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1 Introduction to Using the Participant Guide 

Program and Project Management System (PPMS) provides capabilities to manage and store bid items using 
the Bid Management feature. The Participant Guide helps you get started with the process of creating and 
managing bid items for a project. 

The options selected for use in this guide are for instructional purposes to showcase the entire lifecycle of 
a project’s bid management processes. Field selections, other than the ones used in this guide, could 
possibly lead to a varied project workflow and may not be covered in this guide. For additional information 
on the application, refer to the User Guide/PPMS Online Help available with the application. 
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2 Process Flow 

The flow diagram illustrates the high-level bid management process in PPMS: 
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3 Bid Estimate Information 
One of the important stages in project management is cost estimation. An estimate establishes the baseline 
of the project cost at different stages in the development of the project. It represents a prediction of the 
project costs based on available data. 

PPMS enables you to create multiple estimates for a project. An estimate is created to list required items, 
quantity of work, unit rates of each item to provide a fair and competitive cost of a project. 

The Bid Estimate Information module provides a simple and intuitive interface with powerful functions and 
comprehensive reporting features. 

The features of the Bid Estimate Information module include: 

Plan Items 

The Plan Items feature enables the preparation of a plan item list comprising the list of required items for 
the project. The plan items list and its associated phase information are submitted to the external systems 
AASHTOWare and ExeVision for further validations. 

Bid Items 

The Bid Items list comprises the list of required items for the project. An engineer’s estimate with the final 
unit cost for the items is received from the external system AASHTOWare and is updated in the Bid Items 
page of the PPMS application. 

Bid Management 

The bid list comprises the list of awarded contracts for the project. Once the contract is awarded in the 
external system AASHTOWare, the details are automatically updated in the Bid Management page of the 
PPMS application. 

Estimate Items 

The Estimate Items list comprises the list of latest bid items for the project with information on unit cost 
and quantities of items required. Estimate items are available in PPMS through data integration with the 
external system ExeVision. 

Reports 

Estimate Reports provide a comprehensive summary of estimates, estimate costs, bids, bid tabulation 
details, and much more. 
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3.1 Working with Estimates 

PPMS enables you to create multiple estimates for a project. An estimate is created to list the required items 
and quantity of work to provide a fair and competitive cost of a project. 

You can associate a project phase to a bid estimate. The engineer’s estimate and the bid letting process are 
managed in the AASHTOWare system using the bid items and associated phase information created in 
PPMS. 

Additionally, all the bid items are submitted to the ExeVision system for development cost approval. Once 
the cost estimate is approved in ExeVision, the details are updated in the Estimate Items page of the PPMS 
application. 

3.1.1 Adding Bid Attributes 

You can add bid estimate specific information as attributes to a bid estimate to record additional bid 
information. Attributes are customized fields to provide additional information about a bid in addition to 
the standard fields. 

Every attribute is associated with a value type such as Integer, Float, Text, Currency, or Date, that defines 
the type of data that can be entered in the field. For example, if the type for Estimated Cost is defined as 
Currency, then you can enter a value in currency format only. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. Double-click the required project. 

3. In the navigation pane, expand the project folder, and then click Bid Estimate Information. 
The Estimate List page is displayed. 

4. Click Settings. 
The Master Attributes page is displayed. 

 
5. Click Add New Attribute. 

The Create Attribute section is displayed. 

6. In the Attribute name box, type the name of the attribute. 
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7. From the Attribute type drop-down list, select the type of value for the attribute. 
This defines the type of value that you can enter for the attribute. 
The attribute types available are as follows:  

- Text - Text string limited to 255 characters 
- Integer - Numbers with no decimals 
- Date - Date 
- Float - Numbers with decimals 
- Currency - Currency 

8. Click Add. 
The Master Attribute List is updated with the new attribute.  
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3.1.2 Creating a Bid Estimate 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. Double-click the required project. 

3. In the navigation pane, expand the project folder, and then click Bid Estimate Information. 
The Estimate List page is displayed. 
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4. Click New. 
The Create Estimate page is displayed. 

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

Field Name Description 

Phase Number 

To associate a project phase to the bid estimate, perform the following steps: 

1. Click . 
The Select Phase Number dialog box is displayed. 
Available options are phases associated with the project. 
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Field Name Description 

2. Click the appropriate project phase, and then click Select. 
Based on the phase number selected, the Estimate ID and Estimate 
Name are displayed. 

Note: You can create only one bid estimate for a project phase. 

Event 

To associate an event or a task to the bid estimate, perform the following steps: 

1. Click . 
The Event dialog box is displayed. 
Available options are tasks defined in the Task List catalog of the library. 

2. Click the appropriate task, and then click Select. 

Description Enter the description of the estimate. 

Estimate Type 
Select the estimate type. 
Available options are estimate types defined in the Estimate Type catalog of the 
library. 

