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2

slade
Callout
Select "EXTERNALBIDDER" role.
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slade
Callout
1.  Click on the row action button.

slade
Callout
2.  Click "Add"
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slade
Callout
1.  Enter Letting Month and pick letting from the list (Jul = 07)

slade
Callout
2.  Enter your Company's Name or Contractor Number

slade
Callout
3.  Enter one of your Quoter's Name or Contractor Number and select it from the list that appears

slade
Callout
4.  Click "Save"
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slade
Callout
1.  Click the row action button

slade
Callout
2.  Click "Select Quoters"



6

slade
Callout
Either Type the name of the Quoter(s) or click "Show first 10" for a list to select from

slade
Line
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slade
Callout
1.  Select Quoter(s) by clicking on row

slade
Callout
2.  Once all Quoters have been selected for the entire letting click "Add to Bidder"
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slade
Callout
Click "Save"
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slade
Callout
1.  You may need to expand the row to see the quoters you have selected.  For the entire letting

slade
Callout
1.  Click the row action button for one of the quoters

slade
Callout
2.  Click "Open Quoter Proposal"
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slade
Callout
Click "Select Proposals"
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slade
Callout
1.  Select row(s) for all proposal(s) for quoter for the entire letting

slade
Callout
2.  Once all proposals have been selected click "Add to Quoter"
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slade
Callout
Click "Save"
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slade
Callout
1.  Click either the drop down or the directional arrows for the next Quoter and repeat pages10-12 for each Quoter

slade
Line

slade
Callout
2.  Once all Quoters have been entered and completed fore the entire letting click "Bidder/Quoter" link
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slade
Callout
2.  Click "Sign"

slade
Callout
1.  Click the row action button
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slade
Callout
1.  Review information for accuracy

slade
Callout
2.  Click the blue arrow at the bottom of the page.
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slade
Callout
Click blue arrow at the bottom of the page
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slade
Callout
Click "Sign Bidder Quoter"  CAUTION:  Once signed NO changes/additions can be made to this letting for your contractor
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slade
Callout
Process is complete and successful




