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1. OVERVIEW

1. Overview

This chapter provides the information for understanding and using the Quest Lite User
Manual, the technical support information for the Quest Lite Software Application, and the
Installation and Un-Installation Instructions for Quest Lite.
1.1 General Statements
1.2 Quest Lite Purpose
1.3 Technical Support
1.4 Conventions
1.5 Hardware Requirements
1.6 Quest Lite Installation Instructions
1.7 Quest Lite Un-Installation Instructions
1.7.1 Windows 98
1.7.2 Windows NT
1.7.3 Windows 2000
1.7.4 Windows XP
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1. OVERVIEW GENERAL STATEMENTS

1.1 General Statements

This User Manual provides instruction on step-by-step instructions for the Quest Lite
Software application. It does not cover bidding requirements and conditions for Rhode
Island Department of Transportation

This User Manual assumes the user has a basic understanding of Microsoft Window
operations and general terminology.
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1. OVERVIEW QUEST LITE PURPOSE

1.2 Quest Lite Purpose

Quest Lite is a software package used by the contractor for the preparation of a bid
proposal for submission to RIDOT. The purpose of Quest Lite is to standardize bid
proposals and assist in the elimination of errors in the bid preparation process..

Quest Lite eliminates the exhaustive process of typing or writing bids by hand. This will
also eliminate the possibility of human error in calculating the total amount for an item,
writing a bid price and calculating the final bid total. The minimum acceptable bids and
only acceptable bids for specific items are enforced to prevent the contractor from entering
an unacceptable bid price.
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1. OVERVIEW TECHNICAL SUPPORT

1.3 Technical Support
Any questions regarding technical support for Quest Lite Software can be referred to:
Office of the Chief Engineer Project Tracking Unit

@, (401)-222-2492 or by e-mail at PTS@dot.state.ri.us.
Office Hours: 8:30 AM —4:00 PM
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1. OVERVIEW

CONVENTIONS

1.4 Conventions

Before beginning use of the Quest Lite User Manual, it is important to understand the

documentation conventions.

When you see this...

This is...

Mouse

Actual mouse looks like:

Left ‘ ..

Button

On screen the mouse looks like:

Right
Button

3

Main Screen

Toolbar

Legend

Text Field

Tree view

AN

=i: Quest Lite: 202-CB-012 : RECONSTRUCTION OF INTERCHANGE _1&] x|
File Tool Admin Reports Help Refresh
\BI @I 'QC]I | | Legend: & ltemClosed < ltemDeleted  (ltemOpen Wi Mot Applicable || Total: $/10.000.00
—[[3 contracts +|| ~Contract Information /
El-[2 2002-CB-012 : RECONSTRUCTION OF INTERC Cortract Naroer: pO02.08072 ] PV
(2 201.0402: REMOVE AND DISPOSE CONCRE
-3 2010403 REMOVE AND DISFOSE SIDEWAL Cortract Name: FECONSTRUCT\ON OF INTERCHANGE / |
(2 201 0407: REMOVE AND DISPOSE PAVEME
- VA
.y 0409. REMOVE AND DSPGSE FLEXIEL Description: THIS PROJECT IS FOR THE RECOMSTRUCTION OF MESHAATICLIT f’
[ o EOHUAI G SR e e [ INTERCHANGE,AD'ANCE CONTRACT NO.2, LOCATED THE CITY
-~ 201.0415: REMOVE AND DISPOSE GUARDR (OF CRANSTON, RHODE ISLAND SHALL INCLUDE BUYS NOT =
() 201 0418 REMOVE AND DISPOSE HYDRAR
{3 201 0419; REMOVE AND DISPOSE FENCE Limits: MEVY LONDON AWENLE, FROM ROUTE 2 TO WARFIELD AVENUE. ||
(2 201 0610: REMOVE AND DISPOSE DIRECTIC
- 201 DE16: REMOVE AND DISPOSE LIGHT 51 |
e I I ST S Undersigned THE UNDERSIGNED BIDDER FURTHER AGREES, IF AVWARDED THE i’
P e T TR 36 YLD Informetion: CONTRACT ON THIS PROPOSAL TO BEGINWORK WITHIN TEN (10)
-+ 302.0100: GRAVEL BORROW SUBBASE CC CLENDER: DAY'S AFTER THE EXECUTION OF THE CONTRACT -
~{C 401.0100: BITUMINGUS BASE COURSE
(3 401.0200; BITUMNOUS SURFACE COLURSE Biel Place: [Transportation Management Center | - Bid Place Tims: 11:30 &M
- 4010300 BITUMINGUS SURFACE COLRSE Fid Deadine Tine: 130 20 ] En
- 410.1000: TEMPORAR'Y PATCHING MATER, _ CANETON RO VIDENEE)
(3 801 0103 PORTLAND CEMENT CONCRETE | Proposal Read Time:  11:30 A4
(2 7015108 6 INCH GATE VALYE AND BOX Plars Charge: SET
{3 TO1.9901: F&l 12" CEMENT-LINED DUCTILE I
-3 7019902 F3112" CEMENT-LINED DUCTILE I DBE Percentage: 10.00%
-8 s ru e e e sou 8 Conrt e
) Bidf Diesacli S7/2002 O =
- 701 9805 FURNISH & INSTALL NEW BREAK Efd Eea = |
& 701.9907: F& DUCTILE IRON PIPE FITTINGS, = appears on i Eamine O -
3 701 9308 F&110°K10° DUCTILE IRON CONN Fitpee P SRS AR
708 9000: PLUG &ND CAP PIPE ALL SIZES finalicondencn AN -
{3 TOTA000: ADJUST SANTARY MANHOLE
) 709.8103: FURNISH & INSTALL CEMENT CO
-3 T135269: ADJUST WATER GATE BOXES Tr
O 713.8300: ADJUST GAS GATE BOKES TO C
{3 801.0101: GUARDRAIL STEEL BEAM SINGL
) 902.0206: CHAIN LINK FENCE & STD 3120
{3 8040120 BITUMINGUS SIDEWALK TYPE -1
3 905.0110: GRANITE CURS, QUARRY SPLIT
{3 8050115 GRANITE CLRS, QUARRY SPLIT
) 905.0210: CEMENT COMCRETE CURB PREC.
{3 9050221: FRECAST CONCRETE TRANS\TE)ILI
0 r
1. OVERVIEW 7



1. OVERVIEW CONVENTIONS

When you see this... Do this...
Left-click with the mouse Click the left button on your mouse.

Click once :
Double-left-click with the mouse Click the left button on the mouse twice.

Click twice‘ '
Right-click with the mouse Click the right button on your mouse.

'C]ick Once
Press Enter on the keyboard Press the Enter key on you computer’s keyboard.
T
Press once ™9 —— %

Use the scroll bar Click on either the top or bottom arrow of the

scroll bar. In certain instances (I.E. Bidder
Certifications), the scroll must be moved to the
Bottom Arrow in order to select the options
provided.

Click either

arrow repeatedly —|
to move down

the page

— )~ |

Use the drop-down menu Click and hold the left button down on the
downward arrow to the right of the text field to
display the offered information. Without releasing
your finger select the correct information.

1 i e
Click once TR =
and hold 30% Dessign | |

T5% Design
dOWl’l 90% Design v
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1. OVERVIEW CONVENTIONS

Bidder certification Click on the blank circle next to your decision.
Agreement options Either: Yes/No or 1 Agree/l Do Not Agree
i | AGREE — (% | AGREE
Click once
Use the number pad Use either number pad on your computer’s

keyboard to type in a price.

| LLLL] i
Number Pad it i3 21 L L
jucasssananid)

Number Pad
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1. OVERVIEW HARDWARE REQUIREMENTS

1.5 Hardware Requirements

These minimum hardware requirements are set by RIDOT to execute Quest Lite on user’s
machine:

1. Pentium PC 400 running Windows 98 SE/NT 4.0 SP6/WIN 2000

SP2/Windows XP
2. Access to a CD-ROM Drive
3. Access to a Floppy Drive
4. 128 MB of memory
5. 50 MB of Free Hard Disk space for the installation
6. Printer connected to computer
7. Mouse
8. Keyboard
9.

15” or larger color VGA monitor

Quest Lite can only be used as a standalone application. Technical support will not be
provided if Quest Lite is set up as a network application.

Quest Lite is not designed to work with Apple computers.

Technical support will also not be provided if the user’s machine does not meet the above
minimum hardware requirements.
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1. OVERVIEW

QUEST LITE INSTALLATION

1.6 Quest Lite Installation

1.

If Quest Lite currently exists on the machine and it is an older version, please
follow the uninstall instructions first.

To install Quest Lite it is important that the user is logged in as the System
Administrator with full rights.

Windows NT users must make sure the following items are installed on their

computer:
a. At least Internet Explorer 5.0 with at least Service Pack 2 Service Pack 6
for NT

Windows 98 users must make sure the following item is installed on their
computer:
a. At least Internet Explorer 5.0 with at least Service Pack 2

Double left-click with the mouse on the Quest Lite.exe icon located on the CD.

% Quest Lite. exve
The Enter Password window will appear. Use the keyboard to type in RIDOT as
- -
the password and using the mouse left-click once on the button.

Enter Pazsword |

Thiz inztallation 1z password protected. Enter the
inztallation pazswaord inta the figld below.

Password: I

| k. I Cancel
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1. OVERVIEW

QUEST LITE INSTALLATION

7. The Quest Lite Setup Welcome Screen appears.

8. Left-click with the mouse on the L

i@ Quest Lite Setup

A

button.

= E3

Welcome to the Quest Lite
Installation Wizard

It iz strongly recommended that you exit all Windows programs
befare running thiz setup progrann.

Click Cancel to quit the setup program, then close ang programs
you have running. Click Mest to continue the installation.

WARMIMG: This program is protected by copyright law and
international treaties.

Unautharized reproduction ar distribution of thiz pragram, ar any
partian of it, may result in zevere civil and criminal penalties, and
will be prozecuted to the maximum extent possible under law.

< Back Cancel |

9. The Quest Lite Setup Destination Folder window will appear. A default location
for the destination folder will be suggested for installing Quest Lite into.

10. Left-click with the mouse on the __B##¢ | button if you would like to install Quest
Lite into a different location.

i@ Huest Lite Setup

Destination Folder

IS E3

Select a folder where the application will be installed. ﬂ
PP rfon)

The ‘wige Installation Wizard will install the files for Quest Lite in the following folder.

To inztall inta a different folder. click the Browse button, and select anather folder.

*Y'ou can choose not to install Quest Lite by clicking Cancel to exit the Wise nstallation

Wizard.

