysis Options
dialog will appear.

i . Bid Tab Analysis Options

Page'll

X|

Low Bid Summar].f:F
Tabulation of Bids: [+

Low Bid ltem &nalysis: [+
Include Engineers Estimate: [

Submit Parameters Cancel

24

Make sure the applicable check boxes
are checked or unchecked.

N/A

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

25

Click the SUBMIT button.

The following
message will appear.

Client Job Monitor

X

26

Click the OK button.

The following
message will appear.

FZ7NOTE: This could take several minutes before the process

completes.

x

:l Profile LASGETAL for process LASGETA has completed

27

Click the OK button.

N/A

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

The submitted bids will be compared with each other and with
the engineer’s estimates. The results of this process can be used
to evaluate bids and award contracts.

This process updates the letting/proposal AWARDED VENDOR
and AWARDED AMOUNT fields with the low bidder’s ID and
estimated bid amount respectively. Award decisions may be
manually updated as well.

F7NOTE: If the Bid Edit Status for the letting/proposal is I, the
award information will not be updated by the Generate
Bid Tab Analysis process.

See the Reports section for how to run the Generate Bid Tab
Analysis report.

Once the process has completed, you must determine if it was
successful.

28 Select PROCESS STATUS from the FILE The Process Status
drop-down menu. List window will
appear.

29 Double-click the process name. The Process File
List window will
appear.

30 Double-click the PROCLOG.TXT file. | The file will open.

31 Make sure the process has completed N/A

successfully.

32 Click the DONE button. The file will close
and you will return
to the Process File
List window.

33 Close the PROCESS FILE LIST window. You will return to
the Process Status
List window

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

You will need to delete this process from the status list now.

34 Right-click on the process name.

A right-click menu
will appear.

Delete. ..

Process Files

Run Process.,..

35 Select DELETE from the menu.

The following
message will appear.

- Confirm Delete

Delete row:

Process Name = LASGBTA
Profile Name = LASGBTAC ?

Yes to All | No |

X|

Cancel |

36 Click the YES button.

The process will be
deleted from the list.

37 Close the PROCESS STATUS LIST
window.

You will return to
the
Letting/Proposals
Bid Letting
Package window:

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

Bid Letting
Summary

(Letting/Proposals Bid Letting Package Window)

38

Right-click the selected proposal. A right-click menu
will appear.

Change

Tabbed Folder Change
Tabbed Faolder View

Letking Proposal

DEE Conkrack Commikrnents Lisk
Planholders Lisk

Bidder Information Lisk

Bid Tab Estirnation

Run Process. ..

39

Select RUN PROCESS... from the menu. The Processes
dialog will appear.

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

- Processes

Delete Proposal from Bid Letting
‘Generate Bid Letting Summary
Generate Bid Tab Analysis
Generate Bid Tab Edit Report
Generate Planholder Reparts
Initialize Letting Proposals

List Bid Tabs

List Bidders

o -

oK Cancel | Help

=

(Processes Dialog)
40 Select GENERATE BID LETTING N/A
SUMMARY.

41 Click the OK button. The Bid Letting
Summary Options
dialog will appear.

i, Bid Letting Summary Options il
Page 1 |
Bid Letting Addendum Report: [»
Bid Letting History: v
Bid Letting Comparison Form: v
Bid Letting Prequalification: [
Bid Letting General Report: v
Submit Parameters Cancel
42 Make sure the applicable check boxes N/A

are checked or unchecked.

Continued on Following Page
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Processes Required for Bid Analysis
(continued)
43 Click the SuBmIT button. The following
message will appear.
Client Job Monitor X|
44 Click the OK button. The following
message will appear.
FZ7NOTE: This could take several minutes before the process
completes.
x
@B Profile LASGBLSD for process LASGBLS has completed
45 Click the OK button. N/A
Once the process has completed, you must determine if it was
successful.
46 Select PROCESS STATUS from the FILE The Process Status

drop-down menu.

List window will
appear.

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

47 Double-click the process name. The Process File
List window will
appear.

48 Double-click the PROCLOG.TXT file. | The file will open.

49 Make sure the process has completed N/A

successfully.
This process creates a report containing summary information
and the apparent low bidder for the Letting/Proposal.

50 Click the DONE button. The file will close
and you will return
to the Process File
List window.

51 Close the PROCESS FILE LIST window. You will return to
the Process Status
List window

You will need to delete this process from the status list now.
52 Right-click on the process name. A right-click menu
will appear.
Celete. ..
Process Files
Run Process...
53 Select DELETE from the menu. The following

message will appear.

Continued on Following Page
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Processes Required for Bid Analysis

(continued)

.2 Confirm Delete

Delete row:

Process Name = LASGBLS
Profile Name = LASGBLSD ?

Tes to All | No |

Cancel |

54 Click the YES button.

The process will be
deleted from the list.

55 Close the PROCESS STATUS LIST
window.

You will return to
the
Letting/Proposals
Bid Letting
Package window.

56 Close the Letting/Proposals Bid
Letting Package window.

You will return to
the Bid Lettings
window.
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Updating Contract Status

After all reports for the letting have been run and you are

satisfied that they are correct, go back into Trnseport and update

the status for each contract. The status should be set to LET and
the current date as the status date.

Once you have successfully logged into Trnseport LAS:

Step Action Result
1 Click the [E=4] Bip LETTINGS button. The Bid Lettings
window will appear.

=] 4

(Bid Lettings Window)

Right-click on the bid letting that you A right-click menu
are currently working with. will appear.

®

Continued on Following Page
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Updating Contract Status
(continued)
Tabbed Folder Add
Tabbed Faolder Change
Tabbed Folder Wiew
Letting Proposal Lisk
Planholder Walid for Bidding Lisk
Run Process...
Select TABBED FOLDER CHANGE from The Bid Letting
the menu. Tabbed Folder

Bid Letting Tabbed Folder - Letting L110110A

window will open to
the General tab.

Click the Letting Proposals tab.

The Letting
Proposals tab will
be brought forward.

General Letting ProposaI5| Planholders | Addenda |  Aftachments |

Find Call Order: I

| oo1Daoo110 | 10/30/2010

_ o] x|
FiI1er:|<Sh0wAII> vl

~ pagel1  page2

Call Order: 001

Contract ID: [DADD110

Awarded Vendor: [3534
PASS DATADSS

Letting Status: [ AawD © cAN € cWP © LET € NCA © NOB © REJ @ NONE

¥ Status Date:| 081622011 g
ﬂ Awarded Amount |$5,255,54—B.45
Advertisement Date: | 10/3012010 @

Add More|

i

(Letting Proposals Tab)

Click on the Contract you need to
update the status of.

Contract information
will populate the
bottom pane of the
window.

Continued on Following Page
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Updating Contract Status

(continued)

6 Click the LET radio button in the N/A
LETTING STATUS field.

7 Type the current date in the STATUS N/A
DATE field.

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

8 N/A
Click the ok | button.

9 Repeat steps 5-8 until you have completed your status updates.

Once you’ve changed the first status to LET, you can highlight the
LETTING STATUS column, right-click, select Range Fill then Down from
the right-click menu to populate the entire column with the same entry.
This same process can be used for the STATUS DATE column as well.

10 | Click the ™| SavE FoLpER button. Your changes will
be saved.
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Assigning the Correct Resident Engineer

When a project/proposal was originally setup, a name had to be
selected for the RESIDENT ENGINEER field for the system to
accept all of the other information. At that time, it may not be
known who would be assigned. Before the Contract can be
passed to HiCams, this must be corrected.

FZ7NOTE: If this information was known at proposal setup, this
procedure can be skipped.

Once you have successfully logged into Trnseport PES:

Step Action Result

1 Click the PROPOSALS button. The Propqsals
window will appear.

-, Proposals — | Dlil

(Proposals Window)

2 Right-click on the proposal number. A right-click menu
will appear.

Continued on Following Page
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Assigning the Correct Resident Engineer

(continued)

fdd
Change
Delete, ..

Tabbed Folder Add
Tabbed Folder Change

Tabbed Folder Wiew

Proposal

Proposal Project Lisk
Proposal Description
Addendurn Lisk
Proposal Ikems
Special Provisions Lisk
Sike Locations Lisk
Seckion Lisk

Letting Proposals

Run Process...

Select Tabbed Folder Change from the
menu.

The proposal will
open to the General
tab.

i Proposal DAOO110

General | Diescription |

|_r wi@—

Click the PAGE 2 radio button:

Page 2 of the
General tab will
appear.

Click the ﬂ down-arrow button beside
the RESIDENT ENGINEER field.