Measurement 
System 

Select the measurement system used for the estimate. 
Available options are measurement systems defined in the Measurement 
Systems catalog of the library. 

Standard Pay 
Item list 

Select the standard pay item list for the estimate. 
Available options are standard items tables defined in the Standard Items Tables 
catalog of the Library. 

Confidence 
Level 

Select the confidence level for the estimate. 

The following information is displayed: 

Field Description 

TPMS ID 
A unique identification number assigned through TPMS integration is 
displayed. 
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Field Description 

Estimate Total 
in $ 

Once items are added to the Plan Items page, the amount in the Total Amount 
in $ field of the Plan Items page is displayed. 

Created By On saving the form, the name of the logged in user is displayed. 

Date Created On saving the form, the date the bid estimate is created is displayed. 

6. In the ATTRIBUTES section, perform the following steps to add attributes to the bid estimate:  

a. Expand ATTRIBUTES. 

b. From the Attribute drop-down list, select the required attribute. 
Available options are attributes defined in the Master Attributes list.  

c. In the Value box, enter the value for the selected attribute. 

d. Click Add. 

7. Click Save. 
The bid estimate is created. 
Forms to manage bids are available in the navigation pane. 
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3.2 Plan Items 

The plan items list comprises the list of required items for the project with quantities of items required. 

This feature enables you to: 

• Add bid items from a Standard Items List to the bid item list. 

• Associate a funding rule and a budget item to each item. 

• Attach relevant reference files and documents to each item. 

• Lock the plan items list.  

A set of pre-defined containers are automatically created in the plan item list page to categorize the items.  

On the plan turn-in date, the locked plan items list and its associated phase information are submitted to 
the external system AASHTOWare. In the AASHTOWare system, the plan items list is used for creating an 
engineer’s estimate and awarding contracts. 

Additionally, the plan items list and its associated phase information are submitted to the external 
system ExeVision for cost approval. Any changes made on the plan items list are automatically synchronized 
with ExeVision on a daily basis. 

You can perform the following tasks: 

• Manage containers to nest items of a work type in one container 

• Add items from the standard item lists 

• Edit item details and reorder items 

• Lock the item list to prevent updates 

3.2.1 Managing Containers 

A set of pre-defined containers are automatically created in the plan item list page. The containers are created 
based on the Work Group selected in the associated project phase record. Based on the design details defined 
in the DESIGN NUMBER DETAILS section of the associated Bridges and Structures record, a design number and 
design number county are added to the name of the container Item for Design No created to nest the design 
items. For Example, if the design number is 1122 and the design number county is Dallas, then the name of the 
container is Item for Design No. 1122-Dallas. 

Optionally, you can create containers in a plan item list to categorize items. You can also delete a container 
from the plan item list. On deleting a container, the items in the container are also deleted from the plan item 
list. 

Note: You cannot create a new container inside another container. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 
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3. In the navigation pane, expand the project folder. 

4. Expand Bid Estimate Information, and then expand the required bid estimate. 

5. In the navigation pane, click Plan Items. 
The Item List page is displayed. 

6. Click New, and then click New Container. 
The Container page is displayed. 

 
The following information is displayed: 

Field Name Description 

Container ID 
On saving the record, a unique identification number is automatically 
generated. 

Design Number 

No information is displayed if the container is manually created. 
For pre-defined design containers, the value as specified in the Design 
Number field in the DESIGN NUMBER DETAILS section of 
the associated Bridges and Structures record is displayed. 

Design Number 
County 

No information is displayed if the container is manually created. 
For pre-defined design containers, the value as specified in the Design 
Number County field in the DESIGN NUMBER DETAILS section of 
the associated Bridges and Structures record is displayed. 
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Field Name Description 

Existing Asset ID 

No information is displayed if the container is manually created. 
For pre-defined design containers, the value as specified in the Asset ID field 
in the DESIGN NUMBER DETAILS section of the associated Bridges and 
Structures record is displayed. 

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

Field Name Description 

Container Enter the name of the container. 

Is Alternate 
Select the check box to specify that this container is an alternate to another 
container. 

Alternate To 

If the Is Alternate check box is selected, then to select the container to which 
the current container is an alternate, perform the following steps: 

1. Click . 
The Containers dialog box is displayed. 
Available options are containers created for the plan item list that 
are not alternate. 

2. Click the appropriate container. 

3. Click Select. 

Description Enter the description of the container. 

8. Click Save. 
The container is created. 

3.2.2 Adding Items to the Plan Item List 

You can add multiple items from the library to the plan item list. 

You can add items in the following modes: 

• Adding items from the predefined set of standard items from the Library 

• Copying an item 
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 Adding standard items from the Library 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, and then expand the Bid Estimate 
Information folder. 

