Module 12
Navigate Bid Management Tab

1- Editing Columns in Bid View

o Click on the “Bid Management” tab

ihboard Details Documents (10) | Addenda (0) Bid Management Transmittals || Prequal Scopes

View by: |4l Trades| % Bidders|  Salect all co | on Entire Project | 4 Submil to iSqFt Plan Room

¥ Acton Selecled Users= | §f Add Bidder(s)» |2 @ Export~ 7 Add/Remove Columns +# Quick Invite | Audit Report © Budget
A Trade Name Budget Invited Pending
= 011000 LKCO Staff i 0
012000 Vendor 1 0
& 024100 Demalition & 0
033000 Cast-in-Place Concrete 6 0
= 01000 Masonry Restoration 10 0
H 055000 Miscellaneous Metal i7 ]

2- Editing Columns in Bid View

CI. k h [{ %)
® Ic on t e + board Details Documents (10) Addenda (0) Bid Management Transmittals Prequal Scopes
next to the trade View by: gl Trades| & Bidders Select all companies: on Bid Package | on Entire Prgi

w# Act on Selected Users~ | & Add Bidder(s)~ ] L& Export
na me i, Trade Name
= 011000 LKCO Staff
¥ Company Name = Contact Name Er
7] Lee Kennedy Co. Inc. B} allan Fiddes afi
e Selectthe names . ww v
H 024100 Demolition

Of the Co m pa ny @33“ 0o Cast-in-Place Concrete

’d I H k t : hany Name « Contact Name Er
you I e o VIeW ancrete Construction ER Mike Curtis m

° “Ad d/ 2l@oher Concrate Fergal Brennock fe
and CIICk hrshall & Sons ER paul Jacobsan ]

E¥ Estimating Department s
Remove jerite Concrete E¥ Estimating Department es

zon Concrete Tracy Burt Es

] M
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Module 12:
Navigate Bid Management Tab

3- Editing Columns in Bid View
o A new window will open. Add and remove columns
using the arrows in the center of the window.

Column Options x

Select which columns you would like to display. You have 12/30 columns selected. Light blue columns in the available list
can be deleted.

H 11 I 7 :
o Add Prequalification Fields| |s¢ Add MBE/SBE Fields
e Click “Apply

Available Show these columns in this order
Bid Status Company Name
Alternates & Exceptions
Avrarded
Budget
Contact Type
DEE
DCAM
Fax
Form %% Required

Form Approval
GC Amaunt
Invited Date
MEE
B Delste 4 Move Up| & Move Down
@ Canceal o) Resetio i)efau

*NOTE = | Filter View

« Click the double- L
arrow on the far o Packaoes
left hand side of  FAliSqFt R
the screen to filter S

. 6547173 - HBS - b
the SUbIISt th roug h Dashboard Details First Name:

SeIeCted @ view by: |l T

pa ra meters i’ Act on Selectec

Bid Zet b

Last Mame:

Phone/Fa/Maobile Numbear:

Email Address:
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Module 12:
Navigate Bid Management Tab

1- Changing Bid Packages and Filter Options
o Click the double- FliSgFt s
arrow on the far m "iSq Ft oconsuuetconect™  hi, gin g

6547173 - HBS
Ieft-ha nd SIde Of Dashboard Details HOME PROJECTS~ DIRE

the screen > sy 4, 5547173 - HBS - McCulloch and Chase
ew by: | T

w Act on Selectsc Dashboard Details Documents (10) Addenda

» Use the dropdown r e

pply || Clear
arrow under “Bid

Bid Packages
Packages” to edit Bid Sel O

| Company/ Contact Search

° CIiCk “Apply" Company Mame:

*NOTE

e To remove the “Won't Bid”
filter from your view, scroll

F Prequalification Statiis

down to “Bid Status/ N

Awarded” -

= Bid Status | Awalided
Pre-Bid Status:

e Click “Won't Bid” (the words o
will highlight) —
e Click “Apply” 7

4th Loveest
Bid Withdravwn

Mearded Statws:

