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Quest Construction Data Network
Alliance Partner Guide

Welcome to Quest Construction Data Network (QuestCDN). We are pleased to have you as our QuestCDN
Alliance Partner (QAP). Please use this partner guide as a reference for posting projects, requests, goods and
services, (G&S) and conducting online bidding with QuestCDN. Sample ‘best practice’ language is provided in
the links below for bid advertisements, bidding invitations and bidding documentation. Feel free to modify the
suggested language to fit your specific needs.

Notification to Prospective Bidders

We encourage our partners to communicate directly and in advance, with their established bidder community
about becoming a QuestCDN Alliance Partner. It is essential to notify the bidder community early during the
implementation of this new method of digital delivery and online bid submission via the QuestCDN platform.
Notifying the bidder community allows a smooth transition to this cost-effective and efficient online process.

Preliminary communication provides for the effective use of digital delivery, online bidding and preparation for
the bidder. We want to help gain the most visibility for projects, requests, and G&S posted to the QuestCDN
platform, to secure solid bids from the bidder community. Note: Projects will also be visible to an expanded
pool of bidders who may already be using the QuestCDN platform to locate projects posted by other
QuestCDN Alliance Partners.

Click the link below for a notification of partnership PDF.
Notification of Partnership PDF - QuestCDN SharePoint

Publication of Bidding Opportunities

Your decision to use the QuestCDN online bidding platform for bids may not eliminate statutory
requirements for advertising projects. Create a bid posting on QuestCDN.com to secure an eBidDoc™ number
prior to submitting your advertisement to your local registry. This will immediately cross-reference the bidding
community to the project on the QuestCDN platform.

If continuing to provide paper plan sets for purchase, it is important to price the paper plan set with an
appropriate differential, above the cost of the digital download, to encourage the bidder network to elect to
download the bidding documents digitally. QuestCDN Partners discover moving away from paper to an all-digital,
online environment saves both time and money.

Reminder: Create the bid posting on QuestCDN before placing the general advertisement. The QuestCDN
system will generate a unique eBidDoc™ number for the project, request or G&S request needed for inclusion
in the traditional communication (paper ad, faxes, etc.). The bidding documents do not need to be uploaded
when creating the bid posting and can be uploaded later once they become available.

Click the link below for an example of an invitation to bid.
Example Invitation to Bid - QuestCDN SharePoint



https://questcdn.sharepoint.com/:b:/g/EXPHAgTErRdCrOTzfavYlq4BlBDdp5DaI9aNGEWpWBRj8w?e=Zk3Mln
https://questcdn.sharepoint.com/:b:/g/EZq27UdSaLhFjYg_bYKCAgQBibN5fL5Oa8isGUywwRK_bg?e=1NUGhb

QuestCDN Main Page

‘Bid Postings’, ‘Reports’, ‘Message Center’, ‘Online Bidding’, ‘Industry Directory’, ‘Resources’, ‘My Account’,
‘Search Postings’, ‘View Bid Results’, ‘Add New Bid Posting’ and ‘Manage Bid Postings’.

Creating a Bid Posting — Construction Project
To add a bid posting, select ‘Bid Postings’ (top of page), click ‘Add New Bid Posting’ from the main navigation
menu, or click ‘Manage Bid Postings’ and click the green ‘Add New Bid Posting’ button.

QUEST[ela]lY]
|

mopolINGS  HEFURTS  MESSAGECENTERT  ONLINEBIDOING  INDUS

suyConrectec: [l W In

VewBdRsLls  AdoNewBoPosting  Manage Bid Postings

THY DIRECTORY  RESDURCES MY ACCOUNT

Woloama Provider Only  LOGOUT

Click the drop-down arrow and select ‘Construction Project’ posting type and click ‘Next’.

Search Postings

BIDPOSTINGS REPORTS MESSAGECENTER ONLINE BIDDING INDUSTRY DIRECTORY RESOURCES MY ACCOUNT

View Bid Results Add New Bid Posting

Add Posting

Manage Bid Postings

Add Posting Projects

< Bac

Select Posting Type Below Before Entering Bid Posting Details

Monday Friday
7AM 8PM Central

Emall
Info@questcdn.com

Fill out each field in the template to create the bid posting. The required fields are noted with an “*’. Once
the template is saved, the bid posting is added to QuestCDN and an eBidDoc™ number is generated.

Warning: For security reasons the system will timeout at 60-minutes of inactivity. Any unsaved work will be lost. There is a five-minute
alert window, move the mouse or click in the window to restart the countdown clock.

Available Categories/Codes

Animal Care & Control Equipment

Animal Care, Control Services

Appraisal & Acquisition Services

Archaeological Services

Architectural/Engineering Services (RFP/RFQ)
Asbestos Consultant +—
Asphalt Rehabilitation and/or Maintenance -

Chooseall &

Chosen Categories/Codes

Chemicals

0 Remove all

Project Category Code (required field)*
Choose the appropriate categories from the
‘Available Categories/Codes’ list. Highlight the
category and click the right arrow to add the
category to the ‘Chosen Categories/Codes’
box. Highlight a category and click the left
arrow to remove.




Fee Selection

ler Pays (min. $30.00)

Location Dotails

Bid Closing Selection

|:.,,|
Clasing I

Closing Date:

Project

slosing Time:

February 2021
Su Mo Tu We Th Fr 5a
1 2 3 476 &
7 & 8 10 11 1213

Today

Project Posting Name (required field)*
Enter the name of the project.

Project Owner Number (optional field)

Enter the owner’s project number. The

project number can be entered on the QuestCDN
search page along with the eBidDoc™ number for

members to access the bid posting.

Download Delivery Fee Selection *

Minimum download fee required. Enter the
fee to the bid template.

NOTE: If the download fee is zero, add a minimum
download delivery fee of $15.00 and set the project
status to ‘hidden’. Next, upload the bidding
documents and contact customer support to set the
fee to zero. Open the project once the fee has
been changed. The fee cannot be set to zero
before uploading bidding documents.

Online Bidding Fee *

Select online bidding fee type and add the online
bidding fee or select ‘No online
bidding/response’. Total fees will calculate in red at
the bottom of the section. (Option is omitted from the
page if not utilizing online bidding.)

Location Details *

Enter ‘City”, ‘County’ and ‘State/Province’ of the
project.

Site Directions (optional field)

Enter the job address or site directions.

Project Closing Date *

Click the box to display the calendar then
choose the bid closing date. Advance the
month by clicking the right arrows.

NOTE: The bid closing date is used by the system
when displaying ads in sequence in the ‘Post Date’
column on QuestCDN, ‘QuestCDN Custom Private
Interface’ (QCPI) linkand for purging ads from the
system after the bid date has passed. The ad will no
longer be displayed on QuestCDN once the bid
date/time passes. (Past projects are accessed with
the project number. An owner/soliciting agent can
access the past projects from ‘Manage Bid Posting’

page).



Bid Questions

July 2021
Su Mo Tu We Th Fr Sa

Today

Close Q&A Date (optional field)

Project Closing Time *

Click the ‘Project Closing Time’ box to set the bid closing time to
hours/minutes/AM/PM.

Important — The bid closing time controls the countdown clock
used in VirtuBid™. When posting an addendum that changes the
bid date or time, remember to adjust the date/time on the bid
posting template.

Time Zone *

Time zone will default from the account information. Click the
box to change the time zone.

Pre-Qualification Required *

The system default is ‘No’, however, if changed to ‘Yes’, the
bid posting text will display in red font, ‘Pre-Qualification:
Yes'. If the project is receiving bids electronically through
VirtuBid™, bidders cannot access the online bidding facility
until they are approved on the plan holders list by the
solicitor. The pre-qualification option is omitted from requests.

Display Plan Holders List *
The system default is ‘Yes’, however, if changed to ‘No’ the plan
holders list will be hidden from public view.

Allow Public to Ask Questions in Q&A *

The system default is ‘No’, when changed to ‘Yes’ allows the
public to submit questions from the system directly to the
solicitor. Respond to questions directly (privately) to the
questioner or publish publicly to the bid posting page. A Q&A
submitted notification is sent to the message center & bid
posting page contact when a question is submitted. If changed
to ‘No’, the public cannot submit questions through the system.

Display Q&A Questioner Details *

The system default is ‘Yes’ and will display the questioner name,
company information and Q&A information on the ‘Q&A
Review’ page. If changed to ‘No’ the questioner name and
company will display as anonymous on the ‘Q&A Review’ page.
The bid posting Q&A page excludes the questioners name and
company information.

Click the calendar box to set the close date for the Q&A to be submitted by the public. Applies when ‘Yes’ is
selected in the ‘Allow Public to ask Questions in Q&A’ field.



Bid ndormation

14 11 A
07201

December 2021
5u Mo Tu We Th Fr 5a

Project Received By & Opening Information *

Enter who will be receiving the bids, date, time and
location of receipt of the bids. Include webcast
conference or presentation information needed to
watch or listen to the bid opening.

Project Estimated Value *

Enter the estimated value or engineers estimate. Enter
zero for no value.

Display Estimate Value *
Default value is ‘Yes’, however, if ‘No’ the estimate will
not be visible to the public.

Project Estimated Value Information (optional)
Enter additional information pertaining to the estimated
value.

Completion Date: (optional)

Click the ‘Completion Date’ calendar box to set the
completion date of the project. A completion date can
help prospective bidders determine if the project fits
into their job schedule.

Project Prebid Meeting: (optional)
Enter pre-bid meeting information. Include webcast
conference or presentation information.

Project Description: *

Enter specific information pertaining to the project or
scope of the project. Copy and paste text from your
bidding documents in the description field.

Project Additional Description (optional)
Add additional information pertaining to the project.

Project Document Information *

Enter information on how and where to obtain the
bidding documents (including paper). Include the
QuestCDN customer support email address and phone
number, QuestCDN eBidDoc™ number, download
delivery fee, QuestCDN website address and your QCPI
link web address and/or website address. Use this field to
keep the prospective bidders informed of when the
bidding documents will be uploaded to QuestCDN by
adding the expected availability date.

10



Click the link below to view examples for the plan document information field, bidding documents and
general advertisements.

Language Examples - Advertisements, Plan Documentation Area

Addrass 1:

Fanc

Claar Ownar Comact
1313524 Winding Road
Hennepin

223124

John Smith

111-1171-1117

questcdr@questcdn.oom

Owner Name *

Enter the project owner name.

QuestCDN Private Interface: (optional)

Search for the owner name from the drop-down box.
By selecting the name, the project is also added to
the owner’s QuestCDN Custom Private Interface
(QCPI) link when the “Visibility Type’ of the project is
‘open’ or ‘protected’. The address and contact
information will populate in the owner’s fields. If the
name is not found, there is no owner QCPI link.

Click ‘Clear Owners Contact’ to clear the owner
information.

Owner address information fields

11


https://questcdn.sharepoint.com/:b:/g/EU5zJDsje7hApLY2vODqRw0BXfi8-Rw6vhgj78PRHG6hsg?e=Mr0SYP

Solicitor Information

Fanwonmd swjpivil b profe lad o Fabben petiog

Add

Solicitor Information *

The company name and address are populated into the
soliciting agent fields from the company profile
information. The contact name and email address are
populated from the specific individual’s credentials who
logged into the account and is adding the posting. The
contact information is used to direct project questions to
the correct contact.

Display Type *
The system default is set to ‘All Sites’.

‘QuestCDN.com’

When the project visibility type is ‘open’ or ‘protected’ the
project is viewable and accessible. If the projects visibility
type is set to ‘hidden’ the project is not viewable to the
public can only be viewed and accessed with the
QuestCDN eBidDoc™ number and password.

‘Quest Customer Private Interface’

When the project visibility type is ‘open or ‘protected’ the
project is viewable and accessible only on the owner
and/or solicitor’s QCPI link. When the project visibility
type is set to ‘hidden’, the project can only be accessed
and viewed with the QuestCDN eBidDoc™ number and a
password on the owner and/or solicitor’s QCPI link.

‘All Sites’

When the project visibility type is set to ‘open’ or
‘protected’ the project is viewable and accessible on both
QuestCDN.com and the owner/solicitor’s QCPI link. If the
project visibility type is set to ‘hidden’, the project is not
viewable to the public. It can only be accessed with the
QuestCDN eBidDoc™ number and a password on
QuestCDN.com and the owner/solicitor’s QCPI link.

12



Visibility Type *

Open

The system default is set to ‘open’ where the project bid posting is visible both on QuestCDN.com and the
owner/solicitor’s QCPI link (Display type is set to ‘All Sites’.)The project bid posting, ‘View Plan Holders,’
‘Download Bid Documents,” ‘Download Addenda’ and ‘View Bid Documents’ are available. (View of the bid
documents is available if allowed by the owner/soliciting agent).

Protected

A ‘protected’ bid posting is visible both on QuestCDN.com and the owner/solicitor’s QCPI link (‘Display Type’ is

set to ‘All Sites’.) A password is required to download the bidding documents and addenda. Viewing of the
bidding documents is unavailable. Use the ‘Protected’ option for pre-qualifying prospective bidders. Enter a
password in the box and confirm.

Hidden

The project bid posting is hidden from public view. Enter a password for the project and confirm. The password

must be entered again to download the bidding documents.

e Used for invitation-only projects. Give the project number and password to bidders to access the
project.

e Used when replacing bidding documents. Hiding and setting a password to the project stops bidders
from viewing and downloading the project until the documents are replaced by QuestCDN customer
support.

e Used to hide the project until it is ready for advertisement.

**NOTE - After completing the project template, click the ‘Save’ button. An eBidDoc™ number (QuestCDN
project number) is generated. Add the project eBidDoc™ number to the ‘Project Document Information’ field
bidding documents and to the general advertisement.

’
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Creating a Bid Posting — Request & Goods & Services
To add a bid posting, click ‘Bid Postings’ (top of page) and click ‘Add New Bid Posting’ from the main menu
options, or click ‘Manage Bid Postings’ and click the green ‘Add New Bid Posting’ button.

OUEST StzyConnected: Il W in Walcome Provider Only  LOGOUT

BID PCI;'IINGS REFORTS ESSAGE CENTERT  ONLINE BIDDING NDUSTRY DIRECTORY RESOURCES MY ACCOUNT

Seasch Postings  iew Bl Result Adc New Bid Posting Manage Bid Postings

Ackt N Bl Post g

Not Bid

Click the drop-down arrow, select a type and click ‘Next’. Available request types are ‘Request For Proposal’, ‘Request
For Quote’, ‘Request For Information’, ‘Request For Qualification” and ‘Goods and Services’. Requests have a zero-
download delivery fee and ‘Bidder Pays’ online bidding minimum fee. The download delivery field is omitted for
‘Request For Information” and ‘Request For Quote’. ‘Goods and Services’ (G&S) has a minimum download delivery fee
and ‘Bidder Pays’ online bidding minimum fee.

BID POSTINGS REPORTS MESSAGECENTER ONLINE BIDDING INDUSTRY DIRECTORY RESOURCES MY ACCOUNT

Search Postings View Bid Results Add New Bid Posting Manage Bid Postings

Add Posting

< Back

Select Posting Type Below Before Entering Bid Posting Details

Monday-Friday Emalil
7AM-6PM Central info@questcdn.com

Add Posting Request or Goods & Services
Fill out each field in the template to create the bid posting. The required fields are noted with an “*’. Once
the template is saved, the posting is added to QuestCDN and an eBidDoc™ number is generated.

Warning: For security reasons the system will timeout at 60-minutes of inactivity. All unsaved work will be lost. There is a 5-minute
alert window, move the mouse or click in the window to restart the countdown clock.
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e Equip and Tools

L1 0al Cloth/Fiber Sandpan
D05-21 Abeasives, Sanlasting Metel
005-28 Abrasive Sanda Other than Mi

005-42 Apeasive/Solid Wheel Siones \

{05-56 Abrasives, Tumbling (Wheel
(00563 Grind Petish Comp Carborundum

Chooseall @

Request

Reference *

o St bl

Submission Deadling

+  Febrary N
Sl TubeT™hi &

(015-39 Pap/Chem'Sup Coal/TraatCop Mac

0 Remove all

Request & G&S Category Code (required field)*

Choose the appropriate categories from the ‘Available
Categories/Codes’ list. Highlight the category and click the
right arrow to add the category to the ‘Chosen
Categories/Codes’ box. Highlight a category and click the
left arrow to remove.

