To Download the needed version (Version 5.01 in Arizona) go to www.bidx.com, click on the State of Arizona, then choose the “Utilities” tab.  Click on the Expedite link, this will take you to a page called “EXPEDITE EXPORT CONTROL”.

You will be asked to complete a form with your name, address, etc.  Complete this form and scroll to the bottom of the page.  Choose “Download Expedite Bid”

This will take you to a page with a list of different versions and the corresponding links…find Arizona (it’s the first on the list) click on the link.  A pop up window will appear asking you choose a place to save the “setup.exe” file to on your hard drive. (Usually C:)  Choose where you want the file and save.  Once saved, choose open file, the setup will begin and a wizard will guide you through the setup.  Upon completion an icon  as seen below will appear on your desktop.
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To Obtain an EBS file with the bidding schedule, proposal information, etc. go to bidx.com, follow the AZ state link by clicking on AZ in the state map, choose the letting tab, choose the letting date, click on the job – fig 1
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 HYPERLINK "http://www.az.bidx.com/lettings/index.html" 
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 November 14th 2002 
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 HYPERLINK "http://www.az.bidx.com/lettings/20021023/index.html" 
   

	   Arizona Department of Transportation
	Current Time: 10:23 AM MST   

	Proposals for Letting of November 14th 2002
Letting ID: 20021114
Number of Proposals: 5
Letting Cut-Off Time: 11:00:59 AM 

	Also Available
All EBS and Amendment Files as an EBLIB File
Proposal data below as Comma-Separated Values
Proposal data below as Tab-Separated Values



	You must refresh your browser to get the correct time 
Time left until this letting: 16 days : 37 minutes : 20 seconds. 


	


	Contract ID
	Call Order
	Counties
	Description

	1997034
	034
	Santa Cruz
	The proposed work is located on Interstate Highway 19, in Santa Cruz and Pima Counties …….


Click on the job you wish to bid and in the right hand side of the screen you will find the “ebs” file for the job (highlighted yellow in figure 2)…as amendments/addenda are issued they will be posted here also as .001 files.   Click on the file and save to the hard drive. 

 Fig 2
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  Call Order 033 
	  


 HYPERLINK "http://www.az.bidx.com/lettings/20021016/1999066/index.html" 
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	   Arizona Department of Transportation
	Current Time: 12:24 PM PDT   

	Proposal 1999033 
Date Generated: October 11th 2002
Date Revised: N/A
Call Order: 033
Items: 216
Sections: 6
Amendments: 0
Highway Number: 
Counties: Cochise

	Also Available
The Planholders List
The Eligible Bidders List
Expedite Data File 16oct033.ebs
Item data below as Comma-Separated Values
Item data below as Tab-Separated Values


	The work consists of a mill and AC overlay (w/Fog Coat) at the rotary traffic circle; an AR-AC overlay of the existing roadway from MP 343.00+ to MP 347.40+ (excepting the rotary traffic circle); an AC overlay (w/Fog Coat) of existing paved turnouts t


	



	

	Section 0001: ROADWAY

	Line
	Item
	Alt
	Description
	Units
	Price
	Quantity

	 0010
	 2010001
	 
	 CLEARING AND GRUBBING
	 L.SU
	 
	 1.00000


Open Expedite 

1 – Click on File and then on Open . . . to view the Open Proposal window.  Double-click on the desired project (.EBS file).
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Figure 1.
 
2 – If you did not enter your bidder id during setup, when you open an .EBS file, you will see a Bidder ID Not Found pop-up as shown in Figure 2.  The Agency should be STATE (ARIZONA) and enter your vendor number in the Bidder ID field.  
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Figure 2.
 
 
NOTE:  You need to enter your vendor number and in the correct format.  This is the only way your bid can be tied to your company.
 
3 – After you open the .EBS file, you are going to see a screen with general project information.
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Figure 3.
 
By clicking on the Schedule of Items folder, the screen will change and you can start entering unit prices.
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Figure 3.1
 
Enter the unit price and hit return to go to the next item to enter a price for it.
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Figure 3.2
 
4 – Load all amendment files.  Amendment files have the same name as the .EBS file but have extensions of .001, .002, .003, etc.  Click on File and Load Amendment to open the Amendment File window.  Double-click on the next amendment. (Fig 4)
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Figure 4.
 
Select the amendment file to load.  Load all necessary amendments.  If you load an amendment file once the software won’t allow you to accidentally load it again.
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Figure 4.1
 
After you load the amendment, you will get a summary of all changes, additions and deletions.  You’ll also have the option to print these changes. (Fig 4.2)  Please note if there have not been changes made to the bidding schedule the only thing that will be listed is “Changed Misc. Information, Changed Bid Bond information & Amendment Note Information”.  
 Figure 4.2
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The Title Bar will also update to reflect the number of amendments for that project. (Fig 4.3)
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Figure 4.3.
 
