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1 e-Bidding

In Masterworks, the e-Bidding module ensures a highly confidential bidding process. Bidders will log on to
Masterworks, using the registered User Name and Password to view the advertisements, acknowledge addenda
(if any), and respond to the advertised bids. In the e-Bidding module, the Contractor Bidding List page displays
the list of advertised bids. The Bidders can submit bid response within 24 hours prior to the bid opening date and

time.

The bid details page consists of the following tabs:

Bid Information

Bid Items

Bidder Information

Checklist

DBE Commitment (for federal funded projects only).

0O O O O O

1.1 Submitting Contractor Bidding Details

Steps

1. Logon to Masterworks with your User Name and Password.

MasTERwoOrks’

User Name '
Password w
\vﬁ' S~
bl
-~

Login E f
Mew User! Forgot password?

The Contractor Bidding List page is displayed. By default, the list of advertised bids for which the Bid

Opening Date and Time is not elapsed is displayed.

Contractor Bidding List

_.'ﬁj Edit ) II Moadify @ -'.[ﬂ Customize List [} Manage
»| View L] Select Actions - i .| Addenda _ Add
: History Reports - —Mone-
o ..J DBE Commitment Letters Attachment . ? Clear
General Workflow Others Filters
PIN | Project Number ‘ Project Name No. of Addenda ‘ Date Submitted | Bid Status
|7 | |7 | |7 | |7 | H |7 [ |
Mew
- - p— Mew
© Aurigo Software Technologies Inc. 2018 1
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2. Toview the bids for which the Bid Opening Date and Time has elapsed, on the toolbar, in the Filters

group, click Clear.

Contractor Bidding List

] Edit 3 .| Modify 1 -[, Customize List [} Manage

%] View [ SelectActions . =~ i5~ ..| Addenda T Add

History Reports —-Mone,

= : .| DBE Commitment Letters Attachment =

General Workfiow Others Filters

PIN | Project Number ‘ Project Name MNo. of Addenda ‘ Date Submitted ‘ Bid Status
[ | | | || [ |7 | |7 |
b — —— e L . Mew
- - - Mew

Alternatively, to view the bids in inactive and closed status, in the Bid Opening Date column click and

then click Clear All Filter.

Contractor Bidding List

Clear All Filte

,ﬁ Edit D .j._\_l Modify s 'q ﬂ Customize List [} Manage
;ﬁ View ] Select Actions - i .| Addenda == Add
History Reports . ~None =
- .] DBE Commitment Letters Attachment = ‘? Clear
General Workfiow Others Filters
PIN | Project Numbet | Project Name No. of Addenda | Date Submitted Bid Status Bid Opening Date
|7 | Edl || |7 | & |7 || = ]
NoFilter
b — ——— - S el . New 11/19/2018 7:52 AM EqualTe
New 11/19/2019 7:52 AM NotEqualTo
GreaterThan
LessThan
GreaterThanCrEqualTo
LessTh, alTo

3. Torespond to an advertised bid, perform the following steps:

Select the bid in the bid status New and on the toolbar, in the Workflow group, click Select Actions.

Click Move To Review.
c. Click OK. The Bid Status is set to In Review.

Alternatively, double—click the bid in the bid status New. The Bid Information tab is displayed. The

Bid Status is set to In Review.

d. Select the bid in the bid status In Review and on the toolbar, in the Workflow group, click Select

Actions.
Contractor Bidding List
'qﬁ] Edit 3 .f..J Modify £ $ ’.[L]. Customize List '—"T_"xf Manage
%] View [i] SelectActions . || #25 .| Addenda “ Add
- History Danocte . —None. _~
Move To Draft I _.'_...J DBE Commitment Letters Attachment - ? Clear
General Workfiow Others Filters
PIN | Project Number | Project Name Mo. of Addenda | Bid Status | Bid Opening Date
|+ | || || || || H Qv
 — ——— - ——— e — ¢ In Review 1171972019 7:52 AM
- . - Tew 11192019 752 AM
e. Click Move To Draft.
f. Click OK. The Bid Status is set to Draft.
© Aurigo Software Technologies Inc. 2018 2
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4. Select the bid in the bid status Draft and on the toolbar, in the General group, click Edit.