The District Offices
dialog will appear.

o

Continued on Following Page
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Assigning the Correct Resident Engineer

(continued)

5 Allen, PE, Jeffrey

14 Anderson, PE, W. Trent RE 105671

g Archer, lll, PE, Wright RE 1181¢
Bailey, Jr., PE, Joseph RE 1774
Batchelor, Jr., PE, Kenneth RE 122

10 Baucom, PE, Richard RE 20589

g Black, PE, David RE 704

Kl | _"I_I
OK Filter | Sort | Cancel | Help |

(District Offices Dialog)

If you’d like to create a filter that shows only Resident
Engineers, continue. If you’d like to skip creating a filter,
proceed to Step 15.

Creating a Filter 6 Click the FILTER button. The Filter dialog
will appear.

Where
Column: Operator: Value:
oK Cancel | Advanced... | Show All
(Filter Dialog)
7 Click the ADVANCED... button. The Advanced
Filter dialog will
appear.
i Continued on Following Page'
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Assigning the Correct Resident Engineer

(continued)

i'i.; Advanced Filter il
Name: |RE Filter] |
— Build Where Condition
Column: Operator: Value:
Job Title | Jcontains =] 2|[RE Accent |
— Select Where
= Column ¥ Ands
{- Name Operator Value(s) )- or
Job Title Contains |RE
Insert Row | AddRow |  Delete Row |
Apply | [ save | Delete | cClose | Hep |
(Advanced Filter Dialog)
8 Type RE Filter in the NAME field. N/A
9 Select Job Title from the drop-down list N/A
in the COLUMN field.
10 Select = (equals) from the drop-down N/A
list in the OPERATOR field.
11 Type RE in the VALUE field. N/A
12 Click the ACCEPT button The filter criteria
you specified will
appear in the SELECT
WHERE section.

Continued on Following Page

11-66
October 3, 2013

NC Department of Transportation

Division Letting Administration




Division Letting Administration User Guide

Letting Day Activities

Assigning the Correct Resident Engineer

(continued)

13 Click the SAVE button. Your filter will be
saved.

14 Click the AppPLY button. The filter will be
applied to the list.

This filter will only show the names of people that are identified
as Resident Engineers. If you do not find the name you are
looking for in this list, the person is not considered to be a
Resident Engineer in this table. You can Investigate and have
the code table corrected if necessary.

15 Scroll through the list until you find the N/A

correct Resident Engineer.

16 Click on the resident engineer to select N/A

them.

17 Click the OK button. The RESIDENT
ENGINEER field will
be filled.

18 | Click the =] SavE FoLDER button. The information will
be saved

NC Department of Transportation
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Awarding a Contract

After the Department of Transportation accepts the bid for a
proposal, it must be AWARDED to the contracting company
that submitted the bid and an Award Letter must be mailed to
them.

Once you have successfully logged into Trnseport LAS:

Step Action Result

1| Click the 2 Bip LETTINGS button. The Bid Lettings
window will appear.

_lolx

(Bid Lettings Window)

2 Right-click on the bid letting that A right-click menu
contains the proposal you want to award | will appear.
the contract for.

Continued on Following Page
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Awarding a Contract

(continued)

Tabbed Faolder Add
Tabbed Folder Change
Tabbed Folder View

Lekting Proposal Lisk
Planhalder Walid Far Bidding Lisk

Run Process...

3 Select LETTING PROPOSAL LIST from the | The
menu. Letting/Proposals
Bid Letting

Package window
will appear.

Letting/Proposals Bid Letting Package L11

(Letting/Proposals Bid Letting Package Window)

4 Right-click the proposal you are going | A right-click menu
to award. will appear.

Continued on Following Page
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Awarding a Contract

(continued)

Change

Tabbed Folder Change

Tabbed Folder Yiew

Letting Proposal

DBE Contrack Comrmitments Lisk
Flanholders List

Bidder Information Lisk

Bid Tab Estimation

Fun Process. ..

5 Select Tabbed Folder Change from the | The Letting
menu. Proposal - General
tab will appear.
)} Continued on Following Page'
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Awarding a Contract

(continued)

" Letting/Proposal 001 Bid Letting Package L110110A - | Ellil

General Bid Managementl Attachments |

Call Order: 001

Letting Status: || vI
Status Date: | 08Me6/2011 ﬂ

Contract ID:  DAOO110

Awarded Vendor: |3534 Generate Estimate Bid Tabs

Awarded Amount: |$1,458,574.77

Advertisement Date:  10/30/2010

Bonding Company ID: [[None] =l

Passed to HICAMS: | vI

(Letting/Proposal — General Tab)

6 Select AWD from the drop-down list in N/A
the LETTING STATUS field.

CZNOTE: If your contract is part of a cluster that isn’t the low side,
set the status to NCA (Not Considered For Award).

Continued on Following Page
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Awarding a Contract

(continued)

7 Type the current date in the STATUS N/A
DATE field.

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

8 Click the || SAVE FOLDER button. The information will
be saved

Repeat this process for all Contracts that are to be awarded.

®

FZ7NOTE: Contracts are passed to HICAMS after the Letting Status
has been set to EXEC (Execute).

[ ]

[ ]
[}
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Rejecting a Contract

Occasionally, the Department of Transportation will reject a
bid. When this occurs, Trnseport must be updated to show that
the low bid for a proposal has been rejected.

FZ7NOTE: Within the Trnseport system, we do not have the
functionality to print Rejection Letters. This will continue
to be a manual task.

[}

@

Once you have successfully logged into Trnseport LAS:

Step Action Result

1| Click the 2 Bip LETTINGS button. The Bid Lettings
window will appear.

_{ofx

(Bid Lettings Window)

2 Right-click on the bid letting that A right-click menu
contains the proposals you want to reject | will appear.
the contract of.

@ ®

Continued on Following Page
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Rejecting a Contract

(continued)

Tabbed Faolder Add
Tabbed Folder Change
Tabbed Folder View

Lekting Proposal Lisk
Planhalder Walid Far Bidding Lisk

Run Process...

3 Select LETTING PROPOSAL LIST from the | The
menu. Letting/Proposals
Bid Letting

Package window
will appear.

Letting/Proposals Bid Letting Package L11

(Letting/Proposals Bid Letting Package Window)

4 Right-click the proposal you are going | A right-click menu
to reject. will appear.

Continued on Following Page
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Rejecting a Contract

(continued)

Change

Tabbed Folder Change

Tabbed Faolder View

Letking Proposal

DEE Conkrack Commikrnents Lisk
Planholders Lisk

Bidder Information Lisk

Bid Tab Estirnation

Run Process, ..

5 Select Tabbed Folder Change from the | The Letting
menu. Proposal - General
tab will appear.

Continued on Following Page
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Rejecting a Contract

(continued)

' Letting/Proposal 001 Bid Letting Package L1101 10A — | I:Ilil
General Bid Management | Aftachments |
Call Order. 001

Letting Status: || vI
Status Date: | 08/16/2011 g

Contract ID:  DAOO110

Awarded Vendor: |3534 Generate Estimate Bid Tabs

Awarded Amount: | $1,458,574.77

Advertisement Date:  10/30/2010

Bonding Company ID: [[None] =l

Passed to HICAMS: | 'I

(Letting/Proposal — General Tab)

6 Select REJ from the drop-down list in N/A
the LETTING STATUS field.

7 Type the current date in the STATUS N/A
DATE field.

F7NOTE: If you click the ﬂ button, a
popup calendar will allow you
to select the date so that it
appears in the field.

Continued on Following Page
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Rejecting a Contract

(continued)

8 Click the '] SAVE FOLDER button. The information will
be saved

Repeat this process for all Contracts that are to be rejected.
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Executing a Contract

After a contract has been Awarded, the contracting company
that submitted the winning bid must submit proper bonding
company information back to NCDOT. When this information
is received, the contract must then be Executed. This requires a
change in the status of the contract in Trnseport to Executed.

Upon completion, information on the contract will be passed
overnight to HICAMS.

Once you have successfully logged into Trnseport LAS:

1| Click the &2 Bip LETTINGS button. The Bid Lettings
window will appear.

(Bid Lettings Window)

2 Right-click on the bid letting that A right-click menu
contains the proposals you want to will appear.
execute the contract of.

Continued on Following Page
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Executing a Contract

(continued)

Tabbed Folder Add
Tabbed Folder Change
Tabbed Faolder Wiew

Letting Proposal Lisk
Planholder Walid for Bidding Lisk

Run Process...

3 Select LETTING PROPOSAL LIST from the | The
menu. Letting/Proposals
Bid Letting

Package window
will appear.

Letting/Proposals Bid Letting Package L11 _ ol x|

(Letting/Proposals Bid Letting Package Window)

4 Right-click the proposal you are going | A right-click menu
to execute. will appear.

Continued on Following Page
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Executing a Contract

(continued)

Change

Tabbed Folder Change

Tabbed Falder View

Letking Proposal

DEE Contrack Cormmitrents Lisk
Planholders List

Bidder Information Lisk

Bid Tab Estimation

Run Process, ..

Select Tabbed Folder Change from the | The Letting

menu. Proposal - General

tab will appear.

