
How to…  
Access Bid Information 



Select the project you 
want bid history for.  You 
need to make sure you 
have access to the project 
first.  If you don’t have 
access, it won’t show up. 



You are now in the project 
file.  Click on the 
“Acquisitions” tab. 



Click on the view       icon. 



Click on the “Bids” tab. 



You can see all of 
the bids for each 
item.  Click on the 
view       icon. 



You can see all of 
the unit bid prices 
for this contractor. 



Click on “Pre Defined Reports.” 



Look for the report that has the 
label “[Bid History Report] 
Samantha J Gould / Dec 30, 
2014 11:15 am” 

The report will have the 
Description of “BID TABS.” 



Click on the edit       icon. 



Make sure the correct “FP 
Version” is selected. 

Enter the project number. 

DO NOT ALTER 
THE SETTINGS!!!! 



Click “Submit Report” 

DO NOT ALTER 
THE SETTINGS!!!! 



The Report has be generated.  
Click on the report. 



When the pop up window for 
the file download comes up, 
click on “Open.” 



All of the bid information will 
be in the file.  You will want to 
save the file to a safe place.  



You will want to highlight the 
column “Pay Item #” and then 
click on “Sort & Filter” by “Sort 
A to Z.”  You will want to 
“Expand the selection.” 



You will now see the bids for 
the 5 lowest overall bids. 

“Low 1” will be the contractor 
who was awarded the contract.  
Low 2 – 5 will be the next 
lowest bids.  The program only 
allows for the 5 lowest bids.  
There were 12 bids for this 
project but only the 5 lowest 
are reported in this report. 



You can now add in additional columns for 
the additional bids.  You can then use this 
information for your IGEs. 
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