" Drestination Folder

C:AProgram Files\Ouest Liteh Browse |

Wize |nztallation ‘Wizard

< Back
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1. OVERVIEW QUEST LITE INSTALLATION

11. Left-click with the mouse on the 5 .| button. A screen will appear to ensure
the user that they are ready to install Quest Lite.

fig Quest Lite Setup ==
Ready to Install the Application ﬂ
Click Nest to begin installation.
? (4o8]

Click the Back button to reenter the installation information or click Cancel to exit
the: wizard.

“Wize Installation ‘wizand®

Cancel I

12. Left-click with the mouse on the | button. Installation will begin.

13. If at any time during the installation the below message appears, left-click with the

mouse on the | button. The computer will restart and complete the

Quest Lite Installation.

iﬁ Installer Information |

The installer must restart pour spstem before configuration of
: [Juest Lite can continus. Chek es to restart now or Mo if pou
=

plan ta manually restat later
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1. OVERVIEW QUEST LITE INSTALLATION

14. When the installation has completed, a screen will appear stating Quest Lite has

been successfully installed. Left-click with the mouse on the Li 4| button.

i@ Queszt Lite Setup HE

Quest Lite has been
successfully installed.

Click the Finish buttan to exit this ingtallation,

[Eatice] I

15. There may be a prompt to restart the computer. Left-click with the mouse on the
Restart button for this and let the computer restart.
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1. OVERVIEW

QUEST LITE INSTALLATION

16. To view Quest Lite, left-click with the mouse on the Start Button, then Programs,

and then Quest Lite.

@ Accessories

@ Microsoft Office Tools

@ Morkon Antivirus Corporate Edition
@ Startup

B> Belarc Advisor

& Internst Explorer

Microsoft Access

Microsoft Excel

M Microsoft FrontPage

Microsoft Outlook

Microsoft PowerPaink

Open Office Dacument Microsoft Word

@ Administrative Tools 4
@ Quest Professional 4

(& snaatt & >

* v |r

5

Mew Office Documant

Windows Update

Programs my Guest Lite

Documnenkts L

Settings 4
Search »
Help

Run...

Log OFf test, .,

& e '@ & 80L&

Shut Down...

Windows 2000 Server

I;jStart |

17. A box will appear requesting the Site Code, Bidder Code, and Company Short
Name. This information will be given upon registration in person at the office of
Rhode Island Department of Transportation Contracts Administration. It is
important to note that you MUST register in person at the Contracts Administration

Section.

s Setup Defaults ]

=101 %]

— Enter Site Information

Bidder Code: |

Company
Short Mame: I

Site Code: || | | |

k. | Cloze |
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1. OVERVIEW QUEST LITE INSTALLATION

18. Once the Site Code, Bidder Code, and Short Name have been entered, left-click
with the mouse on the button.
19. Use the keyboard to type-in admin for the user name and admin for the password.

Login
Uzet: I
Passyward: I xxxxx

* ¥ Remember Password
‘ ok |

Cancel |

20. Leave the checkmark in the box next to Remember Password if the user name and
password should be remembered for each login.

NOTE: It is highly suggested to follow the instructions in Chapter 2. Setup,
Section 2.2 Users located on Page 30 for adding, deleting, and modifying users.

21. Left-click with the mouse on the button. The Quest Lite main screen
will now appear.

T _is(3
File Tool Admin Reporks Help  Refresh
@l@l‘&jl |L898ﬂd2 & ltemClosed X ltemDeleted  ¢rltemOpen M Mot Applicable | Total: $|U-UU |

a Conirac{;

22. The System Administrator should ensure all possible users for the machine are
added as users to the machine.
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1. OVERVIEW QUEST LITE INSTALLATION

23. The System Administrator should close out of Quest Lite and log off the machine.
When the regular user logs into the machine as them, a box will appear requesting
the Site Code, Bidder Code, and Company Short Name. This information will be
given upon registration with Contracts Administration.

il i Setup Defaults _ O] X
=

. Enter Site Information

Site Code: || | |

Bidder Code: |

Company
Short Mame: I

Ok | Cloze |

24. Once the Site Code, Bidder Code, and Short Name have been entered, left-click

with the mouse on the button.

25. Use the keyboard to type-in admin for the user name and admin for the password.

Login E
Lzer: I

Passvvord: I *****

0 v Eemember Password
‘ Ok I Cancel |

26. Leave the checkmark in the box next to Remember Password if the user name and
password should be remembered for each login.

NOTE: It is highly suggested to follow the instructions in Chapter 2. Setup,
Section 2.2 Users located on Page 30 for adding, deleting, and modifying users.
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1. OVERVIEW QUEST LITE INSTALLATION

27. Left-click with the mouse on the - button. The Quest Lite main screen

will now appear.

1. OVERVIEW 18



1. OVERVIEW UNINSTALLING QUEST LITE - WINDOWS 98

1.7 Uninstalling Quest Lite

1.7.1 Windows 98 Operating System

1. Left-click with the mouse on the Start button, then Settings and then Control Panel.

Mew Office Document

Open Office Document

@ Programs »

Favorites

Control Panel

ninters

P
5 Taskbar & Start Menu...
9..31 Folder Options. ..

] Active Desktop 3

By windows Update...

Log Off DeborahJ....

1 Shut Down....

Add/Remaove
Programs

3. Left-click with the mouse on Quest Lite in the list of programs.

Add/Remove Programs Properties EHE

Install/Uninstall IW’indows Setup | Startup Disk |

Toinstall a new program from a floppy disk or CO-ROM
drive, click Install
=

Install

The following software can be automatically removed by
‘windows. To remave a program of to modify ite ingtalled
components, select it from the list and click
Add/Remove.

Microzaft Internet Explorer B and Internet Tools
Microsoft Office 2000 5R-1 Premiurn

ticrosoft Outlook Express 5

Microsoft Web Publishing Wizard 1.6

Microzoft Windows Critical Update Matification
Metheeting 3.01

Shaglt &
‘windows bedia Player 7.1

Add/Bemave. ..

QK | Cancel | Sl |
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1. OVERVIEW UNINSTALLING QUEST LITE - WINDOWS 98

Add/Remove...

4. Left-click with the mouse the button. The Windows Installer

window appears.

Windows Installer B

Are pou sure you want bo uninstall this product’?

5. Left-click with the mouse on the i
Initiate.

button. The uninstall process will

6. Once the process has completed, in the Add/Remove Program Properties

window, left-click with the mouse on the button. Quest Lite has now
been removed from the computer.

Add/Remove Programs Properties HE
Install/Uninstall | Windows Setup I Startup Disk I

@ Toinstall a new program from a floppy digk or CO-ROM
_

diive, click Install.
Inztall...

The following software can be automatically removed by
“windows. To remowve a program or to modify itz installed
components, zelect it fram the list and click
Add/Remove.

Belarc Advizor 5.0 S
Livellpdate 1.6 [Symantec Corparation]

Microzoft Internet Explorer € and Intermet Tools

Microzoft Office 2000 SR-1 Premium

Microzoft Outlook Express 5

Microsaft “Web Publishing Wizard 1.6

Microgoft Windows Critical Update Motification

Methdesting 3.01

Marton Antiviruz Corporate Edition LI

SddYEemayve.. |

ak. [} | Cancel | Lipnly |

1. OVERVIEW
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1. OVERVIEW

UNINSTALLING QUEST LITE — WINDOWS 2000

1.7.2 Windows 2000 Professional Operating System

1. Using the mouse, hold the left-click down on the Start button, then Setting and then
Control Panel.

5

Mew OFfice Document

Open Office Document

% Windows Update

E WinZip

Programs 4
@ Documents 4

[
]

Sekkings

B3 control Panel

Search

5 MNetwork and Dial-up Connections

Windows 2000 Professional

% Printers
@ Help a Taskbar & Start Menu. .,
Run...
& Log Off Ceborahd0l. ..
-
Shut Down..,

| iffjstart

2. Double-left-click with the mouse the Add/Remove Programs icon with the mouse

Add/Remaove
Programs

3. Left-click with the mouse on Quest Lite from the list of programs to select it.

&R Add/Remove Programs

Currently installed programs:
ﬁ Belarc Advisor 5.0
&8 hp deskjet 960c series
g hp deskjet 960c series (Remave only)
E HFP FPhoto Printing Software
Inkernet Explorer Error Repaorting

5@ Microsaft Firewall Client
q Microsoft Office 2000 SR-1 Premium

% Morkon Antivirus Corporate Edition
2 Quest Lite

[ LiveUpdate 1.6 {Symantec Corparation)

ﬁ Microsaft Windaws Critical Update Matification

=101 ]

Sort by:l Mame - I

Size
Size
Size
Size
Size
Size
Size

Size

1.94ME &
3.45MB
3.45MB
16.3ME
1.72MB
2.92MB
£.19MB
380MB

1. OVERVIEW
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1. OVERVIEW UNINSTALLING QUEST LITE — WINDOWS 2000

4. Left-click with the mouse on the _"2m2¥8

window appears.

Add/Remove Programs |

@ Are you sure you want ko remowve Quest Like from your compuker?

button. The Windows Installer

Yes Mo I

Yes

5. Left-click with the mouse on the
initiate.

button. The uninstall process will

6. Once the process has completed, in the Add/Remove Programs window, left-click

with the mouse on the Close

from the computer.

button. Quest Lite has now been removed

%Add,.-"Remove Programs - |EI|5|
Currently installed programs: Sork by:l Mame - I

i Belarc Advisar 5.0 Size 1.94MB 2
ﬂ hp deskjet 960c series Size 3.45MEB
ﬂ hp deskjet 960c series (Remove only) Size 3.45MEB
E HP Photo Printing Software Size 16.3ME
Add Mew Inkernet Explorer Error Reporting Size 1.72MB
Programs [ LiveUpdate 1.6 {Symantec Corparation) Size 2.92MB
~H 3 Microsaft Firewall Client Size 6.19ME
q Microsoft Office 2000 SR-1 Premium Size: 330ME
ﬁ Microsaft Windows Critical Update Matification
Components l%, Morkon Antivirus Corporate Edition Size 13.0MB
4 Quest Server Size 46.EME

Click here for support information.

Ta change thls program of remove it fram your Change | Remove |
camputer, dlick Change or Remove.

S i deune PNNN Al akion Camn kit ndaka LI

Close [: |
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1.0 OVERVIEW UNINSTALLING QUEST LITE - WINDOWS NT

1.7.3 Windows NT Operating System

1. Using the mouse, hold the left-click down on the Start button, then Setting and then

Control Panel.

Wew Office Document

Open Office Document

Programs 4

i
Favorites 4

Gl

Printers
askbar & Start Menu...