Request or G&S Posting Name (required field)*

Enter the request or G&S name.

Request Reference or G&S Bid Reference (optional field)
Enter the owner’s reference number. The number can be
entered on the QuestCDN search page along with the

eBidDoc™ number for members to access the posting.

Download Delivery Fee Selection *

‘Requests for Proposals’, ‘Request for Qualification’ have a
minimum download fee of zero. The download delivery fee
field is omitted for ‘Request for Information’ and ‘Request for
Quote’. Goods and Services have a minimum download

delivery fee.

Online Bidding Fee Selection *

Select ‘Online Response Fee’ and add the bidding fee or
select ‘No online bidding’. The online bidding fee field is
omitted if not utilizing VirtuBid™ to receive electronic bids.
Online bidding is not available for ‘Request for Information’
and ‘Request for Quote’.

Location Details (optional)
Enter ‘City’, ‘County’ and ‘State/Province’ of the request or
G&S.

Site Directions
Enter the job address or site directions. This field is omitted
when entering requests.

Request & G&S Closing Date *

Click the box to display the calendar then choose the bid
closing date. At the top of the calendar, advance the
month by clicking the right arrow.

NOTE: The bid closing date is used by the system when displayingads in
sequence in the ‘Post Date’ column on QuestCDN, QuestCDN Custom Private
Interface (QCPI) Linkand for purging ads from the system after the bid date has
passed. The ad will no longer be displayed on QuestCDN once the bid date/time
passes. (Past requests can be accessed with the request number. An
owner/soliciting agent can access the past requests from the ‘Modify’ page).
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Request Questions

Pre-Qualihcation

Required: »

Click the box to select the date to close
questions from the public. This only applies
if you allow the public to ask questions.

Display Q&A Questioner Details *

Request or G&S Closing Time *
Click the ‘Request Closing Time’(G&S) box to set the
hours/minutes/AM/PM.

Important — The bid closing time controls the countdown
clock in VirtuBid™. When posting an addendum that
changes the bid date or time, remember to adjust the
date/time on the bid posting template.

Time Zone *

Click in the box to select the time zone. Time zone will
default from the account information.

Pre-Qualification Required *

The system default is ‘No’, however, if changed to
‘Yes,” the bid posting text will display in red font,
‘Pre-Qualification: Yes.” If receiving bids electronically
through VirtuBid™, bidders cannot access the online
bidding facility until they are approved on the plan
holder list by the solicitor. The pre-qualification option
is omitted from requests.

Display Plan holders List *

The system default is ‘Yes’, however, if changed to ‘No’
the plan holder list will be hidden from viewing.

Allow Public to Ask Questions in Q&A *

The system default is ‘No’, if changed to ‘Yes’ allows the
public to submit questions from the system directly to
the solicitor of the project. Respond to questions directly
(privately) to the questioner or publish publicly to the
bid/response posting. A Q&A submitted notification is
sent to the message center when a question is
submitted. If changed to ‘No’, the public cannot submit
guestions through the system.

The system default is ‘Yes’ and will display the questioner name, company information and Q&A information on
the ‘Q&A Review’ page. If changed to ‘No’ the questioner name and company will display as anonymous on the
‘Q&A Review’ page. The bid posting Q&A page excludes the questioners name and company information.

Close Q&A Date (optional field)

Select a date from the calendar box to set the close date for Q&A to be submitted by the public. Applies when
‘Yes’ is selected in the ‘Allow Public to ask Questions in Q&A’ field.

16



Request Information

Request Response

) Responses will berecaived electronically though QuesiCON.
Information:

/

Request 0
Estimate Value:
Display Esfimated Value:

o
Request
Estimted Value
Information:

- . |
HBLIL?‘! The purpose of the REP 1510 select a professional Enginering hn
Descrption. +

/
- . .
e o Pluspuclnfuplouusws‘u,s'.ub'.amlhuHIPuum’ﬁs‘lhwugll
Document Information: ,
(ugsICON.
i

Request Response Information & G&S Bid Response
Information *

Enter who will be receiving bids. Include the date, time and
location of the receipt of the bids. Include webcast conference
or presentation information needed to watch or listen to the
bid opening.

Request & G&S Estimated Value *
Enter the estimated value or engineers estimate. Field is
omitted from ‘Request for Information’.

Display Estimate Value *

Default value is ‘Yes’, however, if ‘No’ the estimate will not be
visible in the bid posting. Field is omitted for ‘Request for
Information’.

G&S Estimated Value Information (optional)
Enter additional information pertaining to the estimated
value. Field is omitted for ‘Request for Information’.

Completion Date: (optional)

Click the ‘Completion Date’ calendar box to set the completion
date of the G&S. A completion date can help prospective
bidders determine if the G&S fits into their schedule. Field is
omitted from ‘Requests’.

Prebid Meeting (optional - G&S only)

Enter pre-bid meeting information. Include webcast
conference or presentation information. Field is omitted from
‘Requests’.

Request or G&S Description: *

Enter specific information pertaining to the ‘Requests’ or G&S.
Copy and paste text from the bidding documents in the
description field.

G&S Additional Description (optional)
Add additional information pertaining to G&S. This field is
omitted from ‘Requests’.

Request & G&S Document Information *

Enter information on how and where to obtain the bidding

documents (including paper). Include the QuestCDN customer support email address and phone number,
QuestCDN eBidDoc™ number, download delivery fee, QuestCDN website address and your QCPI link web address
and/or website address. Use this field to keep the prospective bidders informed of when the bidding documents
will be uploaded to QuestCDN by adding the expected availability date.
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Click the link below to view examples for the plan document information field, bidding documents and
general advertisements.
Language Examples- Project Document Info, Bidding Documents & Advertisements - QuestCDN SharePoint

Owner Information

Owner Name:

CDMN Private

Request Owner Name

pany - Chattanooga, TN

list

Address 1:

Address 2:

City:

State/Province:

Zip:

Contact:

Phone:

E-Mail Address:

Clear Owner Contact

1111 West Ave N

Hennepin

Owner Name (optional)
Enter the owner name.

QuestCDN Private Interface (optional)

Search for the owner’s name from the drop-down
box. By selecting the name, the request/G&S is
added to the owner’s QuestCDN Custom Private
Interface (QCPI) Link when the “Visibility Type’ of the
request/G&S is ‘open’ or ‘protected’. The address
and contact information will populate in the owner’s
fields.

Click ‘Clear Owners Contact’ to clear the owner
information.

Owner address information fields
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https://questcdn.sharepoint.com/:b:/g/EU5zJDsje7hApLY2vODqRw0BXfi8-Rw6vhgj78PRHG6hsg?e=Mr0SYP

Solicitor Information

QuestCDN

Design Discipline: «

Address 1: = _ y
34526 Hollywood Lane

Shokopee

State/Provinece:

55322

Contact: +

Project Manager

9523927097

E-Mail Address: «

suppport@guestcdn.com

Display Type *
The system default is set to ‘All sites’.

‘QuestCDN.com’

When the request/G&S visibility type is set to ‘open’ or ‘protected’ it is
viewable and accessible on both QuestCDN.com and the
owner/solicitor’s QCPI link. If the visibility type is set to ‘hidden’, it is not
viewable to the public and can only be accessed with the QuestCDN
eBidDoc™ number and a password at QuestCDN.com and the
owner/solicitor’s QCPI link.

‘Quest Customer Private Interface’

Solicitor Information

*

The company name and address are
populated into the soliciting agent fields
from the company profile. The contact
name and email are populated from the
specific individual’s user credentials who
logged in to the account. The contact
information is used to direct questions to
the correct contact.

Online Display & Visibility

Display Type:+

Al it

Visiolty Type:

QuestCDN.com
Quest Cugtom Private Interface

Al sites

e

When the request or G&S visibility type is ‘open or ‘protected’ it is viewable and accessible only on the
owner/solicitor’s QCPI link. When the visibility type is set to ‘hidden’ it is not viewable to the public and can
only be accessed with the QuestCDN eBidDoc™ number and a password on the owner/solicitor’s QCPI link.

‘All Sites’

When the request or G&S visibility type is set to ‘open’ or ‘protected’, it is viewable on all websites and can be
accessed on both QuestCDN.com and the owner/solicitor’s QCPI link. If the visibility type is set to ‘hidden’ it is
not viewable to the public and can only be accessed with the QuestCDN eBidDoc™ number and a password at

QuestCDN.com and the owner/solicitor’s QCPI link.
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Visibility Type *

Open

The system default is set to ‘open’ where the posting is visible
both on QuestCDN.com and the owner/solicitor’s QCPI link
(Display type is set to ‘All Sites’.) The bid posting, ‘View Plan
Holders,” ‘Download Bid Documents,” ‘Download Addenda’ and
‘View Bid Documents’ are available. (View bid documents are
available if allowed by the owner/soliciting agent).

Protected

The posting is visible both on QuestCDN.com and the
owner/solicitor’s QCPI link (‘Display Type’ is set to ‘All Sites’.) A
password entry is required to download the documents and
addenda. Viewing of the documents is unavailable. Use the
‘Protected’ option for pre-qualifying prospective bidders for

request and G&S Bids. Enter a password in the box and confirm.

Hidden

The posting is hidden from public view. Enter a password for the request or G&S and confirm. The password

must be entered again to download the bidding documents.

e Used for invitation only G&S bids. Provide the eBidDoc™ number and password to bidders for access.

e Used when replacing documents. Hiding and setting a password stops bidders from viewing and
downloading until the documents are replaced by QuestCDN customer support.

e Used to hide the posting until it is ready for advertisement.

**NOTE - After completing the posting template, click the green ‘Save’ button. An eBidDoc™ number
(QuestCDN project number) is generated. Add the eBidDoc™ number to the ‘Request (G&S) Document

Online Display & Visibility

Digplay Type: »

Visioilty Type:

Password:

Confirm Passworc:

Information’ field, bidding documents and to the general advertisement.
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Manage Bid & Request Postings

After postings are added to the system they are accessed from ‘Manage Bid Postings’. Open and past postings
are located and accessed from this page. The ‘Manage Bid Postings’ page is organized into three sections ‘Not

Bid’, ‘Bids Requiring Results Posting’ and ‘Results Posted’. Sort postings by clicking on the blue highlighted

column title. Search for a specific posting by entering criteria into the search boxes. Click the blue highlighted
‘Bid/Response Posting Name’ or eBidDoc™ number to access ‘Modify Bid Posting’.

BID POSTINGS JREPORTS MESSAGE CENTER™ ONLINE BIDDING INDUSTRY DIRECTORY RESOURCES MY ACCOUNT
Search Postings My Soved Bid Postings  View Bid Results  Add New Bid Posting anage Bid Postings
Add New Bid Posting
Not Bid
id/Response oid aid
sBidDoc Catagory |:s LDW Ll'm i - — — - W— Posting 1o sadified Click column name to sort
Date Mo Code - . - =) Tt Type g By <
Dame Date
— o Searchboxes
[ ] |1 ] | \ A S | I ) S | o ) [
cﬁ}x n Modify page "
f
Bayn Fairview Bridge 5/192023 ty of Due! teer ANEHUEHON QUGN
118 | 4177768 nt Dentan ione
Demo 05:00 I = proides mojsct Support
s0ods anc
7732074 Test 1 AE Senices Ng
088 7732075 ﬁ;( Test 21 AB e
o1
e
% a1 i .
42021 7732085 BulidingsPublic  Art Musaum .-'.l A 15th MN j ne "nr
i o bt port
4
Bids Requiring Results Posting
Post eBMIDOC 2 o L G Posting o Modfiad
Le i gory Cox Posting Closing ci c ' anor soucit Sy Avent -
Nam et vpe
I {1 | ] | )11 I
i . y ” a0 tte ction
080720 1085472 I websie msting category Gk Test MN . ' Jor M
Cusst tes
102120 1373392 24 website tasting category P Inte it e g Mo
provicior
T
Results Posted
Bld/Response Bld Bid
Post eBldDoc™ Category P Posting Modified
. Posting Clty County State Owrner Solicitor Award
Date Mo Code Type By
/ Name Type
Cuest
= 021 [) 1 Hampt Canst
02 “onstruction | Hampton, Sonstruction .
052002021 F732083 Metal | Firs Fire Station #12 o Hemplon  Hampton NJ iamp Pending Joyee Smith
e 03:30 PM Data City of Project
o EDT Metwork
ghowing 1101 of 1 entries
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Modify Bid Posting
The ‘Modify Bid Posting’ page lists the bid/response posting information. Update specific field information and
click the green ‘Save’ button. The navigation pane, located on the left of the page, lists the available functions.

Navigation pane functions are ‘Manage All Bid Postings’, ‘View Bid Posting’, ‘View Plan Holders’, ‘Upload Bid
Documents’, ‘Manage Addenda’ and ‘Addenda Notification Report’ (available after uploading the bidding
documents), ‘Manage Q&A’, ‘Manage Additional Contacts’, ‘Post Results’, ‘Project Audit Report’, ‘Create
vBid’/‘View Bid’ (if available on the account.)

BIDPOSTINGS REPORTS MESSAGECENTERT ONLINEBIDDING  INDUSTRY DIRECTORY RESOURCES MY ACCOUNT

Search Postings View Bid Results Add Mew Bid Posting Manage Bid Postings

Modify Bid Posting

Manage Bid Postings > Modify Bid Posting

« Manage All Bid Postings

Side walk curb and gutter project Main Street through West End Stireet

= View Bid Posting H Quest eBidDoc™ Number: 7441259
H Closing Date: Fri, 04/23/2021 03:30 PMCDT
Posting Type: Construction Project

: View Plan Holders : m-
H H Cancel

* Upload Bid Document H Project Available Categories Chosen Categories
H ategary Lode Sidewalks/Curbs/Gutters

: Manage Q&A H Alrports
- Architectural/Engineering Services (RFP/RFQ)
Bridges/Overpasses
H H Buildings Commercial and Private
* Manage Additional Contacts Buildings Rehabilitation/Renovation
. . Buildings and Grounds/Educational Facilities

Buildings/Medical and Dental Facilities -

H H S
H H
H Post Results H Chooseall @ @ Remove all
H . . H Project ) N N
: Project Audit Report H bosting Name: « Side walk curb and gutter project Main Street through West End Stre

H
H " H Project
: Create vBid H Owner Number: 453654
H H Owner Number:

Manage All Bid Postings
Return to ‘Manage Bid Posting’ page.

View Bid Posting
‘View Bid Posting’ displays the entire bid/response posting information and shows how it will appear on
QuestCDN.com, Quest Custom Private Interface (QCPI) link and emailing the advertisement from the system.

View Plan Holders
The plan holder list contains companies that obtained the bid documents electronically through QuestCDN as
well as manually added companies added to the list by the owner/soliciting agent.

‘Modify Bid Posting’, ‘Add Plan Holder’, ‘View Bid Posting’ and ‘Email Bidders’ functions are located at the left
of the page in the navigation pane.

e Company address information is viewable by hovering the mouse over the company name.

e The list is sorted by clicking the highlighted column titles.

e ‘Approved’ column - If the bid is an online bid and pre-qualification ‘Yes’ is selected on the
bid/response posting page, approval is needed for each plan holder to access online bidding. Click on
‘No’ to change to ‘Yes’ to grant access. Click again to change back to ‘No’.
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e Click the edit pencil ’ icon to revise a plan holder designation, add comments or notes. Edit all fields
for a manually added plan holder.

e ‘Comments’ - Add text to the ‘Comments’ field. The ‘Comments’ field on the plan holder list is viewable
to the public. Click the edit button or click the ‘Comments’ field to add a comment.

e ‘Notes’ — Add text to the ‘Notes’ field for internal use. The ‘Notes’ field is private; not viewable on the
plan holder list. Click the edit button or click the ‘Notes’ field to add an internal note.

e Plan holders cannot be deleted from the list.

e ‘Print Plan Holders List’ and ‘Download Plan Holders List’ buttons are available at the top of the page.

Closing Date: This, 11/18/2021 09:24 AM CST
Pasting Type: Goods and Services (G&S)
= Modify Bid Posting
H o A Phone Business | Business =~ | Gy | Dooumemt | songenss 0 . | Wows
i Add Planholder P, B g
. - Prares 6300
I View Bid Posting ks B
: Email Bidders

View Plan Holders Navigation Pane
Modify Bid Posting
Return to ‘Modify Bid Posting’ page

Add Plan holder
Two ways to manually add a plan holder.

