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Bid Items Application 
 
 

 
 

 








When the Bid Item Application is accessed, click the Login to BID ITEMS option, as shown below. 
 
 

 

 1 

NOTE: This is intended for use by non-DOT offices. 

https://secure.iowadot.gov/BidItem/
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After Login is complete, select the appropriate type of access. 

 

 
 

If Designer – DOT Let Project was selected, you will have two options. 

 

 
 

 
If you selected DOT Consultant, you will have the option to select what kind of consultant you are.  In 
the drop-down selection list, select a Consultant. Then send to the DOT for approval. 

 

If you selected Local Agency Designer or Local Agency Consultant you will go directly to the Bid 

Items Application page. 
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After you have been approved by the DOT, you will see the screen below. The only projects to display in 
the list are those that are assigned to you (see NOTE below). Select a Project Number from the drop- 
down selection list (red arrow below). Contact your DOT representative if your project is not in the list. 
Click the Bid Items (blue arrow below) button to continue. 

 

 
 
 

 
NOTE: Below is a screen shot from TPMS. If you are not listed in the project development contacts below 
in TPMS for a particular project, you will not be able to view the project in the Bid Items Application. Also, 
the email address listed in TPMS must match the email address listed in Enterprise A&A. 
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If a Read Only division is selected, the Bid Items are Grayed-out, and the Item List option is not 

available. This would be a common occurrence on a combined Bridge and Road plan. 
 

 
 
 
 
 
 

 
To add a Division, click the Add Division option (red arrow). Bid Item divisions provide a break-down of 
bid items and quantities. The main reason for this break-down is for cost tracking. A couple examples 
include items paid for by cities on a state project, and bridge/road item breakouts. Divisions may have 
duplicate items or they may not. 
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The Add Division dialog shown below will display. You have the option of adding a Road Division or a 

Bridge Division. 

 
 
 

If you add a Road Division the Division Description will default to Roadway Items. Add an appropriate 
description and, as desired, select the Add Default Items to New Division check box (). Click the Add 
Division option, or Cancel. 

 
 

 
If you add a Bridge Division and you don’t have a design number the Division Description will default to 
Bridge Items. Add an appropriate description and, as desired, select the Add Default Items to New 
Division check box (). Click the Add Division option, or Cancel. 
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If you add a Bridge Division and you have a design number you will see this screen. 

 

 
 

Choose a Design number from the drop-down selection list. Add an appropriate description and, as 

desired, select the Add Default Items to New Division check box (). Click the Add Division option, or 

Cancel. 

 
 
 
 
 
 

The Default Items for a new Division are as shown below. 
 

 
 

The Edit / Delete buttons are to Edit the Division Name or Description, or to Delete the Division. 
To add more items to the list, click the Item 
List option, shown at the right. 
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As shown below, there are 4 options for producing a Bid Item selection list: 
1. List All available bid items, 
2. Enter a Number in the Find field and only Bid Items including that portion of the item number will 

be listed, 
3. Enter a portion of the item description (Desc), such as “backfill”, and only those items including the 

work “backfill” will be included in the list, and 
4. Select a prebuilt Template of Bid Items for a specific project type. The Templates must be made 

by DOT personnel. 
 

 
 

As shown above, an item must be selected (highlighted) before the Add Item option is clicked. After an 
item has already been selected (during this add session) it will turn blue. After all desired items have 
been selected (and are blue), click the Bid Items option to return to the Bid Item list. 

 
 
 

Upon returning to the Bid List, you can see the Special Backfill Material, Place Only item has been 
added, as shown below. 
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To work with an item, click the Select option to the left of the item, as shown below (red arrow). This will 
cause the “Data Entry area” for that item to display. To Edit the information for the item, click the Edit 
option, shown by the blue arrow. To eliminate the item, click the Delete option. 

 

 
 

When the Edit option is selected, the bottom portion of the dialog changes from Read Only to Edit Mode, 
as shown below. Edit the fields desired and click either the Update or Cancel option, shown by the blue 
arrow below. 

 
 

After Update has been selected, the change(s) are made to the Bid List, as shown below, and the “Data 
Entry area” has been returned to Read Only mode until a new item is selected and the Edit option has 
been selected again. 
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When an item in the list is selected, (as shown by the red arrow below), the Note option becomes 

available, as shown below by the blue arrow. This is for adding Reference Notes to the Bid Items. 
 

 
 

The Reference Note dialog displays as shown below. Two options are available for notes, 1. Add 
Reference Note (to a single item), and 2. Add Common Note (to several items), as shown by the red 
arrows below. The Note is added in the Data Entry field, as located by the blue arrow. 

 

 
 

When the Add Common Note is selected, as shown by the red arrow below, check boxes () become 
available for each item (blue arrow). By checking the boxes and therefore selecting the items, they will all 
receive the common Reference Note listed, as shown by the green arrow. Click the Update option to 
make the changes, or the Bid Items option to return to the Bid List, (shown by the black arrows below.) 

 

 



Page 10 of 16 

 

 

 

When the bid list and notes are complete, 
Reports can be generated by clicking the 
Report option, shown at the right. 

 
 
 
 

As shown below, select one of the Report types: 1. Bid Items, 2. Estimate Reference Information, or 3. 
Activity Log. Select any or all of the Divisions to receive the report. 

 

 
 
 

When a report is generated, the option is provided to 
Save or just Open the file. 

 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: There is presently no way to automatically transfer the report data to a MicroStation 
tabulation file. Data in the reports shown below must be copied and pasted to the appropriate 
tabulation in MicroStation. 

 
 
 

The Bid Item list is developed in an Excel file format, as shown below. 
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The Estimate Reference Information would resemble the following list. 

 

 
 
 

The Activity Log could resemble the following. 
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To view or add specifications to the selected project number, Select the Project Number (red arrow) from 
the drop down list & Click on the Specification (blue arrow) link on the project page. 

 

 
 

 
Upon entering the Specifications page there may not be any Specifications added to the Project Number 
yet. If there are no specifications added to the project number the area below the Project Number header 
will be blank.  
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If there are Specifications already added they will show up in a grid view giving Number & Description 
of the Specification. 

 
 

 

 

To add a Specification to the Project Number Click on the Select text on the left side of the specification 
and then click the Insert button on the right hand side of the specification. The specification will highlight 
in yellow when it has been selected. 

 

 

 



Page 14 of 16 

 

 

 

The specification will now appear up in the top portion of the page. 

 
 

To add a Special Provision, type the name of the Special Provision into the textbox next to the Update 
button.  Click the Update button to add the Special provision into the list of Specifications for the Project 
Number.  The added Special Provision will be assigned a number based on the next available number 
in the district the project is in.  To use the same SP for multiple projects in the same letting, contact the 
Specifications Section to add the SP to the additional project(s) so that it will have the same SP 
number. 
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Special Provisions or specifications may not be deleted from a Project Number by the user.  Contact 
the Specifications Section of the Office of Contracts to remove a Special Provision or Specification from 
a Project Number. 

 

Specifications cannot be added to a project number after the plan turn in date. If you enter the 
specifications page after the plan turn in date there will be a message indicating that specifications can no 
longer be added to this project number. The contact information for the Specifications office of the Office 
of Contracts is given if a specification is needed to be added to the project. 
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To exit the Specifications page Click on the Home button in the top corner of the page. 
 

 