B3

L]

e I

@ Eolder Dptions...

] Active Deskiap 3

Log Off Deborak 0.

Windows NT

Shut Dawn...

Add/Remaove
Programs

3. Left-click with the mouse on Quest Lite in the list of programs.

Add/Remove Programs Properties EHE
Irstall/Uninstall IW’lndows Setupl Startup Disk |

@ Toinstall a new program from a floppy disk or CO-ROM

drive, click Install
Install..

The following software can be automatically removed by
WWindows. To remave a program of to modify its installed
components, select it from the list and click

&dd/Remave.

ticrosoft Internet Explorer B and Internet Tools
Microsoft Office 2000 SR-1 Premiurn

bicrozaft Outlook Express §

ticrosoft 'web Publizhing wizard 1.6

Microzaft Windows Critical Update Matification
MNetteeting 3.01

Shaglt &
Windows Media Player 7.1

Add/Bemave

ok | Cancel | Apnly |
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1.0 OVERVIEW UNINSTALLING QUEST LITE - WINDOWS NT

Add/Bemove...

4. Left-click with the mouse on the button. The Windows Installer

window appears.

Windows Installer B

Are pou sure you want bo uninstall this product’?

5. Left-click with the mouse on the i
Initiate.

button. The uninstall process will

6. Once the process has completed, in the Add/Remove Program Properties

window, left-click with the mouse on the button. Quest Lite has now
been removed from the computer.

Add/Remove Programs Properties HE
Install/Uninstall | Windows Setup I Startup Disk I

@ Toinstall a new program from a floppy digk or CO-ROM
_

diive, click Install.
Inztall...

The following software can be automatically removed by
“windows. To remowve a program or to modify itz installed
components, zelect it fram the list and click
Add/Remove.

Belarc Advizor 5.0 S
Livellpdate 1.6 [Symantec Corparation]

Microzoft Internet Explorer € and Intermet Tools

Microzoft Office 2000 SR-1 Premium

Microzoft Outlook Express 5

Microsaft “Web Publishing Wizard 1.6

Microgoft Windows Critical Update Motification

Methdesting 3.01

Marton Antiviruz Corporate Edition LI

SddYEemayve.. |

ak. [} | Cancel | Lipnly |

1. OVERVIEW
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1.0 OVERVIEW UNINSTALLING QUEST LITE — WINDOWS XP

1.7.4 Windows XP Operating System

1. Using the mouse, hold the left-click down on the Start button, then Setting and then

Control Panel.

i Internet _) My Documents
Internet Explorer

E-mail 5 My Recent Documents #
Microsoft Outlook

fie]
= E_ Cuest Like ) My Music

_j) My Pictures

A —
sba Sources (ODBC) (2) s’ My Computer

Q My Network Places

Microsoft Access

d Windows Messenger

}g Paint
9) Help and Suppork
‘windows Media Player —~
e I) Search

All Programs D 5‘5 Run...

L

= Printers and Faxes

s start

B

Change or .
Remove 3 Microsoft Firewall Client Size 6.19M8
Programs
@ Micrasoft: Office ¥P Professional with FrontPage Size  504.00MB
. B Microsoft Producer Size 155.00MB
Add bew .% Mortan Antivirus Corporate Edition Size 13.12MB
RAEERE SF Quest Lite
Add/Remove
‘Windows
Zomponents

ﬁ (Quest Professional Size . |
8 Snaglt & Sige  11.59MB
ﬁ windows XP Application Compatibility Update[(319550]

ﬁ ‘windows ¥P Hotfix (SP1) [See Q307869 For maore information]

ﬁ windows ¥P Hotfix (SP1) [See Q308210 For more information]

ﬁ wwindows ¥P Hotfix (SP1) [See Q309521 For more information]

ﬁ wwindows XP Hotfix (SP1) [See Q310437 For more information]

ﬁ windows XP Hotfix (3P 1) [See (310510 for more information]

ﬁ wwindows ¥P Hotfix {SP1) [See ©311542 For more information] -

Close
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1.0 OVERVIEW

UNINSTALLING QUEST LITE — WINDOWS XP

4. Left-click with the mouse on the

appears.

Add or Remove Programs

:{) Are you sure you wank bo remove Quest Lite From vour computer?

[ es ] [ ] ]

Rernove

button. The Windows Installer window

5. Left-click with the mouse on the button. The uninstall process will
initiate.

6. Once the process has completed, in the Add/Remove Program Properties
window, Quest Lite will no longer display in the Add/Remove Program screen.

8 Add or Remove Programs

Change or

Remove
Programs

%

Add Hew
Programs

Add/Remove
Windows
Companents

Currently installed programs:

|'|i.:.EL LiveUpdate 1.7 {(Symantec Corporation)

Click here for support information.

Ta change this program or remove it From your computer, click Change/Remaove.

58 Microsoft Firewall Client

% Microsoft Office XP Professional with FrontPage

B Microsoft Producer

.% Morton Antivirus Corporate Edition

ﬁ! Quest Professional

(80 Snaglt &

ﬁl wWindows %P Application Compatibility Update[(319580]

ﬁl ‘windows P HotFix {SP1) [See Q307869 for more information]
ﬁl ‘windows P HotFix {SP1) [See Q308210 for more information]
ﬁl ‘windows P HotFix {SP1) [See Q309521 For more information]
ﬁl ‘windows P HotFix {SP1) [See Q310437 for more information]
ﬁ! ‘windows P HotFix {SP1) [See Q310510 for more information]

ﬁ! ‘windows xP Hotfix (SP1) [See Q311542 for more information]

B | T T Y W T Tt PR S VSRR Y-SR I, |

sk Used On 7 2
Change/Remove

Size 6.19MB

Size  504.00MB
Size  155.00MB

Size  13.12MB
Size  64.18MB
Size 11.89M6

I<

Close

7. Left-Click with the mouse on the
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2. SETUP

2. Setup

This chapter provides the step-by-step instructions for the initial set up of Quest Lite
following the installation.
2.1 Default Company Information
2.2 Users
2.2.1 Access User Screen
2.2.2 Add User
2.2.3 Edit Current User
2.2.4 Delete User
2.3 Security

2. SETUP
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2. SETUP

DEFAULT COMPANY INFORMATION

2.1 Default Company Information

This contains the company information used each time a bid file is submitted to RIDOT.
This information can be modified at anytime. By entering the company information here,
the information will not have to be entered for each bid submission. It is important to note
this information will not automatically be applied to each contract. To apply this
information to a contract, follow the steps provided in the Chapter “Steps to Bid
Submission”; Section “Apply Bidder Information to Contract”.

1. In the toolbar, left-click with the mouse on File and then Default Company
Information in the menu provided.

mss Quest Lite

File

Tool  Admin  Reports

Help Refresh

Cefaulk Company Information

Delete Conbrach

Exit

2. The Default Company Information screen appears. Enter the company’s information
by left-clicking once in any text field with the mouse and typing the corresponding
information with the keyboard. The fields on the screen that appear yellow shaded are
required fields and must be completed.

=t Quesst Lite: 2002-CB-012 : RECONSTRUCTION OF INTERCHANGE

File

Tool  Admin  Reporks  Help  Refresh

=lax|

@|@‘|Q]| |Legend: & lemClosed < ltemDeleted () ltem Open

M4 Mot Applicable |

Total: ${10.000.00

£

=} E CERTIFICATION OF BIDDING REQUIREMEL

- T138269; ADJUST WATER GATE BOXES T |
(3 7138300 ADJUST GAS GATE BOXES TO C
3 801 0101: GUARDRAIL STEEL BEAM SINGL
(¥ 802.0206: CHAIN LINK FENCE § STD 31.2.0
-3 804 0120 BITUMINOLS SIDEWSLK TYPE -1
(3 805.0110: GRAMITE CURE, QUARRY SPLIT
(3 8050118 GRANITE CURB, QUARRY SPLIT
- 805.0210: CEMENT COMCRETE CURB PREC.
(3 8050221 PRECAST CONCRETE TRANSITIO
(3 805.0250; PRECAST CONCRETE WHEELCHZ
(3 805.0600: BITUMINGUS CURBING R.1. STANI
- 806.0100: WATER FOR DUST COMTROL
{3 806.0200: CALCIUM CHLORIDE FOR DUST C
(3 914 5010 FLAGPERSONS
(3 814 5020 FLAGPERSONS - OVERTIME
¥ 919.0101: TESTPITS
(3 822.0100: TEMPORARY CONSTRUCTION Sh
- 929.0100: FIELD OFFICES 240 SQUARE FOC
@ 929.0300; CHAMP'S MANAGEMENT SYSTER
o 831 0110 CLEANING AND SWEEPING PAVE
(3 8320210 FULL DEFTH SAWCUT OF RIGID E
(3 935.0500; REMOYING BITUMINOUS SURF AL
(3 836.0110: MOBILIZATION
(3 937 0200 MAINTEMANCE AND MOYEMENT
(3 840.0100: TRAINEE MAN-HOURS
-3 LOT.0104: PLANTABLE SCIL 4 INCHES DEEF
3 L02.0101: GENERAL HIGHWA™Y SEEDING (T
(3 L02.9909: ROOT BARRIER
(3 LOG 9901: ACER PALMATUM ATROPURPEL
(3 TO5.9901: LIGHTING FOR BICYCLE PATH CL
3 T202014: 4 INCH EPOXY RESIN PAYEMENT
(3 T20 2016: B INCH EPOXY RESIN PAYEMENT
(3 LOB 9903 FRAXINUS LANCEOLATA MARSH
{r LD .9904: QUERCUS PALISTRUS, 2-21/1" C
i3 Addenda

- Anti-Collusion Cerlificate
3 DBE Affirmative Action Cetification
A Disclosure of Lobbying &ctivities —

{0 Stetus Cetification far: Debarment, Elicil
13 I

Y —

2. SETUP

 Default Company Information

001

= TES001

|:| = Inclicates reguired field

Companty Mame:

Company Officers:

Address 10 I

Address 2 I

CityTowen: I State: l— j P I—
Caounty: I Couritry: I

Phone: I ..

Fax; .. EMail I

Presicent:

ice Presidert:

Secretary:

Treasurer:

Set Default Data |
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2. SETUP DEFAULT COMPANY INFORMATION

3. When all information has been entered, left-click with the mouse on the

Set Default Data

button, located in the bottom-right part of the screen.

2. SETUP
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2. SETUP USERS-ACCESS USER SCREEN

2.2 Users

This allows the adding, editing, and deleting of users and their information, such as the
login name and password for Quest Lite.

2.2.1 Access User Screen:
1. In the toolbar, left-click with the mouse on Admin and then Users from the menu
provided. The Users table appears.