" Letting/Proposal 001 Bid Letting Package L110110A — ||:||£I

General Bid Management |  Attachments

Call Order: 001

Letting Status: || vl
StatusDate:I 08M6/2011 g

Contract [D:  DAOO110

Awarded Vendor: |3534 Generate Estimate Bid Tabs

Awarded Amount. [§1,459,574.77

Advertisement Date:  10/30/2010

Bonding Company ID: |[Mone] =]

Passedto HICAMS: | 'I

(Letting/Proposal — General Tab)

Continued on Following Page
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Executing a Contract

(continued)

6 Select EXEC from the drop-down list in N/A
the LETTING STATUS field.

7 Type the current date in the STATUS N/A
DATE field.

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

8 Select the bonding company from the N/A
drop-down list in the BONDING
CoMPANY field.

F7NOTE: You can type the first part of
the name to parse the list.

9 Click the '] SAVE FOLDER button. The information will
be saved

DO NOT SAVE UNTIL YOU HAVE COMPLETELY
FINISHED ENTERING THIS INFORMATION.

Once you save, Trnseport thinks you have completed entering
your information and sends what you have entered to HICAMS.

If you have not entered all of your information, you will have to
repeat this process the next day because HICAMS will not have
received all the information that is required.

Continued on Following Page
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Executing a Contract

(continued)

Contract Re- In order to re-execute, you must go to the LAS
Execution Letting/Proposal General tab. This has been implemented in
an effort to reduce duplicates being sent to HICAMS.

If you manually change any field (excluding clicking on the
clock for the date field) without tabbing to the next available
field, then try to save the information, the data will not be
saved.

To re-execute:
1. Change the status from EXEC to LET and W sAvE.
2. Then change the status back to EXEC and E savE.

You will then receive a message to change the PASSED TO
HICAMS field to H.

3. Change the value in the PASSED TO HICAMS field to H
and H SAVE.

4. To verify, close the Letting/Proposal and re-open it
(Tabbed Folder Change)

The FILES GENERATED timestamp will have changed.

11-82 NC Department of Transportation
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When You Are Finished...

IMPORTANT! When you have executed all projects for a particular Bid Letting, you
MUST notify Penny Higgins or Jaci Kincaid at (919)707-6900 that this
work has been done and the Status of the Letting should be changed to
Completed. This will be your final task for this particular letting.

NC Department of Transportation 11-83
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Glossary

Appendix A

Alternate Line Items

Multiple line items specified in proposal items sheets that require
the contractors to make a choice of materials.

Breakdowns Used in defining the various ways in which project costs may be
summarized. This is a category in Trnseport.
Contractor Any business entity who may receive proposals and plans for

projects advertised by the contracts office.

Engineer's Estimate

A summary report showing estimated cost for each project in a
letting.

Federal Aid Number

An identifier used by Federal Aid Administration to track federal
funding associated with a specific project.

Force Account Items

Force account items represent costs of items in a project that will
be performed by a third party, such as a railroad contractor of state
forces on Federal Aid Projects. These items are not included in the
contract and any associated costs are directly reimbursed to the
third party by the state.

Generic Items

Non-standard items that provide flexibility in identifying an item
selected by type of work and unit of measure.

Line Items

Pay items associated with a project.

Lump Sum Quantity
Items

Pay items that have been classified as lump sum items for bidding
in the master pay item list, but for which quantities estimators may
specify quantities to assist in the cost estimation process.

Master Pay Item List

A listing of all standard pay items, specifying a description code
for each item.

Non-Participating Agency

Any entity excluding NC DOT sharing in the total cost of a
project.

Non-Participating Costs

Portion of line item cost assigned to a non-participating agency.

Pay Item

A master pay item is a single, identifiable unit that includes all
materials and services necessary to install that item. Synonymous
with "contract item."

Division Project

The specific section of the highway together with all
appurtenances and construction to be performed thereon under the
contract.

NC Department of Transportation
Division Letting Administration
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Division Proposal

The form provided by the Department of Transportation on which
the offer of the bidder to perform the work at designated bid prices
is submitted.

Trnseport Project

Represents costs associated with all or part of a construction
project.

Trnseport Proposal

The entities presented to potential contractors for bidding. You
construct a proposal from Trnseport projects. Typically, you
combine multiple projects into a single proposal. Proposal
information generally includes contract time specifications,
DBE/WBE goals, bonding information, a detailed description of
the work the contractor will perform, and an identification of any
necessary special provisions, supplemental specifications, or both.

WBS Number

Identifier used by the fiscal section of the Department of
Transportation to track funds.

A-2
October 3, 2013
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Appendix B

Supplemental Descriptions

Below is the format for entering supplemental descriptions. This is to be

used as a consistency reference for entering supplemental descriptions.

PAY ITEM DESCRIPTION

REINFORCED BRIDGE APPROACH FILL, STATION

sk sk sfe sk sk ske sk sk skoskosk ok

SUPPLEMENTAL DESCRIPTION

EXAMPLE
(327+38.34)

**!" PLAIN CONC PIPE CULVERTS

(s")

***MM PLAIN CONC PIPE CULVERTS (350MM)

*#%" RC PIPE CULVERTS, CLASS ##*** (15", 1IV)

**#*MM RC PIPE CULVERTS, CLASS *** (350MM, 1V)

wxn X xxn X xxn RC PIPE TEES, CLASS 111 (12" X 12" X 12")

wok X xxk X kMM RC PIPE TEES CLASS 11T (350MM X 350MM X 350MM)

rENX wxny xxn CS PIPE TEES, #***#" THICK

(12" X 12" X 12", 0.064")

woxk X xxk ¥ xx*FMM CS PIPE TEES ****MM THICK

(350MM X 350MM X 350MM, 1.63MM)

MILLING ASPHALT PAVEMENT, ***"DEPTH

(1-1/2")

MILLING ASPHALT PAVEMENT, *MMDEPTH

(55MM)

MILLING ASPHALT PAVEMENT, ***"TQ ******" DEPTH

(0" TO 1-12")

MILLING ASPHALT PAVEMENT, *** TO ***MM DEPTH

(OMM TO 55MM)

FRAME WITH GRATE, DETAIL 840 **** (840.29)

FRAME WITH GRATE & HOOD, STD 840.03, TYPE ** (E)

kY k" CONCRETE CURB (8" X 12")

### X ##*MM CONCRETE CURB (200MM X 450MM)

GENERIC PAVING ITEM ULTRATHIN HOT MIX ASPHALT
GUARDRAIL ANCHOR UNITS, TYPE *#skkscksockis (M-350)

OVERHEAD SIGN ASSEMBLY ** (A)

FOUNDATION CONDITIONING MATERIAL, UTILITIES

(111)

**" DI WATER PIPE, CLASS #¥*%#3x &k

(12", 1V)

rxnxFrnx*EE" PERFORATED CS PIPETEE RISER,
0.064"THICK

(18" X 18" X 18")

SECTION

w64\ M PERFORATED CS PIPE TEE RISER, (450MM X 450MM X 450MM)
1.63MM THICK

PEDESTRIAN SIGNAL HEAD (**", ** SECTION) (12", 3)

PEDESTRIAN SIGNAL HEAD (***MM,** SECTION) (450MM, 3)

PREFORMED INDUCTIVE LOOP (**'X**') WITH *TAIL (6'X 30, 5

PREFORMED LOOP (***M X ***M) WITH ***M TAIL
SECTION

(15M X 7.5M, 12M)

NC Department of Transportation
Division Letting Administration
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PAY ITEM DESCRIPTION SUPPLEMENTAL DESCRIPTION
EXAMPLE
COMMUNICATIONS CABLE (**FIBER) A3)
REMOVAL OF EXISTING STRUCTURE AT STATION (27+38.234-L-)
sheskeoskoskosk sk skoskoskoskosk sk
FOUNDATION EXCAVATION FOR END BENT ** AT (2,27+38.234-L-)

[ ]

[ ]
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Appendix C Reports

Setting deskPDF as The Default Printer

In order to save and print any reports you generate as PDFs, you will first
need to set deskPDF as your Default Printer.

All Programs D

&ﬁ Printers and Faxes

t!/} Help and Support:
l_) Search

E| Lag OFF @| Shut Down

;j"‘ start '.f" E = bl E Inbox - Personal Fold. ..
(Windows™ Start Menu)
Step Action Result

1 Click the WINDOWS START MENU The Windows Start
button. Menu will expand.

2 Select Printers and Faxes from the The Printers and
menu. Faxes window will

appear.

"8 Printers and Faxes

File Edit Yiew Faworices Tools  Help
% i H_\J
<) \‘_’)l lﬁ 7 Search (i Folders

& 3 X 9 [@-

=3

. Address |':“ﬂ Printers and Faxes

V|G|:-

N ) &dobe PDF
@ #dd Printer: =
Ready

VL 1722162 on dot-nhfs0i

o=

%_#:_'t, ITZ28162ps on dat-nhfs01

(Printers and Faxes Window)

\"'.-\, deskPDF
—

Ready

VL rTzaszenon

t::] dot-nhfs01,dot.nc. nek

Continued on Following Page
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Setting deskPDF as The Default Printer

(continued)

3 Right-click on the deskPDF printer A right-click menu
icon. will appear

Open

Set as Default Printer

Printing Preferences. ..
Pause Printing
Shating. ..