Contractor Bidding List

__-ﬁj Edit "qn JuJ Modify i 5 —'Iﬂ. Customize List [} Manage
P View [ SelectActions , = %% .| Addenda o Add
T History Reports --None.
L .J DBE Commitment Letters Attachment L v Clear
General Workfiaow Others Filters
PIN Project Number Project Name Bid Status
[ | [ [ [~ |
| —— L X - - - - Ciraft
i - “ - o Mew

The Bid Information tab is displayed. The Bid Information tab displays the project information and the
advertisement details.

I Bid Information I Bid Items Bidder Information Checklist DBE Commitment
PIN : Concept :
Project Number : Region :
Project Name : County :
Bid Status : Location :
Bid Opening Date and Time : Resident Engineer :
Pre-Bid Meeting Date and Time : Project Manager :
Advertisement Date : DBE Goal (%) :
Pre-Bid Meeting Location : Davis Bacon Applies :
Delivery Method : No of Addenda :
Tied Project : Tied Project Code:

5. Click the Bid Items tab. The Bid Items tab displays the details of the bid items that are advertised.
The editable cells are highlighted in yellow.

© Aurigo Software Technologies Inc. 2018 3
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6. Corresponding to the bid items, click the cells that are highlighted in yellow for each bid item and enter
the values. In the rows that are highlighted in grey, the Quantity and Unit Price($) are non-editable. The
total amount of the bid items is displayed in the bottom right corner of the table.

Contractor Bidding List
i i &9 Back B submit
ix» Export Bid to Excel || EJ Clear
Save )
fx¢ Import from Excel || B Archive
General Workflow
Bid Information Bid Items Bidder Information Checklist DBE Commitment
Bid ltems
: Contai Addendi 5 Unit . y
Item No Container Name on a_me_: Line No Item Name snaum Quantity | Unit . n IsAdditive | Time Min Time Max Amount(S)
Description MNumber Price($)
165267010 10 - ROADWAY Base 1 Electrical Work Eridges Hour
16529700 10 - ROADWAY Base Traffic Signal and Highway Li Each
00222700* 81 - TIME AMND/OR LA Additive 1 " Lane Rental Hour
16121700* 10 - ROADWVAY Aﬂv& 2 12 Traffic Signa\ and Highway Li Ea_r:h v
-

Note: You can export the bid items list page as a template to a Microsoft Excel workbook using the Export
Bid to Excel option. The fields of the bid items form the columns of the Excel template workbook. You can
enter values in the cells that are highlighted in yellow and import the updated Excel template workbook to
Masterworks using the Import from Excel option.

7. Click the Bidder Information tab. The Bidder Information tab displays the details of the bidder.

Bid Information Bid Items I Bidder Information I Checklist DBE Commitment
Contractor Details
Contracter ID : Estimator Name : * I I
Contractor Name : =« Estimator Phone : * I I
Address 1:
Estimator Email : * I I
Address 2:
Remarks :
Address 3:
City :
State :

8. Enter the information as described below.

Estimator Name — Enter the name of the person estimating the bid items.
Estimator Phone — Enter the contact number of the person estimating the bid items.
Estimator Email — Enter the email address of the person estimating the bid items.

O O O O

Remarks — Enter the remarks, if any.

© Aurigo Software Technologies Inc. 2018 4
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9. Click the Checklist tab. The Checklist tab displays the details for the bid submission.