&, Users I =] Y

SHORT NAME LAST HAME FIRST NAME MI0 PHONE EXTENSION |FAX E-HAll
¥ [2as00 [cmin | acmin [a ] | | |

ms Quest Lite

File Tu:u:ull.ﬂ.dmin Reporks Help Refresh —>

M Close—]

Delete

Edit

Add

K1} |
Find by Last hams] ﬁl

Edit Delete: Close
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2. SETUP

USERS-ADD NEW USER

2.2.2 Add New User:
1. Left-click with the mouse on the Lt

| button, located at the bottom of the

2. SETUP

Users table. The Add User setup screen appears. To successfully add a user to
Quest Lite, data must be entered for the required fields, which are shaded
yellow.

x|
User ID oK I Cancel |

User Shart Mame:

|

Last Mame:

Firzt Mame: :

Miclclle: Mame: I

Phone: I—
Extension: I—

Fanc I—
E-Mail: I

Contact: I

Logon Mame I

Passyword I

Remember Pazsword m

Admin Role (AddEdit L=er, ul

Impoart'Expart)

Left-click with the mouse in each of the text fields and type in the information
using the keyboard.

Type in any other information as desired with the keyboard.

If the user would like for the program to remember their login name and
password when first executing Quest Lite, the Remember Password checkbox
should be left-clicked on, with the mouse, placing a checkmark in the box to the
right of the “Remember Password” label.

If the newly added user is allowed to access the Admin and Tool options on the
Quest Lite menu, the Admin Role checkbox should be left-clicked on, with the
mouse, placing a checkmark in the box to the right of the “Admin Role
(Add\Edit User, Import\Export)” label.

When completed, left-click with the mouse on the button in the top of
the screen.
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2. SETUP USERS-EDIT CURRENT USER

2.2.3 Edit Current User:
1. In the Users table, select the row of information to be modified by placing the
mouse in the gray box to the left of the user’s SHORT NAME and left-
clicking once.

Left-click with
mouse on the
user’s row

Edit
Button

1#] |
mbrl.a-uumi—@ a4 | o | pses | oo |

2. Left-click with the mouse on the % button, located at the bottom of
the Users table. The Edit User setup screen appears.

& Edit User Xl
Lizer I |11—| ITI Cancel |
Lizer Short Mame:

Last Mame: I.&dmin
First Mame: |sdmin
Miclclle: Mame: I;_\

Phone: I ..
Extension: I
Fax: I .o

E-hail: I
Contact: I
Logon Mame Iadmin
Pazzword Iadmin
Remember Password v
Admin Fole (Add'Edit User, I
ImportExport)

3. Double-left-click with the mouse in any text field containing information to be
changed and type in the correct information with the keyboard. Make the necessary

changes to each text field and left-click with the mouse on the button.
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2. SETUP USERS-DELETE USER

2.2.4 Delete User:
1. In the Users table, select the user’s row of information to be deleted by
placing the mouse in the gray box to the left of the user’s SHORT NAME and
left-clicking once.

Left-Click with
mouse on the
user’s row

Delete

lal |
T e Y| g9 | e | pees | o |

2. Left-click with the mouse on the % button. The Delete Member
attention box appears.

Delete Member

& Are pou sure you want to delete 'D_GOOT'?

3. Left-click with the mouse on the . button to confirm that the user

should be deleted from the User table.

2. SETUP
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2. SETUP SECURITY

2.3 Security

To enforce security it is highly suggested to create a unique username and password for
each user of the Quest Lite application.

To limit the number of users who have access to the user screen it is important to designate
an administrator. The administrator should be the only user who has access to the user
screen. This can be done by checking the Admin Role in the user screen for only the
administrator.

To change the login name and password for a user please follow the instruction provided

in chapter 2.Setup, Section 2.2 Users, Sub-Section 2.2.3 Edit Current User. This is located
on page 32.
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3. BID SUBMISSION STEPS

3. Bid Submission Steps

This chapter provides the step-by-step instructions and descriptions for a Bid Submission
to the Rhode Island Department of Transportation.

3.1 Import a File

3.2 Enter Bid Prices

3.3 Meet all Certification of Bidding Requirements (If Applicable)

3.4 Apply Bidder Information to Contract

3.5 Confirm Default Printer

3.6 Print the Bid Report

3.7 Export the Bid File

3.8 Follow Bidding requirements and conditions per Rhode Island

Department of Transportation and Rhode Island Department of

Administration’s Purchasing Division

3.9 Import Addendum File

3.9.1 Characteristics of Addendum Files

3. BID SUBMISSION STEPS



3.0 BID SUBMISSION STEPS IMPORT FILE

3.1 Import File

This function is used to import the contract file from Quest for creating the bid submission
file for a contract. This file will be distributed by RIDOT. The file will look similar to
this: CONTRACT RICNumber ADD-0 189.zip

1. In the toolbar, left-click with the mouse on Tool and then Import in the menu provided.
The Data Import box appears.

-F'_EI_ Data Import _ O] x|
[=]

g s e @ ] [hteret
M etworl,
Select Company
| []
=z Quest Lite Select Company Site

File | Tool Admin Reports Help  Refresh I j
Expork —>

Save s Excel File Sl Lt A

Cloze |

2. Left-click with the mouse on the button, located on the bottom of the Data
Import box. The Quest Data Import browser appears.

Quest Data Import EE

Look i | =5 3% Floppy (&) =] =4

CONTRACT_2002-PL-099_ADD-0_189.zip

File name: || Open

Files of type: | Zip Files [*.zip) =] Cancel |

[ Open as read-only

4
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3.0 BID SUBMISSION STEPS IMPORT FILE

3. In the browser, use the drop-down menu to select the drive or folder that contains the
contract. Look in the A: drive if the file was on a floppy disk or the drive that is
assigned to your CD-ROM if the file was on a CD. The contract will be a .zip file.

4. Left-click with the mouse on the file to highlight the contract, which will look similar
to CONTRACT RICNumber ADDO 189.zip

5. Left-click with the mouse on the button in the Quest Data Import

browser. A message appears informing you the file has been imported.

Data Import

& Filelz] imparted succesfully.

6. Left-click with the mouse on the L& A button in the Data Import message box.

7. Left-click with the mouse on the M button in the Data Import box.

3. BID SUBMISSION STEPS
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3.0 BID SUBMISSION STEPS

ENTER BID PRICES

3.2 Enter Bid Prices

This function is used to enter in the unit price for each item in the contract.

1. Left-Click with the mouse on the plus sign, # to the left of the contract to view the
information needed.

9 Contracts

2002-CB-012 : RECONSTRUCTION OF INTERCHANGE

e

l

% Contracts

1|

=SER? IJIJZ CHB-012 : RECONSTRUCTION OF INTERCHANGE

O 201 0402
201 .0403:
201 .0407:
201 .0408:
201 .0410:
201 0415
201 .0418:
201.0415:
201 .0810:
201 1081 6:
202.0100:
204.0100:
302.0100:
4071 .0100:
4071 .0200:
4071 .0300:
410.1000:
a1 .0103:
01 .5106:
701 .9301:
019302
70193035
701 .9304:
7019305
01 .9907:
01 .9308:
TO& . 9000:
07 000
F09.8103:
136265
¥13.8300:
301 .0101:
a0z .0206:
304 .0120:
q05.0110:
05.0118:
05,0210
0:5.02:21:

REMOYE AMD DISPOSE COMCRETE CURB

REMONWE AMD DISPOSE SIDEWALKS

REMONWE AMD DISPOSE PANVEMERT AMD RIGID BAS
REMOWE AMD DISPOSE FLEXIBLE PANEMEMT
REMONWE AMD DISPOSE CATCH BASIMG

REMONYE AMD DISPOSE GUARDRAIL ARD POST AL
REMOWE AMD DISPOSE HYDRAMNT

REMOWE AMD DISPOSE FEMCE

REMONWE AMD DISPOSE DIRECTIOMAL  WARMING, F
REMONWE AMD DISPOSE LIGHT STARDARD FOUMDE
EARTH EXCANWATION

TRIMbING ARD FINE GRADIMG

GRANVEL BORRCOWY SBBASE COURSE
BITUMIMNOUS BASE COURSE

BITUMIMNOUS SURF ACE COURSE TYPE -1
BITUMIMNOUS SURFACE COURSE TYPE -2
TEMPORARY PATCHING MATERISLITREMCHES
PORTLARND CEMEMT COMCRETE BASE

G IMCH GATE % ALVE AMD BOK

Fa&l 12" CEMEMT-LINED DUCTILE IROMN PIPE FOR WA
Fa&l 12" CEMEMT-LINED DUCTILE IROMN PIPE FOR WA

Fa&l12"¥12" TEE, DUCTILE IROMN PIPE FORWATER =

F&l10"10" TAPPING SLEEYE ANMD W ALUE A5SE
FURMISH & INSTALL NEW BREAKMWAY TYPE HYDR
F&l DUCTILE IROM PIPE FITTINGS, 45 DEGREE BERD
Fa&l10":10" DUCTILE IROM COMMECTING SLEEWE
PLUG &RD CAP PIPE ALL SIZES

ADJIST SAMTARY MARHOLE

FURMISH & IMNSTALL CEMEMT CORCRETE CLASS B
ADJIST WATER GATE BOWES TO GRADE

ADJUST GaS GATE BOXES TO GRADE
GUARDRAIL STEEL BEAM SINGLE FACE EARTH AR
CHAIM LIMK FEMCE 6" STD 31.2.0 OR 31.4 COMPLET
BITUMIMNOUS SIDEWALK TYPE -1 STAMDARD 43.2.
GRAMTE CURE, QUARRY SPLIT STRAIGHT, STAMNC
GRAMTE CURE, QUARRY SPLIT SPECIAL TRAMSITI
CEMEMNT CORCRETE CURB PRECAST STRAIGHT 5T

PRECAST COMCRETE TRAMSITION CURE STANDAR »

| o
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3.0 BID SUBMISSION STEPS ENTER BID PRICES

2. Left-click with the mouse on an item in the list and all items to be bid on will be
displayed on the right side of the screen.

