GUIDE TO USING THE DIGITAL PLANROOM AS A BASIC USER

VISITING MSD’S DIGITAL PLANROOM

From the MSD homepage, click on the “Engineering, Construction, Other” link under Current
RFP’s, RFQ’s, Bids

P ) Search MSD

o _ | All Organic Fertilizer |
Louisville / Jefierson Counly Matropolitan Sewer District ar
Current RFPs, RFQs, Bids = News & Events SESSSRSSSRN VYET WEATHE
* Purchasing , 2004 MED Annual ' * ‘Watershed hial
+ Engineering, Construction, Report released * Resource Man

Othet February 2005 MSD Frocess
' + and more...

Update released

OR go to www.msdbids.com

10f 10



GUIDE TO USING THE DIGITAL PLANROOM AS A BASIC USER

Click on the Engineering/Construction/Other Bids and Requests for Proposals/Qualifications link

=
f} MSD BIDS / RFPs / RFQs

Louisville [ Jeffarson County Matropolitan Sewaer District

MSD's Planroom
Options Louisville/Jefferson County Metropolitan Sewer District Planroom

MSD Horme Welcome to the “MSD Planroom™ where the Louisville and Jefferson County Metropolitan Sewer District
{MSD) advertises all procurements far construction, services and various purchasing related commadities

Eng/ConstiOther Bids that are required to be publicly advertised in accordance with MSD's Procurement Regulations and Kentucky

Instructions Revised Statutes. MSD splits the display ofthe ads into two areas of interast dwith links):

Purchasing Bids Engineering/GonstructionOther Bids and Requests for ProposalsiGualifications

FProcurement Requlations
CiverseVworks Prodratm
Frivacy Motice

Furchasing Bids and Requests for Proposals/Qualifications

MED's Email List Management

Mailing Lists

Follows the links above to see current bids available, and hids surmmaries for those procurements whose
hids have been opened.

Lze the links on the left side ofthe page to find out more about MS0's procurement process, our
DiverseWarks Program for minarity and woamen owned businesses, instructions for using this site and other
links of interest,
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GUIDE TO USING THE DIGITAL PLANROOM AS A BASIC USER

You will see the listing of projects out for bid.

¢ MSD BIDS / RFPs /| RFQs
/)
Louisville [ Jefferson Counly Matropolitan Sewer District ENGI NEE RI NG .f‘ CONSTRUCTION J‘ OTHER

Current | Tosearch, please enfer & parial job hame. Enter ah asterik, percent or ieave ematy o
Engineering/Construction/Other [ e (s 1]

Bids and Requests for

Proposals/Qualifications | IJDb j e |

MSD Home
. Project Name Document Avail Date
Ena/CanstiCther Bids Description PreBid Date | Time

Instructions

Company Name Bid Opening Date / Time

Login to view | Order Morris Forman Wastewater Treatment Plant 21452005

(MFWTP) Fume Incineratar Replacement Project 2772005 9:00 am
Frocurement Requlations LOUISILLE & JEFFERSON COUNTY MED 201772005 1200 noon
Diverselyorks Program
Privacy Motice

Purchasing Bids

Current Projects Out for Bid
Calendar

Log On

Security Level Mot Logged In

eDistribution »4.0.0
Copyright LYNN ltnading 2001-2004

|&] pone [ [ |4 mternet

EN |l

You will also see links on the left side of the page that will always be of option to you while in
the Digital Planroom. They consist of the following:

“MSD Home”—L.ink to MSD Homepage www.msdlouky.org

“Eng/Const/Other Bids” - Link to the page you are currently viewing.

“Instructions” — Link to the instructions you are viewing now.

“Purchasing” — Link to the purchasing bid listing.

“Procurement Regulations” — Link to MSD’s procurement policy

“DiverseWorks Program” — Link to MSD’s DiverseWorks site

“Privacy Notice” — Link to MSD’s privacy policy

“Current Projects Out for Bid”—Links you to the page you are currently viewing.
“Calendar”—L.inks you to a monthly calendar view of jobs on their corresponding bid date.
You may view the job by simply clicking the job title from this calendar.