Checklist for Bid Submission

Buy America : *

Opt Out of Asphalt Cost Adjustment :

Bond Authorization @ *

Qualified Health Insurance :

OCIP Insurance :

Pre-qualification :

Bid Information Bid Items Bidder Information Checklist DBE Commitment

100% Domestic Supply  "®' Forsign Supply # Attachments (0}
Digital Bid Bond Proposal Guaranty # Attachments (0}
Yes & Attachments [0}

Yes

Mo

10. Provide the required information in the fields, as described in the following table:

Field Description
1. From the options, click the appropriate supply for the bid items.
Buv America 2. To attach a document relevant to the selected option, expand
v Attachments and attach only .pdf files.
For information on file attachments, refer Attachments.
Opt Out of Asphalt Cost Select the Opt Out of Asphalt Cost Adjustment check box, to opt out of
Adjustment asphalt cost adjustment.
1. From the options, click the appropriate method for bond
authorization. You can select the Digital Bid Bond option or the
Proposal Guaranty option.
o If Digital Bid Bond is selected, the Bond Authorization Code
field is displayed. Enter the Bond Authorization Code.
o If Proposal Guaranty is selected, the Proposal Guaranty
Bond Authorization Check and Check # fields are displayed.
a. From the Proposal Guaranty Check drop-down box,
select either Certified Check or Cashier's Check.
b. Inthe Check # box, enter the check number.
2. To attach a document relevant to the selected option, expand
Attachments and attach only .pdf files.
For information on file attachments, refer Attachments.

© Aurigo Software Technologies Inc. 2018
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T

he following fields are displayed in the Checklist tab:

F

ield Description

If the Qualified Health Insurance is applied, Yes is displayed.

Optionally, expand Attachments and attach only .pdf files relevant to
Qualified Health Insurance.

For information on file attachments, refer Attachments.

Qualified Health Insurance

OCIP Insurance If the OCIP Insurance is applied, Yes is displayed.

If the advertised value of the construction project exceeds $3 million and
pre-qualification of contractor is required, Yes is displayed.

. No indicates that the pre-qualification of contractor is not required.
Pre-Qualification

Note: Pre-Qualification of contractors is required for construction projects
that have an advertised value exceeding 53 million.

If the contractor is pre-qualified for an unlimited amount of work by

Unlimited UDOT, Yes is displayed.

Note: If the Pre-Qualification is Yes and Unlimited is No, the Status of Work Under Contract section
appears.

11. In the Status of Work Under Contract section, perform the following steps:

a.

To add the new status of work, click Add.
The New Status of Work Under Contract dialog box is displayed.

Pre-qualification : * es
Unlimited : Mo
Status of Work Under Contract
lier 1 { | i
Description of Contract Chent for‘:u".fhorr' State Award Date & obablg et of Contract Amount % Complete $ Hmc%mt
i Performed Completion Outstanding
Mo records to display.
Total of Outstanding
Amount(s) U
Edit | | Delete

In the New Status of Work Under Contract dialog box, enter the information as described below.
Description of Contract — Enter the description of the contract.

o Client for Whom Performed — Enter the name of the client for whom the work is performed.

o State — Enter the name of the State where the work is performed.

o Award Date — From the drop-down calendar, select the award date.

o Probable Date of Completion — From the drop-down calendar, select the probable date of
completion of work.
Contract Amount — Enter the contract amount.
% Complete — Enter the completion percentage.
$ Amount Outstanding — Enter the outstanding amount in S.

© Aurigo Software Technologies Inc. 2018 6
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c. Click Save. The details are saved in the Status of Work Under Contract section.

Description of Contract

Client for Whom Performed

State
Award Date Hone v
Probable Date of Completion None v
Contract Amount 0.00
% Complete 0.00
$ Amount Outstanding 0.00

A

12. For a federal funded project, click the DBE Commitment tab. The DBE commitment details are displayed.

Bid Information Bid Items Bidder Information Checklist DEBEE Commitment

DBE Commitment : * B ves Mo

Commitment Summary
Bid Amount :

Commitment Total &

Commitment % :

DBE Goal (%) :

DBE : Add DBE

13. In the DBE Commitment box, by default the DBE Commitment is selected Yes. If the DBE commitment is
not applicable, click No.

Note: If there is no DBE commitment, the Good Faith Effort is automatically changed to Yes.

© Aurigo Software Technologies Inc. 2018 7
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14. In the Commitment Summary section, to add the DBE:

a. Click Add DBE.
The Contractors dialog box is displayed.
b. Select the DBE and click Select.
DBE is added to the Commitment Summary.
c. Toadditems to the DBE, click Add Item. The Items dialog box is displayed.