4QUES|: Lite: 2002-CB-012 : REHABILITATION OF THE INTERCHANGE ) = iﬂ I_Z(_I
File Tool Admin Reports Help  Refresh

@l ‘\\fjl‘&gl | Legend: & ltemClosed 2< ltemDelsted  CrltemOpen M Mot Applicable | Total: $|U-UU |
Fjl}‘l 2002-CE-012 : REHABILITATION ﬂ i tem Htem Unit Bid Price Amount

i 20178403 REMOVE AND DISPC 5
|0 201 0407 REMOVE AND DIEY 001 201.0402  REMOWE AND DISPOSE COMCRETE CURB

STy 201.0409; REMOVE AMND DISPC
L 201 0410 REMOWE AND DISP 56500 LF $ 0.00 $0.00
-3 2010415 REMOVE AND DISPC
42 201.0418 REMCYWE ARND DISPe 002 2010403  REMOWE AMND DISPOSE SIDEWALKS
o0 2010419 REMOVE AMD DISPe
3 201 0610; REMOWE AND DISPC
e f23 201 0516 REMOWE AMD DISPt fro.00 =Y $ 0.00 $0.00
L 2020100 EARTH EXCAVATIC
£ 204.0100; TRIMMING AND FINE 003 201.0407  REMOWE AND DISPOSE PAVEMENT AND RIGID BASE
3 302 MO0 GRAVEL BORROW __|
3 4010100 BITUMINOUS BASE
“{Z3 401.0200; BITUMINOUS SURF£
Foi 4010300 BITUMNOUS SURFE | ngq 2010403 REMOWE AND DISPOSE FLEXIBLE PAVEMENT
3 4101000 TEMPORARY PATCI
2 801 0103 PORTLAND CEMENT
3 701 B106: 6 INCH GATE WALY 260000 SY % 0.00 $0.00
£ 701, 9901: F&112" CEMEMT-LIN
O 701 9902 Fal 5" CEMENT-LINE oos 201 0410 REMOYWE ARD DISFOSE CATCH BASIMNS
& 701 9903 F&112"%12" TEE, DL
3 7019904 FAI10"$10" TAPPIN
& 701 9905 FURNMISH & INSTALL UL $
i3 T01.9907: F& DUCTILE IROM P
i Ty 7019908 F&I 10710 DUCTIL
o TOB D000 PLUCG AND CAP PIRE
o3 TOTA000; ADJUST SEMTARY 48500 LF LY 0.00 $0.00

LT TN A0 FIRKISH & INRTﬂiIl;]
A l I 4

i3 [20119402. REMOVE AND DISPOSE CONCRETE cURB|___ Description  Quantity  Unit $0.00 (P % Q) $0.00

2,670.00 o $ 0.oo $0.00

0.00 $0.00

uils) 2010415 REMOWE AND DISPOSE GUARDRAIL AMD POST ALL TYPES

3. Left-click with the mouse in the yellow text box for each item. If the text box is
gray, this means that the price is set to the only acceptable bid price. This is set by
RIDOT and cannot be changed.

4. Type the bid price with the number pad and press the Enter key on the keyboard.
By pressing the Enter Key, the cursor will move to the next item price on the screen.

NOTE: If you do not push Enter the price will not be saved.
5. The list of items in the tree view will have an icon to the left. Yellow 2 means that

the item still needs a bid price. Green with a checkmark & means the item has a bid
price. The red # means that the item was deleted.
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3. BID SUBMISSION STEPS CERTIFICATION OF BIDDING REQUIREMENTS

3.3 Certification of Bidding Requirements (If Applicable)

The documents included here must be correctly answered for the bid to be completed.

These instructions are for all documents required by RIDOT for final bid submission as of

August 14, 2002. Additions, deletions, and/or revisions will be addressed on a contract-
by-contract basis.

1. Anti-Collusion Certification
a. Left-click with the mouse on the & sign to the left of
CERTIFICATION OF BIDDING REQUIREMENTS {4 view all required documents for the

contract.

El CERTIFICATION OF BIDDIHG REQUIREMENTS
E ----- i Anti-Collusion Certificate
----- ) DBE Affirmative &ction Certification
----- 3 Disclosure of Lobbying Activities
. i Status Certification for: Debarment, Eligibilty, Indictmerts, Convictions or Civil Judgements

b. Left-click with the mouse on the Anti-Collusion Certificate node in the tree view.

The following message window appears.

El CERTIFICATION OF BIDDIHG REQUIREMENTS

e Arti-Collusion Cerificate
- DBE Affirmative .ﬂ-.ct‘[%‘u Cerification

----- 3 Disclosure of Lobbying Activities

. i Status Certification for: Debarment, Eligibilty, Indictmerts, Convictions or Civil Judgements

l

Anti-Collugion Certificate for Contract and Force Account B

Conzent ta thiz document by the Contractar is mandataorny for the generation of &

Bid file that can be submitted the DOA Purchazing Department. It iz the responsibility
of the Contractor to read and understand the contents of this document it itz entirety,
The Contractor should understand that the party named in the document MUST be the
party that will sign the last page of the Bid Fieport.

Uze the scrollbar on the right side of the document frame to view the document. When
the bottom of the document iz reached, the Commit and option buttons will become
enabled. Select your choice and click the Commit button.

Do you wigh to proceed?

c. Left-click with the mouse on the : I button. On the right side of the

screen, the document will be displayed.

3. BID SUBMISSION STEPS
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3. BID SUBMISSION STEPS CERTIFICATION OF BIDDING REQUIREMENTS

d. Read the document by using the scroll bar. When you have finished reading the
document, use the bidder certification agreement options to choose I Agree or |

Do Not Agree.
_;.Quest Lite: 2002-CB-012 : REHABILITATION OF THE INTERCHANGE g = Iﬁ' I_)_Sj
File Tool Admin Reports Help Refresh
\Bl %E]I .@JI | Legend: @ ltemClosed 2 ltemDeleted  (CltemOper WA Mot Applicable | Total: $||]_|]|] |
e 905.0250; PRECAST CONCRE]_J
- {Jd 905,0500; BITUMINOUS CUREI Fevised: 412/2002 =
o {Jr 906,0100; YWATER FOR DUST
-+ B0B 0200: CALCIUM CHLORIDE ANTL COLLUSION CERTIFICATE FOR CONTRACT AND FORCE AC COUNT
{3 914 5010: FLAGPERSONS [Unsworn Declaration]
- 914 5020: FLAGPERSONS - O°
-2k 919.0101: TEST PITS Title 23, United States Code, Section 112(), requites, az a condition precedent to approval by
-0 922.0100; TEMPORARY CONS the Ditector of Public Roads of the contract for this work, that thete be filed an unsworn
{3 929.0100: FIELD OFFICES 240 declaration executed by, on behalf of, the person, finm, association, or corporation submitting
-i0h 929.0300; CHAMP'S MARAGER the bid certififing that such person, fim, associatiory, of corporation has not either ditectly or
<0 931 0110: CLEANING AND St indirectly, entered into any agreement, participated in any collusion, or otherwize taken any
-{Zd 9320210 FULL DEFTH S8 action, in restraint of free competitive bidding in connection with the submitted bid. This
- 935.0500: REMOYING BITUMIN unaworn statement shall be in the fomm of & declaration execufed under penally of perjury L.l
- 9360110 MOBILIZATION under the laws of the Whifed Stafes.
(23 937 0200: MAINTENANCE ANC
20 940 0100: TRAIMEE M AN-HCLIL To the: STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS
2 LO1.0104: PLAMTABLE S0IL 4 DEPARTMENT OF TRANSPORTATION, DIVISION OF PUBLIC WORKS
{20 L02.0101: GENERAL HIGHW A
(3 L02.9909: ROOT BARRER State of RI
(2 LOB.9901: ACER PALMATUM £ o ¢ KENT
(7 T08.8901: LIGHTING FOR BICY chald
(0 T20.2014: 4 INCHEPOXY RESI
-~ T20.2016: 6 INCH EPOXY RESI AR LELEE R RERIRRT
=} {5 CERTIFICATION OF BIDDING under penalty under the laws of the United States, do depose and say:
Anti-Coll Certificat
8 3 A?f:;':t?veiét';n ter || |00 benalf of DEMONSTRATION BIDDER, of WARWICK, REthat said Conteactor has not,
-2 Disclosure of Lobbying A either directly or indirectly, entered into any agreement, participated in any collusion, or ;1
Ll Status Certification for: De

Bidder Information =
ﬂ - @l | | AEREE {= [ D0 NOT AGREE Commit |
i

KN I

I Agree

I Do Not Agree
If you do not agree...

i. If you do not agree to the document, left-click with the mouse in the
circle to the left of “I Do Not Agree.”

Commit

ii. Left-click with the mouse on the button. The
following message appears.

Anti-Collusion Certificate for Contract and Force Account =]

@ Please be advised that as a resulk of disagresing with the contents af the

Anti-Collusion Certificate For Contract and Force Account document, a Bid File
for submission to the DOA Purchasing Department cannot be generated For this Contract,

Yes Mo |

iii. Left-click with the mouse button. A yellow dot & will
appear next to the Anti-Collusion Certificate node in the tree view
and the bid file cannot be generated and submitted.
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3. BID SUBMISSION STEPS CERTIFICATION OF BIDDING REQUIREMENTS

iv. To change the answer to “I Agree”, begin with the first steps for the
Anti-Collusion Document and follow the steps through “If you
agree....”

If you agree...

i. Ifyou do agree to the document, left-click with the mouse in the
circle to the left of “I Agree.”

Commit

ii. Left-click with the mouse on the button. The
following message appears.

@ By agreeing the Contractaor is acknowledging that said Conkractor has read and has
* accepted the contents of the Anti-Collusion Certificate For Contract and Force
Account document in its entirety, The party named in the document MUST be the
patty that will sign the lask page of the Bid Repork,

Failure o do so may resulk in the DISQUALIFICATION of the Eidl

Do o wish ko proceed?

iii. Left-click with the mouse on the | button. A green
checkmark & will appear next to the Anti-Collusion Certificate
node in the tree view.

iv. To change the answer to “I Do Not Agree”, begin with the first
steps for the Anti-Collusion Document and follow the steps through
“If you do not agree....”
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2. DBE Affirmative Action Certification
a. Left-click with the mouse on the DBE Affirmative Action Certificate node in
the tree view. The following message window appears.

El CERTIFICATIOHN OF BIDDIHG REQUIREMENTS
b @’ Anti-Colluzion Certificate
i+ DBE Affirmative Action Certificati
i) Disclosure of Lobhying .ﬂ.mivﬁiesﬁ
. 1 Status Certification for: Debarment, Eligibility, Indictmerts, Convictions or Civil Judgemerts

l

Disadvantaged Business Enterprise Affirmative Action Certification for Contractors and Consultants  [EJ

Conzent bo this document by the Contractor iz mandatory for the generation of a

Bid file that can be submitted the D04 Purchasing Department. [t iz the responsibility
of the Contractor to read and understand the contents of this docurnent in itz entirety.
The Contractor should understand that the party named in the document MUST be the
party that will sign the last page of the Bid Report.