Create Shaortcuk
Delete

Properties

(Right-Click Menu)

4 Select Set as Default Printer from the deskPDF is now the
menu. default printer.

'®: Printers and Faxes |Z”E|

3

File Edit Miew Fawaorites  Tools  Help '1.
x_,fl' \_/l lﬁ P ! Search - Folders = | P x n 'r
: Address |% Printers and Faxes . | 5
Y\ adobe FOF \ D deskror
&dd Printer =" 0 e W1
Ready Ready
VL 17228162 on dot-nhfs01 VL 17T228162ps on dot-nhfs0l VL rTz3seenon
S 0 S 0 S dok-nhfs01.daob e, net
Ready Ready ]
L] T2 P00Ae Ar L] TTHE 71 18724 A AekonkFert L TTHE P14 8%dme An dekonkFor

(Printers and Faxes Window)

Now all reports in the Trnseport PES or LAS applications can
be saved as PDF files using the deskPDF utility.

FZ7NOTE: In order to print the files, you will need to first save them
with deskPDF. Then, once you have exited Citrix, reset
your default printer. Open each PDF and print it as
needed.

C-2 NC Department of Transportation
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Custom Reports

You will be able to run several reports from the Trnseport System. These
reports can be produced at the proposal and letting levels.

Once you have successfully logged into Trnseport PES:

Step Action Result
1| Click the 2] ProposaLs button. The Proposals
window will appear.

_ |0 x|

(Proposals Window)

Continued on Following Page
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Custom Reports

(continued)

Right-click on the proposal number.

A right-click menu
will appear.

Add
Change
Delete. ..

Tabbed Folder Add
Tabbed Folder Change

Tabbed Folder Yiew

Proposal

Proposal Project Lisk
Proposal Descripkion
Addendurn Lisk
Proposal Ikems
Special Provisions Lisk
Site Locations Lisk
Section Lisk

Letting Proposals

Run Process...

Select TABBED FOLDER CHANGE from
the menu.

The proposal will
open to the General
tab.

Click on the ATTACHMENTS tab.

The Attachments
tab will be brought
forward.

o

Continued on Following Page
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Custom Reports

(continued)

Appendix C — Reports

it Proposal DAOO110

General | Description |

Find : |

RPT25-PROP Engineers Estimate Repart - Without break down
RFTY-FROF EXT Proposal ltem Sheets Report

CR-FROP EXT Custom Reports Application

RPTZ25B-PROP EXT

Engineers Estimate Report - With workorder break down

Sites | Projects |S|:a=:i:3lPr-:';isi-:ne| Sections | tems

=1olx]

FY Schedule Attachments l

FiI1er:|<Show All= j

(Attachments Tab)

Double-click CuSTOM REPORTS
APPLICATION.

The SpecsReports
window will appear.

NC Department of Transportation

Continued on Following Page
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Custom Reports

(continued)

_loix]

File View Reports Window Help

| Ready A

(SpecsReports Window)

At this time, you will be able to run 6 reports from this window.

These reports are:
e Proposal Item Sheets (For a Proposal or Letting)

e Advertisement
e Engineer’s Estimate (With or without breakdown)
e Project Summary
o Estimate vs. Low Bidder.
e Bid Tabulations
F7NOTE: In the future, as reports become available, they will be
added here.
i Continued on Following Page.
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Custom Reports

(continued)

The following toolbar will appear at the top of each report.

First Previous
Print = |¥ (- ¢ Last
A
Next

You will use the PRINT button to export reports as PDF files
using deskPDF. For instructions on how to do this, see Setting
deskPDF as The Default Printer on page C-1.

[ ]
[ ]

NC Department of Transportation C-7
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Proposal Iltem Sheets (For a Proposal)

The Proposal Item Sheets (For a Proposal) report lists the items and
quantities and is used in the bidding document. This option allows you to
print all Proposal Item Sheets for an individual Proposal.

Reports

Advertisement For a Letting
Engineer's Estimate 3
Project Summary

Estimate V= Low Bidder
Bid Tabulations
DBE/MBE/NEBE Interest
Contract Item Sheets
Item C

From the SpecsReports window.

Step Action Result
1 From the REPORTS drop-down menu, The Select
select Proposal Item Sheets, then select | Proposal(s) window
For a Proposal. will appear.
Select Proposal(s) - For Proposal Item Sheets Report il
Contractld  Description Filter

Dr00112 45066, 3.5T2ETC BUMCOMBE MADISOM B-5173E B-5173C

k. Cancel

(Select Proposal(s) — For Proposal Item Sheets Report Window)

Continued on Following Page
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Proposal Item Sheets (For a Proposal)

(continued)

Click on the proposal to select it.

N/A

F7NOTE: You can click the FILTER button to narrow the list. See

Finding the Project Estimate Template on page 2-32
for detailed instructions on how to use the filter.

If you would like to select multiple proposals at the same time,
hold down the key and click each proposal you wish to

select.

Click the

button.

The Proposal Item
Sheets Report will
appear.

®

Continued on Following Page
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Proposal Item Sheets (For a Proposal)

(continued)

[E specsReports - [Proposal Item Sheets Report]
[®7 File View Reports Window Help

_ ol x|
=12] x|

S|y

May 31, 2011 9:59 am ITEMIZED PROPOSAL FOR CONTRACT MO. DMOO112 Page 1 of 3 j
County : Buncombe, Madison
Line Item Humber Sec Description Quantity Uit Cost Amount
i
ROADWAY ITEMS
0001 00007 00000-H 800 MOBILIZATION Lump Sum L5
o002 1525000000-E 610 ASPHALT COMC SURFACE COURSE, 237
TYPE SF3.54 TOM
0003 1560000000-E 620 ASPHALT BIMDER FOR PLANT MIx, 15
GRADE FG B4-22 TON
0004 4400000000-E 1110 WORK Z0OME SIGNS [STATIOMARY] 3092
SF
0005 4405000000-E 1110 ‘WORK Z0ME SIGNS [PORTABLE) h22
SF
0008 4410000000-E 1110 WORK Z0ME SIGNS [BARRICADE 455
MOUMTED] SF
0007 - 4415000000-M 1115 FLASHIMG ARROW PAMELS, TYPE C 14
EA
0008 4420000000-M 1120 CHAMGEABLE MESSAGE SIGN ar ;I
[« | _>I_|
[Ready A

(Proposal Item Sheets Report — For a Proposal Window)

[ ]

[}
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Proposal Item Sheets (For a Letting)

The Proposal Item Sheets (For a Letting) report lists the items and
quantities and is used in the bidding document. This option allows you to
print all Proposal Item Sheets for a Letting at one time.

For a Proposal

Engineer's Estimate k
Project Summary

Estimate V= Low Bidder
Bid Tabulations
DBE/MBE/\WBE Interest
Contract Item Sheets
Item C

From the SpecsReports window.

Step Action Result
1 From the REPORTS drop-down menu, The Select Letting
select Proposal Item Sheets, then select | window will appear.
For a Letting
Select Letting - For Proposal ltem Sheets Report il
Letting Letting Letting
Date Time Eilter

L170770k Jan 10,2011 200 P

] Cancel

(Select Letting - For Proposal Item Sheets Report Window)

Continued on Following Page

C-11
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Proposal Item Sheets (For a Letting)

(continued)

2 Click on the letting to select it. N/A

F7NOTE: You can click the FILTER button to narrow the list. See
Finding the Project Estimate Template on page 2-32
for detailed instructions on how to use the filter.

3 . ok, The Proposal Item
Click the L="1 button. P ;
Sheets Report will
appear.
CE specsReports - [Proposal Item Sheets Report] - | Dlil
&7 File View Reports Window Help - Iﬁlﬂ
S| 4r
May 3. 2011 39:54 am ITEMIZED PROPOSAL FOR CONTRACT NO. DMOO112 Page 1 of 3 LI ﬂ
County : Buncombe. Madison
Line Item Humber Sec Descrption Quantity Tmit Cost Amount
# i
ROADWAY ITEMS
0001 00001 00000-M 300 MOBILIZATION Lurnp Sum LS.
0002 1526000000-E 810  ASPHALT COMC SURFACE COURSE, 237
TYPE SFA.5A, TOM
0003 1560000000-E 620  ASPHALT BIMDER FOR PLANT M, 15
GRADE PG 64-22 TOM
0004 4400000000-E 1110 WORK Z0ME SIGHS [STATIONARY] 3.092
SF
0005 4405000000-E 1110 WORK Z0ME SIGWS [PORTABLE] Bz2
SF
0008 4410000000-E 1110 'WORK ZONE SIGNS [BARRICADE 459
MOUMTED) cF
0oy 4415000000-M 1115 FLASHING aRROwW PAMELS, TYPE C 14
Ed
0003 4420000000-M 1120 CHAMGEABLE MESSAGE SIGN kn
Ed LI
<] | _>I_I
[Ready A
(Proposal Item Sheets Report — For a Letting Window)
C-12 NC Department of Transportation
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Advertisement

The Advertisement lists items and quantities for all Proposals in a
Letting in a compact form. This report was originally written for the
Central Office advertisements and includes a listing of Division
Engineers. This listing will need to be removed when the report is used
by a Division Office.