“Log On”— Click here to enter your User ID and Password to view Project Detail or place an

order or you can click on the Login to View next to the project you would like to view.
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GUIDE TO USING THE DIGITAL PLANROOM AS A BASIC USER

VIEWING CURRENT PROJECTS

Click “Login to View” on a specific project or “Log On” and enter your current MSD ID and
PASSWORD. Your name will appear in the bottom of the box to the left, verifying your log in
is complete. If you do not have a password, click on “Create New Company” to set up an
account. **See page 7 for full login instructions

43 MSD Planroom: Construction - Microsoft Internet Explorer provided by Metropolitan Sewer District =
File Edit \ew Favorites Tools Help |
: o ~ T ) = ; .

QBack M =7 B I_L| IEL| o | s Search ‘:_;/\1’ Favorites {f év = m

Address I@j bkt s, msdbids, comfconstruction/viewlobs, aspraction=viewajob_id=3175 j a Go | Links

GODS]Ev I j| &Search Web - | @ | Eh 2z blocked “fE] AutoFil ‘ EOptions »

-

Louisville { Jefferson Counly Metropolitan Sewer District

BIDS / RFPs / RFQs

Current H H

Engineering/Construction/Other PI'O]ECt DEtaIIS

Bids and Requests for Morris Forman Wastewater Treatment Plant Printer Friendly
Proposals/Qualifications Replacement Project (View Log) —

Yiew Plan Images Place Order

ME0 Home f\%

Current Projects Qut for Bid k J MSD

Calendar A

Louisville / Jefferson County Metropalitan Sewer District

Bid Invitation #: Project Location:

T Contact: ?DD; ?jgr%%nusuky Company: LOUISYILLE & JEFFERSOMN COUNTY MSD

Track My Orders . ~ - : ¢

PreBid Date: 2/7/2005 9:00 am Bid Opening Date: 2742005 12:00 noan

Edit My Cornpany PreBid A non-mandatory pre-hid meeting will be held at the Morris Forman Wastewater Treatment Plant, 4522

Edit Company's Contacts Information: Algonouin Parkweay, Louisville, kY 40211 at 9 A M. Local Time, Monday February 7, 2005, The

Contact Management requirements of MSD's Diverse\Warks (MBEAWBE Participation) Contractor Compliance Program (CCP) will

e fully explained at this meeting. The deadline for a YWaiver Request on this Contract is 5:00 P.M. Local

Log Off Tirne, Thurscay February 10, 2005,

Security Level Company Admin The Contract will be awarded on the basis of the jowest respansive, respansible Bid, subjecttothe
Logged in as: Kristy Southard appru_val of the Board of MSD. MSD reserves the right to reject any or all Bids or waive any informality in
Wersion: 4.2.4 GBIt

=
[&] pone [ |4 meermet

You will then see information regarding this job including, but not limited to:

Bid Date & Time

Pre-Bid Date & Time

Location of Job Site

Contact Name for Project

Project Notes that may include job scope, relevant and pertinent bid info, notes specific to
General Contractors and/or Sub Contractors, etc.

Purchase and/or Refundable Deposit amounts, as well as shipping costs and any other related
fee schedules.

agprOdE

S
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GUIDE TO USING THE DIGITAL PLANROOM AS A BASIC USER

“View Plan Images” Link—Click here to view an index of all the drawings in the job. **Note:
When viewing plan images, they are reduced in size to increase the speed of which they are
viewed and cannot be sent to your printer.

3 MSD Planroom: Construction - Microsoft Internet Explorer provided by Metropolitan Sewer Districk = | = Ill
File Edit Wew Favorites Tools  Help |
O Back ~ (g ~ I_LI IELI _"J y, ! Search :\7 Favarites 63,_{ év =
Address I@j hktp: f v, msdbids, comfconstruction/viewImages. asp?job_id=3175 j a Go | Links
Google - I j| &5 gearchweb ~ | bt | Eh 2z blocked =] Autoril ‘ fd options
=
kg)
Louisville f Jefferson County Matropolitan Sewer District
BIDS / RFPs / RFQs
Current Morris Forman Wastewater 7o view TIF files you must have Java instalied. Also, 1 ls recommended that you aod
Engineering/Construction/Other 13 {0 your trusted sites iist, especiaily If you are using Windows XP or later.
Bids and Requests for Treatment Plant ¥ # Iy 7 d
ProposalsiQualifications
Sheet # Sheet Name Image Name (Click To View) Download
MSD Home File Size / Approx. Download Time {56k Modem) {if available)
Currant Praiects Out for Bid ooz Ad Test One 3032;551;2933‘3 one if
Calendar
Administration
Edit My Jobs
Track My Orders
Edit My Company
Edit Company's Contacts
Contact Management
Log Off
Security Level Company Admin
Logged in as: Kristy Southard
eDistribution v4.0.0
Copyright Lynn Imaging 2001-2004
[
[&] l_ l_ l_ ) Internet