Use the serallbar on the right side of the document frame to view the document. When
the battom of the document is reached, the Commit and option buttons will become
enabled. Select your choice and click the Commit button.

The DBE percentage for this Contract is 15.00%

Do wou wish to proceed?

b. Use the mouse to left-click on thex I button. On the right side of the

screen, the document will be displayed.

c. Read the document by using the scroll bar, when you have finished reading

the document use the bidder certification agreement options to choose I Agree

or [ Do Not Agree.
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_i.Quest Lite: 2002-CB-012 : REHABILITATION OF THE INTERCHANGE B = iﬂ I__)EJ
File Tool Admin Reporks Help  Refresh
§§| @I 'ﬁ‘@l | Legend: & ltemClosed 2K ltemDeleted ¢ rltemOpen M Mot dpplicable Total: $|U-UU |
(i3 8050250 PRECAST COMCRE] « |
-2 805 0800; BITUMINOUS CUREBI Fevized: 4122002 ﬂ
{3 9060 00 WATER FOR DUST
- 806 0200 CALCIUM CHLORIDE SPECIAL PROVISIONS
{3 3145010 FLAGPERSONS
) 9145020 FLAGPERSONS - O DISADVANTAGED BUSINESS ENTERPRISE
. 919.0101: TEST FITS AFFIRMATIVE ACTION CERTIFICATION
£ 9220100 TEMPORARY CONS FOR CONTRACTORS AND CONSULTANTS

{3 9290100 FIELD OFFICES 240
- 9290300 CHAMP'S MANAGE
0 A3 A0 CLEANING &MND Sy
{3 932.0210; FULL DEPTH S
{3 9350500 REMOMING BITUMIN
- AEE. 0110 MOBILIZATION
{3 93T 02000 MAINTEMARCE AN
o 40,0100 TRAIEE MAN-HOLI
{3 L0004 PLAMTABLE SOIL 4
- L0201 GEMERAL HIGHA
{3 L0Z 9909 ROOT BARRIER
- LOG.9901: ACER PALMATIM £
{2 TOB.9901: LIGHTING FOR BICY
- T20.2014 4 INCH EPCHY RESI
-0 T20.2016: 6 INCH EPCHY RESI
E CERTIFICATION OF BIDDING
L Anti-Collusion Certificate

With respect to the above muwmbered project, [ hereby certify that I am the PRESIDENT
atd duly authotized representative of DEMONSTRATION BIDDER

whose address is 123 MAINSTREET

WARWICE RI, 62889

1 do hereby certify that it is the intention of the above organization to affirmatively seek out and
cotsider Disadvantaged

Business Enterprises to participate in this contract as contractors, subcontractors andior
suppliers of matetials and services. I

agree to comply with the requirements of the U3, Department of Transportation's re gulations 49
CFF Part 23

1 understand and agree that any and all contracting in connection with this contract, whether
unidettaken priot to or

&) E'E affirmative Action Ce Subsequently to award of contract, will be in accordance with this provision. I also understand
{2 Disclosure of Lobbying Ac and agree that no cottracting i
Ty Status Certification for: De ik s ey ! rom i ; — e
------ Bidder Information —
ﬂ - @ | 7| SEREE {5 | DO NOT AGREE Cammit |
4 | I 3

I Agree
I Do Not Agree

If you do not agree...

i. If you do not agree to the document, left-click with the mouse in the
circle to the left of “I Do Not Agree.”

Commit

1. Left-click with the mouse on the button. The
following message appears.

Disadvantaged Business Enterprise Affirmative Action Certification for |

Disadvantaged Business Enterprise Affirmative Action Certification For
Cantrackors and Consultants docurnent, a Bid File For submission to the
DA Purchasing Deparkment cannok be generated For this Contract,

® Flease be advised that as a result of disagreeing with the contents of the

fes Mo |

iii. Left-click with the mouse on the button. A yellow dot

will appear next to the DBE Affirmative Action Certification node in
the tree view and the bid file cannot be generated and submitted.
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iv. To change the answer to “I Agree”, begin with the first steps for the

DBE Affirmative Action Document and follow the steps through “If

you agree....”

If you agree...

i. Ifyou do agree to the document, left-click with the mouse in the circle
to the left of “I Agree.”

Commit

ii. Left-click with the mouse on the button. The
following message appears.

Disadvantaged Business Enterprise Affirmative Action Cerl rification

By agreeing the Contractaor is acknowledging that said Contractor has read and has
accepted the contents of the Disadvantaged Business Enterprise Affirmative Action
Certification for Contractors and Consultants document inits entirety, The party
named in the document MUST be the party that will sign the last page of

the Bid Repart,

Failure ko do so may result in the DISQUALIFICATION of the Eid!

Do ol wish to proceed?

Yes Mo

iii. Left-click with the mouse on the &

I button. A green

checkmark & will appear next to the DBE Affirmative Action
Certification node in the tree view.

iv. To change the answer to “I Do Not Agree”, begin with the first steps
for the DBE Affirmative Action Document and follow the steps
through “If you do not agree....”
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3. Disclosure of Lobbying Activities Document

a. Left-click with the mouse on the Disclosure of Lobbying Activities Document node
in the tree view. The Lobbying Disclosure Activities Form message box appears.

El - CERTIFICATIOHN OF BIDDING REQUIREMENTS
- @ Anti-Collusion Certificate

.’ DBE Affirmative Action Certification

i Disclosure of Lobbying Activities

i Status Certification for: Debarment, Eligibility, Indictments, Convictions or Civil Judgements

’

Lobbying Disclosure Activities Form R EI

Az the Bidder, | certify that no Federal Appropristed funds have or will be paid by

on behalt of the prospective hidder, to any individual or entity for the purpose of
influencing or attempting to influence any Federal Agency, employee or officer thereof
in connection with the sawarding of any Federal contract, the making of a Federal grant
grant or loan, or any other form of & contractual neture.

\I
e

| Do Mot Certify Cancel

If you certify...

| Certify

i. Left-click with the mouse on the L 4 button in the Lobbying
Disclosure Activities Form message box. A new message box will
appear.

: Lobbying Disclosure Activities Form

Have any funds other than Federal Appropriated Funds been paid For the purpose of

Q influencing any Federal Agency, employes, or officer thereof?

Yes Mo

If there are other funds to report...

1. Left-click with the mouse on the
Lobbying Disclosure Form will appear.
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Complete this form to disclose lobbying activities H
pursuantto 31 U.S.C. 1352 - 0348 - 0046

1. Type of Federal Action: 2. Status of Federal Action 3. Report Type:
" a contract = a. hidiofferfapplication = &, initial filing
= b, grant = h. initial award = b, material charge
™ ¢ cooperative agreemert = . post-award
 d. loan Far Material Change Only:
= e loan guarantes WESr |2002 :I guarter I j
1. loan insurance e o e et |
4. Mame and Address of Report Entity: 5. If Reporting Entity in Mo. 4 is Subavwardee, Enter

Mame and Address of Prime

(Mame) (Mame)
| |
[Address) [Address)
| | -
(i) [State) (i) (State)
= Prime Tier, it kniowwn:

(7Y " Subawardee I (TP

Congressional District, if known: Congressional District, if known:

6. Federal Department Agency: 7. Federal Program MName/Description:

CFDA& Number, if applicable: I

§. Federal Action Murnber, if knowen: 9. &wvard Amount, it known

$0.00

e | [elete | Save | Cancel | @l = < = :||

2. Left-click with the mouse on the Megwl button and fill in
the information for each lobbying activity.

3. When completed entering the lobbying activity, left-click

with the mouse on the \il button.

4. If there is more then one lobbying activity to report, left-

click with the mouse on the __" | button again and
follow the steps above.

5. To view each lobbying activity reports, left-click with the

= =

o | = | )
mouse on the scroll buttons to view each
document.
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If there are not other funds to report...

1. Left-Click with the mouse on the L button.

2. An N/A sign will appear to the left of the Disclosure of
Lobbying Activities node in the tree view.

..... IR D= closure

of Lobbying .-'l.I:fti'-.-"rtie:z:

If you do not certify...

i, Left-Click with the mouse on the /22NECEY | o in the Lobbying
Disclosure Activities Form message box. The following message appears.

Lobbying Disclosure Activities Form y ﬂ

By acknowledging that Federal Funds are being used for Lobbuwing Activities,
khe Cantrackar will nok be allowed ko bid on this Conkrack,

ii. Because federal funds are being used or will be used for any lobbying
activities, a bid cannot be submitted for this contract. A 4k will appear to the
left of the Disclosure of Lobbying Activities node in the tree view.
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4. Status Certification for Debarment, Eligibility, Indictments, Convictions or Civil
Judgments

a. Left-click with the mouse on the Status Certification node in the tree view. The
following message window appears.

=[5 CERTIFICATION OF BIDDING REQUIREMEHTS
@ Anti-Collusion Certificate

------ @’ DBE Affirmative Action Certification

N4 Disclosure of Lobbying Activities

D) Status Certification far: Debarmernt, Eligibilty, Indictmerts, Convictions or Civil Judgements

!

Certification Regarding Debarment, 5uspensiun,=-an:1'i"' L espon: E}

@ Cansent ko this document by the Cantrackar is mandatary For the generation of a
L Bid file that can be submitted the D24 Purchasing Department, It is the responsibility
of the Contrackar to read and understand the contents of this document in its entireky.
The Contractor should understand that the party named in the document MUST be the
party that will sign the last page of the Bid Report,

Use the scrollbar on the right side of the document Frame to vigw the document, \When
the bottom of the document: is reached, the Commit and option buttons will become
enabled, Select vour choice and click the Commit button,

Do ywou wish ko proceed?

b. Left-click with the mouse on the
the document will be displayed. Read thoroughly the document.