4. Expand the required bid estimate folder. 

5. Click Plan Items. 
The Item List page is displayed. 

6. Select the appropriate container, click New, and then click Add Multiple. 
The Add Standard Items page is displayed. 

 
7. From the Standard Item list drop-down list, select the standard table where the items are defined. 

Available options are standard item tables defined in the Standard Items Table catalog of the library.  

8. Click Use Pay Item No. Groups to assign the scheduled group to the items as defined in the Standard 
Items Table catalog. 
Alternatively, click Use Group and select a scheduled group from the list. 

9. Click Add to select an item from the selected standard items table. 
The item selection dialog box is displayed. 
Available options are items defined in the item list selected in the Standard Item List drop-down list. 

10. Select the appropriate items, and then click Select. 
Alternatively, to select all items from the list, click Select All Records, and in the confirmation dialog 
box, click OK. 
The Pay Item No., Description, Container, Unit, Unit Price in $, and Group Name of the selected 
items are displayed. 

11. Click Save. 
The Item List page is displayed with the selected items. 
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 Copying an item 

You can create an item by copying the details of another item. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, and then expand the Bid Estimate 
Information folder. 

4. Expand the required bid estimate folder. 

5. Click Plan Items. 
The Item List page is displayed. 

6. In the Item List page, select the appropriate items to be copied. 

7. In the ITEM DETAILS group, click Actions, and click Copy Items. 

 
8. Select the container to paste the copied items to. 

9. Click Actions, and then click Paste Items. 
The items are pasted to the selected container. 

3.2.3 Editing Item Details 

You can edit item details such as quantity, supplemental description, and so on in the following modes: 

• Inline Editing 

• Using the Edit menu option 

You can reorder items, or move them to other containers: 

• Moving an item to a different container 

 Inline Editing 

Inline editing enables you to modify and save item details by directly editing details in the list page. 
You can only edit only the Quantity column of the item. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 
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2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder. 

4. Expand Bid Estimate Information, and then expand the required bid estimate. 

5. In the navigation pane, click Plan Items. 
The Item List page is displayed. 

6. Double-click the row of the item you want to edit. 
The editable Quantity cell is highlighted. 

7. Enter the appropriate quantity. 

8. Click Save. 

 Using the Edit Option 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder. 

4. Expand Bid Estimate Information, and then expand the required bid estimate. 

5. In the navigation pane, click Plan Items. 
The Item List page is displayed. 

6. Select the item you want to edit. 
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7. Click Edit. 
The Edit Plan Item page is displayed. 

 
The Container, Pay Item No., Description, Unit, Suppl. Description Mandatory, Method of 
Payment/Basis of Payment, Major, and Obsolete of the selected item are displayed. 



  Bid Management 

 

17 | P a g e  

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

Field Name Description 

Budget Item 

To associate an approved budget estimate item to the plan item, 
perform the following steps: 

1. Click . 
The Select Budget Item dialog box is displayed. 
Available options are approved budget estimate items defined for 
the project. 

2. Click the appropriate item. 

3. Click Select. 

Funding Rule 
Select the funding rule for the item. 
Options available are approved funding rules defined for the project. 

Suppl. Description 1, 
Suppl. Description 2, 
and Suppl. 
description 3 

Enter the supplemental description of the item. 
If the Suppl. Description Mandatory check box is selected, then you must 
enter the description in any one of the supplemental description boxes 
for the plan item before locking the plan item list. 

Alternate 
Select Base Bid to specify the item is a base bid item. 
Alternatively, select an alternate bid to specify the item as an alternate bid 
item. 

Quantity Enter the required quantity of the item. 

Notes Enter any additional information relevant to the item. 

The following information is displayed: 

Field Name Description 

Total Item Estimate in $ 
Calculated as: 
Total Item Estimate in $ = Quantity * Amount in $ 

9. Optionally, in the ATTACHMENTS section, attach or link related files. 
For additional information on attachments, refer to Attachments. 
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10. Click Save. 
The Item List page is displayed. 

 Reordering Items and Containers 

You can move items from one container to another or move an entire container with the items in it to a 
different hierarchical level or a different container. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder. 

4. Expand Bid Estimate Information, and then expand the required bid estimate. 

5. In the navigation pane, click Plan Items. 
The Item List page is displayed. 

6. In the ITEM DETAILS group, click Reorder. 
The Reorder Structure page is displayed. 

 
7. Click Expand All to view all the items in the various containers. 

8. Drag and drop the required item to the required container. 

9. Click Save. 

10. Click Back. 
The Item List page is displayed. 
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3.2.4 Associating Fund Rule 

You can associate a fund rule to multiple containers and items. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder. 

4. Expand Bid Estimate Information, and then expand the required bid estimate. 

5. In the navigation pane, click Plan Items. 
The Item List page is displayed. 

6. Select the appropriate containers and items to associate a funding rule. 
Note: On associating a funding rule to the container, all the items in the container are also 
associated with the funding rule. 