Proposal [tem Sheets  »
Advertisement

Engineer's Estimate »
Project Summary

Estimate Vs Low Bidder

Bid Tabulations
DBE/MBEWEBE Interest
Contract Item Sheets
Item C

From the SpecsReports window.

Step Action Result
1 From the REPORTS drop-down menu, The Enter
select Advertisement. Following Date -

For Advertisement
& Invitation to Bid
Report window will
appear.

Continued on Following Page
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Advertisement

(continued)

Enter Following Date - For Advertisement & Invitation T

Advertizement Date: 0,/00/0000 | ﬁ

] Cancel

(Enter Following Date — For Advertisement & Invitation To Bid Report Window)

Click the ﬁ button.

A calendar will
appear.

4 201 >
< vy

S5u Mo Tu We Th Fr 5a
12 3 4567
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26[27 28
29 30 31

Select the advertisement date from the
calendar.

N/A

Click the =

button.

The Advertisement
& Invitation to Bid
Report will appear.

Continued on Following Page

C-14
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Advertisement

(continued)

[H specsReports

File View FReports Window Help

|[& 1 <]

CE Advertisement & Invitation To Bid Report

DIV NO. DIVISION ENGINEER

00001
00002
00003
00004
00003
00006
00007
00008

Jerry Jennings, PE
C.E. Lassiter, Ir. PE
H. Allen Pope, PE
Fobert W Lewis, PE
J. Wially Bowman, PE
Gregory W Burns, PE
James W Mills, PE
Tim Johnson, PE

S. Pat Ivey, PE

Barry 8 Moose, PE
Michael A Pettyjohn, PE
Michael L Holder, PE
Jay J Swain, PE

Joel B Setzer, PE

LOCATION

113 ATRPORT DRIVE, SUITE 100

POBOX 1587
124 DIVISION DRIVE
POBOX 3163

2612 NORTH DUKE STREET

POBOX 1150
POBOX 14996
POEBOX 1067

375 SILAS CEEEK PARKWAY
716 WEST MATN STREET

POBOX 230
POBOX 47

POBOX 3279

253 WEBSTER ROAD

TOWN
EDENTON

GEEENVILLE
WILMINGTON
WILSON
DURHAM
FAYETTEVILLE
GREENSEORO
ABEFDEEN
WINSTON-SALEM
ALBEMARLE
NORTH WILKESBEORO
SHELBY
ASHEVILE

SYLVA

TELFPHONE
(232) 482-7977

(252) 830-3450
(910)251-5724
(232)237-6164
(919) 220-4600
(910) 486-1493
(336) 3343192
(910) 9442344
(336) 703-6300
(704) 9820101
(336) 6679111
(704) 480-5400
(828) 2516171
(829) 5862141

| o

;-
v

(Advertisement & Invitation to Bid Report Window)

NC Department of Transportation
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Engineer’s Estimate (With Breakdown)

The Engineer’s Estimate (with Breakdown) report lists items and
quantities based on WBS number.

Proposal Item Sheets  #
Advertisement

Engineer's Estimate With Break Down

Praject Summary Without Break Down
Estimate Vs Low Bidder
Bid Tabulations
DBE/MEE/MEE Interest
Contract Item Sheets
Item C

From the SpecsReports window.

Step Action Result
1 From the REPORTS drop-down menu, The Select
select Engineer’s Estimate, then select | Proposal(s) window
With Breakdown will appear.

Select Proposal(s) - For Engineer's Estimate Report - il

Contractld Description Filter | |
DAN0025 15R.10724 4 PERGUIMANS
DA00064 J3706.3.1 CAMDEN B-4452 (POC)
DANOOES 1.102816 DARE [POC)
DANOOET 15P.10684.4 DARE [FOC)
DANOOES 1CR.10581.16 MARTIMN [POC)
DA000ES 1CR.10081.19 BERTIE (POC)
DaA00070 1CR.10081.16 ETC BEERTIE HERTFORD
DANOC0F 1C.008078 ETC BERTIE [POC)
DA000F2 1C.066055 ETC HERTFORD MORTHAMPTON
DA00073 45067 3.5T30 PASQUOTANE ER-51004C [POC)
DAOOO74 1CR.10481.6 HYDE [POC) Ll

] Cancel

(Select Proposal(s) — For Engineer’s Estimate Report — With Breakdown Window)

Continued on Following Page
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Engineer’s Estimate (With Breakdown)

(continued)

Click on the proposal to select it.

N/A

F7NOTE: You can click the FILTER button to narrow the list. See

Finding the Project Estimate Template on page 2-32
for detailed instructions on how to use the filter.

If you would like to select multiple proposals at the same time,
hold down the key and click each proposal you wish to

select.

Click the

button.

The Engineer’s
Estimate —With
Breakdown Report
will appear.

Continued on Following Page
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Engineer’s Estimate (With Breakdown)

(continued)

@ ®

1ol x]

File View Reports Window Help

(@] 1» <

EI Engineer's Estimate Report - With Breakdown
North Carolina Department Of Transportation FPage: 1 of 2
Engineer's Estimate Report (With breakdown
DADDO7 ROUTE SR 1361
1C.008078. 1CH.20081.37
STATE FUNDED
BERTIE
WIDENING AND RESURFACING.
SR-1361.
WES : 1C.008078
Line ItemMNumber Sec  Description Quantity Unit E stimated
# Cost Amount
ROADWAY ITEMS
0001 00007 00000-H 800 MOBILIZATION Lump Sum LS 20173.31
0002 1330000000-E EO7 INCIDENTAL MILLING éiaﬂ 5.00 2.280.00
0003 1423000000-E E10 ASPHALT CONC BASE COURSE, TYPE 1.600 23.00 £2.400.00
B25.0B TON
0004 1525000000-E E10 ASPHALT COMC SURFACE COURSE, 2540 36.00 11.440.00
TVPE SF9.54 TON
0005 1560000000-E E20 ASPHALT BINDER FOR PLANT kI3, 2595 526.00 154.875.00
GRADE PG 64-22 TON
0006 1&30000000-E 5P GEMERIC PAVING ITEM 1.200 £5.00 78.000.00
ASPHALT COMNRETE SURFACE COURSE TON
TvPE 54.754 [LEVELING COLIRSE]
0007 4523000000-M 5P GEMERIC TRAFFIC COMTROL ITEM Lurnp Sum LS 1.260.00
TRAFFIC CONTROL
|FIead_l,l S
(Engineer’s Estimate Report — With Breakdown Window)
C-18 NC Department of Transportation
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Engineer’s Estimate (Without Breakdown)

The Engineer’s Estimate (without Breakdown) reports lists all items
and total quantities for a Proposal.

Proposal Item Sheets
Advertisement

Engineer's Estimate With Break Down

Project Summary Without Break Down
Estimate V= Low Bidder
Bid Tabulations
DBE/MBE/NEBE Interest
Contract Item Sheets
Item C

From the SpecsReports window.

Step Action Result
1 From the REPORTS drop-down menu, The Select Proposal
select Engineer’s Estimate, then select | window will appear.
Without Breakdown.

Select Proposal - For Engineer's Estimate Report - il

Contractld Description Filter | |
DADDD25 15R.10724 4 PERGUIMANS
DA000E4 J3706.3.1 CAMDEN B-4452 (POC)
DADOOES 1.102816 DARE [POC)
DADOOET 15P.10684.4 DARE [POC)
DADDOES 1CR.10581.16 MARTIN [POC)
DA000E4 1CR.10081.19 BERTIE (POC)
Da00070 1CR.10081.16 ETC EERTIE HERTFORD
DLA0007 1C.008078 ETC BERTIE [POC)
DaA00072 1C.066055 ETC HERTFORD MORTHAMPTON
DA00073 48067 35T30 PASOUOTAMNE ER-B100AC (POC)
DA00074 1CR.10481.6 HYDE [POC) Ll

| ok I LCancel

(Select Proposal — For Engineer’s Estimate Report — Without Breakdown Window)

Continued on Following Page
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Engineer’s Estimate (Without Breakdown)

(continued)

2 Click on the proposal to select it. N/A

F7NOTE: You can click the FILTER button to narrow the list. See
Finding the Project Estimate Template on page 2-32
for detailed instructions on how to use the filter.