1. ‘QuestCDN Member Number is’ - Enter the member number to populate the company information
from their QuestCDN account into the fields. (Contact QuestCDN support for help with obtaining the
member number or contact the company’s main account holder).

2. Manual Entry - Fill out the template with the plan holder information. Required fields are indicated
with asterisks. Include the email address field which is utilized when posting Q&A, results and
utilizing the ‘Email Bidders’ function.
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View Bid Posting

Return to ‘View Bid Posting’ page which displays the entire bid posting and shows how it will appear on
QuestCDN.com, Quest Custom Private Interface (QCPI) link and emailing an advertisement for bidder
opportunity from the system.

Email Bidders

Click ‘Select All’ to email all plan holders or click the box next to individual plan holders. Enter the email address
in the ‘CC’ field to receive an email confirmation with the list of recipients. Type a message in the body of the
email. To attach a file to the email, click green ‘Select a File’ button and attach a file. There is an 8MB limit to
the file size. Emails are sent from a ‘no-reply’ address. If the email is undeliverable (bounced) by an email
server, they will not be returned to a personal email address or the message center.

Side walk curb and gutter project Main Street through West End Street
Quest eBidDoc~ Number: 7441259
Closing Date: Fri, 04/23/202103:30 PM CDT
Posting Type: Construction Project
-
DO QuestCON - Main
O Concrete Services of America
Cicurt and Gurser supply
OJones Sidewalk and Street
e
Subject Chestarfield, MO, Side walk curb and [l h h E
B I = - A = = = % ®
.

‘Print Plan Holders List” and ‘Download Plan Holders List’

Download the plan holder list that includes detailed contact and company information, email address, business
designation, business certification, entry date, document type, notes and comments in an Excel spreadsheet
format. Choose ‘Print Plan Holders’ list to print to PDF or printer.
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Upload Bid Documents

Once the bid/response documents are ready to be uploaded, use Adobe Acrobat (or similar) to create a single
combined PDF document or a zip folder that includes all documents. Bookmark the completed PDF file to help
bidders navigate the document.

Creating Bookmarks PDF - QuestCDN SharePoint

Upload Bid Documents

NOTE: Only one combined .pdf document or one .zip file may be uploaded to your posting.
Fire Station

Quest eBidDoc™ Number: 7988880

Closing Date: Sat, 10/09/202102:01 PM CDT
Posting Type: Construction Project

Upload Reminders

1. Ensure the documents are properly bookmarked.

2. Are the documents viewable to contractors?
i. Our typical best practice method is to upload one .pdf file combining all documents.
ii.. If you choose to upload a .zip file containing multiple files, one PDF within the file must be designated for processing as the complimentary “View Only" file. Modify this file by

adding a 'vu_’ prefix as part of the file name.

3. Additional Questions
i. Please contact QuestCDN Customer Support at Support@QuestCDN.com or 952-233-1632 if additional assistance is needed.
ii. Please note, once bidding documents are uploaded you cannot remove or replace the document.

E=1E=

Note: Only one combined file is uploaded to the QuestCDN system. If files need to be kept separate —
(e.g., provide a spreadsheet, fillable form, plans and specs), incorporate the files into a zip folder and
upload the zip folder to QuestCDN.

Creating a Zip File

1) Locate the file(s) to zip.

2) Press and hold (or right-click) each file. Select ‘Send to’ and then select ‘Compressed (zipped) folder.’
A new zip folder with the same name is created in the same location.

**Special instructions for a zip folder when utilizing the ‘View Bid Documents’ on QuestCDN.
(Please disregard these modifications if not utilizing the viewing option).

Creating the preview of a zip folder

When creating a zip folder containing multiple documents, the file that is selected to be viewable must
be identified by renaming the file ‘vu_file name.pdf.’ The system recognizes the ‘vu_’ PDF file within the
zip folder and processes only that specific file for the document preview. It is recommended to include a
‘combined PDF’ for viewing both plans, specs and/or other files within the zip folder (i.e., spreadsheet,
plans and specs) when offering more than one file to view. A bidder downloading the zip folder will
receive all documents within the folder.

When the document files have been combined and/or incorporated into a zip folder and are ready for upload, click
‘Upload Bid Document’ from the navigation pane.

Click ‘Browse’ button to locate and select the bidding document PDF or zip folder. There is no file size limit.
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Once selected, the file is added to the ‘Upload Bid Documents’ page. Verify all documents are merged into one
PDF and bookmarked. If a zip folder containing multiple files is chosen, verify that one PDF file is designated as
the ‘View Only’ file by adding a vu_ prefix as part of the file name . Click ‘Proceed’ or ‘Cancel’.

> ThisPC » Documents » QuestCDN » Customer Support > QAP ~
Mame Type Compressed size Password ..  Size Ratio Date medified
Files in zip folder J g2 gid Form Microsaft Bxcel Worksheet 23KB No VKB 21% 0/29/2020 7:25 AM
@ Plans Adobe Acrobat Document 20903KE Mo 2985 KB 3% 01 P
'@ Secured files Adobe Acrobat Document 6081KE Mo GEI6KE 9% :38 PV
ﬁij vu_Specs Adobe Acrobat Document 6,081KE Mo 6616 KE 9% ), ) V

1. Wait for the file to upload (browser wheel will be spinning).The page will populate a message
‘Uploaded! Bid Documents have been successfully uploaded’ and returns to ‘Modify Bid Posting’.

2. Toreview the uploaded documents, click ‘View Bid Documents’ from the ‘Modify Bid Posting’
page or ‘Preview’ from the ‘View Bid Posting’ page. Previewing the documents is not available if
not enabled for the account.

3. The ‘Upload Bid Documents’ option is removed from the ‘Modify Bid Posting’ navigation pane
after documents are uploaded.

The system does not allow another upload to replace the previously uploaded documents. Please contact
QuestCDN Customer Support for assistance in replacing the file at support@QuestCDN.com or 952-233-1632.

Upload Bid Documents

NOTE: Only one combined .pdf document or one .zip file may be uploaded to your posting.
Fire Station

Cancel

Closing Date: Sat, 10/09/202102:01 PM CDT
Posting Type: Construction Project

|= Do you really want to upload the bid document?

File path

Request Case - Master v06032021Becker County.pdf Browse

Bt m

View Bid Documents

Allows previewing of the bidding documents and addenda information. Previewing the documents is not
available if not enabled for the account. Printing of the preview documents is unavailable. (Contact Customer
Support to turn on the complementary viewing of the bid documents.)

Manage Addenda

The ‘Manage Addenda’ option is added to the navigation pane after the bid documents are uploaded.
Click ‘Manage Addenda’ to add addenda to the bid or to send an email to the plan holders from ‘Email
Bidders’.
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Add Addenda

When an addendum document is ready to be uploaded, use Adobe Acrobat (or similar) to create a single
combined PDF document or zip folder that includes all documents. Bookmark the completed PDF file to help
bidders navigate the document. There is no file size limit.

Note: Only one combined file is uploaded to the QuestCDN system. If files need to be kept separate (e.g.,
provide a spreadsheet, fillable form, plans and specs), incorporate the files into a zip folder and then upload the
zip folder to QuestCDN.

Click ‘Add Addenda’ from the ‘Manage Addenda’ navigation pane when the document files have been
combined and/or incorporated into a zip folder and are ready for upload.

FrsEsssssssssEsEssssEssEsEsEssEEEEEnnn .
Manage All Bid Postings H

View Bid Posting E Manage Bid Postings = Modify Bid Posting = view Addenda

e 4

View Bid Documents H /
Manage Addenda E Add Addenda

Manage Q&A

View Plan Holders H £ Bac

Email Bidders

Manage Additieonal Cantacts a2
Post Results

Project Audit Report

Create vBid

Make sure the bid closing date/time is correct. Click ‘Yes Upload Addenda’ from the ‘Upload Addenda
Documents’ prompt or ‘No Change Bid Date’ to change the bid date/time on the bid posting page or make
changes to the addendum before uploading.

Upload Addenda Documents Upload Addenda Documents
Please note, only one bid document may be uploaded to yvour posting.

Landfill Project

Please note, only one bid document may be uploaded to your posting.

.
Landﬁll PrOIBCt Quest eBidDoc™ Number: 7441262

Closing Date: Thu, 04/22/2021 08:50 AM CDT
Quest eBidDoc™ Number: 7441262 Posting Type: Construction Project

Addenda Description

Closing Date: Thu, 04/22/2021 08:50 AM CDT
Posting Type: Construction Project

Is your Bid Closing Date Still Correct? File path

Mew Barlin M_ddenda 1.p Af

e
Yos Uploed Addenda | NoChanga Bid Date g somi | concal

1. Add an ‘Addendum Description’ (optional) and click the ‘Browse’ button to locate and select the
addendum PDF or zip folder. The document is added to the ‘File Path’ field.
2. Click the ‘Submit’ button to upload the addendum or click ‘Cancel’ to cancel the upload.

NOTE: If posting an addendum that changes the bid date or time, please remember to adjust the date/time on
the bid posting once the addendum upload is complete.
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i Do you really want to upload the addenda document?

“ Cancel

A window prompts to confirm the file is finalized and ready for upload . Click ‘Ok’ to confirm or ‘Cancel’ to
start over. The browser wheel spins until file is uploaded. The page returns to ‘View Addenda’ and displays
‘Addendum no’, ‘File name’, ‘Upload date’, Addenda Description’, ‘File Size (MB)’ and an edit icon.

3. Click the edit icon to modify the ‘Addenda description’.

4. To review the uploaded documents, click ‘View Bid Documents’ from the ‘Modify Bid Posting’
page or ‘Preview’ from the ‘View Bid Posting’ page. Previewing the documents is not available if
not enabled for the account.

5. The system does not allow another upload to replace the previously uploaded documents.
Please contact QuestCDN Customer Support for assistance in replacing the file at
support@QuestCDN.com or 952-233-1632.

Addendas Uploaded as of 02/17/2021 05:57:58 PM CST

Landfill Project

Quest eBidDoc™ Number: 7441262
Closing Date: Thu, 04/22/2021 08:50 AM CDT
Posting Type: Construction Project
Addendum no File name UPLDSHU!IG Addenda Descr iption Flla lze (MB, Edit

1 714126281 pdf 021712021 587 pm. ! g

Once the upload is complete, the addendum is immediately available for download and an automatic
addendum notification is sent to the email address of the plan holders that obtained the bid documents
electronically. A second notification is sent to the plan holders private QuestCDN ‘Message Center’.

Addenda Notification Rules:

Only plan holders that obtained the bid documents electronically will receive the addendum email
notification. Manually added plan holders will NOT receive email addenda notifications from QuestCDN.
Communication and delivery of addenda are provided to the manually added plan holders directly from the
owner/soliciting agent. The ‘Email Bidders’ function allows notification of the addendum and/or an attached
addendum to be sent to the paper plan holder from the QuestCDN system (make sure an email address is
added to the contact information when creating the paper plan holder). This function is found in ‘View Plan
Holder’.

Note: There is an email file size limit of 8MB. Emails are sent from a ‘no-reply’ address. If the email is
undeliverable (bounced) by the email server, the email will not be returned to a personal email address or the
message center.
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Email Bidders
Click ‘Select All’ to email all plan holders or click individual plan holders to send an email. Enter your email
address in the ‘CC me’ box to receive an email confirmation with the list of recipients. The email message is
also sent to the ‘Message Center’. Type a message in the body of the email. To attach a file to the email, click
the ‘Choose/Browse File’ button to select the file to attach to the email. There is an 8MB limit to the file size.

Emall Bidders
Fire Station #12

CQuest oBidDoc ™ Number: 7732083
Closing Date: Wed, 05/26/2021 03:30 PM EDT
Posting Type: Construction Project

—r

CuHCON - Main | Subcontracton
Frow Momber Test [Supplier
NWP Consulting [ Prime Bidder

Shelly's Contracting - Mpls 2.0 (Subcontractor
Fobin - ARM | Other

Subject

[

Fie Attachmant

e




Manage Q&A

The ‘Manage Q&A’ section is used to add, modify, review and respond to Q&A as well as add additional
information for non-addenda information to the bid/response. Questions are submitted by the public through
QuestCDN if the option ‘Allow Public to Ask Questions in Q&A’ is set to ‘Yes’; the default is ‘No’. If set to ‘Yes’,
choose to respond directly (privately) to the questioner or publish the Q&A publicly to the bid/response
posting. Questions submitted will populate to the ‘Modify Bid Posting’ page in Q&A. A Q&A notification is
delivered to the email on record of the QuestCDN user that created the bid posting and to the email of the
QuestCDN user who may have modified the bid posting. Additionally, a notification is sent to their ‘Message
Center’. When a Q&A is publicly published, a Q&A notification is sent to the message center of plan holders
that obtained the bid documents electronically and an email notification is sent to manually added ‘paper’ plan
holders. The Q&A notice is also sent to the providers message center.

Each Q&A is allowed one file attachment (uploaded) of any file type with no file size limit. If files need to be
kept separate, incorporate the files into a zip folder and then upload the zip folder to QuestCDN. Q&A does not
have tracking information or reporting and is recommended for non-addenda information.

Functions available in Manage Q&A navigation pane are ‘Add Q&A’, ‘View Q&A’, ‘Modify Bid Posting’, ‘Print’
and ‘View Bid Postings’. The page is sorted into sections ‘Not Published’, ‘Publicly Published” and ‘Directly
Published’. Click on the highlighted text under the ‘Question’ column to generate an answer.

ting - Manage Q & A

Add 0BA User Guides

Viaw GBA Quest 8BidDoc* Number: 7732083
Closing Date:; Fri, 11/18/2021 05:589 PM EST

Modify Bid Posting Posting Type: Request For Proposal

Mot Published | 0 Cusstion

Wiew Bid Fosting

Publicly Published | 2 Questior

How can 1 attend the bid opening? The bid opening will be held virtually. Link will be emabled 24hours before the bid dose time DSATTA0T) 1000 pm.

PRE_BID Meeting Sign-In Sheet Attached is the Pre-Bid Mecting Sign in Sheet N n & D

Add Q&A

1. Add a question and answer or additional information to the bid posting/response.

2. Choose ‘Publish’ to post the information publicly to the bid/response posting. The default is ‘No’
and will omit the question and answer on the bid/response posting page.

3. Choose ‘Display Answer to Questioner Only’ to only send a response to the questioner, the
default is ‘No’.

4. Choose a file to attach additional information, there is no file size limit.

5. Modify a posted answer/information by clicking on the highlighted text under the ‘Question’
column.

Modifications can be made to the ‘Answer’, ‘Publish’, ‘Display Answer to Questioner Only’ fields. Modifications
can be made to all fields if added by the solicitor/owner. Choose a new file to replace an existing file.
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View Q&A
The ‘Q&A’ page is sorted into three sections ‘Not Published’, ‘Publicly Published’, and ‘Directly Published’.

Modify Bid Posting
Returns to the ‘Modify Page’ of the bid/response posting.

View Bid Posting
Returns to the bid/response posting to preview the bidding documents and addenda information. The preview
will not be available if not enabled for the account.

Print
Print to PDF or printer the entire list of Q&A. Open each drop-down arrow to print both the question and
answer.

Manage Additional Contacts

Add additional organizations, architects, engineers, project managers, general contractors or other disciplines
to the bid/response posting. This directs bidders to the correct or additional contact person during the bidding
phase. Once added, the contact information will display as part of the bid/response posting information.
Modify a contact by clicking on the highlighted company name. Delete by clicking on the delete trash @

can icon.

Manage Bid Postings > Modify Bid Posting » Manage Additional Contacts

User Guides

Quest eBidDoc™ Number: 7732093
/ Closing Date: Fri, 11/19/2021 05:59 PM EST
Add Contact Posting Type: Request For Proposal
Manage Additional Contacts

Modify Bid Posting

View Bid Posting Company Name Design Discipline = E-mail Address Delete

Architects by Design ~ Architect skahl@guestcdn.com o

Additonal Contact Information

Additional Contact: Architect

Company Name: Architects by Design

Design Discipline: Architect

Address: 3153 West Design Road, Worthington, LA- 321654
Phone 3111111111

Email: skahl@guestcdn.com
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Post Results

When posting results, there are four bid award types to choose from. ‘None’, ‘Pending’, ‘Final’ and
‘Rejected’. Click the drop-down arrow to select the award type. The system default is ‘None’.