Hgng Ne
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Module 12:
Navigate Bid Management Tab

1- Call Notes

e Click on the “Bid Management” tab

o Click on the “+"” sign left of the project name

HOME PROJECTS - DIRECTORY = PREQUALTFI
6548635 - Webster Bartlett High School -

Dashboard Details Documents (856) || Addenda (0)

prs
View by: il Trades = Bidders Select all confpem o
w Act on Selected Users~= | o8 Add Bidder(si» | | ] | & Exp
3, Trade Mame
@11000 LKCO Staff
# 012000 Vendor

2- Call Notes

« Click on the “Call Notes” to the far left of the project

agwy assany
& Ernd Address - taste | Phoot Tt Status Eddler Activity Standng £all Hates

alzconte somaw, FLcnm M Eferred | | | & & il Bsd BB
dharmens Stedsabuccicorp.com Buriagiton [ PV BT od i &l pad Al
Helssets B gandemisonry cem Erevidence RI (00} PELAMT x1008 lmeted i & il pad [
et = armeledptuehion tm N, Datimeesth MA [E08) 0956582 a & i Response

Ethamprian G aercariugten. gam iimegs MA (0B SERELIEA2ED  lnvied a @ 1o Response
rekertodphsbosisn com Basize MA BiT) e locked [T a & il psg Al
enchpazetiam Evenest

er Mctivity Standing Call Motes
[ | & @ _will Bid ER
F 8 @ will Bid AT
F 3 @ will Bid BR
Y '™ No Response
o @ No Response
([ | & ® will Bid
] | F Y @ will Bid
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Navigate Bid Management Tab

1- Making Calls/ Updating iSqFt
« Click on the “Projects Tab”
e Click on “Managed Projects”

o Click on the name of the project
niSq Ft sSeosuciconnect™ i, Jill Booras from Lee Kennedy Co. inc.

m PROJECTS v} DIRECTORY ~ PREQUALIFICATION ~ ADMINISTRATION~

Project

Hanaged P d Projects
Jets
=»Apply | CleN\. . {istings Selected Projects= (= Print | | Export | | Add/Remove Golumns | & Oplit
| Choose 3 View Tracked Projects b tiD Project Name Project Status i
H savecure pavanced Project Search p 35 Webster Barilelf High Siool Active t
View Project Updates Email p 17 Poplar Strect Pump Sigffion Active t
Project & :

=ivrel View Project Access Requests 73 2nd Chase Hall Active t
Active LT ] T ozeor 19 B BC Lyons Hall Window Replacement Active ;
Archived [ Deleted [ 6522426 B MITIMCo - 128 and 148 Sidney Street Active i
[ ss35711 H BC Messina College Active ]
Modify folders by right-clicking the foldes | || ¢394055 B 100 Hood Park Drive - PV Array Active i
& [7] Planning ] es40s86 ® EC St Clements Hall Window Replacement Active i

2- Making Calls/ Updating iSqFt

i “Bid " tab
e Click on the “Bid Management” ta
HOME PROJECTS ~ DIRECTORY ~ PREQUALTFICATION ~ ADMINISTRATIO!

6533931 - Wesleyan Integrated Arts Lab - inC. 4 Return to List

Dashboard Details Documents (42) Addenda (2 Bid Management Transmittals Prequal Scopes

~ | Project Bid Package Status Information

Package Name

All Trades

~ | Project Tasks and Events

Add Task = Add Event

< October 2023 » [ Due Date Subject
S M T W T F =
1 2 3 4 5 & 7
5 9 10 11 12 14
15 18 17 13 19 20 21

22 23 24 25 28 27 28
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Module 12:
Navigate Bid Management Tab

3- Making Calls/ Updating iSqFt

. FRISgFt
o Click on the arrows (>>) on E
the top left-hand side of the 6441800 - BC Higl
screen Dashboard Dietails
View by: ||,||Iﬂ T
¥ Act on Selectec
« Under “Bid Packages” click 2 Trate
on the dropdown menu to
choose the most recent >
package. e

