Subcontractor/Supplier Quotation List User’'s Guide

The following instructions contain:

(1) Submitting ““ No Quotes Received”
(2) Creating a list of Sub-Quoters using NDOR selection list

(3) Submitting Quoters that are NOT on the NDOR selection list

Location for preparing and submitting the list:

1. Open the NDOR Website: “http://www.transportation.nebraska.gov”

Select “Doing Business, Contractor’s Corner, Highway Bridge & Local Projects Lettings”
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2. The “Contract Lettings — Highway, Bridge & Local Project Lettings” page opened.
http://www.transportation.nebraska.gov/letting/lettings.htm

Select the Correct Letting under the ““Construction Lettings™ section.
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3. You will be connected to your selected letting in the BidX website.
https://www.bidx.com/ne/letting?lettingid=15020501

Then select the “Subcontractor/Supplier Quations List” option that located on the top left.
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4. The http://www?2.dor.state.ne.us/subquotes?/ will be opened.

Then you select “letting date” & “your company name”
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On the next screen use the arrow drop-down buttons:
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Click on the letting date
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5. Click on your company name submitting bids for this letting
Hint: Typing just the first letter of the name will go that alphabetical
section. Click on “Continue”
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6. The Sub-Quoter List will be opened up.
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(2) Create a list of subquoters utilizing NDOR selection list:

On the Sub-Quotes Selection List , click once on “Select” for each ID Number/Vendor Name to
be included on the list.

Note: After the first name is selected, you will be returned to the top of the list. You will be
able to scroll down and continue selecting. Each subsequent selection will remain highlighted
only until another selection is made.
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When all selections have been made, return to top of list and click on “View Current List.”
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Remove Errors or Duplicates by clicking on “Remove”
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Then “View Current List” again. When list is correct, click on “Submit Quoters List”.

Message should confirm the submittal:
“You have successfully submitted contractors to the NDOR subquotes database.”

If you have previously submitted a list, and this new submittal contains duplicates, the next
screen will list the names of subquoters already in the NDOR database.
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Suggestion: Print this page for reference to remove duplicates from the “View Current List”.

To edit the current list, click on “View Current List” and click on “Remove” for each of the
duplicates.

Note: You can also use the Arrow Back and Arrow Forward to toggle between the View Current
List and the Already Submitted List.

When duplicates have been removed and any additional names selected, “Submit Quoters List”
again.

Message will indicate you have successfully submitted the subquotes and the number of quoters.
Or if this new submittal still contains duplicates, the next screen will list the names of
subquoters already in the NDOR database, and you will need to repeat the editing process.




(3) Names not on the NDOR Sub-Quoters Selection List:

Click on the “Add Unlisted vendors” tab.
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Select 4751 AABON ELECTRONICS, INC.
Select 0620 ABBCO GROOVINGLLC
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Enter all required information for each quoter including zip codes. Add row(s) if necessary.

Click on “Submit Unlisted VVendors”
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The submission of unlisted vendors should only be used ff you cannot find the quoters name and
ID on the selection page. A manual submittal will be processed differently by NDOR. and will not
appear on the review list page.
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If all fields were not completed, you will receive an error message.
Enter the missing information and submit it again.
You will receive a message when the submittal is successful.
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