1.

2.

w

Select the Award Type. If choosing ‘None’, the results will not be posted to the bid posting or results
page.
Enter additional comments in the ‘Bid award comment’ field.
Enter the bid amount for each plan holder in the ‘Bid Amount’ field.
e Check the ‘Bid Award’ box next the awarded plan holder when posting a ‘Final’ result.
e Enter the award date when posting a Final result.

. Select the ‘Browse’ button to upload a bid tabulation, bid abstract or other information. A PDF

file is preferred; however, all file types are allowed.

. Click the ‘Submit’ button to save post and add to bid/response posting and ‘View Bid Results’ page as

well as the QCPI (QuestCDN Custom Private Interface) link. If the bid posting is in an ‘Open’ status, the
posted results will be viewable by the public both on QuestCDN.com and on the QuestCDN Custom
Private Interface (QCPI) Link.

Remove Results

To remove results after posting, backspace through the base bid totals. If needed, remove the award check
mark and award date. Check the box next to an uploaded file name to remove an attachment. Click submit, this
will remove the result information and results button from the bid posting navigation pane.

Project Audit Report

Report lists each date and time the bid posting was modified, including the ‘Modify date’, ‘Bid Closing Date’,
‘Visibility type’, Plan available’, ‘Addenda count’, ‘Q&A Posted/Count’, ‘Bid award type’ and ‘Modified by’ data
for each entry.

Project Audit Report

Side walk curb and gutter project Main Street through West End Street

Quest eBidDoc™ Number: 7441259

Closing Date: Fri, 04/23/2021 03:30 PM CDT
Posting Type: Construction Project

Audit Record(s) (3 Records )

Modify date Bid Closing Date Visibility type Plan available Addenda count Q & A Posted/Count Bid award type Modified by
02/12/2021 3:37 PM 04/23/2021 03:30 PM CDT open False 0 0 None
02/12/2021 4:45 PM 04/23/2021 03:30 PM CDT open True 0 1 None
02/12/2021 4:47 PM 04/23/2021 03:30 PM CDT open True 1 1 None
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Create Bid/View Bid

Once the bid posting is added to the system, click ‘Create vBid’ from the ‘Bid Posting’ navigation pane to
generate the online bid definition in VirtuBid™. This option is available online bidding is enabled on the
account.

ONLINE BIDDING - VirtuBid™

VirtuBid™ (vBid™) is a QuestCDN bidding service that streamlines the bidding process for owners and solicitors,
allowing an effective and efficient way to build and accept bids through a secure online network.

**NOTE - To activate online bidding, please contact Customer Support at 952-233-1632 or
Support@questcdn.com.

Click the links below for information to provide the bidders
Introducing Online Bidding (vBid) to Bidders PDF-QuestCDN SharePoint

VirtuBid Online Bidding Guide

Bids Received By Bid Letting HTML Example

Bid Posting
Follow the instructions listed on the previous pages to create a bid posting.

Note the following additional online bidding fields and information.
e Online bidding fee selection

e Review the pre-qualification required information

e Add online bidding information to the plan documentation and general bid advertisement

Online Bidding Fee Selection
Select an online bidding fee before opening the bid posting.

**Note: The online bidding fee selection can only be ‘Bidder Pays (min. $30.00’) once downloads of the bidding
documents are initiated.

No Online Bidding
Selected when not receiving bids electronically through QuestCDN VirtuBid™.
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Download Delivery Fee

SalGeHe Planh Holder Pays (min. $15.00]
Download Delivery Fee: = i
. 15.00
Online Bidding Fee Selection: 5
No on-line bidding/response

No on-line bidding/response

Online Bidding Fee: = Bidder Pay

Planholder - Total
Download Delivery Fee: $15.00

Total Bidding/Response
Fee: $0.00

Plan Holder Pays (min. $15.00)

The ‘Download Delivery Fee Selection” and the ‘Plan Holder Pays’ fees are combined into one amount and
charged to each plan holder when documents are download regardless of if the plan holder submits an online
bid or not. The example below shows a $15.00 download delivery fee and a $15.00 ‘Plan holder Pays (min.
$15.00)’. A total fee of $30.00 is charged at the time of download. The fees display at the bottom of the bid
posting.

Fee Selection

Download Delivery Fee

Nanh lder Pavs imin. $15.00
Selection: + Planh Holder Pays (min. $15.00
Download Delivery Fee: = .

15.00
Online Bidding Fee Selection: =

o Mg reaxge Plan Holder Pays (min. $15.00)

Online Bidding Fee: * .

18

Planholder - Total

Download Delivery Fee: $15.00+ $16.00 = $30.00

Total Bidding/Response
Foas $0.00

Bidder Pays (min. $30.00)
The ‘Download Delivery Fee Selection’ is charged to each plan holder once the download of bid documents is
initiated. The ‘Online Bidding Fee Selection’ ‘Bidder Pays (min. $30.00)’ is an additional charge to bidders who

submit an online bid at the time of bid close. The download fee and online bidding fee will display as separate

fees at the bottom of the bid posting page.
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Fee Selection
Download Delivery Fee lanh Holder Pavs (min. $15.00)
Selection: * Planh Holder Pays (min. $15.00}
Download Delivery Fee: « 15.00
!
Online Bidding Fee Selection: = Bidder Pays (min. $30.00
der Pays (min. $30.00)
Online Bidding Fee: +
30
Planholder - Total
Download Delivery Fee: $15.00
Bidder - Total
Bidding/Response Fee: $30.00

Pre-Qualification Required

The system default is ‘No.” When changed to ‘Yes,” bidders cannot access online bidding until they are
approved on the plan holder list by the soliciting agent/owner. To approve a plan holder for online bidding,
select ‘View Plan Holders’ from the bid posting navigation pane. In the ‘Approved’ column, change ‘No’ to ‘Yes’
by clicking on the m ‘Yes’, gives permission to the plan holder to access the vBid page. Click again to change
back to ‘No’.

Plan Documentation for Online Bidding

Enter information on receiving bidding documents electronically through QuestCDN. Include how and where to
obtain the bidding documents, QuestCDN customer support email address (Support@QuestCDN.com) and
phone number (952-233-1632), QuestCDN eBidDoc™ number, download delivery fee, online bidding fee,
QuestCDN website address (www.QuestCDN.com) and your QCPI link web address and/or website address. Use
this field to keep the prospective bidders informed of when the bidding documents will be uploaded to
QuestCDN by adding the expected availability date.

Example Text: Plan Holder Pays

The contract documents are available at www.questcdn.com. This contract is QuestCDN project number
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7776432. A contractor my view the contract documents at no cost prior to deciding to become a plan holder.
To be considered a plan holder for bids, a contractor must register with QuestCDN.com and purchase the
contract documents in digital form at a cost of 530.00. Contact QuestCDN Customer Support at 952-233-1632
or support@QuestCDN.com for assistance. To access the electronic bid form, download the project
documents and click on the online bid button.

Example Text: Bidder Pays

Complete digital project documents are available at www.guestcdn.com. A contractor may view the contract
documents at no cost prior to becoming a Plan holder. Input the QuestCDN project number 7834621 on the
website’s projects search page to download the digital documents for $ 15.00. Contact QuestCDN Customer
Support at 952-233-1632 or support@QuestCDN.com for assistance. Bidders will be charged a fee of $30.00 to
submit a bid electronically. For this project, bids will ONLY be received and accepted via the online electronic
bid service through QuestCDN.com.

Click below link for more examples
Language Examples 2.0 Plan Documentation & Notice to Bidders

Create an Online Bid ID Code

Log into QuestCDN at https://questcdn.com/auth/login. Click ‘My Account’ at the top of the page. Click the
‘User Info & Online Bid ID Code’ tab. Add or update your ‘Online Bid ID Code’. Click the eye icon symbol to view
the code when black dots are populated in the fields. (Only the QuestCDN main account holder can access ‘My
Account’ and update/view the code).

Online Bid ID Code Explanation
The ‘Online Bid ID Code’ is a passcode and acts as your digital signature. It is required to publish an online bid
through the QuestCDN online bidding system, VirtuBid™.

e An ‘Online Bid ID Code’ must be created before users can access VirtuBid™. The code is established,
modified and viewable by the QuestCDN main account holder.

e This code is the digital signature that allows publishing of a bid on behalf of the owner. QuestCDN does
not have access to codes for security purposes.

e The code is found in ‘My Account,” in the ‘User Info & Online Bid ID Code’ tab.

e The VirtuBid™ login page may prompt to update the current QuestCDN password due to higher security.
(Online bidding new password minimum is 8 characters with at least one uppercase, one lowercase and
one numeral).

e The VirtuBid™ login page will prompt a message if a code is not created.
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Create vBid
Once the bid posting is added to the system, click ‘Create vBid’ from the ‘Bid Posting’ navigation pane to
generate the online bid definition in VirtuBid™. ‘Create Bid’ changes to ‘View Bid’ indicating an online bid is
created. Bidding documents do not need to be uploaded to create the bid in VirtuBid™. The bid posting can be
in an ‘Open,” ‘Protected’ or ‘Hidden’ status.

Create vBid @ View vBid

** NOTE: An ‘Online Bidding Selection Fee’ must be entered before creating a bid definition.

Accessing Online Bidding
After the bid definition is created, online bids can be accessed in two ways.

1. From the ‘Manage Bid Postings’ page.
Click the bid/response name. Click ‘View Bid’ (in the navigation pane.) ‘View Bid’ is a direct path to the
specific bid after logging into VirtuBid™ (vBid). Log into vBid with your QuestCDN username and password.
Click the ‘Provider’ button to access the online bid qualification, bid worksheet, letting close options and
bid letting.

Search Postings View Bid Resulls Add New Bid Posting Manage Bid Postings |
................................................

Bulldings/Public

Buried Storage Tanks

Communication Facilities/Notwark
Communication Towerns Anlannas

Culverts, Waterways, Stormwater Channeis
Damaolition/Building RemovalHauling/Salvage

Manage All Bid Postings

View Bid Posting

ViewsinnHoklars * Walcome to ViruBid™._. QuestCDN's On-Line Bidding Facility
Choose all & H -
Manage Addenda H Log In
T r JuestOL1

Addenda Notification Report

Manage OBA

Manage Additional Contacts

Fee Selection

Fost Results

Projost J\uﬁ:V
View vBid

2. From the main navigation ‘Online Bidding’ option, located at the top of page.
‘Online Bidding’ directs to the online bidding VirtuBid™ (vBid) home page. Log into vBid with your
QuestCDN username and password. Click the ‘Provider’ button to access the vBid home page.

NOTE: The password must contain a minimum of 8 characters with one uppercase, one lowercase and one
number. Click ‘My Account’ and ‘User Info & Online Bid ID Code’ to update the password).

OUEST StayConnected: [l W in

BIDPOSTINGS REPORTS MESSAGECENTERZ  ONLINE mnﬂ(musmv DIRECTORY  RESOURCES MY ACCOUNT

Search Postings View Bid Results Add New Bid Posting Manage Bid Postings

vBid Home Page

The VirtuBid™ (vBid) home page lists present and past bids and is grouped by searchable sections including
‘Bids Not Published’, Bids Published’, and ‘Bid History’. Qualification and bid worksheet information is sorted
and saved by section for future modification and reference. Click the +/- to expand/contract the lists. Click the
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underlined name to access the bid qualification and worksheet requirements. Bid History is a complete listing

of bid postings which include the bidders submitted qualification forms and bid tabulation.

Contact Quest  Logout

Providing State-of-the-Art Bid Management Systems for Public Construction,
RFPs, and General Goods & Services Procurement since 1999

Home Bid Requirements Item Codes PROVIDER-LK

= Blds Not Published [ Click the +- to expand contract the list)

ome o camy | oul oo ouor | ower |

vBid Video | watertown | Hennepin | MN | 07/02/2021 12:00:00 P | Matt | PROVIDER-

=l Bids Published ({lick the - to expand contract the list)
i+ cueny | e

Arcadia-Sierra Madre T| Los Angeles| Los Angeles| CA | 08/20/2021 09:54:00 A

| Los Angeles PROVIDER- 4

- to expand contract the list)

oomiy | ot pidvate | sokior | owner | e | mids ]

1 Water One - For Traill Lexexa Johnson 09/22/2020 11:26:00 A Johnsan Col PROVIDER-L & Y
Jim Stremel - Test Projq Blzine Anoka MN 02/19/2019 08:00:00 P City of PROVIDER-I 4 Y
FORT WAYNE TEST - B| FORT WAYN FORT WAYN ID 05/07/2019 11:00:00 A FORT WAYN PROVIDER-I 4 Y
User Guides - 2 Mound Hennepin | MN | 07/22/2021 03:11 PM { QuestCDN -| Shelly Kahl | PROVIDER-| 3 Y
Training_- Ramsey, Cityl Ramsey Ancka MN | 04/25/2019 10:55:00 A City of Ram¢ PROVIDER-] 3 N
Demo work Streets waconia waconia MA | 05/23/2018 07:01:00 A Glendora | PROVIDER-| 3 Y

Qualification Information Tab

The ‘Qualification Information’ tab, located on the ‘Bid Requirements’ window, includes required documents

and forms for review and completion by the bidder.

EEE VBI D Contact Quest  Logout

Providing State-of-the-Art Bid Management Systems for Public Construction,
RFPs, and General Goods & Services Procurement since 1999

Home Bid Requirements Item Codes PROVIDER-LK
vBid Video (#7542925) Bid clock down clock, date & time  _ 07/02/2021 12:00:00 PM
Ovner: Matt v us/Central
Solicitor: 21 days 4:17:15

Qualification Informe Bid Worksheet Letfing Close Options

Bid Qualifications and Bidder Certifications

Qualification Informe Bid Worksheet Letting Close Options

Bid Qualifications and Bidder Certifications
Vendor Number Required
Require bid bond of 5 % of total bid

Accept electronic bid bond
Accept Surety2000 bid bond code Contract number 7732083

Verify download of addenda

Vendor Number Required

Check the ‘Vendor Number Required’ box if you require a vendor number from the bidder. If no vendor
number is required, leave the box unchecked. The qualification section box is omitted from the bidder’s
qualification page when unchecked.
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Require Bid Bond

Enter the bid bond percentage (%) and select ‘Accept electronic bid bond’ and/or ‘Accept Surety2000 bid bond
code.” When both electronic bid bond and Surety2000 are selected, the bidder can complete either option to
submit the bid. The qualification section box is omitted from the bidder’s qualification page when the ‘Require
Bid Bond’ checkmark box is unchecked.

Electronic Bid Bond
Add a checkmark to the box ‘Accept electronic bid bond.” Bidders will upload a completed bid bond form.

Surety2000 Bid Bond Surety2000 PDF

Add a checkmark to the box ‘Accept Surety2000 bid bond code.” All parties to the bond must be registered
with Surety2000 (Surety2000 Registration), which includes the owner, insurance carrier, broker and
contractor. Respective parties select the appropriate link from the Surety2000 home page for registration. For
this document, we will assume the insurance carrier and broker have already completed this process. The
owner or soliciting agent completes their registration with Surety2000. After registration, select ‘Accept
Surety2000 bid bond code’ as a method of receiving the bid bond information on the project/request
‘Qualification Information’ tab.

Verify Download of Addenda

‘Verify download of addenda’ has a system default check in the checkmark box field. Best practice is to keep
the box checked to ensure bidders have downloaded all addenda issued. Bids cannot be submitted by the
bidder until all addenda are downloaded from QuestCDN. If addenda have not been downloaded, a link on
the bidder’s qualification page will lead them back to the bid posting to download the addenda and fulfill the
requirement.

There are 2 unread addenda for this project{Follow this link to downlogd them on QuestCDN (opens new window).