7. In the OTHERS group, click Associate Fund, and then click the appropriate funding rule. 
Available options are approved funding rules defined for the project. 
The funding rule is associated with the selected containers and items. 

3.2.5 Associating a Budget Item 

You can associate an approved budget estimate item with the plan item. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder. 

4. Expand Bid Estimate Information, and then expand the required bid estimate. 

5. In the navigation pane, click Plan Items. 
The Item List page is displayed. 

6. Select the appropriate containers and items to associate a budget estimate item. 
Note: On associating a budget estimate item to the container, all the items in the container are 
associated with the budget estimate item. 

7. In the ITEM DETAILS group, click Association, and then click Associate Budget Items. 
The Select Budget Item dialog box is displayed. 
Available options are approved budget estimate items defined for the project.  

8. Click the appropriate item, and then click Select. 
The budget estimate item is associated with the selected containers and items. 
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3.2.6 Locking a Plan Item List 

After the entire plan items and its details are finalized, you must lock the item list to prevent modifications. 

Prerequisite 

• Items are added to the plan item list 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder. 

4. Expand Bid Estimate Information, and then expand the required bid estimate. 

5. In the navigation pane, click Plan Items. 
The Item List page is displayed. 

6. In the ITEM DETAILS group, click Lock. 
The estimate items are locked. 
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3.3 Viewing Estimate Items Details 

The estimate items list comprises the list of latest bid items for the project with information on unit cost 
and quantities of items required. 

Estimate items are available in PPMS through data integration with the external system ExeVision. If the 
cost estimate with the final unit cost for the items is received from ExeVision, the following activities occur: 

• The details of items with the appropriate containers are automatically updated in the Estimate Items 
page of the PPMS. 

• A budget estimate with the appropriate containers and items is automatically created in PPMS with 
Budget Estimate Type as Development Estimate and saved in the Draft workflow status. 

In the Estimate Items page, you can view the details of items such as quantity, unit price, and update 
received date. Details of existing items are overwritten when the latest data is received from ExeVision. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the appropriate project. 

3. In the navigation pane, expand the project folder, and then expand the Bid Estimate 
Information folder. 

4. Expand the appropriate bid estimate folder. 

5. Click Estimate Items. 
The Item List page is displayed. 
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3.4 Generating and Viewing Reports 

You can generate the following comprehensive reports for estimation and bidding processes: 

• Bid Items and Reference Notes Report 

• Bid Sheet Report 

• Engineer's Estimate Report 

• Estimate History Report 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the project list page, double-click the required project. 

3. In the navigation pane, expand the project folder, and then expand the Bid Estimate 
Information folder. 

4. Expand the required bid estimate folder. 

5. In the navigation pane, click Reports. 
The Report Gallery page is displayed. 

6. Double-click the report that you want to generate. 

7. Click View Report. 
The required report is displayed. 
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4 Appendix 

4.1 Attachments 

You can upload attachments, or link files in the Documents folders to every form and workflow transition. 
There is no limitation on the number of attachments or the size of attachments that you can upload in a 
form or during workflow transition. 

Refer to the following topics to upload or link, and access attachments: 

• Attaching Files to a Form 

• Accessing Attachments 

You can download, annotate, and update attachments. 

4.1.1 Attaching a File to a Form 

You can upload files to a form or during a workflow transition. You can also link a file in the Documents 
folders to a form or during a workflow transition. 

Steps 

• To upload files, perform the following steps in the ATTACHMENTS section: 

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

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

c. Click Open. 
The files are uploaded to the form and are displayed in the ATTACHMENTS section. 

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

• To link to files in the Documents folders, perform the following steps: 

a. In the ATTACHMENTS section, click Link Document. 

b. Click Masterworks Document. 

c. From the Folder drop-down list, select the required folder where the files exist. 
The list of files in that folder are displayed. 

d. From the list of files, select the required files. 

e. Click OK. 
The files are linked to the form and are displayed in the attachment grid. 

f. In the Title column, enter the titles for the linked files. 

• To link a file in an external storage system, perform the following steps: 

a. In the ATTACHMENTS section, click Link Document. 
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b. Click External Document. 

c. In the URL/Link box, enter the URL to the file in external storage system. 

d. In the Title box, enter the title for the linked file. 

e. Click OK. 
The file is linked to the form and is displayed in the attachment grid. 

4.1.2 Accessing Attached Files 

You can access files that are attached to forms and workflows. 

Steps 

• To access files attached to a form: 

1. In the navigation pane, click the required form. 
The form list page is displayed. 

2. In the tool bar, in the OTHERS group, click Attachments. 
The attachments of all the forms are listed. 

• To access files attached to a workflow:  

o You can access files attached to a workflow from the Workflow History dialog box.  

• To download an attachment, click the required document, and then click . 
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