Item Name | DBE Amount($) Unit

Container Container Description Item No. Quantity

Comment

Mo records to display.

ot

Good Faith Effort : Mo # Attachments (0)

d. Select the items and click Select. The items are added to the list.
Repeat steps ¢ to d to add more DBE items.

f. Corresponding to each item, click the cells that are highlighted in yellow and enter the values. Based

on the DBE amount, the Commitment Total and Commitment % is updated.

Container Comtainer Description | Rem Mo tem Hame DBE Amount{§) | Crusntity Uit
DEE: Eesviei
£ - SaJHING Base 13584050 § Srand SMFQ Casle L]
- DEE M1
&« FGHING Dase 13554750 § Strang SMFO Cakle n
- DEE: Tesi
ot

Comment

Note: If the Commitment % is less than the DBE Goal (%), the Good Faith Effort is automatically

changed to Yes.

g. Toadd more DBE’s in the Commitment Summary section, repeat steps a to f.

15.
Effort. For information on file attachments, refer Attachments.

16. Optionally, expand Attachments and attach only .pdf files relevant to the bid.

For information on file attachments, refer Attachments.

17.
18.

To save the bid response details, click Save.

To erase the information saved in the bid, click Clear.

If the Good Faith Effort is Yes, expand Attachments and attach only .pdf files relevant to the Good Faith

© Aurigo Software Technologies Inc. 2018
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19. On the toolbar, in the Workflow group, click Submit and then click OK.

Note: Do not click Archive. This action is initiated by the application.

Contractor Bidding List
£ Back ] subenit
fx# Export Bid to Excel | | €] Chear
fx® Import from Excel || [ Aschive
General Wiarkfiow
Bid Information Bid Items Bidder Information Checklist DBE Commitment
DBE Commitment : * LRt Hao
Commitment Summary
Bid Amount :
Commitment Total :
Cormmaitiment % =
DBE Goal (%) :
DBE : Add DBE
The Bid Status of the bid is set to Submitted.
Contraciol Bidding Lind
o Edn p |."| ; L 1i:'uun-u.n|.m v;w J Mb-lt;?lpcmewumﬂm
F! b [] Selecthctions . || oo .| Addends e
* | OBE Commilmant Lot AHschaerrl | . Clia
Gt WS Ok Fmiy,
fal] | Progect Mumber | Project Mama Mo.of Addends  Dae | Aty £ Date Bid Ogeening Date B Status
'y T T Biv ik
-— - - LanAae DNI2E 1 JICI_DICI_F'U LIt
— — e — IR AM DA QAUTAZOIE 120008 AN
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1.2 Modifying Contractor Bidding Details

You can update the bid related information for the bids that are submitted, without impacting the workflow

status of the record.

Steps
1. Select the bid in the bid status Submitted and, on the toolbar, in the Workflow group, click Modify.
Contractor Bidmng List
)] Edit ‘j £ Customize List g [} Manage
5] View ] Selec‘l Actions - .| Addenda T Add
: History Repons --None-
:.| DBEC t Letters Att: t 57 Clear
General Workfiow Others Filters
PIN | Project Number | Project Name | No. of Addenda | Date Submitted | Modified Post Submission  Bid Status Tied Project
|| || &dl || E |7 | || || |5
N —— S — - T — W — - .. - — - Submitted -
In Review
2. Update the information in the required fields, refer Submitting Contractor Bidding Details.
3. Click Save. The bid details are updated.

Note: On modifying the bid details, a confirmation message to indicate the bid details are updated

successfully.

1.3 Withdrawing or Redrafting the Contractor Bidding Details

Steps

1. To withdraw or redraft the bid details, refer to the following steps:

Contractor Bidding List
_'{1 Edit ] Modify _ﬂ Customize List g ’-:72' Manage
;ﬁ View ) Select Actions ey ‘] Addenda == Add

- History, =] —None. =~

ReDraft ‘J DBE Commitment Letters Attachment - ? Clear

General WithDraw Others Filters

PIN | Project Number Project Name No. of Addenda | Date Submitted | Modified Post Submission Pre-Proposal Conference Date Bid Status
| 7| |7 | || |7 | B |7 | 7| & |7 |7 |
N — —— - e e ca— - - . e - “mm .-y Submitted
In Review

In the Contractor Bidding List page, select the bid in the bid status Submitted.

a.

b. On the toolbar, in the Workflow group, click Select Actions.

c. Click WithDraw to cancel the bid response and then click OK. The Bid Status of the bid is set to
Withdrawn.

d. Alternatively, click ReDraft to update the existing information in the submitted bid. The Bid Status of

the bid is set to Draft.