Qualification and Bidder Certifications Document Selections

Each qualification box has a system default check in the checkmark box field. Upload each document and
click the save button after each upload or upload multiple documents and click the upload button to
perform the uploads all at once. Continue to make changes to the qualification page by adding or deleting
files. Remember to save the changes. You may leave the box checked if no required documents are
requested/uploaded for a section. The qualification box is omitted from the bidder’s qualification page
when documents are not uploaded.
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Qualification Informs Bid Worksheet Letting Close Options
ify recei doc < -
Certify receipt of these do Choose File |Mo file chosen
|B'|dder must download documents. Download Only |
w I

1 3o 3.3 3
| TRy UrOOC Y

Attach & certifv completion of these forms @——
|Bidder download, complete & Upload Documents||

Choose File | Mo file chosen

’7:\1“3&3- uploaded doc

Enter the names of any documents to be submitted as part of this bid not covered above.

a Certify document uploads — ":\dd information requests here

|B'|dder upload requested documents |

’7.-\ddilional information requested

B BT

Certify receipt of these documents

Download only by bidder

Uploaded documents in the ‘Certify receipt of these documents’ section requires the bidders to download and
certify a read-only for bid submission. Upload a bid bond form to this field if providing a copy for bidders.
Bidders will download/complete the bid bond form and upload to the ‘Bid Qualifications and Bidder
Certifications’ bond field.

Attach & certify completion of these forms
Best practice is to create a fillable form.
Uploaded documents in the ‘Attach & certify completion of these forms’ section require the bidders to

download, print or fill out a fillable form, save the completed documents to the computer and upload the
documents for bid submission.

e Do not add the bid bond to this field if using ‘Require bid bond’ % field.
e Do not add a schedule or prices without a watermark entitled, ‘For Reference — Enter
electronically on bid worksheet’.

Certify document uploads
Upload only by bidders

Enter the name of documents requested in the ‘Certify documents uploads’ section. The bidder will
upload the document for bid submission. (e.g., business license, certification or RFI documents).

Post letting information submittals

Documents uploaded or required in the 'Post letting information submittals’ section allow the bidder to submit
required documents after the bid closing date and time. Click the calendar to set a post letting due date and
time for the documents to be submitted. Leave the date and time blank if you do not have a required due date
for the post letting documents. Leave the section blank if you do not have post letting document requirements.
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The qualification box is omitted from the bidder’s qualification page when documents are not uploaded. An
example of a post letting document is a subcontractor list.

(There is no submit process required for the bidder upon completion of the upload. Documents are
available to the solicitor/owner immediately. Submitting post letting documents after the bid close is not

allowed if a successful bid was not first submitted.)

r Post letting information submittals Deadline: [ll?

This section is for documents that are to be submitted post bid closing time. Select the deadline for these post submittals using the above calendar.

Attach these completed forms
Choose File | No file chosen

F.-llneady uploaded documents

Enter the names of any documents to be submitted as part of this bid not covered above.

’—.-deitional information requested |

O B B

Document uploads ’7:&dd information requests here
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Bid Worksheet Tab

The ‘Bid Worksheet’ tab is located on the ‘Bid Requirements’ window. Click the tab to create and edit the bid
worksheet.

There are two ways to create a bid worksheet: Manually adding each individual section and line item or
import a bid worksheet (bid form) from a CSV file into the vBid ‘Bid Worksheet'.

[‘mﬁ vB ID Contact Quest

Providing State-of-the-Art Bid Management Systems for Public Construction,

Logout

RFPs, and General Goods & Services Procurement since 1999
Home Bid Requirements Item Codes

Arcadia-Sierra Madre Trunk Sewer Sections 2&35 (£7445524) 08/20/2021 09:54:00 AM
Owner: Los Angeles County Sapitation Dist. Engineering Us/Central
Solicitor: 70 days 1:22:38

Qualification Informatior  Bid Worksheet  Letting Close Options

Sections shown in this color are not included in the Base Bid Total - Mandatory completion
Sections shown in this color are not included in the Base Bid Total - Optional completion
Sections shown in this color are fixed and cannot be edited by the bidder

Item Item Description Extension|
Code

import om CSV BTN T

Manual Entry

Add Section

Click the ‘Add Section’ button. There are four section types to choose from. Select the section type, add the
section title and click ‘OK.” At least one section is needed on a bid worksheet. Add a line item to the section
for bidders to add a unit price. If no line items are added, bidders will not have a field to enter the unit price.

Qualification Informatior  Bid Worksheet Letting Close Options

Sections shown in this color are not included in the Base Bid Total - Mandatory completion
Sections shown in this color are not included in the Base Bid Total - Optional completion
Sections shown in this color are fixed and cannot be edited by the hidder

Addem ]~ Delee | “MoveUp ] Wove Down|
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™ Add Section

Base Bid Section (Required csv control word) - Line items add to the base bid total
and gives a sub-section total. Items in this section are required completion by the
bidder. The Base Bid Section is white on the bid worksheet.

Section Type

*' Base Bid Section
Alternate Section - Mandatory Completion (Mandatory csv control word) - Line items

Alternate Section - Mandatory Complation do not add to the base bid total and gives a sub-section total. Items in this section
are required completion by the bidder. Mandatory Completion color is peach on the
Alternate Section - Optional Completion bid worksheet.
Fixed Price Section Alternate Section - Optional Completion {Optional csv control word) - Line items do
not add to the base bid total and gives a subsection total. Items in this section are
Section Name not required completion by the bidder. Optional Completion color is pink on the bid
worksheet.

Enter the Section Name
Fixed Price Section - (Fixed csv control word) - Line item unit price is entered by you.

Ttems add or subtract to/from the base bid total and give a sub-section total. Items
in this section cannot be changed by the bidder. Fixed section is purple on the bid

oK [er |
A0 waorksheet.

Base Bid Section
Iltems entered in ‘Base Bid Section’ are added to the base bid total, provide a subsection total and are
required to be completed by the bidder. The ‘Base Bid Section’ color is white on the bid worksheet.

Alternate Section - Mandatory Completion

Iltems entered in ‘Alternate Section - Mandatory Completion’ are not added to the base bid total, provide a
subsection total and are required to be completed by the bidder. The ‘Alternate Section - Mandatory
Completion’ color is peach on the bid worksheet.

Alternate Section - Optional Completion

Items entered in ‘Alternate Section - Optional Completion” are not added to the base bid total and provide a
subsection total. Items in this section are not required to be completed by the bidder. The ‘Alternate Section -
Optional Completion’ color is pink on the bid worksheet.

Fixed Price Section

Items entered in ‘Fixed Price Section’ are typically used for allowances and are added/subtracted to/from the
base bid total. The unit price is entered and cannot be changed by the bidder. The fixed price section provides
a subsection total and is added to the base bid total. The section color is purple on the bid worksheet.

Worksheet Section Color Key

Sections shown in this color are not included in the Base Bid Total - Mandatory completion
Sections shown in this color are not included in the Base Bid Total - Optional completion
Sections shown in this color are fixed and cannot be edited by the bidder

Add Item
After selecting and adding a section type, click the ‘Add Item’ button to add individual line items to the section
of the bid worksheet. Continue adding items as needed.

QAP _U“‘l' G“i_de (#7732103) 07/22/2021 08:00 AM EDT
Owner: QuestCDN.com 22 days 15:13:39

Solicitor: Hampton, City of 2.0

Qualification Informatior ~ Bid Worksheet Letting Close Options

Sections shown in this color are not included in the Base Bid Total - Mandafory completion
Sections shown in this color are not included in the Base Bid Total - Oprional completion
Sections shown in this color are fixed and cannot be edited by the bidder

s secvon] s tem—] —poite |~ ovsup | “bove o
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Line Item
Enter the line items as either numeric, alphanumeric or letters (Example; 1, 1a, 2, 2a).
e Each line-item field must be unique and cannot be blank.
e Line-item fields will turn red if there are duplicates, indicating an error, and will display a red error
message, ‘Duplicate Line Item’ in the upper left side of the window.
e The system will not publish the bid if errors are present or if the bid worksheet is incomplete and will
display a red error message, ‘Duplicate Line Item’ in the upper left side of the page. Correct, the
duplicated line items, click save and publish the project/request.

NOTE: Do not use a period following a number/letter or a number/letter with a period followed by a zero (1.,
1.0). The period is omitted by Microsoft Excel when the bid worksheet is exported to a CSV. Importing a
modified CSV worksheet (omitted period or omitted period followed by a zero digit) may generate an error or
have an incomplete worksheet upon uploading. The system will not publish the bid if errors are present or if the
bid worksheet is incomplete. Additionally, if a bidder were to export the bid worksheet to CSV, the system may
omit the unit price fields upon import and will not allow a bidder to enter unit prices for the intended line
items. This is due to Microsoft Excel programming (explanation below).

Explanation from Quest IT for Excel programming

If a number is entered as 1.0, Excel may also change it to 1 upon exporting from VirtuBid™. Problems with the
exported values could exist with 1.0, 1.1, 1.2, ..., 1.10 since the extra zeroes at the end are insignificant when
viewed as a number. In general, Excel looks at the data in a column and tries to determine its type. If there are
only items that can be viewed as numbers, it can remove extraneous information. If the same column has an
item that has a letter in it as well, it should not change the values.

Item Code
Enter an item code or choose an item code from the ‘Item Codes’ list.

e Item codes can be numeric, alphanumeric, letters/words and can be duplicated on the bid worksheet.

e The item code field cannot be blank. If blank, the system will highlight the ‘Iltem Code’ field in red,
indicating an error.

e The system will not publish the bid when errors are present and will display a red error message,
‘Item code name is missing’ in the upper left side of the page. Add item codes to correct, click save
and publish the bid.

[}

NOTE: Do not use a period following a number/letter or a number/letter with a period followed by a zero (1.,
1.0). The period is omitted by Microsoft Excel when the bid worksheet is exported to a CSV. Importing a
modified CSV worksheet (omitted period or omitted period followed by a zero digit) may generate an error or
have an incomplete worksheet upon upload. The system will not publish the bid if errors are present or if the bid
worksheet is incomplete. Additionally, if a bidder were to export the bid worksheet to CSV, the system may
omit the unit price fields upon import and will not allow a bidder to enter unit prices for the intended line
items. This is due to Microsoft Excel programming (explanation above).
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Item Description
Enter the item description.

e |tem description can be numeric, alphanumeric, letters/words.

e There are 200 characters available in the item description field.

e The item description field cannot be blank. If the item description is blank, the system will highlight
the ‘Item Description’ field in red, indicating an error. The system will not publish the bid when errors
are present and will display a red error message, ‘Iltem code description is missing’ in the upper left
side of the page. Add item codes to correct, click save and publish the bid.

UofM (Unit of Measure)
Select a unit of measure by clicking the ‘UofM’ field to display a drop-down list or type in a unit of measure.
e The ‘UofM’ field cannot be blank. If the ‘UofM’ field is blank, the system will highlight the ‘UofM’ field
in red, indicating an error. The system will not allow publishing and will display a red error message,
‘Item unit of measure is missing’ in the upper left side of the page. Add the unit of measure to correct,
click save and publish the project/request.

Quantity
Enter the quantity of the line item.

e Usethe number 1 for the gty if the line item is a lump sum.

e Enter a negative quantity to subtract the unit price from the bid (example -2 x 2.00 = -4.00).

e The ‘Quantity’ field cannot be blank. If the ‘Quantity’ field is blank, the system will highlight the
‘Quantity’ field in red, indicating an error. The system will not allow publishing and will display a red
error message, ‘Iltem quantity is missing’ in the upper left side of the window. Add the Item Qty to
correct, click save and publish the bid.

Unit Price (Engineer’s Estimate)
Add the unit price (engineer’s estimate) by clicking on the ‘Unit Price’ field for each line item.

e Move from unit price by using the ‘Enter’ key or the up/down arrows.

e Entering the unit price is optional and can be left blank (adding unit prices to a ‘Fixed’ section is
mandatory). If the ‘Unit Price’ field is blank, the system will save the line item after clicking the save
button. An orange notification message of ‘Item unit price is missing’ is a ‘soft warning’ and is displayed
on the upper left side of the page. An orange notification message will allow the bid to be published.

e The entered unit price (engineers estimate) is NOT displayed to the bidder.

e If the bid is published without the engineers estimate, the bid must be unpublished to add to the unit
price field. After the bid is closed, the engineer’s estimate cannot be changed.

Save

Click the save button to save added information. vBid has a 60-minute timeout limit. You will lose any added
information if the system times out before you save. A timeout notification warning countdown clock will
display and count down 5 minutes before the system times out and logs you out of vBid.
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Example of a bid worksheet

Qualification Informatior  Bid Worksheet Letting Close Options

Sections shown in this color are not included in the Base Bid Total - Mandatory completion
Sections shown in this color are not included in the Base Bid Total - Optional completion
Sections shown in this color are fixed and cannot be edited by the bidder

I I T X

Line Ttem Ttem Description Quantity
i ] Code

= LID 10 SEWER IMPROVEMENTS SECTION 00 42 13

Adds to base hid & provides a subsection total.

1 201.4.1.F.1| TREE REMOVAL - SMALL EA 1| $25,000.00| $25,090.00 Required completion by the bidder,
2 202.4.5.4.1| UNSUITABLE MATERIAL EXCAVATION oy 2647 $5.65| $14,855.55 Section color is white on the bid worksheet.
LID 10 SEWER IMPROVEMENTS SECTION 00 42 12 Total: $20,055.55
- Alternate Bid Items - Mandatory
- - T — Adds to base bid and provides a subsection total.
1A SP-05 CONCRETE COLLAR EA 20|  s50.00] $1,000.00 Required completion by the bidder.
24 SP-06 MATERIALS TESTING Ls 1| $2,500.00| s2,500.00 Section color is peach on the bid worksheet.
Alternate B*{ Items - Mandatory Total: %3,500.00

ALTERMNATE BID ITEMS - Optional
"TYPE III VERTICAL CURB AND GUTTER. (FULL

Does not add to base bid & provides a subsection total.

144 706.4.1.A.7 . - LF 4140 $4.85 | $20,079.00 E = -
REPL ACEMENT 4th NY" ’ Required completion by the bidder.
L - Section color is pink on the bid worksheet.
284 SP-14 REPLACE CATCH BASIN HEAD EA T $550.00] $2,200.00 -
ALTERNATE BID ITEMS - Optional Total: $22,279.00 !
! Fixed - Add ds to the base bid & provides a sub-section total.
| 1Fa | Add | Allowances - Add to project |is | 1] $5,000.00] $5,000.0 ically used for all add & ded
= ~[The unit price is entered by you, shows on the bidders
Fixed - Add Total: $5,000.00 id worksheet and cannot be changed by

e bidder . The section color is purple on the bid

- Fixed - Deduct peduct = Wf keheet.
|10 |educt | License s | (1)| ® 550,00 ($50.00)

Fixed - Deduct Total: ($50.00)
Base Bid Total: $44.905.55

imprt o CSV BN BT

Import From CSV

Modify, copy and save the worksheet (bid form) to a Quest CSV vBid template if a bid worksheet (bid form)
has been created in Excel or another software (only a CSV file can be imported). To import the CSV to vBid,
click the ‘Import from CSV’ button at the bottom left of the window and click ‘Yes’ to replace all data on the
bid worksheet. If needed, create a Quest CSV vBid blank template by clicking ‘Export to CSV.’

**NOTE: Clicking ‘Yes’ replaces all prior information added to the bid worksheet.
**Hint: Download and save a blank CSV vBid template for future use.

Click the link below for information regarding rules for special characters
Special characters not allowed in CSV
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https://questcdn.sharepoint.com/:b:/g/EactvChIcE1Bt5jYLzSc05YBSh-PRcLYbzPGEMIxTT5Otw?e=RLcSU6

QuestCDN CSV Export/Import Bid Worksheet Key and Explanation
The spreadsheet example below illustrates exported data from the vBid bid worksheet page along with
explanations on section key words.