If you would like to select multiple proposals at the same time,
hold down the key and click each proposal you wish to
select.

The Engineer’s
Estimate —Without
Breakdown Report
will appear.

Click the = button.

[ ]

®

Continued on Following Page
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Engineer’s Estimate (Without Breakdown)

(continued)

_loix]

File View Reports Window Help

[& 1 <

LB Engineer’s Estimate Report - Without Breakdown
Hun 17, 2011 2:10 pm MNorth Carolina Department Of Transportation Page: 1of1
Engineer's Estimate Report (Without breakdown]
DADDDF ROUTE 5R 1361
1C.008078. 1CR.20081.37
STATE FUNDED
BERTIE
'WIDENING AND RESURFACING.
SR-1361.
Line ItemMumber Sec  Description Quantity Unit E stimated
# # Cost Amount
ROADWAY ITEMS
0001 00007 00000-N 800 MOBILIZATION Lump Sum LS 3363219
000z 1320000000-E BO7  INCIDEMTAL MILLIMG é\?ﬂ 5.00 2.250.00
0003 1423000000-E E10 ASPHALT COMC BASE COURSE. TYPE 2,600 33.00 107.400.00
E25.0B TOM
0004 1525000000-E E10  ASPHALT COMC SURFACE COURSE, 4115 36.00 148.140.00
TVPE SF354 TON
0005 1560000000-E E20  ASPHALT BINDER FOR PLANT MIx, 455 525.00 253.875.00
GRADE PG B4-22 TOMN
000g  1820000000-E SP GEMNERIC PAVING ITEM 1.910 £5.00 124,150.00
ASPHALT COMRETE SURFACE COURSE TOM
TYPE 54.754 (LEVELING COURSE)
0007 4583000000-N 5P GENERIC TRAFFIC CONTROL ITEM Lump Sum LS 2.000.00
TRAFFIC CONTROL
[Ready v
(Engineer’s Estimate Report — Without Breakdown Window)
NC Department of Transportation C-21
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Project Summary

This letting-level report lists all Proposals in a Letting and breaks down
the Engineer's Estimate and Low Bid by WBS Number and
Roadway/Structure Costs.

Proposal Item Sheets  #
Advertisement

Engineer's Estimate 3

Project Summary
Estimate Vs Low Bidder
Bid Tabulations
DBE/MBE/WEE Interest
Contract Item Sheets
Item C

From the SpecsReports window.

Step Action Result
1 From the REPORTS drop-down menu, The Select Letting —
select Project Summary. For Proposal
Summary Report

window will appear.

Select Letting - For Proposal Summary Report il

Letting Letting Letting
Date Time

L110770M Jan 10, 2011 200 P

Eilter

] Cancel

(Select Letting — For Proposal Summary Report Window)

o

Continued on Following Page

[ ]
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Project Summary

(continued)

2 Click on the letting to select it. N/A
F7NOTE: You can click the FILTER button to narrow the list. See
Finding the Project Estimate Template on page 2-32
for detailed instructions on how to use the filter.
3| Click the %X button. The Proposal

Summary Report
will appear.

[H specsReports - [Proposal Summary Report] — ||:||

Division Letting Administration

October 3, 2013

[®7 File WView Reports Window Help _ |El|£|
S|4 4
May 31. 2011 10:25 am FPage 1 of 1 j
LETTING OF January 10, 2011
PROJECT SUMMARY
RPN CONTRACT ESTIMATED TOTAL LOW BID TOTAL
PROJECT NOD. COST  ESTIMATED COST COST LOw BID COST
001 DMOD112
45066.3.5T2
ROADWAY ITEMS 607.696.22 674,229 45
STRUCTURE TEMS 5.151.058.51 5.118.968.80
WO TOT 5.7b8.754.73 5.793.198.25
45066.3.5T3 s
ROADWAY ITEMS 644.796.54 686.281.20
WO TOT 644,796.54 686.281.20
ToT 6.403.551.27 6.403.551.27 6.479.479.45 6.479.479.45
LETTING TOTAL 6.403.551.27 6.479.479.45
< | _>I_I
[Ready v
(Proposal Summary Report Window)
NC Department of Transportation C-23
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Estimate vs. Low Bidder

This letting-level report allows the user to compare the Engineer's
Estimate to the Low Bidder by item and includes calculations on the %
and amount of difference between the two.

Proposal Item Sheets  #
Advertisement

Engineer's Estimate 3
Project Summary

Estimate Vs Low Bidder

Bid Tabulations
DBE/MBE/WEE Interest
Contract Item Sheets
Item C

From the SpecsReports window.

Step Action Result
1 From the REPORTS drop-down menu, The Select Letting
select Estimate Vs Low Bidder. window will appear.
Select Letting - For Estimate Vs Low Bidder Report il
Letting Letting Letting
Date Time Eilter

L110770M Jan 10, 2011 200 P

] Cancel

(Select Letting — For Estimate Vs Low Bidder Report Window)

Continued on Following Page
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Estimate vs. Low Bidder

(continued)

2 Click on the letting to select it. N/A

F7NOTE: You can click the FILTER button to narrow the list. See
Finding the Project Estimate Template on page 2-32
for detailed instructions on how to use the filter.

The Estimate Vs
Low Bidder Report
will appear.

3| Click the 2K

button.

[E specsReports - [Estimate Vs Low Bidder Report] - | I:llil

[®7 File view Reports Window Help — =] x|

& 14>

BUNCOMEE, MADISON

[TTF NO. B-517%B 45066.3.8T2, 45066.3.5T3
FED AID NO STM-0008(354)
BRIDGE DECK PEFSERVATION 1.440 MILES

ENGINEEFR'S ESTIMATE APPLE TUCK & ASSOCIA

RUTHERFORD
ROADWAY ITEMS

0001 00DO10D000-N 80D MOBILIZATION Lump Sum LS 5000000 5000000 500000
0002 1522000000-E 810 ASP CONC SURF CRS SF2.5A 237 TON ED.00 18560.00 T5.00
0002 1580000000-E G20 ASP FOR PLANT MIX PGS4-22 15 TON 400.00 G000.00 .00
0004 44D000D000-E 1110 WORK ZONE SIGNS (STAT) 3,082 3F 3.00 927600 5.00
0005 44D5000000-E 1110 WORK ZONE SIGNS (FORT) 5x2 3F 10.00 522000 12.00
000G 4410000000-E 1110 WORK ZOME SIGNS (BARR) 459 SF 8.00 3ET2.00 85D
00T 4415000000-N 111§ FLASHING ARROW FNL TYFE C i4 EA 300000 4200000 Z575.00
0008 4420000000-N 1120 CHANGEABLE MESSAGE SIGN a7 EA 1000000 7000000 12500.00
0005 4420000000-M 1130 DRUMS 1,200 EA 40.00 T2000.00 28.00
0010 4425000000-N 1135 CONES 100 EA 20.00 2000.00 200
0011 4445000000-E 1145 BARRICADES (TYFE 1lI} 1208 LF 30.00 524000 2725
0012 4455000000-N 1150 FLAGGER 204 MD 170.00 3468000 150.00
0013 4485000000-N 1180 TEMPORARY CRASH CUSHIONS & EA EQ00.00 25000.00 E£100.00
0014 44T000D000-N 1160 RESET CRASH CUSHION 5 EA

1-26, I-40, 1-240, US-19/23 (FUTUFE I-26), US-23/70, 8R-1001 AND ISLAND ROAD. —

2200.00 11000.00 2000.00 .
1 | »

(Estimate Vs Low Bidder Report Window)

NC Department of Transportation C-25
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Bid Tabulations

The Bid Tabulations report lists items and bids for all bidders by
Proposal for all proposals in a Letting.

Proposal Item Shests  »
Advertisement

Engineer's Estimate »
Project Summary

Estimate Vs Low Bidder
Bid Tabulations

DBE/MBE/M/BE Interest
Contract Item Sheets
Item C

From the SpecsReports window.

Step Action Result
1 From the REPORTS drop-down menu, The Select Letting —
select Bid Tabulations. For Bid
Tabulations Report
window will appear.

Select Letting - For Bid Tabulations Report il
Letting Letting Letting
Date Time Esler

L170770k Jan 10,2011 200 P

] Cancel

(Select Letting — For Bid Tabulations Report Window)

Continued on Following Page

C-26 NC Department of Transportation
October 3,2013 Division Letting Administration



Division Letting Administration User Guide

Appendix C — Reports

Bid Tab

(continued)

ulations

Click on the letting to select it.

N/A

F7NOTE: You can click the FILTER button to narrow the list. See
Finding the Project Estimate Template on page 2-32
for detailed instructions on how to use the filter.

Click the

oK

button.

The Bid

Tabulations Report
will appear.

[E SpecsReports - [Bid Tabulations Report]

[®7 File Wiew Reports Window Help

_ g x|
=151 x|

&1y |

MOV 30, 2010 10:13 AM
TIF NO B-51739B, B-5175C

FED AID NO STM-0D05{554)
BRIDGE DECK PRESERVATION.