© Aurigo Software Technologies Inc. 2018
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1.4 e-Bidding for Addendum

In the e-Bidding module, bidders can also view the change in advertisement through an Addendum. The
Addendum list page displays the key details such as Addendum Number, Addendum Type, and the information

related to the change. To submit the bid response, the bidder must acknowledge the Addendum.
Steps

1. From the Contractor Bidding List page, select the required bid.
On the toolbar, in the Others group, click Addenda.
The Addenda list page is displayed.

Addenda r 4
(3 Back 3 [f] Select Actions ~ | [f] Customize List g [} Manage
o View 4 Excel Export ~ - Add
History --None
- ¥ Clear
General Workflow Others Filters
Addendum Number | Advertisement Date | Bid Proposal Due Date and Time Bid Opening Date and Time Pre-Bid Meeting Date and Time Workflow Status
| | & || ERoikd ERodld E Q| |7 |
1 04132018 04/13/2018 11:00 AM 04/13/2018 11:00 AM Mew
3. Select the addendum to view.
The Addendum Details tab displays the recent changes in advertisement details.
Addenda
€ Back | [ Acknowiedge
Bl Archive
General Workflow
I Addendum Details I Addendum Items
Addendum Number : Addendum Type :
Project Number : PIN :
Project Name : Region :
Concept : County :
Location : Resident Engineer :
Davis Bacon Applies : Project Manager :
DBE Goal(%:) : Delivery Method :
Bid Opening Date and Time :
Advertisement Date : Pre-Bid Meeting Date and Time :
© Aurigo Software Technologies Inc. 2018 11
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The Addendum Items tab displays the recent changes in advertisement items.

_| Addenda |

3 Back ] Acknowledge
(€] &l g
Archive

General Workflow

v Acknowledge this addendum.

Addendum Details l Addendum Items I

Addendum ltems

Container Name | Container Description ‘ ltem No | Line No | Item Mame Quantity Unit Change
20 - STRUCTURES Additived 032517010 8 Post-Tensioning Concrete 1 Lump Modified
20 - STRUCTURES Base 03131700* 8 Structures Unique Special Pr 1 Each MNew

4. Inthe Workflow group, click Select Actions and select Acknowledge.
The workflow status of the Addendum is changed to Acknowledged.

_| Addenda |
P Back Acknowledge
Archive
General Waorkflow

v Acknowledge this addendum.

Addendum Details | Addendum Items |

Addendum ltems

Container Mame | Container Description ‘ ltem No | Line No | ltem Name Cuantity ‘ Unit | Change
20 - STRUCTURES Additive 032517010 6 Post-Tensioning Concrate 1 Lurnp Modified
20 - STRUCTURES Base 03131700 8 Structures Unique Special Pr 1 Each Mew

© Aurigo Software Technologies Inc. 2018
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1.5 DBE Commitment Letter

After submitting the bid response, the bidders have to generate the DBE Commitment Letters for each DBE
selected in the DBE Commitment tab and submit the DBE Commitment Letters to Civil Rights.

Steps

1. Inthe Contractor Bidding List page, select the required bid.
On the toolbar, click Reports and then click DBE Commitment Letter Report.