- E L= ] E F L=]
1 Section Title |Line Item Itern Code |Iterm Description Uofi |[Quantity|Umnit Price
2 Spec.01 22 00 |Required
£ 11064 MOBILIZATION/DEMOBILIZATIOMN LS : | AS000
4 2|1.06.8B CONTROL OF WATER/DEWATERING LS 1 20000
5 Fl1.06.G REMOWVE AND REINSTALL BARBED WIRE FENCE LF 200 10
[ 8|1.06.6 INSTALL NEW BARBED WIRE FENCE LF 21040 10
T 911.06.H SALWVAGE AND REINSTALL TOPSOIL (P) cY 7,600 5
8 10]1.06.1 COMMON EXCAVATION (P) Y 31,900 3.5
9 11|1.06.) CUTOFF TRENCH EXCAVATION Y 5,200 4.5
10 12]|1.06.K CUTOFF TRENCH CLAY BACKFILL CCY 5,200 [
11 |Spec.01.23 Mandatory
12 13|1.06.L COMMON EMBANKMENT (OMN SITE BORROW]) (P} CCY 28,900/ B
13 14]1.06.M FINE FILTER AGGREGATE TON 2,970 20
14 15(1.06.N COARSE FILTER AGGREGATE TON 40 30
15 20[(1.06.Q0 DRAINTILE PIPING AND FITTINGS (ALL TYPES & SIZES) |LF 1,500 5
16 Z21|1.06.R DRAINTILE INSTALLATION, MODIFICATION & REPAIR HOUR S0 200
17 22|11.06.5 A48"x36" HPCPP ECCENTRIC REDUCER EACH 2 1500
18 23|11.06.T 36" HPCPP LF 11 a0
19 Altermates Cptional
20 24|1.06.T 48" HPCPP LF 122 120
21 25|1.06.T 60" RCP CLASS 3 LF 104 200
22 26|1.06.U 48" METAL FES EACH 1 1250
23 33|1.06.% BACKFLOW PREVENTER CHECK VAILVE EACH 2 S00
24 34|1.06.7 BERM SEEDING ACRE 3.7 1800
25 35|1.06.2 CRP SEEDING ACRE 2.4 150D
26 36|1.06.L WETLAND SEEDING ACRE 2.8/ 2200
27 37 [1.06.AA. TURF REINFORCMENT MAT (TRNM) SY 1,440 10
28 Deducts |Fimed
25 3E8|1.06.BB. HYDRAULIC STABILIZED FIBER MATRIX 5Y 1,440 7.5
30 39|1.06.CC. DISC-ANCHOQRED STRAW MULCH, MN/DOT TYPE 3 ACRE 10.3 1000
31 40(1.06.DD. EROSION CONTROL BLANKET CATEGORY 3, TYPE 25 sy 18,400 2

Row Number 1
The order of the titles and columns on row number one will export from vBid and must always be
included.

Column A, Row Numbers 2,11,19,28
Example of an entered section title name.

Column B, Row Number 2
Example of an entered section key name (see key names below).

Column B, Row Numbers 3 -10

Example of a ‘Base Bid - Required’ section. The line items in the section add to the ‘Base Bid’ total and
completion is required by the bidder to submit a bid. Enter ‘Line Item’ number (line item numbers must
be unique and cannot duplicate within the spreadsheet), ‘Item Code,” ‘Item Description,” ‘UofM,” ‘Qty’
and ‘Unit Price’ (engineer’s estimate optional). Continue to add line items to the section until complete.

Column B, Row Numbers 12-18

Example of an ‘Alternate - Mandatory’ section. The line items in the section do not add to the ‘Base Bid’
total and completion is required to submit a bid. Enter ‘Line Iltem’ number (line-item numbers must be
unique and cannot duplicate within the spreadsheet), ‘Iltem Code,’ ‘Iltem Description,” ‘UofM,’” ‘Qty’ and
‘Unit Price’ (engineer’s estimate optional). Continue to add line items until complete.



Column B, Row Numbers 20-27

Example of an ‘Alternate - Optional’ section. The line items in the section do not add to the ‘Base Bid’
total and completion are not required to submit a bid. Enter ‘Line Item’ number (line-item numbers must
be unigue and cannot duplicate within the spreadsheet), ‘ltem Code,” ‘Item Description,” ‘UofM,” ‘Qty’
and ‘Unit Price’ (engineer’s estimate optional). Continue to add line items until complete.

Column B, Row Numbers 29-31

Example of a ‘Fixed’ section. The items in the section can add or subtract from the ‘Base Bid’ total. Enter
the unit price. Unit prices cannot be changed by the bidder. Enter ‘Line Item’ number (line numbers must
be unique and cannot duplicate within the spreadsheet), ‘Iltem Code,’” ‘ltem Description,” ‘UofM,” ‘Qty’
and ‘Unit Fixed Price.” Continue to add line items until complete.

CSV Colored Template Key
Row Number 1 - Yellow = Mandatory header titles and columns. DO NOT CHANGE.
Column A — Green = Section titles (recommended).
Column B — Orange = Section types . Required/Mandatory/Optional/Fixed. Section types must be entered
exactly as shown and are case sensitive.
Column G - Blue = Engineer’s estimate (not required).
Column G - Purple = Fixed price (required).

A B ( D ; f G
1 Section Title Line |tem ltemCode  Item Description UofM  Quantity  UnitPrice
2 |Base Bid Section - Required Completion |Required
3 1 1 e S |
4 Altarnate Section - Required Complation Mandatory
5 4 1RA Alternate - Required Completion o -
6 Alternate Section - Optional Completion Optional
1 ] 104 Alternate Section - Optional Completion A5 -
§ Fixed Price Section Fived
9 ] IF Fired (5 1 10,000.00

10

Letting Close Options

Bid Letting Display Defaults

There are three levels of detail when selecting what to display when opening the bid tabulation. The level of
detail can be changed at any time. The chosen bid letting information can be displayed to the public by using a
whiteboard, projector, computer or webcast application.

e ‘Base Bid Totals’ is the system default. The bid tabulation displays only the base bid total for each

bidder.

e ‘Base + Section Totals’ display both the sub-section totals and base bid total for each bidder on the bid
tabulation.

e ‘Details’ displays all unit prices, sub-section totals and base bid total for each bidder on the bid
tabulation.
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Letting Bid Results Settings

There are four levels of detail when posting preliminary results. The level of detail can be changed at any time

by selecting a new level and saving. Click the ‘Bid Display’ and click ‘Post Prelim Bid Tabs’ to overwrite the
previously posted results. Results are found in the navigation pane on the main page of QuestCDN, the
bid/response posting page and on the QuestCDN Private Interface Link (QCPI).

e ‘Base Bid Totals’ is the system default and only displays the base bid total for each bidder
e ‘Base + Section Totals’ displays both the base bid total and sub-section totals and for each bidder

‘Details’ displays all line-item unit prices, base bid total and sub-section totals and for each bidder
e ‘None’ — Results will not post

m contact Quest ogour

The Construction Induastry's Pren

mier Bid Management Sy sten
Horme Bid Requirements Item Codes

PROVIDER ONLY

Online Bin:ld_ing (#6511359) 11419/ 2020 12:00 PM CST
Owner: WirtuBid 423 days 2:26:23
Solicitor: QuestCDN - Provider

Bid Not Published

Qualification Information Bid Worksheest

Publisih Sawve

Letting Close Options

Bid Close Processing

— Bid Letting Display Defaults
= Base Bid Totals

Base + Sections Totals
Details

— Letting Bid Results Settings
= Base Bid Totals
Base + Sections Totals
Details
None

Publishing and Unpublishing
Publish

Select the ‘Publish’ button when qualification, bid worksheet and letting close option information is
complete. Publishing the bid opens the vBid portal and allows bidders to add required qualification

documents, bid worksheet information and submit their bid. The bid posting page will display ‘Online Bidding:

Available’ in red text and an ‘Online Bid’ button to access vBid. Unpublish the bid to make changes to the

qualification information and/or bid worksheet. Changes to the ‘Letting Close Options’ can be made when the
bid is published.

Enter the Online Bid ID Code

The ‘Online Bid ID Code’ is a passcode (password) required at bid publishing and is the digital signature for

the organization. The main account holder can access the ‘Online Bid ID Code’ from the ‘Publish’ page or in
‘My Account.’

1. From the ‘Publish’ page under ‘Enter your online bid id code’ click ‘My Account’ and log into QuestCDN.
Click the ‘User Info & Online Bid ID Code’ tab. Under the section ‘Online Bid ID Code (This code is used to

publish or submit a vBid’), click the eye icon ® to view the code. Click the Quest vBid browser tab to go

back to the online bid ‘Publish’ page. Enter the passcode (case sensitive), check to agree to the
‘QuestCDN Terms of Use for Owners’ and click the ‘Submit’ button to publish the bid.
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2. From ‘My Account,’ click the ‘User Info & Online Bid Id Code’ tab to add, review or change the passcode.

Click the eye icon ¥ to view an existing code. Click the Quest vBid browser tab to go back to the online

bid ‘Submit Bid’ (publish) page. Enter the passcode, check to agree to the ‘QuestCDN Terms of Use for
Owners’ and click the submit button to publish the bid.

Bid Published

The vBid page will confirm that the bid is published with a message, ‘Bid Published by < name, date/ time, time
zone>.

Solicitor: EAPC

Bid Published by PROVIDER-LK 03/23/2021 11:48 AM CDT Unpublish

Bid Not Published

When publishing a bid, vBid will display ‘Bid Not Published’ and populate error messages to the top left of
the vBid page if the qualification and/or bid worksheet information is missing or incorrect. Correct the
errors and save. Click the ‘Publish’ button, enter the ‘Online Bid ID Code’ accept the ‘Terms of Use for
Owners’ and click the submit button to publish the bid. If all errors have been corrected, the vBid
window will confirm that the bid is published with a red message, ‘Bid Published <date and time>.” An
orange notification message will allow the bid to be published. The bid must be unpublished to add the

engineer’s estimate in the unit price field. After the bid is closed, the engineer’s estimate cannot be
changed.

Examples of error messages.

E . | Contact Quest Logout

The Construction Industry's Premier Bid Management System
Home Bid Requirements Item Codes PROVIDER ONLY

Bid Bond Type Required.
Duplicate Line Item,

Item code description is missing.
Item unit of measure is missing.

Item quantity is missing.

Online B_idd_ing (#6511359) 11/19/2020 12:00 PM CST
Owner:  VirtuBid 422 days 21:58:27

Solicitor: QuestCDN - Provider
Bid Not Published e Publish Save |
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Unpublish

Select the ‘Unpublish’ button to make changes to the online bid qualification and/or bid worksheet
information. Unpublishing the bid will close the vBid portal and bidders will not be able to view, work, or
submit bids until the bid is published again. Once changes have been made, select the publish button to
republish the bid.

**NOTE: Make sure bids have not been submitted before unpublishing a bid posting.

1.
2.

Click ‘Bid Letting’ from the top of the vBid page.

Verify there are ‘0 bid(s) Received’ in the ‘Bid Countdown’ box. If bids have been

received, click the ‘View’ button and make note of the contact information for the

companies who have submitted a bid.

vBid will send a ‘Bid Unsubmit’ email as well as a ‘Bid Unsubmit’ notification to the ‘Message
Center’ of the bidder stating the bid was unsubmitted.

Best practice is to call each company contact to notify them that the bid was unsubmitted.
Once the bid is republished, the bidder will need to acknowledge the added addendum by
downloading from QuestCDN, make updates needed to the qualification and/or bid worksheet
information and resubmit the bid.

What Happens When a Bid is Unpublished?

A submitted bid will be unsubmitted.

An email notification message is sent to the bidder’s email address on file and to their
‘Message Center’ on QuestCDN. The message notifies the bidder that their bid has been
unsubmitted.

The bidder can view the bid name from their vBid home page under ‘Bids Started’ but
cannot access the bid qualification and worksheet pages until the bid is republished.
The bidder is required to download any additional addenda before they can resubmit
the bid.

The previously entered qualification and bid worksheet information is saved. The bidder
will only need to enter new or changed/updated qualifications and/or bid worksheet
information. If the worksheet was changed in its entirety by the provider, the bidder's
worksheet information will need to be reentered.

Once changes have been made, the bidder will need to resubmit the bid.

Bidders that have not started a bid

Bidders can view the bid name from their vBid home page (after they have downloaded the bid document)
under ‘Bids Started’ but cannot access the bid qualification and worksheet pages until the bid is republished.
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Bid Advertisement

The bid posting page will not display the ‘Online Bid’ button at the top of the page or the red text ‘Online
Bidding’ ‘Available’ button. Once the vBid is published, both buttons will be restored.

E— . ]
< Back Location Details &

Browse Postings
City Multiple

view Plan Holders 3 Hennipen

vince: MN
ownload Bid Documents

pownload Addenda
GBS Details

view Bid Documents

Bnline Bidding: I b
joaa 0

Thu, 11/18/202108:24 AM CST
save Bid Posting

Electronically through Quest

$5,000.00

Bid Letting
‘Bid Letting’ will be available on the top of the vBid page after publishing the bid.

Contact Quest  Logout

|QUESTEID

Providing State-of-the-Art Bid Management Systems for Public Construction,
RFPs, and General Goods & Services Procurement since 1999

Home Bid Requirements Bid Letting Item Codes
~——h
The bid was successfully published.

Foam sheets (#7988877) 11/18/2021 09:24 AM CST
Owner: Metropolitan Council

Solicitor: QuestCDN - Shelly w/QuestCDN Provider Account 106 days 17:36:35

Bid Published by PROVIDER-LK 08/03/2021 04:40 PAI CDT | unpubtisn |

Qualification Informe Bid Worksheet Letting Close Options

Prior to the closing time of the bid, the ‘View’ and ‘Show Bid Room Clock’ buttons are the only options
available in ‘Bid Letting.’

EmvBl D Contact Quest  Logout

Providing State-of-the-Art Bid Management Systems for Public Construction,
RFPs, and General Goods & Services Procurement since 1999

Home Bid Requirements [J:IlREals Item Codes

Letting for:
Owner:
Solicitor: QuestCDN - Shelly w/QuestCDN Provider Account
—Bid C down ‘/ £y
Electronic Bid Submittal Status: 0 bid(s) recetved TSR Show Bid Room Clock
Bid Closes at: 11/18/2021 09:24 AM CST
Official Time: 08/03/2021 04:49:05 PM
Bid Closes In: 106 days 17:34:56
—Post Letting F
Enter Paper Bid Bid Acceptance and Review Bid Display
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View

The ‘View’ button will display the company name, date and time of the submitted bid. Only the company
name, date and time are available to view. The company information will be removed if a bidder un-submits
their bid before the bid closes.

™ Online Bidders

1 Water One - For Training ONLY (#5990272) 09/22/2020 11:26:00 AM
Owner: Johnson County Water District No 1 - Water One us/Central
Solicitor: QuestCDN - Provider Training -Shelly

QuestCDN - Main - Preimer 10/18/2018 03:20 AM
Quest - Regular Member 10/18/2018 03:25 AM
QuestCDN.com - ND 10/18/2018 03:40 AM
QuestCDN - Free Member 10/18/2018 03:45 AM
DEMO - Robin Pinegar 10/18/2018 03:55 AM
QuestCON - SAK PREMIER. 10/18/2018 04:21 AM
| oone |

Show Bid Room Clock

The ‘Show Bid Room Clock’ button opens a window with a universal clock displaying the local time and time
remaining until the bid closes (countdown clock). The clock can be used at a public bid opening displayed on a
whiteboard or computer as well as virtually, via Skype, GoToMeeting, Teams or a similar software application.

| QuestCDN Virtual Bid Room

PAVEMENT RESTORATION AND VALLEY GUTTER (#7988875)

Solicitor: QuestCDN - Sh.éu}' w/QuestCDN Provider Account

Local . Letting 71 days
@ oo4stpM TN

Post Letting Functions

When the countdown clock reaches 0:00:00, refresh the ‘Bid Letting’ window. The ‘Post Letting Functions;’
‘Enter Paper Bid,” ‘Bid Acceptance and Review’ and ‘Bid Display’ buttons are available. Use the buttons to open
and view the bids received.
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Em VBI D Contact Quest Logout

Providing State-of-the-Art Bid Management Systems for Public Construction,
RFPs, and General Goods & Services Procurement since 1999

Home Bid Requirements Item Codes PROVIDER-LK
Letting for: 1 Water One - For Training ONLY (#3990272)
Owner: Johnson County Water District No 1 - Water One
Solicitor: QuestCDN - Provider Training -Shelly

r— Bid Countdown

Electronic Bid Submittal Status: 6 bid(s) received Show Bid Room Clock

Bid Closes at: 09/22/2020 11:26:00 AN US/Central

Official Time: 08/03/2021 04:53:03 PM

Bid Closes In: | 0:00:00 [ \
_— \

r— Post Letting Functions =

T

b |
Enter Paper Bid Bid Acceptance and Review Bid Display

Enter Paper Bids

If accepting paper bids (manually received), upload the qualification documents and enter the bid worksheet
unit prices under the ‘Enter Paper Bid’ button.