5 – The user may only enter the unit price in Expedite.  All other fields are static.  After entering the unit price, Expedite calculates the total cost of the item by multiplying the amount.  The section and bid totals are also updated. 
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Upon completion of your bid you need to go to Tools and Check Bid using mouse (Fig 5) or hit the F4 key.  This will check the bid and notify you of any items that have not yet been bid.
 Figure 5.
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6 – If you did not bid an item you will get the following error screen.
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7 – If your bid is complete you will get the following pop-up.
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The filename and Schedule of Items folders will also turn from red to green.
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8 – Now you need to save your bid by clicking File and then Save.
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  Fig 6
 
You will get a pop-up to save the bid to a floppy every time you save.  This is an easy way to get the .EBS file to a diskette for back-up & personal files.  If you do not wish for this to appear you can turn it off by clicking the checkbox (Fig 6).

9 – Click on the Tools Menu and Options to enter/correct options or information you may have entered during setup. (Fig 7)
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 Fig 7

 
10 – The first tab on the BID Options screen is for Bidder information.
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11 – The second tab (AGENCY ID) is for entering the Bidder ID.  Make sure that you enter it in the appropriate format (first two digits, a dash and the remaining seven digits).
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12 – The third and fourth tabs are for Import and Export options.  For the most part, the default options should work for most people.  If you need to change the way the file is exported/imported to a different file format, you need to do that here.  Listed below are all of the default values.
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A - The Default File Format is CSV.  This will give you a comma-separated file that can easily be imported into any spreadsheet or database program.
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B - The Export Labels checkbox is turned on or off depending on whether or not you want the exported fields labeled.  The default value is to export labels.
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C – You also have the option to add, remove or change the order of the fields that you are going to export.
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D – You only need to set up Export Format.  You can click the Get Import Format button to change the Import Options to match the export options.
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13 – To export the data to put in a spreadsheet, database or estimating system load your .EBS file and go to the Tools Menu and click on Export Proposal.
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You will get the following Export Proposal window.  Just click save and you will have a comma-separated file to load.
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You should now be able to open this file in Excel or another spreadsheet program.  
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14 – After entering your unit prices into the exported file (20Mar145.CSV) you can now import it back into Expedite.  You can do this by going to the Tools Menu and clicking Import Proposal as shown in Figure 14.
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15 – Click Open from the Import Proposal Window as shown  
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You will get a window showing the number of lines and prices imported.
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16 – Don’t forget to check your bid after the import.  You can do this by going to Tools and clicking Check Bid (or pressing the F4 key). 

If you have left any items without a unit price you will get an error showing the section and items not bid.
CREATING A DIGITAL ID

In order to submit your bid a digital id must be created.  To do this :

1.
Choose Digital IDs from the Tools menu.   Select the Create ID option.
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2. A wizard will guide you through the process.  From the screen choose your company by bidder id.  It should have “ADOT” under Agency and your vendor number under the Bidder ID column
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3.
In the next “pop-up” window you will need to enter your name on the first line and a password.

Warning:  Choose your password carefully!  If someone can guess your password, it would be like giving them a rubber stamp of your signature. Also, your password cannot be recovered (you would have to create a new one in the event you forget your password…this will cost money) so write it down in a secure place, but do not label it so that some else could figure out that it is your password.  Anyone with this password will be able to submit bids, this is you/your company’s digital signature.
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4.
Next you will need to begin moving your mouse about random manner until the blue bar in the window is full.
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5. The system will now create your digital signature (depending on your computer speed, it may take a few minutes, but remember you only have to do this once).
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6.
To make the digital signature valid and legally binding, you must submit this signature to bidx.
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7. Once the id has been accepted by the server you will receive a print out requesting payment for the id to be sent in.  

NOTE:  For the MOCK LETTING you will not have to send in payment for the digital id to work.  However, once implemented you will need to re-create the id for your company and submit payment.

8. Now you are ready to submit your bid…check to ensure your bid is complete and the schedule of items and Micellaneous Data folders are green.  The bonding information you will obtain through one of the surety companies (You and your bonding company will need to obtain/coordinate  this information to obtain a bonding id number) Once the information in the boxes are complete, choose verify….a window will appear requesting the digital id password.  Again the time window will appear and the bond folder will turn yellow while verifying.  Once verified this folder will also turn green.
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From the Tools menu, choose Bid Submission.  It is a good idea to save the bid information to disk (for your records).  Again a wizard will guide you through the submission process, and your will be asked to enter your digital id password.  Upon completion of bid submission you will be given the opportunity to print the bid you submitted. 
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