Contractor Bidding List
;ﬂj Edit s B Select Actions @ _.ﬂ Customize List g @ Manage
0| View o] | | Addenda o Add
Histo Reports Defaull
v e ..| DBE Commi Letters it . F Clear
General ‘Workflow @ DBE Commitment Letter Report I Filters
PIN Project Number Project Name ‘ No. of Addenda | Date Submitted | Advertisement Date Bid Opening Date
| 7| |7 | |V | |V | [E |7 | [ || ERK]
— 041142018 04/14/2018 12:00:00 AM
041132018 04/14/2018 12:00:00 AM
041132018 04/13/2018 11-00:00 PM
0411412018 04/14/2018 12:00:00 AM

3. From the DBE drop-down list, select the DBE and click View Report. The DBE Commitment Letter Report
is displayed.
4. Save the report as PDF file to your local storage media.

(y Back
B2 subscrive

General

DBE : View Report

<Select a Value>

4 4 [1 of1 b Bl 4@ Find | Next B~ | &) &
XML file with report data

C5V (comma delimited)

Disadvantaged | PDF n Form
MHTML (web archive)

Prime Contractor : Excel PIN :
Address 1: TIFF file Project Number :
Address 2 : Word Project Name :
Address 3 : DBE Name :

City :
State :
Zip Code :

Phone Number :

Fax Number :

Print the PDF file.

5.
6. Take the signatures of the required representatives on the DBE commitment letter report document.
7. Repeat the steps 1 to 6 for each DBE added in the DBE Commitment tab.

8.

Scan the signed DBE commitment letter report document.

© Aurigo Software Technologies Inc. 2018 13
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9. On the toolbar, in the Others group, click DBE Commitment Letters Attachment. The DBE Commitment
Letters Attachment Form is displayed.

10. Attach the scanned DBE commitment letter report document.
For information on file attachments, refer Attachments.

11. To submit the attachments, in the Workflow group click Submit and then click OK. The DBE Commitment
Letter Report is set to Submitted status.

© Aurigo Software Technologies Inc. 2018 14
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1.6 Bidding Details Report

The Bidding Details Report displays the information detailed in the e-Bidding form and the bid response entered
by the bidder. You can generate the Bidding Details Report for the bid responses in the Contractor Bidding List

page.

To generate a report, the selected bid response must be saved or submitted.

Steps

1.

2. On the toolbar, click Reports and then click Bidding Details Report.

3.

4.

In the Contractor Bidding List page, select the required bid.

The Bidding Details Report is displayed.

Contracior Bidding List

o EaR i) [ Sehect Actions - i ﬁ, B Cuntomize List ﬂg [F3 Manage
ot Hedlory Fln:;;“ e ~Mone o A
5 _| DBE Commitment Letiers Atnchment - F Coear
] Workfiow W DBE Commitment Later Repor Fitery
PIN Projct Mumber [ @ Bidding Desaits Repon Date Submitied Advertisemant Date | 8 Proposal Date
iV v iV i BT TR g
- 0NBT015 DSNADHNE 43500 AN
. - - DSAOT201 DSOTIHNE 50000 PI
Save the report as PDF file to your local storage media.
Bidding Details Report
2 Bac
E Subscribe
Genera
o4t Jefa b Mo 4 Lo Find [ Mext [-n!r] A=
I MML file with report data I
C5V {comma delimited)
o on
MHTHL {web archive)
| Exce
PIN: WAL Canespt :
Project Number : Word Region ; &
Project Name : S County :
Bid Status: (e Location :
Bid Proposal Due Date and Time : Resident Enginner : S
Bid Opening Date and Time: Project Mansger : -
Pra-Proposal Conference Date and Time : DBE Goal [%) :
Advertisement Date : Davis Bacon Applies :
Pré-Proposal Conference Location @ Mo of Addenda :
Delivery Method = [ Tisd Project Code :
Tied Progect :

Print the PDF file.

© Aurigo Software Technologies Inc. 2018
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1.7 Attachments

1.7.1 Attaching a File to a Form

You can attach only .pdf files as attachments to a form. To upload the .pdf files to a form, perform the following
steps in the Attachments section.

Steps

5.
6.

Click Upload Document. The Choose File to Upload dialog box is displayed.

To upload a single file, click the required file.
Alternatively, to upload multiple files, press CTRL, and then click the required files.

Click Open.
The files are uploaded to the form and are displayed in the attachment grid.

In the Title column, enter the titles for the files attached.

© Aurigo Software Technologies Inc. 2018
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