EEE VBI D Contact Quest  Logout

Providing State-of-the-Art Bid Management Systems for Public Construction,
RFPs, and General Goods & Services Procurement since 1999

Home Bid Requirements RGEEqT Item Codes PROVIDER-LK
Letting for:
Owner: _
Solicitor: QuestCDN - Provider Training -Shelly

— Bid Countdown

Electronic Bid Submittal Status: 6 bid(s) received Show Bid Room Glock

Bid Closes at: 09/22/2020 11:26:00 AM US/Central
Official Time: 08/03/2021 04:53:03 PM
Bid Closes In: / 0:00:00

—Post Letﬁngéunctions

Enter Paper Bid Bid Acceptance and Review Bid Display




Add Company
Choose One Option

Select a Plan Holder

372319

*Member® Quest - Regular Member

QuestCDN - Provider Training -Shelly

QuestCDN - Provider Training -Shelly

*Member® QuestCDN - Shelly w/QuestCDN Provider Account
vhid test plan holder

Visual Communications, MN

*Member® Widseth Smith Nolting - Member Account

Select a Plan Holder ~ | or Enter Member No: ‘:\ m

1. Select the company from the list of plan holders located under the ‘Select a Plan Holder’ drop-down
menu.

e [f a company is not listed in the drop-down menu, add or re-enter the company on the plan
holder list from the main QuestCDN page (see directions to add plan holder below).

e Explanation - If a company has logged into the vBid system but chooses not to submit a bid
electronically, the company will not appear in the ‘Select a Plan Holder’ list. This will occur
when the plan holder has started a vBid (by logging into the VirtuBid™ system) but chose not
to submit their bid electronically.

e To add a plan holder: Log into QuestCDN.com and select ‘Manage Bid Posting’. Click the bid
posting name and select ‘View Plan Holders’. Select ‘Add Plan Holder’ from the left navigation pane
and complete the template. Once added, the company will populate in the vBid ‘Select a Plan
Holder’ drop-down menu.

2. Enter the QuestCDN member number and click ‘Add’ to add the company. (see #2 in above

illustration).
**NOTE: Please contact customer support for member numbers.
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Add Paper Bid Qualifications & Bid Worksheet

09/22/2020 11:26:00 AM
Owner: us/central
Solicitor: QuestCDN - Provider Training -Shelly 0:00:00

| QuestCON - Provider Training -Shelly ~|  or Enter Member No: S m

Qualification Informe Bid Worksheet

Bid Qualifications and Bidder Certifications

Proper bid bond for 10% of project bid enclosed Attach electronic bid bond | Choose File | No file chosen
All addenda acknowledged
Check each Qualification box to acknowledge receipt of document. Upload Documents

Vendor acknowledges recei ollowing documents:
wnload - Quest vBid Bidder Instructions pdf
oad Only

- Certify Receipt Quest vBid Bidder Instructionss pdf

The following completed documents are enclosed:
. Upload Documents
. 2. Corporarion_001- complete and sign.pdf No file chosen

Choose File
- - +—
Wr1on Insurance - fillout and uplead.pdf | Choose File | No file chosen

i —Feteral Form W-9- complete and submit.pdf | Choose File | No file chosen
ik fFidavit of Organization and Authority - complete and sign.pdf | Choose File | No file chosen
G Aification of disclosure - complete and sign pdf No file chosen

1. Upload submitted qualification documents to each required section and click save.

**Optional - Check the box next to each required document on the qualification page to accept the
submitted documents without uploading to vBid. Upload the documents to vBid later.

2. Click the ‘Bid Worksheet’ tab to add unit prices and click save.

3. Click the ‘Submit Bid’ button to submit the paper bid. The bid is now accessible through the ‘Bid
Acceptance and Review’ page.

QuesICON - Proviser Training -Shelly w| or Enter Member Na m

EDDm<«—
. Rk

Sections thown in this color are not inciuded in the Base Bid Toral - Mandarery completion
Sections thown in this cobor are pot inchuded in the Base Bid Total - Gpfisnal completion
Sections shown in this color are fived and canmot be edited by the bidder

Line Ttem Ttem Ttem Description
Code

Concrete Packag!
Fl |5 | "Concrete Drive Approach (51 E 1|
Iy 15 Type 0" Compacted Aggregate for base and Special o .

| Backfill No. 53"

6 3 Top Soil

TON 1
El 11 weater Vahie Adjust 1o G {undistribusted) EA 1
10 13 SedrGuard Protection Device or Approved Equal EA 1 I
| ) Hase Bid Tolal: sazorzo0ll
ey e
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Bid Acceptance and Review

The ‘Bid Acceptance and Review’ window includes the ‘Company Name’, ‘ Status’, ‘Submitted Date’, ‘Notes’
and columns with qualification titles for each document required for bid submission. The ‘Notes’ column is
used to add additional notes to the line for internal use.

Review Submitted Qualification Documents

To review and open the submitted and manually added paper documents, click on each underlined
document name. If needed, use the ‘Notes’ column to add information to the line. Opened documents can be
downloaded and saved individually to a separate file. Quest does not delete or archive the submitted
qualification documents. Access previous qualification documents through the ‘Manage Bid Postings’ page by
clicking on the name or eBidDoc™ number and then clicking ‘View vBid’ or by clicking on ‘Online Bidding’ on
the main page.

Submitted Bid Status

For each submitted bid, change the system default ‘Under Review’ by clicking each line in the ‘Status’ column.
In the drop-down box, change the status from ‘Under Review’ to ‘Accepted,’ to preliminarily accept submitted
bid documents or choose ‘Rejected,” to reject submitted bid documents. Selecting ‘Rejected’ will omit the bid
details from the ‘Bid Display’ (tabulation) window and will show the bidder as ‘Rejected.’ The status of each bid
can be changed at any time, but each individual status must be changed to ‘Accepted’ for bids to display on the
‘Bid Display’ (tabulation) window.

**NOTE: Changing the status to ‘Accepted’ is required to view the bid information in the ‘Bid Display’ window.
Leaving the bid(s) ‘Under Review’ will not display bid information in the ‘Bid Display’ window and the window
will be blank.

™ Online Bidders

1 Water One - For Training ONLY (#5990272)

Submitted Date Digital Bid . 2. Qualification| A. Federal Affidavit of
Bond Corporation | Insurance - | Form W-9- | Organization License
complete and
and sign.pdf| upload.pdf | and Authority -
submit.pdf | complete
and sign.} if|
QuestCDN - Main - Preimer £ Accepte 10/18/2018 03:20 AM ( View C. 2. Corporatiq Qualification v A. Federal Forn Affidavit of Org| Responsible ©
Quest - Regular Member / Accepted \ 10/18/2018 03:25 AM ( View C. 2. Corporatiq Qualification In| A. Federal Forn Affidavit of Orgl Qualification li
QuastCDN.com - ND Accepted \10/18/2018 03:40 AM ( View Documents.dod Documents.dod w9.pdf Documents.dod Business Licer
QuestCDN - Free Member Accepted |[10/18/2018 03:45 AM ( View C. 2. Corporatiq Qualification In| A. Federal Form Affidavit of Org) UPLOAD OMNLY
DEMO - Robin Pinegar Accepted |j10/18/2018 03:55 AM ( View test. pdf test.pdf test.pdf test.pdf test. pdf
QuestCDN - SAK PREMIER Accepted §10/18/2018 04:21 AM ( View C. 2. Corporatid Qualification In| A. Federal Form Affidavit of Qrg| 2-Bidder-Qual
Visual Communications, MN \ Accepted /| 04/22/2021 10:10 AM
Quest - Regular Member, » Accen :,,( 08/03/2021 05:00 PM Acknowledmen] Disgualifictions

“E}
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Bid Display
The ‘Bid Display’ window displays the level of detail selected under ‘Letting Close Options’ from the ‘Bid
Requirements’ page. In the example below, the ‘Letting Close Option’ selected is ‘Base Bid Totals.’

Show Evaluation Options

Sections shown in this color are not included in the Base Bid Total - Mandatory completion
Sections shown in this color are not included in the Base Bid Total - Optional completion
Sections shown in this color are fixed and cannot be edited by the bidder

QuestCDN - Free QuestCDN.com - ND QueleDN SAK QMCDN Main - DEMO - Robin Qnm Regular le Regular Visual
Member MIER Preimer Pinegar Communications,

Accepted Accepted Accepted Accepted

Line Item| Item Item Description Quantity | Unit Unit Extensiol Extension Unit Unit
Code Price Price i Price Price

Concrete Package $78.00 $85.00 $300.00 $50,500.00 $51,000.00 $57,070.00 $0.00 $0.00
* Allowance $37,000.00 §37,000.00 $37,000.00 $37,000.00 $37,000.00 $37,000.00 0.0 50.00
+ Alternate 1 - Street C $78.00 $34.00 $590.00 $54,380.00 $40,000.00 $39,555.00 $0.00 $0.00
= Alternate Optional $1.00 sn,oo' $1,000.00‘ $5,000.00 $0.00 $2,500.00 $0.00‘ $0.00

Bid Displayed with Base Bid Totals and Section Totals.

Base Bid Total:| $37,076.00 537,085.00 537,300.00] $67,500.00 588,000.00 $94,070.00] 50.00 50.00

Show Evaluations

Check the ‘Show Evaluation Options’ checkmark box to open the ‘Evaluation Options’ window. Change the
level of detail displayed by selecting the radio button next to ‘Base Bid Totals’, ‘Base + Section Totals’ or
‘Details’. Check ‘Show the engineer’s estimate’ checkmark box to add an ‘Engineer’s Estimate’ column to the
bid tab. Evaluate the bids by adding percentages of variation and choosing ‘Highlighted items more or less %
of the average’ or ‘Highlighted items more or less than % of the engineer’s estimate’. Evaluations are
highlighted in the bid tab display.

7, Shm\ Evaluation Option
plion:

. :
0 Base Bid Totals

2 Do not highlight ftems

. ) Base + Sections Totals
izht items more o less than [10 P of as

faveraze
@ FEighlight itemns more of less than [10_ P of engineer’s estimate

Sections shown in this color are not included in the Base Bid Total - Mandarory completion
Sections shown in this color are not included in the Base Bid Total - Oprional completion
Sections shown in this color are fixed and cannot be edited by the bidder

Engineer Estimate QuestCDN Free QuestCDN.com - ND Qmstmn SAK QuestCDN - Main - | DEMO - Robin Qucst Regular qust REgular
Preimer Pinegar
ONLINE - ONLINE ONLINE ONLINE PAPER

e

Line Ttem| IlEIn Ttem Description UD[M Quantity llllﬂ Unit Extension Unit Extension Unit Unit i
Price Price Price Price Price PnLE L

~ Concrete Package

SY 1 $1.00 $1.00 $2.00 $2.00 $10.00| $10.00 | $6,500.00 | $6,504.00 $1 000.00 $1,000.00 $3,500.00 $3,500.00

2 5 sY 1) 5200000 $2,000.00  $2.00  $2.00  $3.00| $3.00( $10.00| $10.00| $2,000.00 52,000.00| 52,000.00 52,000.00 $6,000.00 56,000.00
6 sY 1| $2,000.00| $2,000.00 $3.00 $3.00 $1.00 $1.00) $10.00| $10.00|$3,000.00| $3,000.00 $3,000.00 $3,000.00 $7,000.00 $7,000.00
4 7 C"’“Dam AR | oy 1) $6000.00) $6,000.00  $4.00)  $4.00 $0.75 $0.75  $10.00  $10.00 | $4,000.00 $4,000.00 $4,000.00 $4,000.00 $10,000.0( $10,000.0(

for base and Sueual

$500.00 $500.00 $5.00 $5.00 $22.00 $22.00 $10.00 $10.00 | $5,000.00| $5,000.00 $5,000,00 $5,000.00 $5,000.00 $5,000.00
$10,000.00 | $10,000.00 $6.00 56.00 $7.00 $7.00| $10.00| $10.00  $6,000.00 $6,000.00 $6,000.00 $6,000.00 $6,000.00 $6,000.00

$117,000.00 $37,078.00 $37,085.00| $37,300.00 $82,500.00 $85,000.00 $94,070.00 $0.00

Post Prelim Bid Tabs Export to CSV T
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Export to CSV

The ‘Export to CSV’ button will export the entire bid tabulation to an Excel CSV spreadsheet. The exported file
will include the engineers estimate. The exported file can be used for further evaluation, exporting to project
management software and bid award documentation.

Post Prelim Bid Tabs

When the bid posting is in an ‘Open’ or ‘Protected’ status, clicking the ‘Post Prelim Bid Tabs’ button
immediately posts the (as received/as read) bid tabulation results to QuestCDN.com and to the QuestCDN
Custom Private Interface (QCPI) Link. If the bid posting is in a ‘Hidden’ status, clicking ‘Post Prelim Bid Tabs’
will not display the posted results. A ‘results posted’ message is sent to the message center of all plan holders
that obtained the bid documents electronically and an email is sent to paper (manually added) plan holders
(make sure an email address is included when adding paper plan holders). The results are displayed as ‘Pending
on the ‘View Bid Results’ page. The level of detail displayed is based on the selected ‘Letting Bid Results
Setting’ and can be checked or changed before posting results. If the wrong result details are posted, change
the selection in ‘Letting Bid Results Setting.’ Click the ‘Post Prelim Bid Tabs’ button again from the ‘Bid Display’
page. The system will overwrite the information with a new level of detail. Choosing ‘None’ as a level of detail
and posting preliminary results will display no bid results.

Posting Final Results

Final award results are posted on the QuestCDN system from the ‘Manage Bid Posting’ page. Select the bid
posting, at the top of the page click ‘Post Results’. If awarding, select the checkbox for the awarded bidder.
Add the award date by clicking the calendar to select the date and change the radio button from ‘Pending’ to
‘Final.” Select the ‘Browse’ button to upload additional bid tabulation, award information, PDF document or
approved bid abstract. Click the ‘Submit’ button to post and save the results. If the bid posting is in ‘Open’ or
‘Protected’ status, the posted results will be viewable to the public on both QuestCDN.com and on the Quest
Custom Private Interface (QCPI) link. The results page will display the bid information as ‘Final.’

’

Post Results

tachment in the form balow for resultsto show Inview results.

urb and gutter project Main Street through West End Street

/

Change Results

To change final posted results, manually change information in the results window and/or add a PDF
document, then click ‘Submit.” Bidders will download the last PDF file uploaded. A second ‘results posted’
message is sent to the QuestCDN message center of all plan holders that obtained the bid documents
electronically and an email is sent to paper (manually added) plan holders (make sure an email address is
included when adding paper plan holders).

Delete posted Results
1. Loginto ‘Virtubid™ (online bidding) from the top of page, click the name of the bid under ‘Bid
History’ and click ‘Letting Close Options’. Change ‘Letting Bid Results Setting’ to ‘None’ and save.

2. Click ‘Manage Bid Postings’ from the main QuestCDN page, click the project name to open the bid
posting page. Click ‘Post Results’ and backspace through each base bid listed. Click ‘Submit’ to save
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the information. The results tab is removed from the bid posting page. Enter zero in the ‘Bid
Amount’ to display each bidder with a zero-base bid.

Bidders will download the last PDF file uploaded. A second ‘results posted’ message is sent to the QuestCDN
message center of all plan holders that obtained the bid documents electronically and an email is sent to

paper (manually added) plan holders (make sure an email a

ddress is included when adding paper plan holders).
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QuestCDN

ks himaues Lo com
10/10/2010 10:00 AM COT
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As Read/Recelved

Pending

Bidder 1

Bidder 2

Bidder 3

Bidder 4

EhonesE o,

PROVIGER ONLY

Project Bid Results
On-Line Bidding (Quest project #1113253)

£37,000.00

£37.000.00

Provious boxl C

Print Reaults |

e VWindow

Project Bid Results
On-Line Bidding (Quest project #1113253)

As Read/Received

¢ Confirmed Award <

Bidder 4

Pl Fomai Amoun ' pr——
Bidder 1 7,000.00

Bidder 2 537,000.00
Bidder 3 $37,078.00 -

£37,005.00

Industry Directory

A comprehensive listing of industry participants and their contact information. Search by company ‘Name’,
‘City’, ‘State’, ‘Business Type’, ‘Business Designation’ and ‘Business Certification’. Sort each column by clicking
on the column name. Click on the highlighted company name to access specific contact and business

information.
QUEST[«=]

Ouset Conetriction Dats Natwork
L

RS- Minnaspoty

Sty Conmectec: 1l W in

Welcome Robin Pinegar  LOGOUT

BIDPOSTINGS MESSAGE CENTER  ONUINE BIDDING  INDUSTRY DIRECTORY  RESOURCES MY ACCOUNT

Industry Directory
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Resources

The resource tab contains frequently asked questions and answers, user guides and instructional videos. Click
on the question to open the field and view the answer. Click ‘Support@QuestCDN’ link at the bottom of the

page to request assistance by sending an email to QuestCDN Customer Support Team. Click on a guide or video
link to access and download instructional information.