1. Click on any one of the drawings to view.

2. Your computer will open a basic viewer in a new window. Prior to the viewer opening, you
may get a dialogue box that asks if it is okay to open this viewer, click “Yes” or “OK”.

3. The displayed plan image will be displayed as a full sheet on your screen.

4. Atoolbar is located at the top of the viewer to help you view more detailed areas of the
drawing. For example, by choosing the “magnifying tool with the plus sign”, then clicking
your left mouse button on any area of the drawing, you will zoom in to view the drawing in
closer detail. Additionally, by choosing the “hand” tool, you may hold down your left mouse
button and drag the image to view other areas while zoomed in.

5. Located near the top of the viewer, you will find a drop down box of the list of drawings to
choose from. Click the drop down box and highlight another drawing that you would like to
view. You may also choose to click “Previous Image” or “Next Image” to view the
immediate drawing before or after, respectively.

6. When you have completed viewing drawings, you may click the “x” in the top right hand

corner to close the viewer.

You will return to the original index of drawings.

8. To go back to the Job Details, click your Back Button.

~
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GUIDE TO USING THE DIGITAL PLANROOM AS A BASIC USER

“Place An Order” Link—Click here to place your order for the job. **A User ID and Password
will be required for this action. Setting up your User ID and Password is described on page 7.

N MSD Planroom: Construction - Microsoft Internet Explorer

Fils Edit wisw Favorites Tools Help ar

ek - (D ENEK ) ) search ' Favortes  £2) - e B - El [« 3

Address |#] http: ffwna msdbids. com/constructionforder . asp?action=arderjob_id=3175 ~| B so Links **

Current
Engineering/Construction/Other
Bids and Requests for
ProposalsQualifications Company: Lynn Imaging
Contact: Justin Carter

Start Order - cawood Drive DIP

Trade: Test Trade -l
. MEEVVBE Certified: =
Calendar Send Me A Copy OF this

Order via Email:

Track by Orders Plans/Specs

Edit Profile

Qty. Name Description Cost

a Plans & Specs Cormplete Set $20.00

Delivery Method: - Select One - bl
Payment Method: - Select One - ~» =

Verify Shipping Address:
Care Of: fF not the contact above.
Address Line 1: 328 Old vine St =

Address Line 2:

Country United States = -

City / State / Zip: Lexington =y |+ 40507 -

Verify Billing Address:
Address Line 1: 228 Old vine St -

Address Line 2:

Country United States >l

City / State | Zip: Ve
@] Done & Internct

1. User ID and Password is requested here. Enter your User ID and Password and click
“Submit”. Your contact info will automatically come up.

2. Contact Person—If you are not the contact for this job, you will have the option of choosing

the appropriate person within your company, assuming that they are listed in the database.

Number of Sets Needed—You may enter the number of complete sets that you are ordering.

4. Bid Category—Select the drop down box and choose the bid categories that you are bidding
by highlighting the bid category and selecting “Add”. You may choose more than one. This
allows MSD to know which bid categories you will be representing. This is an optional
feature for projects listed, so you may not see this option on all jobs.

5. Delivery Method—Delivery is free and offered in the areas of Southern Indiana, Louisville,
Frankfort and Lexington. If you are not located in the delivery area, you can have the bid set
(s) mailed to you at cost.

6. Payment Method—all payments may be made by cash, check, account or credit card through

the web site. All Refundable Deposits must be paid by check payable to the appropriate

entity as described in the Invitation to Bid.