1265, 1-40, 1-240, US-1%23 (FUTURE 1-26), US-257T0, SR-1001 AND ISLAND ROAD.

BUNCOMBE, MADISON

450863572, 45066.3.5T2

7

APFLE TUCK & ASSOCIATES, INC.

CLARK LEDBETTER GRADING &

HALLING, ING.
RUTHERFORDTON, NG SHELBY, NC
ROADVIRY ITEMS
0001 DOO0100000-N BOD MOBILIZATION Lump Suwm AD000.00 5050000
002 1525000000-E 610 ASP COMNC SURF CRS SF3.84 237 TON TE.0D 17T775.00 80.00 1856000
0003 1560000000-E G20 ASP FOR PLANT MIX PGGS4-22 15 TON 00,00 4500.00 405,00 B07T5.00
004 4400D00000-E 1110 WORK ZONE 3IGNS {STAT) 3,092 SF 2.00 B184.00 350 10822 00
0005 4405000000-E 1110 WORK ZONE 3IGNS (PORT) 52z 5F 100,00 5220.00 10.50 5481.00
0006 4410000000-E 1110 WORK ZONE SIGNS (BARR) 459 SF £.00 WT2.00 5.00 4131.00
0007 4415000000-N 1115 FLASHING ARROW FNL TYFE C 14 EA 250000 35000.00 307500 43050 .00
D008 4420000000-N 1120 CHANGEABLE MESSAGE SIGN a5 EA 550000 33250000 1050000 38T500.00
0003 4430000000-N 1130 DRUMS 1,500 EA 800 £2000.00 4500 £1000.00
0010 4435000000-N 1136 CONES 100 EA 15.00 1500.00 2200 Z200.00
0011 4445000000-E 1145 BARRICADES {TYFE 11} 1,210 LF 30,00 36300.00 MT5 42047 5D
012 4455000000-N 1150 FLAGGER 204 MD 170,00 3468000 171.00 34584 00
0013 4465000000-N 1150 TEMPORARY CRASH CUSHIONS & EA 45TE.00 Z2E50.00 S100.00 25500.00
014 44T0DO0D00-N 1160 RESET CRASH CUSHION 5 EA 219500 10575.00 230000 1150000
0015 4480000000-N 1165 TMIA i2 EA 850000 102000.00 250D 0D 114000.00
0016 4485000000-E 1170 PORT CONC BARRIER 4210 LF 2325 STEE2.50 24,00 101040.00
0017 4500D00000-E 1170 RESET PORT CONC BARRIER 4210 LF 560 2257600 6.00 2526000
0018 4510000000-N SF  LAW ENFORCEMENT 1,404 HR 100.00 140400.00 125.00 175500.00
D013 4518000000 118D SKINNY DRUM w0 EA 32.00 600.00 3328 337500
-
L I _>I_I
-
4 I | L3
|Ready &
(Bid Tabulations Report Window)
NC Department of Transportation C-27
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DBE/MBE/WBE Interest Report

The DBE/MBE/WBE Interest report will assist you in setting your
goals for the contract. It can be run after entering prices in the proposal.

Proposal Item Shests  »
Advertisement

Engineer's Estimate »
Project Summary

Estimate Vs Low Bidder

Bid Tabulations
DBE/MBE/MBE Interest

Contract Item Sheets
Item C

From the SpecsReports window.

Step Action Result
1 From the REPORTS drop-down menu, The Select
select DBE/MBE/WBE Interest. Proposal(s) window
will appear.

I Select Proposal(s) - For DBE/MBE/WBE Interest Re X|

Contractld  Description Filter | |~

C202840
DADOOZ25 15R.10724.4 PERQUIMANS

DA00064 33706.3.1 CAMDEN B-4452 (POC)
DA00065 1.102316 DARE (FOC)

C.A000E7 15P.10584.4 DARE [POC)

DA000eS 1CR. 1058116 MARTIM [FOLC)

DA00063 1CR.10081.15 BERTIE (POC)

DA00070 1CR.10021.16 ETC BERTIE HERTFORD

DA00071 1C.0083073 ETC BERTIE [FOC)

DA00072 1C.066055 ETC HERTFORD MORTHAMPTOM

DAD0073 45067 . 3.5T30 PASQUOTAMNE ER-5100AC [POC) ;l
2k, LCancel

(Select Proposal(s) — For DBE/MBE/WBE Interest Report Window)

Continued on Following Page
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DBE/MBE/WBE Interest Report

(continued)

1CR.10581.16

STATE FUNDED
MARTIN

RESURFACING.

JAMUARY 18, 2011 Letting

2 Click on the proposal to select it. N/A
F7NOTE: You can click the FILTER button to narrow the list. See
Finding the Project Estimate Template on page 2-32
for detailed instructions on how to use the filter.
3 . 1] 4 The
Click th = button.
tekthe utton DBE/MBE/WBE
Interest Report
window will appear.
Feb 03. 2012 3:02 pm North Carolina Department Of Transportation Page 1 of 4
MBEMWEBE Interest Report
DAODDDGS ROUTE HC 11

MC-11 FROM OAK CITY C/L TO BERTIE CO LIME.

DESCRIPTION PERCENT
PAVEMENT MARKINGS 1200
HAULING AND TRUCKING 8069
TOTAL 92 69
(DBE/MBE/WBE Interest Report)
NC Department of Transportation C-29
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Contract Item Sheets

The Contract Item Sheets report will print the bid for placing in the
contract for the awarded bidder.

Proposal Item Sheets ¢
Advertisement

Engineer's Estimate k
Project Summary

Estimate V= Low Bidder

Bid Tabulations
DBE/MEE/MEBE Interest
Contract Item Sheets

Item C

From the SpecsReports window.

Step Action Result
1 From the REPORTS drop-down menu, The Select
select Contract Item Sheets. Proposal(s) window
will appear.

m Select Proposal(s) - For Contract Item Sheets Repo il
Contractld  Description Filter |
C202340 33579.31 PITT B-4236 [FOC]
DADOO2E 15A.10724.4 PERQUIMANS |
DA000E4 33706.3.1 CAMDEM B-4452 [FOC]
DA000ES 1.102816 DARE [POC)
DAO00ET 15F.10584.4 DARE [POC)
DAOOOES 1CR. 10581 .16 MARTIM (POC]
Da000e3 1CR.10031 15 BERTIE [FOC)
Da00070 1CRI002N AEETC BERTIE HERTFORD
DA000F 1C.0080F3 ETC BERTIE [POC)
DAQOO72 1C.0EE055 ETC HERTFORD MORTHAMPTON
DA00073 45067 3.5T20 PASQUOTANK ER-5100AC [POC) ;I
] Cancel

(Select Proposal(s) — For Contract Item Sheets Report Window)

Continued on Following Page
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Contract Item Sheets

(continued)

2 Click on the proposal to select it.

N/A

F7NOTE: You can click the FILTER button to narrow the list. See
Finding the Project Estimate Template on page 2-32
for detailed instructions on how to use the filter.

3 . ok, The Contract Item
Click the L= button. .
Sheets Report will
appear.
Feb 03. 2012 3:42 pm MNorth Carolina Department Of Transportation Page: 1 of1
Contract Item Sheets For DADOD72
Line ltemMumber Sec  Deszcription Quantity Tt Bad Amount
i # Unit Price Bid
ROADWAY ITEMS
0oon 00007 00000-K 800 MOBILIZATION Lurnp Surn 8.000.00 8.000.00
LS
0ooz2 - 1330000000-E B07  INCIDEMTAL MILLING 450 2.00 3.E00.00
5
0003 1433000000-E B10  ASPHALT CONC BaSE COURSE, TYPE 1,700 3200 54.400.00
B25.08 TOMW
noo4  1525000000-E 10 ASPHALT CONC SURFACE COURSE, 8975 .80 282,711250
TvPE SF9.54 TOM
0005 1560000000-E B20  ASPHALT BIMDER FOR PLAMT I, 700 527.00 368,900.00
GRADE PG B4-22 TOM
000&  1880000000-E 5P GEMERIC PAVIMNG ITEM E50 3200 20.800.00
ASPHALT COMC SURFACE COURSE, TOM
TYPE 54.754 (LEVELING COURSE]
nooy - 45833000000-M SP GEMERIC TRAFFIC CONTROL ITEM Lurnp Surn 2.000.00 3.000.00
TRAFFIC COMTROL LS
0oog  4310000000-E 1205 PAINT PAVEMEMNT MARKING LIMES 362,543 0039 3262932
(4" LF
TOTAL AMOUNT OF BID FOR ENTIRE PROJECT $774.041.82
15424Feb03/Q375025/D17182100000/E8
(Contract Item Sheets Report Window)
NC Department of Transportation C-31
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Item C

The Item C report is a summary of the letting.