c. Read the document by using the scroll bar, when you have finished reading the
document use the bidder certification agreement options to choose I Agree or I Do
Not Agree.
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i Quest Lite: 2002-CB-012 : REHABILITATION OF THE INTERCHANGE g == x|
File Tool Admin Reporks Help  Refresh
@l @I '&:]I | Legend: &F ltemClosed 2K ltemDeleted ¢ rltemOpen M MotApplicable | Total: $|U-UU |
o d 8050250 PRECAST CONCRE'IA
-2+ 8050600 BITUMINOLIS CUREI CERTIFICATION REGARDING DEBARMENT, SUSPENSION, -
= 200 IO WA TER FOR BT AND OTHER RESPONSIBILITY MATTERS
: "g gfiggfg Eﬁ‘:éL“E“QEQ;ER'DE PRIMARY COVERED TRANSACTIONS
-2 914 .5020; FLAGPERSONS - O
2 8 312231 310 iifnlggiw s In accordance with the code of Federal Regulations, Part 49 CFR Bection 29.5 10, the prospective
{3 929,000 FIELD CFFICES 240 : i
atti t
{23 9290300 CHAMP'S MANAGE! T
: 8 gg;g; g E:Ef’;';ﬁ S’;iﬁc’“ MARISA CHANDLER, PRESIDENT, heing duly swoen (of under penalty
2 8 gg:gf?g ;Eh;ﬁ_ﬂiilggumw of petjury under the laws of the United States), certifies to the best of hisfher knowledge and
o 93T 0200 MAINTERMARCE ANC belief, that its principals:
-2 940.0100; TRAINEE MAN-HCUI
2 8 ::31_31 314 ZII_E?JE;:ELI—I;GSI—ORES (a) &re not presently debarred, suspended, proposed for debarment, declared
B Bpan ineligible or voluntatily
: 8 tgéggg? T\EERT EEI_RRTESUM 4 Excluded from covered transactions by any Federal department or agency;
-3 T Samororaet |11 v e it ittt
B el had a civil jud, t
w3 T20.2016: B INCH ERCY RES & da Cld Ju. gmethn £ SEe £ frand minal off :
L:i e rendered ag@;t hen} for commission of fraud or a criminal offense in
r o3 111 taitiir
LD AnticCollusion Certificate comec_ S b ° : gﬂrf : b 4 5 1 .
B A maie Aot Ol attempting to Z tait, ot;]}ae ormitng a public (Federal, State o local) transaction
i ) ot contract under a public
: *Q Disclasure of Lobbying Ac transaction;, violation of Federal or State antitrust statues or commission of LI
------ Bidder Information -
d [z} |  vES o comeit |
4 I I 4
Yes
No
If No...
i. If there are no exceptions to this document, left-click with the
mouse in the circle to the left of “No.”
Commit
ii. Left-click with the mouse on the button. The

Certification Regarding Debarment, 5uspensiun,:.aﬂﬂ

following message appears.

The party named in the document MUST be the party that will sign the last
page of the Bid Report.

Failure to do so may result in the DISQUALIFICATION of the Eid!

Do wou wish to proceed?

P By answering MO the Contractor is acknowledging that said Contractor has read and
- cettified the stakements of the Certification Regarding Debarment, Suspension, and
Other Responsibility Matters Primary Covered Transackions document in its entireky,

=

Mo
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iii. Left-click with the mouse on the:: d button. A green
checkmark & will appear next to the Status Certification for:
Debarment, Eligibility, Indictments, Convictions or Civil Judgments
node in the tree view.

If Yes...

NOTE: If there are exceptions to report, you must be sure to include an
explanation of the exception(s) in the bid submission.

i. Ifthere are exceptions to this document, left-click with the mouse in
the circle to the left of “Yes.”

Commit

ii. Left-click with the mouse on the button. The
following message appears.

Certification Regarding Debarment, Suspension, and 0 Respon x|

By answering YES the Contrackor is acknowledging that said Contractor is unable
ko certify one or more of the statements in the Certification Regarding Debarment,
Suspension, and Other Responsibility Matters Primary Covered Transactions document,

The Contrackar must therefare atkach a document listing all exceptions ta the
statements conkained in this certification. For any exceptions noted, indicate in

wour attachment boowhom it applies, the initiating agency, and the dates of the
ackion. Providing False information may result in criminal prosecukion or adminiskrative
sanctions!

The party named in the document MUST be the party that will sign the last
page of the Bid Report,

Failure ko do so may resulk in the DISQUALIFICATION of the Eidl

Do o wish to proceed?

iii. Left-click with the mouse on the = =i| button. A green
checkmark & will appear next to the Status Certification for:
Debarment, Eligibility, Indictments, Convictions or Civil Judgments
node in the tree view.
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3.4 Apply Bidder Information to Contract

This function applies the information that was entered in the Default Company
Information. To enter the Default Company Information, refer to the instruction in Chapter
2. Setup, Section 2.1 Default Company Information, located on page 28. If any changes
are made to the Contract Bidder Information, the changes will only be applied to the
contract and not to the Company Default information.

1. Left-click with the mouse on the @ Bidder Information jcon in the tree view and the
Bidder Information will be displayed on the right of the screen.

- Contract Bidder Information
oo1 = TESDODM [ = Indicates required field
Company MName:
Addreszs 1 I
Address 2 I
City o I State:; | j ZIP; I
Courty: I Countriy: I
Phone: I — Fau: I — Ehdail; |
Contact: I
Dizcipline: !
Authorized Signatary: IPresident ;I
Sigratary Mame: I
Bid Surety: I
Flease he advised that the party listed as the Authorized Signatory MUST be the
party that will zign the last page of the Bid Report.
Failure to do so may result in the DISQUALIFICATION of the Bid!
Apply Changes Get Default Data
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2. To retrieve the default company information (This was entered through the Default

Get Default Data

Company Information in the toolbar), left-click with the mouse on the

button. The Company Information will populate the Bidder Information Fields.

~Contract Bidder Information

oo1 = TESOD1 [] = Indicstes required field

Company Matme: DEMORSTRATION BIDDER

Addrezs 1 i1 23 MalN STREET

Address 2 I

ity Towen: IW.E.H'.MCH State: IHI_:I P Im
Courty: IKENT Courtry: ||_|5g

Phore: [a01-275-5840  Fax [401.275-5843  EMail [aUEST@PLEXUSCORP.COL
Contact: I

Dizcipline: I

Authorized Signatory: IF‘resident j
Signatary Mame: MRz CHANDLER

B Surety: I

Fleaze he advized that the party lizted as the Authorized Signstory MUST be the
party that will sign the last page of the Bid Repart.

Failure to do so0 may result in the DISQUALIFICATION of the Bid!

Apply Changes Get Default Data

3. The authorized signatory must be selected.

1. Use the drop-down menu to select the appropriate signatory.

President j
President

Authorized

Signatory Mame: |
Mice-Presidert
Secretary

Treasurer
Authorized Zignatary

Bid Surety;

ii.  Select an officer from the menu provided by left-clicking with the mouse on the

Signatory Name in the menu.
iii.  If Authorized Signatory is selected, use the keyboard to type the Name and
Title for the Authorized Signatory.
iv.  If any other officer was selected, the name field will automatically populate
with the officer’s name.
v.  The bid surety must be entered.
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vi.  To save the company information to the contract, left-click with the mouse on

the Apply Changes button.
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CONFIRM DEFAULT PRINTER

3.5 Confirm Default Printer

It is important to set the printer that will be used to print the report as the default printer. If
the report is sent to a different printer other then the default printer, text may be cut off due
to a different printer’s margin settings.

1. Left-click with the mouse on the Start Button, then Select Settings, and then Printers.

3 hetmcek end Did-up Cornactions:

2 rashoa st ..

2. Right-click with the mouse on the Printer Icon. Select from the menu Set as Default

Printer.

=10l x|

J File Edit ‘“iew Favorites Tools  Help

J 4= Fack ~ = ~ | ‘hsearch Y Folders £ #History ||E’ P il ﬂ| »

J Addrass Prinkers

| Peo | |Links ?

L

Printers

= | MName £

| Documents

Canon ikR330-400 PCL on BOB
Documents: 0
Status: Ready

Model: Canon iR330-400 PCL

,@ &dd Printer

@.ﬁ.crnbat Cistiller
£ L Canon iR330-400 PCL on
&0 Calor Printer 111

@Fax

8P Desklet 895Cse

"~ Chp deskjet 960c series SH

EHHP LaserJet 5000 Series F

i R1 |

@. Specifies that the selected printer is the default printer,

Prinking Preferences. .,

Pause Prinking
Cancel all Documents

sharing...

Create Sharkouk
Delete

Propetties
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3.6 Print Bid Report

The Bid Report can only be viewed once all bid prices have been entered, contract
documents have been correctly answered and company information has been applied to the
contract. To view the report information before all the requirements have been met please
follow instruction in Chapter 4. Added Features, Section 4.2 Create a Draft Report located
on page 68.

1. In the toolbar left-click with the mouse Reports and then Print Bid Report in the menu
provided. The Bid Report will display on the screen.

mia Quest Lite

File Tool Admin | Reparts Help  Refresh

Print Draft Report |

Qe
|!xl§‘amj<<|_|¢n o

State o Rl bl sl Prosbdmss:

Cloze

| % & & T2 -

vamwl

e e i st s i s, e

2. To print the bid report, left-click with the mouse on the & symbol, located in the
upper-left hand corner of the Report print preview. . A Print Dialog Box similar to the
below picture will display.
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[rE————

2lx
General | Fage Setup I Finizhing I Paper Source I [uiality I
— Select Printer
%] Add Printer @CD Color Printer II1
ClFax
E#HP Desket B95Cse
|« | i
Statusz Ready
Location: : :
: Find Frinter... |
Comment;
—Fage Range
e A Mumber of copies: |1 3:
7 Selection: € Eurent Fage
" Pages: I'I [T Collate ! H
Enter either a single page number or a single Iﬂ
pade range. For example, 512
Frint I Cancel

3. Left-click with the mouse on the button.
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3.7 Export Bid File

This function is used to create the bid file that is required to be submitted to the Rhode Island
Department of Administration’s Purchasing Division as part of the bid proposal.

1. Select the contract to be exported by left-clicking with the mouse on the contract
name in the tree view.

_i. Quest Lite: 2002-PL-099 : TRANS

File Tool Admin Reporks Help Re
@l@l@al |Legend: & lten

Contracts |

i wuz-ﬂ-naa : TRAHSFER OF 5

201.0302 CUTTING 2MD D |

2. In the toolbar left-click with the mouse on Tool and then Export in the menu
provided. The Bidder Information Disclaimer message box appears.

Bidder Information Dizclaimer

=z Quest Lite - _ _
Q By proceeding with this action, the Contractar is assuming all legal respanzibility

File | Tool Admin  Reports ta the accuracy of all Bidder information and all Certification Documentation.

Should the Contractor knowingly submit False information, let it be known that they
| m will be prosecuted ta the full extent of the law.
Impoark . .

Click ves to proceed, click No to cancel.
Save As Excel File

i o |

3. Left-click with the mouse on the L J button for the Agreement Option. If No
is selected, the bid file will not be generated. The Data Export box appears.
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£ Data Export M=]

= Local Area
o etk @ € [ termet

Select Location To Export

Drive Menu\_g p—— File Path
: e

Select Data Files To Export

2002-PL-035: TRAWSFER STATION FOR NEW ROA

Checkbo

Cloze |

| v

4. Using the drop-down menu, select the appropriate drive and path to specify where the
contract bid file will be exported.