Comments—Any comments or notes regarding the project order may be placed here.

Click “Submit”.

9. Your order will not be complete at this point. Review your order and information and click
“Continue” to complete your order.

10. You will receive a confirmation number and the order will be emailed to appropriate staff for
immediate processing. Your order will be ready within 24 hours..

w

o ~
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GUIDE TO USING THE DIGITAL PLANROOM AS A BASIC USER

USER SECURITY
Once you select a project, you will be directed to the login screen. To create a new login
business or individual login account, click on “Create Account”.

43 MSD Planroom: Construction - Microsoft Internet Explorer provided by Metropolitan Sewer District =

File Edit \ew Favorites Tools Help |
. = o ; 4 W, =

Qo - © - [x] [2] ()] [seweh [ rors oo €0 [B7) (1 A- 12 F- ¥ 10 [ ad-

Address Iﬁj hkkpe ) fvmosy, msdbids, comfconstructionflogon, asp?rd=viewlobs aspraction=view¥:26job_id=3175 j Go | Links

Google - | || & searchweb - | 53 | Eh3sblocked | Autoril | fd options

(‘} MSD BIDS / RFPs / RFQs

=
Louisville / Jefferson County Melropolitan Sewer District ENGINEERING / CONSTRUCTION / OTHER

Current
Engineering/Construction/Other

Username:

Bids and Requests for I Create Account

ProposalsiQualifications Password:
MS0 Home
Eng/ConstiCther Bids Submit I Forgot Password

Instructions

Purchasing Bids
Procurermnent Requlations
DiverseWorks Program
Privacy Motice

Current Projects Out for Bid
Calendar

Log On

Security Level Mot Logged In

eDistribution v4.0.0
Copyright Lynn lmading 2001-2004

[
& [ pmemee

The following instructions on the next page are also shown on the web site:
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GUIDE TO USING THE DIGITAL PLANROOM AS A BASIC USER

Purchasing/Construction Bids/RFPs/RFQs and General E-Mail
Lists

New Login Account Setup

MSD’s e-mail lists are used to automatically notify vendors, bidders, engineers and contractors of
upcoming bids, Requests for Proposal (RFPs), and other information. In addition, MSD uses the
same system to notify individuals of Board Meetings, Job Opportunities, and other announcements
that may be of general interest. In order to receive notices of pending procurements and general
notices, users must sign up for an account. You will be required to enter a valid e-mail address, a
password and other information.

Each user is required to maintain their own profile and to periodically check their profile to keep up-
to-date on changes MSD may make to e-mail lists. Users may subscribe or unsubscribe to as many
e-mail lists as they desire. There are two types of accounts — one for businesses (Option 1) and one
that can be used for individuals (Option 2). Please follow the instructions for one of the two options
listed below:

Option 1 - Businesses

1. There is a single company record and one or more contacts for each company. To verify if
your company is in our database by entering any part of the company name in the box below
and hit search. The search results are limited to 5 record(s).

I Search

2. A new browser window should appear with the results of your search. If your company is not
shown, click on 'Create New Company'. The first user added to a new company will become
the company's administrator. Follow the instructions displayed in a new browser window.

If your company is shown, proceed to step 3.

3. Click on the company name in the window.

4. You will see the company administrators' names. Contact the company administrator to have
an account created for you.

Note: If your company’s administrator is no longer employed at your company, please call MSD at
either (502) 540-6265 (for engineering or construction related users) or bids@msdlouky.org; or
(502) 540-6297 (for purchasing related users) or bids@msdlouky.org to reset the company
administrator. You will be contacted for further information and instructions.

Option 2 —Individuals

1. Click on the link below to create a new Login Account. You must have a valid e-mail address.
Create a new Login Account

Note: If you already have a login account but have forgotten your password, click the button below
and your password will be emailed to you.
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GUIDE TO USING THE DIGITAL PLANROOM AS A BASIC USER

If you are an individual who would like to receive information about bids or order bid sets, click
on Create a new Login Account

To search for a business, enter the business name under option 1 and click on Search.
If your company is listed at the bottom of the screen, select it to get information about who the
“Company Administrator” is for your agency.