User Videos

g e Liser Vickoas

1. Howdo | Download a Postng?

A RESOURCES MY ACCOLNT

Contact QuetCON Suppoit 952-233-1632 o Suppon &0uestCDN.com

My Account

‘My Account’ allows the company’s main account holder of the account to maintain or change the company
information, add/modify the ‘Online Bid ID Code’, add/modify/delete user information, update payment

information and make changes to the membership profile. (Only the QuestCDN main account holder can access

‘My Account’).

Member Number

Company Name
Contact Person
Email Address
Confirm Email
Time Zone

Vendor Number (optional)

Default Designation

Business Certifications @

Address 1

Address 2
City/(State/Province) /Zip
Phone/Fax

Website

(]

BID POSTINGS  MESSAGE CENTER  ONLINE BIDDING

INDUSTRY DIRECTORY ~ RESOURCES

5930811

Free Member Test

Fobin Pinegar

robinpinegar@outiook.com0

Prime Bidder

DBE
WBE

123 Main St.

Mound %k wWN

®

Companyinfo  Userinfo&Online BidIDCode ~ Membership  Profile  Payment  Transactions & Receipts

MY ACCOUNT
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‘Company Info’

Modify the company address, contact name, email address, default designation, certifications, phone number

and website information.

‘User Info & Online Bid ID Code’

Access and change the main account holder username and password, add, change or display the ‘Online Bid ID

Code’. Add and manage additional account users.

‘Online Bid ID Code (This code is used to submit an online bid)’
The ‘Online Bid ID Code’ is a passcode required at bid publishing and is the digital signature for the agency or
company. The code is created before account users can access VirtuBid™. The code can be accessed, viewed or
updated by logging into QuestCDN with the main account holder username and password.

BIDPOSTINGS MESSAGE CENTER  OMNLINE BIDDING

Company info  Usas infia & Onine Bid 1D Code

Usemame

Password

Conhem Passwon d

On-lire Bid 1D Code

Conferm On-line Bid 1D Code

INDUSTRY DIRECTORY HELP MY ACCOUNT

Mambership Prohls Paymant

Online Bid ID Code [This code is used 1o publish or submit a vBid

Transactions & Receipts

Adding additional users

Click ‘Account Users’ button to add, modify or delete users. There is no charge for additional users and no limit

to the number of users added to the account.

Click “ ©’ symbol to add a user, fill in the required fields and save. The username must be unique and not

already in use on QuestCDN.
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Provider Permissions
Add/Edit Users ‘Project Access’ — The default is ‘All’. Allows users to access

and modify all project postings.
‘Request Access’ — The default is ‘All’. Allows user to access
& modify all request postings.

Contact Person

Username * LaShellKanl
. ‘G&S Bid Access’ — The default is ‘All’. Allows user to access
Password T & modify all Goods and Services postings.
Minimum eight characters including one uppercase, one
lowercaseand onenumber. ‘VirtuBid™ Access’ — The default is ‘All’. Allows user to
== NeelsCQuestrequiremens access online bidding system to add bidding qualifications
Confim Password and bid worksheet information.

Emell Address ' ‘VirtuBid™ Publish’ — The default is ‘Yes. Allows user to
Confirm Email : publish vBids.

**Warning - If changed to ‘No’ the user will not be able to publish
bids. The ‘Publish’ button on VirtuBid™ will be greyed out. The user will
Provider permissions 0 have access to add or modify if ‘VirtuBid™ Access = "All’.

Project Access LAl ‘All’ - Allows user to access and modify all bid postings.

‘Own’ - Allows user to only access bid posting they have
added to the system. Only the bid postings added by the
G8S Bid Access C Al user will populate on the ‘Manage Bid Postings’ page.

Request Access Al

‘None’ - The user does not have access to add or modify
bid postings. All bid postings will be omitted from the
‘Manage Bid Posting’ page.

Membe{ DEWSSiUﬂSo Member Permissions

. Project, Request, G&S Access - The default is ‘Yes’. Allows
PfO]EC[ACCESS : g users to access postings with the eBidDoc™ number to
download, view plan holders & other posting information.
If ‘No’, users are not allowed access to any postings.

Requestccess 1
VirtuBid™ Access — The default is ‘All’. Allows users to
access VirtuBid™ for any downloaded bid postings. If
(35S Bid Access T ‘None’, users are not allowed access to downloaded
VirtuBid™ postings.

VirtuBid™ Submit — The default is ‘Yes’. Allows users to
submit bids on downloaded postings. If ‘No’, users are not
allowed to submit bids.

VituBid" Access — +

VituBid"Suomt ¢ e
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Click © #’ symbol to edit existing users and ‘ © ’ symbol to delete users.

Add/Edit Users X

L+

MName Username Email

Supporii testfree support@guestcdn.com & 0

Please follow the below instructions to delete additional users from the account. Only the main contact has
the capability to modify and delete users.

Click ‘My Account’ (located at top of page) then click ‘User Info & Online Bid ID Code’ tab. Next, click the
‘Additional User’ box (located at the bottom of page). Click ‘ ® ' icon after the user’s information to delete.

A message will be received indicating ‘The user has been marked as deleted’.

NOTE: The login information for the deleted user will be disabled and once deleted, the user cannot be
reactivated.

Membership
Add a Premier membership by clicking highlighted buttons next to the membership types.

‘Premier Monthly Member Base Fee $0.00’ - The Premier monthly membership is flexible with the option to
change to the regular membership at any time. QuestCDN Premier membership rates for the monthly

membership exclude the base fee of $35.00. Total fees include the cost of the states selected to search for bid

opportunities.

‘Premier Annual Membership Base Fee $S0.00" — The Premier annual membership excludes the base fee of
$299.00. Total fees include the cost of the states selected to search for bid opportunities.
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Premier Monthly Member provides additional benefits/features.

INCLUDED

QuestCDN offers two membership levels:

REGULAR FREMIER
i -
- -
- -
3 -
- -
- -
- -
- -
-
-
-
s
-
-

Rorewal Dt toer

Fegular Momber Base Fes
§ Promier Monthly Member flase For

Promiss Annual Nembss Tase Faa

Aggregaton RossSer Mamber lass  $790.00

States Selocted:

Avilable Sates Provinces

AK . $36.00 I Fou
AL 83500

AR-5I0.00

AZ 33500

CA-$120.00

CO- $35.00

[

BID POSTINGS  MESSAGE CENTER  ONLINE BIDDING  INDUSTRY DIRECTORY  RESOURCES MY ACCOUNT

Companyinla  Usir indo b Online id D Code  Membership  Broble  Baymont  Transactions b Recoipls

Tate Tatst Fan

Prenance

Few

Profile

Create a profile introducing the agency or organization. Describe your areas of expertise, service and products.
Copy and paste information into the field. Information included will match the search inquires of other
companies in the ‘Industry Directory’.

Payment

QuestCDN uses Authorize.net for credit card transactions. Credit card information is not stored on QuestCDN
servers. Authorize.net uses a 128-bit secure socket layer to encrypt credit card transactions and protect against

fraud. QuestCDN is PCl compliant through US Bank.

Click ‘Add’ button to add payment information on the secured Authorize.net server.

BIDPOSTINGS ~ MESSAGECENTER ~ OMLINE BIDDING

INDUSTRY DIRECTORY

Companyinto  Userinfo& Online Bid IDCode  Membesship  Pronie

mﬁ

RESOURCES

Payment

MY ACCOUNT

Transactions & Receipls

MESSAGE CENTER  ONLINE BIDDING  INDUSTRY DIRECTORY ~ RESOURCES

giling Address

John

Smith

USA s

55438

First Stree North

Minneapolis

MY ACCOUNT
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http://s.bl-1.com/h/R2SdDcH?url=Authorize.net
http://s.bl-1.com/h/R2SdJ0K?url=Authorize.net

Click ‘Edit’ to update the credit card information. Click ‘Delete’ to delete the credit card from the account. The
card will need to be re-entered when downloading bid documents for a fee.

Companyinfo  User info & Online Bid ID Code Memborship Profile Payment Transactions i Receipts

IXXNANY

John Smith m

Quest Construction Data Network
111 First Stree North
Minneapelis, MN

Transactions & Receipts

‘Transactions & Receipts’ contain a record of downloaded transactions and receipts. Click the highlighted
column name to sort. Searchable fields include the ‘Date’, ‘Amount’, ‘Reason’, ‘Quest eBidDoc™ No’, ‘Created
By User’, ‘Status’, ‘Type’ and ‘Receipt’. Change the calendar ‘Beginning Date’ and ‘Ending Date’ to select a
specific date range. Click the ‘Print Page’ button to print to pdf or save. Click on the highlighted transaction
number to access and print detailed receipt and bid posting information.

Message Center

Private ‘Message Center’ includes an unread message count and contains messages including addenda
notification, un-submitted vBid notification, emails from plan holders, posted results, Q&A, confirmation of bid
submission and receipts. Premier members also receive bid document upload notifications and bid posting
notifications. The navigation pane of the ‘Message Center’ includes an ‘Inbox’, ‘Sent’, ‘Deleted’ and additional
organizational folders, including ‘Bid Notices’, ‘vBid’, ‘Receipts’, ‘Archive’, and ‘Bid Posting Notifications’. Click
the email subject title line to display the message on the right of the page. If included, click the eBidDoc™ No
link to open the bid posting page. Click the check mark box in the column header to delete all messages or
delete individual messages by checking the box next to the message and clicking the ‘Delete’ button.

QUEST[«slY]

2
BID POSTINGS MESSAGECENTER ONLINEBIDDING INDUSTRY DIRECTORY RESOURCES MY ACCOUNT

Company Info User Infe & Online Bid ID Code Membership Profile Paymant Transactions b Receipts

Usermama

Password

Confirm Password : ‘51?

Online Bid 1D Code (This code is used to publish or submit a vBid) 3

Online Bid 1D Code T e *x @

Confim On-line Bid 1D Code
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Message Center - Inbox
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QuestCDN Provicer Account

Reports

Project Audit Information
A report that date and time stamps each time the bid posting was saved and/or when file documents and
addenda were uploaded.

Addenda Notification

Report displays the date and time the system emailed the addendum notification to the plan holders that
obtained the bid documents electronically and the date the plan holders downloaded the addendum. If no date
is listed, the plan holder did not download the addendum. Utilize the report to track which electronic plan
holders have downloaded the addendum.

User Notification

Report lists the companies that have signed up through the company or public agency’s QuestCDN Custom
Private Interface (QCPI) Link to be notified of bid notifications posted to QuestCDN.com. The report will include
company name, contact name and email address for each user that has signed up.

Unique Plan Holders

Report lists the company name, contact name and email address of each user that has downloaded a bid
posting document. The report has an option for selecting a beginning date to control the amount of data
populated. The default setting is populated from the first bid posting entered on QuestCDN. Each contact will
only appear one time in the list unless they have multiple logins. Use this report to export the contact name
and email address to create a database of your bidder community.
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Advertisement for Bid Examples

Ad for Bid/Notice to Bidder - Online Bidding Only

Ad for Bid/Notice to Bidder - Online Bidding & Paper Plan Set

Ad for Bid/Notice to Bidder - Online Bidding & Paper Bid Submitting

Ad for Bid/Notice to Bidder for Request
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https://questcdn.sharepoint.com/:b:/g/ESkjVBUEaWBBnFRCzvE6xacByN6sepVkjQg361wtKPNmXQ?e=Fc58B5
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QuestCDN Terminology

QCPI link —QuestCDN Custom Private Interface

QAP-QuestCDN Alliance Partner

Provider —QuestCDN Alliance Partner

Letting — The opening and tabulation of bids submitted by the bid time.

Bid Close - A time the system closes for bids.

Q&A — Questions and answers posted to the QuestCDN system.

Request — RFP, RFI, RFP, RFQ

Goods and Service — (G&S)

Project — Public construction projects

Owner—Owner of the project.

Soliciting Agent — Engineer, architect or company orchestrating the project for the owner.
Specs — Abbreviated word for specification or the bidding document manual.

Plan or plan set — Bidding document drawings.

eBidDoc™ number — QuestCDN system generated number for bid postings

CSV — Comma-separated values file is a delimited text file using commas to separate values.

HTML — (Hypertext Markup Language) A standardized system for tagging text files to achieve font,
color, graphic and hyperlink effects.

HTML tag - A HTML code that defines structures on HTML pages that include the placement of text, images

and hypertext links. HTML tags begin with a less-than (<) character and end with greater-than (>) character.

These symbols are also called angle brackets.
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QuestCDN vBid Terminology

VirtuBid™ - QuestCDN online bidding system VBid™
QuestCDN online bidding system
Engineers Estimate - Determination of construction costs for a project

Post Letting Functions — Online bidding functions to complete after bid close including entering paper bids, bid
acceptance and review and bid display

Publish - Publishing a bid opens the vBid portal and allows bidders to complete requirements for the online
bid.

Unpublish - Unpublishing a bid will close the vBid portal. Bidders will not be able to work on or submit bids
until the bid is republished.

Online bid - Allows prospective bidders to bid remotely, while still maintaining the competitive nature of a
traditional bid process and opening.

Bid Worksheet - Shows the amount bid by each bidder for items in a project. Also referred to as the bid
tabulation or bid form.

Bid Tabulation - Shows the amount bid by each bidder for items in a project. Also referred to as the bid
worksheet or bid form.

Bid Form - Shows the amount bid by each bidder for items in a project. Also referred to as the bid worksheet
or bid tabulation.

Bid definition - An online bid template is created in the vBid system for the project/request
QuestCDN SharePoint — QuestCDN server that stores documentation
Create Bid - An online bid template is created for the project/request

View Bid — Once a project/request template is in vBid, ‘Create Bid’ changes to ‘View Bid.” Another access into
the vBid system.

Plan holder pays - The ‘Download Delivery Fee Selection’” and the ‘Plan holder Pays’ fees are combined into one
amount and charged to each plan holder once documents are download regardless if the plan holder submits an
online bid or not.

Bidder pays - The ‘Download Delivery Fee Selection’ is charged to each plan holder once the download of bid
documents is initiated. The ‘Online Bidding Fee Selection’ ‘Bidder Pays (min. $25.00)’ is an additional charge to
bidders who submit an online bid at the time of bid close.

Pre-qualifications - When changed to ‘Yes,’ bidders cannot access online bidding until they are approved on the
plan holder list by the soliciting agent/owner of the project/request.

Bids Not Published — vBid home page where unpublished projects/requests are grouped for owners/soliciting
agents to access.
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Bids Published — vBid home page where published projects/requests are grouped for owners/soliciting agents
to access.

Bid History — vBid home page where past bid projects/requests are grouped for owner/soliciting agents to
access.

Qualification Information tab - Required documents and forms for review and/or completion by the bidder.
Bid Bond — From the contractor to the owner to guarantee that the winning bidder will undertake the
contract under the terms of which they bid.

Surety 2000 Bid Bond — Surety2000 is a method of receiving and guarantying bond information between a
contractor and the owner/solicitor of the project.

Submit Bid — Submitting an online bid through the QuestCDN vBid system

Online Bid ID Code — Code created by the system administrator of a company account used by all users of the
account when publishing or submitting a project/request

Bid Advertisement — A public notice of the details of a project/request

Bid Letting — The date and time a project/request close

Bid Room Clock — The universal clock for all parties involved in the bidding process of a project/request.
Enter Paper Bids — A process to enter paper plan holders into the vBid system for a project/request.

Bid Acceptance and Review — Area to review bidder documentation and accept ‘as read’ information.

Bid Display — Area to review and display bid worksheet information submitted by contractors. View by base
bid totals, base and section totals or detail.

Post Prelim Bid Tabs — Posting the pending results of the bid worksheet into the results area on the QuestCDN
site

Posting Final Results — Posting the final award results of the bid worksheet into the results area on the
QuestCDN site. Option to manually enter the results or upload a results file.
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