Proposal Item Sheets  #
Advertisement

Engineer's Estimate r
Project Summary

Estimate Vs Low Bidder

Bid Tabulations
DBE/MBE,\BE Interest
Contract Item Sheets

From the SpecsReports window.

Step Action Result
1 From the REPORTS drop-down menu, The Select Letting
select Item C. to Item C window

will appear.

E%] select Letting To Item C - BOT Report x|
Letting : |{MRINRL2
r— Input For Design Build Contract:
TECH QUALITY PROFPOSED
RPN VENDOR SCORE CREDIT % COMP. DATE
— Option To Show Cluster Proposals Summary Details On The Report
OFTION RPH CONTRACT ID DESCRIPTION

Ok I Lancel |

(Select Letting To Item C Window)

Continued on Following Page
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Item C

(continued)

2 Select the letting from the drop-down N/A
list in the LETTING field.

CZNOTE: You may have just one in the list.

3| Click the -2 putton. The Item C Report
will appear.
HIGHWAY LETTING PAGE - 10f7
NORTH CAROLINA DEPARTMENT OF TRANSPORTATION ITEM C
DIVISION OF HIGHWAYS
RALEIGH N.C.

JAMUARY 18, 2011
DIVISION 00001

DADDOZE
15P.0724.4
STATE FUNDED
FERCILIMANS

PROPOSAL LENGTH 0.549 MILES
TYPE OF WORK  BRIDGE CLEANING AND PAINTING.

LOCATION FERQUIMAMNS BRIDGE #14.

RPM 001 1 BIDDER(S) MBE GOAL  0.00% WEBE GOAL 0.00%
ESTIMATE 187 000.00

DATE AVAILABLE JUL 15 2010

FIMNAL COMPLETION Jurd 01 2011

b TOTALS % DIFF
ASTRON GEMERAL CONTRACTING COMPANY INC JACKSONVILLE, NC 234,000.00 +25.1

(Item C Report)

NC Department of Transportation C-33
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Saving a Report as a PDF

After creating a report, you can save it as a PDF file for future use.

From the window of the report you wish to save:

Step Action Result
1| Click the 2 PrinT button. dT,hT Pri“{lopﬁons
ialog will appear.

Notice that the Print Options El

printer is set to

deskPDF. If this is — Curent Printer
ANY other printer. o
Stop this > Client/| TEADEY 2436904, dezk PDF
procedure and set Cancel
deskPDF as your — Page Fange
default printer.
P v all Frinter...
" Current Page
 Pages: Help
Enter page numbers and/or page ranges separated by
commas. For example, 2,5.8-10
— Mizc Ophione
Fiirt; I.-'-‘-.II Pages in Range ;I
El:lgies|71 [~ Print ta File
|+ Collate Copies
(Print Options Dialog)
CZNOTE: If the printer is set to any other printer than deskPDF,
stop here, go to Setting deskPDF as The Default
Printer on page C-1, then restart Citrix.
2 Click the PRINT button. The following status
dialog will appear.
Print: Client/ITEADEV243690#/de X |
Freparing page 2 of 2.
i Continued on Following Page'
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Saving a Report as a PDF

(continued)

Next, the deskPDF Save PDF Document dialog will appear.

i deskPDF 2.5 Professional - Save PDF Document |E|[z|
Save in: | |3 Reports V| o ? o E*

File name: | Praposal ltem Sheets DMOOO0S L | save |
Save as bype: | PDF Documents [*.pdf) w | [ Cancel ]

Open file in associated viewer PDF Quality | Ctandard w |

[]5end file az email attachment

[ ] Display &dvanced Options d&Sk P D F

(deskPDF Save PDF Document Dialog)

3 Navigate to the directory where you N/A
wish to save the report.

4 Type a filename for the report in the N/A
FILE NAME field.

5 Click the SAVE button. The PDF file will be
saved in the
specified location.

NC Department of Transportation C-35
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Printing a Saved Report

There will be times when you will need to print the reports that you have
saved. In this case, if your default printer is set to deskPDF, you will
need to change it back.

ﬁ Printers and Faxes

-

t!j Help and Support:

All Programs D 77 Run...

E| - OFf @| '—:'hut Daown

;.f start r‘r.:; ﬂ + hal ﬂ Inbox - Personal Fald.. .

(Windows™ Start Menu)
Step Action Result
1 Click the WINDOWS START MENU The Windows Start
button. Menu will expand.
2 Select Printers and Faxes from the The Printers and
menu. Faxes window will
appear.

*® Printers and Faxes

File Edit Yiew Favorites  Tools  Help
\_) \_’) l.ﬁ pSearch (i Folders B ¥ x n v
: Address |E"ﬂ Printers and Faxes V| G0
_\ Adobe FOF \ ) deskeOF
é gead':.-' @ Eead‘;x
' 1L ITZe8162ps on dob-nhfs0l VL rTzaszenon
C":__-.) ] ﬁ":__-.) ] ﬁ"’:__::] dat-nhfs01,dot.nc. nek

(Printers and Faxes Window)

Continued on Following Page
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Printing a Saved Report

(continued)

3 Right-click on the printer icon that you | A right-click menu
wish to print from. will appear

Open

Set as Default Printer

Printing Preferences. ..
Pause Printing
Shating. ..

Create Shaortcuk
Delete

Properties

(Right-Click Menu)

4 Select Set as Default Printer from the You have now set
menu. your default printer.
‘® Printers and Faxes _ _ E'
File Edit Vew Favorites Tools  Help 1".'
\ 9 ) ; )
€ \_/I lﬁ 7 Search B Folders = | x n
Address |':jﬂ Prinkers and Faxes o | d &
adobe PDF deskPDF
] 0
Feady Ready

Snaglk 5
1]
Ready

Micrasoft %PS Document Writer
i |:|
Ready

(Printers and Faxes Window)

Now everything you print will be sent to this printer.

CZNOTE: If you are still logged into Citrix, deskPDF will still be
saved as your default printer.
However, you will need to change it again the next time
you log in.

Continued on Following Page
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Printing a Saved Report

(continued)
& PDF Exports £ &
p =l lllll
File Edit ‘“iew Fawaorites Toaols  Help -.1.'
— »
- 1 ) b e x
e Back. < lﬁ 7 Search - Folders = | P
Address |@ C:\Temp\PDF Exports v| Go
- DA00110 Proposal Ikem Sheets = Da00110 Advertisement 2
Report. pdf Invitation ko Bid Report. pdf
Adpe Pvdobe Acrobat Document adbe odobe Acrobat Document
(Saved Reports)
5 Go to the folder where the reports are N/A
saved.
6 Double-click the report you wish to The report will open
print. in a new window.
& DAO0110 Proposal ltem Sheets Report. pdf - Adobe Reader Ead
File Edit Yew Document Tools Window Help ®
B @+ o [F @ T
L
Bug 16, 2011 6:24 pm ITEMIZED PROPOSAL FOR CONTRACT HO. DAMW 10 Paga1of3
County: Buncomba, Madlson
IJ‘I'IG- [Eam Numiber S:C Descripdon ‘Guantty Unit Cast Amount
ROADWAY [TEMS b
D001 CO0D1D0000- 800 MOBILIZATION Lump Sum LE.
D00z 1525000000-E 610  ASPHALT COMC SURFACE COURSE, 23T
TYPE 5FO.54 ToN
D002 1360000000-E G20 ASPHALT BINDER FOR PLANT MIX, 1=
GRADE PG 6422 ToN
D004 4400000000-E 1110 WORK ZONE SIGHS (STATIONARY) 3,082
SF
D005 4405000000-E 1110 WORK ZOMNE SIGNS (PORTASLE) 52
SF
0006 4410000000-E 1110 WORK ZONE SIGNS (BARRICADE 450
MCUNTED) SF
D007 4415000000- 1115 FLASHING ARROW PAMELS, TYPEC "
EA
DODE  4420000000- 1120 CHAMGEABLE MESSAGE SIGN T
EA
D009 4430000000-N 1130 DRUMS 1,600
EA b
(PDF Report)
Continued on Following Page
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Printing a Saved Report

(continued)
7 =g The Print dialog
Click the PRINT button. .
will appear.
Print E|
Prinker
Mame: | Widot-nhfsOl.dat.ne net|IT2352590ps v
Status: Ready Comments and Forms:
Type: HP Color LaserJet 5550 P3 Docurent and Markups -
Print Range Preview: Compoasite
@ al k 85 A
() Current view -
O Current page S === i
(Pages |1-3 || - —
Subset; | Al pages inrange v bl 3
D Reverse pages p— :
Page Handling e <
Copies: 1 B 1 = H
Page Scaling: Shrink ta Printable Area w pt— :
Auto-Robake and Center =
[]choose paper source by PDF page size — :
it
[ Print to file Units: Inches Zoom @ 96%
13 ]
[Printing Tips ] I Advanced [ ik l [ Cancel
(Print Dialog)
8 Click the OK button. The report will print

to the default printer.
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