43 MSD Planroom: Construction - Microsoft Internet Explorer provided by Metropolitan Sewer District =
File Edit \ew Favorites Tools Help |
. " ~ e ] = ; % = .
Q Back - & Iﬂ |EL| N | 7 Search Folders .. Favorites {f El - év e =T |_|_"| I_LI -a.'_}:' m
Address Iﬂj bkt s, msdbids., comfconstruction/campany, asp?action=list j Go | Links
GODS]G - I j| & SearchWeb - | @ | £ 36 blocked  *fF] AutoFil ‘ E options 4

=
Louisville / Jefferson County Matropelitan Sewar District ENGINEERING /| CONSTRUCTION / OTHER

@ } MSD BIDS / RFPs | RFQs

Current Steps to creating & loging
Engineering/Construction/Other

Bids and Requests for 9

ProposalsiQualifications There is a single company record and one or more contacts for each company. To wverify if your company is in our

database by entering any part of the company name in the box below and hit search. The search results are limited
to 5 record(s).

MI0 Harme 2. A new browser window should appear with the results of your search. IF your company is not shown, click on 'Create
) Mew Company'. The first user added to a new company will become the company's administratar. Follow the
Ena/ConstiDther Bids instructions displayed in 3 New Drowser window.

EN TS If your company is shown, proceed to step 3.

Purchasing Bids 3. Click on the company name in the window
4. Youwill see the company administrators' names. Contact the company administrator to have an account created for

Procurement Requlations you.
Diversediorks Prograrm
Privacy Notice Note: If your company's administrator is no longer employed at your company, please call MSD at either (502) 540-6265

) ) (for engineering or construction related users) or bids@msdlouky.org, or (5023 540-6297 (for purchasing related users) or
ww bids@msdlouky.org to reset the company administrator. You will be contacted for further information and instructions.
Log On

Security Level Mot Logged In

msd Search |

Create Mew Company

Name City State
MBE/S{aSDBIDBEKMSDC Louisville KXY
LOUISVILLE & JEFFERSOMN COUNTY MSD Louisville Ky _I
-
[&] [ |4 meermet

If your company is not listed, click on the Create New Company link.
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2 MSD Planroom: Construction - Microsoft Internet Explorer provided by Metropolit - =] x|
J File Edit “iew Favorites Tools Help ‘
J O Back v ()~ |_L| |EL| ;‘J | / ) Search Folders *f\?_’ Favorites ) El - é' ) = ﬂ - % |_|L_L| ZI_LI a%v H Lirks
J © snaolt L |JAddl’eSS Iﬁj http: dfwrarw. msdbids. corn/construction/companty aspPaction=rew j B co |J Google- | d| sea ? J -
¢ MsD BIDS / RFPs / RFQs
H}
Louisvills / Jefferson County Matropolitan Sawer District ENGINEERING /| CONSTRUCTION / OTHER
Current H . . X b
Engineering/Construction/Other Company Information - denotes required fields
Bids and Requests for
Proposals/Qualifications Company Name: | *
Woman Business O
MSD Home Enterprise:
MSD Bids.com Minority Business O
Eng/ConstOther Bids ET:_"’"I’;"' P
Instructions iling Intormation:
Address 1: I *
Purchasing Bids Address 2: I
Procurement Requlations City: l—,
DiverseVyorks Prodrarm
Privacy Mofice Country |United States =l -
Current Projects Oui for Bid State: Ll ~
Calendar Zip: | *
Log On Phone: [ *(123) 456-7890
ks [ * {123 456-7890
Eexivites el Rousesl Enai | general company e-mall address (If avaliabie)
Shipping Information:
Copy From Billing Address |
Address 1: I *
Address 2: I
City: |—*
ot | Err——— 1. [~
[&] pone |_|_|_|a Internet

The first contact entered with your company’s name will automatically become the company’s

administrator. The company administrator will be responsible for administering login accounts

for the employees at their agency.

Create a contact with your agency information, the construction engineering bids you are

interested in being notified about, and any purchasing commodities or mailing lists you would

like to be added to. Your User Id and Password will be unique to you.
If your company is listed and you have not been contacted by Lynn Imaging with an

administrator’s login name and password, or you have any security issues, contact the
distribution department at 502-499-8400.
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