5. Left-click with the mouse in the blank square to the left of the contract to be exported.
There will now be a check mark placed here. All files with checkmarks will be
exported to the specified path.

6. Left-click with the mouse on the m button. A confirmation message will
appear to state the export was successful.

Note: Please note the name of the contract and where it was exported

™ Bid Proposal File x|
You have successiully crested s Bid Proposal File for
Cortract
LY
Contract Name 123 Sampls Contract
tathe pathname:
File Path aCONTRACT_123_ADD-0_236 zip

Please confirm that the file exists on a floppy disk or CD
sutable for submission to the DOA Purchasing Division.

7. Left-click with the mouse on the button.
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3.8 Follow Bidding Requirements & Conditions per Rhode Island Department of
Transportation and Rhode Island Department of Administration’s Purchasing
Division
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3.9 Import Addendum File

This function is used to import the contract addendum file from Quest for creating the bid
submission file for a contract. This file will be posted on Rhode Island Department of
Administration’s Purchasing Division web site and be available for download or Rhode
Island Department of Transportation may elect to provide the file on a CD. The file will
look similar to this: CONTRACT RICNumber ADD-2 189.zip

a. In the toolbar, use the mouse to left-click on Tool and then Import in the menu
provided. A Data Import box appears.

5= Data Import - 0] x|

- Local Area
v A m 1 [tertet

Select Comparny

| [
_i.uuesl: Lite Select Company Site

Filz | Tool Admin  Reports Help  Refresh I j

Expork

- >
M Select Data File(s)
Save hs Excel File

Cloze |

2. Left-click with the mouse on the Liw I button. The Quest Data Import browser

will appear.
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Quest Data Import e

Lack in: Ia 05 A1 Databases j &= cF El-

FTCONTRACT Z002-CE-012 ADD-1 552.2ip.

Open I
Cancel |
&

File name: I

KIEY

Files of type: IZip Files [*.zip]
[~ Open as read-only

3. In the browser, left-click with the mouse on the drive or folder that contains the
contract. Look in the A: drive if the file was on a floppy disk, or the drive that is
assigned to the CD ROM if the file was on a CD, or the folder where the file was
downloaded. The contract will be a .zip file.

4. Left-click with the mouse on the file to highlight the contract, which will look similar
to CONTRACT RICNumber ADD2 189.zip

5. Left-click with the mouse on the button in the Quest Data Import
browser. The status bar will display the progress of importing the file. A message box
will appear informing you the file has been imported.

Data Import

& Filelz] imparted zuccezfully.

6. Left-click with the mouse on the L& A button in the Data Import message box.

7. Left-click with the mouse on the % in the Data Import box.
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3. BID SUBMISSION STEPS IMPORT ADDENDUM FILE - CHARACTERISTICS

3.9.1 Characteristics of Imported Addendum Files

After importing the most recent bid file for a contract Quest Lite will display in the tree
view any addenda to the contract and what was changed in the addenda if applicable.

To view the addenda to the contract when applicable:

1. Left-click with the mouse on the @ sign to the left of the & Addenda jcon in the tree
view. The tree view will expand to display each of the Addendum Folders.

s @’ LOG 9502 PINUS STROBUS, WHITE PIME, 5-6', BE

+.-2 Addenda
- 153 CERTIFICATION OF BIDDING REQUIREMENTS
o @ Arti-Collusion Certificate

2. Left-click with the mouse on the & sign to the left of the [ Addendum jcon in the tree
view. The category folders containing the addendum information appear below the
Addendum’s name.

=-8 Addenda

: E@ Addendum: 1

A Contract Documents

B. Cther tem Changes

C. Contract Dates

[, Cther Contract Changes

3. To view the specific change, left-click with the mouse on the # sign to the left of one
of the sub-addendum folders such as*Ed 4. tortract Dacuments

£-2 Addenda
: E% Addendum: 1
-8 Contract Documents
T% 1. Dizclosure of Lobbying Activities
B. Cther tem Changes
. Cortract Dates
D Other Contract Changes
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IMPORT ADDENDUM FILE - CHARACTERISTICS

4. A specific change will appear below the folder. All changes are marked with a

® dot. Left-click with the mouse on any change listed. The Addendum Information
window appears on the right side of the screen.

Addendum
Notes

E@ Addendum: 1

A Contract Documents

1. O ure of Labbyi
BEther tem Changes

C. Cortract Dates

D. Cther Cortract Changes

Description
of specific
change

T

- Addendum Information

Contract: 2002-PL-099 : TRANSFER SALT STORAGE FACILITIES

Adddendum: E Dste Crestect: 05/2472002 Date Posted 05/31/2002
hlotes:
[mddendum 1
[% o Informati
A. Contract Documents
‘ 1 ‘ Disclosure of Lobhying Activities ‘
[Disclosure of Lobhying Activities Cortract document added. |-

5. In the lower part of the window the Attachment Information window will display the

exact change that occurred to the file. In this example, the Disclosure of Lobbying

Activities Contract was added.
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4. Added Features

This chapter provides the description and the step-by-step instructions for added features
provided in Quest Lite.

4.1 Create Excel File
4.2 Create Draft Report
4.3 Delete Contract

4.4 Refresh
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4.1 Create Excel File

This function is used to export the current item information into an Excel file The Excel
spreadsheet will display the item’s sequence number, item code, item description, item’s
total quantity, item’s bid price, and the total amount for the item (Quantity * Bid Price) for
the contract into an Excel file.

NOTE: This function is only applicable if Microsoft Excel 7.0 (Office 97) or higher is
installed on your computer.

1. Left-click with the mouse on the contract in the tree view.

{3 Contracts
- [2 20!];-::3-012 : RECONSTRUCTION OF INTERCHANGE

2. In the toolbar left-click with the mouse on Tool and then Save As Excel in the menu
provided. A window will appears allowing to select where the excel file should be
saved.

mg Quest Lite

File | Tool #Admin Reports Help Refresh

Expark
Irnpork

Save &s Excel File

'

: - & & = [E =

File name: ICDNTHACT 2002-PL-099. =l= Save I
Save as bype: IE:-cc:eI Filzs [*.xlz] LI Cancel |
i

3. Select the correct path and left-click with the mouse on the button.
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4. A confirmation message appears to inform you that the excel file has been created.
This file can now be viewed using Microsoft Excel 7.0 (Office 97) or higher.

Save as Excel file x|
Contract 2002-PL-099 saved ko file
CDocuments and Settingsitest Deskiop \ CONTRACT 2002-PL-099, xS

5. Left-Click with the mouse on the L
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4.2 Create Draft Report

This report can be generated at anytime during the process of the bid submission. This
report can be generated at any time in the bid process for a contract. There is a watermark
on this report therefore this report cannot be submitted to RIDOT with the bid file. The
Bid Report must be submitted.

Before attempting to print a report, follow the steps below to ensure the correct default
printer has been selected to ensure the report will generate with the correct margins. If the
report is sent to a different printer other then the default printer, text may be cut off due to
a different printer’s margin settings.

1. Left-click with the mouse on the Start button, then Setting and then Control Panel.

Open Office Document

oza| Programs »

Favorites L4

Documents 4

Settings Contral Panel

Erinters
Taskbar & Start Menu. .
Eolder Options...

Active Deskiop L4

Windows Update. ..

Log Off Debarahl0l...

Shut Down...

2. Right-click with the mouse on the icon for the printer to be used in printing the report
and select from the menu Set as Default Printer.
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Bipanters =10l

J File Edit Wiew Fawvorites Tools  Help |

J $=Fack ~ = - [1] | ‘Chsearch LY Folders ¢ #History ||E 0 5 15 |

J.ﬁ.ddress I Printers ﬂ @G':' |J Links **
- ;.JIJ | pame ¢ | Diocuments
P.I:II:I Printer
e @.ﬁ.cruhat Diskiller 0

= Canon iR330-400 PCL on
4D Color Printer 111
Canon iR330-400 PCL on BOB @Fax

Printers

@HP Desklet 595Cse Printing Preferences. ..
Documents: O — ; ;
@hp deskjet 960c series SH T
Status: Ready GBHP LaserTet 5000 Series f | oose Frinking
Cancel All Documents
Model: Canon iR330-400 PCL
~|4] | Sharing. ..
@ Specifies that the selecked printer is the default printer. S SRl
Delete
Properties

3. In the toolbar left-click with the mouse on Reports and then Print Draft Report in the
menu provided. The Draft Report will display on screen.

mia Quest Like

File Tool Admin Repnrts Help Refresh

Prink Bid Repart t\l\ r

Dhe.
%2 e T
Fore

Cloze

| % & & "= o

Frewview |

4. ADDED FEATURES 69



4. ADDED FEATURES CREATE DRAFT REPORT

4. To print the draft report, left-click with the mouse on the & symbol, located in the
upper-left hand corner of the Report print preview. A Print Dialog Box similar to the

below picture will display.

General |F'age Setupl Finishingl F'aperSu:nurceI Dualit_l,ll

— Select Printer
#idd Printer @ CD Color Printer I1I
@F\crobat Distiller @Fax
i B EHP Desklet 595Cse
4 | i

Status: Ready
Location;

: Find Frinter... |
Comment;

—Page Range

" Al Murnber of copies: |1 3:

T Selection ) Eunent Page

" Pages I'I [T Collate E H
Enter either a zingle page number or a zingle Ijl

page range. For example, 5-12

Frint I Cancel

5. Left-click with the mouse on the button.
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4.3 Delete Contract

This function will delete a contract from Quest Lite. It is important to note that once a
contract has been deleted it can not be restored.

1. Left-click with the mouse on the contract you want to delete in the tree view.

a Contracts
-3 2002-CB-012 : RECONSTRUCTION OF INTERCHANGE

2. In the toolbar left-click with the mouse on File and then Delete in the menu
provided. An alert message appears asking if you are sure you want to delete the

contract.

-i-ﬂuesl: Lite: 2002-CB-012 : RECONSTRUC
File Tool Admin Reports Help  Refresh

Default Company Information

Ezit i

Delete Contract 2002-PL-099 : TRANSFER STATION FOR NEW ROAD |

WARMIMG: Deleted Contracts cannot be restared|
Do pau wizh ko delete Contract 2002-PL-099 : TRAMSFER STATION FOR MEW ROAD ?

3. Left-click with the mouse on the button.
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4.4 Refresh

This will refresh the tree view to the left of the screen to display any user changes.

1. Left-click with the mouse on Refresh in the toolbar.

mia Juest Like

File Tool Admin Reports Help Refresl‘t

2. The tree view will refresh and show the most up to date information based on what
information the user has entered.
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