GMP Set
Early MEP Bid Package
Roofing Bid Package

o CIiCk “Apply" .'i‘ih..ﬁ_aj_?m
4- Making Calls/ Updating iSqFt

« Click on the “+" sign left of the trade name

012000
024100

030000

040000

051000

055000

® 071000 Dampproofing and Waterproofing




Module 12:
Navigate Bid Management Tab

5- Making Calls/ Updating iSqFt

e Click on the icon below “Call Notes”

Invite Status Bidder Activity Standing Call Motes
Invited [ A 4 @ No RespoNge €N
Invited F @ Mo Response b

212 Invited [ F 3 @ will Bid BR

22 Invited 4d & @ willsid Cn

e Click on the
name next to

ulnvited Invited Contact: l?] 825-6930 =

Contact” Necponded Contact:

*The page will pop out to a directory for the sub
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Navigate Bid Management Tab

6- Making Calls/ Updating iSqFt

« When emailing subs, follow the templates from
the L: Drive

» Metwork » fs1 » Estimating » LKCO - PROJECTS » Estimate Ternplates

o

« When making calls for subs that have not been
marked as “Accepted Invite” or “Declined Invite”, use
the following language via phone call:

o “Hi this is from Lee Kennedy. | am calling to
follow up and see if you decided whether you will
bidon___"
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Module 12:
Navigate Bid Management Tab

7- Making Calls/ Updating iSqFt

« When updating the call notes, be sure to include:
o Who was contacted
o When they were contacted
o Summary of the conversation, including all
relevant information

Dashbaard Details Documents (351) Addenda (0) Bid Management Transmittals Prequal Scopes
Call Notes for 776 Summer Street Turbine Halls
< Relurn to Bid Management  op Add Nole

pany Name: Lee Kennedy Co. Inc. 40 Recent Proj

8- Making Calls/ Updating iSgFt
« To save, click on “Add Note”

6536291 - 776 Summer Street Turbine Halls - Lee Kennedy Cc

Dashboard Details Documents (351) Addenda (0) Bid Management

Call Motes for 776 Summer Sipe€t Turbine Malls
P 4 Return to Bid Management e Add Mote
Company Mame: Lee Kennedy Co. Inc ‘f_} Recent Projecis

Call Status: | Select Status R

Motes:

*Continue this process for each sub invited on a project
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Call Note Status

e Contacted: Use whenever you have sent an email to
the sub. Please note to whom you sent the email

« Left Message: Use when you have left a voicemail for a
sub. Please note who the message was left for in the
call notes.

o Accepted Invite: Use when you have confirmation that
the sub will bid on the project. Please note whom you
spoke to.

« Declined Invite: Use when you have confirmation that
the sub will not bid on the project. Please note who you
spoke to.

 Undecided: Use when you are unsure if a sub will be
bidding, or if they are still reviewing the project. Please
note who you spoke to.

» Resent: Use when you have resent the ITB to the sub.
Please mark in the call notes who the ITB was resent to
for future contact.
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Module 12:
Navigate Bid Management Tab

Call Note Status (Continued)

e Bid Received: Use only when we have received a
proposal/scope sheet from the sub. Please mention who
sent the proposal and the date it was received. Ex:
“Received proposal from John (9/22).

o If the sub has accepted the invite for more than one
trade, please note what trade the proposal corresponds
to. Ex: “Received proposal for ACT from John (9/22)".

 Walkthrough: Use when you have confirmation that the
sub will be attending the walkthrough.

 No Answer: Use if you are unable to get ahold of someone
when calling and you are unable to leave a voicemail.

o Bad Phone Number: Use if the phone number listed in
ISgFt is not in service. Please send an email to the contact
if this is the case. In the email, please ask for an updated
phone number.

*The call notes are important for Preconstruction to know
what contact has been made with the subs and who we have
been talking to from each company regarding the project.
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